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006 yrBep:kaenun UHCTPYKIHH 110 1€JIONPOH3BOACTBY
B ®HHAHCOBOM YHHBepCHTETE

B 1ensx coBeplieHCTBOBaHMS pabOTBl C MOKyMEHTaMM, a TaKkKe B CBI3H C
U3MeHEHHeM CTPYKTypbl DUHAHCOBOrO yHMBEpPCHTETa M B COOTBETCTBMH C I1.5.1 mpukasa
®unyHuBepcutera oT 31.05.2012 Ne 695-1/0 «O mnpoBeeHHWH KOPPEKTHUPYIOLIHX
JIEMCTBHI TI0 UTOraM pecepTU(PUKALIMOHHOrO ayINTa» M P M K a 3 bl B @ 10:

1. YrBepaure  MHCTpyKUMIO 1O J€JIONPOM3BOACTBY B (helepalibHOM
rocy1apCTBEHHOM o0OpazoBarebHOM OIOKETHOM YUPEXKIEHUH BBICIIIETO
npodeccroHanbHoro obpazoBaHus «DPUHAHCOBBIM yHUBepcuTeT mpu [lpaBuTenbcTse
Poccuiickoit Penepanuun», (namee — WMHCTpyKUMs MO J1€JIONPOU3BOJCTBY) COITIACHO
NIPUTIOXKEHHUIO.

2. PykoBouTensM CTpYKTYpHBIX NOApa3aesieHuii 03HaKOMHUTh KaXJ0oro paboTHHKa
nozpaszenenus ¢ IHCTpyKiuei 1o 1en10npou3BoACTBY MO/ POCIHCS.

3. Cunrats yTpaTUBIINM cHiTy mipuka3 oT 17.05.2012 Ne 595-1/0 «O6 yTBepxaeHIH
WHCTpYKIIMHK 11O JeJIONPOU3BOJICTBY B (pe/iepalibHOM rocyAapCTBEHHOM 00pa30BaTeIbHOM
0I0/DKETHOM YYpEeXJeHUU BbICIIEro npodeccHoHaNbHOro obOpa3oBaHusi «DUHAHCOBBIN
yauBepcureT npu IIpaBurensctse Poccuiickoit Menepauum».

4. KOHTpONbP MCMNOJHEHUs [pHKa3a BO3JIOKUTh Ha HaYaJbHUKA YIpaBlIeHUs
nesnonpousBozacTea u apxusa Cadyposy T.b.
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YTBEPXJEHA
npukazoM PUHYHUBEpCHTETA

OTPS 14 3043 No %Xéﬂ//a

HHCTPYKIHA

N0 ACA0NPOH3BOJACTBY
B (peaepaibHOM rocyaapcTBeHHOM 00pa30BaTeILHOM OIO/KETHOM YUPEKICHHH
BbICIIETO NpodeccHoHaNbHOro 00pa3oBaHHA
«®unancosstif ynupepeuteT npu I[lpasutenncree Poccniickoit ®egepanun

1. OBIUE ITOJIOXEHHA

1.1. UHcTpyKUus Mo AENONpOU3BOACTBY (nanee — MHCcTpykunsa) B ¢eaepanbHoM
rocyapcTBEHHOM o6pa3oBaTeIbHOM OromKeTHOM YUPEXACHUH BBICLUETO
npodeccHoHanbHOro obpasoBanus «PuHaHCOBBIA YyHUBepcuteT npu [IpaBuTenscTBe
Poccuiickoit.  Depepauun»  (ganee — PUHyHuBepcUTeT) paspaforaHa B LensaXx
COBEpLICHCTBOBaHUS NOKYMEHTALMOHHOro o0ecreveHus YNpaBIeHUs M NOBBILICHUS €70
3p¢hEKTHBHOCTH MYTeM YHU(DHKAUMH cOCTaBa U (OpM YNpaBIEHYECKHX AOKYMEHTOB,
TEXHOJIOTHI paboTH ¢ HUMH U 00eClIieueHHs KOHTPOJIA HCIIOJIHEHUS JOKYMEHTOB.

HUHCTpyKUHA yCTaHaBAWBAET eJuHbIe TpeOOBaHHA K TMOPAAKY [TOATOTOBKH,
0o¢OpMIIEHHIO, MPOXOXKAEHHIO, HCIONbL30BAHUIO, KOHTPOJIK 33 HCIOJIHEHHEM, YYETOM,
XpaHeHUeM, NeyaTaHdeM, KOMMHPOBAHHEM H THPaXUPOBAaHUEM CIYKeOHBEIX JOKYMEHTOB,
obpa3syrommxcs B AedTenbHOCTH PUHYHUBEPCUTETA.

1.2. UncTpykums cocraBneHa Ha ocHoBe ['OCT P 6.30-2003 «YHupuuupopasusie
CUCTEMBI JOKYMEHTALHH. YuuduuupoBaHHas CHCTEMA OpraHU3aLHOHHO-
pacnopsaAUTEeNbHONH AOKyMeHTauuu. TpebGoBaHUA K O(OPMIEHHIO IOKYMEHTOB», B
COOTBETCTBHH C:

- [lpamepHO# HHCTPYKUHKeEH O AeNCHPOH3BOACTBY B BHICIIEM Y4eOHOM 3aBEACHHAH,
yTBep)XKIAeHHOH IpHkazoM MuHuctepcTBa ofpasoBaHus Poccuiickoli ®eaepauuu ot
24.07.2000 Ne 2286;

- [lpaBunamu  genompou3BoAcTBa B  (efiepanbHBIX OpraHaXx HCMONHUTENBHOM
BaCTH, YTBEpPXKACHHBIMU NocTaHOBIcHUEM [lpasuTenscrBa Poccuiickoit ®@enepaunu ot
15.06.2009 Ne 477 (¢ u3MeHEHHMsIMH, BHECEHHBIMH NOCTaHOBJAeHHeM IIpaBUTeNnbCTBa
Poccuiickon ®enepauun ot 07.09.2011 Ne 751);

- MetopudeckuMn  pexoMeHJauusMH MO  pa3paboTKe  HMHCTPYKUMH Mo
AENONPOU3BOACTBY B (elepalbHbIX OpraHaX HCIOJHHUTENBHON BIACTH, YTBEPXKIACHHBIX
npuka3zoM Pocapxuga ot 23.12. 2009 Ne 76,

- OCHOBHEIMM NpaBHUIaMH PpadOThl BEIOMCTBEHHBIX apXHBOB, OAOOGDPEHHBIMH
pemienueM Konnerun I'nmaBapxusa CCCP 28.08.1985 (Ilpuka3 I'mapapxusa CCCP ot
05.09.1985 Ne 263);
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- MetoanyecKumMu pPEKOMEH AL AMH «YropanoueHue yIpaBJIeHYECKUX
DOKYMEHTOB IOCTOAHHOTO XpaHEHHUS U Mo TMYHOMY cocTaBy» (Mocksa, 2006);

-I'OCT P UCO 15489-1 — 2007 «CucteMa cTaHzaproB N0  HHQOpPMALHH,
OUONMMOTEUHOMY W M37aTeNIbCKOMY Oely. YIpaBneHne pAokyMeHTamu. (OOmue
TpeGoOBaHUAY;

- YcraBoM PHHYHMBEpCHUTETA, YTBEpXIECHHBIM MOocTaHOBIeHMeM [IpaBuTenscTBa
Poccuiickoii ®enepauun ot 14.07.2010 Ne 510.

1.3. ITonoxennuss WHHCTPYKUHH paclpOCTPaHAIOTCA Ha OpraHuzaluio paboThl C
JokyMeHTaMH B DUHYHUBEPCHTETE B LIENOM.

Ha ocHoBe Hacrosmeir WMHCTpykunn kaxapii ¢unuan OUHYHHBEPCHTETA
pa3pabaThIBaET HHCTPYKIIMIO IO JACJIOTNPOU3BOJCTBY B COOTBETCTBYIOLLEM (HIHATE.

1.4.[IpoeKT HMHCTpYKUHH 1O  JAeJONpOU3BOACTBY B  DHHYHHUBEPCHTETE
pazpabaTbiBaeTcs YmpapleHMeM IeNonpou3BoAcTBa M apxuBa (mance — VY]/lnA),
COTrJIaCOBBIBAETCA € 3JKCHEPTHOH KoMHccHeill (PUHYHHMBepcHTETa, I'TTaBHBIM apXHBHBIM
ynpaBieHueM roposa MoOCKBEI B COOTBETCTBH¥ C COITMIAIIEHHEM O COTPYAHHYECTBE OT
02.11.2010 Ne 78 u yTBepKaaeTcsl NPUKA30M PEKTOpA.

BHeceHHe H3MEHEHHH B YTBEPXKIEHHYHO HHCTPYKLIHIO 10 JENONMPOH3BOACTBY
OCYLUECTBIAETCH IIPUKAa30M peKTopa I[Ocie corjacoBaHHs ¢ [JIaBHEIM apXWBHBIM
ynpaBjieHHEM ropofia MockBsl.

[IpoekT HWHCTpYKuUMH IO JeNONpPOU3BOACTBY B (uiMane OHHYHHBEPCHTETA
paspabareiBaeTCs CTPYKTYPHBIM Mojpa3deieHueM (pabOTHHKOM), OCYLIECTBIAKILUM
byHKIMH Aenonpou3BoAcTBa B (uaMane, coriacosbiBaeTcs ¢ Y JIHA, 3KCnepTHOH
KOMHCCHEH QHINaa, 3KCIePTHO-NPOBEPOUHON KOMHCCHEHR TOCY JapCTBEHHOIO apXHBa 110
MECTY HaXoxAeHus Gpuinaia H yrBep>KaaeTcsi NpUKa3oM JUpeKTopa QHinana.

1.5. Ionoxenus MHCTpyKLMH He pacmpOCTPaHAIOTCH HA OpraHU3aluio paboThl c
JOKYMEHTaMH, COAEPKAILUMH CBEASHUS, COCTABJISIONIMMY TOCY JapCTBEHHYIO TalHY.

Oco0eHHOCTH paboTBl ¢ JOKYMEHTaMH, COACP)XallUMH KOH(PUIACHUHAIBHYIO
uHpopMaluy (CIyXeOHYI0 H HUHYI TalHy, NEPCOHANbHBIE JaHHBIC), PETYIIMPYIOTCA
CHELUAIbHBIMM HOPMAaTUBHBIMM AKTaMH (KMHCTPYKLUMAMH, [ONCXKEHUIMH, MpPaBHIAMH),
YTBEPKIAEMBIMH PEKTOPOM.

1.6. TpeboBanus MHCTpyKLHH K paboTe ¢ OyXraiTepcKoil, HayYHO-TEXHHYIECKOH H
ApYroi chneuuanbHOH MOKYMEHTAalMel pacnpoCTpaHAIOTCA JMIIb B HacTH OOIMX
NMpUHLHUNOB paboTel ¢ AOKYMEHTaMH, & TaKKe MOJATOTOBKH JAOKYMEHTOB K Hepefade Ha
apXUBHOE XpaHEHHE.

1.7. Tlonoxenns WHCTpYKIOMH pacnpoOCTPaHAIOTCS HAa OPTaHH3aUHI paboThl ¢
JNOKYMEHTaMH HE3aBHCHMMO OT BHJA HOCHTEN, B TOM YMCIE C 3JIEKTPOHHBIMH
JOKYMEHTaMH, BKJKOYas NOATrOTOBKY, PErHCTpaldl0, Y4€T ¥ KOHTPOJb HCIIOJHEHHS,
OCYILIECTBIIAEMBIE C IOMOIIbIO aBTOMAaTU3HPOBAHHbIX (KOMITBXOTEPHBIX ) TEXHOJIOTHA.

CucreMbl  aBTOMAaTU3MPOBAHHOM 00pabOTKH JIOKYMEHTOB, NPUMEHSAEMBIC B
DuHyHHBEpCUTETE, OOKHBI oOecrnevyMBaTh BHINOAHEHHe TpeGoBaHUH HacTosALIeH
HHcTpyKUuu.

1.8. Opranun3saiiis, BeleHHE U COBEPIICHCTBOBAHHE CUCTEMBI AEIOMPOU3BOICTBA HA
OCHOBE €OUHON TeXHHYEeCKOH MOJUTHKH W NPUMEHEHHS COBPEMEHHBIX TEeXHHYECKHX
CpeiacTB npu paboTe ¢ JOKYMEHTaMH, METOJUYECKOe PYKOBOICTBO W KOHTPOIIb
coONMIOJeHNs YCTAHOBIEHHOIO MOpAAka paloThl ¢ MJOKYMEHTaMH B CTPYKTYPHBIX
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noapasaeneHusx @uHyHuBepcuteTa ocyuecTiasercs Y JIuA.

Y/IMA opraHu3yeT He peke OJHOIoO pasa B IO IUIaHOBBIE IPOBEPKH COCTOSHHA
JENONPOU3BOACTBA M coOmojgeHuss TpeOoBaHMi WHCTpYKUMH B CTPYKTYPHBIX
noapasaenenusx OunyHuBepcutera. O pe3yabrarax MPOBEPOK JOKIAIbIBAECTCS PEKTOPY.
[Tpu He0OXOIUMOCTU MOTYT OCYIIECTBISATHCS U BHEIIAHOBBIE IIPOBEPKHU.

1.9. OTBeTCTBEHHOCTh 3a OpraHM3allkio JeJIONPOU3BOACTBA, CBOEBPEMEHHOE H
KayeCTBEeHHOE HCITOJHEHHE JOKYMEHTOB M UX XpaHEHHEe B CTPYKTYPHBIX MOJAPA3AEICHHUIX
BO3JIaraeTcsi Ha PYKOBOJHUTENEH CTPYKTYPHBIX MojpaszaeineHuil PUHYHUBEPCUTETA, YTO
yCTaHaBIIUBAETCH MX JODKHOCTHBIMH UHCTPYKLHUSMH.

1.10. HemocpencTBeHHOe ~ Be[eHME  JIEJIONPOM3BOJACTBA B CTPYKTYPHOM
MOJpa3/eIeHHH OCYIIECTBIsETCS pabOTHUKOM, HAa3HAUEHHBIM OTBETCTBEHHBIM 3a 3Ty
paboTy npuKa3oM pekTopa, a No ¢uiMasam — IpUKa3aMH IUPEKTOPOB (UIHAIIOB
OuHyHUBEpCHTETa, W  COBMEILLAIOLIMM  BBIOJHEHUE  JEJIONPOU3BOACTBEHHBIX
obs3aHHOCTeM coracHo [lepeuHio oOs3aHHOCTe paboOTHUKA OTBETCTBEHHOIO 3a
JenonpousBoAcTBo (npuiiokeHue Ne 1) ¢  dyHKUMOHATBHBIMH O0f3aHHOCTAMH B
COOTBETCTBHH CO CBOEM JOJDKHOCTHON MHCTPYKLIUEH.

[Ipy  yBOJBHEHHWM WM IepeMellleHUMH paboTHUKA, OTBETCTBEHHOIO  3a
JeNONpPOU3BOACTBO, TMPOM3BOAMUTCSA [Mepeaada BCeX JIOKYMEHTOB W JieJl BHOBb
HasHayaeMoMy pabOTHHKY B MPUCYTCTBHHM TPEThEr0 JHLA, O 4YE€M COCTaBJIAETCS aKT
npueMa — nepejayv AOKYMEHTOB W Jen (npusoxeHue Ne 2), KOTOpbI yTBEpxkKAaeTcs
PYKOBOJHUTENEM CTPYKTypHOro mnozpasfeneHus. OOUH 3K3eMIUIIp aKTa MNepenaeTcs B
Y]IuA.

[Ipuka3 o Ha3HauyeHHWH pPaOOTHUKOB OTBETCTBEHHBIMH 3a IEJONPOH3BOJCTBO B

OunyHusepcutere roroBut YJIMA, a B ¢Quimanax — pykoBoguTenud (paOOTHUKH)
CTPYKTYPHBIX TOApa3feNeHul, OCYILIeCTBISAIOWUX GYHKIHUA [JeJI0NpPOU3BOJACTBA B
dbunmnanax.

1.11. Bemmonuenue tpeboBanuii MHcTpyKkiun o0s3aTenbHO A1 KaXA0ro pabOTHHKA
@®unyHuBepcutera, ¢ ee TpeOOBaHUSAMU PaOOTHUKHU HOJDKHBI OBITH O3HAKOMJICHBI I0J
POCTIHCB.

PabotHuku ®PuHyHHMBEpCcHTETa HECYT AUCLHMIUIMHAPHYIO M MHYIO YCTAaHOBJIEHHYIO
3aKOHOZaTeNnbcTBOM Poccuiickoit @enepauuud OTBETCTBEHHOCTh 3a HecoOIoneHHe
TpeboBaHuil HacTosen MHcTpykium.

[Ipu yxome B OTMycK, OTbe3e B KOMaHAMPOBKY, OOJIe3HH WJIH YBOJbHEHHH
paOOTHUKU CTPYKTYPHBIX Mojpa3feneHuil PuHyHHMBepcuTeTa 00s3aHbl nepenarb IO
YKa3aHHUIO PYKOBOJMTENEH CTPYKTYPHBIX NOApPA3JeiIeHUN BCe YUCIAIIMECH 3a HUMH
JNOKYMEHTBI ApyruM pabOTHUKAM, KOTOPbIE 00513aHbl MPUHATH MEpPbl K UX COXPAHHOCTH U
CBOEBPEMEHHOMY MCIIOJIHEHHUIO.

O06 ytpare NOKYMEHTOB pabOTHMKM HEMEIJIEHHO MOKJIAJbIBAIOT PYKOBOIUTEIIO
CTPYKTYPHOro  mnojpasjeneHusi.  PykoBoauTelb  CTPYKTYpPHOro  MOJpa3jieeHHs
OuHyHMBEpCUTETa Ha3HA4YaeT Ciy)keOHoe pacciiefloBaHHe, O pe3yJbTarax KOTOPOro B
HeZleJIbHBIN Cpok coobiaeT B Y /IHA.

1.12. Paborath ¢ fokyMeHTaMu PDUHYHUBEPCUTETA BHE CITY)KEOHBIX MOMEILEHHH HE
pa3pemiaercs.

1.13. Conepxxanue ciaykeOHBIX TOKYMEHTOB He MOJUIEXHUT pa3rialleHHIO.

Hcnonps3oBaHue CBeCHUHN, COIEPIKALMXCS B CNYKEOHBIX JOKYMEHTAx, B Ie4YaTH W
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IOPYTHX CPEACTBAX MAcCOBON MHPOPMALIUN HE OOMYCKAETCA.

B3auMogeifcTBe cO CpeACTBAMH MAcCOBOH HH(QpOpMaLMH H Ilepejadya UM
ciyeBHOI HHGOpPMalMH OCYILECTBIIAETCS CIIELUANbHO YIIOTHOMOYEHHBIM CTPYKTYPHBIM
nozapasaeneHueM OUHYHHBEPCUTETA.

ITepenaya OOKYMEHTOB, MPOEKTOB NOKYMEHTOB, KOMHH IOKYMEHTOB PabOTHHKaM
IpYTUX OpraHu3alii U rpakaaHaM, He paGoTtaiomiuM B PUHYHUBEPCUTETE, NOITYCKAETCA
TOJNBKO C pa3pelleHus peKTopa.

1.14. OcHOBHBIE MOHATHA:

- aBTOp JIOKyMeHTa — (pU3MYECKOe WIH IOPHIHYECKOE JIHLO, CO3JaBIIee JOKYMEHT;

- GmaHK  JOKYMeHTa —~ Ha0Op  PEeKBH3UTOB,  HAEHTHQUUHPYIOIIUX  aBropa
opHUHATBHOTO MUCBMEHHOTO JOKYMEHTA,

- BUJI MHUCBMEHHOI'0 IOKYMEHTA — MPUHANIEKHOCTh MMHUCBMEHHOIO AOKYMEHTA K
CUCTeMe NOKYMEHTAlHH [10 NpH3HaKaM COAEPKaHHA U LeJIeBOro HasHa4eHus;

- BHYTPeHHHH AOKYMEHT — OQUIIMAIbHBI TOKYMEHT, HE BBIXOAAIUUHN 3a Npeaeis
MNOATOTOBHBILEH €ro OpraHu3alNy;

- BRIMIMCKA K3  JOKYMEHTa — KOTHA YacTH JOKyMeHTa, oQopmiIeHHad B
YCTAHOBJICHHOM TIOPAZKE;

- J€JIO — COBOKYITHOCTb HOKYMEHTOB HMJIH OTHENbHBIA JOKYMEHT, OTHOCSALUMECH K
OAHOMY BOHIPOCY HIIH YYACTKY ACATEABHOCTH YUPEXKACHHS, OpraHH3aLHH;

- JeNOIPOU3BOACTBO — AEATENIBHOCTh, ObecleynBaiolias co3gaHne OQUIHANBHBIX
JAOKYMEHTOR H OpraHH3alfI0 paboThl ¢ HUMH B YYPeXAEeHUIX, OpraHU3aluix;

- IOKyMeHT — 1)} ouuuanbHbiii JOKYMEHT, CO3aHHBIHA rOCy1apCTBEHHBIM OPraHOM,
OpraHOM MECTHOTO CaMOYMNPAaBJIEHHA, IOPHUAHYECKHUM MM  (PU3NUYECKHAM  JIHLIOM,
odhOpMIIEHHBII B YCTAHOBIEHHOM IIOpsAAKe ¥ BKIIOYEHHSIH B J0KYMEeHT000OpOT
yIpeXAEeHUA, OpraHu3auuy; 2) 3adUKCHPOBaHHAsA Ha MarepralbHOM HOCHTENE MyTEM
OOKYMEHTHUPOBaHHsA HMH(OpMAailHMi C PEKBU3UTAMH, MO3BOISIOLIMMH ONPERENATh TAKYIO
HHPOPMaNMI0 MIH B YCTAaHOBJICHHBIX 3aKoHOZaTenbcTBOM Poccutbickoit ®enepaunn
Clyuasx e€ MaTepHaIbHbIH HOCHTED;

- IOKYMEHTHpPOBaHHe — PUKcalusl UHQOPMALUH HAa MAaTepHANbHBIX HOCHTENAX B
YCTaHOBIIEHHOM TOPSIKeE;

- IOKYMEHTOOO0OPOT — IBHKEHUE [JOKYMEHTOB C MOMEHTa HX CO3JaHHd WIH
NOJY4YeHUs O 3aBEPLICHUA UCIIOIIHEHHS, IOMEIICHHS B 1eNI0 U (UM ) OTIIPABICHUS,

- JOCTYIl — IPaBo, BO3MOXKHOCTh, CpPEeACTBA JNA I[OKCKA, HW3BICYECHHAA HIU
HCTIOJIB30BAHUA HH(OPMALIH;

- 3aBEPEHHas KOMHUs JOKYMEHTA — KOMUA AOKYMEHTA, Ha KOTOPOX B COOTBETCTBUH C
YCTAHOBJIEHHBIM MMOPSLAKOM [MMPOCTABJLSIIOT HeOOXOMUMBbIEe PEeKBU3WTHI, NpHAAIOIIME e
IOPUAHYECKYIO CHITY;

- KOMHMA JOKYMEHTA — IOKYMEHT, MOJHOCTBEY BOCHPOU3BOJAIIME HH(pOpMauuio
IMOJTHHHHMKA TOKYMEHTA H €ro BHEIIIHNE NPH3HAKH, HE HMEIOILUH FOpUITYECKON CUIbI;

- METaaHHBIC — JAHHbIe, ONUCBIBAIOIIAE KOHTEKCT, COAepXaHHe, CTPYKTYpY
JOKYMEHTOB H YIIpaBlIeHHE HMH;

- HOMEHKJIaTypa Jefl - CUCTeMaTH3HMpOBaHHBIH TiepeueHs HAUMCHOBAaHUH Jel,
(OpMHPYEMBIX B YUPEKIEHUH, OPraHU3ALMH, ¢ YKa3aHHEeM CPOKOB HX XpaHEHHS;

- o0palieHne TrpakJaHWHA — HANpaBIeHHBIE B OpraH BIAacTH, Y4YpexAeHHe,
NpennpuATHe, OpPraHU3aALMI0 WIM JIOJKHOCTHOMY JIHLY NHChbMEHHBIE MpeAoXKeHMHe,

T
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3aABICHNE WIH Xanoba, a Takke YCTHOe oOpalllcHUe TpaXAaHUHA;

~00BeM  JOKYMEHTO0OOPOTa ~ KOJIMYECTBO  JOKYMEHTOB, IMOCTYMHBIIUX B
OpTaHH3aLIUIO U CO3AaHHBIX €10 3a Ollpelie/IeHHBIH nepron;

- OIIUCHh el — apXMBHBIH  CINPAaBOYHHK, COACPKAIUHNA CHCTEMAaTH3APOBAHHBIN
nepeueHs eIUHHL XpaHeHHs apXMBHOIO (POHJA, KOJUICKIIMM U NpelHa3HAYeHHBIH AN HUX
y4eTa M PacKpbITHA HX CONCP/KAHNA,

~ OPraHU3aLHOHHO-PACHIOPAAUTENBHBIA JOKYMEHT — BUJ, MUCBMEHHOr0 AOKYMEHTAa,
B KOTOPOM (PHKCHPYIOT pelIeHHe aJIMHUHUCTPATUBHBIX U OPraHMU3aLHOHHBIX BOIIPOCOB, a
TAKXKe BONPOCOB YNPAaBJIEHHUS, B3aNMOIAEHCTBUS, OOeCeqdeHHA W peryJHpOBaHHUA
ACATENIBHOCTH OpPraHOB  BIACTH, YUPEXKACHMH, MpelnpHATHH, oOpraHM3auuii, ux
nofapasaeiaeH!i U JOMKHOCTHBIX JIALI

-otbop M mepedava —NPOLECCHl  peanyu3aluuy  YIPAaBIEHYECKUX  PeLIeHUH,
3aHKCUPOBAHHBIX B MEpPevHAX AOKYMEHTOB MJIM APYTHX HHCTPYMEHTaxX YIpaBlI¢HHA
JOKYMEHTaMH, U KacaloMMUXCd YHHUYTOXKEHUS [OOKYMEHTOB MM Tiepenadd HX Ha
NOCAEAYIOLIee XPaHEHHE;

- opopMmnieHne JOKYMEHTa — [IPOCTABIeHHE HeOOXOIUMBIX PEKBH3UTOB,
YCTAHOBJIEHHBIX NTpaBUJIaMU JOKYMEHTHPOBAHMS,;

- MMOMIUHHHK JOKYMEHTA — NEPBbli WU €AUHCTBEHHBIN 3K3eMITNSP JOKYMEHTA,

- perucTpauus JOKyMeHTa — [IPHCBOSCHHUE NOKYMEHTY perHcTpalllOHHOIO HOMEpPa H
3allCh B YCTaHOBJIEHHOM MOPsAKE CBEISHUN O JOKYMEHTE;

- PEKBU3HT IOKYMEHTA — 0053aTeNbHBIH 3JIEMEHT OpOpMIEHEA JOKYMEHTA;

- CUCTEMA  3EKTPOHHOTO  AOKYMEHT0000poTa — HHGOpMALIMOHHAA  CHCTEMa,
obecneunBaromas cOop JOKyMEHTOB (BKJTIOUEHHUE JOKYMEHTOB B CUCTEMY ), UX 00paboTKy,
yHIpaBjicHHe AOKYMEHTaMHU U JOCTYI K HUM;

- CKAHHpOBaHHE JOKYMEHTA — [TOIyUYeHHEe 3EKTPOHHOro 0bpa3sa J0KyMeHTa;

-cnyxk0a  enonpou3BOACTBA — CTPYKTYpPHOE  [OApa3/ieficHHe  YYpeXOeHMUS,
OpraHM3aliK, Ha KOTOPO€e BO3JIOXNKEHB!I PYHKIUIHH MO BEACHHUIO /IeJIOTPOU3BOACTBA, a TAKXKe
JAMLa, OTBETCTBEHHBIE 3a BEACHUE JCIONPOM3BOACTBA B  APYTHX CTPYKTYPHBIX
NOAPA3/JENEHUAX YUPEXKAEHUA, OPraHH3aLHH;

- tabenb YHHPUUUPOBAHHBIX (OPM JOKYMEHTOB — MEPEeYeHb pa3pelIeHHBIX K
OpUMEHEHUI0 YHUPHUIIUPOBAHHBIX (FOPM TOKYMEHTOB;

- YHUpHLHAPOBAHHAS dopma JOKYMEHTA — COBOKYITHOCTh PEKBH3UTOB,
YCTaHOBJICHHBIX B COOTBETCTBHH C pellacMbIMH B J[aHHOHU cdepe AesTensHOCTH 3aa4aMu
H PaclioNOKEeHHBIX B ONpeASTIeHHOM MOps/IKe Ha HOCHTe e HHpopMaLuu;

- YHUYTOXKeHUE — MTUKBUAALMA OOKYMEHTOB 0e3 KakoH-THOO  BO3MOKHOCTH
BOCCTaHOBJICHU;

- hopMUpOBaHME eNa — MPYNNUPOBAHHE HCIOJHEHHBIX AOKYMEHTOB B Jel0 B
COOTBETCTBHH ¢ HOMEHKIATYpOH AeN U CUCTEeMAaTH3alUA JOKYMEHTOB BHYTPH O€Na;

- SKCIIEPTH3a LEHHOCTH JOKYMEHTOB — OTOOp JOKYMEHTOB Ha TOCYJapcTBEHHOE
XpaHEHHE WIH YCTaHOBJIEHHE CPOKOB UX XPaHEHUS Ha OCHOBE IIPHHATBIX KPUTEPHEB,;

- 3JIEKTPOHHas TNOANHUCH — KHQopMalMad B JJEeKTpOHHOH  ¢dopme, KoTOpas
DpUCOEAMHEeHa K Jpyroii MHGOpManud B S3JNEKTpOHHOH d¢opMe (moanucrIBaeMOM
HH(poOpMaLUuu) unM HHBIM o0pa3oM cBf3aHa ¢ Takoli WHbopMauuel H KoTopas
UCIOJB3yeTCs JU1A ONPEACIICHNUs JIMLA, TIOAMHCHIBAIOLIETO HHPOPMALMIO;

- JIeKTPOHHBIH JOKYMEHT — JOKYMEHT, B KOTOpPOM HH(OpMallUsa MpencTaBieHa B
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- JNMEKTPOHHBIH  ZOKyMEHTOODOpOT — JOKYMEHTOO000OPOT ¢ NpPHUMEHEHHEM
AH(POPMALHOHHON CHCTEMBI;

- JMEKTPOHHBI  00pa3  JOKYMEHTa — 3JIeKTPOHHAsg  KOMHA  JOKYMEHTA,
H3TOTOBJEHHOrO Ha OyMaKHOM HOCUTeNe,

- IOpUAMYECKass CcWIa  JOKYMEHTa — CBOHCTBO  OQHULHMAILHOTO  JOKYMEHTA,
coobIaeMoe eMy JeHCTBYIOLIMM 3aKOHOJATENbCTBOM, KOMIIETCHIMEH H3aBLIErO €ro
OpraHa H YCTaHOBJIEHHbHIM MOPAAKOM OQOpMNEHUS.

HHble mnoHATHA, Hcnmonb3yeMble B VIHCTPYXIMH, COOTBETCTBYIOT NOHSTHAM,
onpezeNeHHBIM B 3akoHoaTenbcTBe Poccuiickoit Penepauun.

2. JOKYMEHTEI ®UHYHVBEPCUTETA

2.1.B  OQunyHuBepcuTeTe  HM3HAIOTCA  JOKYMEHTHI,  OTpaXaMOIHME  €ro
OpraHH3aLMOHHbIE OCHOBEI U AEATENIBHOCTE (IIAaHMpOBaHUE, (PHHAHCHPOBAHHE, YUET H
OTYETHOCTh, 3KOHOMHMYECKHE, HAay4HBIE€ M KYyJILTYPHBIE CBS3H, KaJpoBoe OOeCHEYeHHE,
MaTEPHANBHO-TEXHHUECKOE o0ecredeHne 1 ap. ).

CoctaB  AOKYyMEHTOB  ompefeiisieTcss  KOMIeTeHIHeH U QYHKLMAMH
®uHyHUBepCcHTETa, NOPAAKOM  pELIEHHUs  BONpocOB  (COHWHOHAYaNbHBIE MM
KOJUIETHANbHBIN), 00BEMOM H XapaKTepOM B3aHMOCBS3€H ¢ APYrHMH OpPTaHHU3aU{SAMH K
OpraHaMH yrnpaBJIeHHs.

OpraHH3allUOHHAsA, HCNOJHUTENBHAs W PaclopAgUTeNbHas  ACATCNBHOCTh
duHyHHBepCHTETA peau3yeTcs Yyepes opraHu3alldOHHO-pacopsAUTENbHbIE JOKYMEHTEIL.

2.2. OHHYHHBEPCHTET U3aaeT ClIeTyrolIHe BUIBI OpraHU3alHOHHO-
pacnopAIuTeNbHEIX JOKYMEHTOB:

a) pacnopsaAuTeNbHble — MPUKA3bl, PACTIOPSHKEHHS, PELICHNUS,

0) opraHu3alMOHHEIE — YCTaB, IOJNOXEHWA, TpaBWila, UHCTPYKIHH, MPOTOKOJIEI,
CTPYKTYpa, IITaTHOE pacnUicanue, JOTOBOPbI, KOHTPAKThI, COrNalleHus u ap.;

B) UH(OPMAlIHOHHO-CIIPABOYHLIC — TUIAHbl,  OTYETHl, M[POrpaMMEl,  CIpPABKH,
3aKJIKOYEHHSA, OT3BIBbI, &KThl, OOKJIaNHBIC (CIyXeOHble), OOBACHUTENBHBIE 3aIMCKH,
cltyeOHBIe MUCBMa, TEIETPAMMEI, Telle(pOHOrpaMMBI H Ip.

2.3. EnuHctBO  npaBumi oOpMIIEHHMS ~— OpPraHU3alMOHHO-PacIOpsAANTEIBHBIX
JOKYMEHTOB OO€CICUHBAETCH MPUMEHEHHEM YHHQHLUPOBAHHBIX (OPM JOKYMEHTOB
(nanee — YO).

YOI n0KHBI COASPXKATh MOCTOSHHYIO HHGOPMaNHIo U Mpodesibl JUIA 3al0MHEHHA
nepeMeHHO HHGPOPMALIUU 0 KOHKPETHBIM CUTYaLHsIM.

YO/ BXoaaT B yHHGULUHUPOBAHHYIO CHCTEMY OPraHH3alHOHHO-pacopsaauTeIbHOH
nokyMentauun (YCOPJ), Ha KoTopylo paspaboTaH rocyJapCTBEHHBIH CTaHAapT
TOCT P 6. 30-2003 «YHHA(UIMpOBaHHBIE CHUCTEMBl JOKYMEHTAaUHH. YHH(HLHUPOBAHHAR
CHCTEMAa  OPraHH3alHOHHO-PACIIOPAIMTENEHON  OOKyMeHTaluW.  TpeboBaHusa K
obOpMIEHHIO HOKYMeHTOB» M OOmepocCHiickuii  KJIaCCH(UKATOp YIpPaBIEHYESCKOMH
gokyMenTauuu (OKY I1).

24.B uemax COKpalleHHs KOJMYeCTBa MpHMeHseMBIX (OpM IOKYMEHTOB B
duHyHHBepcuTeTe pa3padaTbiBaeTcsl Tadenb YHHQUUHPOBAHHBIX GOPM JOKYMEHTOB
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(punoxenue Ne 3), HEOOXOJUMBIX K JOCTATOYHBIX U1 peanusalMu (QyHKLUHH ¥ 3a1a4
ynpasieHus PuHyHHBepcUTETOM (nanee — tabens YD JI).

B TaGens Y@/ BKIIOYAOTCS OpPraHU3aLMOHHO-PACNIOPAAHTENRHBIC JOKYMEHTHI,
TIPUMEHSIEMBIE B KaX10M CTPYKTYpHOM noapazacneHud OunyHuBepcureta. CocTaBleHHe
OPraHU3alHOHHO-PACTIOPSANTENBHBIX JOKYMEHTOB, He YKa3aHHBIX B Tabene Y]
3alperaeTcs.

2.5.B cootBeTcTBHH ¢ TabeneM Y@ PHHYHHUBEpPCHTETA COCTAaBAAETCA aab0OM
YHHPUITIPOBAaHHBIX ¢GopM JokyMeHToB (DuHyHHBepcuteTa (nanee —ansboM YD]I)—
COBOKYMHOCTh YHH(PULUMPOBAHHBIX (HOpPM HOKYMEHTOB, HPUMEHAEMBIX B JEATENbHOCTH
DOuHyHHMBEPCUTETA.

2.6. Tabenp u anpbom Y]] yTBepXAal0TCA NPUKA30M peKTOpa.

Paspabotky YOI, Beaenne ansboMa U Tabens YD OUHYHUBSPCUTETA, BHECEHUE
B HUX W3MEeHeHUH, KOHTPONb NpUMEHEeHU ocyllecTsseT Y UA.

Kaxgoe crTpykTypHOe noapasneneHue @DUHYHUBepcUTETa [JOJDKHO HMeETh
sK3eMIUTAp anbOoMma 1 Tabena Y @] Ounynusepcurera.

3. TTPABUJIA TTIOAT"OTOBKHY 1 O®OPMJIEHMS HOKYMEHTOB

3.1. lokyMeHTHpOBaHUeE YNPaBIeHYECKOH ACATENBHOCTH

3.1.1. JlokyMeHTHpOBaHHE  YTpaBIeHYECKOH OEATENIFHOCTH  3aKjlodaeTcd B
¢uxcapuu Ha Oymare HIHM JOPYTHX HOCHUTENsX MO YCTAHOBJIEHHBIM IIPaBH/IaM
ynpaBlneH4YeCKUX JeHCTBMH, T.e. CO3JaHUH  OpraHU3aLHOHHO-PACTIOPAINUTENBHBIX
JOKyMeHTOB.  JIOKyMeHTHpoBaHME (3aUMCh HHOOpPMaOUM) OCYLIECTBAAETCE Ha
€CTCCTBEHHOM S3bIK€ (PYKONMCHBbIE, MALIMHONHUCHBIC JOKYMEHTBl, B TOM YHCIE
TeJCrpaMMe!, TeaeOHOIrpaMMbl M T.JL.), a4 TAaKKE HA WCKYCCTBEHHBIX S3BIKAX C
UCIIONBE30BAHHEM MAIIMHHBIX HOCHTETIEH.

3.1.2. AHcTpykuMs 10  JeNONPOH3BOACTBY YCTaHABIUBAeT €AWHBIE TIPaBH/IA
HOKYMEHTHpPOBaHHS yTpaBICHYSCKHX ACHCTBUH K OQOpMIEHHS OpraHH3aliOHHO-
pacnopsaIuTeIbHBIX JOKYMEHTOB, a TakKe KOHKpPETHbIe TpeOOBaHWA K IOATOTOBKE
OTHEIBHBIX BHIOB AOKYMEHTOB.

BeinonHeHne eANHBIX MPaBUN 0(QOPMIEHHS JOKYMEHTOB 00€CTIEYMBAET:

a) OPHAHYECKYIO CHIIY JOKYMEHTOB,;

6) Ka4eCTBEHHOE U CBOEBPEMEHHOE HCIIONIHEHUE U COCTaBjIeHHE JOKYMEHTOB;

B) BOBMOXHOCTE ~ 00pabOTKH  JOKYMEHTOB €  MOMOINBIO  JIEKTPOHHO-
BBIYHMCIIUTENBHOH TeXHHUKY;

I) OPraHM3aLHIO ONIEPATHBHOTO MIOHCKA NOKYMEHTOB.

3.1.3. JlokyMEHT HMEEeT HPUAHYECKYI0 CHIy I[p¥ HAIMYUH PEKBH3HUTOB,
00s3aTeNIbHBIX U1 JIAHHOTO BHIAa MOKYMEHTA: HaHMEHOBaHWE OpraHHU3alliH — aBTopa
NOKYMEeHTa, Ha3BaHHe BHJAa (YHHUPHUHUPOBAHHOH (OPMEI INOKyMEHTa), jaTa, HHAEKC,
3ar0JIOBOK K TEKCTY, TEKCT, BU3BL, [TOATHCE.

B npouecce noAroToBKH U 0QOPMIICHHS COCTaB PEKBU3HTOB MOKET OBITh JOMOTHEH
APYTUMHU PEKBH3UTAMMH, €CIIH TOro TpeOyIOT Ha3HauYeHHe NOKYMeHTa, ero oopaboTka U T.1.
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CocTaB peKBH3HTOB, KOTOpBIC HCHOOIB3YIOTCS MpH HNOATOTOBKE H OG(OPMIEHUM
OpraHH3alMOHHO-pacTIOPAANTENBHBIX AOKyMeHTOB, onpegensterca ['OCT P 6.30-2003
«YHUQHLUPOBAHHEIE  CHCTEMBl  JOKYMEHTalHH.  YHHAQUUHpOBaHHAs  CHCTeMa
OpraHM3alMOHHO-pacopAAnTeNbHON AoKyMmeHTanuu. TpeGomanus k odopmieHuo
nokyMeHToB». Kpome 3toro mannsii 'OCT ycranaBnnBaet TpeGoBaHUS K OQOPMIECHHIO
PEKBH3HTOB, 3aKpemiseT CXeMbl MX pPacHoJO0XKeHHS W BbAENAET PEKBH3UTDHI, KOTOpbIE
AOJKHBI HCNONB30BATHCA IPH U3TOTOBJIEHHH OTaHKOB JIOKYMEHTOB.

3.1.4. OprauuzalliOHHO-paclIOpAAMTENbHbIE  AOKYMEHTBI, IMOATOTOBJIEHHEIE B
CTPYKTYPHBIX MoApa3aeneHusx GuHyHHBEpCHTETA, JO/KHBI OBbITh KPATKUMU, ACHBIMU MO
COACPXKAHHIO, BCECTOPOHHE  OOOCHOBAaHHBIMHM,  OTPENAKTHPOBAaHHBIMM K  OpH
HeoOXOAUMOCTH COTNIAaCOBAHHBIMH CO BCEMH 3aHHTEPECOBAHHBIMH  JO/DKHOCTHBIMH
JMLAMH, CTOPOHHHMH OpraHH3alUAMH. TeKcTbl JOKYMEHTOB HE HOJDKHBI JOIYCKaTh
Pa3HOPEYMBHIX TONKOBAHHI H MPOTHBOPEYHUTH AEHCTBYIOMEMY 3aKOHOIATENECTBY.

3.1.5. OTBeTCTBEHHOCT 33  HEKAa4YeCTBEHHYIO  IIOATOTOBKY  JOKYMEHTOB,
HEOCTOBEPHOCTh COAEPXKAILIMXCH B HUX CBEACHWHA BO3JIaracTcs HA JOMKHOCTHBIX JIMI,
KOTOPBI€ Y4aCTBOBAJIM B NOJArOTOBKE, BU3UPOBAaHHUH U MOANUCAHHH NOKYMEHTOB,

3.2. bnaHKW AOKYMEHTOB

3.2.1. Joxymentsl ®PHHYHUBEpPCUTETA AOIKHBI OGOPMIATBCS HA YCTaHOBJICHHBIX
OnaHkaX, Ha cTaHJapTHBIX naucTax Oymaru ¢popmaTta Ad (210 x 297 mm) unu A5 (148 x
210 mMM) b0 B BHAE DNEKTPOHHBIX JOKYMEHTOB H [OJKHBI UMETh YCTAHOBHEHHBIH
COCTaB 00A3aTENbHBIX PEKBU3UTOB, HX PaCHONIOKEHUE H OpopMIeHHE.

PacnonoxeHue peKBU3HTOB Ha OnaHKaX OpraHU3alHOHHO-PacHopAAHTEIbHEBIX
noKyMeHToB BokHO cooTBeTcTBOBaTh ['OCT P 6.30-2003 «YHHPHUUHMPOBaHHBIE CHCTEMBI
JOKYMEHTalUH. YHUQUUUpOBAaHHAg CHUCTEMa OPraHU3alUOHHO-PACMOPAANTENbHON
AoKyMeHTauuu. TpeGoBaHua K o(QoOpMIeHHIO OOKYMEHTOB», (XeMa pacnojoxeHHus
PEKBU3HTOB M I'PaHULEI 30H — NMpuioxeHue Ne 4.

JIOKyMeHTEI, H3aapaeMble OT HMEHH ABYX WJIH OoNiee opraHu3aumii, opopMISIOTCH
0e3 O/1aHKa Ha CTAHJAPTHRIX JIHcTaX OyMard.

3.2.2. bnaHkn JokymMeHTOB DHHYHHUBEPCUTETA JOMKHBI U3rOTAaBNHBATHCS Ha Oenoi
6ymMare HitH Oymare CBETJIBIX TOHOB.

bnanku JOKYMEHTOB MOCTOAHHOIO CPOKa XpaHeHHs AOKHBI H3roTaBlIMBaTbCd Ha
OymMare BBICILIHX COpPTOB.

bnanku cnenyer U3roraBnMBaTh OBYX CTaHAapTHEIX dopMmaTtoB A4 (210 x 297 MM)
u A5 (148 x 210 mm).

3.2.3. ®uHyHHUBepCUTET HMeeT OJaHKH JOKYMEHTOB YHHBepCHTeTa, OJaHKH
JOKyMeHToB dunuanos, OaHKY JOKYMEHTOB AOKHOCTHOTO JIHIIA.

Cocta BHAOB W o00Opa3upl ©ONaHKOB  JOKYMEHTOB, IPUMEHAEMBIX B
OuHyHUBepcHTETE, YTBEPXKAAIOTCA NMPUKA30M PEKTOPA MO NPEACTABJICHUIO PYKOBOAUTENL
cekperapuata. PazpaboTKy 3¢KU30B O/1aHKOB JOKYMEHTOB OCYLIECTBASET Y [UA.

Ynotpednenre 01aHKOB NPOU3BOABHON (POPMEI 3aNpellacTcs.

3.24.B 3aBUCHMOCTH OT pacHONIOKEHHA peKBU3UTOB B (DHHYHHBEPCHTETE
YCTaHOBJICHBI iBa BapHaHTa OJIaHKOB:

PRI F R,
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a) NpoAoNbHbIH (1punoxenue Ne 5);

0) yrnoBoii (mpuaoxeHue Ne 6).

3.2.5.B 3aBHcHMOCTH OT HasHayeHHd B DOUHYHHBepcUTeTe YCTaHOBIEHEI
cleayrolnye Buabl 61aHKOB TOKYMEHTOR:

a) obmui O6naHK (MCHONB3YIOT AJIE HM3TOTOBJICHHUA JIHOOBIX BUIOB JOKYMEHTOB —
IPOTOKOJIOB, PELLIEHHIA, TOTIOXEHUI, HHCTPYKLMH, aKTOB H T.I1., KpOME IMHChMa);

OO6wuit 6Gnank BmodaeT B ceba pekpuzuTel 01 (02 unn 03), 08, 11, 14.

0) OnmaHK MUCBbMa Ha PyCCKOM fA3BIKE;

B) 6J1aHK MMHCHMA Ha PYCCKOM U aHIIMACKOM SI3bIKE;

r} GiaHK MACBMa peKTopa.

BraHk nuceMa BimodaeT B ceba pexeusuthl 01 (02 mnu 03), 04, 05, 06, 08, 09,
OnaHK AOHKHOCTHOTO JIMLA 22, ¥, NpH HeOoOXOAUMOCTH, OTPaHUUUTEIBHbBIE OTMETKH AJis
BEPXHHMX TpaHHI] 30H pacnoioxeHus peksusuros 11, 12, 13, 15, 17, 18, 19, 20.

B) ONlaHK MpHKa3a,

r) 6MaHK pacnopsiKeHHs,

BrnaHk KOHKpeTHOro BHIA AOKyMeHTa (TIpHKa3a, paclmopsykeHHs) BKIIOYaeT B cebs
pekBuzuter 01 (02 wmm 03), 08, 10, 14 4, npn HeoOXOOAUMOCTH, OTPaHHYMTEILHBIE
OTMETKH /11 TPAHHL] 30H pacnoiioxkeHns pekeusuros 11, 12, 13, 18, 19.

[) GnaHK NOBEPEHHOCTH.

3.2.6. Kaxppiit THCT JOKyMeHTa, oopMIleHHBI Kak Ha GiaHke, Tak W 6e3 Hero,
JOJDKEH HMETh MOJA He MeHee:

20 MM — BepxHee;

20 MM — HHXKHeE;

20 MM — J1eBOE;

10 MM — 11paBoe.

3.3. OdopmneHne peKBUIUTOB JOKYMEHTOB

3.3.1. CocTaB pEeKBU3UTOB, UCHOJIb3YEMBIX MPU MOATOTOBKE U OHOPMIEHHH BCex
BHAOB AOKYMEHTOB, YCTAHOBJIEH B COOTBETCTBHH ¢ llepeuHeMm peKBHU3MTOB JOKYMEHTOB
(npunoxkerue Ne 7).

3.3.2. CocraB peKBHU3UTOB KOHKPETHOI'O JOKYMEHTa OIpeflesIeTCsl ero BHIOM H
Ha3Ha4yeHHEM.

KpoMe mnepedylcneHHbIX PeKBU3UTOB, MPH MOATNOTOBKE JOKYMEHTOB H B IpoLEcCe
paboTel ¢ TOKYMEHTaMH MOTYT HCNONIL30BAThCH APYTHE PEKBU3HUTHI, HAlpUMEP, OTMETKA
«Cpouno», «[loanexuT BO3BpaTy» U Ap.

OTMeTKa 0 KOH(UIOSHUHANBHOCTH IIPOCTABJIAETCH HA AOKYMEHTAax, COACPMKaIINX
HHQOPMAIIHIO, OTHOCUMYIO K ClIy)KeOHOM TaliHe HJIH K HHOMY BHAY KOH(QHIEHIHAIBHOM
UHQOpMALUU, BHIBl KOTOPHIX YycTaHOBIeHBl YxkazoMm [Ipesunenta Poccuiickoit
Denepaunu ot 06.03.1997 Ne 188 «OO06 yTBepkAeHHHM TMepevYHA CBeACHUH
KOH(pHACHLUHANBHOTO XapakTepa» (¢ usMeHeHusMu ot 23.09.2005).

B cootserctBun ¢ IlonoxennemM o mnopsaake obpamieHus c¢o  ciaykeOHoOH
uHpopMalHell  OrpaHHYEHHOrO  pacHpocTpaHeHus B (heepaibHBIX  OpraHax
HCIIOJIHUTENIBHON BJIACTH, YTBEPXKIEHHOM MocTtaHoBneHHeM [IpaButensctBa Poccuiickoi
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®enepanpn ot 13.11.1994 Ne 1233, otmerka 00 nH(pOpMaLMH, OTHOCUMOH K ClyXeOHOH
TaiiHe, nMeeT BUA «J1A CliyxeOGHOTO NOAB30BaAHHAY.

OTMeTka NMPOCTaBIAETCS B BEepXHEM NpaBOM YIIy IepBOro JUCTa JOKYMEHTa H
MOIKET JOMONHATHCSA YKa3aHHEeM HOMepa 3K3eMIIIsApa J0KYMEHTA.

3.3.3. OpraHu3aldOHHO-PACTIOPAIUTENbHbIC JOKYMEHTH! (IIPUKa3bl, PACMOPKEHHU,
pellieHNs, MPOTOKONEI, aKThl, MACEMa U Ip.), oTHocAuMecs K YCOP]/] u BkmodyeHHEIE B
OKVY/ (kmacc 0200000), momxkHbl oGQOpMIITECH B COOTBETCTBHHU ¢ ['ocynapcTBEHHBIM
crangaproMm Poccuiickoit ®eaepaunu ['OCT P 6.30-2003 «YHUULHPOBaHHBIE CUCTEMEI
JOKYMEHTaUWH. YHUHUHpOBAHHAs CHCTeMa OPTraHH3alHOHHO-PACIOPAAHTENBHON
JokyMeHTauud. TpeGoBanus K 0QOPMICHHIO JOKYMEHTOB», KOTOPBIH YCTaHaBIHBAET
COCTAB PEKBU3UTOB W TPeGOBaRUsA K OQOPMIEHHIO PEKBU3HTOB JOKYMEHTOB, TpeGoBaHUA
K OllaHKaM JOKYMEHTOB:

PexBusut 01 - I'ocyaapcrBednstii repd Poccuiickoii Peaepauun

I'ocynmapctBenHelii repb Poccumiickoif ®Pefepauun nomemaoT Ha OnaHKax
DUHYHHBepCUTETa B COOTBETCTBHH ¢ DefepanibHBIM KOHCTHTYLHOHHBIM 3akoHOM «O
rocyzapcTeHHoM repbe Poccuiickoit ®enepanuu» ot 20.12.2000 Ne 2-DK3.

Ha 6nanxax nokymento ®unynusepcureta ['ocynapciseHnsiii repb Poccuiickon
denepanuu H306paXkaeTca B OJHOIIBETHOM BapHaHTe 0e3 repajisAHIECKOrO IIHTA.

N3o0paxenne repba mnomewlaeTcs Ha BepXHeM none OJlaHKa JOKyMEHTa
nocepe/iMHe 30Hbl, 3aHATOH pekBH3NTOM (08 — HaMEHOBaHKHe OpraHU3aliy.

PexBu3uT 02 - rep6 cyOnexTa Poceniickoit ®Meaepanun

T'ep6 cyGbekta Poccuiickoii @efepaunn nmoMemarT H2 OJaHKaX JOKYMEHTOB B
COOTBETCTBHH C NMPAaBOBBIMH aKkTaMHu cyObekToB Poccuiickoit Peaepauuu.

PexBuzur 03 - 3MO1eMa 0prann3auuy HiH TOBAPHbIH 3HAK (3HAK 00CTYKHBAHHA)
OMmOnemy  (DuHyHuBepcHTeTa  MOMEIIAIOT  Ha  OjlaHKaX ~ JOKYMEHTOB
PuUHYHUBepCUTETa B TOM Clly4ae, ecid YcTaBoM PHHYHHBEpCcHUTETa MPENYyCMOTPEHO €€
HallH4He.
IMOneMy HE BOCHOpPOM3BOAAT Ha OjaHKe JOKYMEHTAa, €CJIM Ha HEM IIOMEIIEH
locynapcTBenuniif rep6 Poccuiickoit ®enepanuuu.

Pexsn3ut 04 - ko opraHH3aiHu

Kog ®unyHuBepcuTeTa mnNpOCTAaBASIOT B  COOTBETCTBHH C  KOAOM IO
Ob1wepoccuiickoMy KnaccupukaTopy npeanpuatuid u opranuszaumii (OKI1O).

PexBH3HUT (5 - OCHOBHO#H rocy1apcTBeHHbIi
pervcrpaumonnsiii Homep (OI'PH) 1opuanvyeckoro auna

OcHoBHOI rocynapcTseHHbIll perucrpauvoHHsiii Homep (OI'PH) ropuauueckoro
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JULa MPOCTAaBAAIOT B COOTBETCTBHH C AOKYMCHTaMM, BblAaBa€MBbIMHU (DHHyHHBepCHTeTy
HJIOIoBBIMH OpraHaMH.

Pexsn3nt 06 - HAeHTHOHKALUHOHHBIH HOMep HAJIOTONAAaTebIIHKA
/xoa npHYHHBI MocTaHOBKA Ha yuer (MHH/KIIIT)

UneHTUpUKATTHOHHBIH HOMEpP HANOTOMIATENbUIMKA/KOI NPUYHHBI TIOCTAHOBKH Ha
yyer (MUHH/KTII) npoctaBnfioT B COOTBETCTBHH C JOKYMEHTaMH, BbIIaBA€MBIMH
OHUHYHUBEPCUTETY HATOTOBBIMH OpPraHaMH.

PexBusut 07 - koa popMbl AOKYyMEHTA

Kon dopmbl nokyMmMeHnta ompeaensercs no OOmepoccuiickoMy KiaccH(pHKaTopy
ympasieH4Yeckoi nokymeHTauun (OKY [I).

Koget mo OKVY]Jl mnomiexar mNpocTaHOBKe Ha YHUOHIMPOBAHHBIX (opmax
noxymeHToB. Kox mo OKY Il npocraBasieTcs cripaBa oT KoAa OpraHH3aluH.

Koa Mo>xeT ObITh 3apaHee HaHeCEH Ha OJIaHK.

Pexkeu3nT 08 - HANMEHOBAHHE OPraHH3ANHH — ABTOPA JOKYMEHTA

HaumeHoBaHue PuHYHHMBEpPCUTET], KaK aBTOpA JOKYMEHTA, YKA3hIBAETCA B TOUHOM
COOTBETCTBUHM ¢ HaUMEHOBaHHEM, 3akKperjeHHoM B YcraBe @OUHyHHBepcUTeTa —
tenepanbHOE TOCYAApCTBEHHOE 00pa3oBaTENbHOE OHOMKETHOE Yy4peXJeHHe BBICLIETO
npogeccHoHaNbHOre oOpasoBaHus «DUHAHCOBBIH yHUBepcuTeT mnpu [lIpaBHUTenbcTBe
Poccuiickoit ®Desepannny.

CoxpalleHHOe HaMMEHOBAHHE TIOMELIAIOT HUXe IMOJHOTO MM 33 HUM B CKOOKax
(PUHAHCOBBIM YHUBEPCUTET).

HauMeHoBanne Ha aHrauiickoM a3pike — Federal State-Funded Educational
Institution of Higher Professional Education «Financial University under the Government
of the Russian Federation» (Financial University).

HaumeHoBaHMEe Ha MHOM f3BIKE PacliosaraloT HWKE WIH cnpaBa OT HaMMEHOBaHUs
Ha roCyIapCTBEHHOM s3bike Poccniickolt Menepauu.

HanmeHoBanue ¢unnana PUHyHHBEpCUTETAa yKa3hlBalOT B TOM ClIyqae, €ClIH OH
SBJIAETCA aBTOPOM JOKYMEHTA, ¥ pacroiararoT HHxe HauMeHOBaHHsA PUHYHHBEPCHTETA.

PexBu3uT 09 - cnpaBoyHble JaHHbIE 00 OPraHH3aNHHU

CnpaBounble faHHBIe 0 DHHYHHUBEPCHTETE BIJIIOHAIOT B cebdA: MOYTOBHIA ajpec,
HOMep TenedoHa U Tenedakca, OoPULHANBHBIA ajapec 3JIEKTPOHHON MOYTEI, HHTEPHET-
aapec U Ipyrue cBeAeHUA M0 YCMOTpeHHIO DUHYHUBEPCUTETA.

ITouToBRIt ampec opopMiISeTcs B COOTBETCTBUM ¢ NMYyHKTOM 23 [lpaBun okasaHHs
yCJIyr MOYTOBOH CBf3H, YTBEPXKIEHHBIX MocraHoBiaeHueM IlpasutenncTBa Poccuiickol
®enepaiuu ot 15.04.2005 Ne 221.

CrnpaBounbie JaHHble 0 PHHYHHBEPCUTETE YKa3bIBAIOTCA B OnaHKaX MUACEM.

LV

oo ol
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PexBu3ut 10 — HanMeHOBaHHE BH/A IOKYMEHTA

HaunmeHoBaHHe  BHMJAa  JOKYMEHTa,  COCTaBJI€HHOIO  WJIH  HW3JaHHOIO
OUHYHUBEPCUTETOM, JO/DKHO  ompenenstees  YcraBom  DuHyHHMBEpcuTeTa U
COOTBETCTBOBAaTh BUAAM JOKyMeHTOB, npeaycmorpeHHbM OKY I (knace 0200000).

HauMeHoBaHMe BHAa W3/1aBaeMOro  JIOKYMEHTa BKJIo4aeTcs B OnaHK
COOTBETCTBYIOILEI0 BHJA JAOKYMEHTAa WJIM YKa3blBaeTCs COCTaBUTENEM IIPHU I1OATNOTOBKE
JNOKyMEHTa.

HaumeHoBaHMe BHJA JOKYMEHTA JI0JKHO COOTBETCTBOBATh €ro COJAEPKAHMIO (aKT,
CIpaBKa, 3alMCKa, OT3bIB, IPOTOKOJ U Ap.).

HaumeHoBaHKe BH/a JOKYMEHTa HE YKa3bIBA€TCs B MHChMaX.

PexBu3ur 11 - nata jokymeHnTa

JlaToli noKyMeHTa sBIS€TCs Jara ero MOANMCaHUs (IpUKa3bl, pPaclOpsKEHMS,
N¥CbMa, JOKJIaJHbIe 3alUCKU U JIp.), YTBEPXKAECHUs (MHCTPYKLHMS, MOJ0XKEHHE, IPaBUIa,
periameHT, IUIaH, OTYET U Ap.), 3acefaHusi (IPOTOKOJbI), 3a)UKCUPOBAHHOIO COOBLITHS
(aKThI).

JlokyMeHTBI, W3[aHHbIe ABYMS WM Oojiee OpraHM3alUsIMH, JODKHBI MUMETh OJHY
(enunyro) paty. [ns noKyMeHTOB, cocTaBieHHbIX DUHYHUBEPCUTETOM COBMECTHO C
HECKOJIbKUMUM OpraHu3allUsMM, AaTOW JOKyMEHTa SBIAETCs Jara [OANMUCAHHUA €ro
MOCJeJHEW OpraHu3aLuen.

Jlata [OKyMeHTa MpOCTaBISAETCS AOJKHOCTHBIM JIMIIOM, MOJANKUCHIBAIOIIMM HIIH
YTBEPIKIAIOIIUM JOKYMEHT, JTU00 MpH perucTpaluu JOKyMeHTa, MO0 HernocpeACTBEHHO
NP MOArOTOBKE JOKyMeHTa (3asBieHue W 1p.). Ilpu moaroroBke mpoekra JOKyMeHTa
MOJKET 3apaHee Ie4aTaThCsl TOJIBKO 0003Ha4YeHHe Mecslla U rojla — YUCJIO MPOCTaBIseTCs
HEIOCPEICTBEHHO NP pErucTpaLuy.

Bce cayxeOHble OTMETKM Ha [JOKYMEHTE, CBSI3aHHbIE C €ro IMPOXOXKIEHHEM H
UCIIOJTHEHHEM JIOJDKHBI 1IaTUPOBATHCS M MOAMMUCHIBATHCS.

Jlata noxanucaHus, YTBEP)KAEHMS, COIVIACOBAaHMS [OKYMEHTa, a TakKe JaThbl,
coaep Kalllkiecs B TEKCTe, J0JKHBI 0(OpMIISIThCS LA(POBBIM CIIOCOOOM.

OneMeHTHl [JaThl MpUBOAATCS apaOCKUMU uudpaMu B OAHY CTPOKY B
MOCJIeI0BAaTeIbBHOCTH: JIeHb Mecsila, mecsl, rog. JleHp Mecsiua u Mecsiy OQOpPMISIOT
ABYMsl TapamMH apabCckux UU@p, pa3eNeHHbIMH TOYKOW; roj — 4YeThIpbMs apabCKMMHU
uudpamu.

Hanpumep: aary 5 utons 2010 r. cnenyet opopmusars 05.06.2010.

JlonmyckaeTcsi  ClIOBECHO-LM(POBOH crnocod odopmiaeHus JaThl, HANpUMEP:
05 utons 2010 r.

Jns  3apy0OexHoil  mnepemucku — Aomyckaercs — odopmileHMEe  JaThl B
[10CJIeq0BaTEIbHOCTH 'O/, Mecsll, 1eHb Mecsua, HanpuMep: 2010.06.05.

ITpocTaBisTh HOJIb B 0003HAYEHUH JTHS MeCslla, eClIM OH COIEPXKHUT OOHY LUppy, —
00s13aTeNbHO.

B Tekcrax [OKyMEHTOB, COJEp’KallluX CBEIEHHS (PUHAHCOBOIO XapakTepa,
cJ10BeCHO-LM(poBO# ciocod oopmiteHHs JaT NPUMEHsETCsl B 0053aTeIbHOM IOpsI/IKE.

[Ipu noaroroBke 0co00 Ba)KHbIX JOKYMEHTOB BCE€ 3JI€MEHThl JaThbl IHLIYTCH
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OyKBaMH.
MecTo npocTaBieHUs AaThi Ha JOKYMEHTE 3aBHCHT OT O/aHKa W BUAA JOKyMEHTA.

PexBU3HT 12 - perucTpalHOHHbIA HOMEP JOKYMEHTA

PeructpaliioHHBIA HOMEP NOKYMEHTa MPOCTaBIACTICAd B COOTBETCTBHH € CHCTEMOMH
perucTpauui, NpuHATo B GUHYHUBepCUTETE.

PerucTpalnoHHBIi HOMEp HOOKyMEHTa TMpHCBaMBaeTCA AOKYMEHTY MOCHE ero
yTBepXKieHUA ({ToAnHcanua).

PeructpauuoHHsli HoMep AokyMeHTa DUHYHHUBEPCHTETa COCTOUT M3  €ro
NOPAJKOBOIO HOMEpa, KOTOPBIH NOIMONHAETCA HHAEKCOM CTPYKTYPHOIO MOApa3JCleHus,
UHACKCOM Jefia IO HOMEHKIIAType Ae U Ap.

PerucTpauuoHHBIi HOMEp JAOKYMEHTA, COCTaBIeHHOro OHHYHHBEPCHTETOM
COBMECTHO C Jpyroil WIH HECKOJNBKUMU OpPraHU3aLMsIMH, COCTONT H3 PErHCTPallHOHHBIX
HOMEPOB JOKYMEHTa KaXIOH U3 OTUX OpraHuM3aldii — aBTOpPOB JAOKYMEHTa,
NPOCTABAAEMBIX 4epe3 KOCYID YepTy B TOCHEJOBaTEIbHOCTH YKa3aHHA aBTOpPOB B
JNOKYMEHTe, COOTBETCTBYIOLIEH O0O3HAYEHUK) HAHUMEHOBAHUKA  OpraHM3allui B
3aroJI0BOYHOH 4acTH JOKYMEHTA.

He pomnyckaercs OTHPAaBAATE KOPPECHOHAEHTaM [MHCBbMa, pacleyaTaHHBIE Ha
Onankax JokyMeHTa OHHYHUBEPCHUTETA U HE HMMEIOLIHE PErUCTPALMOHHOIO HOMEpa H
JaThl.

PexBn3uT 13 - cebliika Ha HCXOAALUHE HOMeP H AATY JOKYMEHTa aApecaHTa

CcbUlKa Ha MCXOIALIMHA pPerucTpallHOHHBIA HOMEpP W JAaTy JOKYMEHTAa aJIpecaHTta
BKIIOYAaeT B ¢eOd perucTpallMOHHBIE HOMEp W JaTry HAOKYMEeHTa, MOCTYIHBILETo
(Bxoasiero) B OHHYHUBEPCUTET, HA KOTOPBIH J0JKeH OBITh JaH OTBET.

Hannune 3TOro pekBH3MTa HCKIIOYAeT HeoOXOOMMOCTE YINOMHHAHUA HoMepa U
JATHl TOCTYNUBLIETO (BXOAMILET0) JOKYMEHTA B TEKCTE MUCHEMA.

CchUIKa Ha HCXOAANIMH HOMED M AaTy AOKYMEHTa aipecaHTa BKJIKOYAETCs B COCTaB
pPeKBH3HTOB OMaHKa NHCbMa H MPOCTAB/IACTCA UCIOAHHUTENEM NPH MOATOTOBKE HHCHMa-
OTBeTa.

Hanpumep:
Ha Ne 01-07/05 ot 27.08.2012

PexBu3nT 14 - MecTO cocTaB/ICHHA (H3AaHHA) TOKYMEHTA

MecTo cocTaBieHUs WM H3AaHUS AOKYMEHTA YKa3bIBAlOT B TOM Cliydae, KOTAa
3aTpyJiHEHO ero omnpejaeieHue no pekeusutaM 08 «HauMeHoBaHue opraHuzauun» u 09
«CnpaBoYHbIe JaHHBIe 00 OpraHU3alHny.

PexBu3ur ykaswiBaercs B OnaHkax OokymMeHToB (DHUHyHHBEpcHUTETa, 3a
UCKITIOYEeHHEM OTaHKOB MHCEM.

MecTo cocTaBieHHs WM U3JaHUS JOKYMEHTA YKa3bIBalOT Ha JOKYMEHTaX C Y4eTOM




N

15

MPUHATOTO aAMHHHUCTPATHBHO-TEPPHTOPHATIBHOTO [ENIeHHs W BKIIOYaeT B cebs TOoNbKo
obuenpuHATEIe cokpamienusa. Hampumep, ana @uHyHuBepcHuTeTa — MockBa (yTOUHEHHE
«T.» HE YKa3bIBAaeTCA Mepel HaUMeHOBaHUAMH CTOJML rocyJapcTs, a Takoke nepes CaHKT-

[TetepOyprom.)
B gokyMmente, aBTOpOoM KoToporo sBiserca ¢unuan @OuUHYHHBEpCHTETA,

yKa3bIBaeTCs MECTO HaXOXKAeRUs (puInana.
Pexsu3ur 15 - agpecar

PexBU3UT «AgpecaT» pacroiiaraloT B IPaBOM BepxXHEM YIy MEepBOro JIHCTA
OOKYMEHTA.

B kauecTBe ajpecard MOryT OBITH OpraHbl BIAacTH, OPraHu3allil, UX CTPYKTypHbIE
nojpasieNeHus, JOJDKHOCTHbIE MIIH (U3MYecKUe JHLA.

HauMeHoBaHHE opraHa BJIaCTH, OpPraHH3allHH, €€ CTPYKTYPHOro noapasacicHHs

YKa3bIBAKOT B HMEHHTESIIBHOM M1aCXKe, HATTPHMEP!

MunucrepcTBo 06pa3oBaHus H HAYKH
Poccuiickoit ®eaepanuu

HITIE

IlpaBUTENBCTBO
Poccuiickoii ®enepauuu
JlenapTaMeHT
JIeIOTIPOU3BOACTBA H apXHBa

an aapeCcoBaHHU JOKYMCHTA PYKOBOINTEIK OpraHH3aliH HAWUMEHOBAHHE
OpraHusalyii BXOJAHT B HAaUMCHOBAHHE JOMKHOCTH ajpecara W NHOICTCA B JaTEJIb5HOM
nanexe, HHULHAaJIbl YKA3bIBAKOTCA TIEPE] (baMHHHeﬁ.

PekTopy MocCKOBCKOIro rocy1apcTBEHHOTO
OTKPBITOTO YHHBEPCUTETA

IO.T'. Kpyrnosy

[Ipn HanpaBneHHH ROKYMEHTa MOJDKHOCTHOMY JIMIly Ha3BaHUE OPTaHH3allUH H ee
CTPYKTYPHOTO NOJpa3feNeHns YKa3blBalOTCS B UMEHHMTEIBHOM MafieXke, a JODKHOCTh H
dbaMuIua anpecata — B aTENTBLHOM, HalIpUMep:

MOCKOBCKMH rocy 1apcTBeHHBIH
OTKPBITBIH YHUBEPCHTET
YnpasneHue aen1aMu
[naBHOMY cHeLHATTUCTY

B.I'. UsanoBoii

R Y




b}

16

HJIH

AQO «3neKTpOLEHTPOMOHTAX
['naBHoMy Oyxrantepy

B.M. KouetoBy

Ecnu [HOKYMEHT OTNpaBifiOT HECKOJBKHM OJHOPOJHBIM OpraHM3aliisiM HIH B
HECKOJIBKO CTPYKTYPHBIX NOApa3AeiaeHni 0HOW OpraHu3alyy, TO UX CledyeT YKa3bIBaTh
00001IeHHO, HanpUMep:

Cpeanum npodeccHOHAIBHBIM
yueOHBIM 3aBeleHUSIM MOCKBEL
(no cnucky)

Hpu 3ToM DOKYMEHT He JOJKeH cojlepkaTh 0oJiee HEThIpeX aapecaTos.

Cnoso «Konus» nepen BTOPBIM, TPETHHM, YETBEPTHIM aJIpecaTaMH He YKa3bIBalOT.
INpu GonbllleM KOMUUYECTBE afpecaToB COCTABIAIOT CMHCOK PAacChUIKH AOKYMEHTa M Ha
KaXKIOM 9K3eMIUIApE MUChEMa yKa3blBaKOT TOJILKO OMHOTO ajpecara.

Jomnyckaercs LUEHTPUPOBATh KaXKIYI0 CTPOKY peKBHU3HTa «AjpecaT» MO
OTHOLIEHHIO K CaMOH AJTMHHOM CTPOKE, HapUMeEp:

['naBHOMY penakTopy
HUzpgatensckoro aoMa
«Menouagom»

H.B. CemuHoit

B pexBuznTe «Aznpecar» IOMYCKaeTCs MCMNOMAB30BaTh OQUUHANBLHO MPUHATHIE
COKpallicHHble HAaWMEHOBAaHUA OPraHOB TIOCYAAPCTBEHHOM BNACTH, OPraHOB MECTHOTO
CaMOYIIpaBJleHHsl, OpraHu3alui.

B cocTap pekBH3UTa «Anpecar» MOXKET BXOAUTE MOYTOBLIN aapec.

ITouToBBIH aapec He yKa3bIBAeTCH B JOKYMEHTAX, HAMPaBIAEMEIX B BHICLUKE OPraHbl
rocyaapcTBeHHOH  BnacTH, (efepaibHble  OpraHbl  UCIHOJHUTENBHOW  BJACTH,
TEPPUTOPUABHBIE OPraHbl (yelepajbHOr0 OpraHa UCTIOJHUTEIIEHOW BIacTH B CyOBeKTax
Poccuiickolt Geagepaunn, NOCTOAHHBIM KOPPECTIOHACHTAM.

[Ipn aapecoBaHMH NMUCBMa B OPraHU3alMIO YKa3blBAlOT €€ HAaUMEHOBAaHME, 3aTEM
MOYTOBBIN aapec, HaNpUMep:

I'ocynapcTBeHHOE
o0paszoBaTeNbHOE YUPEXKACHUE
«LlenTp obpazosanus Ne 1840»

yi. b. Ilepesacnasckas, a.1,
Mocksa, 129041
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[lpu agpecoBaHWH JOKyMeHTa (U3HYECKOMY IHIY YKa3blBalOT (aMHIHIO H
WHHLIMAJIBI [IONy4aTens (MHUIMANBI Tocie (yaMHUIHK ), 3aTeM [IOYTOBBIH aApec, HalpHMep:

O6pasuoy O.I1.

ya. Canosas, 0.5, kB.12,
r. Jluniku, Kupeesckuil p-H,
Tynbckas o6., 301264

DneMeHTHl IIOYTOBOIO aJpeca YKa3blBalOT B NOCIEAOBATENBHOCTH, YCTAHOBICHHOM
IlpaBunaMu oOKa3aHHA YCAYr TIOYTOBOH CBA3H, YTBEPXACHHBIMH [IOCTaHOBISHHEM
IlpaButensctBa Poccuiickoit ®emepaunu ot 15.04.2005 Ne 221 «O06 yrBepxiesud
IpaBUJI OKa33HUS YCITYT TOYTOBOH CBA3WY.

Ha koHBepTe NOYTOBBIH ajipec KOPPeCNOHACHTA HILETCS B HIKHEHN NpaBoH YacTH,
a aJipec OTIPABUTENS B JIEBOM BEPXHEM YIIIY.

[lopsamox HanmucaHMd TMOYTOBOre ajgpeca Ha MOYTOBBIX  OTNPAaBJICHHAX
pacipocTpaHseTcs TakkKe Ha HallHcaHHe MOYTOBOro aipeca B peKBU3UTaX «CrHpaBoyHbIE
HDanHble 00 opraHu3aluu» ¥ «Anpecar»:

a) HaUMeHOBaHHe ajpecaTa (HaWMEHOBAHYE OPTAaHH3aLHM WiIN (aMuUIuA, HMA,
OTYECTBO Ui PUIMUECKUX JIULL);

0) HazBaHUe YNHIIB], HOMEP J0Ma, HOMEp KBapTHPHI; (COKpallleHHe «YJ1.» CTABHTCA
nepen Wid nociie Ha3BaHHA YIULBI 110 5Jaro3By4HIO)

B) Ha3BaHHE HACEJICHHOTO IYHKTa (ropoj, MocedokK, U T.11.);

r) Ha3BaHUe 00NacTH, Kpas, aBTOHOMHOT'O OKpYyra, pecnyOInKH;

1) Ha3BaHU€e CTPaHBI (1L MeXKAYHAPOIHBIX TIOYTOBHIX OTIPAaBICHHU);

€) MOYTOBBIH UHAEKC.

PexBH3nuT 16 — rpudg yreepsxkaeHus

JIOKyMeHT yTBepkJaeTcs IOJDKHOCTHBIM JIMIIOM (MOMKHOCTHBIMU JIMLIAMH) WITH
CTNELUATIBHO U3LaBACMBIM JOKYMEHTOM.

HoxkyMeHTsl @DUHYHHBEPCUTETA  YTBEPKIAFOTCA  PEKTOPOM, MPOPEKTOPaMH,
OUPEKTOpaMH [0 HANpaBNCHUSM, COBETHHKAMH pEKTOpa UWAM PYKOBOIAMTENAMH
CTPYKTYpPHBIX noapazjeneHni DUHYHHBEPCHTETA, BBILLECTOALIUMH UIH
MEXBEIOMCTBEHHBIMH OpraHAMHU, OOILECTBEHHBIMH OpPraHM3aUMAMHM, B KOMIIETCHUHIO
KOTOPBIX BXOOUT peIIeHHE BOIPOCOB, H3NOXKEHHBIX B YTBEPXKAAEMBIX [OKYMEHTaX
QuHyHMBEpPCUTETA.

ITpumepHeIi nepevyeHb JOOKYMEHTOB, MO JIEXKAITHX YTBEPAKACHHIO —
npunoxenue Ne 8.

IIpy yTBepKAEHWH HOKYMEHTa HO/DKHOCTHBIM JIHIIOM TI'pu}p YTBEPKACHHA
JOKYMEHTA JOJIKEH COCTOATD U3 CNENYIOUIMX IE€MEHTOB:

a) cnoBo «Y TBEPXKIAIO» (mporucHBEIMH OyKBaMu 6€3 KaBBIYeK);

0) HauMeHOBaHUE AOIDKHOCTH JULA, YTBEPKAAIOILEr0 AOKYMEHT;

B) NOANUCH;

T') HHULIHAJBL, haMuTHs;
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1) faTa YTBEP)KACHUS.
Hanpumep:

YTBEPXKIAIO

Pexrop ®dHHaHCOBOrO YHHBEPCHTETA
auuHan noonuce  M.A. DcKUHIapoB
«28» nroHs 2013 r.

Honyckaercs B pekBusnTe «Ipud yTBEepKACHHUA» LEHTPUPOBATH 3JIEMEHTHI
OTHOCUTENBHO CaMOH ATMHHOH CTPOKH, HallpUMeEp:

YTBEPXJIAKO

PekTop
(®UHAHCOBOrO YHUBEPCHTETA

auyHan noonuce M.A. DCKHHIAPOB

«08» Hoabpsa 2013 r.

[Ipy yTBEpXKAESHUH HOKYMEHTA HECKOJIbKUMH JOKHOCTHBIMH JULIAMH HX MOAIHCH
pacroyiararoT Ha OJHOM YPOBHE.

[Tpu yTBepXAeHHH JOKYMEHTA MPHUKa30M, IPOTOKOIOM IpH( YTBEPIKAECHHA COCTOUT
U3 cIeAyIOlIHX 3JIeMEHTOB:

a) CNOBO «YTBEPXJIEH» («<YTBEPXKIAEHA», «YTBEPXAEHbI»,
«YTBEPXJEHO»), cornacoBaHHOre B pole M 4YMCIE€ C BHIOM YTBEPXKIAAEMOTO
NIOKYMEHTa;

0) HaMMeHOBaHHE YTBEP)KAAIOLIEr0 JOKYMEHTa B TBOPDHTEILHOM MAZEXKe, ero aara

H HOMED.
Hanpumep:
YTBEPXAEHO
IIPOTOKOJIOM Y4YEHOI'o COBETa
®uHyHuBepcHTETA
oT 16.09.2012 Ne 23
W

YTBEPXJEH
npHKa3oM MHUHHCTEpCTBa
00pa30BaHUA H HAYKH

Poccuiickoi @enepaunn
ot 15.02.2012 Ne 511
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['pud yTBepKACHHUS JOKYMEHTA PACIIONAratoT B IPaBOM BEPXHEM YIy JOKYMEHTA.

BHocuTh Kakue-THOO H3MEHEHUA U A00aBiIeHUsS B MOANHCAHHEIE (YTBEPXKACHHEIE)
OOKYMEHTHI HE AOIYCKaeTCA.

OTBETCTBEHHOCTh 33 Ka4eCTBO TMOATOTOBKH JOKYMEHTOB M OOCTOBEPHOCTH
COMIEPAIIMNXCS B HUX JAaHHBIX BO3/araeTcs Ha JIHL, MOArOTOBHBLIMX, 3aBU3HMPOBABIIHX U
NOAMHCABIINX JOKYMEHTBI.

PexBu3nuT 17 — ykazaHus 1o HCNOJNHEHHI0 NOKYMENTa (pe3oJIIoLHA)

VkasaHuds TO  HMCNOJNHEHHIO  JOKyMeHTa  (pe3omonus)  oQOpMIAIOTCA
HeMOCPEACTBEHHO Ha JOKYMeHTe (B 3arojlOBOYHOHM 4YacTH JIOKYMEHTa) Wi Ha OllaHke
yKasaHHW# 10 MCIIONHEHHIO JOKYMEHTa (¢ OTMETKOH O pPEerMCTpauHOHHOM HOMEpe H jare
OOKYMEHTa, K KOTOPOMY YKa3aHHUS OTHOCATCH).

VYka3zaHus 110 UCTIOJTHEHHIO JOKYMEHTA BKIIIOYAIOT CIeAYIONHE EMEHTBI:

a) ¢aMHATME H UHHLIHATB! UCTIOMHUTENEH;

6) conepxaHue mopyueHHs (NpU HeOOXOAUMOCTH);

B) CPOK HCIIONIHEHHS;

T) OATIUCH PYKOBOAUTENS,;

1) Jata.

Hanpumep:

["onosunckoMy B.B., JlyxnueBy A.B.

Ipoly moaAroTOBUTH
IpoeKT Aoresopa k 25.12.2012.
AUHHAS NOORUCH
oama

[Toanucek B yKa3aHUAX MO HCTIONHEHHIO AOKYMEHTA He pacliM(ppoBLIBAETCS.

B cay4ae, xorma yka3zaHAs M0 MCHOJHEHUIO JOKYMEHTa JaloTcs AByM WIH
HEeCKOJIBKMM JIHIAM, PaBHBIM IO ZODKHOCTH, OCHOBHBIM HCIIONHUTEIEM SIBIISETCS JIULO,
yKa3aHHOe TIepBEIM, MM  YKa3bIBAaeTcd  OTBETCTBEHHBIH  HcMoNHHTENb. EMmy
NpefOCTaB/IAETCS MPABO CO3bIBA HCTIONHHTENESH ¥ KOOPAMHALUA HX paboTEhL.

OTBeTCTBEHHBIN HCTIOIHUTENb H COUCTIONHHUTENH BIIPaBE AaBaTh IOPYYEHHUS B BHIE
YKa3aHHWH [10 UCTIOJIHEHHIO TOKYMEHTA JIULaM, HETTOCPEACTBEHHO UM NTOJYHHEHHBIM,

Ha noxymenTax, He TpeOYIOIUX NOMOIHHUTENBHBIX YKA3aHHHM 1O HCIIOJHEHHIO H
UMEIOIIUX TUTIOBBIE CPOKH HCIOJHEHUS, B YKa3aHHAX IO HCHOIHEHHIO JOKYMEHTA
YKa3BIBaeTCs MCIIOJHHUTEND, OANUCH aBTOpa YKa3aHHil, fata.

QOpMYTHPOBKH PE30JIOMHK JODKHBI 4YeTKO OMNpedensiTh CyTh 3aJaHHA, CpPOK
UCIIOJHEHHS ¥ (POPMY NpeACTaBAEHUSA Pe3yIbTATOB HCIIOTHEHHS.

PexBu3uT 18 — HaHMeHoBaHHe NHG0 AHHOTALHA AOKYMEHTA (3aro/I0BOK K TEKCTY)

HanMmeHoBaHHe TH00 aHHOTALUSA AOKYMCHTA (BﬂFOHOBOK K TCKCTY) COCTaBIIACTCH KO
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BCEM JOKYMEHTaM, 3a UCK/JIIUEHHEM JOKYMEHTOB, HMEIOLIMM TEKCT HeCoasloro oorema
(1o 4 — 5 cTpoxk).

3arolIoBOK K TEKCTY BKIKOYAET B ¢ebf KpPaTKoe COAEpKaHHE NOKYMEHTAa H JOJDKEH
OBITb MAKCUMAJILHO KOPOTKUM U TOUHBIM.

3aroIoBOK OJKeH OBITh COTIACOBaH C HAUMEHOBAHUEM BHJA JOKYMEHTA.

3aronoBox MoKeT OTBEYaTh Ha BOMPOCHL:

a)o u4éM (0 xoM)?, HanpuMmep: O cO3maHMH aTTeCTAUMOHHOH Komuccuu, OO0
yTBepwaeHun [lonokeHus © 3alluTe I[EPCOHANBHBIX JaHHBIX TIOCYAapCTBEHHBIX
cNyXalux 1 paGOTHUKOB MUHHCTEPCTB, OO OKa3aHWK KOHCYIRTATHBHOH TOMOLLH;

©) yero (koro)?, Hanpumep. JIOMKHOCTHAS MHCTPYKLMSA BEAYIIETO JOKYMEHTOBEA,
[Ipaguna nepesoaa B ... , [lpaBuna npuéma B ... , [IpaBuiia BHyTpeHHEro pacnopaaxa.

Ecnu 3aro0BoK OTBEYAET Ha BOMPOC «O Y€M?», OH MHULIETCA ¢ MPOIHCHON OYKBH U
(dopMynHpyeTcs MpH MOMOILH OTIJAroJbHOTO CyliecTBUTENBHOro (O6 u3MeHeHuH ..., O
BBIZEJICHUH ..., O0 OTMEHE ...).

EcIii 3aroJIoBOK YBS3BIBA€TCSA MO CMBICIY ¢ HaMMEHOBaHHEM BHIA JAOKYMEHTAa H
OTBeYaeT Ha BOMPOC «4eTO (KOTro)?», OH ITHIIETCH CO CTPOUHOH OYKBEI.

Ecniii B JOKYMEHTE OTpPaXeHO HECKOJIBKO BOMPOCOB, 3arojlOBOK MOXET
dopmynrpoBaThes 06001LEHHO.

3arofioBOK pacmonaraeTcs Mmod peKBU3uTaMu OnaHka, fevaTaeTcs 4depes OJMH
HHTEepBal W He AOKeH 3aHHMaTh Oojee MATH CTPOK. 3aroioBok odopmisiercs Oe3
kaBbluek. TouKa B KOHLE 3aT0JIOBKA HE CTaBUTCH.

3arofioBoK K AOKyMeHTaM, oOPMIIEHHBIM Ha 6JlaHKaX ¢ YIJIOBBIM PAacTioIOKEeHHEM
PEKBU3HTOB, NMEET YITIOBOE pacloiokeHHe. 3aroJloBOK K JOKyMEeHTaM, OOpMIEHHbIM Ha
OnaHKaXx ¢ POAONBHBIM pacllONIOKEHHEM PEKBU3HTOB, BBIDABHUBAETCA 10 LIEHTPY.

K Tekcty moxymeHTOB, odopmieHHbIXx Ha OnaHkax Qopmara A-5, 3aromaoBok
JONYCKaeTCs He YKa3bIBaTh.

3aroJOBOK K TEKCTY AOKYMEHTA COCTABISICTCA MCIIOMHUTENEM, FOTOBALLHM IPOEKT
NOKYMEHTA.

PexkBH3uT 19 - 0TMeTK2 0 KOHTPOIE JOKYMEHTA

OTMETKY 0 KOHTpOJIE MPOCTABAAIOT HAa AOKYMEHTaX, IOCTaBNeHHBIX HA KOHTPO/b, B
BEPXHEM MOJIe JIOKYMEHTa clpaBa U 0003Ha4aT OykBoil «K», cioBOoM UMM mITaMIoOM
«KorTpoar». KoHTpomo noanexar sce AOKYMEHTE, TpeOyrolHe HCIOTHEHUS.

Cpox ucmonHeHus npocrtasngeTcs B (popMe JaThl 3aBepLUICHUS HCTIOTHEHHUS.

PexBu3NT 20 - TeKCT JOKYMEHTA

Texkcr nokymeHra OUHYHHUBEPCUTETA COCTABIAIOT Ha PYCCKOM A3BIKe —
rOCyAapCTBeHHOM sA3bIke Poccniickol Pefepallii, B COOTBETCTBHH € 3aKOHOJATEILCTBOM
Poccuiickoin ®enepamnuy.

Texcrt noxymeHTa u3NaraeTcs PpyYCCKUM JIMTEPATYPHBIM S3BIKOM € YYETOM
ocoOeHHOCTeH OQHLMANbHO-IENIOBOTO CTHIA, BMJA HOKYMEHTa W €ro Ha3Ha4YeHHs B
ynpasieHYecKoH neATenpHOCTH. ComepikaHue ITOKYMEHTA [IOMKHO OBITh H3JI0KEHO
KPaTKO, JIOTMYHO, TOYHO H SCHO.
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TekcTel AOKYMEHTOB 0QOPMIIAIOT B BHAE:

a) aHKETBI;

Ilpu cocraBneHMH TeKCTa B BHAC aHKETbl HAHUMEHOBAHHMA MPH3HAKOB
XapaxrTepu3yeMoro o0beKTa JOJDKHBI OBITb BBIPOXEHBI WMEHEM CYIISCTBUTENbHBIM B
HMEHHTEJIBHOM [MaJieke MM CIOBOCOYETAaHHEM C [JAarolioM BTOporo JIHMIA
MHOXXECTBEHHOI0 YUCJIA HACTOALIETO WIH MPOINEAUIEro BpeMeHH («UMEETEe», «BIIAICETE)
WIIH «OBLTH», «KHAXOAWIUCH? H T.A.). XapaKTePUCTUKHU, BBIPAXECHHBIC CIOBECHO, JONKHDL
OBITE cornacoBaHbl ¢ HAMMEHOBAHUSAMU IPU3HAKOB.

6) TabauuEL;

I'pagpl U cTpoku TaOAMLB! JOKHBI HMETE 3aroJIOBKU, BHIPAXEHHBIE HMEHeM
CYLIECTBUTENBHBIM B UMEHHTENBHOM majexe. [loa3aronoBku rpad U CTPOK HOMKHBI OBITh
COIIaCOBaHBI ¢ 3aronoBkamu. Ecnu tabnuny nedarairor Gonee deM Ha OZHOH cTpaHHLE,
rpasl TabnuLBl JOJDKHBL OBITH NPOHYMEPOBAHBL M HA CNENYIOIIAX CTPaHHUAX AOMHKHE
OBITE Hale4yaTaHbl TOJIbKO HOMepa ATHX rpad.

B) CBA3HOIO TEKCTA;

CBs3HBIA TeKCT, Kak [pPaBHJIO, COCTOMT M3 JIBYX 4acreil. B mnepBoit uactu
YKa3bIBAalOT [PHYMHBI, OCHOBaHHA, LETH COCTaBICHHUS JOKYMEHTa, BO BTOpOH
(3aKMOYUTENBHON) — pEIeHUs, BbIBOABL, NPOCKOBL, NpeJUI0kKeHHs, PeKOMEeHAauun. TeKcT
MOKET  Cco/iepXaTk  OJHY  3aK/IIOYHTSJBHYIO  4acTh, HalpuMep:  NPHKa3bl—
paclopsaUTEIbHYIO 9acTh 0€3 KOHCTATHUPYIOLUEH; NMUCchMa, 3asBIeHHA — Npockly Oe3
MOSCHEHHS.

B) B BH/Ie Pa3IHYHBIX BAPHAHTOB COSAMHEHHS aHKEThI, TaOJIULbL, CRAZHOTO TEKCTA.

B noxymeHTax OUHYHHBEPCHTETA, KaK OpTaHU3alUH, AeHCTBYIONIEH HA NPUHLIANIAX
eIMHOHa4YaNus (NpHKa3, pPacHoOpsDKEHHE M T.0.), 4 TaKKe NOKYMEHTaX, aJpecOBAHHBIX
PYKOBOJACTBY OpPTaHM3aLMH, TEKCT HW3JAraloT OT IIEpBOro JHLA €IMHCTBEHHOTQ YHCNA
(«TIpUKa3BIBAIOY», «IIpEAarao», «00a3bIBal0Y, KIPOUY»).

B 1NOKyMEHTax KO/IErHMaabHBIX OPraHOB TEKCT H3araloT OT TPeThero JHuua
eHHCTBEHHOIO 4HCIa { KTOCTAHOBIAETY, KPELLNII» ).

B CcOBMECTHBIX AOKYMEHTax TEKCT HM3JIaraloT OT MEPBOro JHIAa MHOXXE€CTBEHHOIO
qucia («IPHKA3bIBaEM», «PELLUIIIN ).

TekcT mNpoTOKONAa W3JAraldT OT TPETbero JIHUA MHOKECTBEHHOrQ 4HCHa
(«cnywanny, «BBICTYIHIINY, IOCTAHOBWINY, KPELLHIN»).

B nokymeHTax, ycTaHaB/IHBalOLMX NpaBa H OO0A3aHHOCTH OpraHW3alul, HX
CTPYKTYPHBIX TMOZpas/ieNieHH#i (MONOXEeHHe, HHCTPYKUMS), a TaKke COIepKalmx
ONHCaHue, OLEHKY (PaKTOB MM BBIBOAB! (aKT, CIPaBKa), HCHONB3YIOT (hOpMY H3NOXKECHHA
TEKCTa OT TpeTherc JIMUa €JUHCTBEHHOINO WIM MHOXECTBEHHOTO 4YHCIAa («OTHen
OCYILECTBIIACT (PYHKLIUH», «B COCTaB OOBEAUHEHHS BXOIATY, KKOMHCCHA YCTAHOBUIIAY ).

B nycpMax HCNONB3YIOT CREAYIOIIHE (POPMBI U3NMOXKEHHUA:

a) 0T MEpPBOTO JIHIA MHOXXECTBEHHOIO YHUCNA (KIPOCUM HAIllPABUTBHY», «HAIPABIAEM
Ha pacCMOTpeHHE));

©) OT NepBOro JIHUA €JMHCTBEHHOTO YHCAA («CYHTAlD HEOOXOAHMEIM», «IIPOIIY
BBIJIEJTUTH );

B) OT TpeThero JuIa eIUHCTBeHHOTO uHciaa («DUHAHCOBBI YHUBEPCHTET He
BO3paKaeT», « DHHAHCOBBIH YHUBEPCUTET CUHTAET BOZMOMKHBIM ),

B Tekcrax NoOKaJbHBIX HOPMATUBHBIX aKTOB ([IpaBuiia, MONOKEHHE, MHCTPYKLHA H
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Ip.) HCHONB3YKIOTCS Tarois! B (OpMe HAcTOALUErO BpeMEHH, TNpHAALHE TEKCTY
NpeANUCHIBAIOIINA XapakTep, HampuMep: «Busa Bkmovyaer B cebsd HauMeHOBaHHUE
JOOKHOCTH ...», «HopMaTHBHBIE npeAnucaHus oQOpMIAIOTCA B BUAE MYHKTOB, KOTOPBIE
HYMEPYIOTCA apabCKUMH LHpaMU ¢ TOYKOH U 3aroJIOBKOB HE HMEIOTY.

B Tekcre noKyMeHTa, MOANQTOBIEHHOTO Ha OCHOBAHHMH 3aKOHOJATENBbHBIX, HHBIX
HOPMaTHBHEIX ITPABOBBIX aKTOB U JOKYMEHTOB APYrHX OpraHU3alMi WM paHee W3AaHHBIX
OUHYHUBEPCHTETOM IOKYMEHTOB, YKa3bIBalOTCA CIEAYIOIIME PeKBHU3UTHI: HAUMEHOBAHHE
BHAAa JOKYMEHTa, HaUMEHOBAaHWE OpraHu3aliy —aBTopa JOKYMEHTa, jaTa MOKYMEHTa,
pericTpallMOHHEIA HOMEp AOKYMEHTa, HaUMEHOBaHHE JOKYMEHTa (3arojloBOK K TEKCTY),
JAKIIOYEHHBIH B KaBbIUKM, Hamnpumep: «B  cOOTBETCTBMM ¢ MOCTAHOBJIEHHEM
[IpasutensctBa Poccuiickoit ®enepaunuu ot 13.08.1997 Ne 1009 «0O6 yrBepxaeHuH
[lpaBun MOArOTOBKH HOPMATHBHBIX TMPAaBOBBIX aKTOB (eAepalibHBIX OpraHoB
HCTIOTHUTENBHOM BIACTH U UX MOCYAapCTBEHHOMN perucTpalui» NIp U Ka3 bl Baio : ...».

Ec/Iy TeKCT COmep)XHUT HECKONbKO MOpPYUEHHH, pelneHuil, BEIBOLOB H T.A., TO €ro
MOXKHO pa30HUBaTh Ha pas/ienbl, Mopa3Aeibl, MYHKTH, MOANYHKTEL, KOTOPBIE HYMEPYIOTCSA
apabckuMu ungpaMu, pa3AeIeHHBIMU TOYKAMH C TOYKOH Ha KOHLE.

Paznensl w mogpasaensl MOTYT HMMETh 3aroJIOBKU (T10A3arofioBKHM). 3arOllOBKH
pazienoB MHUIIYTCA ¢ MPONMUCHOHW OyKBHI (OOMyCcKaeTcd HX HAIHCaHHE NPONHCHBIMH
6yksamu). [TonzaronoBku MUIIYTCA C NpOMUCHOH OykBBL. Touka B KOHLE 3aroJIOBKOB H
MOJ3aro/IOBKOB He IIpOCTaBIseTCs.

B TekcTax JOKYMEHTOB JAONXHBI YIIOTPEONATECS TONBKO OOLENPUHATBIE B PYCCKOM
A3bIKe 0003HAYECHHUS, TEPMUHBL U COKpAaILIEHHUA.

[Ipn HeoOxomuMmocTH ynoTpeGneHus: COKpalleHUs (COKPalleHHOIO HaHMEHOBAHHA)
B TEKCTe CHayajla NUILETCA MOJIHOE HAaHMEHOBAaHWE, a 3aTeM B CKoOKax OaeTcsa €ro
COKpalleHHe (COKpalleHHO€ HAWMMEHOBaHHE), 3a UCKIIOYEHHEM  OOLLENPHHATHIX
COKpaLLEHUH, HaflpUMep: « ... IPUMepHas HOMEHKIaTypa aen By3a (nanee —IIHJ) ... »

B TekcTax JOKYMEHTOB Ha3BaHHS CTPYKTYPHBIX MOApa3feleHUui H KOJUIerHajlbHbBIX
opranoB PuHyHUBeEpCUTETa ClieAyeT Me4aTath:

a) ¢ nponucHoi OYKBBl C COINIACOBAHMEM BHIA MOJApAas3fe/eHUs U €ro Ha3BaHUS B
POAHTENBHOM Magexe (4ero?):

- Ha3BaHHUS CTPYKTYpPHBIX NOJApa3fclieHHH, 3a HCKIIOUEHHEM NoApasAeieHuil, B
COCTaBe CTPYKTYPHOI'O NOApasfeNeHHs W Ha3BaHUH kadelp, Ha3BaHHBIX IO Y4eOHBIM
COELMATBHOCTIM, HANPaBIeHUAM H T.I1.;

Hanpumep: ®akynbTeT (4ero?) MeXAyHapOAHBIX SKOHOMHYECKHX OTHOLICHUH,
HMHCTHTYT cOKpallleHHBIX MporpaMM, YMpaBieHHE 3aKynok, JHMpekuus KanuTtajJbHOro
CTPOMUTENLCTBA, I pyMna oxpaHbl TPYJa U T.I1.;

- Ha3BaHUA CTPYKTYPHBIX MOApa3AeICHUH B COCTAaBE YKPYNMHEHHBIX CTPYKTYPHBIX
noapaseeHui (MHCTHTYTOB, KOJUIEIKeH, BBICLUIMX IIKOM ¥ T.I1.).

Hanpumep: Leutp 610mkeTHol noautuky MHcTuTyTa hMHAHCOBO-3KOHOMHYECKHUX
vuccrnenoBaHul, LleHTp BeuepHHX U MOAYNBHBIX MNporpaMM MeXAyHapOJHOH IIKOMbI
Ousneca, lleHTp okoHOMMKHM oOpa3oBaHHs HHcTUTyTa mnpobieM 3KOHOMHYECKOH
0e30MacHOCTH U CTPATerMYecKoro MiIaHUpPOBaHuA H T.IN.

0) co cTpouyHOll GYKBBI C COIJIAaCOBAaHHEM BUJA MOApa3AeNeHHs H €r0 Ha3BaHHd B
POONTENBHOM Mafexe (4ero?):

- Ha3BaHMA MOAPa3/e/IeHUH, B COCTaBe CTPYKTYPHOIC MojipaseeHusl.

e N
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Hanpumep: otnen MoHuUTOpHHra oOpa3oBaTelbHOW AesTenbHocTH OnepalnoHHO-
AQHAJIUTUYECKOTO YMpaBleHus, rpynna yuyéra U OTYETHOCTM YIIpaBieHHUs KaJpOBOro
obecrne4yeHus U T.II.

B) C MPOMUCHOW OyKBBI C COINIaCOBAaHMEM HA3BaHUs MOJpa3/ie/ieHUs] B KadyecTBe
NpUiaraTeJlbHOro U €ro BHa:

- Ha3BaHUsA CTPYKTYPHBIX IMOJpa3lie/ieHUi, 3a MCKIIOYEHHEeM MOoJpa3Je/ieHul, B
COCTaBE CTPYKTYPHOI'O MOJpa3/ieieHus;

Hanpumep: Yuensiii coBer, MeToauueckuii coBer, YueOHO-MeTOAMUYECKUN LIEHTD,
Opuanueckuit (paxynprer, MexayHaponaHblii 3KoHOMMUYecKui ¢akynpreT, [lnaHoBo-
¢uHaHCcOBOe yrnpaBieHUue, bubanoreyHO-UH(DOPMALHOHHBIN KOMILIeKe, PenakiuoHHO-
U3JaTeNbCKui oTaen, HayuHoe ctyieH4eckoe o0LecTBo U T.11.

- Ha3BaHUS CTPYKTYPHBIX NMOApa3zelieHud B cOCTaBe YKPYNHEHHBIX CTPYKTYPHBIX
nojpaseneHuil (MHCTUTYTOB, KOJIJIEI)KEH, BBICIIMX IIKOJ U T.IL.).

Hanpumep: VYuebnas wacte Konnemxa wuHPoOpMaTukM M NporpaMMHUpPOBAHMS,
Y4yeOHBIH LEHTp MO MOATOTOBKE TIOCYAAPCTBEHHBIX CIIyXKalluX BeIcmed mKomsl
rocyaapcTBeHHOro ympasnenusi, MupopmauuonHo-aHanuTuueckuit uentp MHHcetuTyTa
(hMHAHCOBO-?)KOHOMUYECKUX UCCIIEI0BAHUM U T.II.

r) cO CTpOYHOH OYyKBBI C COIJIACOBAaHMEM Ha3BaHMs I0Jpa3/iejieHHs B KayeCTBE
NIpHJIaraTeabHOro U €ro BHa:

- Ha3BaHM NOJpPa3/eNeHUM, B COCTaBe CTPYKTYPHOIO MOApa3ieIeHusl.

Hanpumep: obmmit otmen YnpaieHHs AeIONPOW3BOACTBA M apXUBa, y4yeOHbIH
OTAeN YIpaBlieHUs OpraHu3aluu y4eOHoro npouecca u T.00.

) C IPONMCHOM OYKBBI B OJTHO CJIOBO:

- Ha3BaHHUS  CTPYKTYPHBIX  MMOApa3feieHUud, 3a HUCKIIOYEHUEM  Ha3BaHWUU
noipas/ieJIeH|H, B COCTaBe CTPYKTYPHOI'O MOAPa3AeIICHHUS.

Hanpumep: Pexropar u T.10.

- Ha3BaHUs CTPYKTYPHBIX MOJpa3JejeHUN B COCTaBe YKPYIHEHHBIX CTPYKTYPHBIX
nojpasJieneHuil (MHCTUTYTOB, KOJUIEI)KeH, BBICILIUX IIKOJI U T.IL.).

€) CO CTPOYHOM OYKBBI B OJHO CJIOBO:

- Ha3BaHUA MOAPA3/IeNICHUH, B COCTaBe CTPYKTYPHOI'O NOApa3 e IeHHs.

Hanpumep: OusHec-unkyOatop  YmpaBieHUss HHHOBALMOHHOIO  pa3BUTH,
obue)xxutue YueOHO-ObITOBOro KOMILIEKCa U T.I1.

) ¢ MPONUCHON OYKBBbI B MUMEHUTEIFHOM IaJIeKe B KaBbIYKaX MOcie yKazaHus BUa
noapasieieHus, KOTOpoe Ne4aTaeTcsi CO CTPOYHOM OyKBBI:

- Ha3BaHHUs Kadeap, Ha3BaHHBIX MO y4eOHOH CrieMabHOCTH, HANPABIEHUIO U T.I1.,
HanpuMmep: Kadenpa «JleHekKHO-KpeOIUTHbIE OTHOILUEHUS M MOHeTapHas IOJIUTHKAY,
kadenpa «OueHka W ynpaBieHHE COOCTBEHHOCTBIO» M T.I., UCKIOUeHHe — BoeHHas
Kadenpa, Ha3BaHHWE KOTOPOH MeyaTaeTcs ¢ MPOMUCHON OYKBBI Oe3 KaBbIuekK.

B TekcTrax NOKyMEHTOB HaUMEHOBAHUS JOJKHOCTEH PYKOBOJAUTENEH CTPyKTYpPHBIX
MOJApa3JeIeHU U KOJUJIETMabHBIX OpraHoB PUHyHHBEpPCUTETa HOJDKHBI II€4aTaThCcs CO
CTPOYHOM OyKBBI, HANpuMep: pPeKTOp, MpPOPEKTOp, IpPe3uAEHT, [eKaH, IUpeKTop,
3aBe/lyIOLIMM, IIaBHbIi OyXranrep, Ha4aJbHUK, PyYKOBOJUTENb, 3AMECTUTEIb Ha4albHUKA
v Jp.

PexoMeHaLuy no HanMCcaHUIO OTAEeIbHBIX HAUMEHOBAaHUH, CJIOB M CIOBOCOYETAHUH
— npunoxxenue Ne 9,
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TexcT noxyMeHTa BEIpaBHUBAETCsl 110 JICBOH M MPaBOii rpaHKUI[aM TEKCTOBOT'O MOJIS.
[TepBas cTpoka kaxxgoro ab3ana HaYMHAETCA HA PACCTOAHUU 1,25 CM OT JIEBO# IPaHHIIbI
TEKCTOBOTO IOJIS.

Crpanuibl TekcTa HyMepyloTcs apabCckumu HudpaMu nocepeivHe BepXHETo IMOJIs
JIACTA.

PexBH3HUT 21 - 0OTMETKA 0 HAJTHYHH NPUHJI0KEHHH

OrmeTka 0 HanMYMM  [PUIOKEHHH  UCMONB3yeTcss Mpu  O(OpPMIICHHH
COINPOBOJMUTENBHBIX IMUCEM U TNPUIOKEHUA K IpUKa3zaM, paclopsHKeHHsM, IUIaHaM,
nporpamMmam, OT4eram, JOroBOpaM, MOJIOKEHHSIM, MpaBUIaM, WHCTPYKIUSIM H JIPYTHM
NOKyMEHTaM.

B nucbMax oTMeTka 0 HAJWYUU MPHUIIOKEHUH odopmiseTcs Moja TeKCTOM MUChMa
OT I'PaHMIIbI JIEBOTO MOJIA.

Ecnu nucbMoO HMMeeT NpWIOKEHHs, Ha3BaHHbIE B TEKCTe, TO OTMETKAa O HHUX
odopMmseTcs no ciaeayrollel popme:

[Ipunoxenue: Ha 10 1. B 3 3K3.
Ecnu npunoxeHus B TEKCTe MUCbMa HE Ha3BaHbl, TO HEOOXOJUMO MEPEUUCIUTh UX
HaMMEHOBAaHHMs, KOJMYECTBO JIUCTOB U 3K3EMIUISIPOB KaKJI0rO.
[Tpy HanM4MK HECKONBKUX MPHIIOKEHUN UX HYMEPYIOT, HallpUMeED:
[Tpunoxxenwue: 1. [Tonoxenue o CeprudurainoHHOM LeHTpe Ha 5 1. B 1 7K3.
2. IlpaBuna noaroToBku ¥ opopmiieHust 10KyMmeHToB CepTu(hHUKaLIUOHHOTIO
LeHTpa Ha 7 1. B 2 9K3.
Ecnun npunoxxenus cOpoLIropoBaHbl, KOJIUYECTBO JIUCTOB HE YKa3bIBAKOT.

[Ipunoxenue: 6polopa.

Ecnu k 1oOKyMeHTy npuiiaraloT Apyrod AOKYMEHT, Takke HMEIOUUH IPUIIOKEHHE,
OTMETKY O HAJIMYUU MPUIIOKEHUS 0QOPMIISIOT CIEAYIOLUM 00pa3oM:

[Tpunoxenue: nuceMo Pocapxusa ot 05.06.2003 Ne 02-6/172 u npuinoxeHue K HeMmy,
BCEero Ha 3 J.

Ecnu npuiokeHde HampasisiOT He BO BCe yKa3aHHbIe B JIOKYMEHTE ajpeca, TO
OTMETKY O €ro HaJIMYMuH 0QOpMIISIIOT CJIeYIOLIUM 00pa3oM:

IIpunoxenue: Ha 3 J1. B 5 3K3. TOJIBKO B NIEPBBIH ajipec.
Eciu npunoxeHUssMHU K CONPOBOJAMUTENBHOMY IIMCbMY SBISIFOTCS JIOKYMEHTBI,

cojepxale HHGOpPMALHMI0O KOH(PHIAEHLMAIBLHOIO XapakTepa, HalpuMep, CIyKeOHYIO
TaliHy, OTMeTKa O MPHJI0KEHUH OopMIIsieTCsl CleyIOIHUM 00pa3oMm:
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[MpunoxeHue: cipaBka © HEIUIATEXECTIOCOOHBIX MNPEANPHATHSIX, I CJIyKeOHOro
nons3oBaHus, per. Ne 26-acm, Ha 2 1. B 1 3K3.

Ha npunokeHusx cropaBodHOrO Xxapakrepa K TIpHKasaM, paclopsbKeHUsIM,
NpaBWIaM, MHCTPYKUHAM, IOJOXKEHUAM, IUJIaHAM, NpOorpaMMaM, AOroBopaM H JpyTruM
JOKYMEHTaM OTMETKa O MPHJIOKEHHH NMPOCTABIACTCA Ha MEPBOM JMCTe NPUITOXKEHUS B
MpaBOM BEpXHEM YIIIy.

Ecnu npunoxeHue OfHO, OHO He HyMepyeTcs. Ecnu npunokeHnii HeCKONsKO, OHH
HyMEPYIOTCA.

B orMerke © MpUIOKEHUAX YKaA3bIBAaeTCS HAUMEHOBaHHE BHUAA OCHOBHOIO
AOKyMEHTa, ero gara M Homep. CnoBo «lIlpunoxenue Ne» mnHinyT Oe3 KaBBIYEK,
HamnpuMep:

IIpunoxenne Ne 2
K mpHka3y Pocapxusa
ot 15.03.2009 Ne 35

Homnyckaetcs solpaxenue «[IPUJIOJKEHUE Ne » nevyarath nponmucHeIMU OyKBaMHK
Oe3 KaBBIYEK, a TaKXKe LIEHTPUPOBATh 3TO BBIpAKEHHE, HAHMEHOBaHHE NOKYMEHTa, ero
JATy M perUCTPAlMOHHBIA HOMEp OTHOCHTEJIBHO CaMOH JJIMHHONH CTPOKH, HAIIPUMED:

IMTPUJIOXEHHE Ne 2
K npHKa3zy MunoGopons! Poccun
o1 03.03.2011 Ne 251

Ecnmu nmnpunokeHHeM K  JOKYMEHTY SBISETCS  YTBEPXKJAeMBIH  JOKYMEHT
(nonoxeHue, npaBWia, HHCTPYKIMA, perjaMeHT WU Jp.), B BEpPXHEM INpaBOM YLy
NPOCTaBIAeTCA OTMETKa O IIPHIOXKEHHH, HHXe — TpuUd YTBepKIAeHHUS IJOKYMEHTA,
HampHuMep:

[Tpunoxenue Ne 1

YTBEPX/JIEHO
npuxa3zom Pocapxusa
ot 12.11.2009 Ne 125

[NpunoxeHus nOMKHBI OQPOPMIATBECH HA CTAHOAPTHBEIX JTHCTaX U UMETH BCE
HeoOXoAuMbIe A AOKYMEHTOB PEKBH3UTHI (BUI HOKYMEHTA, HAHMEHOBAaHHE NOKYMEHTA
(3aroI0BOK K TEKCTY), NOANHCH JOJDKHOCTHOTO JIMLA, BU3Y H T.A.).

PeKkBH3HT 22 - JOKHOCTD JINLA, NOAHCABINEr0 AOKYMEHT

HaumeHoBanue AJODKHOCTH INULa, MNOANUCABIUEr¢ MNJOKYMEHT, YKa3biBaCTCA B
OnaHKax NHCEM JOMKHOCTHBIX JIHL, HMEHINHUX TIpaBO HCMOJB30BATH OOJKHOCTHBIC
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ONlaHKY,
HanmeHoBaHMe JOMKHOCTH JIHLA YKA3bIBAETCA MOJ COKpPAILIEHHBIM HAUMEHOBaHHEM
(DHHYHHBEPCHTETA.

PexBu3nuT 23 — NOANHCH AOKHOCTHOIO JIHLA

B cocras pekBusuta «IToanmuch JOHKHOCTHOIO JIMUAY» BXOAST:

a) HAHMEHOBaHHE JOJDKHOCTH  JIMUA, TMOANHCABILIEIO  JOKYMEHT (IIOJHOE,
BKNIIOUAIOILee Ha3BaHHe YHUBEPCUTETA, €CIM JO0KyMeHT odopMmieH He Ha OjaHke
IOKyMeHTa (DUHYHHBEPCHTETa, H COKpPALIEHHOE — HAa JIOKyMEHTe, O(QOPMIEHHOM Ha
OyiaHKe), NpU MCMOIB30BAHUU ONaHKa JOJDKHOCTHOIO JIML@A HAUMEHOBAaHUE JOIDKHOCTH He
yKa3bIBaeTCs;

0) TUYHAas MOANKCE;

B) paclun$poBKa MOANUCH (MHULAANBI, GaMUITUs).

Hanpumep:

Pexrop
PDUHAHCOBOrO YHUBCPCUTETA AUUHAA NOONUCH M.A. DckuBAapoB

WY Ha OnaHke:
PekTop JTUYHAA NOONUCH M.A. DckunpapoB
WJIK Ha GNlaHKe AOJKHOCTHOTO JTHLA:

AUYHAS ROONUCH M.A. Dckunpapos

I[onycrcae’rc:ﬂ B PCKBH3HUTEC «Iloamuce» HEHTPpHPOBATL HAMMEHOBAHHE MOMKHOCTU
JIHOAa, NOATIHCABLUICTO JOKYMCHT, OTHOCHTEJIIBHO caMO# OJTUHHOM CTPOKH, HalIpHMEDP:

[TpopekTtop
110 KaIUTAIbHOMY CTPOUTENBCTBY
U MaTepUaIbHOMY 00€CIIeYEeHHUIO AUYHASL HOONUCH T.B. JlobaeBa
[Tpn noanucaHuy MOKYMEHTa HEeCKOJBKUMH AODKHOCTHBIMH JIMIIAMH MX MOATMHCH
pacnoniararoT OAHY MO APYTroH B MOCIEAOBaTeNBHOCTH, COOTBETCTBYIOIECH HepapXHU
JNOJDKHOCTEH, HanpuMep:
PekTop AUYHASL NOONUCH M.A. DckuHaapoB

I'naBnbIi Oyxranrep AUYHAR HOONUCH JL.b. PazymoBckas

Ilpu noanucaHuy IOOKYMEHTAa HECKOJbKMMH JIMIAMM PaBHBIX JOJDKHOCTEH, WX
HO/IHCH pacnofiaraloT Ha OZHOM YPOBHeE, HallpuMep:
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[Tpopektop ITpopektop
auunas noonuce  ML.A. ®denotoBa auunas noonuce C.H. Cunbeectpos

B JOKYMEHTAX, COCTAaBICHHBIX KOMHCCHeﬁ, YKa3bIBalOT HE€  JOKHOCTH
TICATIUCHIBAIOIIHNX JIHL, a HX 00A3aHHOCTH B COCTaBe KOMUCCHH.

OaMHJIHH YWIEHOB KOMUCCHH pacronaraloT B aﬂfpaBHTHOM nopAaKe, a nocne ClioB
«l_lpeﬂcenaTenb KOMHCCHH» U «Y1eHBl KOMUCCHU» JBOCTOYHE HE CTABHUTCA, HAIpHUMED:.

[Ipencenatens KOMHUCCHH AUHHAR NOONUCH B.H. CymapokoB
UneHbl KOMUCCHH JUYHAR ROONUCH C.B. AHoXxHHa
' JUMHASA ROONUCH 3./1. Badaena

JAUHHAS NOONUCH O.B. Bnacona

NUYHAR NOONUCY B.H. I'apmaiu

AUYHAR NOONUCY I".H. leMbgaHOBa

AUYHAR NOONUCH C.M. Epmakos

Ipwu pacidpoBke MORMUCH MeX Iy MHULHANAMH U daMHITHel cTaBuTCA npoden.

He nomyckaercs nmoanucaHue AOKYMEHTOB € IIpeJJioroM "3a" WM MpOCTaBIEHHEM
KOCOH 4epThl Nepe] HaMMEHOBaHHEM JOJKHOCTH.

Ecan fo/mKHOCTHOE JTHIO, MOANMKUCH KOTOPOro 3aroTOBIEHA HA MPOEKTE JOKYMEHTa,
OTCYTCTBYET, TO JOKYMEHT JHONKEH MOANMUCHIBATECA 3aMECTHTENEM pPYKOBOAUTENS,
MMEIOILMM NPABO MOANUCHIBATL JOKYMEHTBI 3a PYKOBOAUTE/IS, UM AOJDKHOCTHBIM JIHLIOM,
HUMEIOIUM TpaBo MNOANMCH B  COOTBETCTBHM ¢ IPHKAa3OoM O  JIeJieTHPOBaHUH
OpraH{3allMOHHEIX MONHOMOYHH. [Ipu 3TOM yKa3biBaeTcs (akTHUecKas JOMKHOCTD JHIIA,
NOANKCABILETO JOKYMEHT H €ro gamunus. McnpasieHus B NMOATOTOBNEHHBIA HOKYMEHT
MOTyT OBbITh BHECEHEI OT PYKH JIMIIOM, HOATHCHIBAIOILUM AOKYMEHT.

[Ipu moanucanuu JOKYMEHTA JOMKHOCTHBIM JIKLIOM, B COOTBETCTBHH C IPHKA30M
MCIIONHAILIMM  00S3aHHOCTH BPEMEHHO OTCYTCTBYIOIIErO pYKOBOAUTENS (OTIYCK,
OonesHb, KOMaHAUPOBKa), NOANUCH OPOPMIIAETCS CleTYIOLINM 06pa3oM:

H.o. pexropa H.M. Po3una
WIH
Hcnonusromuii 06513aHHOCTH peKkTopa H.M. Po3una

HauMeHoBaHKe MODKHOCTH TEUATAaeTCs OT rpaHHLB] JeBoro Hojs, pacumdpoBka
MOAIMHCH JaeTCA BCeraa Ha YpOBHE NocieHeld CTPOKY HaWMEHOBAaHHA JOKHOCTH.

J1 BO3MOXHOCTH OMNpele/icHHS OPUTHHANA JOKYMEHTa, OQOPMIIEHHOTO HE Ha
LBeTHOM OnaHKe JNOKYMEHTa, a4 Ha CTAHJAPTHBIX JHCTax (3alUcKa, akT W Ap.), NpH
NOANHCaHUHN He0OX0AMMO HCIIONb30BATh YSPHWIA CHHETO LIBETA.

PexBun3ut 24 - rpu¢ cornacosanus

CornacosaHie NpoeKTa JOKYMEHTa C IPYTHMH OPraHH3alHsIMH, HHTePeChl KOTOPBIX
B HEM 3aTparuBaoTcs, 0PopMIAIOTCS MPpU(pOM COracoBaHus.
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[lpoekr MOKyMEHTa MOXeT ObITh COIJACOBaH HEMOCPEACTBEHHO HO/DKHOCTHBIM
JIMLIOM, NIPOTOKOJIOM KOJUIETHANBHOTC OpraHa HITH CIIy>KeOHBIM THCHMOM.

I'pud cornacoBaHus odopmiasercs noj pexsusutom 23 «[loanuce JOMKHOCTHOrO
JIMLa» B JISBOM HHXHEM YTy, OJIMDKe K HIYKHEMY TON0 JOKYMEHTa.,

Ecnu pyxoBoaMTENH, COrMacoBbIBAOIIMN M YTBEpKAAIOLIMHA TOKYMEHT HAXOIATCS B
PABHOM JOKHOCTHOM CTaTyce, TO IpH( COrlacOBaHHS NOMellaeTcsd B BepxXHEH 4acTtH
MEpBOTO JIUCTA AOKYMEHTA B BEPXHEM JIEBOM YIUIy Ha YPOBHE rpuda yTBEpPKACHHS.

I'pu¢p cornacopanns Bkmoyaer B ceda cnoso «COTJIACOBAHO» (mponucHsIMH
OykBamMH 0e3 KaBBIUEK), HAUMEHOBaHHE JOKHOCTH JIHIA, ¢ KOTOPBIM COIIACOBBIBAETCS
NOKYMEHT (BKJI0Yasd HAaUMEHOBaHWE OPraHW3alliM), JHYHYIO MOANHKCH, paclIM(poBKY
MOAMUCH (MHHLMANE], PAMHUIIUIO) U ATy COMNIaCOBaHHUA, HaNpHUMep:

COTI'TACOBAHO

[Tpeacenarens
MockoMapXHTEKTYpBI

auynasn noonuce A.B. Ky3pMuu

22.04.2010

Ecnu cornacosaHde npoBOAUTCS MOCPEJACTBOM MHMChMA, IPOTOKOAA H Ap., TO Ipud
corniacoBaHHA 0POPMAAETCS CIEAYIOIIMM 06pa3oM:

COT'TACOBAHO

IIpotokon 3acenanus IlpaBnenus
Poccuiickoli rocynapcTBeHHOM
CTpaxoBol komnaHuu «Pocrocctpax»
ot 10.05.2010 Ne 8

HIIH

COI'JTACOBAHO

ITucemoe Poccuiickoif akageMuu
MEIUUMHCKUX HAYK
oT 26.07.2010 Ne 10-15/43-2

I'pu¢pp1 cornacoBaHHs MOTyT pacnojaraTeCs Ha OTAEIBHOM JHCTE COINIacOBaHMS,
€ClIM coJiepXKaHHe AOKYyMEHTa 3aTparvBaeT HHTEPECHl HECKONBKMX opraHu3zauui. Ha
OCHOBHOM JAOKYMEHT€ B MeCTe, MpeJyCMOTPEHHOM /U1 PpacHoloKEHHS TpudoB
COIJIaCOBaHHA, eJIaeTCa OTMETKa «JIUCT cornacoBaHus NpHIIaraeTcs».

CornacoaHne JOKyMeHTa OCYILIECTBAAETCS:

a) ¢ JOMKHOCTHBIMH NTHLIaMK OHHYHHMBEPCHTETA;

©) c noABENOMCTBEHHBIMH OpPraHH3aLMAMH, HHTEPECHl KOTOPBIX 3aTpParHBaeT
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CoAcpXaHHe NOKYMEHTA;

B)C MHBIMH OpPraHHU3aLHsAMH, HHTEpechl KOTOPBIX 3aTParuBaeT COJAEPIKAHHUE
OOKYMEHTa;

T) C OpraHaMH BIIACTH, OCYLIECTBASIOINMMH roCyJapCTBEHHBIR KOHTPONBb (Haa3op)
B OmpelieNeHHOoN obnacTu (3KoNorHdeckuif, HaJOroOBbLH, NOXAPHBIA U T, 11.);

1) ¢ BBIIIECTOAILIMMH OpraHaMH M OpraHH3alUAMH — B Clly4asx, MpefyCMOTPEHHBIX
3aKOHOJATEIbCTBOM;

e) ¢ OOIEeCTBEHHBIMH OPraHN3aLUsAMH ~ B CITy4asX HeoOXOAUMOCTH.

PexBH3HT 25 - BH3a

CornacoBaHHe mNpoeKTa NOKYMEHTa IpPOBOAMTCS NPH HEOOXOAMMOCTH OLEHKH
1enecoobpa3HOCTH JOKYMEHTA, €ro 00OCHOBAHHOCTH M COOTBETCTBUSA MPABOBBIM aKTaM H
paHee NPUHATHIM PELLEHHSM.

Cornacosanve npoekTa AOKyMEHTa ¢ AOJKHOCTHBIMHU JIMIIAMH H CIIEHHANUCTaMH
®unyHUBepcuTeTa 0QOpPMIIAETCS BH3OM.

B ciyxeOHOM mucbMe, MOANMHHUK KOTOPOTO OTHPaBMIsIOT U3 MUHYHHUBEPCHTETA,
BM3Bl IIPOCTABIAIOT B HIDKHEH 4YacTH JHIUEBOH CTOPOHBL KOMHHM OTIPaBIfEMOro
JOKYMEHTa, MoMelllaeMolf 3aTeM B JeNo CTPYKTYPHOTO TMOJApa3/ielieHus, WIH Ha
0oDOpOTHOH CTOpPOHE MOCNCAHEro JIHCTAa NOAJIHHHHUKA, €CJIM IHChMO IepechLIacTCs
ajpecaTy 1o GakCHMHIBHON CBA3M WM MEKTPOHHOH Noute 0e3 JOCBUIKY NOJUIMEHHIKA 110
novre.

Ha pokymeHnTax, NOAJMHHHKH KOTOpBIX TOMELIAIOTCA B JeNa CTPYKTYPHbBIX
N0Apa3jcieHHid, HanpuMep, HAa BHYTPEHHUX pacCHOpPAJUTENBHBIX JAOKYMEHTaX, BH3a
NpOCTaB/sieTCd B HWXHEH 4acTH OOOPOTHOH CTOPOHBI MOCAENHEro JIMCTa MOIIHHHHKA
JOKYMEHTA.

Ha BHyTpeHHHX WHO)OPMAaUHOHHO-CIIPABOYHBIX  JOKyMeHTaX  (JIOKITaJHBIX,
AHATMTHYECKHX 3aITUCKAX, CIPaBKaxX W ApP.) BU3bI NPOCTaBIAIOTCA HA JAMLEBOM CTOPOHE
TIOCJIEZIHETO JIUCTa JOKYMEHTA MO MOAMUCHIO, OJIMKE K HIDKHEMY IOJIO.

Jonyckaercs NONUCTHOE BUSHPOBAHUE JOKYMEHTA H €ro NPHJIOXKEHUS.

Bo3smoxxHO oopMiieHHE BH3 JOKYMEHTA HA OTAELJIBHOM JINCTE COTJIACOBAHMUS,

Buza Bkimo4aeT B cefs CAEAYIOIHE INEMEHTHI:

a) JOJDKHOCTE BU3HPYIOILET0;

0) THYHYIO TIOJIHCH;

B) HHULIMANEL, (paMUITHIO;

r) 4aTy BU3UPOBAHUA.

Hanpumep:

PykoBoauTens cekperapuata
auuraa nodnuce  Al'. XapamBunn
dama

Oq)OpMJIeHHaH TAKHUM oﬁpa30M Bi{3a O3Ha4vacT coriacHe NOMKHOCTHOIC JKiOa C
CoJepKaHHEM JOKYMCHTA.
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3aMedaHus, ocoOble MHEHHS H JOMOJHEHHUA K NMPOEKTY AOKYMEHTa H3Jararorcs Ha
OTHENBHOM JIHCTE, MOAMHCBHIBAIOTCA, MPUIAraloTCS K JOKYMEHTY U IepelaloTes
MCIIOJIHATENIO, O Ye€M NPH BHU3UPOBAHWUH CTABUTCS OTMETKA «3aMeYaHHs MPHIIAraroTcay,
«ImeroTcs 3aMedaHua» ik «CornaceH ¢ y4eToM 3aMe4aHUuN» U Ap., HapUMep:

3amMeqaHHs NPUNTAraloTCs

Hauansnuk [IpaBoBoro ynpasieHus

auyHaa noonuce  B.A. MupollHnKoBa

oama

PexkBH3HUT 26 - OTTHCK Me4YaTH

Tleuars  sBnsAeTCa  CcrMoco6OM  MOATBEPXAEHHA  NOMIMHHOCTH  TOAMHUCH
DOJIKHOCTHOTO JIMLA HAa JOKYMEHTE.

[leyare nmnpoctaBisgeTcd Ha JAOKYMEHTaX B cClydadX, MpPeAyCMOTPEHHbIX
3aKOHOJATENIbCTBOM HIIM MHBIMH HOPMATHBHBIMH [IPaBOBBIMH aKTaMH.

Ileyats ¢ wuzoOpaxennem I[ocymapcTBenHoro repba Poccuiickoit Peaepaunu
CTaBUTCA Ha JOKYMEHTax, [Jie¢ BOCIPOM3BEJEHHE OTTHCKA 3TOH Ne4YaTH CHELUHATLHO
npeAycMaTpHBaeTcs ASHCTBYIOIIMM 3aKOHOJATENbCTBOM; a TaKXke Ha MOAINHCH PEKTOpa,
OpPOPEeKTOPOB, TIABHOro Oyxrajgrepa M OPYTHX  JOKHOCTHBIX JIML, KOTOPBIM
JOBEpeHHOCTBIO WIIH MPUKA30M PEKTOpa MpeJoCcTaBIeHbl COOTBETCTBYIOLIME MMONTHOMOYHA
(mpunoxeHue Ne 43).

Ileyatp crneayer MpoCTaBNATH HA CBOOOAHOM OT TEKCTa MECTe, He 3axXBaThliBas
JIMYHON MOAMKUCH JO/DKHOCTHOTO JIMLA, MOAMHCABILEro JOKyMeHT. OTTUCK MeYaTH MOXET
3aXBaThIBATh YaCTh HAMMEHOBAHHS JOJDKHOCTH JIMLA, TOANIMCABLIETO JOKYMEHT.

Ha noxymeHTax, moAroToBNeHHBIX HA OCHOBE YHHOHWIMPOBAaHHBIX (JOpM, IMe4aTh
MPOCTABIACTCS HA CHNELHANBHO OTBEACHHOM MecTe, 0003Ha4eHHOM CHMBOJOM «M.IL»
UMY UHBIM 00pazoM.

OTtTHCK npocTaBnseMol nevaT! JoKeH ObITh XOPOILIQ YHTAEMBIM.

PexkBu3uT 27 - 0TMETKA 0 32aBEPEeHHH KONMHH

Ilpy 3aBepeHUM COOTBETCTBHUA KOMHH MAOKYMEHTA (BBIMHCKM M3 JOKYMEHTA)
NMOMJIMHHUKY Ha MOC/IEAHEM JIUCTE KOMHHU AOKYMEHTa (BBIMMCKH H3 AOKYMEHTa) Ha
CBODOOIHOM MeCTe IMOX TEKCTOM HHXe pPeKBH3UTa «[loAmHch OOMKHOCTHOTO JIHIA»
NPOCTABNAKT 3aBEPUTEIbHYIO HAIMHCh, KOTOpas BKIOYaeT B ¢ebs  cledylollue
3NIeMEHTHI:

a) yKaszaHHe O MecTe Hax0XIeHHUs MOIMHHUKA JOKYMEHTA;

6) cioso «BepHo» (6e3 KaBbIYEK);

B) JOJKHOCTE JIMLA, 3aBEPUBLLECTO KONUIO;

') TMYHAA MOSITHCE;

A1) MHHLMAJBl, haMUITH;
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€) JaTa 3aBepeHUs;
) neyaTs (IpU MPEACTABICHYH B APYTYIO OPraHU3aLHIO).

Hanpumep:
[ToamHHEHNK AOKYMEHTa HaXOAuTcs B Jejie
OuHyHHBepcuTeTa No 34 r.
Bepno

HauanbHHUK 06]].[61"0 oTAacla

YnpasieHus AeTONPOU3BOLCTE2 AUYHAR ROONUCH B.U. Cepreen

oama OMMUCK newamu

JIUCTBI  MHOTOCTPAaHMYHBIX KOIMHMH JOKYMEHTa (BBIIUCOK H3 JOKYMEHTa)
HYMEPYIOTCSA, OTMETKa O 3aBEPEHHH KONHM JOMOJHASTCA YKa3aHHEM KOJIHYECTBa JIHCTOB
KOMKHU (BBIMUCKH M3 BOKyMeHTa): «Bcero B komuu n1.». JomyckaeTcst 3aBepATh
OTMETKOH «BepHO» KaXKABIA TUCT MHOTOCTPAHUYHOH KOTIMU JOKYMEHTA.

HomyckaeTcs KONHI0 JOKYMeHTa 3aBepaTh, KaKk repOOBOM, TaK U NPOCTOH NeYaTsio.

He ponmyckaercs 3aBepeHMe KOMUH ¢ JOKYMEHTOB, HMEIOLIMX HEACHBIA TEKCT,
MTOAYHUCTKH, NIPUMTMCKH M HHbIE HEOTOBOPEHHEIE UCIIPaBICHHS.

[lpp BHemHeH pacChUIKe pPacHOpPAAMTENHHBIX HOKYMEHTOB (IOCTaHOBJICHHS,
NIPUKa3bl, PACTIOPSKEHNA H OP.) Pa3MHOXKEHHBIE YK3EMIULAPH CIeAYeT 3aBEPATE MEYATHIO
DOHUHYHHBEPCUTETA.

Konuu 10kyMeHTOB 3aBepArOTCS PEKTOPOM YHUBEPCUTETa WIIHM YIIONHOMOYEHHBIMH
MM JOKHOCTHBIMM JIMIIAMH.

OTMeTKa © 3aBepeHHMH KOIMWU HCIONB3YETCS M A8 YAOCTOBEPEHHA BEPHOCTH
BBIITUCOK M3 JOKYMEHTOB (TTOCTAHOBJIEHUH, paclopshKeHU#H, IpHKa30B, HPOTOKONOB H Ip. ).

He cnenyer nyraTe AeIONpOM3BOACTBEHHOE 3aBEpeHHUE KONMHMH [OKYMEHTOB H
BBIMTHCOK U3 HUX C HOTapUalbHBEIM 3aBepeHUeM (YCTaB, CBHAETENBCTBO O PETHCTPALHH,
JOBEPEHHOCTB, JTULEH3U U Ap.).

PexBu3HT 28 - 0TMETKA 00 HCDOIHUTENE

OrMmeTKy 00 HCHONHHUTENe pacrmoyaraloT Ha JUUEBOH MM 0OOpOTHOH CTOpOHE
TIOCJIEAHETO JIUCTA JIOKYMEHTA B JIEBOM HHXKHEM YIIIY.

OtMeTKa 00 HcnoNHUTENE JOKYMEHTA BKIIIOYAET B Ce0s CAEAYIOMME DIEMEHTHI:

a) UHHIUAIBL, (PaMHIHA HCIIOMHUTENS AOKYMEHTAa;

0) HoMep Tene()OHA HCTIOIHUTENA.

Hanpumep:

T.B. Kapnosa
(495) 615-07-06
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OTtMeTka 00 HCMONHUTENE MOKET AOOIHOJHATBCA YKa3saHUEM JODKHOCTH
HCIOJIHUTEISA U CTPYKTYPHOTO TOApa3aeIeHUA.

Ha poxkyMeHTe, HOArOTOBIEHHOM MO MOPYYEHHIO PEKTOpa rpynnoi UCIIONHUTENEH,
B OTMETKE 00 UCIONMHUTENE YKa3BIBAETCA (PAMHIIHS OCHOBHOI'G HCITOJTHUTE)IA

B J1okyMeHTaXx, HMEIOLIMX OTMETKY © KOH(QHICHUHAIBHOCTH, OTMETKa 00
HCTIONIHUTENIE TPOCTaBiiAeTcss Ha 000pOoTe MOCHeJHEero JUCTa KaxAoro 3K3eMIulspa
JOKYMEHTa U BKJIKO4aeT B ceb1:

a) yKa3aHHe KOJHYEeCTBA OTNEYaTaHHBIX IK3EMILIAPOB;

0) haMIITUA UCTIQJIHUTENS JOKYMEHTA,

B) paMunus paboTHHKA, H3rOTOBUBILETO JOKYMEHT;

r) jata ne4ataHus JOKYMEHTA.

PekBu3nTt 29 - oTMeTKa 00 HCMOJTHEHHH J0KYMEHTA

OTMeTKa 00 HCTIOTHEHNH JOKYMEHTa BKIIOUAET B ceds cienytolme 1agHbIe:

a) CCbUIKA Ha 1aTy U HOMEP JOKYMEHTa, CBU/ETENLCTBYIOIICIO O €ro HCIOTHEHHH,
MIIH MPH OTCYTCTBMH TaKOTO AOKYMEHTA KpaTkKHe cBeeHUs 00 HCIONHeHUH;

0) cioBa «B meno» (0e3 KaBBIYEK);, HOMEp Aena, B KOTOPOM OYyIeT XpaHWThCA
AOKYMEHT.

B) IOANUCH HCMOJMHHUTENA JOKYMEHTa WIH  PYKOBOJAUTENA  CTPYKTYPHOTO
noApasje/ieHus, B KOTOPOM HCIIOJHEH JOKYMEHT;

r) garta.

Hanpumep:

HUcex. Ne 123-2/02.03-38 o7 04.11.2012.
B npeno Ne 02.03-38
JUYHAR NOORUCH

oama
UIH

BOl'lpOC PE€IUCH IIOJIOKHTCIBHO

¢ IHPEKTOPOM LLKOJIBI
no tenedony 27.04.2012.

B neno Ne 47.04-18
AUYHAA NOONUCH

dama

OtMeTka 00 MICTIONHEHUH AOKYMEHTA MoMelaeTcs Ha NMEPBOM JIHCTe JOKYMEHTa B
JeBOM HUXKHEM Yriy.
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PexBu3nT 30 - 0TMeTKAa 0 NOCTYNVIEHHH JOKYMCHTA B OPraHU3ALMIO

O1MeTKa 0 MOCTYIUIEHUH JOKyMeHTa B DHHYHHBEPCUTET MevataeTcs Ha MpHHTepe
MM MPOCTaBIIAETCA B BUIE ILITaMIa U COOEPKUT:

a) COKpallleHHOE HAaUMEHOBAaHHEe YHUBEPCHTeTa — DUHAHCOBBIA YHUBEPCHTET;,

0) ouepeaHOHN HOPIAAKOBEIA HOMEDP U HHIEKC;

B) KOJIMYECTBO JIHCTOB JOKYMEHTa M NPUJIOKEHUHR K HEMY,

I') AATy MOCTYIIEHHA JOKYMeHTa (NP HeOOXOAUMOCTH — 4achl i MHHYTBL).

PexBu3uT 31 - HAEeHTHPHKATOP 3/1eKTPOHHOH KONHH JOKYMEHTA

HeHTUGNKATOPOM  3NIEKTPOHHOH  KOMHM  JOKYMEHTa  ABAAETCS  OTMETKa
(KOMOHTHTYN), MpOCTaBAsAeMas B JIEBOM HIKHEM Yray KaKJOH CTpaHMLBI AOKYMEHTa U
colepxalllad HauMeHoBaHUe (haiina Ha MALUMHHOM HOCHTENE, ATy U APYrue ITOHCKOBBIE
JaHHEBIE, YCTaHaBNUBaeMble B DHHYHUBEPCHUTETE.

PexBH3HT 32 - oTMeTKA 0 KOHPHIEHIHATLHOCTH

OTMeTKa 0 KOH(QUACHUHANBHOCTH MPOCTABASETCA Ha NOKYMEHTaX, COAEPKailux
HH(OPMALHIO, OTHOCHMYIO K Cy)KEOHOH TaliHe MM K HHOMY BHAY KOHPUACHLHAIBHOH
AH(OPMALUH B COOTBETCTBHH C NMEpPEYHEM CBeJICHHMH KOH$UICHLHANBLHOTO XapaKrepa,
yIBepKaeHHBIM YikazoMm [Ipesupenta Poccuiickoit ®enepauun ot 06 mapra 1997 r.
Ne 188 «O6 yrBepKaACHHH NepedHs CBeJEHHH KOHQHUACSHIIMANBHOTO XapaKTepay. '

OTrmeTka 0 KOH(UIEHIMANBHOCTH Ha JOKYMEHTaX, COAEpXKallMX HH$popMauuio,
OTHOCHMYIO K CTyXKeOHO#i TaiiHe, uMeeT Bua «/Ins ciry)xkeOHOTO NOJIb30BaHUAY.

OTMeTKa MpOCTaBNsSETCH B MPAaBOM BEpXHEM YNy NEPBOro JUCTa JOKYMEHTa 3a
npelenaMd TpaHHULl TEKCTOBOrO MOJNA W MOXKET JONOJHATHCA YKa3aHHEM HOMepa
3K3eMIUIApa AoKyMmeHTa. HoMmep 3K3eMIUBipa MPOCTaBIAETCA HHXKE OTMETKH 4€pe3 OAHH
MHTEpBaJl 1 LIEHTPHUPYETCA N0 OTHOLUEHHIO K HEl.

3.4. IlpaBuna pacrioylo’KEHUsA PEKBU3UTOB Ha JJOKYMEHTE

3.4.1.Tlpu pacnonoxeHHUH pEKBH3MTOB Ha JOKYMEHTe HCIONB3YIOT BOCEMb
nosioxxexui tabynaropa. [Ipu 31oM cueT BeeTcs 0T rpaHHUIBI JIEBOTO MOJA.
PekBH3NTHI Ha AOKYMEHTE paclonaralTcs clieAytomnM oopazom:

Hyaesoe nonokenue Tabyaaropa:

a) HANMEHOBAaHHME OPraHU3ALHHY;

§) cnpaBoOYHBIC JaHHBIE 00 OpraHU3aLKY;

B) BUJ JOKYMEHTa;

') MECTO COCTaBJIeHHS (M3/1aHUS) TOKYMEHTa;

(py $raroBoM (YTJIOBOM) pacIiofiOKeHUH BEILIEIEPEUHCIEHHBIX PEKBH3UTOB);
N} JlaTa JOKyMEeHTa, JaTa 3aBEpeHHs NJOKYMEHTa,;

€) CCBUIKA HAa HCXOASALIMI HOMED M IaTy NTOKYMEHTA apeCaHTa;
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) HAUMEHOBAaHUE JOKYMEHTa;

3) TeKCT (KpoMe Hadana ab3ales);

1) OTMETKA 0 HAJIMYHH MPHIIOXKECHUH;

K) ZOJDKHOCTE JIHIA, MOANHCABUICTO AOKYMEHT HITH 3aBEpAIOIIEro NOKYMEHT;
1) rpud cornacoBaHus (KpoMe pacliM(ppOBKH MOAMKHCH);

M) BH323 (KpoMe paclii(QpOBKH MOATHCH),

H) OTMeTKa 00 UCTIONHUTENE;

0) 3aBepuTeNbHAA Hagnuch «BepHo»;

) OTMeTKa 00 UCMOJHEHUH AOKYMEHTA,

p) BTOpO# rpud yTBEPKACHHS JOKYMEHTA.

IlepBoe nosoxenne Tabyasitopa 1,25 cm:
a) Hauaso ab3alleB B TEKCTE (B TOM YHCIIe H HYMEPOBaHHEBIX ).

Bropoe nosoxkenne Tabyasropa 4 cm:
a) perucTpalOHHbIN HOMEp JOKYMEHTa,;
0) pacundpoBka GaMHIHH B IEPBOM I'pU(E COMNTACOBAHUA H BH3e JOKYMEHTA.

Tperwe nonoxkenue Tabynatopa 6 cm:
UCTOJB3YHOT [UIS COCTABIEHUs TaONHIL.

YeTBepTOCe nosioxenne Tadyaaropa 8 cm:
a) afipecaT (KaX /bl IEMEHT PEKBH3HTA NEeYaTalOT Ha OTACIBHOHR CTPOKE).

IIaToe nonoxenne tadynstopa 10 cm:

a) rpu¢ yTBepxkAeHHA (KpoMe paciIM(PPOBKH MOAMUCH);
6) BTOpPOIi rpu¢ cornacoBaHus;

B) Hagnuck «Ilpusnoxenuer,

Hlecroe nonoxenne Tadynaropa 12 cm:
a) paciunppoBKa MOAKUCH BO BTOPOM Ipr(e COrnacoBaHus;

CeabpMoe nonoxenne Tabynsaropa 14 em:
a) HyMepaLMOHHBIH 3aroi0BoK B Tabnulle.

3.4.2. Ucnione3oBanue 11podenos;

IIpoGensl ynotpednsiorcs:

- MocJie 3Haka HoMep «Nex», HanpruMep; No 432;

- TocJie YUCIHTENbHBIX, HanpuMmep: 15 mapta 2010 r., 5 TeIC. pyOinei;

- MeX Ay UHHLHaIaMK U pamunneit, Hanpumep: O.WU. VipaHoB.

[TpoGensl OTCYTCTBYIOT:

- epe Ha3BaHHAMH HAceJeHHBIX MYHKTOB IOCJEe COKpalleHHOTo 0003Ha4YeHHA,
HanpuMep: r.MockBsa;

- MeXJly HOMEPOM JOKYMEHTA M €ro HHACKCOM, HanpumMep: 127/o;

- iepe YUCIUTeNbHBIMU, HanpuMep: n.1, a.17.

3.4.3. MakcumaneHas AJHHA CTPOKH MHOIOCTPOYHBIX PEKBH3HTOB — 28 medaTHBIX
3HAKOB.

3.44.Ecnin 3aronoBoK K TeKCTy npesbimiaeT 150 3HaKOB, TO €ro CTPOKY
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JOIMYCKAaeTCsA MPOAJIeBaTh JO I'PaHHUBI NPAaBOro IO WM NMEPEHOCUTh Ha CIAECAYIOLIYIO
CTPOKY.

3aronoBoK K JAOKYMeHTaM, OGQOpMIIEHHBIM Ha ©OjgaHKkaXx ¢ [OPOAOIBHBIM
pacnonoXeHHeM PeKBU3HTOB, BEIPABHHBAETCA 110 LIEHTPY.

3.4.5. PekBU3UTBI JOKYMEHTOB, COCTOSIINE H3 HECKONBKHX CTpOK (KpoMe TeKcTa),
nevyaTaloTcd 4epe3 OJUH MEXCTPOYHBIH HHTEPBal CTPOYHBIMH OyKBaMH, HalpHMEp
pekBu3uT 18 «HauMeHOBaHHE AOKYMEHTa», €CIIH OH COCTOHT H3 HECKOJILKHX CTPOK.

3.4.6. CocTaBHbIe 4aCcTH OJAHOTO PEKBHU3MTA NEYaTalOT yepes 1,5 — 2 MeXCTPOUHBIX
UHTepBana, HalpHuMep COCTaBHBIC YacTH PEKBHU3UTA 15 «AnpecaT».

3.4.7. PeKBU3MT OT peKBH3WTa NEYATAKOT 4yepes 2 —4 MEKCTPOUHBIX HHTEPBana,
Hanpumep pekBU3HT 20 «Tekct nokyMeHTa» OT pekBusuta 23 «lloanuck AOMKHOCTHOrO
LY.

3.4.8. TexcT NOKYMEHTOB peKOMeHAyeTcs MMeyaTaTh Ha OnaHkax (opmara A4 yepes
1 —1,5 MeXCTpo4YHBIX HWHTepBaJia, Ha OnaHkax ¢opmara A5 U meHee — uepe3s |
MEXCTPOUHBIM HHTEPBAJI.

349.Ecnu B TekcTe MOKYMEHTa HMEIOTCA NpPUMEYaHWs WIA BblOCNEHHas B
CaMOCTOATENILHBIA a03all CChUIKA HAa JAOKYMEHT, MOCIY)XHUBLUMA OCHOBAHMEM K €ro
u3gaHu, To cnoBa «[Ipumeuanne» n «OcHOBaHUE» MEYATAOTCA OT JIEBOM TIpaHHLAI
TEKCTOBOTO MOJIA.

3.4.10. Ilpu H3roTOBNEHHH AOKYMEHTOB Ha IBYX M OoJiee CTpaHMLIAX, BTOPYIO H
nocneAyrlie CcTpaHHUBl HymepyroT. Homepa cTpaHHL NpOCTaBiIArOT nOCEpeIUHE
BEPXHETO MM JIMCTa apabCKuMHu LUdpaMu.

3.4.11. Jomyckaercs MeuyaTaHHe JOOKYMEHTOB ¢ HCMOJB30BaHUEM OOOpPOTHOH
CTOPOHBI.

4. TIOATOTOBKA Y O®OPMJIEHUE OTJIEJIbHBIX BUJIOB JIOKYMEHTOB

4.1. Ilpukas

4.1.1. Tlpuka3 — noxanbHBIH HOPMATHUBHBII aKT, H3AaBa€MbI [OAS peLIeHUid
NEPCOHANIBHOTO XapaKTepa M paspelieHHs OCHOBHBIX M OpraHdU3alMOHHBIX 3ajady,
crosmux nepea CUHYHHBEPCHUTETOM.

[Ipuka3bl H3gaKOTCA:

- PEKTOpOM; ,

- TMLOM, UCTIONHAIIIMM O0A3aHHOCTH PpEKTOpa B cCliydae ero OTCYTCTBHSA,
Ha3HAYE€HHBIM MTPUKa30M pPeKTopa;

- JOJDKHOCTHBIMM JMUAMM U3 cocraBa PekTopata B COOTBETCTBUU C IEpeuHEM
KOOPANHHUPYEMBIX TNOApa3leNieHUH, cepoii OTBETCTBEHHOCTH, HAEIeTHPYEMBIMH UM
OPraHU3alMOHHBIMU TOJHOMOUYMAMM M TOPAJKOM 3aMElleHHS, YTBepXKAaeMbIMU
IIPHKa30M peKTopa.

4.1.2. TIpuka3bl o coaepxaHUIO U crocobaM oopmieHus ObIBaIOT TPEX BUAOB!

a) IO OCHOBHOH JeATENbHOCTH;

B mpukazax mo OCHOBHOH AEATENIBHOCTH PEIIAIOTCA BOMNPOCHl yueOHOH, Hay4yHOH,
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¢$UHAHCOBOM, OpraHH3alliOHHOH, HH(POPMALIMOHHOM, JOKYMEHTALHOHHOH NeATEeNRHOCTH,
[LITAHUPOBaHHA, OTYECTHOCTH, PA3BHTHA | T.II.

©) mo THYHOMY COCTaBY;

[Tprka3sl Mo NTHYHOMY COCTABY PErylupyIOT MpHeM (3aduclieHue), nepememeHHe
yBONIbHEHME (OTUMCNEHHE), MPENOCTaBIEHHE BCEX BUAOB OTIYCKOB, BBIHECEHUE
JUCLMIUTUHAPHBIX B3BICKAHHH, MOOIIPEHHH, HarpaXX IeHHH U T.11.

Ilpukazel Mo JIHMYHOMY COCTaBY MOApPA3JENAIOTCS HAa TPH TpPYNIbl, KOTOPEHIE
N3AI0TCS U PETUCTPUPYIOTCA OTACIBHO:

- 10 JIMYHOMY COCTaBy pabOTHHKOB (NpHEM, NepeMellicHHE, COBMELLEHHNE, NIEPEeBO,
YBOJIbHEHHE, aTTeCTalMs, NOBBIICHHE KBaIH(MKALUM, IPUCBOCHHE 3BaHMH, H3MEHEHHE
(GaMUTHH, MOOLIPEeHUs, Harpax/eHHs, oIuvlaTa TpyJda, NPEMHPOBaHUE, Pa3IH4YHbIE
BBIILUIATBl, BCE BHIBI OTIYCKOB pabOTHHUKOB ¢ TOKENBIMH, BPeAHBIMH H ONAacHBIMH
YCIOBHAMH TpyZAa, OTIyCKa MO YXOoRy 3a peO&HKoM, oTnycka 0e3 CcoOXpaHeHHA
COAEp)KaHUs, MAEXKypcTBA IO MNPO(UII0 OCHOBHOH JAEATENBHOCTH, MAIHTENBHGBIE
BHYTPHPOCCHiiCKME U 3apy0eiKHble KOMaHAWPOBKH, KOMaHAUPOBKH i pabOTHUKOB C
TSOKENBIMH, BpEAHBIMH K OMAcHBIMHU YCIIOBHAMM TPYyJa);

-0 KpaTKOCPOYHBIM BHYTPHPOCCHHCKMM M 3apyOexHpIM KOMaHIMpPOBKaM,
JUCLHUIUIMHAPHBIM B3bICKaHHAM, €XEroAHBIM OIUIa4YHMBaeMEIM OTIyCKaM, OTIEyCKaM B
CBS3U ¢ 00yUeHHEM, IEXKYPCTBaM;

- 110 MTUYHOMY COCTaBy 00yyaroluXxcs ~ CTYAE€HTOB, aClTUPaHTOB, CIyIIATENCH 1 Ip.
(3auncrneHue, nepeBoj, OTYHCIIEHHE, HAa3HAaYeHHE CTHNEHAWH M JpYyruX BHILIAT,
AMCLMIUIMHAPHBIE B3BICKaHHA, TIOOLIPEHNS, Harpa)KACHHs, BCE BUBI OTIYCKOB, IIepEMEHa
MMEHH, HalpaBJIeHHEe Ha CTaXHUPOBKY, OOyYeHHE, y4YacTHE B MEPOIPHATHAX, Bbloaya
TyOaMKaTOB JOKYMEHTOB U Op.).

B) 110 aAMMHUCTPATUBHO-X034HCTBEHHON AEATEIBHOCTH.

B nmpukazax no aaMHHUCTPATHBHO-XO3AHCTBEHHOH MEATEIBHOCTH pELIAlOTCS
BOTIPOCHl AAMHHHCTPATHBHOH M XO3AHCTBEHHOH NEATENBHOCTH, HalmpUMep: O IepeHoce
pabouero gHA, o paboTe B TMpa3sgHHYHbIE M BBIXOJHBIE [HH, O [POBEACHHH
HHBEHTAPH3aLIUH K JIp.

4.1.3. [lpukasel, HyXJalOlUHecs B M3MEHEHHH (IOMOJHEHUH) HJIH OTMEHe JIUOo
NPU3HAHUM YTPATHBINHMH CHITY, NOTEXKAT H3MEHEHHIO (ZIOTIOIHEHHIO) WIIK OTMeHE THOO
NPU3HAHUY YTPATUBLUHMH CHITY IIyTEM U3JaHUA MPUKasa.

M3meHenHs wAM NOMONHEHHMS BHOCATCA TOJIBKO B IEPBOHAUANBHO H3NaHHLIH
npuKa3. BHeceHne M3MEHEHHH WIIM JONOJIHEHHI B MPHKa3 O BHECEHHH HM3MEHEHHH HIH
JONOIHEHHI He JOMyCKaeTcs.

YTpaTUBLIMMH CUILY IIPU3HAIOTCA NpPHKa3kl OUHYHUBEpCUTETA:

a) baKTH4YECKH YTPaTHUBILIHE CUIY;

©) B CBA3M C H3MEHEHHEM 3aKOHO/ATE/IbCTBA.

INoanexar otMeHe npukasel GPUHYHHBEpCHTETA:

a) ec/iy IpUKa3 He BCTYIUN B CUIY;

6) no pewmeHHI0 cyaa.

4.1.4. Ilpukas nedaraeTcs Ha yTBep)KAeHHOM OyaHke mpHkasa PUHyHHBepcHTETa
(mpunoxenne Ne 10). Ynorpebnenre 61aHKOB IPOU3BONEHOH (POPMBI 3anpeLIaeTcs.

Ilprkazel 1Mo nHYHOMY COCTaBy pabOTHHKOB MOTYT O(OPMIATECA  Kak
TPAO¥LIHOHHBIM CIIOCOOOM, Tak M € HCHONB30BaHHUEM YHHQUIMPOBAHHBIX (oOpM,
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BBCACHHBIX B jAewicteHe ¢ 05 ampens 2004 r. mocraHosneHHeM ['ocynapcTBeHHOrO
xomuteTa Poccmiickoil ®enepaumn no cratucteke ot 05.01.2004 Ne | «O mepBH4HBIX
YUYETHBIX JOKYMEHTaX».

4.1.5.Tlpukas HOMKEH MMETh YCTAHOBIICHHBIH KOMIUIEKC 0OsA3aTENbHBIX
PEKBU3UTOB U CTAaOUNBHEIN MOPAJOK UX PacMoONIOKECHHA:

a) laTa JOKYMEHTa;

Jaroit mpuxasa sBiaseTcs JaTta ero noanucanus. IIpHka3 BeTymaeT B CHIy ¢
MOMEHTa €ro MOATUCAHHS H PerucTpaliy, ec/ii B TEKCTe HEe OTOBOpEHEBl APYTHE CPOKH.
Jaty nprkaza MOXXHO 0QOpMIASTE KaK HU(PPOBBIM, TaK U CJOBECHO-LU(PPOBLIM CIIOCODOM.

Harty nmpukasa Heo0XoIUMO 0QOPMIIATE B COOTBETCTBHHU ¢ NMPaBHIAMK OGOpPMIICHUS
pekBu3uTa 11.

0) perucTpallOHHBI HOMEP TOKYMEHTA,

PerucTpaifuOHHBIM  HOMEpPOM  TpUKa3za  ABIAETCS  IOPAAKOBBIM  HOMep,
NpHCBaUBAEMBIi U3 PErHCTPALlHOHHOIO MaccHuBa 0 KaXIOMY BHAY NPUKA30B OTACNIBHO B
npejenax KajJleHZApHOre roja M OONOJHEHHBIH OYKBEHHBIM MHAEKCOM, 0003HaYarOILUM
NPHHAIEKHOCTD K ONpPeNeIeHHOMY BUAY MPHKAa3a U MECTY PerucTpaLyiu.

PerucrpaunoHHeli HOMEp NpHKa3a HEOOXOAMMO O(QOPMIATE B COOTBETCTBHU C
npaBUJIaMH oopMileHHs pekBu3uTa 12.

B) HAHMEHOBaHHe MO0 aHHOTaUHA TOKYMEHTa (3aroJloBOK K TEKCTY);

HanmMeHoBaHHe nubO0 aHHOTALMA (3aroloBOK K TEKCTY) INpHKa3a COCTABIAETCA
JULOM, NOATOTOBUBUIUM NPOEKT IPHKa3a, M JOMKHO KPaTKO M TOYHO OTpaXaTb
coJep)KaHHE TEeKCTa.

ITpuka3bl 10 OCHOBHOH AESTENBHOCTH W [0 JHYHOMY COCTaBy pabOTHHUKOB HWIH
ofy4amluxcs OOMKHBI HMETh HAaHMEHOBaHHE, KOTOpoe HavuHaerci ¢ npeaiora «O
(O6)». Hanpumep: OG yrBep:xkaeHsn ..., O perncrpaunn ..., O6 opranusanun ..., O
CO34aHHH ..., O0 oTuncaenun, O Ha3RavYeHHH ..., O 3a9ncaenun ..., O HanpasjeHHH
B ..., O nepepoae na ....

Kpome TOro, B mnpmkazax I0 JIHYHOMY COCTaBy OOy4Yalouuxcs YKa3blBaeTcs
NPHHAANIESKHOCTD K pakynbTeTy (MHCTUTYTY, IUKONE, UEHTPY), T.€. €r0 Ha3BaHHe, KOTOpoe
NUIIETCS Ha CTPOYKY HIDKE 4epe3 OJWH MEXKCTPOUHBIH HHTepBal, HAYMHAETCA CO
CTpO4YHON OYKBBI M COIlIacyeTrcss ¢ 3arojlOBKOM uepe3 MNpeaior «I0», B JaTeNIbHBIM
najaexe, HampuMep:

O nepeBoae Ha caeayOLInil Kype
no PaKyJbTeTy MeKIYHAPOAHBIX YKOHOMHYECKHX OTHOLIEHWH
WITH

06 oTuHc/IeHHH
no UHCTHFYTY NOBLIMEHHA KBAJHPHKAIHH CIIELHATHCTOB

B HauMeHOBaHHM TpHKa3a, KOTOPBIH H3MEHAET MM OOMNONHAET PAHEEe H3JaHHBIH
IPUKa3, YKa3blBa€TCA KOHKPETHBIA BONPOC IIO COAEPXKAHHIO MPHKa3a, IMOMIEKAILEro
H3MEHEHHIO WIH JOMOJHEHHIO, HallpuMep:
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00 H3MeHeHHH TeMbl
BbINYCKHOH KBaJH(HKAUHOHHOH (IMNJIOMHO#) paboThI

HIIH

O BHeceHHH H3IMEHEHHH B CTPYKTYPY H IITATHOE paclHCaHHe
PHHAHCOBOI0 YHHBEPCHTETA

[Ipy HEoOXOAUMOCTH BHECEHHMs HW3MEHEHHWH B TMpUKa3 WU3-3a JOIYLICHHOH
TEXHUYECKON OIIMOKM YKa3bIBAaeTCs TUIIOBOM 3aroJIOBOK CO CCBHUIKOH Ha TEXHUYECKYIO
oIUOKY, HAapUMeEp:

O BHeceHHH M3MEeHEHHH B NpHKa3
B CBSAA3H ¢ TEXHHYECKOH OIIHOKOH

[Ipyu HeBo3MOXHOCTH c(OpPMYIUPOBATH 3arojOBOK [0 KOHKPETHOMY BOIIPOCY
coJepXaHUs IpHKa3a B HaUMEHOBAaHUM IpPUKa3a, KOTOPbIA H3MEHSeT WIU OMNOJHSET
paHee W3JaHHBIA TPUKa3, yKa3bIBAaeTCs TOJBKO JaTra M HOMEp IpuUKa3a, B KOTOpPBIH
BHOCUTCS M3MEHEHHe WM JOIOJIHEHHWEe, Ipd OSTOM HaWMEHOBaHME IIpUKa3a He
yKa3bIBaeTcs, HalpUMep:

O BHECEHHH AOMOJTHEHHH
B npuka3 ®UHYHHBEPCHTETA OT ... N ...

HaumMenoBanue mnpuka3a nedyaTaercss yepe3 J[Ba MEXKCTPOYHBIX HHTEpBaja OT
pekBu3nTa «MecTo cocTaBieHus (M3/1aHKs) TOKYMEHTa» CTPOYHBIMH OyKBaMH, HauMHas C
MPOIKMCHOM, 0e3 KaBblYeK NMOMYXKUPHbIM IIpU(TOoM Ne 14 ¥ BeIlpaBHHMBAeTCA IO LEHTPY
TEKCTOBOTO TOJIS.

HanmMeHoBaHMe npukasza, COCTOSIIEE U3 HECKOIBKHUX CTPOK, MeYaTaeTcs 4epe3 OJuH
MEXCTPOYHBIH HHTEPBAJl.

HanmenoBanue npukasa HEoOXOAMMO O(OPMIATE B COOTBETCTBHM C IPaBUJIaMH
oopmnenus pexsusuta 18.

I) TEKCT JOKYMEHTa;

B Tekcrax mpuka3oB JOJKHBI YIOTPEOATHECA TOJNBKO OOLIECNPUHATHIE B PYCCKOM
sA3bIKe 0003HAYEHHUS, TEPMHUHBI U COKPALIEHHUS.

[Tpu HeoOxoxuMocCTH yrnoTpebsieHHs COKpalleHHsl (COKpallleHHOr0 HauMEHOBaHHs)
B TEeKCTe CHavaja IHIIETCA MOJIHOe HaHMEHOBaHHWEe, a 3aTeM B CKOOKaxX JaeTcs €ro
COKpallleHHe (COKpalleHHOe HauMEeHOBaHHWe), 3a HCKIIOYEHHEeM  OOIIeNPUHATHIX
COKpallleHUH, HallpuMep:

JL1st opraHy3auuy ... NpUuKas3blBalo :
1. Ha3HauuTh MOCTOSHHO AEHCTBYIOLIYIO 3KCIEPTHYIO KOMHUCCHUIO (PUHAHCOBOIO

yHuBepcurtera (ganee — IK) ... .

B  Tekctax  npUKa3oB  HAUMEHOBAaHUS  CTPYKTYPHBIX  [OJApa3/ielIeHuH,
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KOJIJIerHalbHBIX OpraHoB MUHYHUBEpPCUTETAa U AO/DKHOCTEH UX PYKOBOIMTENEH JIOMKHEI
nevaraTbCs B COOTBETCTBHM ¢ NpaBHIAMH HANMCAHHS 4YacTel ¥ OTACIOB OpraHH3aLHH,
JOIDKHOCTEH, yKa3aHHBIMH B MPAaBHIaX OQOPMIIEHUS peKBH3HTA 20.

TekcT mpukasa, KaK MPaBUIIO, COCTOUT M3 KOHCTATHPYIOLLEH U paclopsIHTETbHOH
qacTell, MHOTAa — TONBKO U3 PacOpAOUTENBHOM.

B koHcTatHpyromei wacTh (mpeaMOyne) KpaTKO HM3JaraloTcd LENMH M 33134
NpeanuchiBaeMbIX AeHCTBUHE, (akTbl WIH COOBITHA, NOCIYXUBLIME TNMPUYUHOH H3AAHHS
npukasza. OHa MOXeT HauHHaThCA cloBaMu «B uensx», «Bo ncnonnenne» u 1.14.

Ecnd npuka3 u3gaeTcs Ha OCHOBaHHHM OPYroro JOOKYMEHTa, TO B Mpeambyie
YKa3bIBaeTCA BHJ 3TOr0 JOKYMEHTa B POJUTENBHOM Maaexe, ero aBTop, AaTa, HOMEp H
HauMeHOBaHuUe, HalpUMep:

Bo wucnonHeHue pacrnopskeHns MuHucTepcTBa  TpaHcnopra  Poccuiickoi
Genepauun ot 14.03.2008 Ne AM-23-p «O BBeACHHH B JAeHCTBHE METOAUYECKHX
pexoMengannii «HopMbl pacxofa TOIUIMB B CMa304HBIX MAaTEpHaIOB Ha aBTOMOOUJIBHOM
TPAHCIIOPTE» TPU KA 3Bl BAIO !

BBECTH B JICHCTBHE HOPMBI pacxoja TOIUIMB s aBTOTpaHcmopTa PHHaHCOBOTO
YHHBEPCUTETA ... .

Ecnu MPHKa3 H3JaeTCA B COOTBETCTBHH ¢ HOPMAaTHUBHBEIMH aKTaMH, TO B npeaMGyne
YKa3blBacTCHq I{OHerTHbIﬁ MYHKT HWJH CTaTbAd HOPMaTHUBHOIO akKTa, 34aTeéM BHJ 3TOrO
JAOKYMCHTa B POJHTCIBHOM NAJCHKE, €ro aBTOp, JaTd, HOMEP U HAKMCHOBAHHE, HAlIpUMEDP.

B cootBercTBuM ¢ 1. 3 pacnopsokeHus [lpaBurensctBa r. Mocksel ot 07.09.2009
Ne3lp «O mnpemenbHBIX HaLEHKaX Ha TPOAYKLHIO, peaU3yeMyl0 B MpeANpHATHAX
00IIeCTBEHHOrO NUTAHUA ITPH 00pa30BaTENbHBIX YUPEXKICHUAX» TP U KA3BIBA 0 ¢

1. Ycranoeure ¢ 01 okrabpa 2009 roma npeaenpHble pasMepbl HALIEHOK Ha
NPONYKLHIO, ... .

ITpeambyna OKaHYHBAETCA CIOBOM «M P H K @ 3 bl B @ 10 :», KOTOPOe MUILIETCS B
paspsAOKy CTPOYHBIMH OyKBaMH Oe3 kaBbIYEK, H CTABUTCS JBOETOUYHE.

[IpeaMbyna MOXeT OTCYTCTBOBATh, €CJAM TNpeANUCbIBaeMble JEHCTBHA He
HY)XXAAIOTCST B Pa3bsICHeHHUH. TeKCT NPHKAa30B B TaKUX CHy4YasX HAuyMHaeTcd €O CI0Ba
«ITp v Ka3blBalo », KOTOPOE MHLIETCA B Pa3psAAKY CTPOUHBIMH OykBamH 6e3 KaBBbIYEK,
HauHHas ¢ MPOMICHOM, U CTaBUTCS JBOETOUHE.

PacnopsnutenbHas 4acTh NMpHKasa AOKHA HAYHHATBCA Mmocie mpeaMOynsl Kak
HOBBIl ab3all co cleqyIoe CTPOKH Moce CA0Ba «IT P H K a 3 bl B a 10 1».

B TekcTe pacniopsaUTENbHON YaCTH NPHKa3a yKa3bIBalOTCA:

- HCIIOJTHUTEITH;

- KOHKpETHBIE AeHCTBH;

- CPOKHM HCHIOJNHEHUs TTPeAMUCHIBAEMBIX JEHCTBHIA.

TexcT pacropAOUTENbHOH YacTH AENUTCE Ha MyHKTBl. [IyHKTBI HyMepylOTCA
apabcxumy nudpamu.

[IyHKTBI,  KOTOpBlE  BKIIOYAIOT  YNpaBJIeHYEeCKHe  OeHCTBUA,  HOCSILUE
pacnopsauTeNbHbIH XapaKTep, HauMHAIOTCA C IJarola B HeompemeleHHoH d¢opme,




40
Hanpumep:

IIpukassiBai:
1. 3anpeTHTH HaX0XICHHE B BEPXHEHN OACKIE ...

3anpeutaeTcss FaBaTh MOPYUCHWA, KOTOPBIE BBIPAaXAIOTCHA IJArojlaMH «yCHIUTHY,
«YKPETIUTb», <IIOBBLICHTBH», «YyCKOPUTbB» W T.M., HCIOJHEHUE KOTOPBIX HEBO3MOXKHO
NPOBEPUTD.

VKa3zanue cpoka MCIOJHEHWS JaeTcsl otAensHoi crpokod. Hanucanue pater
JOJIKHO COOTBETCTBOBATH O(OPMIIEHHIO peKBU3HTa 11,

Eciu 3amanne wWiaM JIeHACTBHE TMpeANonaraeéT KOHKPeTHOTO HCIMOJHUTEN,
COOTBETCTBYIOIIHHA IYHKT IpHKa3a JODKEH HA4YHHAThCA C YKa3aHHsA JOJDKHOCTH H
¢aMUIMU ¢ HHALHAAaMH (rociae (haMUIMH) UCTIONHATENA B JaTEJbHOM Mamexe (KoMy),
HaIlpHMep:

Bo wucnonHenwe peweHus YuéHoro coseTa (DHHAHCOBOIO YHHUBEPCHTETa B
COOTBETCTBHH ¢ NpoTokonoM oT 23.04.2012 Ne ldnpukaszpBarw:

1. HayanbHuky YrnpasneHus KOOpAUHALHH Hay4YHBIX UCClIeA0BaHU M
CrenanoBy C.A. pa3paboraTh U IpeACTaBUTL HA YTBEPKACHHUE ... .

Cpok 17.05.2012.

2. Hauanpauky OnepalliOHHO-aHanuTH4ecKoro ynpasneHus Jlykuuésy A.B.
NpeaoCcTaBUTh HHPOPMALMIO O ... .

Cpoxk 23.05.2012.

B xauectBe McnojHHMTeNed MOryT OBITH YKa3aHbl HAUMEHOBaHHS JOJDKHOCTEH
HCTIONTHHUTENER B 00001IEHHOM BH/IE, HATTPUMED:

I[IpukaseiBaw:

. HupektopaM ¢uinanos PHHYHHUBEpPCUTETa HA3HAYWTh NpHKa3aMH 10
COOTBETCTBYKOILNM (pUIManaM OTBETCTBEHHBIX 34 ... .

Cpok 07.08.2012.

Ecnu Heo6x0auMO 0IHOMY MCTIONHUTENI JUOO KONETHANBHOMY OpraHy NOpyYHdTh
HECKONBKO 3aJaHMif, MOAJIEKALIMX HCIOJMHEHHIO B OIWH M TOT X€ CpOK, TO
OTBETCTBEHHOTO HCIOJHHTENA M CPOK YKa3plBalOT OJIMH pa3 B OCHOBHOM IYHKTE, a
NOpYYEHHS BBIAETAIOT B OTAE/IbHBIC MOANYHKTHI, HAalIPUMED:

3. PykoBoautemo ['pynnel oxpansl Tpyaa KapaGanogsoit H-H. no 15.10.2012:
3.1. OdopmuTh pe3ynpTaThl NPOBEPKH ... .
3.2. 3aKIro4YuTL JOTOBOD ... .

Ecan Heo6X0auMo OHOMY HCITONHHTENIO JHOO KOIerHalbHOMY OpraHy Nopy4uTh
HECKOJBKO 3a/IaHuM, MOJUISKAIIUX HCIONHEHUIO B pa3Hble CPOKH, TO OTBETCTBEHHOIO
HCIIONHHUTEIA YKa3plBalOT OJWH pa3 B OCHOBHOM NYHKTe, a MOpPYYEHHA H CPOKH
MCTIONHEHHA BBIACIAIOT B OT/AENIbHEIE MOAIIYHKTBL, HAalpHMep:
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2. lupektopy BuGnuore4yHO-HHGPOPMALMOHHOTO KOMILIEKCa
Cepebpsannaukosoii C.B.:

2.1. Pa3paboTaTh NpoOEKT NpHKas3a o ... .

Cpok 17.08.2012.

2.2. IloArOTOBUTDL U3MEHEHUA B ... .

Cpok 27.09.2012.

Ecnu mpukxas uMeeT NMPHIOKEHHUsA, TO B TOM IYHKTE TEKCTa MpHKa3a, B KOTOPOM
yKa3blBaeTC HAMMEHOBaHHE NMPUIOXKEHHs, B KOHLUE MpeJlOXKEHUsI JENaeTCs CChUIKA Ha
yKa3zaHHOE INPHIOKEHHE «COTNAcHO MPHJIOXKEHHIO», «COTNAacHO MpHIokeHUO Ne ...»,
«COTNIACHO RpUIOKeHHs M Ne ...», nubo ykaspiBaeTcsi B CKOOKax (TIpHAOXKEHHE),
(npunokeHue Ne ...), (mpunoskeHus Ne ...), HampuUMep:

1. VrBepaute [lomoxkeHne © npoBefeHUHM INPAKTHKH CTYAeHTOB PUHAHCOBOroO
YHHUBEPCHTETA ([IPUIIOKEHHUE).

Ecnu npuka3 OTMeHAET UM TIPU3HAET YTPATHBLUUM CHIY, U3MEHSAET HH JONONHAET
paHee H3JaHHBI MpUKa3 HWIM KakKHe-TO €ro HOJOXKEHHA, TO OAUH H3 IIyHKTOB
pacnopaIuTeNsHON YacTH TEKCTa MpHKasa JOJDKEH COIepXaTb CCBUIKY Ha OTMEHAEMBIH
(Mpu3HaBaeMblfl YTPATUBIIMM CHJY) HIH HU3MEHAEMBIH (JOMONHAEMBIH) NpuKa3 (HyHKT
IpHKa3a) ¢ yKa3aHUEM €ro aBTopa (OpTraHH3aL|H), AATbl, HOMEpa H HAHMEHOBAHHS.

TekcT nyHkTa [JOMMKEH Ha4yuHaTbesd ciloBaMH  «OTMeHHTH ...», «lIpusHath
YTPaTHBLUUM CUALY ...», «BHecTU u3MeHeHHe(-11) (A0MoNHeHUE(-4)) B IPHKAa3», HAIpHMEP:

3. [Ipu3HaTh yTpaTHBIIKM CHIY nprKa3 @uHakagemun ot 08.05.2007 Ne77-2/0 «O6
yTBep>KIeHIH OJlaHKOB (hunianoB PUHAKaZEMUN.

Kaxaoe nsMeHeHne (IONOJIHEHNE ) AOKHO OBITh O(hOpMIIEHO OTAENBHBIM ITYHKTOM
(moANYyHKTOM), HanpUMep:

B cBasm ¢  HU3MeHeHHeM  CTPYKTypel  (HHAaHCOBOTO  YHHBEpPCHTETA
NMPpHUKAa3bIBAIO:

BHECTH HM3MEHEHHWS W JONOJIHeHUs B mpuka3z PuHyHuBepcureta ot 14.02.2010
Ne 446-1/0 «O penerdpoBaHMM OpPraHU3alMOHHBIX MOJHOMOYHMHA TpOPEKTOpPaM H
COBETHUKAM pekTopa ®HHAHCOBOTO YHUBEPCHUTETAX!

1. BkntoyuTs:

1.1.B abzau | nyHkrta 5: - VYmnpapieHHe OXpaHbl, peXuMa M MOKapHOH
0e30MmacHOCTH;

1.2.B a63an 1 nyHkta 8: - YmpaBneHus NOANOTOBKM H aTTeCTallHd Hay4yHO-
NneAarorH4ecKix Kapos,;

2. Uckmounth u3 aOzaua | nydkra 8: - YnopasneHus Oyxranrepckoro y4€ra,
KOHTPOJA U OTYETHOCTH.

BHeceHHe M3MEHEHHWH W JOTIONHEHWI B NPHJIOKEHHE K NMpHKa3y odopMIiAeTcs B
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TeKcTe Tmpukaza. Kaxkjaoe H3MEHeHHe (JIOTIONHEHWe) AOKHO ObITh  0odOpMIIEHO
OTAEJIBHBIM IYHKTOM (MIOAIYHKTOM), HAIPUMED:

BcBasuc . npul{a3blBa}0

BHECTH H3MeHeHHe B NpuiokeHHe Ne 1 k npmca3y PunyHuBEpCUTETa OT
10.03.2011 Ne 349-1/0 «O0 yTBep»AeHHH MOJOXEHHL O ...

1. B Tekcre MoOOKEHHA CJIOBO «MHCTUTYT» 3aMEHHTh Ha CIOBO «(akynbTeT» B
COOTBETCTBYIOLIUX MafekKax.

Eciin npuiokeHdeM K MPHKa3y ABJIAETC CIUCOK paOOTHUKOB (00y4alomuxcs) win
COCTaB KOJUISTHATBHOrO HWJIH COBELIATENIbHOTO OpraHa, BHECEHHE HW3MEHEHWH B HeEro
odopmMiseTcs B TeKCTe IpHKa3a, HanpuMep:

BeBauc .. IpHKa3BBalo:

BHECTH H3MEHEHHE B MpWIOXeHHe K npukasy Punynausepcutera ot 20.02.2013
Ne 247/0 «O6 ytBepxaennn coctaBa CoBera 110 Ka4eCTBY» U BKJIIOYHTH B cocTaB (CoBeTa
Mo Ka4yecTBy AMPEKTOpa 110 MiaHHupoBaHHIo U opraHusauud HUP Bypytrna AT,

Ecnu npunoxexue K npukasy oopMiaeHo B BUae TabiuLbl, BHECEHHE H3MEHEHUH B
HEeTo OCyLIeCcTBAAETCA B NPUIOKEHWH K BBIIyCKaeMOMY MNpHKa3y. B Tekcre mpukasa
Haércd yKazaHHue, HanpuMep:

BeBIsHC.. MIpHKAa3bBIBalo:

1. BHecTH n3MeHeHue B npuka3 PuHyHuBepcuteta oT 17.12.2012 Ne 1144/0 «O
3aKPeIUIeHHH TEM BBIMYCKHBIX KBATH(HKAUMOHHBIX (IMIUIOMHEIX) paboT M Ha3zHaYECHHH
HaY4YHBIX PYKOBOAWTENCH», WU3JOXKHB NYHKT |5 TpunoxeHUs B peAakUd COINIaCHO
NPUIOKEHHIO K HACTOAILLIEMY IIPHKA3Y.

IIpunoxenue
K npuka3y OUHyHHBEPCUTETA
oT Ne

BHecenue H3MeHEHHH
B NPHIOKEHHE K NPUKaly PUHYHHBepPCHTETA
or 17.12.2012 Ne 1144/0

Ne | @amumma K.O. Tema JlomKHOCTD,
n/m CTYIEHTA BEINYCKHOW KBaNTHGUKALUXOHHOH ®amunug U.0.
(AUMIOMHOM) paboThI HAYYHOTO PYKOBOJUTENS
15 | I'aBpunosa A.H. BrnusHue cucreMbl PHCKOB Ha Houent Usanos B.C.
CTOUMOCTD MPEATNPUATUS

Ilpy HM3MeHeHMH pefaKlLUd BCEro MPHJIOKEHUA MPHKA3 H TNPHIOKEHHEe K HeMy
oGOpMIISIOTCS ClleAYIOMHM 00pa3oMm:



43

BeBsi3uc...npUKa3blBAlo:

1. Buectn u3menenue B npuka3 @unynusepcutera ot 04.04.2011 Ne 1003-2/0 «O6
YTBEPXK/I€HHH HOPM BpPEMEHH ... », U3JI0KHUB npuioxeHre Ne 1 k npukasy B pelakliuu,
COIJIaCHO MPUJIOXKEHHIO K HACTOSALIEMY ITPHUKa3y.

[Ipunoxenue
K npuka3zy @uHyHUBEpcHUTETA
oT Ne

HOPMBbI

BpEeMEHHM /ISl VIAHHPOBAHHUS H Y4YeTa neJarorn4eckoii Harpy3Ku
npogeccopcKko-npenoJaBaTe/ibCKOro cocTaBa
Ha 2011/2012 yuyeOHblii roa

[Ipu HeoOXOAMMOCTH AONOJHEHMs MpHUKa3a MPHUIOKEHHSIMHU HOBOTO COJEpPXKAHUSA
NpUKa3 U MPUII0KEHUE K HeMy O(OPMIISIOTCS ClIeYIOLMM 00pa3oM:

Bepasuc..mpukaszbBalw:

1. Jononuuts mnpukaz @uuyHuBepcurera ot 29.12.2012 Ne 1479/0 «O
COBEpILEHCTBOBAHMM OpPraHU3allUy MPAKTUKU CTYAEHTOB» NpuioxkeHueM Ne 2 corjacHo
NIPUJIOKEHHUIO K HACTOSLIEMY NIPHKa3y.

[Ipunoxxenue
K npukaszy O@uHyHHUBepcUTETA
oT Ne

[Ipunoxenue Ne 2
K npuka3y OUHyHHUBEpCHTETA
ot 29.12.2012 Ne 1479/0

KPUTEPUH
oTrOopa opranu3auui — 0a3 NPoU3BOACTBEHHOH NMPAKTHKH CTYACHTOB

B npukaspl He crnenyer BkiIoudarh NyHKT «lIpvka3 noBecTd 10 CBEAEHHS ...».
CTpyKTypHBI€ NOfipa3ieNieHus], 10 CBEICHUSA KOTOPBIX JOBOJUTCS NMPUKa3, NEPEYUCIAIOTCS
B peecTpe pacChlIKHU IpUKa3a.

B nocnegHeM myHKTe — pacropsAUTENbHOM 4acTH  [MpHKasza  yKa3bIBaeTcs
JOJDKHOCTHOE JIMLO, Ha KOTOPOE BO3JIaraeTcsi KOHTPOJIb MCIIOJHEHHs NpHKas3a B IIEJIOM,
Hanpumep:

3. KoHTpons ucnonHeHus MpUKa3a OCTaBJIsAI0 32 cO0O0M (MM ... BO3Jarato Ha ...).
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Ecnu npuka3s U3gaetcs Ha OCHOBAaHUHU NOCTYNIMBLIEro B MOJpa3/icieHHE JOKYMEHTa
MM KOMIJIEKTa JOKYMEHTOB, TO OTMeTka O HHX OGOpMIAeTCs BBIIEICHHBIM
CaMOCTOATEIbHEIM a03aleM Nocle pacnopsAMTENIEHOH YacTH TEKCTa NMpHKas3a, a CaMH
JOKYMEHTBI pUKNaAsiBaroTcs K Apukasy. Cnoso «OcHoBaHHE:» (B €IMHCTBEHHOM YHCIIE)
MevaraeTcs 4Yepes J[Ba MEXKCTPOYHBIX HMHTepBajla OT OCHOBHOIO TEKCTa IpHKa3a
CIPOYHBIMH OyKBaMH, HauMHasd C NpONHcHOH, 6e3 kaBbYeK OOBIYHBIM LIpHU(TOM
pazmepoM Ne 14, oT neBoil rpaHULBI TEKCTOBOTO IIONA M CTaBHUTCA ABoerouMe. [lamee
NepeHUCIANTCS HAHMEHOBAHHA [IPUIOKEHHBIX K NPHKAa3y AOKYMEHTOB. MHOroCTpo4HbIe
HaHMEHOBaHHMA ACKYMEHTOB Ie4YaTalOTCA uepe3 OJWH MEXCTpOYHbI HHTepBal. [lpm
HaJINYUH HECKONBKHX JOKYMEHTOB HX HyMEpYIOT, HallPUMED:

OcHoBanue: 1. 3agsnenune Bonkosown U.B,
2. AxageMudeckas crpaBka.
3. Aorosop 06 00yueHUH.
4. KButaHuus o0 omnarte.

Texkcr oToensercds OT HAaMMEHOBaHMS IpPUKa3a JBYMs  MEXCTPOYHBIMYU
VHTEepBaJaMH, NeyaTaeTcs peKkoMeHmyeMmbiM mpudToM Times New Roman Ne 14 (ans
odopmneHns TabAMUYBBEIX MaTepHanoB — mpHGT Nel2) yepes nmoaTOpa MEXCTPOYHBIX
MHTEpBaJa OT HYNEBOTO NOjIoKeHHA TabynsTopa (JIeBOH IPaHHLEl TEKCTOBOTO MMONA) H
BbIpaBHUBaeTcA M0 JIEBOH U NpaBol rpaHullaM TeKcToBoro nojs. [lepsas cTpoka Kaxaoro
ab3alla HavyHHAeTCs ¢ MepBoro mosiekeHus tadynaropa (1,25 cM) oT meBoil rpaHHULBL
TEKCTOBOTO ITOJIA.

Texct npukaza HeoOXOAHUMO O0QOPMIATH B COOTBETCTBUM C IpPaBHJIaMH
odopmMiieHus pexkBusnTa 20.

A1) NOANHCH JODKHOCTHOTO JIMIA;

[Moanuce NpHukasza COCTOUT U3 HAUMEHOBAaHHA JOJDKHOCTH JIMIA, OANKHCEHIBAIOLETO
NOKYMEHT, TUYHOH MOJAMUCH, PacIIMMPOBKU NOANHCH { HHULAAJIbL, DaMHIINSA).

HanmeHoBaHHE NODKHOCTM JIMLA, TOANIMCHIBAKOILETO NIPHKA3, eYaTaeTCs OT JIEBOH
I'paHULBl TEKCTOBOrO IIOJIA, MHHUMANBEl H (aMuiansd — OT MpaBOH IPaHHLBl TEKCTOBOrO
nond. lloanuce oTaensercs OT TeKCTa NpUKAa3a JBYMS — HETBIPbMS MEXCTPOUHBIMH
HHTEpBaIaMH.

[Moanuce mnpHkaza HeoOxoauMo OQOPMIATE B COOTBETCTBHH ¢ IpaBHJIaMH
o¢opMIIeHNS peKBH3UTA 23.

€) BU3a;

CornacoBaHHe MPOEKTOB IIPHKA30B O(OPMIISETCH BH3OH.

BH3bl cornacoBaHHA Ha MpPOEKTax TMPHKa30B OQOPMIAIOT B HWXKHEH YacTH
o0OpOTHOH CTOPOHBI MOCNIEAHEr0 JIMCTA NMPUKas3a.

[lepen BH30H pykoBOAMTEN, BHOCALIErO NPOEKT IPHKa3a, OT JIEBOH TIPaHHLBI
TEKCTOBOrO mojisi neyararoTes cinoBa «[lpukas moarorosmn:» (6e3 kaBbivex). Huke
ojopmiseTcs BU3A — HANMEHOBAHHE JO/DKHOCTH BU3HPYIOIIETO JIHLA OT JIEBOH MPaHHLB!
TEKCTOBOTO II0JIA, JINYHAA MOANHCH — OT JIEBOH IPaHHLb! TEKCTOBOIO IOJI, HHHLIHAIB U
$haMUITHA — OT BTOpPOro nosiokeHus Tadynaropa (4 cM), Aara — OT JIeBOH IPaHHULBI
TEKCTOBOrO MOJIA.

Iog Bu30if pyKOBOAMTENA, BHOCALIETO MPOSKT MPHKA3a, NEPER BU3AMHU OCTAIbHBIX
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HOJDKHOCTHEIX JIHII, BU3UPYIOLMX MPOEKT NpHKa3a nuiercs cnoo «CornacoaHo:» (0e3
KaBBIYEK) H HIDKE JpYr Mo ApyroM odopMmisiloTcs ocTailbHble BU3bl. Kaxnpas Buza
COTIaCOBaHMSA OTAENAETCA OT APYTOH ABYMS MEXCTPOYHBIMH HHTEPBallaMH.

3aMeyaHdd M JOTMONHEHHA K MPOEKTY MpHUKa3a M3NAraloTcs Ha OTAEIBHOM JIHCTE,
MOANIUCHIBAKYTCA, MPUIATAIOTCA K NPOEKTY MPHKA3a M NepeAatoTesl HCIIONHHUTENI0, 0 YeM
NPy BU3HPOBAaHMHM Ha MecTe cioBa «COrNacoBaHO:» Heaercss OTMeTKa «3aMedaHHs
npunararotces» Wil «CornmaceH ¢ y4eToM 3aMeudaHuil» W Ap. B 3ToM ciiyyae MpoOeKT
NpuKa3a [OANSKUT TNepeodOpMIEHHID ¢ YYE€TOM 3aMe€yaHHd U JIOMOJNHEHHH H
IIOBTOPHOMY COriacoBaHHIO, OTMeTKa MPOCTaBIAETCA PyKONKCHBIM CIIOCOOOM.

Busy cormacoBaHHs mnpuKaza HeoOXonAuMo o¢QopMIATE B COOTBETCTBHU ¢
npasunamMu oGopMIeHUs PeKBH3NTA 25.

) OTMETKA 0 HaJW4HMU [IPHIIOXKESHHH.

Ecnyu npuxa3 MeeT MPUIOKEHUs CNPaBOYHOIO XapaKrepa, TO B MPaBOM BEPXHEM
yriy MpHIaraeMbix NOKYMEHTOB, OT MATOro nosoxkeHus tabymsaropa (10 cM) momkHo
ObITh HamewataHo cioBo «Ilpunoxenuwe Ne» (BK/IIOYas 3HaK HOMEpA) ¢ YKa3aHHEM
HaUMEHOBAHHA pacloOpSANTeSIbHOTO JNOKYMEHTa, €ro asTopa (OopraHu3alluu), HaThl,
HOMEpa, HanpHMep:

Ilpunoxexne Ne 1
K npukazy OuHyHHBepcUTETa
oT 26.09.2012 Ne 1217/y

[Ipunoxenns HyMmepyloTCsi mNpH HalIWYMH HECKONBKHX I[pmioxkeHuil. Ecnn
NPUNOKECHUE OJHO, TO 3HAK HoMepa «Ne» 1 nudpa «1» He ctaBUTCH.

Ecnu npunoxeHdeM K MpHKa3y AB/MAETCA YTBEPKIAEMBIH JOKYMEHT (HHCTPYKHMS,
rpagHK, MpaBuia, IOJNIOKEHNE), TO OH OopMiseTcs B BUJE NMPHIOXKEHUS K MpHKazy. B
IIPaBOM BEPXHEM YIVIy TaKOro AOKyMEHTa, OT IMToro nonoxeHus tadynsaropa (10 cm)
IOOIDKHO OBITh HameuyaTaHo ¢noBo «[IpunoxeHue No» (Biovyas 3HaK HOMeEpa), a HUXe —
rpud yTBEpXICHHS OOKYMEHTa ¢ YKa3aHHEM HauMEHOBAaHMA PaclOPAAMTEIILHOIO
JIOKYMEHTa, ero aBTopa (opraHu3aliu), AaTbl, HOMEPa, HaTIpUMep:

Tlpunoxenue Ne 2

VTBEPXJIEHO
l'IpHI{EBOM q)HHYHHBepCHTeTa
ot 21.09.2012 Ne 131970

Ecin npukazoM pekTopa NpHHUMAaeTrcss K HCIOJNHEHHIO KaKOH-NMHOO MOKYMEHT
(MHCTPYKLIHSA, TIONOXKEHHE M [Ip.), YTBepXAeHHBIH OpraHaMH roCyNApCTBEHHOH BIAcTH
WJIH BBHILUECTOSIIMMH OPTraHH3alMAMH, TO B TEKCTe MpHUKa3a HACTCS CCBUIKA Ha 3TOT
JAOKyMEHT, a Ha [epBOM JHCTE MPUIAraeMoro NOKyMeHTa OQOpPMIIIIOT OTMETKY O
MPHIOKEHHH K Mpuxasy. B mpaBoM BepxHeM YINIy TakuX AOKYMEHTOB, OT MSATOrO
nonoxeHua tabynsropa (10 cMm) nomxHo ObITh HanmedaTaHo cioBo «lIpunoxkeHue» (eciu
OHO O/IHO) C YKa3aHUEM HAWMEHOBaHUSA BHIA PACNOPAAUTENBHOTO LOKYMEHTa (TMpHKa3),
€ro aBTOpa (OpraHM3alliyv), JaThl, HOMEpPa, a HIKe — rpud yTBepKIAeHHS AOKYMEHTA C
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yKa3aHHEM HauMEHOBaHHUA BHAA AOKYMEHTa, €ro aBTopa (OpraHu3auuy), JaThl, HOMEpa,
Harmpumep:

[punoxenne
K npukasy ®uryHUBEpCHUTETA
o1 30.09.2012 Ne 1567/0

YTBEPXJEHA
nocradosieHueM IIpaBurenscTBa
Poccuiickoit @enepanuu

ot 27.09.2012 Ne 717

IpunoxkeHus K TpHKasy, pazpabGoTaHHBIE CTPYKTYPHBIM MOApa3ieiieHuEeM, JOMKHbI
OBITh MOAMUCAHB] PYKOBOOUTENEM AAHHOIO CTPYKTYPHOIO NOJApa3AcIeHus.

Crpannnsl mpHkasa H NPWIOKEHHH K HEMY HYMEPYIOT KaKk e€AuHBIH AOKYMEHT
NocepeInHe BePXHEro TOJA JTHCTa apabcKkuMH L paMHi.

OTMeTKY O HaAMYHH TIPUIOXKEHHA K INpHKasy Heo0XomuMo oQopMIATE B
COOTBETCTBHH ¢ MpaBuiaMH oQOpMIIeHHs pekBH3HTa 21 (B 4YacTH, OTHOCsAIeHca K
pacnopsauTeNbHOMY 1OKYMEHTY).

4.1.6. [Ipuka3sl, BEITyCKaeMble COBMECTHO ¢ APYTHMH OpraHH3aliusMH, [e4aTaloTcs
Ha CTaHJApTHHIX JucTax Oymaru ¢opmarta A4 (210 MM x 297 mm).

ITpu odopMaeHUN cOBMECTHOTO MPHKAa3a:

a) HAaHMEHOBaHHA OpraHHU3aLMiil pacoNarakdTCs Ha OJHOM YPOBHE;

6) BuAO AOKyMeHTa — CJIOBO «IpHKa3» (0e3 KaBblueK), pacrnonaraeTcs 1o UeHTpY;

B) HAHMEHOBaHHe JOKYMEHTa pacriojlaraeTcs no HeHTpy;

r) JaTa COBMECTHOIO NpUKa3a — €JUHasd, COOTBETCTBYIOIIAA JaTe MOCHEeIHEH
HOIIHCH;

I) perUCTPaLlMOHHEI HOMEp TOKYMEHTa, COCTARIeHHOT0 COBMECTHO JIByMs U Goiee
OpPraHU3alUAMM, COCTOUT M3 PErHCTPALMOHHBIX HOMEpPOB NOKYMEHTA KaX/JOH H3 3THX
OpraHu3alllii, NpPOCTABJIEHHBIX Yepe3 KOCYID 4epTy B MOpAAKe YKa3aHWs aBTOPOB B
JOKYMEHTE.

€) NOANKHCH pyKOBOJAUTENeH OpraHW3alUil pacioNaraloTes HHXe TEKCTa Ha OJHOM
YPOBHE.

4.1.7. [loaroToBKa npHUKa3a BKIIOHAET B ceOs:

a) U3y4eHHe CYLIECTBA BOMpoca U cOop HeOOXOAHMBIX CBEIEHMIA;

[IpoekTsl mnpuka3oB pa3pabaThIBAIOTCA CTPYKTYPHBIMH MOApa3fel]eHHUAMH IO
NOPYUYEHHIO PEKTOpa MM JOJDKHOCTHBIX JIMII M3 cocTaBa PexTopara, MMEHOILMX [paBo
MOANHCH  mpHKa3oB, b0 Mo  CcOOCTBEHHOH  MHMLIMATUBE Ha  OCHOBaHHM
COOTBETCTBYIOLLETO AOKYMEHTa (JOKYMEHTOB).

ITepen paspaboTkoii nmpoekTa mMpHKasa TINATENBHO H3YYAIOTCS 3aKOHOXATENLHBIE
akthl Poccuiickoii ®epepauuu, NOKalbHble HOPMAaTHBHbIE akThl PUHYHHBEpcUTETa U
JOKYMEHTBI, ABIAIOLIHECS OCHOBAHUAMHM K MU3JAHHUIO IPUKa3a.

0) NoAroTOBKY MpOeKTa MpHUKasa;

Obecneyenne KaueCTBEHHOH NMOArOTOBKU MPOEKTOB IPHKA30B M HUX COTJACOBaHHE
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BO3/1araeTcs Ha PYKOBOAUTENEH CTPYKTYPHBIX MOAPa3AeIeHHH, MOArOTOBUBIIKX NPOCKTHI
IPHUKA30B.

[TpoexTel mMpHKa30B 1O OCHOBHOM AEATENBHOCTH WM MO aJAMHUHHCTPAaTHBHO-
XO3HCTBEHHOH JEATENBHOCTH MHOJDKHBI pa3pabaThiBaThCd B CPOK, YCTaHOBJIECHHBIA
PEKTOPOM HIIM AOJDKHOCTHBIM JIHLIOM U3 cocTaBa PexTopara, NOpYYMBLUUM TOACOTOBKY
npuKasza, 00 B COOTBETCTBHM CO CPOKaMH, YCTAHOBIEHHBIMH HOPMATHBHBIMH
JIOKYMEHTaMH,

ITpoekThi NpUKa30B MO JIUYHOMY COCTaBy PaOOTHHKOB HIH 00y4aromuxcs AOJDKHBDI
MOArOTABIUBATACA B JICHb TNOCTYIUIEHHS HOKYMEHTa (JOKYMEHTOB), ABJAIOLLErocs
OCHOBAaHHUEM JJIsl U3JJaHUA [IPHKa3a.

IlpoexThl mpHKa3oB O BHECEHMH WM3MEHECHHMH (IONOJNHEHUHN) B paHee H3JaHHBIC
IpHKa3bl Wi 00 UX OTMeHe MHOO TPHU3HAHHM YTPATHBIUMMHU CUJTy pa3pabaThiBatoTcs
TEMH CTPYKTYPHBIMH TNOApPa3JeNeHUAMH, KOTOPBIE TOTOBHUJIM MPHKAa3hl, MOAJEKALIHE
WN3MEHEHHIO (HOMONHEHHIO) HIM OTMeHe AH0O0 NpPU3HAHMIO YTPATHBIIMMU CHIY, NHOO
MOJJEXKaT 0043aTeIbHOMY COITIACOBAHHIO ¢ HUMH.

B) COIVIaCOBAHME MPOEKTA NPHKA3a;

IlpenocTaBneHne MPOEKTOB TNMPUKA30B HA COTNAcOBaHUE MOKHOCTHBIM JIMIAM
OCYILECTBJIAIETCA TOJNBKO TIOCHE TIIPOBEPKY TPABHIBHOCTH OGQOPMICHUS MPOCKTOB
[IPHKa30B, KoTOpas ocymecTsngerca B Y IuA.

I[IpenocraBieHse MPOEKTOB NPHKA30B Ha MPOBEPKY MPaBIIBHOCTH ODOPMIEHHA H
Ha COTJIACOBAHME JMOIKHOCTHBIM JIMIIAM OCYILECTBIAETCS HEMOCPEACTBEHHO pabOTHUKAMH
CTPYKTYPHBIX [OApa3AeNeHU, MOATOTOBHBIIMMH NPOEKTHl NPHKA30B.

IIpoexTsl MpHKa3o0B MO JHYHOMY COCTaBy, [0 OCHOBHOW WAH aAMHHHCTPATHBHO-
X034iCTBEHHON AEATEALHOCTH, MPUCIIaHHbIE HA COTTIACOBaHKE, JOKHBI PaCCMaTPHBATLCH
M BU3MPOBATbCA MOKHOCTHBIMH JIHLAMM HE MO3JHEE cleayrolero pabouero fHs nocne
NOCTYILJIEHUS.

[TpoexTsl MPUKa30B MO OCHOBHOH NEATENBHOCTH 00 YTBEpXKIEHHH JIOKANBHBIX
HOPMAaTUBHBIX akTOB (PUHYHUBEPCUTETA, IIPUCIAHHBIE HAa COTJIACOBaHHE U Tpelyrolllue
WU3YYE€HHA M NpOBepKU, MOKHBL PACCMAaTPHUBATECS H BH3HPOBATBHCA HONKHOCTHBIMH
JHLIAMH B CPOK 10 S-TH pabounx AHeH co AHA UX NOCTYIUIEHHUA.

[Ipouecc cornacoBaHHs MPOEKTOB MNPHUKA30B  KOHTPOJHPYIOT padOTHUKH
CTPYKTYPHBIX NOApa3aeneHnii, MoArOTOBABLINE IIPOSKTHI MPUKA30B.

[IpoexTs! npuKa3zoB NO OCHOBHON AEATENBHOCTH BU3HPYIOT JODKHOCTHEIE JIHLA B
CeAYIOIIEM MopaaKe:

1. PykoBoguTeNb CTPYKTYPHOTO IIOAIPa3AeeHUs, BHOCAILIMH IPOEKT.

2. PykoBoauTens CTpYKTYPHOTO MMOApa3lelieHUs, B BEICHHUH KOTOPOro HaxoAsATCA
BONPOCH], paccMaTpUBa¢Mble B MPOEKTE MpHKasa (IMpOeKThl MPUKA30B, HWCIOJHEHHE
KOTOpPBIX TpeOyeT IIpOBEPKU JaHHBIX IO PACCMaTPHBAEMbIM BOIIPOCaM).

3. HayaneHuk  [InaHoBo-pHMHAHCOBOrO  yIpaBiACHUA  (MpPOEKTHl  MPHKA3OB,
UCTIOJTHEHHE KOTOPBIX TpedyeT (PHHAHCOBOro obecIeYeHus ).

4. HavaneHuk [IpaBoBoro ynpapeneHus (TIPOEKTBI NMPUKA30B, UCTIOJHEHHE KOTOPBIX
TpebyeT NpoBepKHU COOTBETCTBHA 3aKOHOAATENBCTBY W JIOKAIBHBIM HOPMATHBHBIM aKTaM
®duHyHUBEpCcHTETA).

5. JJO)IDKHOCTHOE JIMLIO M3 cocTaBa PekTopaTa B COOTBETCTBHU € MEpevHEM
KOOPAUHUPYEMBIX HM MOApa3ieNieHuH U chepoli ero 0TBETCTBEHHOCTH.
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IlpoekTEl NpuKa3oB MO JHYHOMY COCTAaBY PaOOTHHKOB BH3HPYIOT AOJKHOCTHBIC
JIMLA B CNEAYIOLIEM HOpsAKe:

1. JlupexTop 1o nepcoHany, BHOCALUHMA TIPOEKT.

2. Hayanpuuk  [lnanoBo-QuHAHCOBOro  ympaBieHHs  (IIPOEKTBl  NIPHKa30B,
UCTMOJIHEHHE KOTOPEIX TpebyeT PUHAHCOBOTO 00ecTIedeH ).

3. Havansauk [IpaBoBOTO yripapicHUA.

[IpoexTh! npHKa30B IO JIMYHOMY COCTaBY OOYYarOIIMXCA BU3UPYIOT JOJKHOCTHBIE
JULA B CIEAYIOLIEM NTOpsAIKe:

1. Jekan <axynpreTa (AUPEKTOp HHCTHTYTA, INKOJBLI, LEHTPa, KOJUIEIKA),
BHOCSLIUHA NPOEKT.

2. HavanoHuk  TlraHoBO-GWHAHCOBOTO  ympaslieHus  (IPOSKThl  NPHKAa30B,
UCTIOJIHEHHE KOTOPBIX TpebyeT PuHaHCOBOro obecreyueHus).

3.InaBublit Oyxrantep (NpOEKTbl TIPHKA30B, HCIIOJHEHHE KOTOpBIX TpedyeT
NOJTBEPXACHUS OIIAaTEl 00yUeH ).

4. Hauaneuuk [fpaBoBoro ynpasneHHs (IIpOEKTbI NPUKA30B, HCHOJHEHHE KOTOPBIX
TpeOyeT NpoBEPKH COOTBETCTBHUA 33KOHOAATENECTBY H JIOKANBHBIM HOPMATUBHBIM aKTaM
OUHYHUBEPCUTETA).

5. 3aMecTuTeNb POPEKTOpa, KypHpYIOLIHH y4yeOHYH) AEATENBHOCTh (fpU
Heo0XOAUMOCTH [0 YKa3aHHIO IPOPEKTOPA, MOANKCHIBAIOIIETO MIPHKAa3).

TlpoexTsl NPHKA30B 10 AAMUHUCTPATHBHO-X034HCTBEHHON AeATENbHOCTH BUBUPYIOT
JO/KHOCTHBIC NULA B CIEAYIOLIEM MOPSJIKE:

1. PykoBoaMTeENb CTPYKTYPHOIO MOApa3AeNeHUst, BHOCALLUH IIPOEKT.

2. PykoBoAuTeNns CTPYKTYPHOTO MOApa3fleNieHUs, B BeJEHHH KOTOPOTO HAaXOJATCH
BOIIPOCHI, paccMaTpHBaeMble B MPOCKTEe NpHKa3za (MPOEKTHl IIPHKA30B, HCIOJHEHHE
KOTOPBIX TpedyeT MPOBEPKU AAHHBIX MO PacCMATPHUBaEMBIM BOIIPOCAM).

3. Hauaneuk  [InaHoBo-¢pHHaHCOBOrO  ynpaBleHHA  (NPOEKTH  IPHKA30B,
HCTOJHEHHE KOTOPHIX TpedyeT PUHAHCOBOro oGecnedeHus ).

4. Havansuuk lpaBoBoro ynpasneHHs (IpOEKTEI NPUKA30B, HCIIONHEHNE KOTOPBIX
TpeOyeT NpoBEpKU COOTBETCTBHS 3aKOHOAATENLCTBY H JIOKATBHBIM HOPMATHBHBIM aKTaM
(DuHYyHUBEPCUTETA).

5. JlomXHOCTHOE NHLO M3 cocTaBa Pekropata B COOTBETCTBHH ¢ [lepedHeM
KOOPAHHUPYEMBIX UM MoApa3AeNeHuii U cpepoii ero OTBETCTBEHHOCTH.

JIOKHOCTHOE AWLO, HE COIJlacoBaBlllee NPOEKT MPHKa3a, BO3BPALLACT €ro ¢
UCIIpaBIECHUAMH U 3aMeYaHUsMH Ha NopalOTKy B CTPYKTYPHOE MoApasaeieHHeE.

Jo/mKHOCTHOE  JIMLO, COMNacoBaBllee MNPOEKT TMpHKa3a, HanpaBifeT €ro B
noApaseNieHle, COCYLIECTBIAIOLIEE paclievaTKy MNpHKaza Ha OlaHke (ganee — rpymnna
pacrevaTky):

- B Y IHA — npuxa3s 3a NOANUCKHIO peKTOpa;

- MOMOLIHUKAM JOJDKHOCTHBIX JIMIL M3 cocTaBa Pekropara — npukas 3a MOANHCHIO
JOJKHOCTHOTO JIMLA U3 cocTaBa Pekropara.

Buecenue u3MeHeHMH MM MCTIPaBle€HHH B COITIAaCOBaHHBIH NpOEKT NpHKa3a He
JOTYCKaeTCs.

r) NOAMHCaHME MPOSKTa MPUKa3a;

IlpenocraBneHne NpoeKkTOB NPHUKA30B Ha MOANHMCH PEKTOPY HIH JOJDKHOCTHOMY
MLy U3 cocTaBa PexTopata ocyluecTBaseTCA rpynnoi pacneyaTky.
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IIpoexTel mpHKa30B MOAMHCHIBAIOT PEKTOP W JAOJDKHOCTHBIE JIMIA H3 COCTaBa
PexkTopaTa B COOTBETCTBHHM C [EpeYHEM KOOpPAHHHpyeMBIX mnoipasfencHu#, cbepoii
OTBETCTBEHHOCTH, JENErHPYEeMBbIMH HM OPraHH3aLXOHHEIMH MOTHOMOYHAMHU H MOPAIKOM
3aMeIleHHs, YTBEPXIaeMBIMH NIPHKA30M PeKTopa.

TIpoexT npukasa npeaocTaBiseTcss HA NOANUCH PEKTOPY HIIM JOKHOCTHOMY JIHHY
M3 cocTaBa Pekroparta NONHOCTHIO OQOPMIEHHBIM, KpoMe peKBH3UTOB «Jlatay H
«PerucTpalnioHHBIA HOMEDY.

JlomxHocTHOE Mo 13 coctasa PexTopara NOANUCEIBAET MPHKA3 B CPOK He MO3AHEE
cleayrolero paGoyero IHA C MOMEHTA MOCTYILIEHHA [IPHKA3a Ha MOATKCh.

Iponecc noguucanus NpoeKTOB HPUKA30B KOHTPOJNHPYET PyIIia paciieuaTky.

BHeceHne n3MeHeHUH WK HCIIPABIICHHUH B MOANHCAHHBIHA NPHKa3 He A0YCKaeTcH.

1) perucTpauys npuKasa.

HoarucaHHble NIPUKAa3hbl PETUCTPUPYIOTCA:

1. B YIuA — npuxasen:

- 10 OCHOBHOM IedaTeJIhHOCTH,

- 10 aAMHHUCTPATUBHO-X03AUCTBEHHOH AeATE/IBHOCTH;

- 110 JIMHHOMY COCTaBy o0ydaroumxcs;

2. B TInaHoBo-¢nHaHCcOoBOM ynpasieHuu (fanee — [IOVY) — npukassl 1Mo JUIHOMY
cocTaBy paGOTHHKOB, TOATOTOBNEHHBIE [IDY.

3.B VYnpaBneHuH OyXrajJTepCKOro Y4€Ta, KOHTPOAS H OTYETHOCTH (Aanee —
YbYKO) — npuka3sbl no JTHHHOMY COCTaBy pabOTHHKOB, moarorosieHHele YBbYKO.

4. B LleHnTpe ruiaHupoBaHHs ¥ pa3BUTHA nepcoHana (ganee — L{IIPIT) — npukasbl no
JIKYHOMY COCTaBY pabOTHHUKOB, KpoMe noarotoBieHHEIX YBYKO, [1OV.

floanucaHHbIM  MNpHKa3aM TPHCBaMBAIOTCH  pPerMCTPallHOHHBIE HOMEpa H
NPOCTaBIAOTCS JATHI PETUCTPalMH.

OpuruHansl NpPHKa3oB XpaHATCA B COOTBETCTBMM ¢ HOMEHK/IATypaMHd el
ynpaBJieHHH, B KOTOPBIX OHH PErHCTPUPYIOTCS.

JIOKyMeHTBl, SBNIOIIMECH OCHOBAaHHAMHU IJI1 W3TAHUA [IPHKA30B, MepellaroTcd B
CTPYKTYPHBIE NOApa3aeeHns, OCYILIECTBIAIOIINE HX TeKylllee XpaHeHHe,

4.1.8. CTpyKTypHble ILOApAa3/ICIeHHs, OCYUISCTBIAIOLUINE PETHCTPAUHIO IPUKA30B,
MPOU3BOJAAT 3NEKTPOHHYIO PacChIIKY KOTIHH TMPHKA30B B CTPYKTYPHEIE MOJApa3ieseHus
OHHYHUBEPCUTETA B CUCTEME IEKTPOHHOIO JIOKYMEHTO000POTa.

B o6s3aTenbHOM nopsAake KONHHA NMPHKA30B JODKHEI HANPABJIAThCA B CTPYKTYPHEIE
NOApa3AeNICHUA-UCIIONHUTENN U B CTPYKTYpHBIE TMOApa3JeNeHHs, M[OATOTOBUBLINE
MPOEKThl MPHKAa30B, a TaKXE€ 3aHHTEPECOBAHHBIM CTPYKTYPHBIM HOAPAa3feNeHusIM H
JNOIDKHOCTHBIM THIIaM DUHYHUBEPCHTETA.

Konuu mpHKa3oB mo OCHOBHOH AEATENBHOCTH pPacCBUTAOTCA B COOTBETCTBUH C
peecTpaMH  pacChUIKH, KOTOPBIE  COCTABJHIIOT  PYKOBOIMTENH  CTPYKTYPHBIX
noAapasAcicHuil, NMOArOTOBUBIIMX MPOEKTbl NPHKa30B (mpunoxeHue Ne 29). PeectTpsl
pacchUIKH JOJKHBI TNpPUKIAABIBATBCY K MNPOEKTaM [IPUKa3oB NpM TNOATOTOBKE U
HalpaBJIe€HUU NPHUKA30B Ha COIVIACOBAHUE H MOANUCAHHE,

Konuun nmnpuka3oB 1o JAMYHOMY COCTaBy oOOyYalOIMXCH pacChlIalOTCsl B
COOTBETCTBHH ¢ THIIOBBIMH PeECTPaMH PacChIIKH, COCTABIEHHBIMH B Y JTHA.

Konuu npukazoB mo JMYHOMY COCTaBy paGOTHHKOB, PacCHUIAIOTCS B COOTBETCTBHH
¢ TUMOBBIMU PeeCTPaMHU PAcChUIKH, COCTaBACHHBIMH N0 npHHagexHocTH B LITTPTI, [TDY
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1 YBYKO.

TurioBbIe peecTpbl PaCcCHIIKH IPHKA30B K MPOEKTaM MPUKa30B He NPHUKIIAJBIBAKOTCH.

PeecTpbl pacchblUIKd APHKA30B XPAHSTCS B COOTBETCTBHH C HOMEHKJIATYpaMH Jel
CTPYKTYPHBIX NIOAPa3ACNeHHH, B KOTOPBIX OHU PETHCTPHPYIOTCS.

Komuu npuka3oB ZODKHBI pacCHUIaThCA B CPOK HE TO3JHee cliefiytolnero pabouero
IHA OT JaThl PperHCTPaliM MPHKa3a.

Komuu mpHKa30oB WM BBIMMCKH W3 MPHUKA30B, 3aBepeHHbIC MO MONHOH (opMme ¢
IIPOCTaBNCHHEM [e4YaTH CTPYKTYPHOTO [MMOJApa3lelieHHs, OCYLIECTBIAIOIIEr0 XpaHeHHe
OPUI'MHAJIOB MPHKa30B, MPH HEOOXOAUMOCTU C pa3pellieHHs PEKTOpa pacChUIAIOTCS B
3aUHTEPECOBAaHHBIE OpPraHU3alMU 10 UX [MHCHMEHHBIM 3alpocaM WM BBIAIOTCA HA PYKH
rpaxgaHaM Mo 3asBICHUAM.

4.2. PacniopsikeHune

4.2.1. PacniopsbKeHHe — pacniopAaUTeNbHbBI JOKYMEHT, U3aBAEMBIH 10 BONPOCaM
HH(OPMALIHOHHO-METOAUHYECKOTO XapaKTepa, ONePaTHBHOrO YIpaBICHHA AEATEILHOCTBIO
OuHyHuBepcuTeTa (IpPOBEACHHE COBCILAHUN, KOHdepeHUMd M T.I.), a TaKkKe I
OpPraHU3ALMK HCTIOIHEHWS TPHKA30B, MHCTPYKLUMHA H APYTHX HOPMATUBHBIX aKTOB.

PacniopsikeHue He OODKHO colep)kKaTh NPEANHCaHHi, HOCAIIUX HOPMAaTHBHEIH
Xapakrep.

PacnopskeHueM Henp3d YTBEpXIaTb H BBOAWTL B JelicTBUE Kaxkue-mHOO
OOKYMEHTHI.

PacniopsikeHMAMH Henb3sA AOIOJHATH, OTMEHATh, U3MEHATh KaKHe-NTHOO IyHKTbI
NPUKa30B MM IPHKAa3kl B LENOM.

PacniopsxeHne uMeeT orpaHUYeHHBIH CPOK AeHcTBUA M, KaK MPaBHIIO, Y3KHIl Kpyr
aJipecaTos.

PacniopshxeHus U34a10TCA:

- PEKTOPOM;

- TULOM, HCMOJHAKWUM O0O0S3aHHOCTH peKTopa B clyyae €ro OTCYTCTBHA,
Ha3HA4YEHHbIM MPUKA30M PEKTOPA;

- IOJDKHOCTHBIMHM JIMLAMH M3 COCTaBa PekTopara B COOTBETCTBHH € NEPEUHEM
KOOPOAWHHPYEMBIX NOApa3zfencHuil, cdepoil OTBETCTBEHHOCTH, HENETHPYEMBIMU HM
OPraHW3alMOHHBEIMH  TOJIHOMOYMAMH W TOPAJKOM 3aMeHIeHHs, YTBEepAAaeMbIMH
NPUKA30M PEKTOpa.

4.2.2. PacniopsikeHHs, HYXXJArOLIHecs B W3MEHEHMH (JONOJIHEHHU) HIH OTMEHE,
MOIEXKAT HIMEHEHUIO (JOMIOJIHEHHIO) HIIM OTMEHE ITYTEM U3AaHUs PacIIOpsKEeHHI.

V3MeHeHHs uimM JONOJNHEHWS BHOCATCA TONBKO B MEPBOHAYAIBHO H3NAHHOE
pacnopsxeHue. BHeceHHe H3MEHeHHI WM NONOJHEHWA B pacHopsyKeHUE O BHECEHHHU
W3MEHEHUH WIH JAONOMHEHHU He ONYCKAETCS.

4.2.3. PacnopspkeHHe 1MedaTaeTcsi Ha YTBEPXKAEHHOM OJaHKe pacnopskeHHA
OuHyHHBepcuTeTa (npunoxenue Ne 11). Yrnorpebnenue 6y1aHKoB MPOU3BONBHON (OPMEI
3aTpellaeTcs.

4.2.4, PacniopskeHHe JAOIDKHO HMMETH YCTAHOBICHHBIA KOMIUIEKC OOA3aTENBHBIX
PEKBH3UTOB U CTAOHUTBHBIN MOPAIOK UX PacloaOKeHH:

a) l1aTa IOKYMEHTa,

o

B - o
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Haroif pacnopshkeHWs ABJAETCSA Aara ero noanucaHus. Pacnops:xKeHHe BCTyNaeT B
CHJIy ¢ MOMEHTa ero MOAMUCAHHA U PETUCTPALIUH, €CNIM B TEKCTE HE OTOBOPEHHI Jpyrue
cpoxd. Jlaty pacmopsxeHUss MOXKHO OQOpMIATL KaK LUHM(POBBIM TaK U CIOBECHO-
HU(POBBIM CIIOCOO0OM.

Jaty pacnopsxeHus HeoOxoauMo oOGOpPMIATE B COOTBEICTBHH ¢ IpaBHIIAMH
odopmneHus pexpusura 11.

0) perucTpallMOHHBII HOMEP JOKYMEHTa;

PerucTpalliOHHBIM HOMEpPOM paclOPSUKEHHs SABIACTCA IOPSIOKOBLIA  HOMEp,
NPUCBaNBaeMbIi U3 PEruCTPaLlHOHHOTO MacCHBA B NpeJeniax KaleHIapHoro roja.

PeructpanvoHHbIi HOMep pacnopskKeHHUS HeQOXOAHMO O(QOPMIIAT B COOTBETCTBUH
¢ npaBUnaMu odpopMIIeHHs peKBU3UTa 12,

B) aapecarT (IpH HEOOXOAUMOCTH);

Oco0eHHOCTBIO  pacloOpAKeHHsl  SBNAETCA HajluudMe, TpU HeoOXOIUMOCTH,
pEKBH3HUTA «AJpecaT», KOTOpPbIH NMPUBOAUTCA B O0OOOLICHHOM BHIE B MPaBOM BEPXHEM
YIIy OT YeTBEPTOro MmoJoxeHus tabynsatopa (8 ¢M) U oTaenseTcd oT pekBu3uTa «Mecto
cocTaBleHHd (M31aHHA) JOKYMEHTa» OBYMs MEXCTPOYHBIMU MHTEPBAIaMH, HallpHMeEp:

3aBenyrOIIUM Kadeapamu,
JekaHaM (akynbTeTOB

AflpecoBaHHe paclOpPsSKEHHUS HeoOXOAMMO OQOPMIIAT B COOTBETCTBUH C
npaBuiaMi oOpMIIeHHS peKBU3HTA 15,

I') HAUMEeHOBaHue JTUO0 aHHOTAllMA JOKYMEHTa (3aroloBOK K TEKCTY);

Haumenopanme nubo aHHOTalLMA (3arojloBOK K TEKCTY) PpacIOpPsAXEHHS
COCTaBJACTCA JIMLIOM, FOTOBSILNUM TPOEKT PACMOPSDKEHHs, M JODKEH KPaTko U TOYHO
OTpakaThb COAEP)KaHUE TEKCTA.

PacnopsikeHHe JOMKHO HMETh HAUMEHOBaHKeE, KOTOpoe HauHHaeTes ¢ npeanora «O
(O6)». Hamnpumep: O nposenennn ..., 06 yuvaernn ..., O pgonycke ..., O
NpeaoCTABJIEHHH ... .

KpoMe TOro, B pacnopsbkeHHAX, KacaloLMXcA JIMYHOTO COCTaBa 00y4aloluxcs,
YKa3BIBAETCA MPUHAANEKHOCTD K akylnbTeTy (MHCTUTYTY, LIKOMAE, LUEHTPY), T.€. ero
HaUMEHOBaHHE, KOTOpOe MHIUETCS HAa CTPOYKY HHXKE Yepe3 OAWH MEeXCTPOUHbIH
HHTEpBal, HAYHHAETCA CO CTpPOYHON OYKBBI U COIJIacyeTcs C 3arojloBKOM 4epes Nnpemior
«I0», B JaTeJIbHBIM Majexe, HaIpuMep:

O AONYCKE K 3aHATHAM
no CDalcy.aneTy MEXKIYHAPOAHBIX JKOHOMHAYECKHX OTHOINEHHH»

B HaWMeHOBaHHH PacnopAXKE€HHA, KOTCOPOC H3IMEHACT HIH AdOMNOJNHACT pPaHEe
N3JaHHOC  PacnopaKeHHES, YKa3bIBacTCA KOHI{pCTHbIﬁ BOTIPOC MO CONEPKAHHIO
pacnopaxenns, NoaJIeXalero HaMEHEHHIO WIH JONONHEHHIO, HAlIpHMED!

00 H3MeHeHHH TeMbl KYPCOBO# padoThl

HITH
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O ponoaHeHHH cocTaBa padoyeH rpynnel o NOAroToBKe H NPOBEIEHHIO
III Mexaynapognoro moJioaéxkuoro gopyma GHHaAHCHCTOB

[Ipu HeoOXOAUMOCTH BHECEHHs M3MEHEHHH B paclopsKeHHe W3-3a NONYIIECHHOH
TeXHUYCCKON OLIMOKM YKa3biBaeTCAd THUIIOBOM 3arolloBOK CO CCBIIKOH HAa TEXHUUYECKYHO
OLIMOKY, HAaNpHMEp:

O BHeceHHH U3MeHeHHTl B pacnopsikeHHe
B CBA3H ¢ TeXHHYECKOH OWHOKOMH

[Ipy HeBO3MOXHOCTH CHOPMYNUPOBATH 3arojOBOK MO KOHKPETHOMY BOIIPOCY
COOEpXaHUs PacMOpsHKEHHS B HAaMMEHOBAaHHH PaclOpsKeHHs, KOTOpOE H3MEHsEeT HIIH
NOMONHACT paHee M3JAHHOE pacHopsHDKEHHe, YKashlBaeTCd TOJIBKO JaTa W HOMEp
pacnopsieHHs, B KOTOpO€ BHOCHUTCA H3MEHEHHe MM JOMOJHEHHE, TIPH 3TOM
HauMeHOBaHHE PaclopsKeHUs He YKa3bIBaeTCs, HallpUMep:

O BHeceHHH NoNMOJIHEHHI
B pacnopsixkeHne OUHYHHBEPCHTeTa OT ... Ne ...

HaumeHoBaHHe pacniopsKeHHs NeYaTaeTca depe3 ABa MEXCTPOUYHBIX HHTEpBaJIa OT
pekBu3uTa «MecTo cocTaBneHUA (M30aHNUsS ) JOKYMEHTa» CTPOYHBIMU OyKBaMH, HaYHHag C
NpONHUCHOi, (e3 KaBbIUEK MONY>XHUPHBIM IWIPHPTOM Ne 14 W BEIpaBHHBAeTCS 110 LEHTPY
TEKCTOBOTO TIOJIA.

HauMeHOBaHUe pacloOpsDKEHHs, COCTOSALIEE M3 HECKOJIBKHX CTPOK, TevaraeTcs
4yepes OAUH MEXCTPOUYHBIH HHTEpBAaJl.

HauMeHoBaHHe pacnopsbkeHHsT HeOO0XOAUMO oQOpMIATE B COOTBETCTBUH ¢
npaBUIaMi oQOpMIIEHHA peKBU3HTa 18,

1) TEKCT JOKYMEHTa;

B Tekcrax pacnopsixkeHHH NOMAKHBI YIOTPEONATBCA TONBKO OOLIENPHHATHIC B
PYCCKOM si3bIKe 0003HAUYEHUs, TEPMHHEL H COKpaLUEHHH.

Ilpn HeoOxomuMocTH yNoTpeONeHHsl COKpaLleHUs (COKpAaLIeHHOr0 HaWMEHOBaHHA )
B TEKCT¢ CHadajla MHIUETCA MOJIHOe HANMEHOBAaHWE, a 3aTeM B CKoOKax jaeTca ero
COKpalleHue (COKpallleHHOe HAMMEHOBaHHWE), 32 HCKIIOYEHHUEM  OOLIENpPHUHATHIX
COKpaWeHUH, HanpuMep:

Jlna obecriedeHns ... 00 A3 BIBAO ;
1. Mupexropa MHcTHTYTa cokpalueHHbIX NporpamM (aanee — UCIT) ... .

B Tekcrax pacnopskeHMii HaMMEHOBAaHHUA CTPYKTYpPHBIX IOApa3deeHuH,
KOJUTETHAJIBHBIX OpraHoB MUHyHUBEpCUTETa U JOJDKHOCTEH WX PYKOBORMTENEH HOJKHB]
MeyaTaThCsl B COOTBETCTBUU C NMpPaBUIaMH HANUCAHHMS 4YacTell U OTHENOB OpraHH3alHH,
JDOIKHOCTEH, yKa3aHHBIMH B IipaBunax ogopmieHus pexksusura 20.

Texcr pacnopsykeHHs, Kak MpaBWIO, COCTOUT M3 KOHCTATHUPYIOWICH H
pacropAnuTeNnbHOI YacTeil, HHOrAa ~ TOJBKO U3 pacllOpAAUTEbHOM.
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B koHcTraTupyromer dactu (mpeamOyie) KpaTKO H3JIaraloTcsl LeAd W 3a1a4H
NpeANnUChIBAEMbIX AeHCTBHM, DaKkThl UM COOBITHA, NOCTYXHBLIHE NPUYHHON H3TaHUA
pacnopsibkeHusa. OHa MOXeT Ha4HHaThCA clnoBaMU «B uensx», «Bo ucnonHeHde» H T.4.

Ecnu pacnopskeHHe M3JaeTCA Ha OCHOBAHUH JPYroro JOKyMeHTa, TO B mpeaMOyJe
YKa3bIBACTCA BUJ 3TOrO HOKYMEHTa B POOMTENHGHOM MafieKe, ero aBTop (OpraHu3auus),
Jata, HOMep H HAUMEHOBaHKe, HApHUMep:

«Bo ucnonHenue nprkaza GunyHuBepcureta o1 11.12.2012 Ne 677/0 «O co3nanum
nocTosHHO JAeficTyrowero KoopauHauuoHHOre copeTa 10 HHQOPMAaMOHHOMY H
nporpaMMHOMY obecrieveHHI0 y4eGHoro npouecca» 0 6 43 b1 B a 10 :».

1. 3aBenyromux kageapamMu IeJerHpOBaTh ... .

[Mpeambyna oOKaHYWBaeTCs CHOBOM «O 6 A3BIBAO :», KOTOpOE IHILETCS B
pPa3psaJKy CTPOUHBIMH OYKBaM¥ Oe3 KaBBIYEK, U CTABUTCS ABOETOUHE.

[Tpeambyna MOXET OTCYTCTBOBAaTh, €CJIM IIPEANUCBIBaEMEBIE JEHCTBUS  He
HYXAAKTCA B pa3biACHEHNH. TEKCT pacnopsyKeHHs B TAKUX Cllydasgx HAUYHHAETCA CO CIOBa
«O 6 13 Bl B a0 :» KOTOPOE THIIETCS B Pa3spAAKy CTPOUHBIMU OyKBaMH, Ha4YHHas C
NPONUCHOMN, H CTABUTCH ABOETOUME.

PacropsauTeNibHasi YacTh PacnopsbkKeHHs NOJDKHA HAYMHATBCA IMOCHe NpeaMOyIbl
KaK HOBBIH ab3all co cieayroLel CTPOKH Mociie ¢/1oBa «0 0 513 bl B & 10 1.

B TeKcTe pacnopsAMTE/IbHON YacTH Paclops)KECHUs yKa3blBAIOTCA:

- UCTIOJTHUTEIH;

- KOHKpeTHBIe AeHCTBHA;

- CPOKHU HCIIOJIHEHHS NPEANUCHIBAEMBIX AeHCTBHIH.

Tekct pacnopAAMTENBHOH 4YacTH AMUTCA HAa MYHKThL. IIYHKTBI HyMepyroTci
apabckuMHu LHGpaMu.

[IyHKTBI,  KOTOpHIE  BKMIOYAIOT  YIIpaBl€HYeCKHe  JEHCTBHA,  HOCALLHE
pPacnopsOUTENbHBIH XapaKTep, HaYHHAKOTCA C TJIarojla B HeOompedeneHHOH (opMe,
HanpuMep:

B cootBercTBUHU ¢ nocranosneHueM [lpabutensctBa Poccuiickoi Peaepaiyin oT
31.10.2009 Ne 869 «O nepeHoce BoIxoAHBIX AHed B 2010 roay» 4 B CBA3M C MPEACTOALNM
npasaHoBaHueM [Ipazanuxa Becuwl u Tpyaa 01 masg 2010 roga u Jua IloGeawr 09 Mman
2010 ronao6A3BBaKO:

1. Cuuratb 03 1 08 Masx 2010 roga DHAMH CaMOCTOATENBHOH pabOTHI CTYJIEHTOB.

3anpelnaerca AaBaTh MOPYYEHHS, KOTOPBIE BBIPAKAKOTCH IVIATOJNIAMH «YCUIIHUTHY,
«YKPENHTb», «IOBBICHTb», «YCKOPHTB» M T.N., HCIOJHEHHE KOTOPBIX HEBO3MOXHO
MPOBEPUTE.

Vka3zaHHe cpoKa HCIOMHEHWS JaeTcs OTAeNbHOH cCTpokoid. Hanucarnue paThl
JIOJDKHO COOTBETCTBOBAThH 0GOpPMIIEHHIO peKkBU3uTa 11.

Eciu 3apnanue wid  felicTBHE TMpeANoNiaraeT KOHKPETHOro  MCIOJNHHUTENA,
COOTBETCTBYIOLIHI MyHKT PacliopsiKeHUs JOJKCH HAYHHATHCA ¢ YKA3aHHSI NODKHOCTH U
dbaMuInKM ¢ HHULMANaMH (nocne GpaMHUINK) UCMIONHHATENS B POAUTENBHOM Hafexe (Koro),
HanpuMep:



54

B pensx onTUManbHOrO HCNONB30BaHHA NMOMELEHHH PHHAHCOBOTO YHHBEPCHTETA
00sA3pBaAO:

l.....

2.

3. [IpopekTopa Mo KaMUTaJIEHOMY CTPOWTENBCTBY ¥ MAT€PHANBHOMY 00€CMEUeHHIO
Jobaery T.B. o0ecneyuTh TeKYIIHA PEMOHT BhIIIENEPEYHCICHHBIX MOMELIEHUH.

Cpoxk 15.10.2012.

B kauectBe wcnomHuTeneil MOryT ObITh YKa3aHbl HaUMEHOBaHMA JODKHOCTEH
HCIONHKTENeH B 0000111eHHOM BHJIe, HAllpUMep:

QO0g3pIBAIO:
JekaHoB (aKyJIbTETOB NpeJoCTaBUTh B MeTOgUYecKoe yIpaBleHHe NepPeyeHb ... .
Cpok 05.04.2013.

Ecnu Heo0XoaMMO OMHOMY HUCIIOTHUTEIIO IMO0 KOJUIETHANBHOMY OpPTraHy IOpY4HTh
HECKOJIBKO 33JaHUil, NOANENKAIUMX HCIOJHEHHMI® B OJHH M TOT K& CpOK, TO
OTBETCTBCHHOIO HUCIONHHTENA M CPOK YKa3blBAalOT OJMH Pa3 B OCHOBHOM IyHKTe, a
MOpyuYeHHs BHIAEIAIOT B OTAEbLHBIE MOAMYHKTHI, HalIpUMep:

2. Unenos xomuccuy ao 15.12.2012:
2.1. [Tpoananm3upoBath yueOHO-METOAUYECKUE MATEPHATIBI IO JUCLHITIIUHAM ... .
2.2. IloceTHTh NEeKLMOHHBIE H MPAaKTHUYECKHUE 3aHATHA ... .

Ecay HeoOX0IUMO OOJHOMY UCTIONHUTEIO MTHO0 KOJUIETHAIBHOMY OpraHy NOPYYHTh
HECKOJIBKO 3afaHMi, MOMNeXAIUX HCMONHEHHIO B pa3Hbleé CPOKH, TO OTBETCTBEHHOIO
HCMOJNIHHUTEI YKasblBAlOT OJUH pa3 B OCHOBHOM IYHKTE, a MOpYYEHHsS H CPOKH
MCMOJIHCHUS BBIACIAIOT B OT/ENIbHbIE MOAMYHKThI, HAaPUMEp:

1. HayanpHuka YnpaeneHus 3akynok UyryHosa 10.B.:
1.1. PazamMecTuTh HHGOPMALIMIO O ... .

Cpok 07.04.2013.

1.2. IToaroTosuTh NpoEKT NpUKa3a o ... .

Cpok 27.04.2013.

Ecnu pacropsikenne H3MeHSeT WIM IOMOJIHAST paHee W3JaHHOe pacHopsKeHHe
HWIH KAaKHE-TO €ro IMyHKTbl, TO OJHH W3 MYHKTOB PacHOpAAHUTENBHOH HYacTd TeKCTa
pacnopsbkeHHs JAODKEH COJepXaTh CCBUIKY Ha OTMEHAEeMO€ HIH H3MEHSEeMOoe
(mononHseMoe) pacrniopsokeHHe (IMMYHKT paclopsbKeHHA) ¢ YKa3aHHEM €ro  aBsTopa
(opranuzaumu), Aathl, HOMEpa M HAMMEHOBAaHHUA. TE€KCT MYyHKTa AO/DKEH HAYHMHATHCS
cnopamMn «BHectn u3MeHenwe(-1) (mHononHeHue(-s1)) B pacnopsikeHue». Kaxnoe
H3MEHEHHe (JOMOJHEHNE ) JOKHO OBITh OPOPMIIEHO OTAENBHBIM MYHKTOM (MIOAIYHKTOM),
HanpumMep:
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O0a3mBalo:

BHECTH W3MEHEHHsa B pacnopsokenue Ouuynupepcutera ot 28.05.2013 Ne 378 «O
NpeJoCcTaBleHIH NIOMEILESHUN»:

1. ®akynbTeTy COLMONOrAM U TMONMUTOJIOTHH BHIACIHTE KoMHATy Nel mo ampecy
JlennHrpaackuii npoci., 1.49 BMecTO ... .

2. YOpaBneHHIO OpraHu3alui y4yeOHOTO mpouecca BhIIEJNMTh KoMHATy Ne 68 mo
agpecy JleHunrpaackuit apoci., 1.53 BMECTO ... .

BHeceHne H3MeHeHMH H JOMOJNHEHHWH B TNPUIOKEHHE K PACNOPAKEHHIO
ogopMaseTcs B TekcTe pacnopskeHus. Kaxkaoe n3MeHeHHe (0NOAHEHHE) AOKHO ObiTh
0o(OopMIIEHO OTHACABHBIM MYHKTOM ([IOAIYHKTOM ), HAIIPHMED:

Bepasuc...004A38Ba0:

BHECTH M3MeHeHHe B NMpuiomkeHHe Ne 1| k pacnopsxeHni0 PUHYHHBEPCHTETA OT
15.11.2012 Ne 138 «0O0 opranmsauun nposefcHua MexayHapoaHoll  Hay4YHO-
npakTaieckoil koHdpepeHuun «Jlekabpbckne yrenus umend C.b. bapHroasin:

1.BBecTH B COCTaB OPrKOMHTETa TEXHHUYECKOTO CeKpeTaps — 3aB. YucOHOH
nabopatopueii kadpeapsl « AyauT U KoHTpons» Uynpuny JLIO.

Ecnu npuiokeHue K pacropsKeHHI0 OQOpMIeHO B BHAE TaOIHLbl, BHECEHHE
M3MEHEHHH M JIOMOJHEHUH B HEro OCYILECTBAAETCS B IPHIOKEHHH K BBIIYCKaeMOMY
pacnopshxenHro. B TekcTe pacnopspkeHHs AaeTcs yKasaHHe, HallpHMep:

Bcepssuc...0643bIBako:

1. BHectn u3MeHeHHe B pacnopskeHue ®uHyHHBepcuTeTa oT 26.11.2012 Ne 743
«O 3aKperUieHuH TeM KypcOBbIX paloT», U3/0KHB NYHKT 16 MpUAOKEHHS B pelakLMU
COTJIaCHO MPHIOKEHHIO K HACTOALIEMY PaclopskeHHUIO.

Ilpunoxxenue
K pacnopsxeHno GUHyHUBEpCUTETA
oT Ne

BHecenHe H3IMeHEeHHH
B MPHJIO:KEHHE K paciopaxeHHI0 DHHYHHBepCHTETA
oT 26.11.2012 Ne 743

Ne Ne Gamunua U.O. Tema damumus H.0.

/0 | FpyIe CTYJEHTa KypcoBoH paboThl Hay4HOTO pyKOBOIMTEI

16 | 33-1 | Pyzanos A.Jl. |I[IpunHuuns Gyxranrepckoro Cadonora 1.B.
yera

[Ipy u3MeHEeHHH pelJakUUHU BCero MNpUIOKEHHA paclopskeHUe U MNPHIIOKEHHE K
HeMY 0(OPMIISIOTCA CEAYIOIIUM 00pa3oM:

Bepasuce...00830BAaKO;
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1. Buectu u3meHeHue B pacnopsokenne @unynHuBepcutera or 29.12.2012 Ne 157
«O mpenoCTaBlIeHHH CBEIEHHH B MPOrpaMMHBIA MOAYJb cOopa AaHHBIX By30B 2012 r.»,
U3N0KUB npuioxeHue Ne 1 K pacnopspkeHWIO B pellaklMM, COIJacHO NPUIIOKEHHIO K
HACTOALLIEMY PACIOPSIKEHHIO:

[ Ipunoxenue
K pacnopsbkeHuto OrHyHHBEpCUTETaA
oT Ne

ITEPEYEHD

BceX (PHIHAJIOB 00pa30BaTeIbHOIO YUpexKIeHHs

Ilpy HEOOXOAMMOCTH JONOJHEHHS pPACIOpSIKEHHs TPUIIOKEHHSIMHU  HOBOIO
coliep>KaHHsl paclopsbKeHUe U IPUIIOKeHHEe K HeMy 0(OpMIISIOTCS ClIeAYIOIUM 00pa3oM:

Bcessuc...00 536 Balo:

1. lononuute pacnopskenne Punynuepcutrera or 08.11.2012 Ne 130 «O06
OpraHu3allM¥ BCTpeuM mnpejacraButens bnarorBopurensHoro ¢ouga B.lloranuna c
y4aCTHUKaMM KOHKypca MOJIOJbIX IpernojaBareneil» npunoxendem Ne 2 corziacHo
IPHJIOKEHHUIO K HACTOSLIEMY PaCIIOPSKEHHUIO.

[Ipunoxenue
K pacnopspkeHur0 OUHyHUBEpPCUTETA
oT Ne

[Tpunoxenue Ne 2
K pacrnopshkeHut0 OPUHYHHUBEPCUTETA
ot 08.11.2012 Ne 130

CIIUCOK

nodeauTe el KOHKYpca rpaHTOB /sl MOJIOAbIX NpenojaBaTesieH
rocyaapcerBeHHbix By3oB Pocenn 2001 — 2009 rr.

B pacnopsbkeHust He cleayeT BKJIKOYaTh NYyHKT «PacrnopsbkeHue OOBECTH [0
cBefieHus ...». CTpyKTypHbl€ IO/pa3jejeHusi, OO CBEIEHHs KOTOpPBIX [JOBOIAMTCS
pacnopspkeHHe, NepedHCIsSIOTCS B peecTpe pacChUIKU pacoOpsiKeHHS.

B mnocnenHeM myHKTe pacrnopsiAMTENbHONM YacTH pacropsHKeHHs YKa3bIBaeTCs
JNOJDKHOCTHOE JIMILIO, Ha KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3a UCIIOJIHEHUEM PaCIOpsKEHHs B
L[eJIOM, HalpuMep:

5. KoHTposib 3a HCMOJHEHHWEM pacHoOpsKeHHs OCTaBjIfAl 3a co0oi (uiu
BO3JIararo Ha ...).
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TexcT oThenseTcd OT HAWMEHOBAHUS PpAacToOpsXEHHUA ABYMS MEKCTPOYHBIMH
HHTEepBaNaMH, nedaraercsa pexkoMeHAyeMbiM wpHpToM Times New Roman Ne 14 uepes
OJUH — MONTOPa MEXKCTPOUYHBIX UHTEepBala OT HYJEBOTO MOJOXKEeHHs Tabynaropa (JeBoH
rpaHHULBI TEKCTOBOIO IMOJIA) U BBIPABHUBAETCS MO JIEBOH M NMpaBoil rpaHUL[AM TEKCTOBOIO
nonst. IlepBas cTpoka kakaore abzala HAYWHAETCA C NEPBOro MojoxeHHs Tabynsropa
(1,25 cM) oT N1eBOM rpaHHULBl TEKCTOBOTO MOJIA.

Tekct pacnopsxkeHUs HeoOXoOMMoO O(OPMIATE B COOTBETCTBHH € IMpaBHJIAMU
odopMieHus pexkpusuta 20.

¢) IOANUCH AOKHOCTHOTO JIHLA;

[Mognuche pacHnopskeHHss COCTOMT M3  HaUMEHOBaHHMA NOJDKHOCTH  JIHIA,
MOAMKCBHIBAIOIIET0 JOKYMEHT, JIAYHON NOANKMCH, pacliM(pOBKH MOAMMCH (HMHHLMAJIBL,
paMunus).

HanmeHoBaHHe JOKHOCTH JIML@A, IOJMHUCHIBAIOLIENO paclopsKeHHe, NevaraeTcd
OT JI€BOH TpaHUIBl TEKCTOBOTO TOJA, MHHIMANBI U (JaMUNUAg — OT MpaBOH TIPaHMLbI
TekcToBoro mnons. [loanuce oTaensercs OT TEKCTa pacmopsHKeHHA ABYMS — Y€TBHIPEMA
MEXCTPOUHBIMH HHTEPBAJIAMHU.

IToanuce pacnopskenHs HeoO6xoAHUMO OGOPMISATh B COOTBETCTBHHM C IPaBHIaMH
odopmieHus pexpusuTa 23.

) BU3a (PyKOBOAUTENA, BHOCSLLETO MPOEKT),

PacnopsikeHnsi UMEIOT OOHY BH3Y — PYKOBOAUTENS CTPYKTYPHOTO NoApasacieHHs,
BHOCALLETO NMPOEKT PaclopsyKeHUs.

Busy pykoBoOWTENs CTPYKTYPHOTO TOApa3jeiieHHs, BHOCSIUETO INPOEKT
pacnopsDKeHUsl, Ha TIPOEKTaxX pPaclopsiKeHHH O(QOpMIAIOT B HIDKHEH 4acT# 00OpOTHOH
CTOPOHBI TIOCNIETHErO JIUCTA PACOPSIKEHHS.

Ilepen BW30H pyKOBOOMTENs, BHOCALIETO MPOEKT pacloOpsKEHHsA, OT JIEBOH
rpaH4Lbl TEKCTOBOIO mNOJIA MedaTaloTcs cioBa «PacmopsbkeHde noarorosun:» (6e3
kaBbl4yeK). Hike odopmisiercs BU3a — HAUMEHOBaHHE JODKHOCTH BU3HPYIOLIErO JHLA OT
J€BOA IPaHULbl TEKCTOBOTO INOJIA, JUYHAs MOAMNKUCH — OT JIEBOH IpaHULbl TEKCTOBOIO
NOAs, UHULHAAIB W (aMHINA — OT BTOPOro MOJOXeHUA Tabynsropa (4 cM), mata — OT
7IeBOH IpaHHLibl TEKCTOBOTO MOJIA.

Kak npasuno, cornacobanue IMpOEKTa paclopsDKeHUs ¢ PYKOBOZUTENSAMH APYIux
CTPYKTYPHBIX NOApa3iceHUHA WK ¢ JOKHOCTHBIME JIMHAMH BU3aMU He odopMIsercs.

Buszy pykoBoauTensa IOApasAEN€HHUs, BHOCAILET0 TPOEKT paclopsiKeHHud,
Heo0x0aMMo oQOPMIIATE B COOTBETCTBHH C NpaBUiaMil 0QopMIIeHHs peKBH3UTA 25.

3) OTMETKa O HATHYHH TIPHIIOKEHUIA.

Ecnu  pacnopsaxeHHe HMeeT MPUIOKEHHA, TO B MpaBOM BEPXHEM YNy
TIPUJIAraeMeIX JOKYMEHTOB, OT NATOTrO nonokeHus tadynaropa (10 ¢cM) aomkHO OBITH
HaneyaTaHo c¢noBo «[lpunoxenue Ne» (BkMO9Was 3HAK HOMEpPA) ¢ YKA3aHHEM BHIA
pacnopaaMTenbHOro JOKYMEHTA, €ro aBTopa (OpraHu3aluM), JaThl, HOMepa, HAMPUMED:

Ipunosxenune Ne 1
K pacnopsokeHn0 PUHYHUBEpCUTETA
o1 16.09.2012 Ne 119

[lpunoxeHna HyMepyroTcs MPH HaJIMYHM HECKOJBKHX Tpunoxenui. Ecam
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NpUJIOKeHHE OAHO, TO 3HaK HoMepa «Ne» ¥ nudpa «1» He cTaBUTCA.

[IpunoxeHus K pacmopsKeHHIO, pa3paboTaHHBIE B CTPYKTYPHOM IOApa3felieHHH,
JAOJDKHBL UMETh MOANUCH PYKOBOAUTENS JaHHOTO CTPYKTYPHOTO MOAPa3Ae/ICHHS.

CrTpaHuiBl pacnopsDKEHUA M MPHIOXKEHHH K HeMy HYMEpYIOTCA Kak eIUHBIA
DOKYMEHT MOCepeIMHe BEPXHEro Mo TUCTa apabcKUMU LudpaMi.

OTMeTKy 0 HaJIMUHH TPUIOKEHHH K pacnopskeHHI0 HeoOXoaumo oGopMIATE B
COOTBETCTBUH ¢ MpaBUIaMH odopMIIEHHA pekBH3HTa 21 (B 4acTH, OTHOCAIIEHCT K
pacnopaauTe/bHOMY NOKYMEHTY).

4.2.5. Tloaroroeka pacnops)KeHUs BKIIOYAET B cebs:

a) cOop HeoOX0AUMBIX CBEACHHH;

IIpoekTsl pacnopsbkeHu# pa3pabaThIBalOTCA CTPYKTYPHBIMH MOApA3ACHEHUAMH 110
MOPYYEHHIO PEeKTOpa WIIH JO/DKHOCTHBIX JIMI M3 cocTaBa PekTopara, HMEIOLIHX TPaBo
NOJMHUCH pacnopsHKeHHH, 1160 Mo coOCTBEHHOH HHHULIMATHUBE.

[lepen paspaboTkoill MpoeKTa pacnoOpsKEHUS TINATENbHO H3YUalOTCA JOKYMEHTHI H
CBEJICHHUS, ABNAIOLINECS OCHOBAHUAMH K U3JaHHIO PacopsKeHHs.

0) NOAroTOBKY M cornacoBaHHe (€3 opopMIICHNUS ) MPOEKTa pacIopKEHHS,

Obecneyenne Ka4ecTBEHHOH RHOATOTOBKH MPOSKTOB PacnopskeHU BO3IaraeTcs Ha
PYKOBOAMTEJIEN CTPYKTYPHBIX NOApa3fefieHUH, KOTOpbIe TOTOBAT W BHOCAT HPOEKTHI
pacnopsKeHuH.

IIpoekTrl pacniops>keHHH O BHECEHMH W3MEHEHHH (OMOMHEHHI) B paHee H3AaHHOe
pacnopsbkeHHe HIM O €ro OTMEeHe pa3padarbiBalOTCd TeMH  CTPYKTYPHBIMH
NoApa3fesieHUsAMH, KOTOpble T[OTOBHUJM paclopskeHUe, NOIeKauee H3MEHEHHIO
(AONONTHEHNIO) UJIU OTMEHE.

CornacopaHle MNpPOEKTOB PaclOpPsAKECHUN MPOBOANTCA C PYKOBOAUTENIMH Te€X
CTPYKTYPHBIX  MOApasdeieHHH, B  BEASHHH  KOTOPBIX  HAXOIATCA  BOIPOCSHI,
paccMaTpHBaeMbie B pacrnopspkeHHd. CornaacoBaHHe AOMKHO MPOBOAUTHCA ONEPATUBHO B
paboueM nopsaaKe JTUYHO WIH AOCTYITHBIMU CPEACTBaMH CBA3H Ge3 odopMIeHUS BU3AMH.

B) MOAMUCAHHUE NPOEKTA PacOpPsKEHHU;

TlpenoctaBieHne MpPOSKTOB  paclIoOpsDKEHMH Ha  MOANUCH  PEeKTOpYy  MIH
DODKHOCTHOMY JIMLY M3 cocTaBa PexTopara ocyllecTBAsSeTcS TOJBKO MOC/E NPOBEPKH
NPaBUIBHOCTH OGOPMICHHS [IPOEKTOB paclopsDKEHHH, KOTOopas OCYLUECTBIIACTCS B
Y]IuA. '

IlpenocraBneHue IMpPOEKTOB pPacnopsHkKeHUA Ha MPOBEpPKY THpPaBUIbHOCTH
odopMiIeHHT  OCYIIECTBIAETCA  HENOCPEACTBEHHO  palOTHHKaMH  CTPYKTYPHBIX
[OApa3aecHUH, MOArOTOBUBIUMMH ITPOEKTHI PACNOPSKEHHH.

[peaocTtaBieHHe NPOEKTOB  PpACHOpsDKCHUH Ha  MOAMUCH  pPeKTopy  HIH
OOJKHOCTHOMY JIMIY U3 cocTaBa PekTopaTa ocylliecTBIA€TCA IPYIINOA pacleyaTKH.

PekTop  mommMchiBaeT — MPOEKTHI pacnopsokeHHd MO AeATENBHOCTH
®unynHuBepcuTeTa B LENOM, a TaKKe MPOCKTHl PaclopsKeHUM Mo JAeATEIbHOCTH
CTPYKTYPHBIX  moapazfeneHud, paboTy KOTOPHMX  KOOPAMHHPYIOT  HECKOJBKO
JOJKHOCTHBIX JIML U3 cocTaBa PekTopaTa U oXBaThIBAKOUIMX C(pepbl OTBETCTBEHHOCTH
HECKOJIBKHX JOKHOCTHBIX U 13 cocTaBa Pexropara.

JomxHocTHOE nHuo W3 cocTaBa PexkTopata moarMchiBaeT MPOEKThl PaclopsyKEHHH
TONBKO MO [OEATEIBHOCTH TeX CTPYKTYPHBIX MNOApasAelieHHH, paGoTy KOTOPBIX OHO
KOOPAHHHPYET, B COOTBETCTBUH C IIePeHHEM KOOPAMHHUPYEMBIX MojpasacieHui, chepo
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OTBETCTBEHHOCTH, AEAErHPYEMbIMH UM OpPraHU3aLMOHHBIMU MOJTHOMOUHUAMHU H MOPIIKOM
3aMeLLEeHNs, YTBEPKIaeMbIMHU [IPUKA30M peKTopa.

IIpoexT pacnopsxeHus NpeAacTaBiseTcs Ha MOANHCH PEKTOPY WIH AOJKHOCTHOMY
nMUy H3 cocTaBa PekTopaTta MoNHOCTBIO OQOPMIIEHHBIM, 32 HCKIIOUEHHEM PEKBHU3HTOB
«lata» u «PeructpallioHHBI HOMEP».

JIomKHOCTHOE NHLO K3 cocTaBa PexTopaTa MOANUCHIBAET pacloOpsXKEHHE B JEHDb
MOCTYIJICHUS IPOEKTA paclOPsDKEHHst Ha NMOANKCE.

Ilpouecc NOANWUCAHMA NPOEKTOB  PacNOPAXKEHWH  KOHTpOJUpYET rpymmna
pacneyaTKH.

BHeceHHe H3MeHeHMH WIM HCHOpPaBIeHUH B MOANUCAHHOE paclopshkeHue HIH
COrTacOBaHHBIN MPOEKT HE JOMYCKAeT .

I') perucTpanus pacnopsXeHHs.

[lonnucanHoe pacnopskeHUe perucrpapyerca B ¥ JuA.

TloanucaHHBIM pacnoOpAKEHUAM [PUCBAHBAIOTCA PETUCTPAllHOHHBIE HOMepa H
NPOCTaBNAIOTCS JAThl PETHCTPAIHH.

Opurudansl pacnopseHUl XpaHATCA B COOTBETCTBUM ¢ HOMEHKIATypoH nen
YuA.

4.2.6. YIIUA ocylecTBIgeT 3NMEKTPOHHYIO pacChUIKY KOMHH paclopsHKeHHH B
CTPYKTYpHBIE  TOZpa3iejieHHss B  CHCTEME  3JEKTPOHHOro  JOKyMEHT000OopoTa
QOHHYHUBEPCHTETA.

B o0s3arensHoM mnopslke KOIMM paclopsDKeHUA NODKHBI HamnpaBiATHCA B
CTPYKTYPHBIE  [OLPA3ACNECHUA-UCIOIHUTEIM U B  CTPYKTYPHBIE [MOJpa3ieNeHus,
MOArOTOBUBIIHE IIPOEKTHl PACIOPIKEHHUH, a TaloKe 3aHHTEPECOBAHHBIM CTPYKTYPHBIM
nojpa3aeneHusIM H JOHKHOCTHBIM 1HaM PHHYHUBEPCHTETA.

Konuu  pacnopsXkeHHs  pacCEUIAIOTCS  3aHHTEPECOBAHHBIM  CTPYKTYPHBIM
noApa3feNeHUsM 1 JOJDKHOCTHBIM JHUaM DUHYHHBEPCHTETa B COOTBETCTBUH ¢ PEECTPOM
paccbUIKH, KOTOpBbIfi COCTaB/ifeT PYKOBOJAUTENb CTPYKTYpPHOro MOApa3lesieHus,
NOArOTOBHUBLUMIA MpOeKT pacnopsxeHus (mpwioxeHne Ne29). Peectp pacchuiku
pacnopsbkeHHs JO/KeH MPHKIAALIBATECS K MPOEKTY PacloOpsKEHHs MPH MOATOTOBKE H
HanpaBleHUH HA TOAMNHKCH.

Konun pacnopsbxeHHH AOMKHBI PacCchIaThCA UCMOMHUTENAM H 3aUHTEPECOBaHHBIM
JOJDKHOCTHBIM JIMLIAM Y CTPYKTYPHBIM MOApPa3fe/IeHUsAM B CPOK HE MO3JHEE CIIEXYIOLIEr0o
pabouero AHs OT AaThl perHCTpalivi paclops KeHHs.

4.3. PeineHue

4.3.1. Pelienvie — HOpMaTHBHBIH JIOKATBHBIN aKT, MPUHUMAEMEIH KOIETHANBHBIMUA
UM COBelaTe/lbHBIMU OPraHaMH B LEIAX pa3pelleHds Haubosiee Ba)KHBIX BOIPOCOB
AeATENBHOCTH.

Pewrenna usnatot obume cobpanui, y4€HbIE, METOAHYECKHUE COBETHI H Ap.

4.3.2. PerieHue odopmagercs ¢ cobmogeHHeM TpeGOBaHMA K O(OPMIIEHHIO
NPHKA30B, 3a HCKIIOYEHHEM TOro, 4YTO  KIIOYEBBIM  CIIOBOM  OTIEJSAIOLLUM
KOHCTATHPYIOWLYI0 4acTh TEKCTa OT PaclOpSAHTENbHON, SBIAETCS TIJarosl «pellunn,
«peLIna», «PeLHIny.
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4.3.3. PerueHusAMH  TakKe  HA3bIBalOTCd  COBMECTHBIE  pacHOpAOHTENbHEIE
JOKYMEHTBI, TIpUHHMaeMble OByMs M Oolee opraHaMy, MMEIOUIMMM NpaBo H3JaBaTh
pasnuyHble no GopMe pacnopsuTeIbHble JOKYMEHTHI.

4.3.4. CoBMecCTHBIE pelieHUs oQOPMIIAIOTCS TaK K€, KaK i COBMECTHBIE TIPHKA3HI.

4.4. [lonoxenue, NpaBuia, UHCTPYKLIHS

4.4.1. ITonoxxeHue (mpaBHia, UHCTPYKLUA) SABIAETCA JIOKANBHBIM HOPMATHBHBIM
aKTOM (PUHYHHBEPCUTETA, YTBEPXKIAEMBIM:

- PEKTOpOM,;

- IMLOM, HCIONHAOWMM O00sS3aHHOCTH peKTopa B Cly4yae €ro OTCYTCTBHA,
Ha3HA4eHHBIM NPHUKA30M PEKTOpA.

JOMKHOCTHBIE HHCTPYKLIMH, KpOME TOT'O, YTBEPKAAIOTCA:

- JOJDKHOCTHBIMM JIMLAMH M3 COCTaBa PexTopaTa B COOTBETCTBHU C NEPEYHEM
KOOPAMHHUPYEMBIX NOApa3fc/]eHUi, cdepoil OTBETCTBEHHOCTH, JE/CTUPYEMBIMH HM
OpraHU3aUMOHHBIMY  [OTHOMOYHMAMM ¥ NOPAJKOM  3aMEIICHHA, YTBEpPXAaeMbIMH
NpPUKa30M peKTopa.

[TpaBuna — JOKYMEHT, YCTAHaBIUBAKOLLUA HOPMBI M TpeOOBaHUs, 00s3aTENbHBIE
JUTs1 BEITOJTHEHUS.

TMonoxeHne — MOKyMEHT, YCTaHABIUBAIOLIHH CHCTEMHO CBfA3aHHBIE MEXJIY coOOH
NpaBuia Mo BOIPOCaM, OTHECEHHBIM K KOMIIeTeHUHNH PUHYHHUBEPCUTETA.

HHCTpyKIMS — JOKYMEHT, B KOTOPOM H3J1araeTcs MOopsaoK OCYLIeCTBICHHs KaKoH-
1100 OesTeTbHOCTH WIH NOPALOK IPUMEHEHHS TTONOKEHHUH H HHBIX HOPMATHBHAIX aKTOB.

4.4.2. [lonoxxenue (mpaBuia, HWHCTPYKLHMs), 3a HCKAIOYEHHEM JIOJDKHOCTHOM
WHCTPYKLMY, YTBePXAACTCH NPUKA30M U OQOPMIAETCS KAK NMPUIOKEHHE K MPHKa3y Ha
CTAHIAPTHBIX JIUCTax Oymary popmata A4,

JIOMKHOCTHAS MHCTPYKLMS YTBEP/KAAETCA IPUPOM yTBEPXKACHHSA W N€YaTaeTcs Ha
YTBEpXACHHOM 001eM yrioBoM OnaHke @uHyHUBepcUuTeTa (pusoxeHne No 12).

YnotpebneHue 61aHKOB NIPOU3BOJILHON QOPMEI 3aMpelaeTcs.

4.4.3. [lonoxenue (npaeuna, HHCTPYKLUMS) HOOMKHO HMEThb YCTAHOBIIEHHBIH
KOMIUIEKC 0043aTeNbHBIX PEKBU3UTOB H CTA0WIIBHBIH ITOPANOK HX PAcTIONOKEHHUS:

a) OTMETKa © HAJIHYUM NPWIOXKEHHH (TOMBKO M TNONoXeHUA (IpaBul,
MHCTPYKLHH), OPOPMICHHOTO KaK MPIIOKEHHE K NPUKA3Y);

OTMeTKa O HalIM4YMM YTBEPXKJACMbIX TNPWIOKEHHH (MOTOXeHHe, IpaBHia,
MHCTPYKLHA) K TIpHKa3ly oQoOpMIAeTcs B MpaBOM BEPXHEM YINY YTBEpKAAaeMbIX
npunoxeHut. Or naroro nonoxeHus tabynatopa (10 ¢M) momkHO OBITH HamevaTaHO
cnoso «Ilpunoxkenne Ne » (Be3 xaBblueK, BKMIOYas 3HAK HOMepa, €CNH NPHIOKEHUH
HECKOJIbKO).

CrpaHnubl NIpHKa3a U NMPHIOKEHUH K HEMY HYMEPYIOTCA KaK eJUHBIH JOKYMEHT
noceperHe BEPXHETO MO JIUCTA apabCKUMHU LH(ppaMu.

OTMeTKy 0 HaJWYuM NpPUWIOKEHMH K TNpHKasy HeoOXoarMo ogopmisaTs B
COOTBETCTBUH € MpaBUIaMH OQopMIeHHs pekBU3UTa 21 (B 4acTH, OTHocHiledca K
pacnopsiIUTeNbHOMY JOKYMEHTY).

©) rpud yTBepKACHUS,
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Hns nonoxeHusa (MpaBHil, HHCTPYKLUHH), OGOPMIIEHHOIO Kak TMpPHIIOKEHHE K
npukasy, rpud yrBepxaenus — crioso «YTBEPXIEHO» («YTBEP)XIEHDbI»,
«YTBEPX/IEHA»), cornacopaHHoe B poAe H HYHCAE € BHIOM YTBEPXKIAEMOIO
NOKYMEHTa, [e4aTaeTcs 4depes JiBa MEeXCTPOYHBIX HMHTEpBana OT OTMETKH O HaIWYMH
NPUIOKEHHH MPONMHCHBIMH OyKBaMH 0OBIYHBIM IpHdTOM pasMepoM Ne 16 6e3 kapbluek U
BBHIPABHHBAETCS IO JIEBOMY Kpalo OT mATOro nojoxkeHusa tabymsropa (10 cm). Hike
NEeYaTaeTcsa CJIOBO «IPHKa3» CTPOYHBIMH OyKBaMH B TBOPHTEIBHOM MAaEXKe, €ro aBTop
(opraHusanus), nata ¥ HoMep. CocTaBHble HYacTH JaHHOTO PEKBH3MTa MevaTaloTcs depes
OJUH MEXCTPOYHBII HHTEpBaJ, HAIPUMED:

[punoxenue

YTBEPXIEHO
npuka3oM OCHHYHUBEPCUTETA
oT 21.09.2012 Ne 719/0

Jns AomKHOCTHOH UHCTPYKUHH Tpu{ yTBepXaeHus — cioBo «YTBEPXKIAAIO»
nevaTaeTcs NMPONUCHBIMH OYKBaMK 0OBIUHBIM WIpUdTOM pasmepoM Ne 16 6e3 KaBbIMEK H
neyaTaeTcs LEHTPOBAHHO OTHOCHTENBHO JJIUHHOH CTPOKM OT IATOTO MOJNOXKEHHS
Tabynsaropa (10 cM). Hmxke nedataroTes cTpouyHBIMH OYKBaMH, HayMHas C MPONHCHOM,
HaMMEHOBaHUE JOKHOCTH JIMUA, YTBEPXAAIOLIEro JOKYMEHT, HHXe ero MHHMLHUaNbl H
tdamunua. [Toa HUMH DpocTaBisieTcs Jara, B KOTOPOH MOryT OBITH 3apaHee HameyaTaHsl
TOJBKO MeCALl U Fof yTBepKAeHHs AoKyMeHTa. COCTaBHBIe YacTH JaHHOTO PEKBU3HTA
nevyaTarTCA Yepe3 NoNTopa MEXCTPOUHBIX HHTEPBAJIa, HANpHMep:

YTBEPXJIAIO
Pexrop ®uHAHCOBOIO YHUBEPCHTETA

M.A. JcKkUHAapOB

« » dexabpa 2013 r.

I'pud yTBepXKIACHHA AOMKHOCTHOH HWHCTPYKUMH HeoOXOAMMO pacrnonarath Ha
BBICOTE HIDKE YPOBHs pacnionoxeHus ['ocynapcreHHoro repba Poccuiickoii ®denepanyu.

I'pud yTBepKaeHHA MOAOKeHUA (MPaBWI, HHCTPYKLHH) HEOOX0aAUMO 0QOPMIIATE B
COOTBETCTBUH C NIpaBUIaMH oopMIIEHUS PEKBU3HTA 16.

B) BUJ JOKYMEHTA,

U1 nonoxeHus (mpaBUN, HHCTPYKIHH), O(QOPMIEHHOr0 KaK MPHIOKEHHE K

npukasy, Bua  aokymenta—cnoso  «INOJIOKEHHUE»  («<ITPABHUJIA»,

«HHCTPYKIMHSN») neyataercs uepes aBa MEKCTPOUYHBIX HHTEpBala OT rpuda
YTBEPKIOEHHA TMPOMHCHBIMY OyKBaMH NONYXHPHEIM wpudrom pasmepom Ne 16 Ges
KaBbl4eK H BBIDABHUBAETCA MO LEHTPY.

Ans nosskHocTHOM MHCTpykumn Bua nokymenta — cioso « MHCTPYKHHUS»
neyaTaeTca 4epes JBa MEXKCTPOUYHBIX HHTEpBaJla OT HAaUMEeHOBaHUA DHHYHHBepCHTETA
NPONUCHBIMH OYKBaAMH MONYXHPHBIM [ipudTOoM pasmepoMm Ne 16 Ge3 KaBbiueK H
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BBLIPAaBHHBAETCA IO LIEHTPY OTHOCHTENBHO PAaCHONONKEHHS PEKBU3UTOB YITIOBOTO 00LUEro
Onanka OUHYHUBEPCHUTETA.

Bun goxkymeHra HeoOxoauMo oGOpMIATE B COOTBETCTBHH ¢ IIpaBHJIaMH
oopmiieHus pexpusuta 10.

r) Jata AOKYMeHTa (Ins MojoxkeHUd (NpaBWi, HHCTPYKIHMH), OQOPMICHHOIO Kak
NIPWIOKEHHE K TpUKa3y, odopMiseTcs Ha NpuKase);

Jlato#t nOMKHOCTHOH MHCTPYKLUMM sABIsAeTcs ngata €€ yTBepxkieHHA. Jlaty
JOKHOCTHOH MHCTPYKUMM MOXKHO O(OpMIATE Kak UUGPOBBIM, TaK H CJIOBECHO-
IU(PPOBBIM CNOCOOOM.

Jaty NOMKHOCTHOH WHCTPYKIMH HeoO0XoauMo o¢oOpMIATE B COOTBETCTBHH C
npaBuiaMH OQOpMIIEHHS peKkBH3HTA 11.

J) pETHCTPALHOHHBIH HOMep AOKyMeHTa (ISl MOJIO)KeHHs (MpaBUil, UHCTPYKLIUH),
o(opMIEHHOr0 KaK NPUIOKEHHE K MPHKa3y, opOpMIIAETCA Ha IpUKase);

PeructpailuoHHBIM HOMEPOM AOMKHOCTHOH HHCTPYKIHMH SBISACTCA MOPAIKOBBIH
HOMeEp, NpPHUCBaUBaeMbli U3 PErUCTPALHOHHOIO MAaccHBa HOMEPOB IO JOKHOCTHBIM
HHCTPYKLHAM B MNpelenax KaJeHJApHOro roja M JONOJNHEHHBIA HMHACKCOM Jena Iio
HOMeHKnatype men LleHTpa milaHMpoBaHUA M pa3BUTUA NMEpPCOHANA, B KOTOPOM XpaHHWTCS
MOJIMHHHUK TOKYMEHTA.

PerucrpallHOHHBIH HOMEP AOJKHOCTHONM HHCTPYKUUM HE00X0AHMMO O(QOpMIATEH B
COOTBETCTBHH ¢ MpaBUiaMu odopMIIeHUs peKBU3UTA 12.

€) HauMeHOBaHHe TUO0 aHHOTALMA JOKYMEHTA (3aroJIOBOK K TEKCTY);

HaumeHoBaHue nubO aHHOTAlMs (3aroflOBOK K TEKCTY) MOJIOKEHWs (IMpaBHIL,
MHCTPYKLMH) COCTaBIAETCS JIMHOM, MOJATOTOBUBIUMM IIPOEKT TMOJIOXKEHHS (MpaBHI,
UHCTPYKLHHU ), U AOKHO KPAaTKO M TOYHO OTpaxaTh COJepXKaHHEe TeKCTa.

[TonoxeHnue (mpaBuna, HHCTPYKLHUA), OQOPMIEHHOE KaK MNPUIOXKEHHE K MpUKA3y,
KaK IpaBHlO, NMeeT HaWMEHOBaHHe, KOTOpPOe HayHHaeTcad ¢ mpeiora «o (00)» wu
NHLLETCSA CTPOYHBIMH OYKBaMH.

HaumenoBanue nonoxkenus (NpaBwi, HWHCTPYKUWH) Ie4aTaeTcsi 4epe3 JBa
MEXCTPOYHBIX HMHTEpBajJa OT pekBH3MTa «BHI JOKyMeHTa» CTpo4HBIMH OykBaMu Oe3
KaBblYeK IOJYKHPHbIM pupTOM Ne 14 ¥ BBHIpaBHUBAETCS MO LEHTPY TEKCTOBOTO MO,
Hanpumep:

HNOJIOXKEHHE

O NPOBEACHHH TEKYILEro KOHTPOJA YCNIeBaeMOCTH
H l'!pOMe?KyTO'-IHOﬁ ATTECTALUHH CTYAEHTOB

HonoxeHne o0 CTPYKTYPHOM TOMApa3fieNIeHNH HMeeT HaWMEHOBaHMWe, KOTOpoe
HauynHaerca ¢ mnpemnora «O (O6)», HanpuMmep: OO0 YnpaBieHHH MeEHeIKMEHTa
kauvecTBa, O I'pynne oxpausl Tpyaa.

JomKHOCTHAA HHCTPYKLHS HMEET HaHMEHOBaHHE, KOTOpOe OTBEYAaeT Ha BONPOC
«Koro?», HanlpuMep: FAABHOTQ CMEUHATHCTA, 3aMECTHTEA HAYAJILHHKA OTAe/4.

HaumeHOBaHHe TOKHOCTHOW HMHCTPYKLUHH MevaTaeTcs 4epe3 JBa MEXCTPOYHBIX
MHTEpBajla OT peKBU3HTa «MecTo cocTaBiieHUs (H3OaHHMS) AOKYMEHTa» CTPOUHBIMH
OykBaMH Oe3 KaBbplYeK MONYXKHUPHBEIM wWpupToM Ne 14 u BhIpaBHHMBAaeTCs MO LEHTPY
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TEKCTOBOI'O MOJIA.

HaumeHoBaHue mnonokeHus (mpaBuUJl, UHCTPYKLMH), COCTOAIUCE U3 HECKOIBKHUX
CTPOK, MeYaTaeTcs Yepe3 OGUH MEKCTPOYHBII HHTEPBAJL.

HanMeHoBaHHe NONOXeHHS (MpaBH/I, UHCTPYKLUMHM) HeOOXOAUMO OQOPMIATE B
COOTBETCTBHH ¢ oopMieHHeM pekBU3uTa 18.

) TEKCT JOKYMEHT3;

B Tekctax nonokeHui (npaBusl, UHCTPYKLMUH) JOMKHBL YMOTPEONATBCSA TONBKO
OOLIETIPHHATHIE B PYCCKOM A3bIKE 0003Ha4Y€HHNsA, TEPMHHBI H COKpALICHHUA.

[Tp1 HeOOXOMUMOCTH YIOTPeOIeHNA COKPAIUEHH (COKPAIl€HHOT0 HAMMEHOBaHH)
B TEKCTE CHayajda MHUILETCS MOJHOe HAHMMEHOBAaHHE, a 3aTeM B CKoOkax qaeTcs ero
COKpalleHHe (COKpallleHHOe HAaHMEHOBaHHE), 33 HCKIIOYeHHEM OOLICMPHUHATHIX
COKpallleHWii, HanpHUMep:

B COOTBETCTBUH C (eflepalbHBIM TIOCYIapCTBEHHBIM 0Opa3oBaTe/NbHBIM
CTaHAApPTOM cpellHero npodeccHoHanbHoro obpasopanus (ganee — ®I'OC CI1O) ... .

B Tekcrax mnonoxeHWH (MpaBHi, HHCTPYKLWH) HAHMEHOBAHUA CTPYKTYPHBIX
noApasfeneHuil, KoJIerHanbHbIX OpraHoB (UHYHHBEpCHTETa M JOJDKHOCTEH HX
PYKOBOZHTENER JO/DKHBI EYaTaThCsd B COOTBETCTBHM C MpAaBHJIaMH HAllUCaHHUA 4acTell U
OTIEJIOB OPTraHM3alH{H, TOJDKHOCTEH, YKa3aHHBIMU B TIpaBHiIax O(QOPMIIEHHA PeKBH3UTA
20.

TexcTr monoxeHus (NMpaBWiI, WHCTPYKLUMH) H3Naraercs OT TpeTbero Juua
€/IMHCTBEHHOIO WM MHOXKECTBEHHOTO YHcIa. B TekcTe HCmons3yloTes clloBa: «JO/KEH»,
«CNeayeTy», «HeoOXOAUMOY», «3alpellaeTcs», «He AOMYCKaeTcs», a Tak)Ke [JIaroiisl B
(opMe HACTOALIEr0 BpEMeHH, NPHAAIOIINE TEKCTy MPeANUCHIBAOLIMI XapakTep,
HalpUMep: «yKa3bIBAKOTCA», KIEUaTarOT» H T.1.

KoHcraTupyiollie#t 4acTblo mosiokeHus ([paBui, HWHCTPYKUHH) CIYXXUT pasnen
«O0mHe NOMOKEHHS», B KOTOPOM YKa3blBAalOTCA OCHOBaHHMA pa3pabOTKH, OCHOBHOE
Ha3HaYeHHEe HOPMATUBHOTO aKkTa U cdepa ero paclpocTpaHeHHs, OTBETCTBEHHOCTDH 3a
HapylleHHe YCTAHOBIECHHBIX OpaBui. B pasgene «OOuiMe NONOXKEHHA» IONOKEHHS O
CTPYKTYPHOM MOJApa3fJeNleHHH HWIH HOJDKHOCTHOH MHCTPYKUMH YKAa3bIBa€TCHd TaKXKe
MHQOpPMaLUA O NpU3HAHHM YTPAaTHBIUHM CHIY [peIIecTBYIOUIECTO MONOXKEHHS O
CTPYKTYPHOM NOAPa3AEICHHN HIH JOJDKHOCTHOH HHCTPYKUMH.

OCHOBHOM TEKCT MONOXKeHHUA (MpaBHJI, MHCTPYKLIHH) MOXeT ACNUThCA Ha pa3Jelbl,
noapasaenbl, MyHKTHl U TOAMYHKTHI.

Paznensl 10JOKHBI HIMETh HA3BaHUA U HYMEPOBAThCS apabckuMu udpaMu.

IMonoxeHne (npaBuia, HHCTPYKUMS) UIMEIOT YHHDUIIMPOBAHHYIO CTPYKTYPY TeKCTa.

IonoxeHue o CTPYKTYPHOM NoApa3eeHHH BKIIOYaeT pa3aesl:

1. Obue noaoxkeHus.

2. lleny 1 3amavm.

3. @yHKUHUU.

4. IlpaBa ¥ OTBETCTBEHHOCTE.

5. B3aWMOOTHOLLIEHUS ¢ IPYTHMH NOAPa3Ie/ICHUAMH.

HomKHOCTHass HHCTPYKLHUA pabOTHHKA BKIIOYAET pa3fesbl:

1. O6mme nonoxeHus.
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2. OyHKUHH.

3. O0A3aHHOCTH.

4. Ilpasa.

5. BzanmMooTHOIIEHHA (CBA3H MO JOKHOCTH).

6. OTBeTCTBCHHOCTb.

TexcT nonoxeHus (MpaBWJ, HMHCTPYKUHH) OTHAENAETCS OT 3arojioBka JBYMA
MEXCTPOYHBIMH HHTEpBAJaMH, IeyaTaeTcs pekoMeHAyeMbiM wWipupToM Times New
Roman Ne 14 uyepe3 nonropa MEXCTPOYHBIX HHTEPBA/a OT HYJEBOIO IMOJOXECHHA
TabyssATOpa (NeBod rpaHULBl TEKCTOBOIO NOJIS) M BHIPABHUBAETCA IO JEBOH H IPAaBOH
rpaHuuaM TexkctoBoro mnojs. Ilepsad crpoka kaxkzoro adsalla HauyHMHAETCA ¢ IMEPBOIC
nonoxeHus Tadymnatopa (1,25 ¢M) oT J1€BOH MpaHULIBI TEKCTOBOTO MO,

TekcT noaoxeHus (MpaBHl, HHCTPYKUUH) He0OX0AUMO OGOPMIIATE B COOTBETCTBUU
¢ npaBUiamMH odopMieHns pekeusuTa 20.

3} NOANKCH JOJDKHOCTHOIO JIUIIA,;

[Toagnuce mnonoxkeHuss (MpaBwi, HMHCTPYKUHH) COCTOMT H3 HAMMEHOBaHUA
JODKHOCTH JIMLQA, TOANHUCHIBAOILIETO JOKYMEHT, JIMYHOH IIOAIHCH, Ppacii(pOoBKH
noanmucy (MHUIHUAIBL, (haMUIHs ).

HauMeHOBaHMe JOMKHOCTH JHLA MOANHUCHIBAIOIIETO TMOJOXKEHUE (MpaBuia,
MHCTPYKIHIO) MEYATAETCSA OT JIEBOH TPaHHLbl TEKCTOBOTO NOJIS, HHULHANBL H (QaMMIHA —
OT MNpaBoil IpaHULbl TekcToBoro mojidA. Iloanuce oTaensercs OT TEKCTa IMONOKEHHS
(npaBu, MHCTPYKLUH ) ABYMA -~ YETBIPbMS MEXCTPOYHBIMH HHTEPBAJIaMHU.

[loanuce mnonoxeHus (NpaBuUi, HMHCTPYKUMH) HeoOXoAHMO O(OpMIATE B
COOTBETCTBHH ¢ OPOPMIIEHHEM PEKBH3UTA 23,

1) BU3a (U1g MOJIOXKEHHUS ([IPaBHI, HHCTPYKLHH ), OPOPMACHHOIO KaK MPHIIOKEHHE
K NpUKa3y, opopMIAeTCs Ha IPUKase).

CornacoBaHHe MPOEKTOB JOJKHOCTHBIX HHCTPYKLHI odopMiseTcs BH30A.

Bu3bl cornacoBaHudss Ha MNpPoEKTaX MAOMKHOCTHBIX HHCTPYKUMH oO(OpMISIOT B
HUXKHEHR 4acTH 00OPOTHOH CTOPOHBI MOCNEAHEro JIMCTA JOKYMEHTA.

Cnogo «CorinacoBaHO» He MUILETCS.

HanMeHOBaHHE AOOKHOCTH BH3HPYIOIUErO JHUA TEYATASTCA OT JIEBOH IpaHULBI
TEKCTOBOIO 110J18, MHALIHAIBI H (PaMHITHA — OT BTOPOTO MOJNIOKEHUA TabynaTopa (4 cM).

Kaxnad Bu3a cornacoBaHHs OTHAEASETCS OT JpYrodl TpeMs MeXCTPOYHBIMH
HHTEpBaJIaMH.

3aMevyaHUsA U AONONHEHUA K MPOEKTY JODKHOCTHOM WHCTPYKLHH HM3MAraloTcs Ha
OTJICJIBHOM JIHCTE, TIOAMUCHIBAIOTCA, NPUTAralOTCA K IMPOEKTY JAOKHOCTHOH HHCTPYKLUMH
H [epefaloTCs UCHONHUTENIO, O YeM MPU BU3UPOBAHHM CTABHUTCA OTMETKA «3aMedaHRA
npuwiararotcs» HiaM «CornaceH ¢ yueToM 3amedanuit» u ap. B 3ToM ciydae npoekt
JOJDKHOCTHOH HHCTPYKUHH NOANEXKHT MepeoOpMICHHIO ¢ Y4Ye€TOM 3dMEYaHHH U
JOMOJHCHUH W TOBTOPHOMY cOIlacoBaHUIO. (OTMETKAa IPOCTABASETCA PYKOMHCHBIM
crnocoboMm.

Busy cormacosaHus JOKHOCTHOH HMHCTPYKUMM HeOOX0AuMO oOGhOopMIATE B
COOTBETCTBUH € NMPaBHUIaMU OQOpMIIEHHS PEKBU3HTA 25,

4.4.4. IlonroroBka NonoxeHus (MpaBHJl, HHCTPYKLIKMH ) BKJIIOYAeT B cebs:

a) H3y4eHHe CyLIecTBa Bonpoca H c6op HeOGXOAUMBIX CBEACHMUI;

IIpoexTsl ToJOXKEHHH (NpaBUll, WHCTPYKLHI) pa3pabaThIBAIOTCS CTPYKTYPHBIMH
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noApasfelieHUAMH [0 TMOPYHYEHHID PEKTOpa WM OOJDKHOCTHBIX JIMI[ M3 COCTaBa
PekTopaTa, MMEIOIIMX NPaBO YTBEPKACHUS MONOXKeHUH (MpaBHI, HHCTPYKLMiT), nubo no
c0OCTBEeHHOt HHHIIHATHBE Ha OCHOBAHHH COOTBETCTBYIONIET0 JOKYMEHTA.

[lepen paspaloTkoif TpoeKTa IOJNOMKEHHS (NpaBUi, HHCIPYKIHMH) TIUATENHEHO
H3y4aloTcs 3aKoHomaTeNnpHble akThl Poccuiickoll ®Menepaiii, NOKalbHbIE HOPMAaTHBHBIE
akTel OUHYHHBEpCHTETAa W JOKYMEHTHI, ABIAIOIIMECS OCHOBAaHMAMH K pa3padoTKe
NONOXEHHMS (IPaBUIL, HHCTPYKLMH).

0) NOAroTOBKY MPOEKTA MOJNI0KEeHUA (IPaBUJI, HHCTPYKLIKH );

ObecrevueHde KadeCTBCHHOH TMOArOTOBKM TNPOEKTOB TOJIOKEHUH  (IpaBull,
MHCTPYKUMA) M WX COIVIACOBaHME BO3NAracTcs Ha pPYKOBOOMUTENEH CTPYKTYPHBIX
noApasaeNeHHi, KOTOPhIe FOTOBAT MPOEKTHI NOJIOKEHHH (IpaBUIl, HHCTPYKLHMEL).

ITpoekTsl monoXeHnd (NpaBUI, HHCTPYKUMIA) AOKHBI pa3padaTeiBaTECA B CPOK,
YCTAaHOBIICHHBIA PpPEKTOpPOM WIH JOJUKHOCTHBIM JHMLOM U3 cocraBa Pekrtopara,
NOPYYHUBLUIHM TIOATOTOBKY ITONIOXKEHUs (MPaBHI, UHCTPYKUUH), TUOO B COOTBETCTBUM CO
CpPOKaMH, YCTaHOBIEHHBIMA HOPMATUBHEIMH JOKYMEHTAMHU.

ITpyu HeoGXOAMMOCTH BHECEHUS H3MEHEHUH (IOMOIHEHHU!) B MonoXeHHe (MpaBuia,
MHCTPYKLHUIO), YTBEPKIECHHOE IPHUKA30M, paspabaTeiBacTcd NMPOSKT NPHKa3a O BHECCHUH
U3MEHEHHH (IONONHEHWH) B MpPUIOkKEHHE K HpHKa3zy 00 YTBEpXKAEHHH MONOKEHHA
(npaBuA, UHCTPYKLIHH).

ITpy HeoOXOOUMOCTH OTMEHBl JHOO MPU3HAHHH YTPATUBLIUM CHIIY MNOJIOKEHHS
(MpaBHII, HHCTPYKLUM), YTBEPKICHHOTO MPHKA30M, pa3pabaTriBaeTcs MPOeKT NpHKasa 0
OTMEHe NH00 MPH3HAHWK YTPAaTHBIIMM CHJIy IpHKa3a 00 YTBEpKICHHU NOJIOXKCHUA
(npaBwil, HHCTPYKLMH).

Ecnu pazpabareiBaeTcs HOBoe INOJOXKEHHe (IpaBHia, HHCTPYKLUS) B3aMeH
CYLIECTBYIOILLET0, YTBEPXKAAEMOE NMPHKA30M, TO B OJIHOM W3 NMYHKTOB PacHopsaUTENbHOH
YacTH INpuKaza o0 yTBepKAeHHH TMOJOXKEHUs (TpaBui, HWHCTPYKUHH) OOKHA
COACPXKATbCA CCBhUIKA HAa YTPATUBLUMHA CHIy NpHKa3, KOTOPBIM MOIOXeHHE (IpaBHiIa,
HHCTPYKLHIO) OBUIO YTBEPHKACHO.

B) MOANUCAHHE MPOEKTA IONIOKEHHUS (IIPABUII, HHCTPYKLIHH );

Honoxenue (npaBuna, MHCTPYKUHA) ACJKHO OBITh MOAMHUCAHO PYyKOBOAHMTEIEM
CTPYKTYPHOrO HOApasfeNieHHsd, eCNH pPerlaMeHTUpYeT JEeATENBHOCTh  JAAaHHOTO
NOApPAa3eICHNs, a TAKXKe, €/ B 3aJa4d CTPYKTYPHOIO NoApas3fieieHUsl BXOAAT BOIIPOCHI,
yKa3saHHBIC B 3aroJIOBKe K TEKCTY IOJIOXKEeHHS ([IPaBUI1, HHCTPYKIIUH).

I) COrJIacOBaHHE MPOEKTa MOJIOKEHNS (PaBUIT, HHCTPYKIIUK);

IIpenocTaBnenne MpoekTOB MONOXKEHHH (MpaBun, MHCTPYKLUHA) Ha COTJIACOBaHUE
JOMKHOCTHBIM  JIMLIAM  OCYLUECTBISETCA TOJNBKO TMOCHe [MPOBEPKU MPaBHILHOCTH
0 OpMIICHHS MPOEKTOB NOJOXKEHHH (TpaBHil, HHCTPYKLUH), KOTOpas OCYLIECTBIIAETCA B
YuA.

IlpenocraBienrie NpoeKTOB MONOXEHUH (MpaBul, HHCTPYKLHIA) Ha MPOBEPKY
NPaBUIBHOCTH O(OPMIIEHHS M HA COMVIaCOBAaHHE AOJKHOCTHBIM JIHIIAM OCYIHECTBIAETCH
HEMOCPEACTBEHHO paboTHHUKAMH CTPYKTYPHBIX IMOApa3felieHHil, MOArOTOBUBILHMH
IPOEKTHI MONOXEHUI (ITpaBWl, THCTPYKLIUH ).

IlpoekThl nosoxeHMH (NmpaBUN, HHCTPYKIUW#), NPHCIAaHHBIE HA COTJIAacOBAHMUE,
AO/DKHBl pacCMaTpHUBATBCA M BU3HPOBATBHCS IOKHOCTHBIMH JHIAMH B CPOK OO S5-TH
pabounx mHeit co IHA UX MOCTYIUICHHA.
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IIpouecc cornacoBaHud TNPOEKTOB  NOJOXEeHMH  (OpaBUN,  HHCTPYKLHI)
KOHTPOJIUPYIOT pabOTHHKU CTPYKTYPHBIX IIOAPA3/IefeHH, NMOArOTOBHBIUHME TNPOEKTHI
NOJIOKeHHH (MpaBui, HHCTPYKLHH ).

IIpoekThl NpHKa30oB 00 yTBEPXKACHNY NONOXKEHUH (TIPaBHIl, HHCTPYKIUHI) BUSHPYIOT
JIOJDKHOCTHBIE VLA B CASAYIOIUIEM ITOPAJKe:

1. PykoBoauTenb CTpyKTYpHOTO NOJpa3fieIeHHus, BHOCALIUA NPOEKT.

2. Hayansnuk IlpaoBoro ynpasneHus.

3. Havanshuk IliaHOBO-GHHAHCOBOrO ynpaBieHHs (IIPOEKThI NOJIOKEHUH (MpaBu,
HHCTPYKLUMH), UCTIONTHEHHE KOTOPBIX TpedyeT pUHAHCOBOrO ofecneyeHuns).

4. JlomxHOCTHOEe NHLO H3 cocTaBa PexkTopata, B COOTBETCTIBHH ¢ NEpPEYHEM
KypUPYEMBIX UM NoJpa3ieNeHuid U cepoil ero OTBETCTBEHHOCTH.

ITpoeKTBl JOKHOCTHBIX HHCTPYKUMUHE BHU3HpyeT TOubko paboTHuk IlpaBosoro
yIIpaBJICHUA,

1) YyTBepKIEHHE NPOEKTa NOIoXKeHH (MpaBHII, MHCTPYKLIHH ).

[penocrasieHde TNPOEKTOB MPHKA30B Ha IMOANUCH PeKTopy b0 MpOEKTOB
JDOJDKHOCTHBIX HHCTPYKLMI Ha yTBepKAEHHE peKTopy ocyluecTsiserca Y JuA.

[lpenoctaBieHne MNOpPOEKTOB JOJKHOCTHBIX HHCTPYKLUMH Ha  YTBEPXACHHE
JOJDKHOCTHBIM JIMLIAM M3 COCTaBa PekTopara OCYIUECTBISAETCA CTPYKTYPHBIMH
noApa3AeIeHUAMH, TOATOTOBUBLIHMH POEKTHI.

€) perucTpalus NojaokeHus (MpaBUI, HHCTPYKLIHH ).

IlopnucaHHpie TpHKa3bi 00 YTBEP)KACHHM IIOJI0KEHHH (NpaBui, HHCTPYKLHH)
perucTpupyrores B Y JIHA.

IloanucaHHble NpHKa3bl 00 YTBEP)KICHHMH [MOJNOXEHHH O CTPYKTYPHBIX
noapasfesieHUsX perucTpupytotcs B Y JJuA.

YTBepXKIeHHbIE JODKHOCTHBIE UHCTPYKUMH perucTpupytoreas B LleHTpe
MJIAHUPOBAHUA W PA3BUTHA [TEPCOHAA.

OpuruHane! nonoxeHul (Mpapuil, HHCTPYKIHA), B T.4. MOJNOXKEHHHA O CTPYKTYPHBIX
nogpasfefeHusX, SABIAIOLIMECT MPHJIOKEHUSIMH K IpHKa3aM, XpaHATCA BMecTe ¢
OpHrHHAaMH NpHKa3oB B Y IHA.

OpuryuHanel JOMXKHOCTHBIX WHCTPYKLUMH XpaHarca B lleHTpe Iu1aHupoBaHHUA H
Pa3BUTH NepCOHaNa.

4.4.5. Konuu yTBepXAeHHbIX MONOXEeHUH (MpaBUi, HHCTPYKUUH) pacChLIAIOTCA B
COOTBETCTBHM C MOPSAKOM PacChUIKH MPHKA30B 10 OCHOBHOM AeATENbHOCTH.

Paccbuika KOMHH  yTBEpXAEHHBIX IMOJOXEHHH (NMpaBui, HHCTPYKUMH) Mo
CTPYKTYPHBIM TIOApa3AeNeHNsAM OCYLIECTBIACTCS BMECTe C IIpukazaMu o0 HX
YTBEPKACHHUH.

Konum yTBep»AECHHBIX TMNOJOXKEHUH O CTPYKTYPHBIX IIOApa3fieNeHdsAX H
NOJDKHOCTHBIX ~ HMHCTPYKLUHMH  pacChUlalOTCA B CTPYKTYpPHBIE  [IoJpa3iciieHus,
MOATOTOBUBLIHE YKA3aHHbIE TOKYMEHTHI.

4.5. [IpoTtokon

4.5.1. TIpoTokoN — IOKyMEHT, B KOTOPOM (UKCHpyeTcd X0 00CyXIeHUA BOMPOCOB
M TpPHHATHA peLIeHHH Ha coOpaHMAX, COBCIUAHUAX, KOHQEPESHUMSX W 3acelaHHsX
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KOJUIETHAIBHBIX opraHoB. (He OTHOCATCA MPOTOKONBI AAMHHMCTPATHBHOIO THIIA,
IOTOBOPHOTO THUIIA — IIPOTOKOJIBI PA3HOIIACHH, IPOTOKOJBI COTIACOBaHHA U Ap.)

ITpoTOKONMUPOBAHUIO MOLJIEXKAT 3acCefaHUsA KAk MOCTOSHHO INeHCTBYIOIIMX, TaK H
BpEeMEHHBIX KOJUIeTHaNbHEIX opraHoB QuHyHUBepcUTeTa (COBETOB, KOMHCCHH, COOpaHHi,
KOHQepeHUMH U Ip.) ¥ COBEMATeNbHAg JEATeNbHOCT PUHYHUBEPCUTETA (COBEILIAHHA Y
NOMKHOCTHBIX JIUL U PYKOBOAUTENEH CTPYKTYPHBIX TIOApa3/icieHui).

4.5.2. IIpoTOKON MOXET U3JaBaThCA B CEAYIOMNX hopMax:

a) noaHol (nmpunoxenue Ne 13);

[TonHBI NPOTOKON COZEPKUT, KpoMe 0OCYk’JAaeMBIX BOMNPOCOB H PELICHHH,
KpaTKyl 3aliCh BBICTYIUICHHH NOKIAAYMKOB U BBICTYMAMOIUUMX INpH 0OOCYXICHHH
BONpOCa.

B ¢opme nonHoro mnpoTokona odopmifioTes IMPOTOKONBI 3acejaHuit Kadenp,
COBETOB, KOMHCCHI, coOpanuii, KoHbepeHIIUH.

6) kpatkoit (mpunoxenue Ne 14);

B kpaTkoM mpoToKoie omycKaeTcd xoJ oOcyKAeHHs Bolpoca U (UKCHpyeTcs
TOJIBKO MMPHHATOE 10 HEMY peLUeHHE.

B dopme kpaTkoro mnpoTOKOIa OQOPMIAIOTCS IPOTOKONBI COBELUAHHH Y
IOOJKHOCTHBIX JIML U PYKOBOAUTENEH CTPYKTYPHBIX MOAPa3/IcIcHUN.

B) CTeHOrpadUuueckoi.

Crenorpadudeckuii poTOKON, COAEPKUT MOMHYIO 3aIIUCh BCETO X0Ja 3ace/laHus.

4.5.3. TlpoTokon mnedaTtaeTcs Ha YTBEPXASHHOM OOIEM mpodoNpHOM OllaHKe
duHyHHBEepcHTETa. YoTpebieHre OaHKOB IPOU3BONIbHOM (HOPMBI 3ampeluaeTcs.

4.5.4. [IpoTokon [OOMKEH HMETh YCTAHOBJIEGHHBIH KOMIUIEKC 00A3aTeabHBIX
PEeKBU3HUTOB ¥ CTaOUIBHBIH NOPAAOK UX PACHONOKEHHS:

a) BHA JOKYMEHTA,

Bun nokymenra — cnopo «HIPOTOKOQOJI» neuataetcs 4Yepes /iBa MeXCTPOUHBIX
HHTEepPBAIA OT HaMMeHoBaHUA PUHYHHBEpPCUTETa MPONKCHBIMU OYKBaMH, HOJYXHPHBIM
mpu¢ToM pasMepoM Ne 16 Ge3 kaBpltek U BEIpaBHUBAETCS TI0 LIGHTPY TEKCTOBOTO IOJSL.

Bun npoxymeHta HeoOxoAuMo oOQOpMIIATE B COOTBETCTBHH C [PaBHIIaMH
otdopMieHus pexBusnta 10,

6) mata JOKyMeHTa;

Haroii npoToxona sBIAeTCd JaTa 3acelaHusd, coOpaHHs, COBELIaHMsA, KOTOpas
ohopMIIAeTCA CIOBECHO-UHGPOBBIM CIIOCOOOM.

Hary mporokona HeoOxoauMoO OGQOPMIATE B COOTBETCTBUH C NpaBHIaMHU
odopmierus peksusuTa 11.

B) PETMCTPAlMOHHBIH HOMEp JOKYMEHTa,

PerucTpanlHOHHBIM HOMEPOM IMPOTOKONA SMBJSCTCI €ro MOPSAAKOBBIA HOMED B
npeaenax kKaleHAapHoro/y4ebHOro rojxa, MpUCBaUBaeMblil OTACNBHO MO KaKAOH Ipyrie
IIPOTOKOJIOB.

IIpoTokonbl COBMECTHBIX COBelIaHMH (COOpaHUM) HOMKHBI HMMETH COCTABHBIE
HOMEpa, BKJANYAOIIKE MOPAOKOBBIE HOMEpa MPOTOKONOB OpraHu3alliii, MpHHEMAaBIINX
y4acTHe B paboTe IPOTOKOIHPYEMOTO MEPOTIPHATHS.

HoMepa noctanoBieHni (peleHuil), MpUHATHIX Ha 3aCEAAHUAX, COCTOAT U3 HOMEpa
NIPOTOKOJIa, HOMEpa paccMaTpUBaeMOro BOIPoca B MMOBECTKE HA M MOPSIKOBOIO HOMepa
MOCTaHOBJICHHA (PELLICHNS) B ITpeieaax BOMpoca.

A
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PerucrpanuoHHbiii HOMep NPOTOKOIa HEOOXOAHMO O(pOPMIATE B COOTBETCTBUH C
npaBUNTaMH oopMIIeHHUs peKkBU3uTa 12.

') HAUMEHOBaHHE MO0 aHHOTaLMA JOKYMEHTA (3arojloBOK K TEKCTY),

HauMeHoBaHHeM nHOO aHHOTAaLMeH (3arojlOBKOM K TEKCTY) MPOTOKONA ABIAETCA
HaUMEHOBaHWEe BHJAA KOJJIETHANBHOH WIHM COBELIATENBHOH AEATENBHOCTH (3acelaHus,
coOpaHus, COBELIAHNA) H KOIETHAIBHOIO OpraHa, KOTOphIe JOMKHbI COTNAacOBBIBATECA B
najexe ¢ BUAOM AOKYMEHTA, HallpUMep:

3ace]aHHA YHEHOro CoBeTa
OHHAHCOBO-IKOHOMHYECKOTO cl)alcy.rleeTa

TIpy npoBeaeHHH coBeIAHUH Y AOJDKHOCTHBIX JIML (PYKOBOOMTENECH) YKa3bIBAETCA
JODKHOCTD, MHHLIHAJE! U $aMUIHs PYKOBOAHUTENS, IIPOBOAALIETO COBELIaHHE, HAIPHMED:

COBEINaHHA Y NepPBOro NpopeKkTopa
no y4e0HOH B MeToAHYECKOM paboTe
H.M. Po3unon

HaumMeHoBaHMe MpOTOKOJIa [EYaTaeTCs 4yepe3 JBa MeEXCTPOYHBIX HHTepBaja OT
pekBH3UTa «MecTo cocTaBleHHs (H3OaHHA) OOKYMEHTa» CTpOYHBIMH OyksBamu, Oe3
KaBbIYeK MOJYXHPHBIM wWipH(pToM Ne 14 U BEIpaBHHBaeTCA MO LEHTPY TEKCTOBOTO MOJIA.

HarmMmeHoBaHHE MPOTOKOJA, COCTOALIEE M3 HECKONBKHX CTPOK, II€4Yaraercd 4depes
OJHUH MEXKCTPOUHBIH HHTEpBAaJL.

HanMeHoBaHHe MPOTOKONa HEOOX0AUMO OOPMIIATH B COOTBETCTBUU C NpPaBHIIaMH
o(OpMJIEHUA peKkBHU3UTa 18.

1) TEKCT NOKYMEHTA;

B TekcTax mnpoOTOKONOB COKpallleHHs (COKpAILEHHble HAaWMEHOBAaHHs), a TaKXke
HaHMEeHOBaHHUs CTPYKTYPHBIX noApa3aesIeHUH, KOJUTETHaAJIbHBIX OpPraHoB
QUHYHHBEpCcUTETa M JOJDKHOCTEH KX PYKOBOAUTENEH HJOMKHBI MNEYaTaThCsl B
COOTBETCTBHY C MpaBUIaMH oGopMIIEHUs pekBU3KTa 20 B 4aCTH, Kacarolencs HallHCaHHs
COKpallleHH# (COKpallleHHBIX HaWMEHOBaHHWH), 4YacTell W OTACNOB OpraHU3alHH,
JIOJIZKHOCTEH.

TeKCT MONMHOro MPOTOKOMA COCTOUT U3 JIBYX YacTel: BBOJHON U OCHOBHOH.

B BBOAHOM 4acTH 3aMOAHAIOTCA CIIE€AYIOUINE PEKBH3UTHI:

- NIpeAceAaTeNb WIH PeACeIaTeNbCTBY FOILMIA,

- CEKpeTapsb;

- IPUCYTCTBOBANU ~ CMHUCOK MPUCYTCTBYIOIIMX WIM OTCBUIKA K TNpHIaraeéMomy
CIIUCKY NMPHCYTCTBYIOILIMX;

- MIOBECTKa JHA;

- AOKJIaAYMKH MO KXKAOMY ITYHKTY MOBECTKH JIHS.

PexBusuthl «IIpencenarensy», «Cekperapb» nedartaroTces 6€3 KaBbl4eK OT IPaHHLEI
neporo 1nona. B xonue cnoB «llpencenarens», «Cekperapb» CTaBHTCA THpPE H
YKa3bIBAlOTCA HMHHLMANBl W GaMHUIMH  NpeAcelaTeabCTBYIOLIErO0 M CeKpeTaps
COOTBETCTBEHHO.

PexBuzut «[IpHcyTcTBOBamN» revaraeTcsa 6e3 KaBblYeK OT IPaHHULIBI NeBoro nond. B

T L
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koHLe cioBa «[IpHcyTcTBOBAIN:» (MOAYEPKUBAETCS) CTABUTC JABOETOUYKE H YKA3BIBAIOTCA
HHULMAIB W GaMWINM TPHCYTCTBYIOLIMX Ha 3acelaHuy (COBELIaHHH), [pH
HeOOXOOUMOCTH, JIML, NPWrialleHHBIX Ha 3acegaHde (coBeilnaHue). WHuuwanel u
¢dbaMunny B CIUCKe IPHCYTCTBYIOIINX PACIIOaraioT B aldaBUTHOM ITOPSIKE.

EcnaM KoNH4ecTBO MPUCYTCTBYIOLIMX TPEBBINAET 15 desoBeK, B BOOHON 9acTH
NPOTOKONIA [eNaeTcs CCBUIKA Ha CIHCOK, KOTOPBIA SIBASETCH HEOTBEMIEMON YacThio
NPOTOKOJA, HapUMep:

IlpucyrcTBoBanu: 25 yen. (CIHCOK IIpHIaraeTcs).

Ha MHOroYMciaeHHBIX cOOpaHUAX YKa3bIBAIOT TOJIBKO O0lLEe KONUYECTBO YEIOBEK
(150 yen.).

Ha coGpanusx, KoH(epeHIIMAX, Cbe3hax, A€ NPUHATHE pelieHus Tpebyer
ONpeeNeHHOro KBOPYMa, YKa3bIBaeTcs, CKOJNBKO 4YelOBeK NO/DKHO MPHCYTCTBOBATH H
CKOJIBKO TMPHILIIO Ha 3aceNaHHe.

Ecnu B 3acegaHdWH (COBELIAHMH) MPUHHUMAIOT Y4YacTUE NPEACTABHUTENH pasHBIX
OpraHu3aiuii, yKa3bpIBacTc MecCTO paboThl MW JODKHOCTH KaXAOro IpeACTaBHUTENs.
MHorocTpouHble HAHMEHOBAHHA JOJDKHOCTEH MPUCYTCTBYIOIUX MEYATAIOTCA Yepe3 OFKH
MEXCTPOUYHBIH HHTEPBA.

BBoaHasg 4YacTh MNpOTOKONa 3aKaHYMBAaeTcss MoBecTkod aH4. Ilosectka JHS —
IepeueHb paccMaTpHBaeMbIX BOMPOCOB, MEPEHHMCIIEHHBIX B MOPAAKE WX 3HAYMMOCTH C
yKazaHHeM AOKJIAag4MKa 10 KaXaoMy IIYHKTY noectku nHsa. Pexsmsut «JIOBECTKA
HH» nevaTaercs nponucHBIMA OYKBaAMH MO LEHTPY TIPOTOKOA.

Kaxaplil Bonpoc HyMepyeTcsa apaOdckoil uudpoi u ero HaMMEHOBaHUE HAUYUHAETCSH
¢ npeanora «O (O6)», KoTOphiil meyaTaeTcs OT PAaHHIIBI JieBOro nojis. HauMeHoBaHuUe
JOJDKHOCTH, (aMMIMS M WHULHKANB JOKIAAYHMKA YKAa3bIBAlOT B POAUTENBHOM Majexe
nocne cnoBa «loknag (coobilieHue ), HanpuMep:

1. O pabote ¢ noxymeHTamMH cucTeMbl MeHeMkMeHTa kadecTBa (CMK) dunancosoro
YHHUBEPCHTETA.
Hoknan HavanbHUKa YIpaBieHWs MeHeKMeHTa kadecTBa KieiimeHoBoi# E.B.

OcHoBHasA YacTh NPOTOKOJA COCTOUT M3 pa3lcioB, COOTBETCTBYIOLIMX ITyHKTaM
TIOBECTKH JTHS.

Texcr kaxgoro paznena crpoutes no cxeme: CJIYIIAJIM - BBICTYITMIN -
TTOCTAHOBWIN (wnu PELLINJIN).

Kaxaplii pazgen iMeeT HOMeEP COOTBETCTBYIOINUN HOMepy B MOBecTKe AHA. Kaxaoe
peleHre (MOCTAHOBICHHE) UMEET MNOPAJKOBBI HOMEP, KOTOPBEIH COCTOMT H3 HOMEpa
paszaena i HOMepa IO NOPAAKY, Pa3feICHHBIX TOUKOW, HaNpUMep:

1. CJIVHHAJIM:

BBICTYITWIH:

TMOCTAHOBWIH (unu PELHAJINA):
II.....

1.2.....

PR R I



70

2. CJIVUIAJIN:

BBICTYITUIU:

IMOCTAHOBHWIA (unu PEILTNIIN):
2.1. ...

2.2.....

u T.1.

Paznensl nmnporokona MedaTaroTcs OT  HYJNEBOTO MNOJOXEHHS Tal0ynsaTopa
HPONUCHBIMU OYKBaMH.

OCHOBHOE coIep)KaHHE JOKIAJAOB U BBICTYIUICHHI MOMELIAeTCA B TEKCTE
[IPOTOKOJIA UK NpHJaraeTes K HeMy B BUAE OTAENBHBIX MaTepHaJIoB.

Ecnu ocHOBHoe cojepikaHHe [OKIAaZOB U BBICTYIUIEHHH TOMEIIAETCS B TEKCTE
nporokona, mocie ciaosa «CJIYIUAJIM» craBuTca [OBOeTOYME H C HOBOH CTpOKH
YKa3bIBalOTCA UHULHMANL! K QaMUIHg JOKNaJIMKa B HMEHUTEIIEHOM Mafieke U depe3 THUpe
¢ NpOMmUCHOW OYKBHI IeyaTaeTcs coAepKaHHe Aokiaaa (cooduweHns) B Gopme npamon
peun. Eciau TekcT Aokiada NMPeACTaBiAeH NOKNAAYMKOM B BHUJE OTACIBHOTO MaTepHala,
nocJie Tupe aenaetcs orMerka « TekeT noknana (CoobIleH s ) MpunaraeTes».

[Tocne cnosa «BBICTYITMJIM» cTaBUTCS HABOSTOMHME M ¢ HOBOH CTPOKH
YKa3bIBalOTCA HHULHANB U (paMHUIUA JOKAaIYHKa B UMEHUTENBHOM MajeXe U Yepe3 THPE
¢ MPOIIMCHON OYKBHI MevYaTaeTcsA Coep KaHHe BEICTYINIEHUS B (JOpPME KOCBEHHOH pevMu.

Ecnu coaepxaHue QOKIAIOB M BBICTYIUIEHHH NpHiaraeTcs K MPOTOKOIY B BHIE
OTIEeNbHBIX MaTepPHAJIOB, B TEKCTE AeJ1aeTCs OTMETKA « TeKCT BRICTYMIEHUS MPUIaraeTcay.

Iocne cnosa «[IOCTAHOBHWJIM (PELUNJIN)» cTaBHTCHS ABOSTOYHE W C HOBOM
CTPOKM Te4YaTaloTcss Bce NPUHATBIC MOCTaHOBiNeHUA (peweHus). [locranosnenue
(pemienyue) B TEKCT NPOTOKONA BHOCHTCS TOJHOCTBIO B TOH (POPMYJINPOBKe, KOTopas Oblia
NPUHSATA HA 3aceJaHHH, PU HEOOXOAUMOCTH NPUBOAATCS UTOTH TOJIOCOBAHHS, HAPUMEp:

3a— ..., NpOTHB — ... , BO3JEPKAIOCE — ... .

JOKyMeHT, yTBepXJacMBbIH KOJIETHANIBHBIM OPraHOM, MOXET TpPHIIAraTthCs X
TEKCTY MPOTOKONA, HWIH IIepPeJABaThCA MO HAa3HAYECHHIO, WIM XPAHUTBCA OTAEIRHO OT
MPOTOKOJIa B APYTOM JIeNe.

Ecnu noKyMeHT, YTBEpXKAAeMBIH KOJUIETHANLHBIM OpPraHoM, MpHAaraeTes K
NMPOTOKOTYy, TO 00 3TOM B TEKCTE€ MPOTOKOJA AEaercss OTMETKa «(HauMCHOBAHHE
NOKYMEHTAa) NpHJIaraeTcs.

Conepxanue ocoforo MHEHHs, BBICKa3aHHOTO BO Bpems oOcyxXaeHHS,
3AIIACBIBAETCS B TEKCTe MPOTOKONa IOCHe COOTBETCTBYIOIIEro IPOTOKOJIBHOTO
TIOCTaHOBIEHU (pelueHns).

Korma coBemanmne (3acefaHve) HOCHT ONEpPaTUBHBEIR XapaKTep, JOMYyCKaeTcsA
KpaTkas $popMa IIpoToKona.

TekcT xpaTKOro NPOTOKO/A TaKKe COCTOHT U3 ABYX YacTel.

B BBOAHOI acTy 3anoNHAOTCA ClAeAYIOUIHe PeKBUSHTHIL:

- IpeAceaTeNb WM IpeaceJaTeNIbCTBYOLINI;

- cexpeTaps;

- MPHCYTCTBOBAJIH - CIHCOK MPHUCYTCTBYIOIUX WM OTCHUIKA K TPHJIAracMoMy
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CIUCKY NPUCYTCTBYIOUIUX, KOTOPBIN ABASETCS HEOTBEMIEMOM YacThIO NPOTOKONA.

PexBusuthl «llpencenarens», «Cekperapby» Ne4aTatoTcs OT IPaHHLB JIEBOro MOJs.
B koHue cnos «lIpencemarens», «Cekperapb» CTaBUTICS THPE W YKa3bIBAlOTCS MHHIHAIEL
1 haMHINK NpeAceAaTeNbCTBYIOLIETO H CeKpeTaps COOTBETCTBEHHO.

PexBu3ut «IIprcyTcTROBaNNY NevataeTcs €3 KaBbIueK OT IPaHHLIB! JIEBOTo moss. B
KoHUe cinoBa <«lIpucyTcTBOBaNIM» CTAaBUTCA JOBOETOYHME, a4 HIDKE NeyaTaloTcs
HAMMEHOBaHUS JOJDKHOCTEH NpUCYTCTBYIOLIMX HA 3acelaHuH (COBEIIAHUM), a CrpaBa OT
HaMMEHOBaHUA MOIKHOCTEH WX HHUOManbl v damunud. HauMeHOBaHHUS AOMKHOCTEH
MOrYT YKa3bIBaThCH 00001ICHHO, HallpUMeED:

[IpucyTcTBOBAIH:

HauaneHuK YnpaBinenud

OpraHK3aLuH yueOHOro mpouecca T.A. MupoiHukoBa
JexaHsl paKynsTeTOB E.B. Apcénona

E.P. bescMepTHas
A.W. UnpuHckui
B.H. CymapokoB
T.B. Punarosa
A.b. lllatunos

Crnrcox orAenseTcs OT OCHOBHOH YacCTH IIPOTOKOJIA CILIOIIHOH YePTOH.

B ocHOBHOH 4acTH NpOTOKOJa YKa3bIBAE€TCA HOMEp BOMPOCA B COOTBETCTBHH ¢
NOBECTKOM JIHS, COAEPKaHUE BONPOCA U IIPHHSTHIE PELLEHHS.

HaumeHoBaHHe Bompoca HyMepyeTcs apaOckoil uugpol U HaUMHAEeTCA ¢ npeiora
«O» («O6»), redaTaeTca MO UEHTPY ¥ MOMYEPKUBACTCS CIUIOIIHON 4YepToH HUXKe
nociefHedl CTpOKY Ha paccTosHMHM He Oojiee OJAHOrO MeXCTpouyHoro HHreppana. Ilog
uepTofi B cKkoOKax yKa3bIBalOTCH (DAaMHIMH AOMKHOCTHBIX JWL, BBICTYHMBLIMX IIPH
oOCYXJE€HHUH AaHHOrO Bompoca. QaMUIHH NeYaTaroTCa 4yepe3 ONHH MEKCTPOYHBIH
WHTEpPBaJ.

3aTeM yKashlBaeTCH NMPUHATOE 110 BOMPOCY pelieHHe. Eciu pelleHnit HeCKOJBKO,
OHH HyMepyloTcs apabckuMu undpaMH Mo mopsAAKy H HedaTaloTcs OT Hadana abs3ala
(nepBoe ronoxkeHue Tabynsropa).

TekcT npoTokona oTAenseTcs 0T HAUMEHOBAHHS [TPOTOKOJA ABYMS MEKCTPOYHEIMH
WHTEpBaJlaMH, IevaTaeTcs pekoMeHAyeMbiM 1pudpToM Times New Roman Ne 14 yepes
MONTOpa MEXCTPOUHBIX HHTEPBAJIA OT HYJEBOI0 NOJMOKeHHs TabynATropa (JieBoi rpaHHLIbl
TEKCTOBOTO II0J1A) H BEIPABHUBAETCS [0 JIEBOH M NPAaBOH MpaHULAM TEKCTOBOIO MOJs.

TexkeT mnpoTokona HeoOXOOUMO OQOPMIATE B COOTBETCTBHH C [paBHIIaMH
oopmnenus pekpuzuta 20.

€) IIOANUCH JOJDKHOCTHOTO JIMLA.

IIpoTokon noAnMuceIBaeTcs MpeAcelaTeNbCTBYIOIMM Ha 3acelaHUH U CEKpEeTapeM.
[MToxmucn Brkmouawor B cedsa cnoBa «llpeacenatens (IlpeacenaTenbCTBYFOLIHIA I,
«Cekpetapb» (0e3 KaBBIYEK), JUYHBIE MOANKCH, PACIINGPOBKU MOANACEH (MHHLMAIBL,
dbamunn).
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HaymenoBanus [0DKHOCTEH UL, MOANMCHIBAIOLIMX IPOTOKOJ, IMEYATAIOTCH OT
JIEBOM TpaHMIbl TEKCTOBOIO IO/, WHHMLHKAIBI W (aMUIUS —OT NpaBOid TI'pPaHULBI
TeKCToBOro mnoid. Ilognucu otaensroTcs oT TekcTa U ApPYr OT Apyra JBYyMsI — YeThIpbMs
MEXCTPOYHBIMH HHTEepBalaMHu.

[Tonnuce mpoTokona Heo6xoaumo OGOPMIIATE B COOTBETCTBHM C IpaBUIIaMH
odopMiieHHs peKBHU3UTa 23.

4.5.5. IlogroroBka NpoTOKOJIa BKJIFOYAET B CeOs:

a) cbop MaTepuaoB (T€3UCOB, JOKJIAO0B, BBICTYIUICHUH U T.IL.);

CtpykTypHOe mofpa3neieHHe, Ha KOTOpOe BO3JIOXKeHa IOArOTOBKa MaTepuaioB
(Te3ucoB, NOKIANO0B, BBICTYIJICHHH W T.I.) MO BONpPOCaM ITOBECTKH IHS, NPeJOCTaBIAeT
yKa3aHHblE MaTepuanbl JMLY, OTBETCTBEHHOMY 3a O(QOpMIIEHHE MpPOTOKOJa, B
Ha3HAYEHHBIA UM CPOK.

0) 3amich HHGOPMALMK BO BpeMs IIPOTOKOJIUPYEMOI0 MEPOIIPUSATHS;

3anuch HHPOPMALMK BO BpeMsl IPOTOKOIUPYEMOr0 MEPONPHSTHS OCYLIECTBIASTCS
CeKpeTapéM KOJUIETHAJbHOIO OpraHa, cekperapéM, BBIOpaHHBIM Ha COOpaHuH,
TIOMOLUHMKOM PpYKOBOJMUTENsS MM PpabOTHHKOM, YIOJHOMOYEHHBIM pPYKOBOAMTEIEM,
NPOBOJSAIIMM IIPOTOKOJIUPYEMOE MEPOIIPUATHE.

B) o(OpMIIEHKE IPOTOKOJIA;

IIpoTokon cocraBisercs Ha OCHOBaHMM 3amlMCEd, IMPOM3BEIEHHBIX BO BpeMs
coBellaHus (3acejaHus), MpeJCTaBIeHHBIX T€3UCOB, HOK/IAJ0B U BBICTYIUICHH, CITPABOK,
IIPOEKTOB H [Ip.

OrBeTcTBeHHOCTh 3a OGOpPMJIEHHE TPOTOKOJA BO3JAaraeTcs Ha CeKperaps
KOJUIETMallbHOIO ~ OpraHa, cekperaps, BbIOpaHHOr0O Ha coOpaHHH, [OMOIIHHUKA
PYKOBOIMTENS HIM pabOTHUKA, YIIOJIHOMOYEHHOIO pPYKOBOIMTEJIEM, IPOBOASAIIUM
IIPOTOKOJIMPYEMOE MEPOIIPUATHE.

Odopmienue KpaTkoro MpOTOKOJa HO/DKHO OBITH 3aBEpPUIEHO He IO3JHee
creAyromero paboyero JHs co JHA MPOBEAEHUS IIPOTOKOJIMPYEMOTO MEPOIIPUATHA.

Odopmienne momHOrO NMPOTOKOJA JOKHO OBITH 3aBEpIIEHO HE MO3/HEE TpeX
pabouux IHEHN CO AHS MPOBEIEHHS IIPOTOKOJIUPYEMOIO MEPOIIPUATHS.

I') NOANKCaHKUEe TPOTOKOJIA,;

[TpoTokoNn MOAMUCHIBAET CEKpeTapb WM TMOMOIIHMK pyKoBoAuTens (pabOTHHK,
YIIOJTHOMOYEHHBIH PYKOBOAUTENEM), H IPENOCTaBseT €ro Ha IOANHCH NpeaceNaTeno
WJIH TIpeJICENATE/IbCTBYIOIIEMY TODKHOCTHOMY JIMILY.

Kpatkuii npoTOKOJ MOAMNKCHIBAETCS HE MO3HEee CIEAYIOIEro paboyero JHs CO JHS
NIPOBEJIEHUS IIPOTOKOIMPYEMOTO MEPOIIPUSTHSI.

[TonHpI NPOTOKON IMOJNMCHIBAGTCS HE TO3[HEE TpeX pabo4yMx J[HEH CcO IHA
NPOBE/ICHHUS IIPOTOKOIUPYEMOTO MEPOIIPUSATHS.

BHecenue u3MeHeHUH U UCITPaBJICHUM B MOANIMCAHHBIN IIPOTOKOJI HE JOITyCKAeTCs.

1) perucTparnus IpoToKoa.

[TonHOCTBIO OGOPMIIEHHBIH 3K3EMIUIApP MPOTOKOIA PETUCTPUPYETCS M XpaHUTCS B
CTPYKTYPHOM II0/Ipa3/ieJIeHHH, OTBETCTBEHHOM 3a O(POPMJIEHUE IIPOTOKOJIA.

4.5.6. CtpykTypHOE mojapasieleHne, OTBETCTBEHHOE 3a O(QOpMIIEHHE NPOTOKOIA,
OCYILIECTBIISET 3aKa3 Ha U3rOTOBJIEHHE KOMUM ITPOTOKOJIOB U MOCTENYIOIYI0 HX PACCBIIKY
B CTPYKTYPHBI€ NIOIpa3/ie/IeHusl.

Komuu  mpoTOKONIOB NpU  HEOOXOJMMOCTH  PacChUIAlOTCA  CTPYKTYPHBIM
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MOApasAcCHUAM H JO/DKHOCTHBIM JHLAM B COOTBETCTBHH C PEECTPOM PaCCBUIKH,
KOTOPHIF COCTaBIAET OTBETCTBEHHBIA HCMOMHUTENb CTPYKTYPHOTO MOApasieiieHus,
NOJArOTOBHBILHMHA pacCMOTPEHHE BOIIPOCa.

IlpuHsTEIE penieHHs TOBOAATCA 0 UCTIONHUTENEH B BUJE BBIITHCOK U3 IIPOTOKONOB,
KOTOpble 3aBepAIOTCA MO MONHOH ¢opMe ¢ TNpOCTAaBICHHEM IMe4aTH «YIpasieHHne
IeNIOMPOU3BOACTBA H apXHBaA».

Komun npoTokon0B M BBIIMCKM ©3 TPOTOKOJIOB  JAOMKHEL  pacchUIaThCA
HUCIOJHUTENAM M 3aUHTEPECOBAHHBIM  NOMKHOCTHEIM  JIMLAM M CTPYKTYPHBIM
HNOApasfeNeHusM B CpOK HE No3fHee Tpex paboumx JHEH co JAHA IpPOBENCHMA
MPOTOKOJIHPYEMOTO MEPOTIPHATHU.

Komm# npoToKONIOB WIH BBIHCKY U3 MPOTOKOJIOB, 3aBEPEHHBIE 110 NOMHOH dopMme ¢
MPOCTABICHHEM TNEYaTH «YNpaBjleHHe JCNONPOM3BOACTBA H  apXuBa», IpH
HeOOXOMUMOCTH pacChIAlTCA B 3aHHTEPECOBAHHBIC OPraHH3alMK B COOTBETCTBHU C
YCT2HOBJIEHHBIM HOPAAKOM.

4.6. CnyxebHoe MUCbMO

4.6.1. CnyxeOHoe NUCBMO (fajiee — MHUCBMO) — JOKYMEHT, KOTOPBIA CHYXHT
cpeACTBOM oOWeHHs Mexay ©PHHAHCOBbIM YHHBEPCHTETOM M OpraHU3alMsIMH H
YaCTHBIMH JIMLAMH B MPOLIECCE OCYLIECTBISCHHS UX AeATENbHOCTH.

CnyxeOHble nucbMa, HaNpaBiiieMble HAa HMMA PYKOBOOWTENA BBIIECTOALLETO
opraHa, MNOAMKCHIBAIOTCA TOJIBKO PEKTOPOM.

CnyxeOHble nucbMa, HanpasisgeMmble OUHYHUBEPCHTETOM B CTIPYKTYPHBIE
NOJpa3fAeleHus BBINICCTOALIMX OpPraHoOB, MOMAINMCBIBAKOTCA PEKTOPOM HIH [0 €ro
NOpPYYEHHIO JOJDKHOCTHBIMH JIMIIAMH W3 cocTaBa Pekropara.

CnyxebHble mnucbMa, HanpapiseMble OUHYHUBEPCUTETOM B aapec JpYrux
OpTaHMU3alUi U rpaxjaaH, MOAMUCHIBAIOTCA PEKTOPOM WIH JODKHOCTHBIMH JTHLIAMH H3
coctaBa Pexropara B COOTBETCTBUM C MepevYHEM KOOPAHHUPYEMBIX [OJApa3AeieHul,
cepoll OTBETCTBEHHOCTH, ACIETUPYEMBIMH UM OPTaHH3ALHOHHBIMH IHOJHOMOYHAMH H
MOpPsIKOM 3aMelLEeHHs, YTBEPKAAEMBIMH NTPHKA30M PEKTOpa.

[lo nopy4eHHI0 PEKTOPa B OTAEABHBIX CAYHAAX CIyKeOHbIE MUCHMa, HAIIPABIAEMBIC
OUHYHUBEPCUTETOM B ajpec JApPYIMX Opragusaliid W TpaxJaH, IOANHCHIBAIOTCA
PYKOBOOUTENAMHU CTPYKTYPHBIX NOApa3ACeHUH.

llpaBo mnogmucu ciyxeOHBIX NHCeM YCTAaHABIMBACTCA B IOJIOXKEHHSX O
CTPYKTYpPHBIX TNozpasfencHUAX QOHHYHHBEpCUTETA M B JOIDKHOCTHBIX HHCTPYKLMSX
paGOTHUKOB.

4.6.2. CnyxeOHble MTHCbMa JEJISTCA Ha BHJBL

1. I'lo pyHKUHOHANEHOMY TPU3HAKY

a) MUCEMa, TpeOyIolIKe THChbMa-0TBeTa (PeANOXeHH, 3aTIPOChL, IPOCHOBI);

6) miuceMa, He TpebYIOIIHe TNHChMa-0TBeTa (MOATBEPKIACHWS, HANOMHHAHWS,
npenynpexaeHs, H3BelleHys, IpUriallieHus, COTPOBOAUTENbHRIE NHChMA, TapaHTHHHbIE
NnuchMa, MHPOPMAIIHOHHBIE (PEKJIaMHBIE) TTICHMA).

2. I'lo conepxarteNbHOMY NPU3HAKY:

a) THULNaTHBHBIE INCHMa;
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6) oTBEeTHBIE MHCHMA.

CrnyxeOHble nuchMa (Hasiee — nucbMa) PHHYHHUBEPCUTETA FTOTOBATCS:

-KaK OTBeThl O BBIMOJHEHUH MNopydeHnd AaMuHuctpain llpesnneHTa
Poccuiickoii ®enepanun 1 Annapara [Ipasurensctea Poccuiickoii Penepauum;

- KaKk UcnojiHeHWe nopydeHuid AnmuHucrpauuu [lpesupenta Poccuiickon
denepanu M Anmapara IlpaBurensctBa Poccumiickoli @emepaimyd No obpallieHUsIM
FpaX<AaH Mo BOMpocaM, OTHOCALIMMCS K KOMIIeTeHUHY DHHYHHBEPCUTETA;

- KaK OTBETHl O BHIMOTHEHWW NopydeHni MuHHCTepcTBa 00pa30BaHHA W HAYKH
Poccuiickoit ®eaeparimy;

- KaK OTBETBI Ha 3aPOChl pa3jIMUHBIX OpraHN3alMi U YaCTHBIX JIHLL;

- KaK UHHIMATHBHBIE NTHCHEMA.

4.6.3. [Incema, agpecoBaHHBIE OpraHM3alMsM W 4HacTHbIM nuuaMm B Poccuiickoit
Penepaluu, JOMKHBI [1€4ATaThCAd Ha YTBEPXKJASHHOM OslaHKe mucbMa PHHYHUBEPCHTETA,
HMeIOIleM PEKBH3HTHI Ha PyCCKOM a3bike (rpuinoxenue Ne 15).

TluceMa, agpecoBaHBBIE 3apyOeXKHBIM OpraHW3aldAM M YacTHBIM JIMLIAM, JO/DKHBI
TIe4aTaThCs HA YTBEPKIAEHHOM OnaHke nucbMa PUHYHHUBEPCHUTETA, HMEIOILIEM PEKBH3HTHI
Ha aHTTTHHACKOM A3bIKE.

ITucema, agpecoBanHble B AamunuctpauHio Hpesnnenrta Poccuiickor ®Penepannn
u B Annapar IlpaButensctBa Poccuiickodt ®enepauun, A0mKHA I€4aTaThC Ha
yTBepKIeHHOM OllaHke MNHCbMa pEeKTOpa HIM Ha YTBepXIeHHOM OJlaHKe NHChMa
OunyHuBepCHTETA.

VnoTpebnenue 61aHKOB MPOU3BOABHON (DOPMBI 3aNTpelaeTcs.

4.6.4.TluceMo  JOKHO HMETH YCTAHOBJICHHBIH KOMIUIEKC 00A3aTeNbHBIX
PEKBHU3UTOB U CTAOUIIBHBIN IMOPSIIOK UX PacITONOKEHHUA:

a) JaTa ZOKYMEHTa;

Jara muceMa— aTa NPUHATHS pellleHUs, 3apUKCUpOBaHHOTC B TekcTe. Jlatoi
MUCBMA SIBAAETCS JATa €ro NOoANUCaHus.

Hary nuceMa HeoOxouMo ohOpMIISITE B COOTBETCTBHH ¢ MpaBWIaMH 0GOpMIICHHS
pexsusuta 11.

§) perncTpalMOHHBIH HOMEP AJOKYMEHTA,;

PeructpalioHHBIM ~ HOMEPOM  TUCHMA  SIBJIAETCS  TOPAAKOBBIM  HOMED,
MPUCBAHBAEMBIN H3 PErHCTPaUMOHHOTO MaccHBa B MNpepeiax KajleHIapHOTro roja H
JOOTIONIHEHHBII MHOEKCOM [lefla TI0 HOMEHKIATYpe Aell CTPYKTYPHOro MOApasfeieHHusA, B
KOTOPOM XPaHHUTCA KOIIHSA MUCHEMA.

PerucrpauuoHusii HOMep THCbMa HEOOXOIMMO OQOPMIAThL B COOTBETCTBHHM ¢
TIpaBUIaM¥ O(OpPMIICHHS peKBH3HTa 12,

B) CCBINIKAa HAa UCXOALIIHHA HOMEP W AAaTy AOKYMEHTa aApecaHTa;

Ccplnka Ha HCXOOAUWMA HOMEp U aTy JOKYMEHTa afApecaHTa UCTIONb3YEeTCHA TONBKO
B TeX HHCBMaX, KOTOpble ABMAIOTCA OTBETaMH Ha 3ampoc. CBelieHHs B NAHHBIH PEKBH3HT
NEPEHOCATCS C MOCTYNUBIIETO JOKYMEHTA.

Ccrinky Ha MCXOIAIIWI HOMep M JaTy AOKYMeHTa ajipecaHTa He0oO0XOAMMO
O OpMIIATE B COOTBETCTBHH ¢ NMPABHIIaMH OOPMIICHHS pEKBU3UTA 13.

I) agpecar;,

ITiceMO He IOOMDKHO cojepaTh Ooyiee YETBIpEX agpecaroB, NMPU 3TOM CIOBO
«Konus» nepea BTOpsIM, TPETEHM, YETBEPTHIM aJpecaTaMy He ykasbiBaroT. I1pu Gonpirem
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KOJIMYECTBE alpecaToB COCTABIAIOT CIIUCOK PACCHUIKU MUChbMA M Ha KaxuI0M 3K3EMILIIpe
MMCbMa YKa3bIBaOT TOJIBKO OJHOTO ajipecara.

Ilpu apgpecoBanuM nucbMa JOJKHOCTHOMY JIMLY €r0 HHHIHAJbLI YKA3bIBAIOT Mepe]
(amunei.

HomyckaeTcs nepel paMuineil, MMeHEM, OTYECTBOM yNOTpeOeHHe COKpallleHHOro
oOpaileHus «r-Hy» (FOCIIOAHHY ), «I-Xe» (TOCIOoXe), «Ip.» (rpaXIaHUuHY, MpaKIaHKe).

B 3apyOexHo#l mepenucke clieayeT YNOTpeOJATh TOJBKO IOJHOE HAaWMEHOBAHUE
ajipecata, BKJIro4arouiee B cebs oOpallleHHe «roCMOJUHY», «rocioka» U haMuwiuio (ums,
(haMUITHIO).

PexBH3HT «Azpecar» pacrojararoT B IIpaBOM BEpXHEM YIJIy IEepBOro JIUCTa
JOKYMEHTa OT YETBEPTOro MOJIOKEeHUs TabynsTopa (8 cMm), BeIpaBHUBAs 110 JIEBOMY Kparo
WJIH 110 LIEHTPY CaMOM JJIMHHON CTPOKH.

Ha Onankax mmceM c wu3oOpaxenueM [ocynmapcrBenHoro repba Poccuiickoii
@enepauuy Bce 3IEMEHTHI PEKBU3UTA «AJlpecaT» HEOOXOIUMO pacoiaraTh HIKE YPOBHS
u3zobpaxxenus ['ocynapcrBerHoro repba Poccuiickont @enepanuu.

AnpecoBaHue nucbMa HeoOXOAUMO O(OPMIIATH B COOTBETCTBUU C TPaBUIAMHU
oopMieHus pekBu3mTa 15.

1) HAaMMEHOBaHue JTU00 aHHOTALMS TOKYMEHTa,;

HaumenoBanue nubo aHHOTanus (3arolloBOK K TEKCTy) MHCbMa COCTaBIISIETCS
JIMLOM, FOTOBSILIUM IPOEKT MUCbMaA, M JOJKHO KPaTKO U TOYHO OTPa)KaTh COAEPIKAHUE
TeKCTa.

ITuceMO [OMKHO MMETh HaMMEHOBaHHE, KOTOpoe HadyuHaeTcs ¢ npemiora «O
(O6)». Hampumep: O nposexenuu ..., O6 ywactuu ..., O npuobperenuu ..., O
PacTOP)KEHUH ... .

HaumeHoBaHWe mHchMa IeyaTaeTcs dYepe3 JBa MEXCTPOUYHBIX MHTepBajla oOT
pekBuzuta «Ccbulka HAa PEruCTPAalMOHHBIA HOMEpP M JaTa JOKYMEHTa» CTPOYHBIMH
OykBaMH, HayWHas C NPOMHUCHOW, Oe3 KaBbi4eK 00bIYHBIM LipupToM Ne 14 or neBoi
rpaHULbl TEKCTOBOIO MOJIS.

HanmeHoBaHMe MHCHMa, COCTOsIIIEE U3 HECKOJIIBKMX CTPOK, Ile4aTaeTcs yepe3 OIHUH
MEXCTPOYHBIH MHTEPBAJ.

HanmeHoBaHHe THCbMa HEOOXOIUMO OGOPMISATH B COOTBETCTBHM C IpaBHIIAMH
odopmiieHus pekBusura 18.

€) TeKCT JOKYMEHTa,;

Texcr muceMa JO/KEeH OBITh JTAKOHWUYHBIM, TOYHBIM, HCKIIOYaTh BO3MOXHOCTB
HEOJHO3HAYHOTO TOJKOBaHHUS, a TakKe HEHTpaJbHBIM [0 TOHY M HE COAepXallluM
3MOLIMOHAJILHON OKPACKH.

TexcT OTBETHOro MUChbMa JOJIKEH TOYHO COOTBETCTBOBATh NaHHOMY IOPY4YEHHIO,
MOCTYMUBILIEMY 3aIPOCY, YKa3aHHUIO 110 UCTIOJIHEHHIO NOKYMEHTa (Pe30JIIOLUH).

TexcT MUCcbMa, Kak MPaBHIIO, JOJDKEH KacaTbhCs OJHOTO BOIPOCA MM HECKOJIBKHX
BOIIPOCOB, €C/IH OHHU B3aUMOCBSI3aHbl H OyAyT paccMaTpHBaTbCs B OJAHOM CTPYKTYPHOM
To/ipa3e/iecHHd opraHu3auny aapecara. Eciu HeoOxonumo oOpaTHThCsS B OpraHH3aLliio
110 HECKOJIBKHUM Pa3HOPOJIHBIM BOIPOCAM, TO HEOOXOAUMO COCTABIIATH OT/EIBHBIE ITHCbMa
10 Ka)KJJOMY M3 HHX.

CiyxeOHOEe MHMCBMO, HalpaBliieMOe BHYTPH CTPaHbl, COCTAB/ISETCS Ha PYyCCKOM
a3pike. [IucbMa, HampaBisieMble 3apyOeKHBIM apTHEpaM, MOTYT COCTABIIATHCA Ha SA3bIKE
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CTpaHBbl ajipecara, Ha pycCKOM HMJIM aHIJIMHCKOM A3bIKaX.

B Texctax muceM AOMKHBI YNOTPeOIATHCA TONBKO OOLIENPHHATBIE B PYCCKOM
A3BIKE 0003HAYEHHS, TEPMUHBI H COKPAalleHH .

IIpn Heob6xoanMoCTH yoTpeONeHNnsa coKpaleHHus (COKpallleHHOro HaHMEHOBAHHA)
B TEKCT€ CHaya/la NHINETCA TONHOe HauMeHOBaHHe, 8 3aTeM B CkoOkax jgaercs ero
COKpalleHWe (COKpalleHHOe HAUMEHOBAaHHE), 33 HCKIIOYEHHEM OOLICNpPHUHATBIX
COKpalleHHUH.

B TekcTax nuceM HaWMeHOBAHHS CTPYKTYPHBIX MOApasfeieHu#, KoJierdaibHbiX
opraHoB OUHYHUBEPCHUTETa U JOJDKHOCTEH UX PYKOBOJAUTENCH OO/DKHBI MEYaTaThbCsa B
COOTBETCTBUH C MPaBHJIaMH HANMCAaHHUA 4YacTe U OTIAENOB OpraHU3alluu, JODKHOCTEH,
yKa3aHHBIMH B MpaBmiax oQopMIeHHS peKkBU3uTa 20.

TexcT muckMa v3NaraeTcs OT TPeThero JULA €ANHCTBEHHOIO YNCNa UM MEePBOro
JMIla MHOXKECTBEHHOrO 4HCla, HanpuMep: «@OUHAHCOBBIH YHHUBEPCHTET NPOCUT
NpeNoCTaBHTh...», «DHHAHCOBBIA YHHMBEPCHUTET NpENNaraeT pPaccMOTPETh...» WU
«CoobmaeM ...», «HarpasnseM ...» u 1.0 Ecnu nuceMo odopmMieHo Ha BnaHke pexTopa,
TO €r0 TEKCT M3JIaraeTcs OT NepBOro JWHA €JHHCTBEHHOro 4mciaa, Hanpumep: «lIpomry
Bac ...», «CunTato BOSMOXHBIM. ..» H T.II.

TekeT nucbMa, Kak NpaBHIIO, COCTOUT U3 CNEAYIONIHX OCHOBHBIX YacTel:

a) obpalieHue;

[Tpu oOpamenm Kk agpecaTy YYHTBIBAeTCA ero ciyxeOHOe monoxeHue, cdepa
JeSTTeIbHOCTH.

HauGonee 9acto ynorpednseMsiMu popMaMy 0OpallieHUs ABIAIOTCS, HaPUMED:

Vpaxaemslii Cepreii [letpoBuu!

Cepreii IletpoBuy!

I'ocnoaun Turos!

VBaxxaeMmas rocrioxa Iletposckas!

VBaxaemrple rocnoga! (Ymorpebnsercs, KOrAa HEW3BECTHB MMEHA TOAYy4YaTenew
IIHCBMA).

IIpu oOpamieHHd K BBICIIHM AOMKHOCTHBIM JIMLAM OPraHOB BIACTH, BEIyTaTaM,
npe3uaeHTaM (npeaceaaTeniM) ooLecTs, KoOMIaHuH, GHPM, a TAaKKe K AyXOBHBIM JIHLAM
Pa3MYHBIX BEPOUCIIOBEAAHHH MPUHATO oOpalieHHe ¢ yKazaHHeM MIODKHOCTH 6e3
dhaMUIHHU.

0) BcTyIUIeHHE (000CHOBAHUE);

Bo BcrymreHnu ¢opMynupyercs Tema NHCbMa, OOBACHAIOINAA NPHYHHBEI €10
HaHCaHHA.

BerynneHve MOXeET COaepKaTh:

-CCBUIKY Ha AOKYMEHT (OpraHH3alHOHHBIH, PACTIOPAJAMTENBHBIN, HOPMAaTHBHBIA,
OOTOBOPHBIA, MHGOPMALMOHHBIM WIH CNpaBOYHO-aHANUTHUECKHH) H (WIH) €ro
OTHAENbHBIE IYHKTHl, MOCTYXHBIIHE MIOPUAXYECKHM OCHOBAaHHEM WIH MOBOAOM IS
nyCcbMa;

~-KOHCTaTalUHuIo (akta, COOBITUA, CTOXKUBIUEHCS CUTYaLHHU.

B) OCHOBHOE COJlepXKaHHUe;

OcHOBHOE coliepKanne TTHChbMa HauHHAOT ¢ ab3ala.
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B 0CHOBHOM COfepaHWH NTHCbMa NPHBOAAT OTUCAHHE COOBITHS WU CHTYAIUH, UX
aHaJIU3 U MPUBOAUMEIE I0KA3aTENHCTRA.

I') 3aKJTIIOYEHHE.

3aKmo4eHHe ITHChbMa HAUMHAIOT ¢ ab3ana.

3akmio4eHne [peacTaBiseT coOod BHIBOABL B BHIAe NPEIOKEHHI, MHEHHI,
TpeboBaHH, MPoCchd, 0TKa30B, HAIOMHHAHHI, 3aKIOUHTEIBHAA YacTh MHCHMA MOXET
3aKaHIMBaThCd  QopMysioli  BeXUIMBOCTH, Hampumep: «C  YBaOXEHHMEM, ...».
3aknmounTenbHasg (QOpMysa BEXKIMBOCTH OTAENAETCS OT HAHMEHOBAaHHA JOJDKHOCTH
3alIATOH, HaNpUMep:

C yBaxkeHueM,

Pektop JUYHASL ROORUCY M.A. Dcknnaapos

TekcT oTaengeTCA OT HAMMEHOBaHHA MHCHEMa ABYMS MEKCTPOUHBIMH MHTEpPBaIaMH,
nevyaraeTcsd pekoMeHAyeMbIM Iupudrom Times New Roman Ne 14 uepes nontopa
MEXKCTPOYHBIX HHTEpBala OT HyJNeBOro nojoxeHHd Tabyndropa (1€BoH TIpaHULBI
TEKCTOBOrO IOJA) U BBIPABHHBAETCA TO JIEBOW W TMpPaBOil IpaHHIIAM TEKCTOBOTO TIOJA.
IlepBast cTpoka kaxaoro ad3aia HauMHAETCs ¢ NEpBOro NoJoKeHUs Tabynsatopa (1,25 cm)
OT A€BOH IpaHHUbl TEKCTOBOIO 110JI4.

Tekct nmuceMa HeoGX0AUMO OQOPMIIATH B COOTBETCTBHM C IIPABHIAMH OQOPMIICHUA
pexBu3uta 20.

) OTMeTKa O HAJHYHH IIPHIIOYKEHHI;

Cnoso «Ilpumoxkenue:» medaTaetcsl HEXHPHBIM IPHGTOM CTpPOUHBIMK OyKBaMH,
HaYMHaA C MPOIMUCHOM, OT IeBOM rpaHULIbl TEKCTOBOIO TOMNA U CTABHTCA JBOCTOYHE.

OTMeTKa 0 HATHYHUY MPUIIOKESHUS OTAENAETCA ABYMS MEXXCTPOYHBIMH HHTEpBajaMu
OT TEKCTAa MUChMA.

Cnoso «[lpunoxkeHue» He3aBUCUMO OT KOJMYECTBA IIPUIGKEHHH NHIIETCS B
eJIMHCTBEHHOM 4HCIIe.

MHOroCcTpoYHBle HAUMEHOBAHHS JOKYMEHTOB, YKa3aHHBIX B IPHJIOKCHHH,
NevyaTaTCs Yepe3 OAUH MEeXCTPOUHBIH HHTEpBAL.

CrpaHu1IBl TUCHMA U KQXIOTO U3 MIPHIIOKEHUN K HEMY HYMEPYIOTCS OTAEIBHO ApYyT
OT JpYra KaK CaMOCTOATENbHBIE JOKYMEHTHI,

OTMeTKy © HaIMYHH [PHIOKEHHS K INHCBMY Heobxoaumo odopMIiATE B
COOTBETCTBHM C MpaBWJIaMH O¢opMIcHUS pekBu3uTa 21 (B 4acTH, OTHOCALIEHCA K
IUCBMY ).

3) MOAINCH TOKHOCTHOTO JTHLA;

IMoanuck cayXkeOHOro MUCHMa COCTOMT M3 HAUMEHOBAHHA JIOJDKHOCTH JIKLA,
NOANKCHLIBAIOWIEr0 AOKYMEHT, JHYHOH MOANMMCH, pacliu@poBKU MOAMUCH (MHHLMANLL,
damMuus).

HauMeHOBaHHe JOMKHOCTH JIMLA, TIOJITHCBHIBAIOIIErOo CilyXebHOe MHHCBMO,
NIeMaTaeTcs OT NeBOM I'paHULIBl TEKCTOBOTO IMOJA, WHHUIMANEL H (QaMHMHA — OT IpaBoi
rpaHKLBl TeKCTOBOTO Mok, Ioamuch oTzAenseTcs OT TEKCTA NHCHMA HIM OTMETKH O
HAMHYHH PUIOKEHHA IBYMSI — YeTBIPbMA MEXCTPOUHAIMH HHTEPBAIaMU.

Moamuce cayxeOHOro nuchbMa HEOOXOOUMO OMOPMIATE B COOTBETCTBHU C
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npaBUIaMK OopMIIeHHs peKBHU3UTaA 23.

H) BH3Q,

Busbl cornacoBaHus Ha NPOEKTe CIyXeOHOro muceMa oGopMIAIOT PYKOITUCHBIM
cnoco0OM B HHXKHEH YacTH JIMIEBOH CTOPOHBI KOMMHM TIHCEMA, BEIMOJHEHHOM Ha
CTaHAAPTHOM JHcTe Oymaru gopmara A4.

Bu3el cormacoBaHus City:KeO0HOIo MUCbMa HEOOXOAUMO OOPMIIATE B COOTBETCTBHH
¢ NipaBUNaMH OQOPMIIEHHS PEKBU3HTA 25.

K) OTTUCK IEeYaTH;

Ortuck rmevyath @PUHYHHBEPCHTETA TIPOCTABNAETCA Ha CIy)KeOHble ITHChMa
(PHHAHCOBOI'O XapakTepa d MHCHMa, CoAeprKalllie 00s13aTeNnsCTRa.

Orruck mneyatd HEoOXOQWMO IIPOCTaBIATH B COOTBETCTBHHM €  [paBHAaMH
odopMIIeHHs PEKBU3UTA 26.

1) OTMETKA 00 HCTIONHHUTENE.

OrMeTka 00 HCHONMHUTENE B CIYKEOHOM IMCEME COCTOMT M3 HHUIHAIOB, (PaMHIIUH
U HOMepa TeleoHa paboOTHUKA CTPYKTYPHOTO TOJApasAc/eHus, ABIAIOILErocs
HETIOCPEACTBEHHBIM HCIIOTHUTENEM U NMTOATOTOBHBIIUM TEKCT MUCHMA.

OrMetky 06 ucrmonHutene B Ciy)Xe0HOM INMUCHME MEYaTaloT OT JIEBOH I'PaHMIIB!
TEKCTOBOTO MOJs B HIDKHEH 4YacTH NHMChbMa Ha JMLEBOH HIM oOOpOTHOH ero CTopoHe
HexupHeIM WpudroM Times New Roman Ne 12 yepe3 ofnH MeXCTPOUHBLI HHTEPBAJL.

Ormetky 00 HCHONHHTENE B COy)XeOHOM NHCbMe Heod0xomuMoe odopMIATE B
COOTBETCTBHH C NPaBHJIaMH OQOPMIICHHS peKBH3HTA 28.

4.6.5. Ilpu odopmineHny mnucebMa Ha JABYX H Oolee cIpaHMIiaX BTOpas H
nocieAyiolde CTpaHULbl HyMepYyHOTCs MOCepeIHHE BEPXHEro Mojs JNucTa apaOCcKuMHM
nuQpamMu.

4.6.6. CniyxxebHOe nNHCBMO, MOANHCHIBacMo¢ pekTopoM (PUHYHHBEPCHTETA
COBMECTHO C PYKOBOOMTENSMH IAPYIHX OpraHu3auuii, odopmisercs Ha CTaHIapTHOM
mcte Oymarm ¢opmara A4. Ilpm >ToM fdaHHple O HAWMEHOBAHMM OpraHHM3allvy,
MOAMHCABILEN MUCHMO, BKITIOYAIOTCA B HAHMEHOBaHHE JOKHOCTH B pekpusute «[loanuce
JOJDKHOCTHOI'O JTHLIA».

4.6.7. [TonrotoBka cmyxeOGHOrO MUChMa BKJIIOYaeT B ceds:

a) U3yUeHHE CyIleCTRa Bonpoca U cOop HeoOX0AUMBIX CBEICHHUH;

[TpoekTsl CITy>keOHBIX TIHCEM pa3padaThIBalOTCA CTPYKTYPHBIMH IMOAPa3AEICHUAMH
10 MOPYYEHHIO PEKTOpa HIIM JOKHOCTHBIX JIUL M3 cocTapa PekTopara, HMEIOIINX MPaBo
HOANHCH CHyXeGHBIX nHceM, nubo no cobGcTBeHHON HHMIMATHBE HA OCHOBAHWH
COOTBETCTRYIOLLETO JIOKYMEHTA.

Ilepen paspaGoTkoli mpoekTa COyXeOHOrO IMHCHMa TIIATENBHO H3YYarTCA
3aKOHOAATeNbHBIC aKThl Pocculickoli ®Depepauuy, J0OKajJbHBIE HOPMATUBHBIE aKTHI
OUHYHIBEPCHTETA, AOKYMEHTH, ABIMIOIINECS OCHOBAHWEM JUIA HOATOTOBKH NHCHMA H
NpeslAyIas Mepennucka Mo YKa3aHHOMY Bompocy. Ilepen paspaboTkoil npoekra
OTBETHOrQ CnyXeOHOro MUCHEMa, KpOME TOro, TIIATENbHO H3Y4aeTcs MOCTYNHBIIMH
3anpoc, NpeajaoKeHHe, Mpockba.

§) noAroToBKa NpoeKTa ciy>kKeOHOro NUChLMa,;

(ObecrnieyeHde KayeCcTBEHHOH TNOATOTOBKH MMPOEKTOB CIYyXEeOHBIX NHCeM H HX
COINAcOBaHMe BO3NIAraeTcsd HA PYyKOBOAUTENEH CTPYKTYPHBIX TOAPA3JCNCHHM, KOTOpble
FOTOBSAT MPOEKTHI CITY)KeOHBIX ITHCEM.
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CpokH MOATOTOBKH OTBETHBIX INHCEM  YCTAHABIMBAIOTCS HOPMATHBHBIMH
NpaBOBBIMH aKTaMH JHOO YKa3aHMsMH MO HCIIOMHEHHIO [JOKYMEHTOB (pe3OJIOLAMH)
peKTopa HIM JO/DKHOCTHBIX JHI H3 cocraBa Pekropara. Cpokd IOATOTOBKH
HHHLHATUBHBIX TTHCEM ONpPEAECIIAIOTCS PYKOBOAUTENSMH CTPYKTYPHBIX NTOApa3ie/ieHHH.

B) COIIaCOBAHUE NPOEKTA CY>XeOHOTO NMUCHEMA;

Ilpoekt cmyxeGHOro mnHchMa  BH3UPYET  PYKOBOOHTIENb  CTPYKTYPHOTO
NOApa3AeaeHUs, BHOCALIETO MPOEKT MHCbMA. B ciydae mOAroTOBKH MpoekTa Cy>XKeBHOro
IHCbMa@ COBMECTHO HECKOJBKMMH CTPYKTYPHBIMH TNOZpa3felCHHAMH, PYKOBOAUTEND
KaX[I0T'0 CTPYKTYPHOTO NOAPA3ACICHI BAZUPYET IPOEKT.

I') NOANKCAHHE NPOEKTa Ci1yKeOHOro MUChMa;

[IpoekT cnyxebHOro mMUChbMa NoJaeTcs Ha MOANHUCH PEKTOPY WM JOKHOCTHOMY
MLy M3 cocrtaBa PekTopatra BMecTe ¢ KOMUeH NUChMa, Ha KOTopol odopMieHa BH3a
(BU3BI)} COTJIACOBAHNA.

BHecenne n3MeHeHHH U HCIIPaBIeHUH B IOANUCAHHOE MTUCEMO HE AOMYCKAETCA.

J} perucTpanus ciyxeOHOro MUchkMa;

IoanucanHele caykeOHbIe MAChMA perHcTpupyores B Y InA.

IlognucanHpIM MHUCBMAM  TNIPHCBAUBAIOTCS  PerHCTpallMOHHBIE HOMEpa U
HPOCTAaBIAIOTCSA AATHI PETHCTPAlINY.

4.6.8. OpuruHans! ciyke0HBIX NICEM HANpaBAgIOTCs ajpecaram:

- o riouTe 4yepes Y JUA;

- HAPOYHBIM OT CTPYKTYPHOIO TMOApa3AeieHHsA, MOArOTOBUBILErO CIyXeOHoe
[TUCHMO.

IIpu HeoOXoaAUMOCTH ciTy)KeOHBIe TUCBEMA HAMIPaBIIAIOTCS aJpPecaTaMm:

- 110 3JIEKTPOHHOMH noute Yepe3 Y JHA;

- no dakcy uepes YuA.

4.6.9. Konynu otnpaBnseMbIX CiIye0HBIX THCEM C BU3aMU COTIAacOBaHUs (OTITyCKH)
XPaHATCA B JleNax CTPYKTYPHBIX MMOApa3JesieHui BMECTE ¢ OpUIMHaNaMHU ITOCTYIHMBILNX B
OUHYHHBEPCUTET MHCEM B COOTBETCTBUM ¢ HOMEHKJIATYPaMH e,

DJIeKTPOHHBIH 00pa3 HWiIKM Komuad (OTHYCK) CNykeQHOro MHUCbMa XpaHHTCA
COOTBETCTBEHHO B CHCTEME IEKTPOHHOIO JOKYMEHTO00OpOTa YHUBepCcHTeTa TUOO B Aeie
YIUA B COOTBETCTBUH C HOMEHKIIATYPOHU Jiell.

4.7. 3anucka (aoknafHad, ciyxxebHas, O0bACHUTENbHAS )

4.7.1. ina uapopMallmOHHOro oOMeHa MEXAY CTPYKTYPHBIMM IOApa3fielIeHUSIMH,
JOJDKHOCTHBIMH JIHLIAMH H paGoTHHKaMH B PUHYHHUBEPCHTETE HCIIONB3YHOTCA Clleyolne
BHUJBI 3aITHCOK:

a) AOKJIa[Has 3anucka (npunoxeHue Ne 16);

JoxnamHas 3alucKa COCTABIAeTCS ¢ LeNblo HHPOPMHPOBaTE PYKOBOACTBO O
CITOXKUBIIEHCA CHTYAHHH, 00 HMEBLIMX MECTO (aKTax, O BbIIIONHEHHH HJIH HEBEIIIONTHEHHH
3alaHHi, NIaHOB, yKazaHu#t, paboT WK MOOYANTH K NPHHATHIO ONPERE/IEHHOTO PSIICHUS.

JIoKnaaHble 3aMUCKH 00eCneYnBaloOT CBA3b OOBEKTOR YIPABICHUA Ha BEPTHKAIBHOM
YpOBHE, TO €CTh HaNPaBIATCA OT HIKECTOAIIEro JO/DKHOCTHOIO JIMLA BBILIECTOAIIEMY
AODKHOCTHOMY JIMILLY.
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JloknaaHele 3allUCKH HAMpaBiIgOTCS PEeKTOPY, AOMKHOCTHBIM JIHIAM W3 COCTaBa
PekTopara, pykOBOAMTENAM CTPYKTYPHBIX MOApa3ae/ieHUH.

0) cyxebOHas 3anucka;

CnyxeGHble 3aHCKU — 3TO MEpPEeNucKa MEXAY CTPYKTYPHBIMH MMOJIpa3fe/leHHAMY,
KoTopas o¢QopMiIseTcs TONBKO B HCKIIOYUTENBHBIX CIyvasX, KOTAAa HEBO3MOXeH
0e310KyMEeHTAIbHBIN criocod oOMeHa HHpopMalLUe.

CnyxeOHas 3amucKa, B OTJIHYHE OT AOKIATHON 3alnuCKH OOecrieyHBaeT CBA3b
00BEKTOB YIpaBIEHAs Ha FOPU3OHTANBHOM YPOBHE, TO €CTh COCTaBiIfeTCs pabOTHHKOM
WM PYKOBOAWTENEM CIPYKTYpPHOre TnofpasieleHds Ha HMa paboTHHKa WM
pyxoBoauTesiA Apyroro nogpasgeiaeHus. CiysxeOHas 3allMCKa HAmnpaBlIsIeTCs OT OQHOTO
PYKOBOAMTENA APYTOMY HIM OT OJHOro paboTHUKa APYroMy TOJBKO B ClIydae HX
PaBHO3HAYHOTO JOMKHOCTHOIO CTaTyca.

B) O0BACHUTENbHAA 3allUcKa (IpunoxeHne Ne 17).

OOpacHUTENBHAS 3aIIMCKa — HNOKYMEHT, OOBACHAIOINMH NPUYUHBEL KaKoro-iubo
co0BITUS, PaxTa, NOCTYIIKA.

4.7.2. 3anucka cocTaBnseTcs Ha CTaHAApTHOM JHcTe Oymaru ¢opmata A4.

4.7.3. 3anucka JOKHA HMETh YCTAHOBJIEHHBIM KOMIUIEKC 00s3aTeabHBIX
PEKBM3HTOB H CTaOUIBHBIN NOPSAOK UX PAcHONOMXKEHUS:

a) HAUMEHOBaHHe OpraHK3allNY;

VYka3biBaeTcs COKpAaILlEHHO® HaUMEHOBaHHe YHUBEpPCHTETA —

OHUHYHHUBEPCHTET, xoropoe neyaraercs nponucHoMH GykBamu §e3 KaBblueK
NONY>KUPHBIM IpUdTOM Ne 16, oT neBoii rpaHULBI TEKCTOBOIO MOJS.

0) HaMeHOBaHUE CTPYKTYPHOTO MOAPAa3AelICHUA — aBTOPA 3alUCKH,

HaumeHnoBaHHe CTPYKTYPHOTrO MOApa3eeHU] — aBTOPa 3aMCKY eYaTaeTca qepe3
ABa MEXCTPOYHBIX MHTEpBajda OT HaWMeHOBaHUs (PHUHYHUBEpCUTETA CTPOYHBIMH
OykBaMH, HaYWHas ¢ MPONUCHOH, 6€3 KaBbIMeK OOBIYHBIM LpudTOM pasmepoM Ne 14, or
NeBO IPaHHILBI TEKCTOBOTO MO,

B) BHJ AOKYMEHTa;

Bun JIOKYMEHTa — CJTOBa «HTOKJTATHAS (CIYXKEBHAISI,
OBFBACHUTEJIBHAS) 3AIIMCKA» neuaraiorcs uepes JBa MeXCTPOUHBIX

MHTEpBaia OT HAWMEHOBAHUsA CTPYKTYPHOTO MOJpa3jeneHusa NponucHeIMU GyksaMu Ge3
KaBBIYEK MOJIYXHPHBIM IWIpHPTOM Ne 16, 0T IeBoM rpaHHLIbI TEKCTOBOIO NOJIA.

I') JaTa JOKYMEHTa;

JlaToll 3an1cKy ABIAETCA JaTa ¢ NOANHCAHNA.

Haty HeoOXoauMo OQOpMIAT B COOTBETCTBHMH C TMpaBHIaMH OQOpMICHHUA
pexBu3HTa 11.

1) PETUCTPAIIHOHHBIN HOMEP JOKYMEHTA;

PerucrpaulmOHHBIM ~ HOMEpPOM  3allUCKM  SIBJIIETCA  NOPSJAKOBBEIA  HOMED,
npucsaMBaeMblil B mnpepenax KajdeHAapHOro rola, JOHONHEHHBIH HOMEpOM fela Mo
HOMEHKIIATYpe JeJl CTPYKTYPHOTO NoApasAeiieHHs, B KOTOPOM XpaHATCH 3AIIUCKH HIIH HX
KOITHH.

PerucrpalltOHHBIH HOMEpP 3alHMCKH MOHLIETCH Ha OJHOH CTpOKe ¢ Jaro H
OTAeNsETCA OT peKBu3UTa « BHA JOKyMeHTa» AByMA MEXCTPOUHBIMH HHTEPBAIAMAL.

Perncrpaunonnsiii HoMep Heo0X0nHMMO OGOPMIIATE B COOTBETCTBHH C MNpaBHIaMy
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odopmMieHns pekBu3uTa 12.

) aapecar;

B pekBmsute «Aapecar’ YKasbIBalOT JODKHOCTb, HWHULHANEl H damunuio
IOOMKHOCTHOTrO JIHLIA, Ha pacCMOTpPEHHE KOTOPOro HalpapsaeTCs 3allucKa.

PexBU3HT «AJpecar» pacrojiaraloT B NpPaBOM BEPXHEM YINy [E€PBOTC JHCTA
DOKYMEHTa OT YETBEPTOro MON0KeHUs TaldynaTopa (8 cM), BHIpaBHUBAg IO JIEBOMY Kparo
WM N0 LEHTPY CaMOH JJIMHHOH CTPOKH.

AfpecoBaHMe 3alMCKH HeoOXomuMo oGOpMIITE B COOTBETCTBHU C NPABHIAMH
opopMIIEHHS peKBU3HTa 15,

K) HAMMEHOBAHHE MO0 AHHOTALHA TOKYMEHTa;

HanMeHoBanWe auOO aHHOTAIMsd JOKYMEHTa (3arOlIOBOK K TEKCTY) 3alHCKH
COCTaBNseTCA JIMLUOM, FOTOBAUIMM 3alHMCKy, M AOKEH KpaTKO U TOYHO OTpaKaTb
coJepXKaHue TEKCTa.

3amucka AO0JKHA MMETh HAUMMEHOBAHHWE, KOTOpPOe HadvHaeTcs ¢ mpemiora «O
(O6)». Hanpumep: O nanpaBiaennn na oby4enue, Q06 ywactun B kondepennun, 06
ono3faHHU Ha padoTy.

HamMeHoBaHMe 3amMCKH MedaTaeTcs 4epes [Ba MEKCTPOYHBIX HMHTEpBaja OT
peKBU3UTOB «JlaTa mokyMeHTa» U «PerucTpaluOHHBIH HOMEpP NOKYMEHTa» CTPOUYHBIMH
OyxBaMHM, HauuHas ¢ NPOMUCHOI, Be3 KaBBIYEK MOMYKUPHBIM WpH{TOM pazMepom Ne 14,
OT JI€BOM IPaHULBI TEKCTOBOTO MOJISL.

HanMeHoBaHUe 3aNHCKU, COCTOSILEES U3 HECKOJIBKUX CTPOK, NI€4aTaeTca Yyepes OfuH
MEKCTPOUHBII HHTEepBall. _

HanmeHoBanune 3amucku HEOOXOAMMO OQOPMIATE B COOTBETCTBHH € NpaBHIaMH
ojopMIIeHHS peKBU3HTa 18.

3) TEKCT JOKYMEHTA;

B Texcre noxknamHol (cnyxeOHOH) 3amMCKM BBIACIAIOTCA JIBe WIM TpH 4Yactd. B
nepBOH YacTH cool0matoTes (hakThl, HOCTYXUBLIHE MMOBOAOM Ul COCTABJICHHA AOKIaAHOMH
(cmyxkeOHoit) 3amMCKH, BO BTOPOH — KOHKPETHBIE BBIBOABI, NMPOCHOBI U MPEXTOKEHHA.
Ecnu TeKCT COCTOMT U3 Tpex YacTeil, TO BO BTOPOH 4acTH OyIeT aHalIH3 CHOXKHUBLIEHCA
CUTYallHd, BO3MOXHbIC BAPHAHTHI PELICHHUA, & B TPETheH — BHIBOBI H NPETOKEHHA.

TexcT oTzenseTrcs OT HAaWMEHOBAHMA  3aMUCKH  OBYMSA  MEXCTPOYHBLIMH
WHTEpBaJIaMH, NMevyaTaeTcd pekoMeHayeMbM wpudToM Times New Roman Ne 14 uepes
HONTOpa MEKCTPOUHBIX HHTEPBANIA OT HYJIEBOTO MOJIOKeHUA TabynsaTopa (JIeBoil rPpaHHMLIb]
TEKCTOBOTO MOJA) U BBHIPABHUBAETCA MO J€BOH M NpaBod I'PaHUIEAM TEKCTOBOIO MOJIA.
[epBas cTpoka Kakaoro ad3alia HaYMHAeTCs ¢ MepBOro noJoxxeHus Tadynaropa (1,25 cuM)
OT JIEBOM I'PaHULIBI TEKCTOBOIO MOJIA.

TekcT OOBACHHTENBHOMN 3aMCKH JOMycKaeTcs oQOpMIATE PYKONMHCHBIM CIIOCOOOM.

Texer 3amWcku HeoOxogumo odOpMISTH B COOTBETCTBUH ¢  NpaBHIaMH
odopmienus pexsusuTa 20.

M) OTMETKa O HATMYKU MPUIIOKEHUSA,;

3anHcKa MOXET HMETb MPHIOKEHHE, TOrJa OTMETKA O HeM JeslaeTcs TaKXKe Kak
OTMETKA O TIPUIOKEHHH K CITy)KeOHOMY ITUCHMY.

CrnoBo «IlpunoskeHHe:» MnevyaTaeTcs uepes ABa MeXCTPOUYHEIX MHTEPBAsa OT TeKCTa
3aMUCKH CTPOYHBIMU OYKBAMH, HauMHas ¢ TMPOMHCHOM, Ge3 KaBblYeK OOBIMHBIM IIPHGTOM
pa3Mepom Ne 14, oT neBoii rpaHUIBI TEKCTOBOTO MOJIS U CTABHTCA JIBOSTOUME.
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CnoBo «[IpunoxeHue» He3aBHCUMO OT KOJHMYECTBA IPUIOKEHUH IHINETCS B
€JUHCTBEHHOM YHCIIE.

OrmeTky O HaIMYMM TPHIOXKEHHS K 3alucke HEOOXOAMMO O(OpMISATE B
COOTBETCTBHM C TpaBWiIaMu odopmieHHs pekBuzuta 21 (B yacTv, OTHOCSIIEHCsS K
MUCHMY ).

K) MOAIMMCH JAOJDKHOCTHOTO JIUIIA.

IToanuce 3anMcKu COCTOMT U3 HAUMEHOBAHHUS JTOJDKHOCTH JIKIIA, ITOANKUCHIBAIOLIETO
JOKYMEHT, JINYHOM ITOAINUCH, PACLUM(PPOBKH NOANUCH (MHULMANBL, (haMUIus).

HanmenoBanue ROMKHOCTH NMLQA, NOANMUCHIBAIOMIErO 3alMCKy, Te4aTaeTcs OT
J€BOM TpPaHMLBl TEKCTOBOIO IIOJS, MHULMANBI M (aMWIusg — 0T TPaBOMl T'PaHHIIBI
TEKCTOBOro mnoss. [foanmuce oTaenseTcss OT TeKcTa JOKIAJHOW 3alMCKH WM OTMETKH O
HaJIMYMHU NIPUIIOKEHUS ABYMS — YEThIPbMsI MEXXCTPOUYHBIMH UHTEPBAJIaMH.

IIpy mopnmucanuu 3amucok HEOOXOAMMO HCNOJB30BAaTh YEPHHUIIA CHHErO IIBETa,
4TOOBI HE 3aTPYAHATH ONpeAeIeHre OpUruHaia JOKyMeHTa.

IToqnuce 3ammcku HeoOXoAMMO OQGOPMIIATE B COOTBETCTBHM C IpaBHJIaMU
oopmileHus pekBU3uTa 23.

4.7.4. IlopnycanHas 3amMcKa perucTpPUPYETCs B CTPYKTYPHOM MOApa3esieHHH T10
MECTY IIOJIFOTOBKH, TI€ eH MpUCBauBaeTCs J1aTa U PerucTpalluOHHBINA HOMeEP.

4.7.5. OpuruHaiel OOKIaJHBIX W OOBSCHUTENBHBIX 3allACOK HAMpaBIISIOTCS
aJipecaTaM Ha paCCMOTpeHHe B OymMa)XHOM BHJIE.

OpurvHanbl CciykeOHBIX 3alMCOK HAaIpaBIAIOTCA ajpecaTaM Ha pacCMOTPEHHE B
3JIEKTPOHHOM BHUJI€ B CHCTEME 3JIEKTPOHHOI0 JOKYMEHTO00OpOTa YHUBEPCUTETA.

OpurvHanbl 3alMCOK XpaHATCA B JAeNaX CTPYKTYPHBIX MOApa3[eNeHui-
HCIIOJIHUTENIEH B COOTBETCTBUH C HOMEHK/IATypaMH Jell.

4.8. CnpaBka

4.8.1. CnpaBka — 3T0 JOKyMEHT, COZIepXKalllii ONUCaHKUE U TIOATBEPXKICHHUE TEX UIU
UHBIX (PaKTOB, COOBITHII, B TOM YHCIIe OGrorpaduueckoro uiM ciry)xeOHOro xapakrepa.

4.8.2. B 3aBUCHMOCTH OT ajipecaTa CIpaBKU J€JIATCS Ha JIBE IPYIIIbL:

a) BHELIHUE,;

BHemHue cripaBKy COCTABIIAIOTCS IS IPEJIOCTaBIIEHHs B JpYTyIO0 OpraHH3aluIo.

BreuHue cnipaBky MoJIUCHIBAIOTCS:

- PeKTOpOM;

- JIMIIOM, MCTIOJIHAIOIIMM OOS3aHHOCTU pEKTOpa B Clly4ae €ro OTCYTCTBHA,
Ha3HAYEHHBIM NPHUKA30M PeKTOopa,;

- IOJDKHOCTHBIMH JIML[aMH M3 cocTaBa PexkTopara B COOTBETCTBHHM C IIEpEYHEM
KOOPAMHUPYEMBIX TMOJpa3jielieHul, cdepoil OTBETCTBEHHOCTH, JEJIETHPYEMBIMH UM
OpraHW3allHOHHBIMH  [OJIHOMOYHMSIMUA W  TOPSAKOM 3aMELIeHHs, YTBEpKIaeMbIMHU
IIPUKA30M peKTOpa.

- PYKOBOOMUTENSAMH CTPYKTYPHBIX IOJpa3/ie/ieHuid, MMEIOLIMMH MpaBo IMOJAITUCH
JOKYMEHTOB.

[IpaB0O MOANWCH BHEUIHUX CIPABOK YCTAHAB/IMBAETCS B IOJOXKEHHAX O
CTPYKTYPHBIX TmozpasaeneHusXx OuHyHUBEpCHUTETa U B JO/DKHOCTHBIX HHCTPYKLMAX
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paboOTHHKOB.

©) BHyTpeHHUE.

BHYTpeHHHE CNpaBkKu NpPeAOCTaBISIOTCS PEKTOPY, AOMKHOCTHBIM JHLAM H3
coctaBa PexkTopaTa WM Ha pacCMOTPEHHE KOJUIETHAJNBHOrO opraHa PUHyHHUBEpPCHTETa
(coBeT, KOMHCCHA U T.01.).

4.8.3. B 3aBUCHMOCTH OT coiepKaHUsl CTIPABKH AENATCA Ha ABE rPYIINbL:

a) CHpaBKH, COJASPXallHe CBEACHUSA, CRA3AHHBIE ¢ OCHOBHOH AEATENBHOCTLIO
OpraHHu3aLyH;

B 3aBHCcHMOCTH OT Lieneii COCTaBIeHUs] OHY [OApa3aeNAlOT s Ha:

- AHATIUTHYECKHE;

AHaluTH49eCKUE CHpPaBKH COAEpaT HHpopMaluio II0 IpobieMe, Tpebyromwen
pelLlueHus.

- OTYCTHBIE;

OT4eTHBIE CIIPaBKH COAEPXKAT HTOTOBBIE CBEIEHHS O Pe3yJbTaTaX NesTeILHOCTH,
HNOJTOMY HX HAaMMEHOBAaHHE BKJIIOYACT YKa3aHHE Ha IEPHO BPEMEHH, K KOTOPOMY
OTHOCATCS HU3JI0XKEHHBIEe B CIpaBKe CBeAcHuUsA, Hanpumep: CnpaBka 06 o0beme
JoKyMeHTooOopora PuHyHuBepcHTeTa B 2012 roay.

- HHPOpPMALMOHHEIE.

HHdbopManloHHEIE CIpaBKH COCTABISAKOTCA ¢ LENbIO HHQOPMHPOBATE PYKOBOICTRO
O NOJIoXKeHKH Aell. OHHM COCTABIAIOTCA MO 3alPOCy M NPEeNCTaBIAIOTCA B yCTaHOBJIEHHBIE
CPOKH.

Takue cnpaBxu MOTYT GBITH BHEHTHUMH HJAW BHYTPEHHHMH.

0) cnpaBKH, MOATBEPXJAANOIHE CBeleHHs Ouorpaduueckoro HIH CiyxeOHOro
XapakTepa O HeNOBEKe.

CrnipaBku Ouorpaduveckoro UiaH ciyxeGHOro xapakrepa O YeJIOBEKe CIIyXKaT AJA
YJAOCTOBEPEHUsl KaKHX-THOO (akToB, Hanpumep, © NOATBEPXKIACHUH 3aHUMaeMoil
JOJOKHOCTH, TPYAOBOTO CTaxa, 0 MecTe oOy4eHHS U T.II.

Takue cripaBku MoOryT OBITH TONBKO BHEIIHHMH.,

4.8.4. BHewHie cripaBky oopMIAIOTCS Ha YTBEPKASHHOM 00IIeM YIIIOBOM OllaHKe
Ornuynusepcutera (npuinoxenue Ne 18). o TpebGoBanuto opraHi3aLuu, 3aNpaLlTHBaIOLIEH
CIpPaBKy, WIH B COOTBETCTBHU C YKa3aHMEM BBILIECTOSALLEH OPraHU3aluU CIIPaBKH MOTYT
O(OPMIIATECS Ha YTBEPKACHHOM OnaHke nucbMa PHHYHHUBEpCHTETA.

BHyTpeHHHe cnpaBKH 0QOPMIIAIOTCS Ha CTAHAAPTHOM JIMcTe Oymaru gopmara A4.

4.8.5. CopaBka [JODKH2 MMETh YCTAHOBJIECHHBIH KOMINIEKC 00g3aTebHbIX
PEKBH3UTOB H CTAaOUIIBHEBIN MOPSIAOK HX PACONOKEHUA:

a) HAMMEHOBaHIE OPraHU3alUH ()11 BHYTPEHHEH CIIPABKH);

Yka3biBaeTca COKpallleHHO€ HaUMEHOBAaHHE YHHUBEPCHTETA —
OUHYHHUBEPCHUTET, kortopoe meyataetcs nponucHbMH OykBaMH Oe3 KaBBIYEK
NOJY)XHPHBIM pudToM Ne 16, HauMHas OT JIeBoi rPpaHyLb] TEKCTOBOIO N0,

6) HaHMeHOBaHHE CTPYKTYpHOTO TMOApa3leNieHHsi — aBTopa COpaBKd (AN
BHYTPEHHEH CIIPABKH );

HaumeHoBaHuEe CTPYKTYPHOIrO NNOAPa3esIecHUsS — aBTOPAa CHPABKY II€YaTacTCs Yepes
OBa MEXKCTPOMHBIX MHTEpPBaja OT HaUMeHOBaHUS DHHYHHBEPCUTETA CTPOYHBIMH
OyKBaMH, HauMHAs ¢ MPOIMHUCHOMN, (e3 KaBbIueK OOBIYHBEIM WpHpTOM pasmepom Ne 14, ot
N€BOU I'PaHHLIbl TEKCTOBOTO MOJIA.
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B) BUJ AOKYMEHTA;

Bug poxymenta - cnoo «CIIPABKA» mneuaraerca depes msa MexcTpouHsix
MHTEpBa/la OT HaUMEHOBaHWA MUHYHUBepcUTeTa (JUId BHEILHe#d CNpaBKU) WIH OT
HaHMEHOBAHMS CTPYKTYPHOIO TNOApasfcieHUs — aBTOpa CHOpaBKU (/i BHYTPEeHHEN
CNpaBKH) MPONUCHBIMU GykBaMu 6e3 KaBbIueK MONYXUPHBIM pHdTOM pasmepom Ne 16,
OT JIEBOH IPAHHLBI TEKCTOBOTO MOJIA.

I') naTa AOKYMEHTa;

Jaroii cnpaBku ABnseTCa JaTa ee MOMHCAHHA.

Haty neobxonuMo oQoOpMIsTE B COOTBETCTBHH C NPaBHIAMH O(OpMIIeHHA
pexsusuTa l1.

1) PETHCTPALlHOHHEIR HOMEp NOKYMEHTa;

PerucTpauvoHHBIM  HOMEPOM  CIpaBKU  ABNSETCA  MOPANAKOBBIA  HOMeD,
NpUCBanBacMbIll B TpefeNax KaleHJapHOTO Troja, AOMOJIHEHHBIH HOMEpOM JieNna Tio
HOMEHKJIATYpe A€ CTPYKTYPHOrO NMOAPA3AEIICHUA, B KOTOPOM XPaHATCA KOIHH CIIPAaBOK.

PeructpaunosHelil HOMep BHYTPEHHEH CIIPAaBKU NMUIUETCS HA OJHOM CTpOKe ¢ JaTod
U OTAEIACTCA OT pekBu3uTa «Bu 1oKyMeHTa» ABYMS MEKCTPOYHBIMU HHTEPBaNaMH.

PervctpalluOHHBIA HOMep HeoOXoIMMO 0QOPMIATE B COOTBETCTBHH C IpaBHIIaMH
odopMieHHs pekBusuTa 12,

€) agpecarT;

PexkBU3HT «Aapecar» pacnojiaraloT B IpaBOM BEpPXHEM Yy I[IepBOrO JHCTa
JOKYMEHTa OT YETBEPTOro nonoxeHus tadynsaropa (8 cM), BbIpaBHHBas NO JIECBOMY Kpalo
HWIM 11O UEHTPY CaMO#l JJTHHHOM CTPOKHU.

Bce oneMeHTBI pekBU3MTa «Anpecar» (ANd BHEMHEH cIpaBKH) HeOOXOAMMO
pacnionaraTb HHKE ypoBHA wu3o0paxeHus [ocynapcteeHHoro repba Poccuiickoii
Denepauun.

B peksuzure «Agnpecat» (Rjas BHYTpeHHeH CMNpaBKH) YKa3bIBAOT AOMKHOCTD,
HHHUIAANE H QaMUIIHIO JODKHOCTHOrO JIMLA, Ha PacCMOTpeHHe KOTOpPOro HalpabBisdeTcs
CTpaBKa.

AZpecoBaHHe CNpaBKU HeoOxoAuMO oQOpPMIATE B COOTBETCTBHM C IpaBHJIaMH
oopMIeHHs pekBH3nTa 15,

) HaMMeHOBaHUe TU00 aHHOTALHUA JOKYMEHTA (3arofioBOK K TEKCTY);

HaumenoBanue aub0 aHHOTAUUA OOKYMEHTa (3arojloBOK K TEKCTy) CIpPaBkH
COCTaBASECTCA JIMIOM, TOTOBALUMM CHpPaBKy, M [JO/KEH KpPaTKO M TOYHO OTpakaTh
cojiepXaHHe TeKCTa.

CnpaBka JOMKHA HMETb HAHMEHOBaHHE, KOTOpOe HauuHaeTca ¢ mpeanora «O
(O6)». Hanpumep: O paGore ¢ obpamennsimu rpaxaan B 2013 roay, 06 ob6néme
AoKymenToobopora 3a suHBaps 2014 roma (ans  BHyTpeHHe# cmpasku), O
nepeuMeHoBanun ®duHakagemuu, O obyuenun B PuHaHcoBoM yHUBEpcHuTETE (ANA
BHEIUHEH CripaBKH).

HaumMeHnoBaHue BHYTpeHHeH CNpaBKM TleyaTaeTCs 4Yepe3 JBa MEKCTPOUHBIX
HHTEpBaNia OT peKBU3UTOB «JlaTa foKyMeHTa» H «PerncTpaudoHHbIi HOMEP NOKYMEHTa»
CTPOYHBIMH OyKBAMH, HauHHasd C MPOMHUCHOH, 6e3 KaBblHeK NONYXUPHBIM IPHGTOM
Ne 14, ot neBo#t rpaHULIBI TEKCTOBOTO MOJIA.

HanmeHoBaHue BHEUIHeH COPABKH MEYATAETCs Yepe3 1Ba MEXCTPOUHLIX HHTEpBaNa
oT pekBusuTa «MeCTo cOCTaBleHus (M3NaHUA) NOKYMEHTa» CTPOYHBIMH OyKBaMy,
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Ha4YMHasg ¢ MPOMUCHOM, 6e3 KaBbiMeK OOBIYHBIM HIpH(TOM Ne 14, OT NeBO# rpaHWOBI
TEKCTOBOT'O IOJIA.

HaumenoBanue crnpaBKkH, cocTodllee H3 HECKOBKUX CTPOK, MeYaTaeTcs yepes OUH
MEXCTPOYHBIA UHTEPBAIL.

HauMenosanne cnpaBkn HeoOxoauMo 0O(GOPMIATE B COOTBETCTBHH € NpaBHIIaMH
odopmMaerus peksusuta 18.

3) TEKCT JOKYMEHTA;

Tekct aHanuTHueckol cnpaBKH COCTOMT W3 Tpex HacTeil. B mepBoit dacth
U31araloTcs OCHOBAHMS COCTaBIEHHA, BO BTOPOH — aHAIM3 CHUTyalWH, B TpeTbeid —
BBIBOZB! U NPeATIOKEHUS.

Texkct cnpaBku Ouorpaduueckoro MMM ciayxeOGHOTO XapakTepa © YeNIOBEeKe
HayuHaeTcd C YyKa3aHMA B HMEHUTENIbHOM Majexe (QaMUlIMH, HMEHH, OT4YecTBa
(nonHoCTHI0) LA, 0 KOTOPOM COOOIIAIOTCS CBEACHHUA.

B TekcTe cnpaBKd He clegyeT HCIIONB30BaTh apxawyHele OoGOpPOTHI, HampHMmep:
Hacrosmas cnpaBka maHa ... , HacrosiiuM noAaTBepknaeTcs, YTO ... AEHCTBHUTENIBHO
pabortaer ... .

Texct oraensercds OT HAaHMEHOBAaHHA CHPABKM  IOBYMS  MEXCTPOYHBIMH
UHTEepBaNaMH, rieyaraeTcss pekomeHayembiM mprdToM Times New Roman Ne 14 yepes
NOJITOPa MEXCTPOUHEBIX HHTEPBAJIa OT HYJIE€BOrO NONOKEHNS Ta0ynaTopa (nesol FpaHHLBI
TEKCTOBOTO [10J1) K BBIPaBHUBAETCA MO JE€BOM H NpaBOd I'paHHLAM TEKCTOBOIO MMOJIA.
[TepBas cTpoka kaxaoro ab3alia HaYMHaAETCA ¢ MEPBOro nonoxenus tabynatopa (1,25 cm)
OT JIeBOI rpaHULB! TEKCTOBOTO NOJIA.

Texkcr cnpaBkd HeoOxoOUMO oOQOPMISATE B COOTBETCTBHM C  TNPABUIaMH
odopmnenus peksusuta 20.

M) DOANHUCH JOJKHOCTHOTO JIMHA,

[oanuce crnpaBky COCTOMUT W3 HAUMEHOBAHUS OMKHOCTH JIULA, TOANKCHIBAIOIIETO
AOKYMEHT, MUYHOH NMOANHUCH, PaCIINn(PORKH TTOANIHCH (MHALKANEI, GaMHIIHA ).

HanmeHoBaHHe JOKHOCTH JIHLA, MOAMHCHIBAIOLIET0 CNpaBKy, MedyaTaeTcs oOf
NeBOM TIpaHHULBI TEKCTOBOTO TMONS, HHULMANBI M (aMUIMi — OT MpaBod TIPaHHLBI
TekctoBoro nojis. [loanuce otoensercs OT TEKCTa CHOPaBKH  ABYMS — YETBIPbMA
MEXCTPOUHBIMH MHTEPBaNaMU.

[lopnucs crmpaBkH HeoOX0aMMO OQOPMIATL B COOTBETCTBHM ¢ INpaBHIaMH
obOopMIIEHHs pEKBH3HTA 23.

K) OTTHCK [I€YaTH.

CripaBky, NOATBEPXIAIOIIME CBeAeHHA Ouorpaduvdeckoro WM ciayxeGHOro
XapakKTepa O 4UejOBeKe, a TaKke CIpaBKH, colep)kallde CBeJeHUst (HHAHCOBOTO
XapakTepa, 3aBePAIOTCH NPOCTABNCHHEM OTTHCKA MEYaTH.

OTTHCK MevyaTd NPOCTABIAETCS MOCJE TIOANMCAHUSA CIPaBKH YNOJHOMOYEHHBIM
JDODKHOCTHBIM JIMLIOM.

OrrHck nevyaTu Ha crpaBKe HE0OX0AMMO OGOPMIIITE B COOTBETCTBHH ¢ NpaBHUIIaMHK
o¢opMIIEHHS peKBH3HTA 26.

4.8.6. [loarotoBKka CpaBKH BKJIIOYAET B cels:

a) H3y4eHHe CyILEeCTBa Bonpoca U cOop HeoOXOAUMBIX CBEACHHI;

CripaBkH COCTaBIAIOTCA CTPYKTYPHBIMH NOApasfeNeHHAMH IO YCTHBIM 3ampocaM
paboTHUKOB M 00y4aromuxcss OUHYHHBEpPCUTETa H MHCBMEHHBIM 3a0pOcaM IPaXIaH Mo
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MOPYUEHUIO PEKTOpPa WM AOJDKHOCTHRIX JIML U3 cocTaBa PekTopara, HMEIOLIMX NpaBo
MOJIUCH CIIPABOK.

Ilepen coctaBieHHeM CHpaBKH TIUATENIBHO H3YYAIOTCH 3aKOHOMATENbHBIE aKTHI
Poccuiickoli  ®enzepanuy, nokadbHble HOPMAaTHBHBIE akThl OHHyHMBEpCHTETa W
JAOKYMEHTBI, ABJAIOLIMECS OCHOBAaHUAMH JUIA TIOATMOTOBKH CIIPaBKH.

0) MOATOTOBKA CIIPABKH;

Obecrnieuenne KauecTBEHHOH MOATOTOBKM CIIPaBOK Bo3NaraeTci Ha pyKoBoAMTeNei
CTPYKTYPHBIX NoApasaeNeHuil, KOTopble OTBEYAIOT 338 NPEAOCTaBlIeHHbIE CBEACHHUS.

Cpoku MoAroToBKU CNIPaBOK, ABJAIOLIMXCS OTBETOM Ha 3aMpoc, YCTAHABIHBAIOTCA
HOPMAaTHBHBIMH TPABOBEIMHM aKTaMH JTHOO YKa3aHHUAMM IO HMCMOJHEHHIO IOKYMEHTOB
(pe3omouHAMH) peKTOpa WK AOJUKHOCTHBIX JIKI U3 cocTaBa PekTopara.

') NOANHUCAHUE COPABKH;

CrpaBky, cofepxalllye CBeIeHHs, CBS3aHHBIE C OCHOBHOH JeATEeNIFHOCTHIO
DOUHYHUBEpPCUTETA, UMEIOT OJHY MOAINHUCE.

CrnipaBkH, Colep)KallMe CBEACHHS (QUHAHCOBOrO XapakTepa, NOKHBI MUMETh JBe
MOJIUCH:

- pekTopa,

- rmaBHoro Oyxranrepa.

CrpaBku OuorpapuyecKoro HIH ciIyxeOHOro xapakTepa O YelOBeKe JOJKHBL
HUMETh JIBE MOANHCH!

- YIOJTHOMOYEHHOTO JOPKHOCTHOTO JHLa PUHYHHBEPCHTETA;

- PYKOBOAUTENA UK pabOTHHKA CTPYKTYPHOrO NOApa3fieieHusl, OTBETCTBEHHOTO 32
COCTaBJICHHE CIIPABKHU U COJAEpIKALLUECs B HEel CBEeHHs, HallpuMep:

TlepBeIii IPOPEKTOp MO

y4eOHOI U MeToau4eckol padore AUYHAA NOONUCD H.M. Posuna
Hexan KOpuaunueckoro gakynbrera JUYHAA HOONUCH H.T. lllectaes
WK

Hexan DakynbTeTa MEHEKMEHTA AUYHASA NOONUCD E.B. ApcéHoBa

Coeunanuct no YMP
dakynpTeTa MEHEHKMEHTA AUHHAA NOONUCH A.®. Ky3nemosa

CrnipaBka, IOATOTOBMCHHAsA B OTBET Ha IMUCHMEHHBIN 3allpoc, MOA2ETCA Ha MOAMNHChH
PEKTOPY HIH NOJDKHOCTHOMY JIMUY M3 cocTaBa Pextopara BMecTe ¢ OpHTHHAIOM ITHCEMa-
3arpoca. -

BHeceHye H3MeHeHHH M UCNIPaBIEHUH B NOANHMCAaHHYIO CIPaBKY HE JOITYCKAeTCH.

1) IpocTaBlieHUe OTTUCKA N1e9aTH;

Ha cnpasku, uMemoLye MOAMUCh PEKTOpa UK JO/DKHOCTHOIO Jidla M3 COCTaBa
PekTopaTa, MMEIOILEr0 [HOBEPEHHOCTH OT PpeKTopa, cTaBuTca TrepOoBasg nevathb
DUHAHCOBOTO YHUBEPCHTETA.

Ha cnpaBku, umeloliye MOANHCH PYKOBOOWTENA CTPYKTYPHOrO NOAPAa3AeieHHs,
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CTaBUTCS I€YaTh ¢ HAUMEHOBAHUEM COOTBETCTBYIOLLErO CTPYKTYPHOTO IOApa3eIeHus.
Ecnu crpykrtypHoe noapasneneHue He UMeeT IeyaThb CO CBOMM HAMMEHOBAHHMEM WJIM
neyath « /1 crpaBoK», TO CTaBUTCA Ne4aTh « Y paBjieHUe IeJ0NPOU3BOICTBA U apXUBay.

1) pETUCTpalHsl CIIPaBKH;

CnpaBkyu 3a NMOAMUCHIO PEeKTOpa WJIM JAOHKHOCTHOrO JiMia M3 coctaBa Pekropara
peructpupyrorcs B Y JIMA.

CnpaBky, MOArOTOBJIEHHbIE B CTPYKTYPHBIX MOAPa3Ae/eHUsX, 3a IMOIIUCHIO
PYKOBOAUTENEH IOApa3/ie/IeHU PEruCTPUPYIOTCS B COOTBETCTBYIOLIMX CTPYKTYPHBIX
nojpa3eneHusX.

CnpaBKu-BbI30Bbl, JalOlIlM€ MpaBO Ha MpPeJOCTaBICHHE IO MeCTy padoThl
NOMOJHUTENBHOIO  OTIYyCKa M JIpPYTMX JIbIOT, CBSI3aHHBIX C OOy4YeHHEM B
OuHyHUBEpCUTETE, 3a IMOJANUCHI0 pEeKTOpa WM JOHKHOCTHOrO JHI[@ M3 COCTaBa
Pexropata wunau 3a NOANMCHIO  JEKaHOB  (paKyJbTETOB  PErHCTPHUPYIOTCS B
COOTBETCTBYIOIIUX JIeKaHaTaXx.

[TonnucaHHBIM  crpaBKaM  IPUCBAMBAIOTCS  pPEruCTpallMOHHbIE HOMepa H
IIPOCTABJISAIOTCS AaThl PErUCTPALIMH.

[TonHocThIO OQoOpMIIeHHas! ClpaBKa 3a IMOANUCHIO PYKOBOJMUTENS CTPYKTYPHOIO
[o/ipa3/ie/ieHusl, HMMEIOIIero MpaBo MOAMMUCH  JOKYMEHTOB, PpErucTpUpyercs B
CTPYKTYPHOM TMOJpa3/Ie/IeHUH, OTBEYaloleM 3a I[OArOTOBKY CIIPaBKM, TJe €M
MPUCBAUBAETCs PETUCTPALMOHHBIA HOMED U MPOCTABIIAETCS JlaTa PErucTpaluu.

4.8.7. OpuruHaibl BHELIHUX CIIPABOK HANPABJIAIOTCS aJipecaraM:

- 1o moute uepe3 Y IuA;

- BBIJIAIOTCS HA pyKU pabOTHUKaM, 00y4aroLUMCs U IpaKJaHaM.

OpuruHanbsl BHyTPEHHUX CIPABOK XPAHATCSA B JIe/IaX CTPYKTYPHBIX MO/pa3ie/IeHHH,
KOTOPBIM OHU aJPECOBAHbI, B COOTBETCTBHH C HOMEHKJIATYypOH JIell.

4.8.8. Komun cnpaBok, cojaep)KallluX CBEJEHHs, CBs3aHHbIE C OCHOBHOM
JeATeIbHOCTEI0 DUHYHHBEPCUTETA, XPAHATCA B COOTBETCTBUH C HOMEHKIJIATYpOH e
Y]IuA.

Komuu crnpaBok 3a MOANUCHIO PYKOBOAUTENIEH CTPYKTYPHBIX IOJpa3s/ieieHuH,
colep KallluX CBEJEeHHs, CBA3aHHbIE C OCHOBHOM J€ATEIbHOCTbIO DHHYHHBEPCHTETA,
XpaHATCS B AeNaX CTPYKTYPHBIX MOApa3/ieleHUuil B COOTBETCTBUU ¢ HOMEHKIIATypaMH Jiejl
9TUX IIOJpa3/Ie/ICHUH.

Konuyu cripaBok, NOATOTOBJIEHHBIX MO MHUCbMEHHBIM 3apocaM, XpaHATCS B JAesax
CTPYKTYPHBIX MOApa3eIeH!I BMECTe C OPUTHHAJIAMHU 3aPOCOB.

4.89. JIna onTHMHM3aUMH Tpolecca BbIJAYM TUMNOBBIX cnpaBok  Y/IMA
paspabaTbiBaeT TpadapeTHble OJaHKU CIIPABOK, KOTOPBIE YTBEPKAAIOTCS PEKTOPOM.

Komuu ¢ THIOBBIX CIpaBoK, OGOpMIEHHBIX Ha TpadapeTHbIX OnaHKax, Kak
NpaBUJIO, HE CHUMAIOTCH.

4.9. AKT

4.9.1. AKT — IOKYMEHT, (UKCUPYIOLIUNA yCTaHOBIEHHBIE (PAKThl U COOBITHS.
4.9.2. AKT neyaraercs Ha  YTBEp)KIGHHOM  o0mem  yrioBoM  OnaHke
OuHYyHUBEPCUTETA B Cllydasx, €ClIH:
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- 8KT TIOUIeXKHUT YTBEPKACHHIO PEKTOPOM HIH JAODKHOCTHBIMH JIMIIAMH M3 COCTaBa
PekTopaTa B COOTBETCTBHH ¢ MNEpPeYHEM KOOPAMHMpPYEMBIX NoapazaeneHui, chepoit
OTBETCTBEHHOCTH, JENETHPYEMBIMH MM OpPraHM3allHOHHLIMHA TIONHOMOYHSMH H MOPSIKOM
3aMELLICHHS, YTBEPKIAEMBIMH TIPUKA30M peKTopa (npunoxenue Ne 41, 45, 47);

- aKT He MTOAJIEXKHUT YTBEPXKICHUIO H cocTaBlAeTcsl 1o PUHYHHUBEPCUTETY B HENIOM.

Ynorpebaenne 61aHKOB NPOU3BOIILHON (hOPMBI 3anpeaeTes.

AKT neyaTaeTcs Ha CTaHAapTHOM Jicte GyMard gopMmara A4 B criydasx, ecliu:

- KT TMOJUICKHT YTBEPKACHHIO PYKOBOAHUTENEM CTPYKTYPHOrO IOApa3AcieHus
dunynusepcutera (npunoxxenus Ne 2, Ne 42,44);

- aKT HE NOJICKHT YTBEPKICHHIO U COCTaBAAECTCA MO OAHOMY CTPYKTYPHOMY
nogpasaeneHuo GUHYHUBEPCUTETA.

4.9.3. AKT A0JK€H UMETh YCTAHOBACHHBIN KOMILUIEKC 00A3aTeNbHbBIX PEKBU3UTOB U
CTaOWJIBHBIA MOPSAAOK UX PACIIONOKEHHA:

a) HaMMEeHOBAaHHEe OPraHu3ally (1131 aKTOB Ha CTAHAAPTHOM JHICTE);

YkazpiBaercs COKpalleHHOe HaUMEHOBaHHe YHHBEPCHTETA —

OHUHYHUNBEPCHUTET, xoropoe neuaraercsa nponucHbiMu GykBamH 63 KaBbluek
NONYXUPHBIM pH$TOM Ne |6, HauHHas OT NeBoi rpaHHLbI TEKCTOBOIO MOJIA.

0) HaMeHOBAHNE CTPYKTYPHOTO IIOJApa3JesIeHHs;

HanMeHoBaHWe  CTPYKTYpHOro  noJpasieNieHUs  IedaTaercs  4yepes  [Ba
MEXCTPOUHBIX HHTEpRala OT HaMMeHOBaHUsA (PUHYHHBEPCUTETA CTPOYHBIMK OyKBaMH,
HauMHasg ¢ NponucHoi, 0e3 xaBblMeK OOBIYHBIM IWIPHUPTOM pazMepom Ne 14, ot nepoil
TPaHHLBl TEKCTOBOTO MOJA.

B) BUJL BOKYMEHT2;

Bun nokymenta — cnoso « AKT) meuaraercs yepes 1Ba MeXCTpOUHBIX HHTEpBana
OoT HaumeHoBaHns OUHYHUBepcHTeTa (AN akTa Ha OnaHKe) WIH OT HAaWMEHOBaHHs
CTPYKTYPHOTO NojpasieneHus (11 akTa Ha CTaHJAPTHOM JINCTE) NPOIUCHBIMH OYKBaMH,
0e3 KaBbIYEK MONYKHPHBIM LIpUdTOM Ne 16 0T neBoif rpaHHLIBI TEKCTOBOTO MO,

Bua nokymentra HeoOxoaumo oQoOpMIATE B COOTBETCTBHH ¢ MpaBHIaMu
odopmiieHns pexpusura 10.

r) 1aTa AOKYMEHTA,

Jato#t akra ABNsIETCS AaTa AKTHPYEMOTO COOBITHS.

Jary akta HeoOxomuMo odOpPMIIATE B COOTBETCTBUH ¢ TpaBHIaMU OQOpMIIECHHA
pexeu3nTa 11.

1) perucTpallOHHbII HOMEp NOKYMEHTA;

PeructpalioHHBIM HOMEpPOM aKTa SIBISETCS HOPAAKOBBIK HOMep, MPHCBAaUBAEMBbIi
B MpejeNax KaleHOapHOro roja, JOMOJHEHHBId HOMEpPOM Jigia IO HOMEHKJIaType Aeil
CTPYKTYPHOIO MoJApa3AeleHus, B KOTOPOM XPaHATCA MOAJTUHHUKH HUITH KOIIHHU aKTOB.

PeructpaudOHHBIH HOMED aKTa MUUIETCA Ha ONHOH CTPOKE ¢ JaTOH H OTAENAESTCA OT
pekBU3UTa «Bua HoKyMeHTa» AByMS MEXCTPOYHBIMH HHTEPBAIAMH.

PerucTpaioHHelii HoMep axTa HeoO0Xoaumo OMOpMIATH B COOTBETCTBHU €
npasuiiaMH opopMiieHNs pekBH3HTa 12.

¢) rput yTBepXKAeHHA (PN HEOOXOAUMOCTH);

I'pud yTBepxaeHus — cioso «Y TBEPXKJAIO» nevaraercs NponUCcHeIMU OyKBaMH
OOBLIYHBIM [IpHGTOM pazmepoM Ne 16 Ge3 KaBblUeK H BLIDABHHBACTCH 1O IEBOMY Kparo OT
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niaToro mnojiokeHus tabynsropa (10 cm). Huke mnedaraiorcss crpouHsiMH OyKBamw,
HaylHas C MPOINKCHOM, HAWMEHOBAHHE NO/DKHOCTU JIMLA, YTBEPHKAAIOLIEro JOKYMEHT,
HHXK€e ero MHuNMaisl ¥ Gpamuians. [log HUMH npocTaBisieTcs nata, B KOTOPOi MOTYT OBITh
3apaHee HaleyaTaHbl TOJBKO MecCsll M roJi yTBepkJaeHus AokymeHTa. COCTaBHBIE YacTH
JaHHOTO PEKBHU3MTA [1E€YATAIOTCS Yepe3 MOoJITOPa MEKCTPOUYHBIX HHTEpBaa, HalpuMep:

YTBEPXIAIO

PexTop
®uHaHCOBOIO YHUBEPCUTETA

M.A. DcKkuHIapoB

« » nexabps 2013 r.

I'pu¢ yrBepkaeHus HeoOXOOUMO pacrosiaraTb Ha BBICOT€ HHKE YPOBHA
pacnoyioxxeHus I'ocyrapctsenHoro repda Poccutickoit ®@enepauui.

I'pud yTBepxkaeHus opopmiseTcss B COOTBETCTBUHU C O(OpMIIEHUEM pekBU3uUTa 16.

’K) HaUMEHOBaHuUe TM00 aHHOTALIUsA JOKYMEHTA (3arojIOBOK K TEKCTY);

HaumenoBanue nu6o aHHOTaLuUs (3arojIOBOK K TEKCTY) aKTa COCTAaBJISIETCS JTULIAMH,
FOTOBSLIUMH aKT, ¥ JOJDKHO KPaTKO U TOYHO OTPa)kaTh COAECP)KaHUE TEKCTa.

AKTBI JIOJDKHBI UMETh HAUMEHOBaHUE, KOTOpoe HauuHaeTcs ¢ npeanora «O (O0)».
Hanpumep, O nposepke ..., O6 oTkase ... .

HaumenoBaHue akTa nevaraeTcsi 4yepe3 JBa MeXXCTPOUYHBIX HHTEpPBajia OT PEKBU3UTA
«Mecto coctaBieHHs (M34aHUA) JOKYMEHTa» (U1 aKTta Ha OJlaHKe) WM OT PEKBU3UTOB
«/lata noxymeHnTa» u «PerucTpauMoHHbIH HOMEDP NOKYMEHTa» (U1 aKTa Ha CTaHJapTHOM
JUCTE) CTPOYHBIMM OyKBaMM, HauyMHas C MPONMCHOH, 0e3 KaBblYEeK I[OJIy)KMUPHBIM
mpr@ToMm Ne 14 ot n1€Bo# rpaHHULIbl TEKCTOBOTO MOJISL.

HaumeHoBaHMe aKTa, cOCTOslllee M3 HECKOJIBKHMX CTPOK, [e4aTaeTrcs 4yepe3 OIUH
MEXCTPOYHBIH HHTEPBAJl.

HaumeHnoBanue axkta HeoOXoauMo oO(OpMIATb B COOTBETCTBHUM C IIpaBHJIaMH
obopmieHus pexBusura 8.

3) TEKCT JOKYMEHTa;

TekcT aKTa COCTOUT U3 ABYX YacTei: BBOAHOH U KOHCTaTUPYIOLLEH.

B BBOJHO# 4acTU aKTa yKa3bIBaeTCs PAaclOPsSAMTEIbHBIN JIOKYMEHT, Ha OCHOBAHMH
KOTOpOro akTHpyeTcs ¢akT, coObITHEe WM AeicTBUE, ero HoOMep W Jara, a TaKXKe JIuIa,
COCTABJISIOLLNE aKT MW MPUCYTCTBYIOLIHE MIPH STOM.

[Ipy mnepeuyucieHUH UL, YYaCTBOBABLIMX B COCTaBJICHUHM aKTa, YKa3bIBalOT
HauMeHOBaHUE JOJDKHOCTeH (¢ 0003HaYeHHMeM opraHu3auuii), GpaMuiIu¥ U UHULUAIB] (B
MMEHUTETbHOM Tajexe). Ecnm akT cocTaBieH KOMUCCHEH, TO TEPBBIM YyKa3bIBaeTCs
npejceaarejb KOMUCCUH, 3aT€M 4YJI€Hbl KOMUCCUU — B aJI)aBUTHOM ITOPSJIKE, MOC/IEIHUM
yKa3bIBaeTCsl CeKpeTapb KOMUCCHH.

B koHcTaTupylolle# YacTH aKTa U3JaraloTcsl CylHOCTb, XapaKTep, METOAb! U CPOKH
MpoJieslaHHON paboThl, yCTAHOBJIEHHBIE (DAKThI, BBIBOJIbI, 3aK/IIOYECHHMS.

CnoBa «OcHoBanue», «IIpencenarens», «HneHnsl komuccun», «lIpucyrcrBoBain
MULIYTCS ¢ IPONUCHON OyKBbI O6€3 KaBbIUeK OT 'PaHHUIIbI JIEBOTO IMOJIS.
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TekcT akTa 3axaHYHMBaeTCs CBECHUAMH O KOTHYECTBE OGOPMIICHHBIX 3K3EMILTAPOB
H MECTE HX HaXOXXASHMS MIIH ajipecaTax, KOTOPbIM OHH HaIlPaBJIeHbI.

KonuyecTBo 5K3eMILIApOB aKTa ONpejeseTcd KOMHYECTBOM 3aHHTEPECOBAHHBIX
CTOPOH HJIH HOPMATHBHBIMHM JIOKYMEHTaMH, DETIAMEHTHDYIOIIMMH COCTABJIEHHE aKTa,
HampuMmep:

CocrasJieH B 2-X 3K3eMIsApax:
1-#1 axzemmnap ~ kagenpa «CTpaxoBoe neno»,
2-i 3x3eMIuIAp — MeToauueckoe ynpasiieHue.

Texct oTaensercs OT HaHMEHOBAHUSA (3arojiOBKa) aKkTa ABYMSA MEXCTPOUHBIMA
HHTEpBaJaMH, NevaraeTcs pexoMenayeMbiM wpudrom Times New Roman Ne 14 yepes
NIOTOPa MEKCTPOUHBIX HHTEPBaAJIA OT HyJIeBOro NojoXxeHus Tabynatopa (1eBoli rpaHuULbI
TEKCTOBOI'O NOMS) ¥ BHIPABHHBAETCA 10 JIEBOH U MpaBOi rpaHUIaM TEKCTOBOTO OJIS.

Texcr akta HeoOX0oauMO OGOPMIIATE B COOTBETCTBHH C NpaBWIaMU 0dOpMIEHHA
pexBusuta 20,

%K) MOAMUCH JIOTHKHOCTHOIO JIMLIA.

[Toanuck axkTa COCTOMT U3 JIMYHBIX TOANHMCEH W paclWIMPpoOBKM NoOANHCeH
(MHHLIHANBI, paMHUIKA) JTHL, YYaCTBYIOLHX B COCTABACHHUY aKTa WK YWICHOB KOMHCCHH, B
nopsaKe HX yKa3zaHUA B TeKCTe akTa. HauMeHOBaHUS JOMKHOCTEH HE YKa3bIBalOTCH.

Tonnuce akta HeOGX0AUMO OPOPMIATE B COOTBETCTBHY € NpaBHIaMH 0hOpMIECHUA
pekBusuTa 23.

4.9 4. TToarotoBKa aKkTa BKJIOUAeT B ce0s:

a) 3anuch HeOOXOUMEBIX CBEACHUH U (PaKTOB;

BeisicHeHMe HEOOXOOUMBIX CBEACHMH ¥ (AaKTOB M HX 3alHCh [POU3BOJUTCH BO
BpeMs aKTHPYeMOTo coObITHS;

6) opopMiieHle aKTa;

OTBEeTCTBEHHOCTh 32 O(OPMICHHE AKTa BO3JIAraeTcA Ha JIHL, Yy4acTBOBAaBLIMX B
COCTaBNICHHH aKTa.

OdopmieHne akTa A0JKHO OBITH 3aBEPUIEHO B AEHB NPOBEAEHHA aKTHUPYEMOIO
cOOBITHSA.

B) MOANHCAHHE aKTa;

HeobxonuMoe KOJHYECTBO JK3EeMIUIAPOB aKTa [MOANHUCHIBAIOT BCe  JIHMNA,
Y4YacTBOBABILWE B €ro COCTaBleHUH. JIuLo, UMelolIee 3aMEYaHHs [0 COAEPXAHUIO AKTa,
MOAMMCHIBAET €ro ¢ ykasaHHMEM O CBOeM HECOrNlaCcHM W H3Naraer CBO€ MHEHHE Ha
OTIENBbHOM JINCTE, IPHIIAraéMoOM K aKTy.

AKT MOANNCHIBAETCA B ACHB aKTUPYEMOTO COOBITHS.

BHecenHe W3MeHeHHH 1 MCNIPaBIEHUI B OANMUCAHHBIN aKT He JIONYCKaeTCs.

I') pETUCTPALIUSA aKTA.

IToanwmcaHHBIM ~ aKTaM  MPUCBAaMBAlOTCH  PErHCTpallMOHHBIE  HOMepa U
MPOCTARIAOTCS JaThl PETUCTPALIMY.

AKTBI PErHCTPUPYIOTCS B CTPYKTYpPHBIX moApasfeneHusx PuHyHHBEpCHTETa B
COOTBETCTBUH C (PYHKHHOHANBHOW NIPHHAMIEKHOCTHIO.

3aperuCTpUPOBAHHBIE 3JK3EMIUTAPBl AKTa [EPEJaloTCAd YKa3aHHBIM B TEKCTe
agpecaraM [T HCMONB3OBAHHA H XPaHSHHA B AeNaX CTPYKTYPHBIX MOApasAe/eHUH
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OHHYHHBEPCHUTETA B COOTBETCTBHH ¢ HOMEHKIIATYPOR Oell.

4.9.5. Ecnu cuTyausH, 1m0 KOTOPHIM COCTAaBIAIOTCA aKThl, ABIAKOTCA TUIOBBIMH,
CTPYKTYPHBIE NojJpa3feneHus coBMecTHO ¢ YIuA paspabathiBatoT TpaapeTHble PpopMEI
aKTOB.

4.10. Jorosop (cornaiieHune, KOHTPaKT)

4.10.1. Joropop (cornalneHwe, KOHTpakT) (HKCHPYET COTJIALIEHHE CTOpPOH 00
YCTaHOBIEHUH KaKHUX-1100 OTHOLIEHUH U peryupyeT 3TH OTHOLIEHHUS.

4.10.2. JoroBop (cornaileHue, KOHTPAKT) MOANMCHIBAIOTCA:

- PEKTOPOM;

- THUOM, UCHONHAKIIMM OOA3aHHOCTH PEKTOpa B Cllydae €ro OTCYTCTBHA,
Ha3Ha4YeHHBIM MPUKA30M PEKTOpa;

- IOJDKHOCTHBIMM JIMLIAMH M3 cocTaBa PexTopara B COOTBETCTBUM C I1€peYHEM
KOOPANHHUPYEMBIX NOJpa3ieNeHdil, cgepoli OTBETCTBEHHOCTH, JAENErUpyeMBIMH WM
OpraHW3alMOHHBIMH TIOJIHOMOYHMSMH W TIOPAAKOM 3aMELUEHHS, YTBEPKIAEMBIMH
NpHKa30M pexTopa.

4.10.3. [loroBop (cornalieHue, KOHTPAKT) NeYaTtaeTcs Ha CTAHIAPTHOM JIMCTE
Oymaru ¢opMaTa A4.

4.10.4. loroop  (cornamienue, KOHTpPAakT) oO(oOpMILeTcE B  KOJIMYECTBE
3K3EMILIAPOB PAaBHOM KONHYECTBY CTOPOH AOroBOpa (COrJallleHysl, KOHTPaKTa).

4.10.5. Jloropop  (cornaumi¢HWe, KOHTPAKT) [OJDKEH HMMETh YCTAHOBJIEHHBIN
KOMILIEKC 00A3aTENBHbIX PEKBH3HTOB H CTAOUABHBIA NOPAIOK HX PacoNOXeHU:

a) BHJ JIOKYMEHTa,

Bun nokymenta — ciioo «JOT'OBOP (COT'JIALIEHUE, KOHTPAKT)»
neyaTaercst NpOIMHCHBIMM OyKBaMH, NOJNYXHPHBIM MipHdTOM pasmepoM Ne 16 Ges
KaBbIYEK M BLIDABHMBAETCA MO LIEHTPY TEKCTOBOIO IOJIA.

Bua fmokyMeHTa HeoOXoaumo o0GOpMIATH B COOTBETCTBHM C TNPaBH/IaMU
odopmiieHus pexsusura 10.

6) nata JoKyMeHTa;

Haroli moroBopa (cornauieHus, KOHTpaKTa) ABIAAETCS Aara MOANNCAHUs AOTOBOpa
(cornailieHus, KOHTpaKTa) mocieAueli opraHusanyed, koTopad o(QOpMIIAETCA CIOBECHO-
LUGPOBBIM criocoboM.

Haty morosopa (CoraileHHs, KOHTPaKTa) HeoOX0AUMO 0GOPMIATE B COOTBETCTBHH
¢ npaBunamMu opopmieHus pexpusuta 11.

B) PErNCTPALIMOHHBIN HOMEp NOKYMEHTA,;

PerucTpalliOHHBIM HOMEPOM JOTOBOpa (COTNALUEHHS, KOHTPAKTa) ABIAETCH €ro
NOPAAKOBLI HOMEp B IMpelesiax KaleHAapHOro/y4yeOHOro rojaa, NpUCBAaHBaeMBbIi
OTJEJILHO 110 KXol rpynine JoroBopoB (CornalleHnH, KOHTPaKTOB).

PerucrpalloHHBIi HOMep O0roBopa (corfallleHus, KOHTPAKTa), 3aKIO4€HHOrO
DOHHYHHBEPCUTETOM C JPYroil opranH3alMed, COCTOMT H3 PErHCTPalMOHHBEIX HOMEPOB
QuHyHUBEPCHTETa M OpPraHU3allUH, IHNPOCTABIACHHBIX 4Yepe3 KOCyH 4Yepry B MNOpAZKe
yKa3aHHs OpraHW3allMil B TEKCTE AOroBopa.

PerncTpallMoHHBIH HOMep AOroBopa (COIVIAIIEHHs, KOHTpakTa) HeoGXoAauMo
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0(OpMIIATE B COOTBETCTBHH € IIpaBHIaMU 0(OPMIICHUS peKBU3UTa 12.

I') MECTO COCTaBJIeHUs (M3aHus) JIOKyMEHTa,;

YKa3pIBaeTCsi MECTO COCTAaBIEHUs C Y4YeTOM IPHHATOrO aJMHUHHUCTPATHBHO-
TEPPUTOPHAIIBHOTO JICTICHHS.

Mecto cocTaBneHus A0roBopa (corjamieHus, KOHTpaKkTa) HeoOXoauMo ohopMIIsSTh
B COOTBETCTBHH C IpaBUIaMU OQOpMIIEHUSI peKBU3HTA 14.

1) HaUMeHOBaHHe TUOO0 aHHOTALUs JOKYMEHTA (3arojIoBOK K TEKCTY);

HaumenoBanue nub0 aHHOTauus (3aroJIOBOK K TEKCTY) JAOroBopa (coryalueHus,
KOHTPaKTa) COCTaBIseTCS JIMIOM, IOATOTOBHUBIIMM I[POEKT J0roBopa (corialleHus,
KOHTpaKTa), U JODKHO COOTBETCTBOBATh BUAY M COJAEP)KAHHIO AOroBOpa (COrjalleHwus,
KOHTpakTa).

€) TEeKCT JOKYMEHTa;

TexcT norosopa (cornamenus, KOHTpaKTa) UMeeT YHU(DULIMPOBAHHYIO CTPYKTYpY B
3aBUCHUMOCTH OT BMJIa JOrOBOpa (CornanieHus, KOHTpaKTa) ¥ MoApa3/iesfaeTcs Ha pa3/Jensbl,
MYHKTBI U MTOAITYHKTBHI.

3) NOANMCH JAOJKHOCTHOTO JIULIA;

Ilonnuce poroBopa (cornauieHus, KOHTPaKTa) COCTOMT M3 HaUMEHOBaHHA
NODKHOCTH JIMLA, IOJAMMUCHIBAIOIIEr0 JOKYMEHT, JIMYHOM [OIMKCH, paciiu(poBKH
noanucy (uHuuManel, (amunusa). IloanucH JOKHOCTHBIX JIML, IOANMCHIBAIOLIMX
JIOrOBOp (CornaleHue, KOHTPAKT), pacnoiaraloT Ha OJJHOM YpOBHE.

Iloanuce goroBopa (cornauieHusi, KOHTpakTa) HeoOXoaumo oQopmisTh B
COOTBETCTBHH C MpaBHJiaMu oopmiieHHs peKBH3UTA 23.

1) OTTUCK I1e4YaTH.

OTTHCK mneyaTH MpOCTaBJISETCS IOC/e TOJIMCAaHWs JO0roBopa (corjalleHus,
KOHTpPAaKTa) JAO/DKHOCTHBIM JHUIOM. Ha noroBopsl (cornameHus, KOHTPAaKThI),
MOAKCAHHbIE PEKTOPOM HJIM JODKHOCTHBIMM JIMLIAMHU U3 cocTtaBa PexTopaTa, HMEIOLMMH
JIOBEPEHHOCTh OT PEKTOPA, POCTABIIAETCA OTTUCK repOOBOI NeyaTH.

OTTHCK MeyaTH Ha JOroBope (CoriameH’, KOHTpakTe) HeoOXoauMo 0hopMIATh B
COOTBETCTBUHU C NpaBUJIaMU OQOpMIIeHHs peKBU3UTA 26.

4.10.6. Perucrpauus noanucaHHbIX JOTOBOPOB (COIJIALIEHUH) O COTPYJIHUYECTBE C
POCCUICKUMHU OpraHU3alUsIMH, HE UMEIOLIUX (PMHAHCOBOIO XapakTepa, OCYyILeCTBIISEeTCs Y
MpPOpPeKTOpa IO CTpaTerduyeckoMy pa3BUTHIO, 3a HMCK/IIOUYEHHEM JIOTOBOPOB O LIEJIEBOM
npuéme B DUHYHUBEPCUTET.

PerucTtpanusi moAnucaHHBIX JOrOBOPOB (COrIallleHWH) O LeJeBOM IpUéME B
OUHYHUBEPCUTET OCYLIECTBISIETCS B YTPABIEHUU 10 O0OECNEHYEeHHUIO IEeSTEeIbHOCTH
LlenTpanbHONU NPUEMHOH KOMUCCHH.

Perucrpanus MOANMUCAHHBIX JOTOBOPOB (COIIALIEHHH) O COTPYAHUYECTBE C
3apyOexHbIMH NapTHEpaMH, He MUMEIOLIUX (PMHAHCOBOrO XapaKTepa, OCYILIECTBIAETCA Y
JUPEKTOPA 10 MEXAYHAPOJHOMY COTPYAHUYECTBY.

Peructpauysi NOANUCAHHBIX TPYJAOBBIX JOINOBOPOB, JOrOBOPOB TI'PakIaHCKO-
[IPaBOBOTO XapakTepa, NOCy1apCTBEHHbIX (MyHULIMIIAIBHBIX) KOHTPAKTOB HA BBITOJTHEHHE
paboT (oKa3aHHe yClyr) ¢ IOpUANYECKUMH UM QU3HYECKUMHU JIMLIAMH OCYILIECTBIISAETCS B
CTPYKTYPHBIX TOApasfeNeHussXx 1[0 MecTy OQOpMIeHHs [IOroBOPOB (COIAlIeHHH,
KOHTPaKTOB).

Perucrpauus moAnucaHHBIX JOTOBOPOB BO3ME3/IHOTO OKa3aHMs YCIyr, JOTOBOPOB
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noapsja ¢ GU3nYeCKUMH JTULaMH ocylecTsisercs B [l1aHoBO-pUHAHCOBOM yIIpaBlI€HUH.

4.10.7. lorosopel  (cornawenusi) PuHyHUBEpCHTETa O COTPYAHUYECTBE C
POCCUHCKMMH OpraHu3alUsMH, He HMeroliue (UHAHCOBOrO XapakTepa, XpaHATCA Y
IPOPEKTOpa M0 CTPaTerdvyecKOMy pa3BUTHIO, 3@ HCKIIOYEHHUEM JIOTOBOPOB O IIEJIEBOM
npuéme B ODUHYHUBEPCUTET.

JloroBopoB (cornanienuii) o ueaeBom npuéme B UHYHHUBEPCUTET OCYLLECTBIISETCS
B YNpaBlleHUH 110 00eCneueHuIo AesTeIbHOCTH L{eHTpanbHOl NpUEMHON KOMHCCHH.

JloroBopsl (cornamenus) OUHyHMBEpPCUTETA O COTPYIHUYECTBE C 3apyOeKHBIMH
napTHépaMM, He HUMerolMe (UHAHCOBOIO XapakTepa, XpaHSATCS Yy JOUpeKTopa Io
MEXIyHApOJIHOMY COTPYIHHYECTBY.

JloroBops! (cornameHusi, KOHTPakThl) OUHYHUBEPCUTETA, UMEIOIIME (PUHAHCOBBIN
XapakTep, XPaHATCS B CTPYKTYPHBIX MMOIpa3/ieIeHUsX

a) 00 o0y4eHHH — B IMYHBIX Jenax oOyyaromuxcs (Mpd OTCYTCTBUU JTHUUYHBIX A€ —
B CTPYKTYPHOM MOJpa3JieIeHUH 110 MecTy ohopMiIeHus );

0) TpyOBbIE — B TUYHBIX JIejlaX paOOTHUKOB;

B) O BBIMOJHEHHH paboT (OKa3aHUM YCAyT) — B YIpaBieHUU OyXraaTepckoro y4éra,
KOHTPOJIS U OTYETHOCTH;

r) 00 y4pe)xIeHUH MMEHHBIX CTUIIEHIUI — Yy MepBOro IpopeKTopa Mo y4eOHOH u
MeToau4ecKoi pabore;

1) BO3ME3JHOTO OKa3aHMs yCJIyT, Nojpsaaa — B YIpaBieHUH OyXrajiTepckoro y4éra,
KOHTPOJISI U OTYETHOCTH;

4.10.8. Jlns onTUMHM3alMU Tpoliecca 3aKJIIOYeHUs THUIOBBIX aoroBopoB [IpaBoBoe
ynpaBlieHue pa3pabaTbiBaeT TpadapeTHble (HOPMbI JOrOBOPOB, KOTOpPbIE YTBEpPXKAAKOTCS
PEKTOpPOM.

4.11. BasaBnenue

4.11.1. 3asBnenne — mnpoceba rpakJaHMHa O COJAEHCTBMM B peajlu3allid €ro
KOHCTUTYLIMOHHBIX IIpaB U CBOOOJ MM KOHCTUTYLIMOHHBIX IpaB U CBOOOJ ApYyrux JIMIL,
aubo coollieHHe O HapyLIeHUWH 3aKOHOB M HMHBIX HOPMATHUBHBIX IIPABOBBIX aKTOB,
HeJocTaTkax B paboTe rocyAapCTBEHHBIX OPraHOB, OpraHM3alUi M JOJDKHOCTHBIX JIML,
nuO0 KpUTHKA NESTENbHOCTU YKa3aHHBIX OpPraHOB, OpraHW3alMi M JOJDKHOCTHBIX JIML,
HampuMep: 3asBlIEHUE O IpUeMe Ha paboTy, 3asiBIeHUE O NEPEBOJE H T.II.

4.11.2. 3asBnenne odopmiseTcsi, Kak IpPaBUJIO, PYKOMHUCHBIM crnocoboM Ha
cTaHaapTHoM jucte Oymaru popmara A4 (npunoxeHue Ne 19) U comepxuT cleayroiue
PEKBU3UTHI:

a) cBenieHus o0 anpecare;

B cBenenusax o6 aapecaTte yka3plBalOTCS HAMMEHOBAHHUE JOJDKHOCTH M MHMLIMAJIBI U
dbamuius [OJDKHOCTHOrO JiMLA B JaTrelsHoM mnazaexe. CseneHus 00 azpecare
0(hOpMJIISAIOTCS B IPABOM BEPXHEM YTy 3asiBIICHHS.

0) cBeneHUs O 3asIBUTEJIE;

B cBeneHHsX O 3asBUTENE YKa3bIBalOTCs (aMUIIUsl, UM, OTYECTBO M JIOJDKHOCTD C
HaMEHOBaHMEM  CTPYKTypHOro  mnogpasjeneHus (ans  paOOTHHMKOB),  CTaTyc
o0yuarolerocs ¢ ykazaHueM Kypca o0y4eHUss U HAUMEHOBaHUEM (paKynbreTa (MHCTHTYTa,
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IOKOMB! U T.JL) (An4 o0y4aromuxcs), agpec MecTa XKUTENbCTBA H KOHTaKTHEBIH TelnedoH
(ana rpaxnan). CBeneHUs yKa3bIBarOTCA B POAWUTENBHOM Mamexe 0e3 npeanora «oTs.
CeeneHns o 3asBUTeNE MUIIYTCA N0/ CBEACHUAMHU 00 azpecare.

B) BUJ JOKYMEHTa;

Bun noxymeHTa — cnoso «3asBlieHHAE» MULUETCS MO LUEHTPY TEKCTOBOrO IMOJA JTUCTa
CTPOYHBIMH OyKBaMH, HAUUHAA C IIPOTIMCHOM, MOA PEKBUSHTOM «CBEACHHS O 3aSBUTENEY.

I'} TEKCT TOKYMEHTA,;

TekcT 3asaBieHNS u3naraeTcs OT 1-ro NIHUA €JUHCTBEHHOTO YHCIA W MULIETCA NOJ
pekBU3UTOM «BUa ToKyMeHTa».

1) TOATHCH 3aABUTENS;

3asBHTENb MTOANNCHIBAET 3aABJIEHHE NOA TEKCTOM C MPaBOi CTOPOHBI.

€) aTa JOKyMEeHTa;

3adgBUTeNb IPOCTABIAET AATY HANMCaHUS 3asBlA€HHS NOJ TEKCTOM ¢ JIeBOH
CTOPOHBL.

’K) BHU3a,

Bu3zy cornacoBaHms ¢ pyKOBOAWTENEM CTPYKTYPHOrO NoApasieaeHus (ans
3aABJIEHHH OT paGOTHUKOB) MM C ACKAHOM (akyJbTeTa (AUPEKTOPOM HHCTUTYTA, LLIKOJBI
U T.0.) (N4 3a8BIeHU oT o0ydatoluxcs) opopMIAIOT B HH)KHEH YaCTH JIMCTA ¢ JTHLIEBOH
CTOPOHBI 3aABJIEHHA.

OT1 neBoil rpaHHLbl TEKCTOBOIC MOJIA YKa3blBaeTCs HAHUMEHOBAaHHE NOKHOCTH
BH3UPYIOLIEro JHIAa, HWXKe oQopMmidercs JW4YHas MOANMMCH M HMHHLMANbl M $aMunus
BU3UPYIOLIETO JMLA, HHXE IPOCTaB/IAeTCA JaTa BU3HPOBaHHUA.

Busa, kak npaBuio, ohopMISETCs PYKOMTHCHBIM CIIOCOOOM.

Busy cormacosaHus 3asBiieHMss HeoOxoauMo OQOPMISTE B COOTBETCTBHH ¢
npasuaaMu oGopMIEHUA PeKBU3UTA 25.

3) yKa3aHUA [0 UCTIONIHEHHIO I0KYMEHTA (pe3osronus );

VYKa3zaHHA 10 HCTIONHEHHIO 3a8BJIEHHS HEOOXOAHMO O(POpMNATH B COOTBETCTBHH €
npasuiaM odopmMiieHHs pexBu3uTa 17,

M) OTMeTKa 00 HCIIONHEHNH A0KyMEeHTa;

OtMeTKy 00 UCMOJHEHUH 3afBJeHUS HeoOXOAHMO OQOPMIATH B COOTBETCTBHHU C
apaBuiaMi odopMIeHHI peKBH3UTa 29.

4.11.3. ina onTHUMH3aLMH MpoLecca COrNacOBaHHA H PacCMOTPEHHUS THIIOBBIX
3aiBJICHUH CTPYKTYpHble nofpaszfenceHus coBMmecTHO ¢ Y]/IuA  paspaGaTeiBaioT
TpafapeTHbIe (POPMEI 3asBIICHHH.

4.12. Tenerpamma

4.12.1. TenerpaMMbl COCTABASIOTCA B TeX CIy4asx, KOrAa OTIPaBICHUE [TIOYTOH He
ofecrneynBaeT  CBOEBPEMEHHOIO  pelleHHs  BOMpPOCOB, U  HET  BO3MOXKHOCTH
BOCIIONb30BATLCA APYTUMH BUJAMH CBSA3H.

Ilepegaua TenerpaMM  MECTHBIM  OpraHM3aUUsM  3anpeliaercs,  cpouHas
HHQOpMAaLs MECTHBIM OpPTraHKU3alMAM JOJDKHA MepeAaBaThes TenepoHOrpaMMaMH.

4.12.2. TenerpaMMy O(GOPMISAIOT Ha CTaHZApTHHIX JHcTax Oymarm dopmara Ad
(mpunoxenue Ne 20).
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4.12.3. B TenerpaMMax JOJDKHBI COACPXATbCA CEeAYIOMHE PEKBU3HTHI:

a) cnyxeOHBIH 3aroJIoBOK;

CayxeOHBIi 3arojioBOK COCTaBIAET pabOTHUK CBA3M, MPHHUMAIOLIHE TelerpaMMmy
JU1s Tepegavu.

0) ykazaHMe Ha  KATETOPHMIO  TelerpaMMbl  (IpU  ToJave  KaTeropHM
«O6BIKHOBEHHAs», 0TMETKA O KaTErOpuH He YKa3blBaeTcA );

CkopocThs NpOXOKIEHUS TENerpaMMEBl 3aBHCHT OT YKAa3aHHWA ee KaTEeropHH.
Kareropus TenerpaMmel NpoCTaBiseTCd COCTABHTEIEM H YKA3bIBAETCH Iepen aJpecoM
«Cpounas». TenerpaMMbl kareropun «CpoyHasy NPUHHMAIOTCA A8 fiepellayd TOJBKC B
HACEJICHHBIE [TYHKTHI, HMEILIYE TenerpadgpHyro cBA3b.

Kareropus TenerpamMmel, nepecelnaeMoii B npenenax Poccuiickoit Pepepaunm,
JO/KHa OBITH HAIHCaHa HA PYCCKOM A3BIKE.

B) OTMETKA O BHJE TeNeTPaMMBI;

Bun tenerpammel, nepecelnaeModt B npenenax Poccuiickonn denepainny, QoibkeH
OBITh HAallHCaH Ha PYCCKOM si3bIKeE.

Bun TenerpaMMbl  yKasbIBaeTCs HCHOMHHTENeM fepell aApecoM, HalpuMep.
«¥YBegomieHue Tenaerpadom», ¢ otMeTkol «JIrokey», ¢ orMeTKkol «BpyuuTs (aata)» u ap.

Oanna TenerpaMMa MOXX€T UMETh OJIUH WIH HECKOJIBKO BHIOB.

r) aApec ¢ yKasaHHeM agpecara;

Anpec oTmpaBUTENs H ajpecaTa TejerpaMMBbl, IepechlIaeMoOil B Mpefenax
Poccuiickoii ®eaepanuu, 10/mKeH ObITh HATIACAH Ha PYCCKOM SI3BIKE.

Afpec TenerpaMMBl JOKEH COAEPKaTh BCe aJpecHbIe JaHHbIe, HeOOXOAUMEIE s
obecnieueHHs ee A0CTaBKH aapecary 0e3 po3bicKa U HaBeIEHHS CIIPaBoK.

B axgpece TenerpaMMsl HAUMEHOBAHHE HACEJIEHHOIO MMyHKTA (TOpOl, CeNo, AepeBHA
W T.M.) YKa3plBaeTcd B HMEHHUTENBLHOM Tafiexke, a HaMMeHOBaHHE pecmyONMKH, Kpad,
obnacTd u paiioHa, Ha TEPPUTOPUM KOTOPBIX HAXOAWUTCH HACENICHHBIA IYHKT, — B
POJMTEABHOM MaAEKe.

B azgpece TtenerpaMMsl nNepen  HOMEpaMH CTPOSHHMH, KOPIYCOB, KBapTUp
COOTBETCTBYIOILIME C/I0BA NMHLIYTCA ITOMHOCTBIO HITH COKPALUEHHO — «CTPY, KKOPIDY, «KB».

Takue cloBa, KaK «IPOCMEKT», «IIPOE3a», «KBAapTal», «OynbpBap» W T.II., IULUIYTCA
MOJHOCTBIO.

CnoBa «Kkpali», «o0nacTby, «palOH», «CeJlo», «ACPEBHA», «YIULA», KIEPEYIOK» H
«IOM» MOYKHO TIHCATh MOJNHOCTHIO WM COKPAILEHHO — «Kp», «00J», «pH», «C», «Iep»,
«yM», «Iep» U «I» WIN He IHcaTh, €CJIU 9TO He NPUBEACT K HEONPENENICHHOCTH HIIH
HETOYHOCTH afipeca.

HoMmepa noMOB, CTpOEHHH, KOPMYCOB ¥ KBapTHpP MHUILYTCA UU(pPaMH UIH CIOBAMH.
JpoOHble HOMepa MHUIIYTCA C HUCMOJBb30BAHHEM CHMBOJIBHOIO 3HAKa «/» WM CJIOBaMH
«gpoOHad yepTay.

HanMeHOBaHUS HOMEPHBIX YJIHL ¥ HOMEPHBIX OpraHW3alui MULIYTCA CIIOBAMHU.

TenerpamMma MoxeT ObITh anpecoBaHa B OAUH WITH HECKOJIBKO aApPECOB.

[lpu mojiaye TenerpaMMbl B HECKOJIBKO &JpECOB ¢ OAHMM H TeM € TEKCTOM
JOJDKHO MOAABATHCA CTOJIBKO PK3EMILISPOR TeIerpaMMBl, CKOJIBKO aAPECOB YKa3aHo.

B aapecHOl 4acTH TesJerpaMMbl YKa3bIBa€TCs TOJILKO TOT MYHKT, KyAa €€ ClieayeT
JOCTaBUTh, OCTANBHBIE a/Ipeca YKa3bIBAOTCH B TEKCTE TENETPAMMBL.

JomyckaeTcss NMpHEeM MHOroaApecHOH TenerpamMmel ¢ OJAHHM TEKCTOM MO CITHCKY
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anpecoB, Ho He Oonee 20 agpecatoB B crucke. CIHCOK aapecoB MOJKEH MOAaBaThCs
OIHOBpeMeHHO ¢ TenerpamMoil. K kakaoMmy cnucky npunaraerca | sxzemmuisp
TeJierpaMMBl.

Tenerpamma B oaMH azpec MoOKeT OBITH ajpecOoBaHa OJHOMY HIIH HECKOJIbKHM
JUUaM.

TenerpamMmb MOryT OBITH OTHPABIEHBI C YKa3aHHEM MOJHOIO, YCHOBHOTO WIIH
COKpAILIEHHOIO ajpeca.

YClIoBHBIH WIH  COKpalieHHBI  ajgpec onpeleiifAeTcs MOJb30OBaTeNieM |
PETHCTPUPYETCA ONEPATOPOM CBA3H.

Allpec TenerpaMMel NevaTaeTCA Yepes OJUH MEeKCTPOYHBIA HHTEPBAJL.

B Tenerpamme ykaswmiBaeTcs TenerpadHblii agpec NOIyqarenas ¢ yKa3aHUEM
HAUMEHOBaHUA ajpecaTa. Y Ka3blBaeTcs: HAUMEHOBaHUE NODKHOCTH, HHHLHAAIBL, GaMHITHS
TIOJY4ATeNsl HIH TOJNBKO HHULMABI U GaMUIHA, eClH TellerpaMma ajapecoBaHa 4acTHOMY
LY.

I) TEKCT IOKYMEHTA,

Teker TenerpaMmsl nOMKeH ObITh HanmUcaH OYKBaMH PYCCKOTO WIM JIATHHCKOTO
angaButa. TekcT TenerpaMMbl B aZipec HHOCTPAHHOTO MPEACTABUTENBCTBA MOXET OBITH
HaMHcaH Ha moOOoM f3bIke GyKBAMH PYCCKOTO HITH JIATHHCKOTO aji(haBHTAa.

TekeT TenerpaMMbl M3NaraeTcs Kparko, 0e3 npelanorop, cOO30B U MECTOMMEHHIA.
[lpennorn, coro3bel U MecTOMMEHuUsi YHMOTpPeONAIOTCA TONBKO B TEX ClydasaX, KOrja HX
OTCYTCTBHE MOXKET U3MEHUTH CMBICH COOOIIEHHA.

TekcT TenerpaMMbl MOXeET MeyaTaThes C COKPAlleHHBIMH O003HAYCHUSAMH 3HAKOB
NpenuHanysa TM00 MOTHBIMH CJI0BaMH, THO0 COOTBETCTBYIOLIMMHU CUMBOJIAMH, HAMIPUMeED:

- Touyka — THK;

- 3angTas — 3[1T;

- kaBbIYKH — KBU,

- cxkobku — CKB.

3HAKH «HOMEP», «IBOETOYHE», «BOCKIMLATENBHBIA 3HAK» MOTYT ObITh HAIIUCAHBI
MO0 MOJIHBIMU CNOBaMH, THOO COKpalUeHHO, HAIPHUMED:

- nBoetoune — JJBTY;

- BockuuaTenspHbId 3Hak — BCKJ;

- Homep — HP.

3HaKH «THpe» («MHHYC»), «IUIIOC», «APOOHas 4yepTa» MOTYT YKa3blBaThes JTHOO
NOJHBIMH CJIOBaMH, JIMOO COOTBETCTBYIOLLIMMH CUMBOJIAMHU.

Jpyrue 3HaKH MOTYT YKa3bIBaTbCs TOJNBKO MOIHBIMU CIOBaMHU.

L{u¢ppoBble naHHBIE B TEKCTE MHLLYTCS CIOBaMH NTHOO 3HaAKaMu LUQD.

Bce 3HakM, HanucaHHbIe TOJNHBIM HJIH COKPAILEHHBIM CJIOBOM, IOJDKHBI OBITH
HanucaHbl ¢ HHTEPBANIOM MeXAy NpedileCTBYKILUMH WM MNOCIENYIOIUHUMH CIOBAMH,
uuppaMu, 3HaKaMH.

Teker meyaraeTcs Ha OZHOH CTOPOHE JIUCTAa 4epe3 IBa MEKCTPOYHBIX MHTEpBala
AponUCHBEIMU OyKBaMi, Oe3 nepeHocoB, ab3anes W UCIIPaBIECHUH U He JOIDKEH COIEPKaTh
boaee 300 cnos.

€) perucTpaluoOHHBIH HOMEp TOKYMEHTA;

ITocne TekcTa, HO Mepen MOANUCHIO CTABAT PErUCTPaLHOHHBIN HOMEp TeJlerpaMMBL.

K) AaTta JOKYMEHTa;
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Haty tenerpaMmbl HeoOxoauMo oOQOpPMIATD B COOTBETCTBUH € TIpaBHJIAMH
othopmieHus pekpusuTta 11.

3) NOAMUCH ACTDKHOCTHOIO JIHLA; _

Ilognuce B TenerpamMmax oQopMiseTcss OTHENBHOW CTPOKOM M HayWHAeTCa ¢
abzalia. YKa3blBaeTCid MOODKHOCTE U (aMuwius [O/DKHOCTHOTO JHLA, TOATHCABIIETO
TeNerpamMmy.

OTa 4yacTh TelnerpaMMBl OTAEINETCS YepToil, T.K. B Hee BXOIAT Tapu(hHBIEe CIIOBA,
MoAJISKaLlKe ofuiaTe ¥ nepefade no renerpady.

4.12.4. B TenerpaMmMe noj 4epToH yKa3bIBae€TCA:

a) MOJHBIY MOYTOBBIA apec OTNPAaBUTENA;

Anpec oTnpaBHTeNd Ha Tele€rpaMMax, IepechlIaeMblX B mpenenax Poccuibickoi
®enepauuu, 10JDKEH YKa3bIBaeTCA Ha PYCCKOM S3BIKE.

YkasbiBaercs agpec GuHyHHBEpCUTeTa M4 TenerpamMm: JIeHHHIpaACKUil IPOCEKT,
1.49, MockBa, 125319,

0) coKpalleHHOe HaMEHOBAHHE YHHBEPCUTETA;

YkaspiBaeTca  oQuUHaNpHOE  COKpalleHHOE HAMMEHOBAaHHE  YHHUBEPCHTETA!
(DUHAHCOBBI YHHBEPCHUTET.

B) MOANMCH AODKHOCTHOTO JIHLA;

Iloanuce TenerpaMMsbl JOMKHA OBITE HankcaHa GyYKBaMH PYCCKOTO WJIH TAaTUHCKOTO
andaBuTa.

Ilognuce  TenmerpaMMbl  COCTOMT M3  HAaHMEHOBAaHHMA  JOJMKHOCTH  JIHILIA,
MOAMKUCHIBAIOIIET0 AOKYMEHT, JUYHOH MOANHCH, PaclIM(POBKH MOIMHCH (MHULIHAIBI,
bamunus).

HauMeHOBaHHe AODKHOCTH JIMLA, TIOANMCHIBAIOLLETO TENETpaMMYy, MeYaTaeTca oT
NeBOH IpaHULBl TEKCTOBOTO NOJSA, MHHIHANB M (aMHIUA —OT NpaBoi TpaHHLEI
TeKCcTOBOro nojs. [loanuce oTaenseTrca OT MOYTOBOro afpeca OTIPABHUTENS TelerpaMMBI
JBYMS MEXXCTPOUHBIMH HHTEPBaaMH.

TenerpaMMsl ¢ OTHUM U TEM XK€ TEKCTOM U NMOAIHCHK), a/IpECOBAHHBIE HECKOIBKUM
ajpecaraM, MOryT HMeThb NOANHCH TOJIBKO Ha oOAHOM 3k3eMmgpe. Ha ocraneHbIX
3K3EMITLAPAX AENAETCs 3aBEPUTEIIbHAA NOANUCEH B CTABUTCSA OTTHCK JIEYATH « Y IpaBlICHHUE
JENONPON3BOACTBA H apXUBaA».

IToanuck TenerpaMMsl HeoOXoAHMO O(OPMIATE B COOTBETCTBHH ¢ NpaBHJIaMH
ogopMiIeHUs peKBU3NTa 23,

') OTTHCK IeYaTH.

OTTHCK 1e4aTH HpOCTaBIAETCA MOCHE MOAMUCAHUA TENerpaMMbl JOJDKHOCTHBIM
JIMLIOM.

Ecnu TemerpaMMa MOZMMCaHa PeKTOPOM WM AODKHOCTHBIM JIMLIOM H3 COCTaBa
PekTopara, UMEIOMM JOBEPEHHOCTL OT PEKTOpa, TO NMPOCTaBIAETCA OTTHCK repOoBoif
HeYaTH.

Ecnu TemerpaMMa nmognHcaHa pYKOBOAHUTENEM CTPYKTYPHOI'O IOAPA3ACHACHHA, TO
NpPOCTABNAETCA OTTHCK NEYaTH « YIpaBieHue JeIONpPOoH3BOACTBA H apXHBay.

OTTHCK neYaTH Ha TenerpaMMe HeoOXoAUMO OQOPMIATE B COOTBETCTBHM ¢
NpaBUlaMU opOpMIICHHS peKBH3UTA 26.
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4.13, loxyMeHT, nepefaBaeMblil Mo PaKCUMUIEHON CBA3M

4.13.1. GakcuMuiIbHas CBI3b o0ecniednBaeT nepenady uapopMamu ¢ HymaixHoro
HOCHTENA (TeKCThl, Tabnuusl, rpaguk U Ap.) ¥ npuéM 310l MHGOpPMALNY B BHIE KOMHH
(paxcumnne), HasEIBaeMoM paKcoM HIH TenedaKkcoM.

4.13.2. TpeboBaHHA K COCTaBICHHIO ¥ 0OPMIIEHHIO COODILICHHH, TIEpelaBaeMbIX ¢
NOMOLUBKY (aKCHMHILHOW CBS3M, OMPEAESISIOTCA BHIOM OTMpPaBIAEMOTO JOKyMEHTa —
NOTMHHHUKA ([THCBMO, JOTOBOP, IPOTOKOI H T.J.).

4.13.3. O6pem nepepapaeMoro AOKyMEHTA, BBIIOJHEHHOrO Ha Oymare ¢opmara A4
YePHBIM WIH TEMHO-CHHUM IIBETOM, HE JOJDKEH MPEBbIIATh 5 TUCTOB.

4.13.4. 3anpemaeTcs nepeaaBaTk TEKCT JOKyMeHTa ¢ nomeTkol «Jlnsa cayxebHOro
MONB30BAHUAN.

4.13.5. OTBeTCTBEHHOCTH 33 COAEPIKAHME MmepeiaBaeMoil HHGOpMaLMH BO3/IaraeTcs
Ha HCTOJHUTENSA, INOATOTOBMBILErO [JOKYMEHT K ImepeAade, H pPYKOBOOUTEJA
COOTBETCTRYIOLIETO CTPYKTYPHOTO MOJIpa3ieieHu.

4.14. Tenedonorpamma

4.14.1. TenedoHorpaMMpl peKOMEHAyeTCs HCHONL30BATh UL  ONEpaTHBHOIO
PEILICHUS BONIPOCOB B CMy4asx, Koraa cooOlueHns, nepeaasaeMele Mo TelieoHy, TpedyroT
JOKYMeHTanbHoro odopmieHusa. TenepoHorpaMMoil mepefaloTcs HECTIOXKHBIE TEKCTH
(npurnameHyus Ha COBeLaHUs, 3aceJaHus U T.1.).

4.14.2. Tekct TenedoHOrpaMMEI NepeaaeTcs YCTHO MO KaHanaM Tele@OHHOH CBs3H,
3aMUCHIBACTCA U 3aTEM NEeYaTaeTCs NONy4aTeNIeM.

4.14.3. Obsi3aTenbHBIMH PEKBH3UTAMHU NOCTYNHUBLICH Tene(pOHOTpaMMBI SBIIIOTCA:

a) HAMMEHOBaHUE OPraHU3aluH — aBTOPa JOKYMEHTa;

0) BMA JOKYMeHTa — TeJleoHOorpamMma,

B) HCXOIAILUI PETHCTPAUMOHHBIH HOMEP JOKYMEHTA,;

r) agpecat (HaNMEHOBaHHe OpTaHU3alluy, Ky/ia epedaeTcs TenepoHorpaMma);

1) TEKCT JOKYMEHTa;

€) JOJDKHOCTD, (haMHJIHA, UHUIHAJIBL, IM1IA, NOANHCABLIEr0 TeNe(POHOTPAMMY,;

K) IOJDKHOCTB,  (PaMuiIMsl, UHULOUAIBI ¥ TOANMUCH JHIia, NEpeAaBIIero
TesiepOHOrpaMMy, HOMep ero TenedoHa;

3) AOJDKHOCTh,  (paMMIMsA, HHULKANBL W TOANHCH JIMNA, TPHHABILETO
TenehoHOrpaMMy;

M)} BXOIALINI PErUCTPallUOHHBINA HOMEDP TOKYMEHTa;

K) dara TenedoHOrpaMMBl (1aTa U BpeMs ee nepeaadi).

4.14.4. TlepenaBaeMas TenepoHOTpaMMa COCTABISETCS Ha CTAaHAAPTHOM JIHCTE
6ymarn dopMata A4 B ONHOM DK3EMIULIPE U MNOMAMNUCHIBAETCS PYKOBOAHTENEM
CTPYKTYPHOT'O MOIpa3AesicHus UK OTBETCTBEHHBIM HCIIOHUTENIEM.,

Ecnu TenedoHorpaMMa NepeiaeTcs HECKOJBKHM afipecaTaM, K Hel mpuiaraeTcs
CIHCOK aJJpecaToB U HOMEPOB UX TeJePOHOB.

IMepenaBaeMas TenedoHOrpaMMa JODKHA UMETh T€ K€ PEKBH3HTBI, YTO H
MOCTYTHBILAs.
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4.14.5. TenepoHorpaMma 3aruchIBAETCA B KYPHAJIE WIH €ro MEKTPOHHOM aHaIore
no obpasuy:

a) JOIDKHOCTh, HHHLMANB!, QaMHUus, HoMep TejaedoHa paboTHHKa, NepenaBLICTO
TenedhOHOrpaMMy;

0) HomKHOCTE, MHULMANE], (aMWIuA, HOMep TenepoHa paloTHHKA, MPHHABLIETO
TenedoHorpaMMy;

B) Aara TenedoHOrPaMMEL;

r) Bpems lepeaayy;

I) TEKCT TeNeoHOTpaMMBbl;

€) JO/DKHOCTD, HHHMLHMaAB, (paMuIHd JUI@, OT HMMEHH KOTOpPOrQe IMepefaercs
TesnepOHOTpaMMa.

4.15. Coobmenue, nepegaBaeMoe Mo NMEKTPOHHOH OYTe

4.15.1. DnexTpoHHasA MOYTA HCMONB3YETCA, KaK M [TEPECEUIKH COOOIEHHH MEXIY
noApasaencHuAMA BHYTpH (PHHYHHBEPCHTETA, TaK H JJIA epeJaqyH cooOLeHnil Apyrum
YUPEeKACHUAM, OPraHU3alUAM U TpaXKJIaHaM.

4.15.2. 3anpeuaeTcs nepenaBaTh TEKCT JOKYMEHTa ¢ noMeTkod «Jna cnyxxebHoro
MOJIB30BAHUA.

4.15.3. Aapecar 3NeKTPOHHOH MOYTHl NONYy4aeT H300pakeHHE OOKyMEHTa Ha
3KpaHe KOMIIBXOTepa WIM B BHAE KOMHH Ha OyMaKHOM HOCUTENE, TOMYHEHHOH IpH
IIOMOLLY IIpHHTEPA.

4.15.4. DnexTpoHHOE COOOIIEHNHE COCTONT N3 UMEHH M apeca OTIpaBUTENs, aqpeca
HJIM HECKOJBKHX aJpecoB noiy4yaresieH, 3arojloBka U TEKCTA.

4.15.5. Afpec B CHUCTEME IEKTPOHHOHN MOYTHI COCTOUT H3 MUMEHH IEKTPOHHOIO
TIOYTOBOTO ALIMKA U JOMEHA, pa3leIeHHbIX 3HAKOM 3JIEKTPOHHOH [OYTHI «(@», HarpuMep:
academy@fa.ru .

4.15.6. Ecnu HyxHO nepecnath ¢aii, cofepXallii HETEKCTOBYHO MHQOPMaLUIO,
¢aiin c uzobpaxkeHueM, ero creayer NepeKOAUPOBAThH B TEKCTOBYIO (OpMY.

ITocnath 30eKTpoHHOE coollIeHUe, colepXallee 3aKOAUPOBAHHYI HH(pOPMALHIO,
paspemaercs TOABKO B TOM cClydyae, eciM Yy MNOJydyarelns eCThb BO3MOXHOCTL E€ro
pacKoaupoBarh. _ :

4.15.7. TpeboBanus x oGhOpMIEHHK) OOKYMEHTOB, MOCHUIAEMBIX 3JIEKTPOHHOM
NOYTOM, AHANOTHYHEI TPeOOBAHUAM, NMPEABABISEMBIM K O(QOPMIICHHIO YIPABICHYECKUX
IOKYMEHTOB, 3a()HKCHPOBAHHEIX HA OYMAa)KHEIX HOCHTENAX.

4.15.8. DNeKTpOHHOE MHCBMO HMeET CTATYyC AOKYMEHTa, €CIH OHO TOAMNHMCAHO
NEeKTPOHHOMH MOAMUCHIO.

4.16. Konus nokyMeHTa { BBINMCKA U3 JOKYMEHTA)

4.16.1. Komnuu noapasaensiores Ha Cleayoluine BUObL:
o cnocoby U3roToBNeHHA:
a) aKCUMUNBHAS;
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@®akcuMunbHas KONHA TOYHO BOCIPOM3BOJAMT BCE BHEIIHHE IIPH3HAKH,
XYA0XKECTBEHHbIe 0COOEHHOCTH OQOpPMIIEHHS PEKBH3HTOB, HX pacnojoxeHue. Takue
KONMH M3rOTABIHUBAIOT THNOTPAQCKUM CMOCOOOM WM € TNOMOLIBIO KONHPOBAJIbHOMH
TEXHHUKH.

6) ceoboaHas.

CBoOoHasA KOMHS U3rOTaBIHBAECTCA PYKONHCHBIM HIIH MALIHHOMHCHBIM CIIOCOOOM.
Taxas KOIHs NOTHOCTBIO BOCIIPOH3BOAUT HH(POPMALIHIO OPHLIMANBHOTI0 JOKYMEHTA, HO HE
TOYHO BOCTIPOM3BOJUT BHELIHHUE €ro MPU3HAKY.

Ilo cnocoby odopmieHus:

a) MoJHas,;

[MonHas konus oQpUUHAIBHONO NOKyMEHTa AONKHA IOJIHOCTBIO BOCIPOHM3BOAUTEH
UH(pOpMAaLHIO O(pULHATLHOTO JOKYMEHTA B OBITH 3aBepeHa TI0 IMOJIHOH dopMe.

) Beinucka (npunoxkeraue Ne 21);

Brinucka U3 AokyMeHTa oQopMIseTCs B Cllydasx, KOrZla H3TOTOBJIEHHE KOIHH
AOKyMEHTa HEBO3MOMKHO (Hampumep, B CHILYy KOH(UAEHIMATLHOCTH COAEPXKAIUUXCA B
JIOKYMEHTE CBEACHHH) MM HelenecoodpasHo (M3-3a 3HAYUTEIBHOTO 00beMa coaepKaHus
JOKYMEHTA).

Beinucka u3 1oKkyMeHTa opopMIISETCs Ha CTAaHAAPTHOM JIUCTe OyMard ¢opmata A4
CeAYIOLUUM 00pa3oM:

a) BOCIIPOU3BOAATCS PEKBU3UTHI OJlaHKa JOKYMEHTA 3a HCKIIOUEHHEM PEKBU3UTOB:

- l'ocynapcreennslit repd Poccuiickoit ®eaepaumn;

- HAUMEHOBaHHe BHIA JOKYMEHTA.

0) B HaUMEHOBaHMH BHJAa JOKYMEHTAa YKa3blBaeTCs, Hampumep: «BbimHcka H3
npukasza», «BpInucka U3 nporokonay (6e3 KaBbIueK);

B) BOCIIPOH3BOJATCSA PETHCTPALIMOHHBIN HOMEP M ]aTa OpUrHHaNa IOKYMEHTa,

') BOCTIPOM3BOAMTCS MONHOCTBIO BBOAHAA WM KOHCTaTHPYIOLIAA 4acTh (€CIH OHa
€CTh) NOKYMEHTA;

1) U3 OCHOBHOM WM PacropsIUTENIbLHON YacTH TeKCTa JOKYMEHTa BBIHUCHIBACTCA
TOT IMYHKT, HHGOpMaLH KOTOPOro HeobXoauMa,

€) BOCIPOU3BOOUTC pekBU3UT «[loanuck OO/DKHOCTHOrO JMua» 0e€3 JU4HOH
NOJIUCH;

) MPOCTaBISETCA OTMETKA O 3aBEPSHHM KOIHUH 1O MONTHON UITH KpaTKoH (opMe.

B otmenbHBEIX cCcoy4yasX B COOTBETCTBUM ¢ TpeOOBaHHUAMH HOPMATHUBHBIX
JOKYMEHTOB WIH N0 TpeOOBaHHIO BHIILICCTOALLEH OpraHM3alMK BBHIUCKA H3 JOKYMEHTa
oopMaseTcd He KaK KONMHUA 4HacTH AOKYMEHTa, a KaK CaMOCTOATENBHBIA JOKYMEHT,
BOCHPOU3BOJAIINH MHGOPMALHIO OCHOBHOTO AOKYMEHTa MO YCTaHOBJIEHHOH (opme, Ha
yTBEepXKIeHHOM o00wWeM OnaHke @OUHYHUBEpPCHTET2 H MOANKCAHHBIA JODKHOCTHBIM
JHIIOM, HMEIOLINM NPaBo MOANHCH OCHOBHOTO JOKYMEHTR, ¢ NpOCTaBlieHHeM medatu. B
3TOM cllyvae AaTol BBIIUCKH sABIseTcA AaTa e€ nomnucaHusa. Hanpumep, «BrinHcka u3
3a4YETHOH KHIKKHW», « BpIinucKka 3 pabovero yueOHOro ana» H 1p.

B) OTILYCK.

OTnycK —3TO KOMHA OTNPaBiIAEeMOro (HCXOAAILEro) IOOKYMEHTa, KOTopas
NOJIIIMBAETCA B ACJIO OpraHU3alliy, a MOAJTHHHUK JOKYMEHTA HAIIpaBAAeTCA alpecary.

Ornyck odopMifeTcs Ha CTaHZAPTHOM JiucTe Oymard ¢ OQOpMIECHHEM BCEX
PEKBU3UTOB, KPOME PEeKBH3UTOB OlaHKa MCXOMAIIETO NOKYMeHTa U 6e3 TMYHOH NOAINHCH
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JOKHOCTHOIO JNHLA, MOAMMCABLIErO MOMJIMHHHUK AokyMeHTa. Ha ornycke B HMKHeH
YacTH NHULEBOH CTOPOHK! MOC/IEAHETO JINCTa PYKOIIMCHBIM CIOCOO0OM O(OPMIIAFOTCA BH3bI
NOJDKHOCTHBIX ~ JNIAL, MNOATOTOBUBIIMX MNOMIMHHUK OTIpaBIAEMOro (MCXOMILEro)
JOKYMEHTA.

4.16.2. Konun poxymMeHTOoB (DHUHYHHBepCcHUTETa BBIJAIOTCA TIpakKaaHaM IO
3asABJICHUSM M OpraHU3allMsAM [0 3alpocaM TOJBKO ¢ paspelueHUs peKTopa.

4.16.3. Konusa poxyMeHTa 3aBepseTcd B COOTBETCTBHM C MpaBHIaMH OQOPMIEHHS
pexkBu3uTa 27 Mo MONHOH (c MpocTaBieHUEM Me4aTH) WIH KpaTKo#l (6e3 mpocTaBleHHs
neuatu) ¢popme.

I'lo nonHOK QopMe TOMKHBI 3aBEPATHCA KOMUH JOKYMEHTOB, BbIAaBaeMble Ha PYKH
WK OTHpaBiseMble (Uucxongmue) u3 OUHyHHBEpCUTETA.

Ilo kpaTko# ropMe AOMXKHBI 3aBEPATHCA KONHMH AOKYMEHTOB, OCTAIOLIMECS B AeNax
DHHYHUBEPCUTETA.

5. OPTAHM3AIIMA HOKYMEHTOOBOPOTA
1 UCTTIOJIHEHMA NTOKYMEHTOB

Opranusanusa paboTel ¢ JOKYMEHTaMH B JIeJONMPOU3BOJICTBE Mpe/CTaBafeT coboil
COBOKYIHOCTb BHAOB paboT, ofecneduBaroiiMX ABMXKEHHE JOKYMEHTOB ¢ MOMEHTa HX
CO3/1aHUA WM OJNYyYeHHS OO0 3aBepIUEHUS HCTONHEHUS UM OTIPABICHHSA, XPaHEHUA U
HCIO/Ib30BaHUA JOKYMEHTOB B TeKyIlel neaTenbHOCTH PUHYHHBEPCUTETA, COXPAHHOCTD,
y4eT, CHCTeMaTH3alMl OOKYMEHTOB, (QopMupoBaHue u odopmicHHe el  Ha
NeJoNpPOU3BOJCTREHHON CTAAHU U UX Tepefady Ha apXUBHOE XpaHEHHE B COOTBETCTBUH C
TpeOOBaHUAMH, YCTAHOBJECHHBIMH HOPMATHBHO-METOOWYECKHMH JOKYMEHTaMH 10
ApXUBHOMY €1y U AENONPOU3BOACTBY.

5.1. Opranuzauus gokymeHT0000pOTA

5.1.1. Apuxenue noxyMeHTOB B (DUHYHUBEpCUTETE ¢ MOMEHTA UX CO3AAaHHA WIH
MONTY4eHUSA 10 3aBepLUeHHA HCIOIHEHMA WM OTHpaBleHHs 00pa3zyeT AOKYMEHTooGopoT
DuHYHUBEPCHTETA.

B JOKYMEHT0000poTe PUHYHUBEPCUTETA BBLAETIAIOTCA clieayomue
OOKYMEHTOMNOTOKHU:

- IOCTYNaoIIas  noKymeHTauus (BxoAdmas) B OuHyHUBepcHTeT (Janee -—
nocTynaromas);

- OTIpaBisgeMas JOKyMeHTalus (ucxonsasg) n3 @OuUHyHUBEepcUTeTa (Jamee —
OTnpaBisgeMas );

- BHYTPEHHSAA JOKyMeHTauusa CUuHyHUBEpCUTETA (ajiee — BHYTPEHHS ).

5.1.2. Tlopsinox NpoxXokAeHUsA JOKYMEHTOB U Ofiepaluy, NPOU3BOAUMEIE ¢ HUMH B
noapasaencHusax @OUHYHHBEPCUTETA, perIaMEHTHPYIOTCS HacTtoslel HWucTpykuuei,
NOJIOKEHUSAMH © CTPYKTYPHBIX MoOApasfiefeHusX, JOKHOCTHBIMM HHCTPYKUUAMH
pabOTHHKOB H APYTHMH JIOKAJbHBIMH HOPMATUBHBIMH akTaMu PHHYHHBEPCHTETA.

5.1.3. JIBWkeHHe JOKYMEHTOB [OJKHO OBITh TPAMOTOHYHBIM, T.€. HCKIIIOYATh
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BO3BPATHbIE MapLIPYTHI.

5.1.4. JlokyMeHT NOJDKEH IpeObIBaTh TOJIBKO B T€X CTPYKTYPHBIX MMOAPa3JeIeHUAX
duHyHUBEpCcHUTETA, e 3TO 00YCI0BICHO HEOOXOAUMOCTBIO PaOOTHI C HUM.

5.1.5. lokyMeHT noykeH ObITh B CTPYKTYPHOM Mozapa3aeieHud OuHyHHUBEpPCUTETA
WM y MCTIOJIHUTEISl OJHOKPATHO.

5.1.6. B  ®unyHuBepcuTeTe OCyllecTBAseTcs pabdora ¢ JOKyMEHTaMHU Ha
3NIEKTPOHHBIX U OYMaKHBIX HOCHTEJISIX.

5.2. OcobGeHHOCTH pabOTHI C 3JIEKTPOHHBIMU JOKYMEHTaMH

5.2.1. B OuHyHHMBEpCHTETE CO3AKOTCS U UCTIONB3YHOTCA:

- 3JIEKTPOHHBIE  JIOKYMEHTBI, CO37aBaeMble B JJIeKTpOHHOH (dopme Oe3
NpPeBapUTEIBHOINO JOKYMEHTUPOBaHHUsl Ha OyMaKHBIX HOCUTEJISX;

- 3JIEKTPOHHbIE 00pa3bl JOKYMEHTOB, MMOJyYeHHbIE B pe3yJibTaTe CKaHHUPOBAHUS
OyMaKHBIX JJOKYMEHTOB U XpaHsAILUHeCs B CUCTEME 3JIEKTPOHHOr0 JOKyMeHToo0opoTa.

5.2.2. DNEeKTPOHHBIA [JOKYMEHT HOJ/DKEH ObIThb odopMIiIeH MO OOIIMM IpaBUiaM
JIEJIONPOM3BO/ICTBA U MMETh PEKBH3UTHI, YCTAHOBJIEHHbIE Ul aHAJIOTUYHOrO JI0KyMeHTa
Ha OyMa)XHOM HOCUTeNne, 3a MCKJIIOYEHHWEM OTTHCKa T[e4aTH U H300paKeHHs
["ocynapcrBennoro repba Poccuiickoit @enepauui.

5.2.3. DIEeKTPOHHBIM AOKYMEHT AOJDKEH COJEep)KaTh WM MOCTOSHHO OBITH CBS3aH C
METaJJaHHbIMH, OTPaXaloLIMMH OIEpalliM, COBepIllaeMble ¢ JOKYMEHTOM B Ipolecce
JEJIOBOM eATeNnbHOCTH. I1pu aTOM:

- CTPyKTypa [OKYMEHTa, €ro (opmar M B3aUMOCBS3M MEXJy COCTABISIOLIMMH
JIOKyMEHT JJIEMEHTaMHM [JOJDKHBI OCTaBaThbCsl HEU3MEHHBIMH, HE HCKAKEHHBIMH
METa/laHHbIMH;

- B METaJaHHbIX O JOKYMEHTe J0/DKeH ObITh OTpakeH KOHTEKCT ero Co3JaHHus,
[IOJIyYeHHs] M HCIIOJIb30BaHUA (B TOM 4MCJIe IPOLECC JEJ0BOH AEATENBHOCTH, YacThIO
KOTOPOTO ABJIAETCS JAaHHas olepalys, 1aTta U BpeMs JIaHHOM ornepaluu U e€ yYaCTHUKH),

- B METaJaHHbIX O [OKYMEHTe JOJ/DKHBbI OBbITh IMPEACTABIEHBl CBA3H MEXAY
OTHE/IbHBIMU JIOKYMEHTaMH, COCTaBJISIOIIMMHM B COBOKYIIHOCTH €IMHBIH KOMIIJIEKC
JOKYMEHTOB.

5.2.4. DneKTpoHHblE JOKYMEHTBbl CO3Jar0Tcsi, 00pabaThIBalOTCs M XpaHATCS B
CHCTeMe 3JIEKTPOHHOT0 1I0KyMeHToobOopoTa (nanee — COJ]) PunyHuBepcuTeTa.

CO]1 ®unyHUBepcUTeTa IOJDKHA COOTBETCTBOBATh [pe0oBaHUSAM, YCTaHOBJIEHHBIM
MHuHHCTEPCTBOM CBS3U M MacCOBBbIX KOMMYHHMKaLui Poccuiickoi ®enepauu.

5.2.5. B 31€KTpOHHOM BH/I€ MOXKET OCYLLECTBIATHCS:

a) Npu€M MMOCTYNAOUIUX JOKYMEHTOB;

0) nBM)KeHUEe JOKYMEHTOB BHYTpU PUHYHUBEPCUTETA,;

B) BHECEHHE YKa3aHHUH 110 UCIIOJIHEHHUIO JJOKYMEHTA (Pe30JIIOLIHA);

I') UICIIOJIHEHUE JOKYMEHTOB;

1) MOCTAHOBKA JIOKYMEHTOB Ha KOHTPOIIb;

€) MOAroTOBKA OTHPAaBsAEMBbIX H BHYTPEHHHUX JI0OKyMEHTOB;

) corijacoBaHMe (BU3UPOBaHUE) JOKYMEHTOB;

3) y4€T JOKYMEHTOB;
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W) perucTpaims J0KYMeHTOB,

K) pacCchbulKa JOKyMEHTOB;

) OTIpaBieHHe JOKYMEHTOB,;

M) OTMETKA 00 HCIIOIHEHHH AOKYMEHTOB;

H) XpaBeHHe JOKYMEHTOB;

0) YHUYTOXeHHEe NJOKYMEHTOB.

52.6. 19 nOOTBEPXKACHUA  IMOMIMHHOCTH  DJIEKTPOHHBIX  JOKYMEHTOB B
DUHYHMBEPCUTETE UCIIONB3YIOTCS 3JIEKTPOHHBIE noanucy (Janee — I11).

Ycnonbzyemble  cpeAcTBa  3MEKTPOHHOH  MOANHCH — CEpTUMHULUUPYIOTCA B
yCTaHOBIEHHOM B (PHHYHHUBEPCUTETE NOPALKE.

5.2.7.1lpn nepemadye >NEKTPOHHBIX AOKYMEHTOB B TOCYIJApCTBEHHBIE OpTaHBI,
VUPEXKIOEHNUA M OPraHHu3alMd JOOKYMEHTBbl 3aBEpAIOTCA 3JIEKTPOHHOHW MOAMUCHIO
DUHYHHBEPCUTETa — aBTOPA JOKYMEHTA B COOTBETCTBHH C (peAepalbHBIM 3aKOHOM OT
06.04.2011 Ne 63-@3 «O6 35eKTpOHHON NOAMUCH».

5.2.8. Co3nanHbie HIH BU3MPYEMBIE JOKYMEHTHI NOANACHBAIOTCA 11 KOHKpeTHOTO
JOINKHOCTHOrO nHla PUHYHUBEPCUTETA.

5.2.9. Ilpu o0paboTke, pacCMOTPEHNH, COTJIACOBAHHMH 3JIEKTPOHHEBIX JOKYMEHTOB, a
TAlOKE TpPH TNOANHKCAHUM BHYTPEHHHX HH(MOPMAllMOHHO-CTIPABOYHEIX 3JIEKTPOHHBIX
nokymMeHToB B C3J] BO BHYTpeHHEM JOKyMeHTooOopoTe PHUHYHHBEpPCHTETa MOIYT
HCTIONB30BATECA CHOCOOB NMOATBEPXKASHUS ACHCTBHI C 3NEKTPOHHBIMH [OKYMEHTaMH,
IIPH KOTOPBIX 3JIEKTPOHHAA MOANUCEH HE HCIOJL3YeTCs, IPH YCIOBHH, 9YTO NPOrpamMMHbIe
cpeactea,  npuMensemble B (DUHYHHUBEPCHTETE,  MO3BOIAIOT  OAHO3HAYHO
UACHTH(HULHUPOBATH JIULIO, TOANUCABILEE WY 3aBH3UPOBABIICE JOKYMEHT.

5.2.10. CocTaB 2nMeKTPOHHBIX AOKYMEHTOB, oOpawaromuxcs B C3 /1, onpenensercs
PEKTOPOM Ha OcHOBe pekoMmeHpauul @enepanbHOr0 apXUBHOTO AareHTCIBA U B
cooTBeTcTBHU ¢ [lepeyHeM BHAOB AOKYMEHTOB, CO3LaHHE, XpaHEHHe M UCIO/Ib3OBAHHE
KOTOPEIX OCYILECTBAAETCA B (JopMe 3MEKTPOHHBIX JOKYMEHTOB (IIpHioxkeHue Ne 22).

IlepedeHp HOOKYMEHTOB, CO3[aHUe, XpaHEHHE M HCIOJIB30BAHUE KOTOPBIX
OCYILECTBIACTCH B QOPME DBNEKTPOHHBIX JOKYMEHTOB, YTBEP)KJAETCH PEKTOpoM [0
COTJIAaCOBAaHHUIO ¢ I TaBHBIM apXUBHBIM YIIpaBjieHHeM ropoaa MockBEI.

5.2.11. Tlpuém u oTmpaBleHHE 3EKTPOHHBIX MOKYMEHTOB OCYILECTBILIIOTCS B
YuA.

5.2.12.1Ipn nony4eHWM S3NEeKTPOHHBIX HNOKYMEHTOB H3 JpPYTHX OpraHu3alMi,
MOANMCAHHEBIX JEKTPOHHOH MoAnucklo, YJIMA OCYLIECTBASET MPOBEPKY MHOAAUHHOCTH
EKTPOHHOHN MOATIUCH.

5.2.13. Ilpu nepenave NOCTYNHBIUUX BNEKTPOHHBIX JOKYMEHTOB H2 pacCMOTPEHHE
PEKTOPY, HaNpaBieHUH 3JIEKTPOHHBIX AOKYMEHTOB B CTPYKTYpPHBIE TOIpasAeNeHud U
OTBETCTBEHHBIM HCHOMHUTENAM DPUHYHHBEPCHUTETA, OTIPABKE 3NEKTPOHHBIX JOKYMEHTOB
M XpaHEHMH BMECTE€ ¢ HHMM TIEpPelaroTcs (HaANpaBAsAIOTCS, XpaHATcA) HX
PETHCTPALIMOHHBIE NaHHEIE.

5.2.14. JlokyMeHTHl, co3aBaeMble B PUHyHUBEpCHTETE, U (HIM) NOCTYNMBILHE B
QuHyHUBepCUTET Ha OYMaXHBIX HOCUTENAX, BKMo4aoTcs B COJI nocne ckaHMpoBaHUs H
CO3JaHHsE YNEKTPOHHBIX 00pa3oB IOKYMEHTOB.

5.2.15. BxaroueHne 3neKTpoHHOTO obpa3a nokymeHTa B C3J] BO3MOXHO Iocse €ro
BepH(uKaLuu (CpaBHEHUS 3NIEKTPOHHOTO 00pa3a JOKYMEHTa ¢ MOAJHHHUKOM AOKYMEHTA)



104

M TOATBEPXKACHHUS COOTBETCTBHS DJJIGKTPOHHOrO o00pa3a MOAJUHHHUKY JOKYMEHTa.
[TonTBepxaeHHE COOTBETCTBHS 3JIEKTPOHHOrO oOpa3a MOMJMHHHMKY JOKyMEHTa
ocyuiectBiasiercss ¢ nomoupto JII pabdorHuka VY J/IMA, BBINOJHAIOLIENO NIPOLEAYpPY
BepU(DUKALIH.

5.2.16. B C3/] He pa3melatoTCsi JOKYMEHTHI C I'pU(OM CEKPETHOCTH.

JloxymMeHTBI, cojep)kalllie NepcoHalbHble U HHblE KOH(GHUIEHLHUAIbHbIE JaHHbIE,
moryT pasmewmatbcs B COJl mpu coOmoaeHMM YCTaHOBJIEHHBIX 3aKOHOAATEIbCTBOM
Poccuiickoii @enepanuu TpeboBaHMiA 110 3alIUTe HHPOPMALIHH.

JokymeHntel ¢ rpupom «lns ciayxeOHOro mosib30BaHUS» CKaHUPYIOTCHA, HO
pasmewatotes B CO/] B manke orpaHd4eHHOro A0CTYIa U He moasiexar paccbuike B CO/I.

He noanexar ckaHMpOBaHUIO [1OKYMEHTHI, yKa3aHHble B [lepeuHe HNOKyMEHTOB,
noanexamux peructpauud B COJ] 6e3 ckanupoBanus (npunoxxenue Ne 23). Ha nanHble
nokyMeHThl B CD /] 3aBoasATCS perucTpalliOHHbIe KAPTOYKH CO BCEMH PEKBU3UTAMH.

CogaepxaHue perucTpupyembix U pasmemiaeMbix B CDJl MHBIX JOKYMEHTOB He
TMOJUIEIKUT pasrialleHHuIo.

5.2.17. B nensx ydyera u noucka AokyMeHToB B COJl ucnosnb3yroTcs o0s3aTe/IbHbIe
CBeJleHUs O AoKymeHTax cornacHo [lepeuHro o0s3aresbHBIX CBEJEHMHA O JOKYMEHTaX,
MCTIOJB3yEMBIX B LEIAX Yy4YeTa M IIOMCKAa JIOKYMEHTOB B CHCTEMax 3JIEKTPOHHOIO
JOKyMeHToo0OopoTa (mpuiioxxenue Ne 24).

5.2.18. EnuHuLIel ydeTa 3JEKTPOHHOIO JOKYMEHTA SBJSETCS 3JIEKTPOHHBIH
JIOKYMEHT, 3apeructpupoBansbiii B CO/I.

DNEeKTPOHHBIH JOKYMEHT, HMEIOLIUH IpUIOKEHHUs, PETUCTpUpYeTCs Kak OJHUH
JOKYMEHT.

B C3J1 1oKyMeHT perucTpupyercs C TIIOMOLIbIO CO3JaHUS DJIEKTPOHHOM
PEerucTpallMOHHO-KOHTPOJIbHON KapTouku (aanee — PKK).

5.2.19. CoctaBnenne u ohoOpMIeHHE TMPOEKTOB HJIEKTPOHHBIX JOKYMEHTOB
OCYLIECTBJISIOTCS 10 OOLIMM MpaBuiIaM JeJONPOM3BOACTBA, YCTAHOBJIEHHBIM B
OTHOLLIEHHH aHAJIOTUYHBIX JOKYMEHTOB Ha OyMaXXHbIX HOCHUTEJISAX.

5.2.20.B CDBJ1 noxkyMeHT nepenaércs Mexay pabOTHUKaMU CTPYKTYPHBIX
noapasaenennii OuHyHHBEpCUTETa M B ero (GuiMaisl B 3JIEKTPOHHOM BUAe B (opme
9JIEKTPOHHOM KapTOYKHU-3a7a4H (-3aaaHus) (aanee — I33) ¢ TeKyLUM HabOpOM PEKBH3UTOB
U NPUKPEIUIEHHBIM (PailioM TOKyMEHTA.

5.2.21. UcnionHeHHbIE 3JIGKTPOHHBIE JOKYMEHTbl (OpMHUpPYIOTCA B Jejla B
COOTBETCTBMM C HOMEHKJIATYpPOH He/l U MHIEKCUPYIOTCS B IOPAAKE, YCTAHOBIIEHHOM B
OTHOLLEHHH JeJI, COCTaBJIEHHBIX M3 IOKYMEHTOB Ha OyMaXXHBIX HOCHUTEIISAX.

[Ipu cocraBieHMH HOMEHKJIATYphl Aen B rpade «lIpumedanue» ykasblBaeTcs, 4TO
JIEJI0 BEJIETCS B 3JIEKTPOHHOM BH/IE.

B cnydae cymiecTBoBaHHs OyMa)XHOrO aHajlora JAOKyMeHTa Jejo (GopMupyeTcs Ha
OyMaKHBIX HOCHTeNsIX U ¢ noMotibro CO/I.

5.2.22. DneKkTpoHHBIE NOKYMEHTBI I10CJI€ MX MCIIOJHEHHMs IOIeXaT XPaHEHHIO B
TE€YEeHHE CPOKOB, MNPEAYCMOTPEHHBIX JUISI aHAJOIMYHBIX JOKYMEHTOB Ha OyMajKHBIX
HOCHTESX.

Cpoku XpaHeHHs JJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKaM XpaHCHHS
JIOKYMEHTOB, YCTaHOBJIEHHbIX 3aKOHOJATEeIbHBIMA U MHBIMM HOPMAaTHBHBIMU IIPABOBBHIMH
aktaMu Poccuiickoii Penepanuu, THUMOBBIMM WM BEIOMCTBEHHBIMH IEPEUHAMHU JUIs
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AQHAJIOTMYHBIX JOKYMEHTOB Ha OYMaXKHBIX HOCHTENAX.

DNEKTPOHHBbIE JOKYMEHThl, HMeEIIHMe CpPOK XpaHeHUs IOCTOSHHBIN MM
aonrospeMeHHbiil (cBoime 10 neT), wnu ¢ ormetkoit BIIK, noanexar ogopMieHUIO Ha
OyMa>XHOM HOCHTEJNIEe CO BCEMH PEKBU3UTAaMH, YAOCTOBEPAIOLIMMU UX NOJIUHHOCTD.

5.2.23. DkcnepTH3a LUEHHOCTH OJJIEKTPOHHBIX JOKYMEHTOB OCYLIECTBISIETCA B
ofL1eM nopsake, YCTAHOBICHHOM B OTHOIIEHHH JOKYMEHTOB HA OYMa)KHBIX HOCUTEINSAX.

5.2.24. Tlocne ucTeyeHUs CPOKA, YCTAHOBJIEHHOIO JJIl XpaHEHHS 3MEKTPOHHBIX /€N
(3MeKTpOHHBIX AOKYMEHTOB), Ha OCHOBAaHHH aKTa O BBIJENEHHWH HX K YHHYTOXEHHIO,
YTBEDXKIEHHOIO PEKTOPOM, YKA3aHHBIC 3JIEKTPOHHBIE Jiena (3NEKTPOHHbIE AOKYMEHTHI)
NONIEXKAT YHHYTOKEHHIO.

5.2.25. Opranuzauuio, BeicHHE M COBEPLUEHCTBOBAaHHE MAENONPOU3BOACTBA C
ucnonp3oBanuem C3Jl, MeToauveckoe pPYKOBOACTBO M KOHTpoNib  coOnoeHHs
YCTAHOBJICHHOIr0 nopsaka paboTel ¢ JokyMeHTamMu B (C3J] B CTPYKTYypHBIX
nofpasaeneHuax OuHyHuBepcuTeTa ocyiecTsaget Y JAuA.

5.2.26. Texundyeckoe  conpoBoxxaeHMe COJ]  ocyilecTBNsSOT  pabOTHHKH
YnpasneHua uHGOPMALUOHHBIX CHCTEM.

5.2.27. HenocpencTeeHHOe BelieHUE AENONPOU3BO/CTBA ¢ ucnons3osanneM COJ1 B
CTPYKTYPHBIX Mofpa3fencHuax PHHYHHBEpCHUTETAa OCYLUECTBNAETCS paboTHHKaMH,
OTBETCTBEHHBIMH 3a BEACHHE ACJONIPON3BOACTBA B CTPYKTYPHBIX IOAPa3aeICHUAX.

5.3. Opranu3anus nojgy4eHus U OTIIPABIEHHA JOKyMEHTOB

5.3.1. B GuHyHuBepcHUTETE OCYILECTBIACTCS UEHTPAIH30BaHHAA (hopMa MOMyYEHHS
M OTIIPaBJIEHUA JOKYMEHTOB depe3 Y /uA.

53.2. Tlonyyene ¥  OTOpaBleHHEe  AOKYMEHTOB B  DUHYHUBEpCHTETE
OCYILECTBIAIOTCA CPEICTBAMY MOYTOBOH, KypPhepCKOH U 3JIEKTPHYECKOR CBA3M.

53.3.C noMoOlBIO IOYTOBOH  CBA3M  JOCTaBIseTcd H  OTIpaBnseTCs
KOPpEeCNOHAEHIUA B BUAE NMPOCTHIX, 3aKa3HBIX (PErUCTPHPYEMEIX B OT/IEIEHHAX TIOYTOBOMH
CBSI3H), 3aKa3HBIX C YBEIOMIIEHHEM MTHCEM, TUCEM ¢ OOBABJIEHHON LIEHHOCTEIO, MPOCTHIX H
3aKa3HBIX Oanpeponed, NOCBUIOK, MEJIKHMX NIaKeTOB, MOYTOBBIX KapTO4YEK, a TaKxke
NeYaTHbIE U3AaHHUA.

5.3.4. I'lo kaHanaM 3JIEKTPUYECKON CBA3M MOCTYIIAIOT U OTIPABIIAIOTCA!

- TEJAETPaMMBl;

- TeNeaKcel;

- TeneoHOrpaMMEl;

- 3JIEKTPOHHBIE JOKYMEHTBI.

5.3.5. Tlopapok pabothl ¢ nocrynaromuMy B OUHYHHBEPCUTET U OTHPABIAEMBIMH
H3 OUHYyHHBepcUTETa JOKYMEHTaMH B 31EKTPOHHOH GQopMe aHAIOTHYEH MopAaKy paboTel
¢ IOKyMEHTaMH Ha OyMaXKHBIX HOCUTEMAX.

5.4. IlpuéM u nepsuuHas o6paboTka NOCTYNaILUX JOKYMEHTOB

5.4.1. Ilpuém, nepBuuHyt0 06paboTKy U pacrpelesieHHe TOKYMEHTOB, B TOM 4HCIe
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oOpaleHUi rpaxkJaH, BKIKO4Yas JOKYMEHThI B 3JIEKTPOHHOM (opMme, MOCTYyNarollHe B
DuHYHUBEPCUTET, ocyuiecTBiseT Y JuA.

5.4.2. KoHBepThl C JAOKYMEHTaMH BCKpPBIBAIOTCS, 3a HCKJIIOYEHUEM KOHBEPTOB C
MOMETKOH  «JIMYHO», «KOH(GHUIEHLHAIBHO» WM aJpecOBaHHBIX OOILECTBEHHBIM
OpraHHU3aLMsM.

[TopexxuT BCKPBITHIO BCSI KOPPECHOHJEHLMS, JAa)ke, €CiM B ajpecare yKas3aH
KOHKPETHbIN pabOTHHUK.

5.4.3. IIpoBepsieTcst NpaBUIIBHOCTL afpecaluy, JOCTaBKHU, LIeJIOCTHOCTh YIIaKOBKH U
KOMIUIEKTHOCTh IOKyMEHTOB.

OmuboYHO OCTaB/IEHHbIE AOKYMEHTBI MEPEChUIAIOTCS MO MPHUHAUIEKHOCTH HIH
BO3BPAILAIOTCs OTIPABUTEIIO.

[Ipu obGHapyXeHHMH MNOBpEXIEHUS, OTCYTCTBHS JAOKyMEHTa WM IPUIOKEHHUS K
HEMY, a TaK)K€ HECOOTBETCTBHs HOMEpa, YKa3aHHOIo Ha KOHBEpPTE, HOMEPY BIIOKEHHOI'O
JOKYMEHTa, COCTaBIseTCS aKT B TpeX JK3eMIUIIpax, OOUH M3 KOTOPBIX IMpUIaraercs K
MOJIyYeHHOMY JOKYMEHTY, ApPYroi HarpaBisieTcsi OTIIpaBUTENI0, a TPETHH ocTaercs B
YV]IuA.

5.4.4. KonBepTsl OT IOCTYNHBINEH  KOPPECHOHACHUHMHM  COXPaHAKTCA H
MpuiaraTcs K JOKyMEHTaM B Cllydasx:

- €CJIM a/ipec OTIPABUTENS yKa3aH TOJbKO Ha KOHBEPTE;

- €ClIM JaTa JOKYMEHTa M JaTa ero OTIPaBKH COIJIACHO IIOYTOBOMY ILUTEMIIEIIO
UMEIOT OOJIBIINE PACX0XKAEHHS BO BPEMEHH;

- €CJIM KOHBEPT HEe0OXOAMM B KayecTBe OINpaB/AaTeNbHOIO JOKYMEHTa K pacxojam
110 OIUIaTe KOPPECIIOHIEHLIHH.

5.4.5. KoppecnoHieHLIMs COPTUPYETCS Ha PETUCTPUPYEMYIO U HEPETUCTPUPYEMYIO
B cooTrBeTcTBUM ¢ [lepeyHeM HeperucTpupyemMol IOCTYNarOLEH KOppeCHOHIEHIHH
(mpunoxxenue Ne 25).

5.4.6. ITocTynuBiige JOKyMEHTbl M  oOpallleHuss TrpakJaH, [OJUIeKallue
pEerucTpalyH, J0JKHBI NepefaBaThcsl Ha peructpauuio B Y/IMA B JeHb UX MOCTYIUICHHS,
NpU MOCTYIJIeHMH B Hepabouee Bpemsi — Ha clieAyloluid pabouuid JeHb. JJOKyMEHTHI,
nocrynusiiue ¢ orMmerkamMu «CpouHo», «OrnepaTuBHO» M T.I., TEPENAlOTCs Ha
peructpauuio B Y /IMA HezaMeIUTeNbHO.

5.5. [lpenBaputenbHOEe pacCMOTPEHHE NTOCTYNAKOLINX JOKYMEHTOB

5.5.1. Bce noctynuBIIKe JOKYMEHTHI U 0OpallleHus rpakiaH, BKIKOYas J10KyMEHTBI
B JJIEKTPOHHOHM (hopme, MpeaBapuTeIbHO paccMarpuBaioTcs pabotHukamu Y JIHA, ¢
LEJBIO BBIJEICHHS IOKyMEHTOB:

a) MojyIeXkalux o0s3aTeIbHOMY PacCCMOTPEHHUIO PEKTOPOM;

Ha obs3arenbHOe paccMOTpeHHe peKTopy MepeaaroTcs JOKYMEHTBI, [101y4YeHHBIE OT
BBILIECTOSIIMX OPraHoOB, JAOKYMEHTHI, coAepkalire UHGOPMaALHUIO 110 NMPUHLMITHAIBHBIM
BOIIpocaM JesTebHOCTH PUHYHUBEpCUTETA, JOKYMEHTHI, TpeOyrolue pellieHHs peKkTopa,
JOKYMEHTBbI, TpeOyIoLie UCIIOTHEeHHUS.

0) noanexammx o00s3aTEIbHOMY pPAacCMOTPEHHUIO JO/DKHOCTHBIMHM JIMLIAMH M3
cocraBa Pexropara,
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Ha ofsA3aTenpHOe paccMOTpeHUe AO/DKHOCTHBIM JIMLAM H3 cocTtasa Pekropara
NepelaloTcd JOKYMEHTHl, TpeOylOIlHEe peINeHHS W MHCIOJHEHUs B COOTBETCTBHH C
MepeYHeEM KOOPIUHUPYEMBIX MMOApa3AeneHUH, cpepoil OTBETCTBEHHOCTH, AETETHPYEMBIMA
MM OpPraHM3alHOHHBIMH [MOJHOMOYHAMH H NOPAJKOM 3aMELIEHHA, YTBEPKAAEMBIMH
INPHKA30M PeKTOopa;

B) HaNpaBJIieMBIX Cpa3y Ha HCNOJHEHUE B CTPYKTYPHBIE NOAPA3AeICHNUS.

B crpykrypHble nogpasnenenus OuUHyHUBepcHUTETa HepefalOTcs AOKYMEHTHI, He
Tpebyromye yKa3aHdH 1O HCMONHEHHMIO JOKYMEHTa (pe3oNioLuH) pekKTopa WIH
JOJDKHOCTHBIX JIML M3 cocTaBa Pexropara.

5.5.2. OcHoBaHWeM i NPUHATHS PpeLIeHHs B XOJ€ [PeABAPUTENBHOrO
pPacCMOTPEHUS SABNACTCA COAEPKAHHE [OKYMEHTa, a He aJpecoBaHHe HOKyMeHTa
KOHKPETHOMY JOJLKHOCTHOMY JIMLLY.

5.5.3.[locne mnpeaBapUTENBHOIO pPACCMOTPEHUs M BHIACNEHUS JOKYMEHTOB,
TpeOyIOLUMX pacCMOTPEHUs PEKTOPOM MIH JODKHOCTHBIMH JIHUAMHM M3 COCTaBa
PexropaTa, Takme [MOKYMEHTBI peructpdpyrorcs B YA, a 3areM BMecTe ¢
HEePETUCTPUPYEMBIMU JOKYMEHTAMHU HarpasiAloTca yepe3 Y InA B npuéMHbie pekTopa U
JNOJDKHOCTHBIX JIUIl M3 cocTaBa Pextopara,

5.5.4. Ha 6yMaxxHBIX HOKyMEHTaX, He TpeOYIOLIHX PpacCMOTPEHHSA PEKTOPOM H
AODKHOCTHBIMH NIUIAMU U3 cocTaBa Pektopara, pabotaukn Y /IHA, ocyluecTBIASIOIIHNE UX
NpeABapHTEIbHOE PACCMOTpPeHHE, MPOCTaBAAIOT B IMPABOM BEPXHEM YTy AOKyMEHTa
HAaUMEHOBAHUE MWJIH MHJCKC CTPYKTYPHOro mnogpasjaencHus aubo ¢aMUnuie ero
PYKOBOIHTENA, T.€. OCYLIECTBSIOT pasMeTKy. Ilocie pasMeTky NOKYMEHTEHI, MOAJeKallHe
perucTpaiuu, perucTpupytorca B YJIMA, a 3areM — BMECTE ¢ HEPErHCTPHPYEMBIMH
JOKYMEHTaMH HanpaBIAlOTCH uepe3 YIMA B ykasaHHOe B pasMETKE CTPYKTYPHOE
noapasaeneHre OUHYHUBEPCUTETA.

5.6. Peructpauus rnocTynaroumMx J0KyMEHTOB

5.6.1. [lomiexamme  perMcTpalud  MOCTYNMAWLIHME  JOKYMEHTHl,  KpoMe
Oyxrairepckux LOKyMEHTOB, B OOpallleHus IpakgaH PerucTPHpYIOTCS LEHTPATIH30BaHHO
B YIHA.

[MocTynatomye dyxranrepckue A0KyMEHTE! perucTpupyrores B YBYKO.

5.6.2. loanexaimde perucTpaluy NOCTyMalomHe JOKYMEHTHI M ofpaiueHus
rpaX<aaH JO/DKHBI PperHCTPHPOBATLCA OJHOKPATHO.

5.6.3. [loonexxamipe perkcTpaluu MOCTYMalolUMe NOKYMEHTBl W oOpallleHus
TPaX1aH PErUCTPUPYIOTCA HE3aBUCHMO OT CIIOCO0a UX NOCTAaBKY WM TIOJTYYEHH.

5.6.4. Tlononexampe perucTpallud MOCTYMAKOLIHE NOKYMEHTHI W oOpallieHus
IPa)XJaH perucTPUPYIOTCA TOIBKO NOCIE NPEABAPUTENBHOIO paccMOTpeHns B Y JIA.

5.6.5. [loanexalme perucTpalMy NOCTyMamOIiue MAOKYMEHTHI H  oOpallueHuA
rpaxxaaf perucTpupyrorcs B CO/1.

5.6.6. JIokyMeHTbl, NOCTYNMBLIME Ha OyMaXXHBIX HOCHTENSAX, CKaHMpPYIOTCI B
YIuA. He ckaHupyloTcs AOKyMeHTH!, noanexaume perucrpauuu B C3JI, ykasaHHEE B
[lepeune nokymenToB, moanexamux perucrpauuu B C3/] 6e3 ckaHMpoBaHUS.

5.6.7. DnexTpoHHsle  00pa3sl  AOKYMEHTOB  MpOXOIAT  BepupHKaUMIO U
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noanuceiparoTcs 11 paboTHuka Y IMA, OCYLIECTBISIOIIETO 2Ty paboTy.

5.6.8. Ha moanexarmeM pericTpaldi IOCTYNHUBIIEM JOKyMeHTe oOGhopMiseTcs
PEKBH3UT «OTMETKA O NOCTYNIIEHHH JOKYMEHTA».

OTMeTKa O NOCTYIUIEHWH JOKYMEHTa B PuHyHHBepcUTeT odopmiseTcd B BHIAE
IITaMNa C YKa3aHWeM JaThl [OCTYIUIeHUsA, BXOMMIUEr0o perucTpallMOHHOro HOMepa
JAOKYMEHTA U pacrevyaTbIBaeTCs Ha JOKYMEHTE.

OTMeTKa 0 MOCTYIUIEHHH AOKyMeHTa B OHUHYHHBEPCHTET AOMOQJHACTCSH LITPHX-
KOJAOM, COAep)KallUM HACHTHQUKAUHOHHbIC AaHHble AokymeHtra B C3IJ. Llrpux-kox
pacmoniaralot noJ [TaMIOM.

OTMeTKa 0 NOCTYIUICHUH NOKyMeHTa B PMHYHHBEPCHTET pacnoiiaraetTcsi B NpaBon
HUXHEN YacTH NUUEBOH CTOPOHBI IEPBOI CTPaHMUBI JOKYMEHTA.

Ha koppecnoHAeHLUH, He NOAJIEKALLEH BCKPBITRIO, IITAMI CTABUTCA HA KOHBEPTE.

OTMeTKa © MOCTYIUICHHHM JOKyMeHTa B @OUHYHHUBEPCUTET OQOpMIIETCA B
COOTBETCTBUH € NpaBUNaMHu odopMieHus pexsusuta 30.

5.6.9. [lonnuHHUK JOKyMeHTa Ha OyMaXHOM HoOcUTeNle Tepemaércs AnA
HCTIOJIHEHHA U NOCNIEAYIOLIETr0 XPAaHEHUA B CTPYKTYPHOE NMOApa3feNieHHe-UCIIONHUTENb.

5.6.10. JoxymeHTHI, nOCTYNMUBLIKE ¢ OTMeTKaMU «CpouHo», «OnepaTHBHO» H T.IN.,
PerUCTPUPYIOTCSA He3aMeITHTENBHO.

JIoKyMeHTBl, [OCTynuBLIME B paGouee BpeMs, PETUCTPUPYIOTCA B  JEHb
MOCTYIUICHMS.

JIOKyMEHTBI, MOCTYNUBLIME B Hepabouee BpeMs, PerMCTPHPYIOTCS Ha CIeXYIOLHM
pabounii geHb.

5.6.11. Cpenn moanexaliux perucTpalldd MOCTYMAMOIIMX ACKYMEHTOB OTAENBHO
PETUCTPHPYIOTCA ABAa JOKYMEHTONOTOKA!

- JOKYMEHTBl, NOCTYNIUBLUIME U3 TOCYJApCTBEHHBIX OPraHoB H  pa3IMYHBIX
OpraHu3aluuii;

- o0pallieHUd rpaxaaH.

5.6.12. IloanexxaT pernctpauuu obpailleHus rpaXxaaH, B TOM 4YHcie pabOTHHKOB H
oby4aromuxcsa PUHAHCOBOrO YHUBEPCHUTETA!

- TIpeINOKEHUA;

- XKano0bl;

- X0JaTalCTBa,

- eTHLMM (KOJUIEKTHBHBIE 00palleHus);

- 3asABJIEHHS.

5.6.13. loxyMeHTEl HyMepyroTCs MNOPSAKOBOH HyMepauWed B  mpefefax
KaJleHJapHOro roja.

5.6.14.B cocTaB perucTpalldiOHHOrO HOMepa ANAd MOCTYMAIOUIMX JOKYMEHTOB
BXOAUT MOPAOKOBBIA HOMEP B MNpefenax JAaHHOIO IOKYMEHTONOTOKA, KOTOpBIM Mg
obpanieHUi TpaxJaH AOMONHAETCA OYKBEHHBIM HHIEKCOM «I», a TaKXke, HUCXOAd H3
UHGOPMALMOHHEIX MOoTpedHOCTel, MOXeT N0OaBNATECS OYKBEHHBIH HHAEKC BHYTPEHHETO
CTPYKTYPHOTro noapaszeneHus Y JIuA, perucTpupylomero NoKyMeHTh!.
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5.7. PaccMoTpenye mocTynaroumx A0KYMEHTOB

5.7.1.octynuBmme  OOKYMEHTHl  JOMKHBI  JOKNAABIBATECS  PEKTOpY H
JOJDKHOCTHBIM JHLIaM M3 cocTaBa PexrTopata, UMEKILMM TMpaBO PacCMOTPEHHUS
JOKYMEHTOB, B AE€Hb WX MOCTYIUVICHHA, a CPOYHBbIE AOKYMEHTH JOMKHB JAOKIAIBIBATECS
HEMEJIEHHO.

5.7.2. Tenedakcel, Tenerpammbl, TenedhOHOrpaMMBI  HOCHE  PETHCTPALUU
MEPEAAFOTCS Ha PACCMOTPEHME PEKTOPY HIIH UCTIONTHUTEISIM HEMEJICHHO.

INocTtynuBlIHA Bened 3a TenedakcoM NOAIMHHUK AOKYMEHTa HAIlpaBiseTcs B
COOTBETCTBYIOIIEE CTPYKTYPHOE NOJpa3ieNieHUe-HCIIONHUTENb.

5.7.3. locTynusmye AOKyMEHTHI JOJIKHBI IEpe]aBaTbCA HA pacCCMOTPEHHE PEKTOPY
1 JODKHOCTHBIM JIMLIAM H3 coctaBa PektopaTta Ha 0yMa)KHBIX HOCHTENSIX.

5.7.4. IloctynuBline = OOKYMEHTBI, HOJUIeXAlIUe  PETHCTPalUH,  JOJLKHBI
NepeNaBaThCs Ha PaCCMOTPEHUE PEKTOpY Y JOKHOCTHBIM JIMLAM H3 cocTaBa Pektoparta
TONBKO 1Tocae peructpanud B COM1 B V/IUA.

5.7.5. 3apernctpupoBannble B YA J0KyMEHTBl NOCTYNAIOT Ha aHATHTHYECKOE
paccMOTpeHne HavalbHUKY Y JJHA.

5.7.6. Hauanenuk Y/IuA nocne o3HakoMiIeHWs ¢ JOKyMeHTaMd H mogdbopa
HEOOX0ANMOI HHPOPMALMH 110 HHM HAIPaBigeT JOKYMEHTEI:

- I71st pacCMOTpPEHHA PEKTOPOM — PYKOBOJUTEIO CEKpPeTapHaTa;

- 011 pacCMOTPEeHHMA [OJDKHOCTHBIMH JIMLAMM K3 cocTaBa Pektopara, -
MOMOUIHHKAM JOJDKHOCTHBIX JHMU M3 coctaBa Pexropata, B COOTBETCTBHH C
HeJIEripyeMbIMH [IONTHOMOUHAMH, NIEPEYHEM KOOPIAUHUPYEMBIX MoApa3zaeneHui u cdepoii
OTBETCTBEHHOCTH, YCTAHOBJIEHHBIMH NPUKA30M PEKTOpa.

5.7.7. PykoBoauTens ceKperapHara MPOCMATPHBAET, aHaH3HUpYeT U
CUCTEeMATU3UPYET MOCTYIUBIIME JOKYMEHTHl, NIPH HEOoOXOOUMOCTH BHOCHT B HHX
NPOEKTHl YKa3aHHil 110 UCMIOJHEHHNIO JOKYMEHTOB {pe3otoLnii) U nepeaaét mocTynuBLIle
JIOKYMEHTBI pEKTOPY Ha pacCMOTpPEHHUE.

5.7.8. [IoMOLIHUKH JAOMKHOCTHBIX JMI M3 cocTaBa PexropaTa mpocMaTpuBaioT,
CHUCTEMATU3HPYIOT, MOAOHPAIOT HEOOXOAHMYKW HHGOPMALHIO, MpH HEOOXOAHUMOCTH
BHOCAT B HUX IIPOEKTH YKa3aHHI [0 UCITOJIHEHHIO JOKYMEHTOB (pe30IoLinil) U epefaroT
MOCTYNUBLINME JOKYMEHTBI JOIDKHOCTHBIM JHIAM Ha paCCMOTPEHHE.

5.7.9. PekTop M [OOMKHOCTHBIE JIMLA U3 cOcTaBa PekTopaTa paccMaTpUBAKOT
MOCTYNMUBLINE MOKYMEHTHI H OGhOPMISIOT yKa3zaHHsi MO WCHONHEHHIO JOKYMEHTOB
(pe3osounn).

5.7.10. TIOMOLIHHKHA pEKTOpa HAMpPaBIAOT TOKYMEHTH ¢ O(opMJIeHHBIMU
YKa3aHHAMH O UCNOJHEHHIO JOKYMEHTOB (pe3omouusaMu) B Y {uA.

YA, a TaKxe MOMOIIMHUKHA AO/DKHOCTHBIX JIMI M3 cocTaBa PekTopaTa BHOCAT B
PKK B CD]l yka3aHMA NO HCHOJHEHHIO OOKYMEHTOB (PE30NIOLUUM) M HAlpaBisfioT
JIOKYMEHTHI B 2IeKTpoHHOM BHIe B CDOJ] 1 Ha OyMaKHOM HOCHTENE B COOTBETCTBYIOIHE
CTPYKTYpPHBIE MOApPa3jeNeHus 111 UCIIONTHEHHS.

5.7.11. Ecnu B yKa3zaHWAX MO HUCIOIHEHHIO JOKYMEHTa (pe30JIIOUMH) YKa3aHO
HECKOIBKO HCHONHUTENEH, TO MOAIHHHHAK OyMaKHOro JOKYMEHTa HalpaBIiaeTes
paboOTHHUKY, YKa3aHHOMY B PeE3OJIOIMH TIEPBLIM, T.K. OH SBJAETCS OTBETCTBCHHBIM
UCTIIOTTHUTENEM.
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5.7.12. Ilpx HeoOXOAMMOCTH KOHTPOJS MCIOMHEHHSA JOKYMEHTOB HAa OCHOBAaHHH
yKa3aHHi [0 UCMOJIHEHUIO HOKYMEHTOB (pe3onouuil) Y/IUA HanpaBiseT B 3J€KTPOHHOM
Buge B COJl konum noxkymeHtoB U PKK k HuM B Otmen KOHTpons HCMONHEHHA
NOpYYeHUH.

5.8. PaGoTa ncnonuuTtened ¢ nocTynarolUMH JOKYMEHTaMHU

5.8.1. IlomyyuB noctynaromue AOKYMEHTBL B 31eKTPOHHOM BHAe B C3J] unu Ha
GyMa)kHBIX HOCHTEJINX, pabOTHUK, OTBETCTBEHHEIH 32 JA€NONPOH3BOACTEO, JODKEH:

a) HEMEANIEHHO O3HAaKOMHUTBCA € WX COACP)KAHUEM, BBIJEIHB JOKYMEHTBI,
TpeOyIOLIHE CPOUHOTO HCTIONHEHHS,

0) BHECTU CBeJieHUS O TONYYEeHHBIX OYMaXXHBIX MIH EKTPOHHBIX JOKYMEHTaX B
AKYypHaJ yuéTa nojay4aeMbiX J10KYMEHTOB;

B) HAllpagUTh PYKOBOAUTENIO CTPYKTYPHOrO MOApAa3JeNeHUs JOKYMEHTHl B
3NeKTpoHHOM BHUJie B COJ] Moy mo ero ykasaHHIO pacnedyaTaTb M NEpeJaTb €My B J€Hb
TOJTyYeHHs JOKYMEHTOB.

5.8.2. PyxoBoauTeny cTpyKTYPHBIX TIOAPA3/ICIeHHH OCYIIECTBIIIIOT:

a) OIIEPAaTHUBHOE pAacCMOTPEHHE JOKYMEHTOB U OGQOpPMIICHHE yKa3aHMWid Mo
UCTIOJIHEHHIO JOKYMEHTOB (pe30IioLmii);

Ilpp  paccMOTpeHMH  AOKYMEHTOB M  KOPPeCNOHACHLMH  PYKOBOAUTENb
CTPYKTYPHOIrO  NOJApa3sfAelIeHHs  BBLACHSET  AOKYMEHTBl, Tpelyomue Cpo4HOro
HCIIOJTHEHH L.

0) He3aMeANMUTEILHYIO Nepeayuy UX HETIOCPEACTBEHHOMY UCHONHHUTEIIO;

HenocpencTBeHHbI HCTIONHUTENb MOMy4aeT JOKYMEHTHI B COOTBETCTBHHM C
YKa3aHUAMU IO UCTIOIHEHUIO AOKYMEHTOB (pe30NIOLHAMU) PYKOBOAUTENS CTPYKTYPHOTO
nojipaszfesieHus B JIeHb NOCTYIUIEHUSA AOKYMEHTOB. Cpo4Hble JOKYMEHTH IEpejarTcs
HCTIOJTHUTENIO HEMELJIEHHO.

B) KOHTPOJE KAauecTBa MCIIOJHEHUSA JOKYMEHTOB U HCIIOJHUTENBCKOH AUCIHMIUIHEE]
Mo JOKYMEHTaM.

PykoBoauTeNb CTPYKTYPHOTrO MOApa3fie/iecHHus ©XKEOHEBHO MpOBepsAeT KA4eCTBO M
CPOKM HCITONIHEHUS 3aJaHUi M0 MOCTYMHUBIIKMM JOKYMEHTAM.

5.8.3.Cpoku  MCMNONHEHHA MOCTYNUBLUWX  AOKYMEHTOB  MCUYHCHSIOTCA B
KaJIEHAAPHBIX JAHAX OT AaThl MOCTYIUIEHHs! JOKYMEHTOB B @UHYHUBEPCHUTET.

KoHe4HBIH CpOX UCHOJIHEHHS HOKYMEHTa YKa3bIBaeTCs B TEKCTe JOKYMEHTa WIH B
YKa3aHHUAX [0 HCMOJHECHAIO JOKYMEHTA (pe30/IOLMH) PYKOBOAUTENS, €C/IM OTIHYAeTCA OT
TAUNOBOro. ECIH CpOK HCNOJMHEHHS B JOKYMEHTEe WM YKa3aHHUAX MO HCIOIHEHHIO
JOKYMeHTa (pe30JIIOLMH) HE YKa3aH, OH SBJIsAeTCA TUMOBBIM (IIpunoxeHue Ne 26).

He sB110TCA THNOBBIMH CPOKH HCTIOJIHEHHS JOKYMEHTOB C MOPYYCHHUIMH DEKTOpa,
MOCTaBJICHHBIE Ha KOHTPOb. Takue JOKYMEHTHI ITOATEKAT UCIOJTHEHHIO B CPOK He Honee
10-Ti KaneH apHBIX AHEH.

5.8.4. MlcnosnHenne JOKYMeHTa IpeycMaTpuBaeT:

a) c6op u 06paboTky HeobxoauMOH HHGOPMALIAH;

0) moAroToBKY H odopMIIEHHE MPOEKTA AOKYMEHTA,

B) COIVIACOBAHHE MPOSKTa NOKYMEHTa,
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r) Z0pa0OTKY TNpOeKTa JOKYMEHTa [0 3aMeyaHHAM, [OJYyYeHHBIM B XoAe
COTJTAaCOBAHUS;

1) NpeACcTaBIeHNE NPOeKTa JOKYMEHTA Ha MOAIHCH ( YTBEPXKAEHHE );

¢) noAnucaHue (yTBEepKIAEHHE) PEKTOPOM, IJOMKHOCTHBIMHM JHIAMH H3 COCTaBa
Pektopara nubo pyKOBOAMTENAMH CTPYKTYPHBIX HOApasieieHUH, HMEIOUMMH NpaBo
MOIITHCH TOKYMEHTOB;

) IOATOTOBKY PeeCcTpa pacChUIKH TOKYMEHTA;

3) olpelesIeHHEe MeCTa XpaHeHHUs! JOKYMEHTa { KOTIHH JOKYMEHTa).

5.8.5.Eciu B yKazaHHsSX MO HCIIOJHEHUKO NOKYMEHTa (pe30JIIOLHH) YKa3aHo
HECKONBKO WCHOMHHUTENEH, TO pabGOTHHK, YKa3aHHBIH B pe3O/IOLHH NEPBbIM, ABJIAETCA
OTBETCTBEHHBIM UCHOJHUTENIEM.

5.8.6. OTBeTCTBEHHBIN UCMIONHUTENE AOKEH 0000UIaTh BCE IIPEeIOCTABICHHBIC EMY
OCTaIIbHBIMH COHCIIOTHUTENSMH JOKYMEHTHI (TIPOSKTHI 1IOKYMEHTOB, CIIPaBOK, CBEICHUH U
T.J.) ¥ CO3aBaTh OKOHYATeIbHEIH POEKT JIOKYMEHTa.

5.8.7. OTBETCTBEHHBII MCMIONHUTENs HMEET MPABO CO3BIBATH COMCTIONHUTENCH OJIs
BbIPabOTKH COBMECTHOIO peLleHHs.

5.8.8. OTBETCTBEHHBIH HCMONHUTENb OTBEYACT 3a OPraHU3alMI HUCIONHEHHS
JIOKYMEHTA B yKa3aHHBIH CpOK.

5.8.9. Coucnonuntenn 00A3aHBI CBOEBPEMEHHO H KayeCTBEHHO MPOBOAHTD aHANH3
MHQOpPMaLMU M MNpeJoCTaBiiATh OTBETCTBEHHOMY HCIOJHUTENIO B YCTAHOBJICHHBIE MM
CpOKH HeoOX0IUMbIE TOKYMEHTHL.

5.8.10. UcnonHuTeny UMEOT MPaBo MOJIB30BATHCH aBTOMATH3WPOBAHHBIM OaHKOM
OaHHbeIX  PuUHyHHMBepcuTeTa,  CNPAaBOYHO-UH(OPDMALMOHHBIMU  MarepHallaMd U
6u6IHOTeYHBIM POHAOM AN MOTy4YeHHS HEOOXOMMON HH(POPMALIHH.

5.8.11. Ucnionunrenu He OOJDKHBI pasrnaiiaTh COAEp)KaHHE MOCTYIMBIUHX K HUM
JOKYMEHTOB U MMOATOTOBJIEHHBIX IPOEKTOB CITYKEOHBIX JOKYMEHTOB, ¢ HUMU MOTYT OBITh
03HAKOMJIEHBI TOJIBKO JIMUA, HMEIOIIHUE OTHOLIEHKE K HX HCIIOJHEHHIO.

5.8.12. UcnonHuTend HMEIOT MPARO /1e/1aTh OTMETKH Ha JOKYMEHTE:

a) Aara MOCTYIUICHHUS;

6) AaTEl NPOMEXYTOYHOIO HCMONHEHH® (3ampoc  CBENeHHH, TeNe(OHHBIE
MeperoBOpsI H T.1.);

B) JaTa M pe3yJIbTaT OKOHYATeNbHOIO HCTOIHEHUS.

5.8.13. MicnonuuTtenn WMEKOT NMpaBo NPEACTABUTh HA UMS PYKOBOAMUTENS, JABLUETO
yKa3aHUs [0 HCIONHEHHIO JOKYMEHTa (pe30MioLiuio), MOTHBHPOBaHHYIO Npoceby o
NPOMUIEHHH CPOKa UCMOJNHEHHs AOKYMEHTa HE NO3AHee 3-X JHEHW N0 HCTEYEHHs 3TOro
CpoKa.

5.8.14. B cnydae OTCYTCTBHS HCIONMHHUTENS (KOMAHOHPOBKA, OTMYCK, O0Je3HB)
HAXOASAIIMECH Y HEero Ha HCTOJHEHHM JOKYMEHTHl JOJDKHBI OBITH mepefaHbl JpyroMy
paboOTHUKY TIO YKAa3aHHK) PYKOBOANTENS CTPYKTYPHOIO NoApasAeieHu .

[lepenaya MOKyMEHTOB B CTPYKTYPHOM IofpasmeleHHH OT OJHOIO HCIOIHHUTENs
ApPYrOoMy MOXET NpPOM3BOAUTBCA TOJNBKO 4Yepe3 paboTHHKA, OTBETCTBEHHOrO 34
AeNOMPON3BOCTBO.

5.8.15. OTBeTCTBEHHBIH HCNOJHUTEND HECET NEPCOHANBHYIO OTBETCTBEHHOCTE 3a
JOCTOBEPHOCTh HH(POpMAIUY, HCIOIB30BaHHON NpH MNOATOTOBKE JOKYMEHTA, 34
coOmojeHne  TpeOOBaHHH  HCHIONHUTENBCKOW  AMCUMIUIMHBI, 3a  IIPaBUJIBHOE




e

[

&S RRTEe L

112

HCTIONB30BAHKE AEHCTBYIOLIMX HOPMATHBHBIX JOKYMEHTOB B NIOArOTOBKE, OQOPMIICHHH H
MCTIOIHEHUH JOKYMEHTOB B CPOK.

5.8.16. [lo mepemauyd mpoeKTa AOKYMEHTa Ha TMOANHCH OTBETCTBEHHBIH
MCMOMHUTEND JOJKEH MPOBEPUTDH €ro COIepKaHue, MPaBUIBHOCTL 0(OpMIIeHHS, HalHYHEe
HeoOXOIUMBIX BU3 U NPUIIOXKEHHIA.

5.8.17. IIpu noAroToBKe MpoeKTa MOKYMEHTA MO KOHTPOIHPYEMOMY HOKYMEHTY,
OTBETCTBEHHDBIH HCIOJHHTENh JOJDKEH TNPEAOCTAaBATH MOATOTOBJICHHBIA  IPOEKT
nokymentra B Otgen KUII mna mpoBepkH Xoja HCIOJHEHHS [0 IfIepeladyd IMpoeKkTa
DOKYMEHTA HA ITOANMUCH PEKTOPY.

5.8.18. OTBETCTBEHHOCTE 3a KA4eCTBO ITOATOTOBKH JOKYMEHTOB H JOCTOBEPHOCTDH
CoJepkKalUXcad B HUX JIAHHBIX BO3AracTcs Ha JIML, MOANOTOBMBILUX H 3aBU3UPOBaBHINX
JOKYMEHTEI.

5.8.19. JIokyMeHT mpemocTaBasAeTCs Ha noaAnuch (yTBepKIEeHHE) BMECTE C
NOCTYNHUBIINMH AOKYMEHTaMH, Ha OCHOBAaHHH KOTOPBIX OH FOTOBUNCH.

5.8.20. BHocuTh, KakHe-IMO0O W3MeHeHUs U JobaBleHUs B IOJITHCAHHEIE
(yTBEpXKOCHHBIE) NOKYMEHTH 0Oe3 pa3spelleHHs NuLa, NnoAanucasllere (YTBEPAWBILETO)
OOKYMEHT, HE JIOMYCKaeTCsl.

5.8.21.Tlocne pemieHHs MOCTABJICHHBIX B MOJYYEHHOM JOKYMEHTE BOIPOCOB
OTBETCTBEHHBIN HCIOJHUTENb, PYKOBOAUTEND CTPYKTYPHOIO MNOAPA3JEeJICHUS WIH
paGOTHUK, OTBETCTBEHHBIH 3a JEJONMPOH3BOACTBO, CJIeBa BHH3Y MEPBOA CTPAHMILIBL
OyMaXHOTO OOKYMEHTa MOOJDKEH chenarb OTMETKY 00 WCMONHEHHH [JOKYMEHTa H
Hanpap/ieHUH €ro B Ie0.

OTMeTKY 00 HCNOJIHEHHH HOKYMEHTa Heo0X0JUMO O(QOPMISATH B COOTBETCTBHH C
odopmneHueM pexpusznTa 29.

5.9. [loaroToBKa OTNpAaBIIEMBIX JOKYMEHTOB

5.9.1. [lpoexTsl oTmpaBnseMbix U3 OUHYHHBEpCUTETA HNOKYMEHTOB JOJIKHBI
TOTOBUTBHCSI  OTBETCTBEHHBIMH  HCHOJNHUTEISAMH 10  YKa3aHMIO  pyKOBOIAUTENEH
CTPYKTYPHBIX NogpazaeneHiil OUHYHUBEPCHUTETA.

5.9.2. OTBETCTBEHHOCTH 3a COCTaBlieHHE MU OODOPMICHHE AOKYMEHTA, @ TaKKe
COrJIACOBAHME TMPOEKTa MAOKYMEHTa BO3JIAraeTcsl Ha CTPYKTYpPHOE IoApasjieNcHHe-
HUCTIOJIHUTENb.

5.93.Ecnu B yKasaHMAX 10 HCMONHEHHIO INOKYMEHTa (pe30IOLMH) YKa3aHBL
CTPYKTYPHBIC NOIPa3/IeNICHHS-COMCIIONIHUTENU, TO KaXAbIH COHCHOJHMTENb uyepes
PYKOBOAWTENS CBOEro CTPYKTYPHOrO NOApPa3AeiieHHs HallpaBIseT CBOM NPEATOXESHHA
OTBETCTBEHHOMY HCIIOJHHTEIIO.

5.9.4. OrmpapnseMple  TOKYMEHTHl TOTOBATCS Ha  ONaHKax  JOKyYMEHTOB
yCTaHOBJIEHHOH (OpMEI, CiIyxeOHBle TIMCBMa — Ha COOTBETCTBYIOWIMX BHIAX
YTBEPXKACHHBIX OnaHkoB nuceM. J[1s OTHpaBKH JOKYMEHTOB, H€ MMEIOLIMX aJpecHOH
4acTH, TOTOBATCS CONPOBOAUTENLHBIC MUCBMA.

5.9.5. llogroToBka mpOeKTa OTNPABJIAEMOrOo JOKYMEHTa OCYIIECTBIAETCA Ha
OyMa)KHBIX HOCHTENSAX.

5.9.6. IloaroToBNEHHBIE  MPOEKTBl  OTHPABIAEMBIX  JAOKYMEHTOB  MOINENKAT

T,
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COTMAacOBaHUI® € PYKOBOOWTENSAMH TeX CTPYKTYPHBIX TNOApa3AeNeHUil, KOTOphle
y4acTBYIOT B IIOATOTOBKE 3THX MpPOEKTOB HWJIH CTIPYKTYPHBIX MNoApasfeleHui, cdepy
AeATeIBHOCTH KOTOPBIX 3aTparuBaloT BOIPOCH], PaCCMaTpUBaeMbl€ B MIPOEKTE AOKYMEHTA.

5.9.7. Cornacopanne  (BU3HpOBaHHE) TNPOSKTa  OTNPABIEMOTO  JIOKYMEHTa
OCYyILECTBIACTCA HAa OyMaxHBIX HOCUTESX.

Buzbl OpocTaBNArOTCS Ha JHHEBOH CTOpOHE NOCIEIHEro JINCTA NOKYMEHTa B
HIDKHEH €ro 4acTH Ha BTOPOM 3K3eMIUIApE AOKYMEHTA, BHIIOJIHEHHOM Ha CTaHAApTHOM
aucre ¢opMata A4, MIH Ha NHCTE COTJIACOBAHMS.

5.9.8.B cnyuae BHeceHHMs B IIpoliecce COTNacOBAaHMA B MPOEKT JOKYMEHTA
HW3MEHEHH# MPOBOJUTCA €ro NOBTOPHOE COIIacOBaHHe (BU3HPOBaHHUE).

5.9.9. 3aBu3HpoBaHHBII NPOEKT OTNPABIAEMOr0 JOKYMEHTA  BO3BpAILAeTCs
ACMONHHUTENIO, NOAMOTOBHBIIEMY NPOEKT AOKYMEHTA.

5.9.10. lloamucanne  IpoexkTa  OTOPAaBIAEMOTO  JOKYMEHTa  PEKTOPOM U
JODKHOCTHBIMH JIHIIAMH H3 cocTaBa PekTopara ocyllecTBaseTcs Ha OyMaKHBIX
HOCHTENAX.

5.9.11. TTognucaHHbIi W 3aperdCTPUPOBAHHBIA  OTHPABISAEMBI  NOKYMEHT
BO3BPALIACTCS HCTIONIHATENIO, TOATOTOBUBIIEMY MPOEKT JOKYMEHTA.

5.9.12.Ilpn nOAroTOBKE MNpPOEKTa OTIPABIAEMOr0 JOKYMEHTa OTBETCTBEHHEIH
UCTIOJIHUTENB:

a) mevaTaeT NpoekT NOKYMEHTa Ha CTaHAapTHOM nucte Oymaru gopmarta A4 U Bee
HeOOXOIUMBIE IPUIIOKEHHUS K HEMY;

0) nepenaér npoekT JOKyMEHTa Ha COMVIacOBaHHE B CTPYKTYpPHBIE MoApa3fieeHus-
COMCIIOJIHHUTEIH;

B) MOJTy4aeT MPeAIOKEeHUS OT CTPYKTYPHBIX MMOApa3AeNeHHIH-COUCTIONHATENEH;

I') CO3JaeT OKOHYATENbHbIH BapHAHT POEKTa JOKYMEHTa;

1) nepenaér MpoeKT AOKYMEHTAa PYKOBOIUTENIO CTPYKTYPHOTO IOApPA3feICHHA Ha
BU3WPOBAHME;

e) NepeaaéT IPoeKT JOKYMEHTa B CTPYKTYPHBIE TIOIpa3/ieleHHs-COUCTIONIHUTENN Ha
BU3HPOBaHHE;

) MoJIy4aeT 3aBU3HPOBAaHHBIA MPOEKT AOKYMEHTa, MpPOBEpAET MpaBUJIBHOCTE €ro
0(OpMIICHHA, MPaBUIBHOCTh AJPECOBAaHUA, HAJIMYHE BHU3 COMNIACOBAaHUA, NPUIOKEHU,
NpH HEOOXORZHMOCTH —~ CIIPABOK, NMOSACHUTENBHBIX 3aMUCOK, Pa3bACHAIOLINX COAEPKaHHe
NOATOTOBJIECHHBIX JOKYMEHTOB;

3) pacniedaTelBaeT MPOEKT AOKyMeHTa Ha OnaHKe JOKyMEHTa YCTaHOBIEHHOM
$opmel, ciyxxeOHOe NHCEMO — HAa YTBEPXKASHHOM ONaHKe NHUCHMa;

u) nepenaér pacnedaTaHHBI Ha OnaHKe MPOEKT JOKYMEHTa BMECTE C
3aBH3UPOBAHHBIM [POEKTOM AOKYMEHTA Ha NOANUCAHHE:

- JOKYMEHT 3a MMOJMUCHI0 peKTopa — B Y JIHA;

- IOKYMEHT 3a TIOANHMCBIO JODKHOCTHBIX JIMIl M3 coctaBa Pektopara -—
HEMOCPEOCTBEHHO B MPUEMHBIE JIOJKHOCTHBIX JIHIL,

Ecin npoekT oTnpaBiaseMOro HOKyMEHTa SBIAAETCS OTBETOM Ha KOHTPOJIBbHBIH
JOKYMEHT, TO A0 [Mepefaud MpoeKTa [JOKYMEHTa Ha [MOAMHCAHWUE PEeKTopY HIH
OOJDKHOCTHOMY JIMIy U3 COCTaBa PekTopara OTBETCTBEHHBIH HCMOJHHUTENb JAOJKEH
NpeAOCTABUTh MOATOTOBNEHHBIN npoeKkT AokymenTa B Oraoen KUII ans mposepku xoza
UCTIONHEHHUS.
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5.9.13. YIUA nepenaét mNpoekT OTNPAaBIAEMOTO MOKYMEHTA pPYKOBOAHTENIO
CeKpeTrapuara Ul NOJNHCAHUS PEKTOPOM.

5.9.14. PekTop M MOMKHOCTHBIE JHMLIA K3 cOCTaBa PekTopaTa COOCTBEHHOPYYHO
NOJNUCHIBAIOT OTIPABIAEMble JOKYMEHTHI.

[loMOmHNKH peKTOpa M NOKHOCTHBIX ML U3 cOcTaBa Pekxropara HanpapiftoT
MOAMHUCAHHEIE OTIIPABISCMble JOKYMEHTHI B Y [IHA.

5.9.15. YIuA perncTpupyeT NOINHUCAHHBIE OTNpapigeMble NOKyMeHTH B COJl u
BO3BpalllaeT MX B CTPYKTYpPHBIE TIOAPa3Ae/IeHUs OTBETCTBEHHBIM HCITONHUTEISAM.

5.10. Perucrpanius oTnpaBiseMbIX ZOKYMEHTOR

5.10.1. [lognexaumne perucTpaldi OTHpaBIIEMbIe JNOKYMEHTHI, MOZNMUCAHHBIE
PEKTOPOM H JODKHOCTHRIMH JIMLIAMH U3 cocTaBa Pektopara, perucTpupyrores B ¥ InA.

5.10.2. Tloanexaliye perucTpalMd OTHPABIAEMBIE JOKYMEHTBI, MOAMHCAHHBIE
PYKOBOAMTEISIMH  CTPYKTYPHBIX  noapasfieleHuH, HMEWUMH NpaBo  MOAMHUCH
JOKYMEHTOB, PETHCTPUPYIOTCS B CTPYKTYPHBIX NOAPA3AENCHUAX.

5.103. lloanexkamme  perucTpauvd  OTHpPaBiAsieMble  ROKYMEHTBl  JIOJDKHBI
PETUCTPHPOBATHCHA OJHOKPATHO.

5.10.4. Tlognexalie perucTpanuy OTNpaBiseMble JOKYMEHTHl PerHCTPHPYIOTCS
HE3aBHCHUMO OT crocoba UX OTIPaBICHUS.

5.10.5. Tlognexawue peructpauuy B YJHA  ornpaBngeMsie  JOKYMEHTHI
peructpupyroTcs B COJI,

5.10.6. B YIuA otnpaBnseMble JOKYMEHTBI, CO3/IaHHbIE Ha OYMaXXHOM HOCHTETE,
cKaHupytoTca. He ckaHupyioTcs AOKYMEHTHI, Moanexaiiuwe peructpauud B CD/,
ykazaHHble B [lepedune JoKyMeHTOB, MoANexamux perdctpauun B COJ] Oe3
CKaHUPOBAHMA.

5.10.7. Ilognexatue perucTpauut OTIOPABIIEMble JOKYMEHTHI PErHCTPHPYIOTCA B
JI€Hb UX MMOANHCAHHS WM YTBEPXKACHUS.

JOKyMeHTBI, MMOANMUCAHHBIE WM  YTBEpXKIEHHble B  Hepabouee Bpems,
PETUCTPUPYIOTCS Ha ClIeAYIOMIUNA paboyuuii TeHb.

5.10.8. OtnpaBnseMble NOKYMEHTHI HYMEPYIOTCA IIOpPAAKOBOH HyMepanueH B
npeaenax KaJeHAapHOro roja.

5.10.9. B cocTaB perucTpauMOHHOTO HOMEpA [ OTNPABAAEMBIX AOKYMEHTOB
BXOIUT MOPAAKOBBIH HOMEp, IOCNE KOTOPOro 4epe3 KOCYIo YepTy NPOCTaBIAETCS HOMED
CTPYKTYPHOrO I[OJpa3fiefIeHHs], CO3/aBLUEro JOKYMEHT H 4Yepe3 TUpE HOMEp hena Io
HOMEHKJIAType Aeh, ra¢ OyAeT XpaHUTHCS ero Konus.

5.10.10. OtnpasngemMpiil TOKYMEHT HMEET OLHUH PETHCTPALMOHHBIH HOMEp H JaTy
He3aBUCHMO OT KOJIUYECTBa a1pecaToB.

5.10.11. PeructpalioHHBINH HOMEp AOKYMEHTA U AaTa PerucTpalHy NpoCTaBIsIOTCs
Ha MOJIMHHHKE AOKYMEHTa B peKBHU3UTaX ONaHKa M Ha KOMHUH, OCTAIOLIEHcd B Jene
duHyHHBEpCUTETA.

5.10.12. Konus otnpasiseMoro IOKyMeHTa 3aBepsercs paGoTHukoM Y]IuA,
OTBETCTBEHHLIM 32 OTTpaBieHKe IOKYMEHTOB, ¢ OTMETKON O 3aBepeHHH Komuu Oe3
IIPOCTABJICHUA MIEYATH.
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5.10.13. Konug ornpaBnseMoro OOKYMEHTa ¢ BH3aMH TMOAIIHBACTCA B JIENO
CTPYKTYPHOrO TNOApa3sfeleHHs B COOTBETCTBHH C HoMeHKIatypoi nen. Ilpu stom
NOCTYIUBIIMHA JOKYMEHT MNepenaércst Ha XpaHEeHHe B Jelo BMeCTe C JOKYMEHTOM-
OTBETOM,

5.11. OrnpasneHue AOKyMEHTOB

5.11.1. JlokyMeHTBI NepefatoTcst 11 OTHpaBieHus B Y HA nmo yka3aHHMIO pekTopa
HIIH JO/DKHOCTHOTO JIMIla M3 cocTaBa Pekropata M pykoBoAMTeNeHd CTPYKTYPHBIX
oApa3aeeHUM.

PemweHne o ciocobe 0CTaBKH NPHHUMACT PeKTOpP, AOMKHOCTHOE JIUIO H3 COCTaBa
Pexrtopata, pykoBOOUTENS CTPYKTYPHOTO MOJAPa3eNeHus.

5.11.2. KoppecnioHneHnus HecnyxxeOHOTO Xapaxkrepa K otmpapieHuio YJIHA He
NIPUHMMaETCA.

5.11.3. OrnipaBnsieMble  ROKYMEHTBl JAOJDKHBEI 00pabaThIBAaTECS M OTIPABIATHCA
YJIHA B AeHPb UX NOANHCaHUs (PETHCTPALIUN ) TN He MO3/IHee CleAyromero padboyero JHs
(ana ormpasneHns no mourte). CpoyHas KOPPECHOHAEHLHMS MOMKHA OTIPABMIATHCA B
NEepBYIO ovepeLp.

5.11.4, TokyMeHTBl JJA OTNpaBieHUA mepelanorcds B Y]JIMA  MOIHOCTBIO
odopMIICHHBIE: C YKa3aHUEM MOJIHOTO [IOYTOBOTO aapeca/HoMepa
TeneoHa/ I NEKTPOHHOTO ajJpeca.

5.11.5. IlpaBusibHOCTE OGOPMIICHUSL JOKYMEHTOB JO/DKEH INpOBEpATE pabOTHHK
V]IuA.

HeogopmiesHbie WIH HEMPaBUIBHO OQOPMICHHBIE JOKYMEHTHl ITOIEXAT
BO3BPAaTy UCIIOJIHUTENIO Ha NOpaboTKy.

5.11.6. [loxymeHTEI, aapecoBaHHbIE B BBIIECTOSI{HE OPraHU3aUMUH, KaK MPaBUIIO,
JOCTABJIAIOTCS B NIpefieNaxX ropoja KypbepoMm.

5.11.7. JIoKyMEHTBI, OTIIpaBASEMBble TOYTOBOH CBA3bI0, cAat0TCA B Y JIMA BMecTE ¢
peecTpoM MOYTOBBIX OTIPABACHHH, TOANMCAHHBIM PYKOBOAMTENEM CTPYKTYPHOLO
noapasaeneHus (npunoxxenue Ne 27).

YAMA npoBepseT COOTBETCTBUE KOJHYECTBA OTIPABIACMBIX JOKYMEHTOB PeecTpy
[IOYTOBLIX OTIPaBIECHUH.

YnakoBKa KOPPECHOHAEHUMM B  KOHBEPTH IPOM3BOAHTICA  pabOTHHKaMM
CTPYKTYPHBIX Nojpa3aeienuii ®UHYHUBEpCUTETA.

YIHA n0poBoauT COPTHPOBKY ITOYTOBOH KOPPECTHOHAEHIMM Ha MPOCTYIO,
3aKa3HyI0, NEHHYI0, MEXKIYHAPOIHYIO U T.11.

IMucbMa-3anpocsl, MUCbMa-MPeNioKeHHs, MHCBMa-OTBeTHl M T.I., KaK MpaBWIO,
MOAJIEXAT OTIPABIEHUIO KaK MPOCTas KOPPEeCHOHACHLINA.

JoKyMeHTHI (MTHChMa-MOATBEPAKAEHHUS, CTIPABKH, JOTOBOPLI, aKThl, OT3BIBEI ¥ T.I.) H
WX 3aBepeHHBIE KOMNHH, NOIJeXaT OTIPAaBICHHUI0 KAaK 3aKa3Had KOPPECMOHIEHLHA.
Anpecar nony9aeT Takyl KOpPECHOHAESHIHIO 110 pOCIIHCE.

Ilpy HeoOXOAMMOCTH MOMYYEeHHA pPacCOHCKH ajpecata © BpPYYEHHH €My
KOPPECHOH/ICHIINH, 3aKAa3HOe OTIPABIICHHE BBICBIIAETCS C YBEIOMIIEHHEM O BPYYEHHH.

IloanudHple JIM4HBIE HOKYMEHTHl T[PakJaH MOAJIEXAT OTHPABICHHIO Kak

st M e
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KOppecNoHAeHINA ¢ 00BABICHHON LIEHHOCTBIO.

O0paboTka NOKYMEHTOB IUIA OTMPaBICHUS IOYTOBOH CBS3BIO OCYIIECTBIACTCA
YJIA B COOTBETCTBHM C AEHCTBYIOLMMH IPaBUIIAMH OKa3aHHS YCIYT NMOYTOBOH CBA3H.

5.11.8. O6paboTka DOKYMEHTOB I/ OTIIPaBIeHUA MO Tenerpadgy OoCylEeCTBIseTCA
VJIMA B COOTBETCTBHHM ¢ ACHCTBYIOIIHMH NpPaBHAAMU OKa3aHUS YCIYT TenerpagHon
CBA3M.

IIpu ornpasneHuH TenerpaMMBEl B 4YeThipe aapeca n Oonee (no 20 axgpecos)
[IPHIIAraeTCs COUCOK PACCHUIKH, COCTABISEMBIH UCTIONHUTEIIEM.

Konus TtenerpaMmMel ¢ OTMETKOI © BpeMeHH TIIpMEMa BO3BpalllaeTcd B
COOTBETCTBYIOIIEE CTPYKTYpHOE NOApa3jieeHue.

5.11.9. JloxyMeHTBI, noanexalue nepefaue MO KaHalaM MeXAyropoaHe/
MEXIyHapoaHoil TenedoHHOW cBsA3M, chawoTcd B YJIHA ¢ 3adBkoH YCTaHOBJIEHHOTO
0o0paslia, NOANHUCAHHOH PYKOBOIWTENIEM MOApa3AeNieHHs MO pa3pelIeHHIO PeKTopa HWIH
JOJDKHOCTHOTIO JIMLA U3 cocTaBa Pektoparta (mpunoxxenue Ne 28).

OpuryuHanel JOKYMEHTOB, NEpPEIJaHHBbIX MO KaHalaM (aKCUMUIBHOH CBA3U [10
3adBKE CTPYKTYPHOIO MOJpa3felieHHs, Bo3BpallarTca u3 YJHA B COOTBETCTBYIOLIEE
noApasielieHie ¢ MOATBEP)KACHHEM (PaKTa mnepeiadd M yYKazaHHEM JaThl W BPEMEHH
nepesay.

HeobxoaumocTs aocsuikH OyMaXHOTO OpHTHHana ajapecaTy oOnpeneidercs
PYKOBOIUTEIEM CTPYKTYPHOTO MOAPA3NEICHUsA, 3aKa3aBIIEro OTIPaBICHHE ROKYMEHTOR
10 KaHallaM 3JeKTPOCBA3H.

KoHTpons HCHoOnb30BaHWA  (QAKCHMHJIBHOH  TEXHUKH, YCTAHOBJIIEHHOH B
CTPYKTYPHBIX NOAPa3AEICHUAX, OCYLIECTBIAETCA UX PYKOBOAUTENAMH.

5.11.10. [Ipy ornpaBneHHH TeieQOHOTPAMMBI HECKOABKHM aApecaTaM K Hei
JIOJDKEH MPHNaraThes CMHCOK afpecaToR C YKa3aHHEM HOMEPOB TeNe(OHOB 3a NOANHCHIO
PYKOBOAMTENA CTPYKTYPHOrO NMOApa3/eieH s, OANICABIIEro Tele(oHorpaMmMy.

5.11.11. loxyMeHTH], NOomEXKalllue Nepejayde Mo 3MeKTPOHHOH oYTe, NEPEeNaroOTCa
B YJIMA Ha 531eKTpPOHHOM HOCHUTeNle¢ HHQOpPMAalMU, KOTOPbIA Mocne OTIpaBleHHS
co0OILIeHUA BO3BPALIAeTCA B CTPYKTYPHOE TIoApa3elieHne ¢ OTMETKOHN o mepeJaye.

5.12. Opranusanus paboThl ¢ BHYTPEHHUMH AOKYMEHTaMU

5.12.1. IlpoxoxaeHue BHYTPEHHHX [OKYMEHTOB Ha JTalax HX IIOATOTOBKH H
oQopMIIEHHs JOKHO COOTBETCTBOBATE MPOXMKICHHIO OTIIPABIAEMBIX JOKYMEHTOB, a Ha
3Tale UCMOIHEHHUA — MOCTYNAoUMX A0KYMEHTOB,

5.12.2. Topsapox paloTEl UCTIONMHHUTENEHR IO UCTIOHEHUIO NOMYUYSHHBIX BHYTPEHHUX
JOKYMEHTOB, B TOM YHCIE€ PacloOpiIUTENbHBIX TOKYMEHTOB (KOIIMH IIPHKA30B,
pacnops>KeHui), aHaJOTM4YeH TMOpANKY paloTel HCOONHHUTENEH ¢ MOCTYNAarOLUMH
JOKYMEHTaMH 11.5.8.

5.12.3. Cpoku HCMOTHEHHs! BHYTPEHHUX JOKYMEHTOB HCUHCIAIOTCA B KaJI€HAAPHBIX
JHAX OT JAaThl MOANUCAHUA (YTBEPXKACHHS ) JOKYMEHTOB.

5.12.4. Ilepena4a BHyTpeHHUX J10KyMeHTOB PUHYHHBepcHTeTa pabOTHUKAM OPYTrHX
OpraHM3alMi JOMYyCKaeTcs Mo OQHUUMANBHBIM 3alpocaM OpTraHW3alMi  TONBKO ¢
paspeleHus pekTopa.
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5.13. [ToaroroBKa N perucTpaliid BHYTPSHHUX PaclopAAUTENbHEIX JOKYMEHTOB

5.13.1.TloaroroBka mnpoeKkTa BHYTPEHHETO pacloOpPARUTENBHOIO JOKYMEHTa
(mpukasa, pacnopspkeHus), ocywecTBiasierca B COJl, B HCKIIOYHTENBHBIX CIIyYasx IO
pelleHnIo HadanbHuKa Y JIuA — Ha OGyMakKHBEIX HOCHTENAX.

5.13.2. CornacoBaHue (BU3UpOBaHNEe) MPOEKTa [IPUKa3a OCYLIECTBIETCS B TOH XKe
popMe, B KOTOpo#i co3AaéTcs NPOeKT JOKYMEeHTa:

- B C3/1 Bu3MpyOLIHe AOMKHOCTHBIE JIUA BUSHPYIOT MPOEKT NPHKa3a ¢ NOMOLIBIO
I,

- Ha OyMa)XHBEIX HOCHTENAX BH3Bl MPOCTABIAIOTCA Ha OOOPOTHOH CTOPOHE TOro
JIUCTa, Ha KOTOPOM 0(OpMIIIETCs MOANKCH ITPHKA3a.

5.13.3. CornacoBanve (BH3WpPOBaHHE) M MOAMHUCaHHE MNpPOEKTOB MPHKa30B
OCYILECTBIACTCA:

- A7l HeTHNMOBBIX TPHKAa30B — 1O Mapmpyry, c(OpPMHUPOBAHHOMY CaMHM
HCIIONHHTERIIEM,;

- U1 THIOBBIX NIPHKA30B — B COOTBETCTBHH C IIEpEeYHEM MapIIPYTOB COINIaCOBAHHUA
H MOAMHCAHHA NPHKA30B, COCTaBACHHBIM Y/IHA H yTBEpXACHHBIM PYKOBOJIUTENEM
ceKpeTapHara.

5.13.4. llognucanne TmpoeKTa MpPHKa3a HIH PpacnopMXKEHUA OCYIIECTBIACTCA
PEKTOPOM H IOJDKHOCTHBIM JIHLIOM U3 cocTaBa PekTopaTta Ha OyMaXXKHBIX HOCHTEJLAIX.

5.13.5. Ilpuka3sl v pacniopsyKeHUs PETHCTPUPYIOTCA OJHOKPATHO.

5.13.6. [Tpuka3sl U pacropsDKeHHS pPeTUCTPHPYIOTCA HE3aBHCHMO OT crocoba ux
cosganua B CDJI,

5.13.7. Pacchinka NpuKa3oB ¥ pacliops>KeHHH OCYLIECTBIACTCA:

- 1151 HETUIIOBBIX NPUKA30B H PacNOPsKEHHH — [0 peecTpam, COCTABICHHBIM CaMHM
HCIIOJNIHUTENEM (npuioxkeHue Ne 29);

- 11 THUIIOBBIX IPHKA30B H PACHOPSKEHUH — B COOTBETCTBHH ¢ THIOBBIMH
peecTpaMi, CocTaBleHHBIM Y JIHA H yTBEpKACHHAIM PYKOBOJUTENIEM CEKpETapUaTa.

5.13.8. TIpyka3bl ¥ pacropsPKEHUA UCTIONHUTENE TOTOBUT B CIIENYIOILEM NOPAIKE:

a) CO3aeT MPOEKT JIOKYMEHTa;

0) cocTaBisieT peecTp pacChUIKH JOKYMEHTa;

B) HaNpaBJIsieT TMPOSKT JOKYMEHTa BMECTE C PEecTPOM PACCBUIKH PYKOBOIUTEIIO
CTPYKTYPHOTO Nojipa3fieleHns Ha BU3HposaHue J11;

r) popmupyeT I3 K NpoeKTy OOKYMEHTa H BBIOMpAeT MapIlpyT COIVACOBAHUA M
MOATMCAHUA AOKYMEHTAa;

1) OpMKperuiieT IMpOoeKT JOKYMEHTa K 33 N HalpaBisAeT €ro Mo 3aJaHHOMY
MaplIpyTy AOJDKHOCTHEIM JIHIIaM Ha BH3UpoBaHHe U nojnucanue Jf1.

5.13.9. Ilpukasbl, kpoMe NpHKa3oB 00 YTBEPXKACHUM JOKAJIBHBEIX HOPMAaTHBHBIX
aKTOB, IIPHCJIAHHBIE AJI COTNIACOBAaHHSA, NOJDKHBI BU3HUPOBAThCA HE MO3/HEE CIIEAYIOLIETO
pabouero qHs mociie UX MNOCTYIUICHHUS.

Ilpukaspl 00 yTBepXAESHWH NOKANBHBIX HOPMATMBHEIX aKTOB, NpHCIaHHBE AN
COTNAacOBAHMSA, AOIKHBI BHU3MpPOBATbCA HE MO3OHee S5-TH pabouymx AHeH mocne HuXx
MOCTYIICHUS.
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5.13.10. 3amMeyanus K NMPOEKTy MpHKa3a BHOCATCA B D3 NPOEKTa NPUKa3a B BUIE
IIPUMEYaHUI ¥ TIPHKPEIUICHHBIX (DaiioB.

5.13.11. B cnyvae BHeceHHWss B IpOLECCe COMNIAcOBAHHMS B IIPOEKT [pHKa3za
M3MEHEHHUH [IPOBOAUTCS €ro NOBTOPHOE BU3UPOBAHUE.

5.13.12. 3aBu3upoBaHHBI B COOTBETCTBUH CO CHUCKOM BH3HPOBAHUSA IPOEKT
NpHKa3a WIM 33BH3HPOBAaHHBIA TOJIBKO PYKOBOAWTENEM CTPYKTYPHOTO MOApa3feleHUs
NPOEKT PacCHOPAKEHUS B MEKTPOHHOM BHJIE HaNpaB/iseTcs B TPYIINY PacmevyaTKH.

5.13.13. I'pynna pacneyaTKd pacneyaThIBaeT IPOSKT INpUKa3a WU paclopshKeHUs
Ha COOTBETCTBYIOIIEM ONaHKe AOKyMEHTa M HalpapB/sdeT €ro Ha IOANHCH PEKTOPY WIH
OOMKHOCTHOMY JIUIY U3 cocTaBa PekTopara.

5.13.14. PexTtop unu AOMKHOCTHOE JNHLO H3 cocTaBa PekTopata NOANHCHIBAET
NpPOEKT MpUKa3a WIH pacmopshKeHHs Ha OyMaKHOM HOCHTeNe COOCTBEHHOpPY4HO, 0Oe3
ucnonb3oBaHud M1, u nepenaér uepes cBoero nomownuka B ¥ IuA wm LIIPII, 1OV,
YBYKO ans peructpauu.

5.13.15. IloanucaHHBle peKTOPOM WIH JODKHOCTHBIM JIMIIOM M3 cocTasa Pektopara,
npuKasel M pacnopsbkeHHst perucrpupytorcs B Y/uA, LIIPTL, [I®Y, YBYKO no
NPUHAINIEKHOCTH, 3aTeM CKaHHpYIOTCAd M pacceuiarorcs B COJ/] B BHIE 3MEKTPOHHEBIX
00pa30B NPUKa30B UIH PacCHIOPHKEHUH B CTPYKTYPHBIE IOAPA3ICICHHUS.

5.13.16. Ilpuka3el W pacnopsxeHus OUHYHHBEPCHTETa MOCHE PETUCTpallud U
PacChUIKU XpaHATCA Ha OyMakHBIX Hocutensx B genax Y J/uA, LIIPII, [1OY u YBYKO
COOTBETCTBUM ¢ HOMEHK/IATYPaMH A€l

5.13.17. Ilpu HeoOXOAMMOCTH MO YKa3aHHIO HavdalbHUKa YJ/UA npuKa3z HIH
pacnopsbKeHHE pacChUIaeTCs B CTPYKTYPHBIC mozpasaeiacHus PuHYHUBEpCHTETa Ha
OyMa)KHOM HOCHTEIE.

5.14, IloaroToBka U perucTpaiis JOKIaHBIX (cyxeGHbIX) 3aMUCOK
M JpYriux BUAOB BHYTPEHHHUX JOKYMEHTOB, KPOME PacTIOpSIUTENbHBIX

5.14.1. IloaroToBKka npoekTa BHYTPEHHEr0 AOKYMeHTa (HOoKiIaJiHas 3alucKa M Jp.
BHABl BHYTPEHHHX JOKYMEHTOB: aKThi, 3aJlaHHf, CIHCKH, CBEJCHHI H T.0I.)
OCYILIECTBIIACTCA Ha OYMaKHBIX HOCHTENAX.

[Toaroroska npoeKTa ciyeOHOH 3aIIUCKH OCYIIECTBIAETCA B SICKTPOHHOM BHE B
Co.

5.14.2. Iloanucarve M YTBEPXKJEHHE IPOEKTOB MOKNAIHBIX 3allHCOK W JIPYTHX
BUIOB BHYTPEHHUX JOKYMEHTOB OCYIIECTBIAIOTCA Ha OyMaXKHBIX HOCUTENAX.

[NoanucaHue NpPOEKTOB CIyXeOHBIX 3AMHCOK OCYIIECTBJSIOTCS B 3JIEKTPOHHOM
Buae B CO/1.

5.14.3. Jloknaguele (cmyxeOHble) 3alMCKA H APYrHe BHYTPEHHHE JAOKYMEHTH,
NoJIeKALIHE PETHCTPALIMH, MOANHCAHHBIE (YTBEPXKACHHBIE) PYKOBOIUTENIEM CTPYKTYPHOTO
noApaseneHus, perUcTPUPYIOTCS B CTPYKTYPHOM HOApa3feeHHH IO MECTY COCTaBICHNS.

5.14.4, NoxnanHeie (cnyxeOHBIE) 3alUCKU, MOANHCAHHBIC AOKHOCTHBIMY JIHI[AMH
13 cocTaBa Pextopara, perHcTpupyroTCs TOMOIHUKAMH TOJDKHOCTHBIX JIHLI

Hpyrue BHyTpeHHHE MJOKYMEHTBHI, MNOAJIEeXalHe perucTpaluy, [OANHCAHHBIE
(yTBEp)KACHHBIE) NOMKHOCTHBIMM JHIAMH M3 cocTaBa PekropaTa, perucTpupyrorcs B
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YCTaHOBICHHOM MOPSAIKE B 3aBUCHMOCTH OT BHJA IOKYMEHTA.

5.14.5. HoxknagHele (ciayxkeOHble) 3allHCKH U APYrMe BHYTPEHHHE INOKYMEHTEI,
HOMJIEKAIIHE PETUCTPALIUK, JOIKHBI perHCTPUPOBATHCS OJHOKPATHO.

5.14.6. Jloknagnele {ciyxeOHbIe) 3alMCKH W JApPYrHe BHYTPEHHUE HOKYMEHTHI
HCIIOJHUTEh TOTOBHT HA OCHOBAHHUH YKa3aHWH IO UCIIONHEHHUIO JIOKYMEHTa (PE30IOLHH)
WM mopydeHud pekTopa, ANOJKHOCTHBIX JIMI, M3 cocTaBa PekTopara, pyKOBOARTENS
CTPYKTYpPHOro IoApasfieneHHs anbo mno COOCTBeHHOH HHHMLMATUBE Ha OCHOBAaHHH
COOTBETCTBYIOLETO ZOKYMEHTA (JOKYMEHTOB).

5.14.7. CayxeOHy10 3alIUCKY HCTIOJIHUTEAb FTOTOBUT B CIEAYIOLLEM MOPSAKE:

a) co3aeT NPOeKT AOKYMEHTa;

0) Hanpap/isieT MPOEKT AOKYMEHTA PYKOBOAMTENK CTPYKTYPHOrO MNOJAPasAcIcHHs
Ha noanucanue JlI;

B) perUCTpUpYeT AOKYMEHT: PUCBAaHBaeT HOMEP U JaTy;

r) dopmupyet D3 K AOKYMEHTY;

1) NpUKperviseT AOKYMEHT k D3 W HalpabiseT ero o 3aJaHHOMY MaplIpyTy
afpecaty (agpecartam).

5.14.8. Ciry:xeOHyIO 3aMUCKy, TMOJIYHEHHYIO B 3leKTpoHHOM Buge B COJl, agpecar
pacriedyaTbiBaeT Ha OYMaXKHBI HOCHTENb H OCYILECTBIsAET paboTy ¢ mHoCleAyHOLIHM
oopMiIeHHEM PEKBU3UTOB PACCMOTPEHMUs, UCTIONHEHH 1 HanpaBlieHHs e€ B JeJ0.

5.15. PaccmotpeHne BHYTPEHHUX JOKYMEHTOB

5.15.1. BHyTpeHHHe  NOKYMEHTHl  (MpHKasbl, pPACMOPAKEHHA, JOKIAJAHBIE
(cmyxeOHbIe) 3aNIUCKH, CIOIPAaBKH, CBOJIKY U Ap.) PaCCMATPHBAIOTCA TEMH JOJKHOCTHBIMH
JIUIAMH, KOMY OHH HallpaB/CHBI.

5.15.2. PaccMoTpenue u odopmiieHHe YKazaHWH II0 HCIOJHEHHIO JAOKYMEHTa
(pe3omronii) BHYTPEHHUX JOKYMEHTOB OCYLIECTBIISIOTCA Ha OYMa)KHBIX HOCHTEAX.

5.15.3. PyKoBOIUTEH CTPYKTYPHBIX IMOJpa3iceHHH 00ecneynBaroT:

- OMepaTHBHOE  pacCMOTpeHHE BHYTPEHHHX  JOKYMEHTOB, (IIpUKAa30B,
pacropsKeH i, JOKIaaHbIX (ClIy>xeOHbBIX) 3alIHCOK U Ap. );

- lepeAavyy BHYTPEHHHX JOKYMEHTOB OTBETCTBEHHOMY MCHOJHHUTEIO;

- KOHTPOJAb Ka4eCTBa HCMOJHEHHA JOKYMEHTOB;

- KOHTPOJIb HCITOMHHTEABCKOH JUCLIMIUIMHEI 10 JOKYMEHTaM.

5.15.4. PykoBoauTenu CTpYKTYPHBIX MOAPA3IeNe€HUH JOJDKHBI paccMaTpHBaTh
BHYTpEHHHE JOKYMEHTHI # 00eCleUHBaTE HX TNepefadyy OTBETCTBEHHOMY HCTIONHUTEIIO B
JeHb MOCTYIJICHHS BHYTPEHHUX JOKYMEHTOB.

5.16. Ilepenava 1 nony4yeHue NIOKyMEHTOB
CTPYKTYPHBIMH [I0Jpa3ieeHHAMU

5.16.1. Ilepenaua nokyMeHtoB H3 Y/IHA B CIpYKTYypHBIE MNOApasAcieHUA
NPOU3BOANTCS TOJNBKO HYepe3 padOTHUKOB, OTBETCTBEHHBIX 3a JIEJIONPOU3BOACTBO B
CTPYKTYPHBIX MOApPa3aeNeHUAX.
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5.16.2. Tlonydyerue JgokymeHToB u3 YJIMA ocyluecTBisercs pabOTHHMKaMH,
OTBETCTBEHHBIMH 32 JENONpPOU3BOIACTBO, CAMOCTOATENBHO!

- B DNeKTpoHHOM BHZAe 4Yepe3 (3] exemgHEBHO, HECKOJBKO pa3 B JEHb, B
YCTaHOBJIEHHOE PYKOBOAUTENIEM CTPYKTYPHOTrO NOApasAcieH s BpeMs;

- B OyMa)kHOM BHIE €XEIHEeBHO, HE MeHee ABYX pa3 B [€Hb, B YCTAHOBIICHHOE
Y uA Bpems.

5.16.3. lokyMeHTBl Ha OYMa)kKHBIX HOCHTENSX nepeaarorcs w3 Y uA paboTHukam,
OTBETCTBEHHBIM 3a JENONPOW3BOACTBO, IO POCIHCHE B peecTpe ydéra IepelaBaeMBIX
IOKyMeHTOB (npunokeHue Ne 30).

5.16.4. Tlepepaua  ©W  nOJydYeHHE  JOKYMEHTOB  MEXIOY  CTPYKTYPHBIMH
AoJpa3AeieHUsIMH TMPOU3BOJUTCA TONBKO 4epe3 pabOTHUKOB, OTBETCTBEHHBIX 32
AENONPOU3BOACTBO B CTPYKTYPHBIX MOApa3AeNeHHIX:

a) B 3neKTpoHHOM BuAe B CO/I;

0) B OyMa)XHOM BHJAE HEMOCPENCTBEHHO U3 MOAPA3lCiIeHHd B NOJpasfelieHHe,
BKJIIOYas NpuEMHEIe JOMKHOCTHEIX UL H3 cocTasa PekTopara;

B) B OymMaxkHOM BHAe depe3 Y IHA B cleayIomux cyyasx:

- 17151 Iepeaayd JOKYMEHTOB B NPHEMHYIO PEKTOpa;

- U1 MTePeChUIKH JOKYMEHTOB Ha Apyrue Teppuropudl OUHYHHUBEPCUTETA,

- I mepeaavyd JOKYMEHTOB W3 OJHOTO CTPYKTYPHOTO MojpasjeneHus B 6ojee ueM
OeCATh CTPYKTYPHBIX IOApa3fiefieHHH, HaXOoIUMXcs Ha OHHOW  TeppHTOpHH
@uHYHUBEpCHTETa, ¢ OQOPMIEHHEM I[IEpPeAAOMIMM CTPYKTYPHBIM IOApPA3JeieHUEM
peecTpa pacCchUIKH AOKyMeHTa (npunoxenye Ne 29),

5.16.5. Kaxnpifi miepenaBaeMslii WM NepecbulaeMblii 4yepe3 YJIMA TOKyMeHT
3aMUChIBacTCA padOTHUKOM, OTBETCTBEHHBIM 3a JACJNONPOHU3BOJACTEC B CTPYKTYPHOM
nojijpasieieHHH, B COOTBETCTBYIOIMH peecTp yuéTa IepeaaBacMbIX JOKYMEHTOB.

5.16.6. lokyMeHTBl 171 nepeladd M IIEpechUIKM B Jpyrue MoApasJeNieHus
npuHUMaTcd B YJMA 0T CTPYKTYpHBIX IIOApa3feNeHud pacTHpaXXHPOBaHHBIMH,
o¢opMIEHHEIMH, IPU HEOOXOAUMOCTH YNaKOBAHHBIMHU.

5.16.7. YIuA ocywmectBiseT y4éT nepenasaeMbiX uepes YJHMA NOKYMEHTOB Ha
OyMaKHBIX HOCUTENAX [0 peecTpaM ydéra NepegaBaeMbiX JOKYMEHTOB U II0 pEEcTpaM
PacChIIKH JOKYMEHTOB.

5.17. IledaTtanue ¥ THpaXXMpPOBaHHE JOKYMEHTOB

5.17.1. Ileqatanne JOKYMEHTOB JUIA pEKTOpa M AODKHOCTHBIX JIHL H3 COCTaBa
Pekropata ocymectenserca B Y {nA.

5.17.2. Ilevatanre NOKYMEHTOB CTPYKTYPHBIX NMOAPA3IECICHNN OCYLIECTBIACTCA 10
MECTY MOATOTOBKU JOKYMEHTOB B CTPYKTYPHBIX NOIPa3IeNeHHSX.

5.17.3. TupaxxupoBane  OOKYMEHTOB,  npomssoautrcda B H3patensctse
YHHBEPCUTETE, a TaKKe€ B CTPYKTYPHBIX NOJApa3feNleHHIX HAa MHOXHTEJBHBIX ammnaparax
JUIS ONIEPATUBHOIO KOIUPOBAHHS.

5.17.4. TupaxdpoBaHul® MNOoAJIeXKaT TOJBKO HAOKYMEHTBI, OTHOCALIHECS K
cnykebHOH neatenbHOCTH OUHYHHUBEPCUTETA.

5.17.5.B ciyyae MpOM3BOACTBEHHOH HeoOXOoANMOCTH Jonyckaercs
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THPaXHPOBaHUE [JOKYMEHTOB, HW3rOTOBIEHHBIX Ha TrepboBoM OjaHKe, CpEeACTBaAMH
onepaTuBHOI nonurpapur GUHYHHBEPCUTETA.

5.17.6. MHOTOTHpa)KHble ~ JOKYMEHTBl  pPa3MHOXAIOTCS, Kak  IpaBuio, ¢
YMEHBILIEHHEM U C 000pOTOM.

5.17.7. JoKyMeHTBI, pa3sMHOXCHHBIE paHee B (DHHYHMBEpCUTETe, IOBTOPHO HE
pasMHOXatoTcd. [ToBTOpHOE THpaxupoBaHHE U TIOBTOPHAA pacChbUlka JOKYMeHTOB B CO/]
JOIYCKAaeTCA B UCKIIOYUTENBHBIX CIyYasXx ¢ pa3pelleHHs pyKOBOAUTEA CeKpeTapHara.

5.17.8. KonTtponp THpaXXMpoBaHUsA JOKYMEHTOB B CTPYKTYPHBIX MOApa3sAeieHUAX
OHuHYyHNBEPCHTETA BO3JIATAETC HA MX PYKOBOAHTENECH.

5.17.9. llna ~ THpaXUpoBaHWX  TIPUHUMAIOTCS  CiIy>)XeOHble  JOKYMEHTHI,
M3TOTOBJIEHHBIE MAlIHHOMUCHBIM CHIOCO00M, Ha MEPCOHANLHOM KOMITBIOTEpE.

5.17.10. TupaxmpoBaHie JOKYMEHTOB ¢ rpudoM «Jlus ciyxkedHOro monb3oBaHHA»
npounssonutca B M3marenbcTBe yHHBEpCHTETa ¢ paspenieHHs HauanbHHKa [lepBoro
oT/HENA.

5.17.11. Ha tupaxmnpoBaHue AOKYMECHTOB 3allOJIHAETCS 3aKa3-Hapsld, Ha KOTOPOM
odopMiIseTcs TOJINHUCh PYKOBOAWTENS CIPYKTYPHOrO MOApasleNieHHs W paspelleHune
peKTOpa WM JOJDKHOCTHOTO JiMila M3 coctaBa Pektopara (nmpunoxenne Ne31). Ha
obopoTe 3axa3za-Hapsma AONYCKAaeTCsl pacrnonaraTthk CBeAeHus, HeoOXoauMble i paboThl
H3parenscTsa yHUBEpCHUTETA.

5.17.12. PacTHpaxxupoBaHHbIe JOKYMEHTHI BBIARIOTCSA 32Ka34HKY ITOJ] POCITHC.

5.17.13. Opurugans pacTHpaXXHpOBAaHHBIX JOKYMEHTOB BO3BPALLAIOTCH 3aKa3UMKY
NpH MOTYUYEHHHN THPaXa.

5.17.14. TupaxupyemMple  OOKYMEHTBl NoOANEXaT Yy4eTy B M3parenbcTBe
YHHBEDPCUTETA B )KypHaNE yHeTa HIIH €ro 3JICKTPOHHOM aHaJore.

5.18. Yuét n aHanu3 06BEMOB JOKYMeHTOO00pOTa

5.18.1. Yuér 00p€MOB AOKYMEHTOOOOpPOTA BEAETCA B LENAX COBEPLICHCTBOBAHHSA
opranuszauugd paboTel ¢ JOKYMEHTaMH MW pacyeTa ONTUMAaNbHOH 4YMCJIEHHOCTH
pabOTHUKOB, 3aHATHIX B AEJIONPOU3BOACTRE.

5.18.2. Amamus oOBEMOB JOKyMEHTO0OOpOTa, CTPYKTYPhl IAOKYMEHTOIMOTOKOB H
COIEPKaHHA [JOKYMEHTOB, NOCTyHmarolMX B OHHYHHBEPCHTET H CO3/IaBaeMBIX HM,
BeAETCY B LEAAX PaLlHOHANBHOTO paclpeleeHds AOKYMEHTONOTOKOB, IOBBIILICHHUS
UCITONIHUTEIBCKON AUCIMILIMHEL, KauecTBa U 3((eKTUBHOCTH IPUHUMAEMBIX PeILIeHUH.

5.18.3. Pesynbratel yd4eTa KOnuuecTBa JOKYMEHTOR 000011a10TCs M aHATH3UPYIOTCS
HadanbHUKOM Y IHMA U npeAcTaBisiOTCA PYKOBOIUTENKO CeKpeTapuaTa, a 3aTeM pekTopy B
BUAe cOpaBkH 00 0OBEME NOKYMEHTOO0OpOTa CTATHCTHUYECKOTO W aHAIUTHYECKOTO
xXapaxrepa (npuinoxenne Ne 32).

5.18.4. Yuér Konu4ecTBa IOKYMEHTOB 3a OINpeAeNéHHBIH NepHod BpeMEHHU (rom,
Mecql, JeHb) NPOBOAMTCA IO PETHUCTPALIMOHHBIM (hopMaM IO MECTY PeTHCTpaLiH
OOKYMEHTOB.

5.18.5. 3a equHnLy y4éTa KOJIHYECTBA HK3EMIUISIPOB JOKYMEHTOB PHHUMAETCA CaM
JOKYMEHT (MOAIMHHUK UM KOIMHA, €CJIH 3TO €AMHCTBEHHEBIH 3K3eMIUIAp AOKYMEHTA).
PasMHOMXeHHBIE 3K3eMIUIAPH [JOKYMEHTA4 MOACYUTBHIBAIOTCA OTAEIBHO M B 00BEME
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JOKYMEHTO000pOTa HE YUNTEIBAIOTCA.

5.18.6. YU€T KomuecTBa JOKYMEHTOB MOXET NMPOBOAUTECA N0 DUHYHHBEPCUTETY B
LIeJTOM, BKJIIOYAs (PUIIHATIBI, HIH 110 OTACJIBHBIM CTPYKTYPHBIM NOAPA3AS/ICHUAM.

5.18.7. Tloctynarome M co3jarolfecs MOKYMEHTHl MOACYUTHIBAIOTCA OTACIBHO.
Ilpu yuere OTHpaBifeMBIX AOKYMEHTOB CONPOBOAUTEIBHOE NMHCBMO M IPHJIAracMble K
HeMy JIOKYMEHTHI IPHHUMAIOTCA 34 OJHH TOKYMEHT.

5.18.8. UroroBele faHHEBIE OACYETA NPERACTABIAIOTCSA B TAONHYHOH opMe.

5.19. Beigaya Konuil JOKYMEHTOB U BBINMCOK U3 JOKYMEHTOB

5.19.1. Konmuu JOKyMEHTOB MJH BBIIMCKH H3 JAOKYMEHTOB (B TOM YHCIIE€ KONHH
apXMBHBIX JOKYMEHTOB) BBAAKOTCS TIpaXJaHaM [0 3afBICHHAM HWIM IO 3alpocaM
OpraHM3alui TONBKO C pa3pellieHHs PeKTopa B TOJIBKO ¢ TeX JOKYMEHTOB, KOTOpEIe ObLIU
U321aHbl B DHHYHHUBEPCHUTETE.

5.19.2. Tlpu peuwreHuHM Oen, KacaromUXCs TNpHeMma TpaxiaaH Ha pabory, yuély,
YIOBIETBOPEHUS WX TPYJAOBBIX ¥ JPYTHX MpaB, NMpH (POPMHUPOBAHWHM JIHMYHBIX A€
DUHYHUBEPCHUTET MOXKET H3rOTaBIMBaTh KOMHHM JOKYMEHTOB, BBIIAHHBIX IPYrHMH
OpraHH3alfsiMH H HEOOXOAUMEBIX IS PEIIeHHs COOTBETCTBYIOMIMX BOINPOCOB, (KOMHH
JAUIJIOMOB, CBUIETENBCTB O I[TOJy4€HHH o00pa3oBaHMs M T.4.), B COOTBETCTBHH C
JNEeHCTBYIOLAM 3aKOHOJATENBCTBOM.

5.19.3. 1lpu odopMieHHH KOMHUI JIOKYMEHTOB, KacalllUXCSd NpaB M HHTEPECOB
Ipax<iaH, Ha JOKYMEHTe, C KOTOPOrO CHATA KOMHUA, JEIal0T OTMETKY O TOM, KOMY M KOraa
OHAa BBIJIaHA, 4 HA CAMOIl KOIIHH OTMETKY, YTO MO/ TUHHHK XpaHUTCA B PHHYHHBEPCUTETE.

5.19.4, Tlpu mepechuike B APYTHe Oprasu3allid MW BblAaue Ha PYKH rpaxaHam
KOIMHIO JOKYMEHTA CleyeT 3aBepATh M0 MOJIHOH (hopMe C MPOCTaBIEHHUEM NTEYATH.

Eciii KomusA AOKyMeHTa MepechiiaeTcs B OpraHU3alHMK, OHa 3aBepsercs MpOoCToR
NeYaThio, €ClIM BBIAAETCH TPaKAAaHMHY HA PYKH ANs 3alIMTHl €ro UHTEPECOB B CYAC —
repOOBOH MmevaThko.

5.19.5. Konuu J0KyMEHTOB, M3rOTOBJIEHHBIX Ha repboBoM OnaHke, cieayer
3aBepATh repOOBOI NevaThio NS NPHIAHUA UM IOpUANYecKOR cuiibl. CIHCOK pacChHIIKH
TaKMX KOMHH C KOJIWYECTBOM OTNPABICHHBIX 3K3eMIUIAPOB JOKYMEHTA JOJDKEH XPaHUThCA
B Jejie BMecTe ¢ NMOAJUHHUKOM pacchUIaeMOro AOKYMEHTAa WIM KOIMEH pacchllaeMoro
IIHCHMa.

6. [IONCKOBAJI CUCTEMA 10 AOKYMEHTAM

6.1. Perucrpauust JOKyMEHTOB

6.1.1. OcHOBOMl MOCTPOEHMS  TMOUCKOBBIX CHCTEM  ABAACTCA  perucTpaLus
NOKYMEHTa — 3allUCh YYETHBIX JAHHBIX O JOKYMEHTe IO YCTaHOBJIEHHOH (Qopme,
dukcupyromas $akt ero co3gaHHs, OTINPABJICHHAS HIN HOJIyYeHHS NMyTeM [POCTAaBIEHHS
Ha HeM JaTbl U HHIAEKCA ¢ MOCHeayIoue 3amuchi0 HeOOX0AUMBIX CBEACHUI O JOKYMEHTE
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B PKK.

6.1.2. PericTpauid MOMIEKAT KaK TPagHLIHOHHBIE MAIIHHOMHCHBIE (PYKONHUCHBIE)
OOKYMEHTHI, TaK H CO34aBaeMbIC CPeICTBAMY 3JIEKTPOHHO-BEIMHCITUTENBHOM TEXHHKH.

6.1.3. PerucTpupyroTcss JOKYMEHTBI, MOCTYNAKOUIHE H3 JPYTUX OpraHU3alHdil H OT
(bH3HUECKUX JIULL, a TAKXE CO3JaBaeMble — BHYTPEHHHUE H OTIPaBIseMBIe.

6.1.4. JIokyMeHTbl PETHCTPHUPYIOTCA TOJBKO OAMH pa3: IMOCTyNAIOLIHE —B IA€Hb
NOCTYIUIEHUS, CO3JaBAEMBIE — B JIEHb MIOAMUCAHUS WIH YTBEPXKICHH.

6.1.5. JIOKYMEHTBl PEerMCTPHPYIOTCS B PEervucTPalMOHHO-KOHTPONBHBIX (hopmMax —
TPAAHLIMOHHEIX HIIH 3JIEKTPOHHBIX XXYpHAJIaX, KapTOUYKax.

6.1.6. Ana co3gaHusg CIIpaBOYHOTO ammapara, MOHCKOBBIX CHCTEM H AOCTHXKCHMA
HHQOPMAHOHHOH COBMECTHMOCTHM YCTaHABNHBAeTCA CHEAYIOIIMI COCTaB OCHOBHBIX
PEKBUIUTOB PETHCTPALIMU:

a) HANMEHOBAaHUE OpraHU3alliHy;

3amucepiBaeTCs Ha3BaHHE OpraHuzauud  (JMOa) — aBTopa JOKyMEHTa NIpH
PETHCTPALIMH [TOCTYIAOIIEr0 JOKYMEHTA, a IIPU PerHCTPalyH OTIPABISIEMOro JOKYMEHTd
— Ha3BaHWEe OpPraHU3alUH (JIULA) KOPPECIOHAEHTA.

0) BUI JOKYMEHTA;

3anoaHAEeTCS B COOTBETCTBHH C Ha3BaHHEM BHIA PETHCTPUPYEMOro AOKYMEHTA,
Ilpu perucrpanuu nuceM rpada He 3aIoHACTCA.

B) faTa JOKYMEHTa;

Hata, mpucBo€HHas OOKYMEHTY OpraHH3aluell — aBTOpPOM JOKyMeHTa, (4HCIo,
MeCsILl, ToA), MEPEHOCHTCS ¢ JOKYMEHTA.

') HOMEP AOKYMEHTa;

Homep, npucBoeHHBIH JOKYMEHTY OpraHHM3allMed — aBTOpOM JOKYMEHTa,
NEPEHOCATCS ¢ MOCTYMUBLICTO HIM OTHPABIIEMOro JOKYMEHTA.

1) AaTta U HOMep MOCTYIVIEHH,

Jata nocTynneHus J0KyMEHTa B OpraHU3allii0 U HOMEP, IPUCBOCHHBIH JOKYMEHTY
OpraHu3zalei-rnonayvaTeneM.

€) HaMMeHOBaHHe OO aHHOTalUsA AOKYMEHTa (3aroj0BOK K TEKCTY) WIH KpaTKoe
coliepyKaHHE JOKYMEHTA;

TlepeHoCHTCS HAUMEHOBaHHE, CHOPMYIUPOBaHHOE Ha NoKyMeHTe. [IpU OTCYTCTBHH
HAUMEHOBaHHs JOKYMEHTA OHO QOpMYIHpyeTCa B COOTBETCTBUH C COAEPIKAHHEM;

’K) YKa3aHHs MO UCTIONHEHHIO JOKYMEHTa (pe30mioLHs);

[TepeHocuTcs GaMHIMA M WHULHAAIB HCIIOMHUTENA (UCTIONHUTENEH), coaepikaHue
Nopy4erus, GaMHUINA U HHHLHAJBI aBTOPA Pe30JIFOLIMH, JaTa.

3) CPOK HUCIOJIHEHHS IOKYMEHTA,

IIpocTaBnsiercs uHMcno, wMecsu, roa. Ilpm peructpanum oTmpaBiseMoro
HHHUUATUBHOTO JOKYMEHTA 3alHCBIBACTCA JATA OKUJAaeMOro OTBETA.

M) OTMETKA 00 UCNONTHEHUH NOKYMEHTA,

KpaTkas 3anuch pelleHHs BOMpoca MO CYLIECTBY WIM JaTa H MHAEKC OTBETHOIO
JOKYMEHTA U HHIEKC Jej1a B COOTBETCTBHU ¢ HOMEHKIATYpoil ae.

CocTaB OCHOBHBIX PEKBH3UTOB perucTpalMd B 33aBUCHUMOCTH OT XapakTepa
OOKYMEHTa H 3agad HCMONb30BaHHA HHQPOPMALlMM MOXET JOTONHATBCS IPYTHMH
PEKBU3HTAMH:

a) Tpud (OTMETKa) OrpaHUYEHHS JOCTYIIA K AOKYMEHTY;
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©) BHYTpeHHSA nepeajipecanus JOKYMEHTOB 10 UCITOIHHUTENAM;

B) KOJ M0 TEMaTHYECKOMY KJIaCCH(UKATOPY;

I') KJIIOUEBbIE CIIOBA;

1) KONMYECTBO JINCTOB IOKYMEHTA;

) Haluy1e MPUIOXKEeHHNH;

) IOMKHOCTHOE JIHLO, ITOCTaBUBIIEE JOKYMEHT Ha KOHTPOIIb,

3) MPOMEXYTOYHBIE CPOKH HCIIONHEHHS;

H) IEpEHOC CPOKOB HCIIOIHEHMS,

K) CPOK XpaHeHHs IOKYMEHTOB;

J} CTAaTyC JOKYMEHTa (IIPOEKT, BEpCHsl);

M) BUJ Nepelavl JOKyMeHTa (rouroii, pakcoM u T.4.) U Ap.

6.1.7. JokyMEHTBl HYMEpYIOTCS  TNOPSAAKOBOH  HymepaluMed B Mpeaenax
KaleHJapHoro roja.

HUckmodueHne COCTABIAIOT AOKYMEHTEHI, $opMHpyoliecs B Aena no yueGHomy
rogy, a TaKkKe NOKYMEHTHI BBEIOOPHBIX OPraHoB, AEHCTBYIOUIMX ONpeAeNeHHBIA MepHoa,
e HCUHCIEHHEe MOPSAKOBEIX HOMEPOB HAadHMHAETCs ¢ Havyala paboThl BEIOOPHOIO OpraHa
U A0 €€ OKOHYaHMA.

6.1.8. PerucTpaussa JOKYMEHTOB NPOW3BOAMTCA B Mpenenax BBUICIEHHBEIX B
DOHHYHUBEPCUTETE NOKYMEHTOINOTOKOB: TMOCTYNAOIIHE JOKYMEHTHI, OTINPaABIAEMbIC
JOKYMEHTBI, BHYTpPEHHHE JOKYMEHTH. B KauecTBe OTAENBHO PETHCTPHPYEMOrO MacCHBa
OOKYMEHTOB BblJENIEHBl O0pallleHHs IPa1aH.

6.1.9. Pernctpauns JOKyMEHTOB IIPOU3BOAMTCA B NpeleNiax IPYIN B 3aBHCHMOCTH
OT BUJA JIOKYMEHTA, aBTOpa, COAepXXaHHsA U citocoba cBaA3H. Hampumep: oTaensHO
PETHCTPUHPYIOTCS NTOKYMEHTBI, ITOCTYMHBLIME OT OPraHU3alliid M OT IpakKaaH; IpPUKa3bl
peKTopa IO OCHOBHOH [eATEIbHOCTH, NpPHKa3bl NO JIMYHOMY COCTaBY, NPHKAa3bl MO
KpPaTKOCPOYHBIM BHYTPHPOCCHUIICKHM H 3apy0eXHBIM KOMaHIMPOBKAM pabOTHHKOB,
AUCLIMIUIMHAPHBIM B3BICKAHUAM paOOTHHKAaM, €XETOAHbIM OIIAYHBAEMBIM OTIYCKaM
paboTHHKaM, OTIyckaM palOTHHKaM B CBA3H ¢ o0ydeHHeM, AeXypCTBaM, NPHUKa3bl 1O
aJIMMHHCTPaTHBHO-XO03ACTBEHHOH NeATENIbHOCTH, pacopskeHus; clyKeOHas nepenucka
v ap.

6.1.10. JIOKyMEHTBI-OTBETBl PErHCTPUPYIOTC B TpeAenax COOTBETCTBYIOLUETC
pPEeTHCTPAaLlMOHHOrO MaccuBa. JlaHHBIE  3apeTUCTPUPOBAHHBIX  JOKYMEHTOB-OTBETOB
oba3ateneHo 3aHocATCs B PKK HHMOHATHBHEIX JOKYMEHTOB.

6.1.11. Peructpauus  goxymeHToB B  DuHYyHHBEpCUTETe  OCYILIECTBIAETCA
JACUCHTPATH30BaHHO,

a) B Y JIMA perucTpupyloTcs:

- IOKYMEHTHI, nocTynalolde B PUHYHUBEPCUTET M3 OpPraHOB [OCYAAPCTBEHHOMH
BJIaCTH M DPA3WYHBIX OPraHW3alMi, 33 HCKMIOYEHHEM MNOCTYNAOIIUX JOKYMEHTOB
OyXrantepckoro y4éra: CueToB, CUeTOB-(paKkTyp, aKTOB;

- oOpalleHnd rpakaaH;

- oTnpasisgeMeie u3 PHHYHHBEpcUTETa (BbiIaBaeMble) NOKYMEHTHI, NOATHCAHHbIE
PEKTOPOM, MPOPEKTOpaMU (AUPEKTOPAMH 110 HAIPABICHUAM; COBETHHUKAMH PEKTOpa WIH
npe3sueHTOM QOHHYHHUBEPCUTETa, 3a HCKIIOYEHHEM IPOpeKTOpa MO CTPaTerHuecKoMy
Pa3BUTHIO);

- OPraHU3alMOHHbIE  JOKyMeHTHl  (TIpaBUNa,  TOJOXKEHHA,  HHCTPYKLMH),



125

yTBep)KJAeHHBIE IPUKAa3aMU PEeKTOPa;

- pacmopsiuTebHbIe JTOKYMEHTHI (IPUKa3bl 110 OCHOBHON IEATENBHOCTH, MPHKa3bl
No JHYHOMY cOCTaBy OOYy4arOIMXCs, PachopsKEHHA, MOANHCAHHBIE PEKTOpPOM U
JOIKHOCTHBIMH JTMLUAMH 13 cocTtaBa Pexropata);

- HH(OPMALIMOHHO-CTIPABOYHbBIE (CIPAaBKU {KPOME CIIPaBOK-BBI3OBOB), 3aK/IIOYEHH,
OT3BIBBI, MIAHBL, OTYETHI ), TIOANMUCAHHBIE HIIH YTBEPAKACHHBIE PEKTOPOM U JOIDKHOCTHBIMU
ayduaMi u3 cocraba Pextopara.

0) B CTPYKTYPHBIX MOMpPa3Ae/ICHUSIX 10 MECTY COCTaBIIEHHS PETHCTPRPYIOTCA:

- BHYTpEeHHHE JOKYMCHTBI: JOKJIaAHble (cayxkeOHble), oObACHUTENbHbIE 3allHCKH,
AKThI, CIIUCKH U Jp.;

- oTnpaBnaeMble U3 @UHYHHBEPCUTETA JOKYMEHTHI (CIIPaBKH H T.I1.), MOANHCAHHBIE
PYKOBOAUTENAMU CTPYKTYPHBIX IOAPa3AEIIeHU;

- JOTOBOPBEl € IOPUANYESCKUMH H (U3MYECKUMH JIMIAMH, JOTOBOPHl O LEIEBOM
npuéme B PUHYHUBEPCUTET;

- HH(POPMALUOHHO-CIIPAaBOYHEBIC (IIPOTOKOJIbI, CHPAaBKH, 3aK/IIOYEHHA, OT3HIBEI),
MOJAIKCAHHBIE WIM YTBEPXKIEHHBIE PYKOBOAUTENEM CTPYKTYPHOIO [oIpa3Ae/eHus,
CIIpaBKK-BBI3OBbI, MOIIHCAHHBIE NOMKHOCTHBIM JIMLOM U3 cocraBa Pextopara, axThl,
Kacaromuecs ReATEINBHOCTH CTPYKTYPHOTO MOAPA3IAENEHHSL.

B) y OpOPEKTOpa M0 CTpaTeriyecKoMy pa3BUTHIO PETHCTPUPYIOTCS:

- IOTOBOpPEI (corvialienus) o coTpyAHnYecTBE MUHYHUBEPCUTETa ¢ POCCHUICKHMMU
OpraHu3alUsAMH, He UMEIoLUe GUHAHCOBOIO XapaKTepa;

I'} Y AHPEKTOPA MO MEXKAYHAPOJHOMY COTPY/IHHYECTBY PerHCTPUPYIOTCA AOIOBOPHI
(cornamenus) o corpyaHuyecTBe (PHHYHHBEPCHTETA ¢ 3apyOeKHBLIMM MapTHEpaMH, He
umerolve GUHaHCOBOIC XapaKTepa,

A) B KOJUIETHAIIBHBIX U COBELIATENBHBIX OPraHax pPerHcTPUPYIOTCS HOKYMEHTHI,
CO37[aBaeMble 3TUMH OpraHaMu (MPOTOKOIILI, PELLICHHU );

e) B LITTPII peructpupyrorcs:

- JIOJDKHOCTHBIE HHCTPYKUUM paOOTHUKOB;

- IPMKa3kbl [0 JIMYHOMY COCTaBy pabOTHHKOB, KpoMc noarorosieHHslx YBYKO,
Ioy;

K)B [IDY peructpupylorcs mpukassl MO JHYHOMY COCTaBY paGOTHHKOB,
noArorosieHHble DY

3) B YBYKO peructpupytrores:

- [IPUKAa3bl 110 JIMYHOMY COCTaBY pa0OTHUKOB, NoAroTosneHHsle YbYKO;

- JIOBEPEHHOCTH HA MOJIyYeHUE MaTepUalbHbIX LeHHOCTE];

- noctynaomme B PuHyHHBEPCUTET AOKYMEHTHl OYXI'aNTEPCKOro yuéra: CueTta,
cyeTa-(hakTypsl, aKThI;

n)B [IpapoBOM ynpaBieHHH OCYIIECTB/AETCS PerucTpaiusi JOBepeHHOCTEH Ha
COBeplleHHe ACHCTBUH OT MMeHH PUHYHUBEpCUTETA.

6.1.12. TlepBriM B cocTaBe m00Oro perucTpallMOHHOrO HOMEpPA YKAa3bIBAETCH
NOPAAKOBBII HOMEp B NpeJesaxX JaHHOH IPyIb.

Ucxona un3 unMOpManMoOHHBIX MNOTPeOHOCTEH, TOPSIAKOBBLIA HOMEp MOXKET
JAOMONHATECS. HUPPOBBIMH MM OYKBEHHBIMH MHAEKCAMH.
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NHaekec CTPYKTYpPHOrO Mofpa3fciieHHsA M 4epe3 TUpe HOMep Jena 1o
HOMEHKJIaType, rae OyAeT XpaHHTbCA IOOKYMEHT, [00aBiseTci K HOMEDPY BXOZALLETO
JOKYMEHTa MOCJe ero HCMOMTHEHHS.

6.1.13. Ina  peructpupyeMplx OOKYMeHTOB DUHYHHUBEPCHTETa YCTAHOBJEH
CIIeAYIOLIHHA COCTAB PErUCTPAlMOHHBIX HOMEPOB:

a) MpH PErHcTpalMd JOKYMEHTOB, MOCTYNAIOLUX M3 [OCYJApCTBEHHBIX OPraHoOB,
yupeXXAeHUR ¥ opraHu3alii, NPOCTaBIAIOTCS TOJBKO NOPAAKOBbEIE HOMEpa, HaIpUMED:

- noctynupiiee B PuHYHHBepcuTeT nocraHoBieHHe [IpaButensctBa Poccuiickoi
Qepepauun umeeT HoMep: 459.

- moctynuBilee 8 PHHYHHBEPCHUTET MUCBEMO U3 OPraHU3alliid HMeeT HoMep: 967.

0) mpu pervcTpaldi NOCTYNAKIUUWX OOpallleHHH IpakgaH [OcCie MOPAAKOBOIO
HOMEpA Yepe3 KOCYIo uepTy AolaBnseTca OyKBEHHBIH HHAEKC «I», Hanpumep: S9/t;

B) MPH PETHCTPALHN IIOCTYNAIOLIMX MMEePBUYHBIX JOKYMEHTOB OyXralTepcKoro
ydéTa Mocje MOpAAKOBOrO HoOMepa uepe3 KOCYyH YepTy MNpoCTaBiadeTcs HHIACKC
cTpyKTypHOre noapazaenenns YBYKO, nanpumep: noctynuBuinii B PUHYHHMBEPCHUTET
cuéT Ha omiary umeer Homep: 388/49, rne: 388 — HoMep mo mopsanky; 49 — undpoBoi
uHgekc YBYKQ, ocylIecTBAAOIIErO  pPerucTpalvio  MEepPBUYHBIX  JOKYMEHTOB
Gyxrantepckoro yuéta;

r) IpH pPErucTpaudd OTNpaBiAeMbIX AOKYMEHTOB MOC/IE MOPAAKOBOrO HOMEpa
gepes KOCYIO HepTy MPOCTAaBIICTCS HHAEKC CTPYKTYPHOTO IIOApasieacHusd U Yepes THpe
HOMep Jena Mo HOMEHKIaType Oen, rae OyAeT XpaHHUThCA MOKYMEHT WIH €ro KOIui,
Hanpumep: 47/02.03-30, roe: 47 —Homep mno mnopaznky; 02.03 — uudposoin MHAEKC
BHYTpPEHHero noapasaencHus ¥ IUA, ocyliecTBasomero perucrpanuio; 30 — HoMep zena
no HOMeHKIarype aen YJIHA, B KOTOpPOM AO/DKHAa XPaHUTBHCS KOMNMUS OTIIPABIIEMOTrO
JAOKYMEHTA, .

1) MpH pErucTpallid BHYTpeHHEH MepenucKd Mocie NMOpAIKOBOTO HOMEpa uepes
KOCYIO YepTy NpOoCTaBlgeTcsl HHAEKC CTPYKTYPHOro MOApa3fieiecHusa U Yepes THpe HoMep
Jena Mo HOMeHKJaType Ael, rae 0yaeT XpaHUThCA JOKYMEHT WIH ero KOIMHS, HaMpHUMeED:
JokmagHas (cnyxebHad) 3am¥cKa, TMOATOTOBIEHHAas B YNpaBleHUH KagpoBOro
obecneveHus, umeer Homep: 5/47-10, rme: S-~Homep no mnopsaaky; 47 —Homep
YmnpasneHus kagposoro obecnedeHus B cTpykType PuHyHuBepcureTa; 10 — HoMep aena
N0 HOMEHKIaType Aen YIpaBleHHs KaapoBoro obecneyeHus;

€) MpH PEruCTpaly NPOTOKOJIOB IPOCTABIAIOTCA NOPAAKOBEIE HOMEpa 3aceJaHul;

) NPH perucTpalii TOBEPEHHOCTEN MPOCTABISAIOTCS TOIBKO NOPANKOBBIE HOMEPA,

3) IPU PErUCTPaliM TOAOBBIX IUIAHOB H OTYETOB CTPYKTYPHBIX MOApa3deNeHHit
Hocle MOPAAKOBOrO HOMepa 4epe3 KOocyl uepTy modamnderTcd OyKBeHHBIH HMHOEKC
CoAep KaHUA:

- «IL» — FOJOBOM MIaH padoTsl, HanmpuMep: 81/ma;

- «OTY» — roJoBoH oTYET o pabore, Hanpumep: 59/oTy;

H) NIPH perucTpalMy paciopsKeHHUH MPOCTaBIAIOTCA TONABKO NOPAAKOBBIC HOMEPA;

K) IPH PETHCTPAaLUH NpPHKA30B NOC/ie NOPIAKOBOrO HOMepa 4epe3 KOCYI HepTy
nobaBngeTcs OyKBeHHBIH HHAEKC CONEPKAHUS:

- «O» — OCHOBHAA JeATeNIbHOCTh, Hanpumep: 1102/o;

- «a» — aAMHHHCTPAaTHBHO-XO3ACTBEHHAs JeSTeNbHOCTD, Hanpumep: 402/a;

- «y» — IHYHBIN cocTaB o0yyaroluxces, Hanpumep: 135/y;
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- «JIC» — JIMYHBIA COCTaB pabOTHUKOB.

Kpome Toro, npu percrpalyu NpyuKa3os Mo JUYHOMY COCTaBY pabOTHHKOB, I10CITE
OYKBEHHOTO HHJEKCA COACPXKaHUA «IC» uepe3 THpe MPOCTaBIseTcs LUH(POBOH HHIAECKC
CTPYKTYPHOTO MOAPA3AC/IEHUs, B KOTOPOM PETUCTPUPYIOTCA MpUKasbl JaHHOH
Pa3HOBUAHOCTH:

- «49» — Yrpasnenne OyxranTepckoro y4€ta, KOHTPOJIA H OTIETHOCTH;

- «50» — I1lnaHoBo-(uHAHCOBOE YIIpaBIICHHE;

- «52» — lleHTp NIaHUPOBAHUA U Pa3BUTHUA IIEPCOHAIA.

HanpuMep: mpHka3 N0 JUYHOMY COCTaBy pabOTHUKOB, 3aperHCTPHPOBAHHBIA B
LITIPTI, wumeer Homep: 348/1¢-52, sapeructpupoBaHHelli B [IOY —  348/xc-50,
sapeructpupoBaHubil B YBYKO — 348/1¢-49; '

- «T» — MOOIIpeHUs pPabOTHUKOB;

- «K» — KpaTKOCpPOYHBlE  BHYTpHUpOCCHiiCKMe H  3apy0exHble KOMaHIHPOBKH
paboTHUKOB, HanipuMep: 481/k-52;

- «B» — AUCLHMIUIHHAPHBIE B3BICKaHUS palOTHHKAM, Hanpumep: 129/8-52;

- OTII» — eXerofiHple OIIaYHBaeMble OTIyCKa paOOTHUKaM, OTIycKa pabOTHHKaM
B CBA3HU ¢ o0y4eHHeM, HanipuMep: 373/oTn-52.

6.1.14. Jina  perncTpalMu  paciioOpsguTeNbHBIX  JOKYMEHTOB  (DHMIIHAJIOB
DHHYHUBEPCUTETA YCTAHOBIIEH CIEAYIOLINHI COCTaB pErHCTPALIMOHHBIX HOMEPOB:

a) IIpH perucTpaluy pacnopsLKeHHH MPOCTaBISIOTCS TONBKO NOPA/KOBbIE HOMEDA,

6) Ipu perucTpaly INpPHKa30B IOC/e MOPAJKOBOrO HOMEpa 4epe3 KOCYIo UYepTy
nobasnsiercs OyKBeHHBIR HHAEKC COMEpKaHuUA:

- «O» — OCHOBHAA AeATEIbHOCTD;

- «a» — aIMUHUCTPATUBHO-XO3ANCTBEHHAA JEATEIIBHOCTD,

- «y» — JIAMHEII cOCTaB 00y4aroIuxcs;

- «JICY» — JIMUHEIA cOCTaB pabOTHHUKOB;

~ «K» — KPATKOCpPOYHble BHYTpUPOCCHHMCKHNE W 3apy0eXHBICE KOMAHIWUPOBKH
pabOTHUKOB;

- «B» — AUCIUIUTHHAPHBIC B3bICKaHUA paboTHHKaM;

- €OTI» — €XEeroJHBIC OIUIaYHBaeMble OTIycKa paOOTHHKaM, OTIycKa paboTHHKAM
B CBS3H C 00yueHHeM.

6.2. Opranusauus HHPOPMAIHOHHO-IIOUCKOBOH CHCTEMBI

6.2.1. Ings obecnevenns 3¢ddhEeKTHBHOTO HCIONb30BaHUA HWHbopManun YA
MOTYT  C€O3JaBatbCsl  HHQOPMALUMOHHO-MOUCKOBBIE  cHcTeMBl  (manee — MIIC) no
JokyMeHTaM OUHYHHBEPCHTETA.

6.2.2. OcnoBoit ayia noctpoenns HIIC sBngercs knaccu@ukanms AOKYMEHTOB H
paspaboTtaHHBlE Ha 3Tol Oase KiaccHPUKATOPBI (CIIPAaBOUHHKH), MO3BOJAIOLIME OBICTPO
BBOJUTh peructpaluonHsie nokasaresu B HIIC u obecneynBaTth MX OAHO3HAYHOE
TOJIKOBaHUE, HAPHUMED: |

1. Knaccudukatop BHAOB HOKYMEHTOB oToOpakaeT Bce BHIOBI AOKYMEHTOB,
WCNOJb3yeMBIX B DHHYHUBEpCUTETE. _

Ha ocHOBe naHHOro KinaccuukaTopa HeoOXoauMo pa3pabaThiBaTh pa3IHYHbIE
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mepeuru: «[lepeueHp 10KyMeHTOB, He Moanexamux peructpanun», «Tabens
yHuuuupoBaHHbIX ¢opM gokymeHToB OuHyHHMBepcutera», «HOMeHKnmaTypa gen
(mrepeueHb Aen ¢ yka3zaHHeM CPOKOB XPAaHEHUA )» U Ap.

Hanuplii  knaccudukatop  AOMKEH ~— 0asHpoBaThC  HAa  MPHMEHEHHMH
Ob1mepoccuiickoro knaccuukaropa ynpasneHdeckux 1okymenTos (OKY JI).

JlanHbIH KaccuduKaTop cliefyeT HCIONB30BaTh s 3anomHends pekBusutoB PKK
«Bun nokymenta» U «OTMeTKa 00 HCITOMHEHUH JOKYMEHTA.

2. Knaccugukartop KOpPpEeCHOHASHTOB BKIIOYaeT B ¢e€0f IEpeYeHb Ha3BaHHH
OpraHu3aluif, YYpeXKAeHWH H APYrHX IOCTOSHHBIX KOPPECIOHIEHTOB, € KOTOPBIMH
OUHYHUBEPCUTET CBSI3aH MO POy CBOEH AEATENBHOCTH.

Hauupiii  xnaccudpukarop  AomkeH — 6asHpoBaTbed  Ha  IPUMEHEHUH
O6wepoccuiickoro knaccuduxaropa npeanpuatiii u opranuszauuit (OKIIO).

JanHei#t KnaccuuKaTop CliedyeT HCMONB30BaTh MJiA 3arnonHeHHs peksusuta PKK
«HauMeHOBaHNe OpraHU3anuy (aBTOpa WK KOPPECIOHIEHTa)».

3. Knaccudukarop CTpyKTypHBIX nofapasgeneHuit DuHyHMBepcHTETa JOMKeEH
paspabateiBaThcd Ha ocHOBe YcrTaBa (PHHYHMBEpPCHTETa, YTBEPKAEHHBIX CTPYKTYpPHI H
LITATHOTO pacnucaHusa OHHYHHBEPCHTETA.

B knaccugukarope CTpyKTYpHBIX MOApa3feleHHH TEPBOH BCErJa YKa3bIBaeTcs
cyxba JOKYMEHTALIUOHHOTO obecnedeHus ynpapieHHs — Y IpaBIeHne
OeNonpon3BOACTBA W apXuBa (MHUHYHHBEPCHUTETa, a 3aTeM MPHBOIATCA CTPYKTYPHBIE
NoApas/ieieH!s B TOM NOPAAKE, B KOTOPOM OHH YTBEPXKAEHH! B CTPYKTYPE.

NHAeKChl CTPYKTYPHBIX MOAPA3JEe/CHHUN  HCTONB3YIOTCA MNpU  TPHCBOCHHH
JIOKYMEHTY perHcTpallHOHHOTO HOMepa.

JaHHBIN Knaccu(pUKaTOp CeAyeT HCIONB30BATh IIPH COCTABJIEHNH HOMEHKIIATYPBI
nen PuHyHUBepcUTeTa U 1A 3anonHeHus pekBusuta PKK «Ykasanusa 1Mo HCNOMHEHHIO
DOKYMeHTa (Pe30IIOLHsA ).

4, Knaccuduxarop UCMONHNTENEH BKIIOUYaeT B ceOA CIHCOK JOMKHOCTHBIX JIHL M3
coctaBa Pekropata M pyKoBOOWTENEH CTPYKTYPHBIX MOApa3feNicHUil, OTBEUAMOIIHMX 32
MCIIOJIHEHHE JOKYMEHTOB.

DaMUIUH 1 UHHUHIB! NIEPEUUCTIAIOTCA B TOH e MOCaeqoBaTeIbHOCTH, YTO U B
KraccuuKaTope CTPYKTYPHBIX MOApa3AeIeHHI.

JlaHHBIH KTacCH(UKATOp cliefyeT HCIOIB30BaTh I 3anonHeHus pexBusura PKK
«YKa3aHuA MO HCTIONHEHHIO JOKYMEHTA (PE30IIOIHN )».

5. Knaccugpukatop BonpocoB AEATENBHOCTH BKJIIOYAET B ceds nepeyeHb BONPOCOB
AeaTenbHocTH OUHYHHBEPCUTETA.

HaHHbIH KnaccupUKaTop cienyeT UCHONb30BaTh A 3anoiHeHus pekBasuTta PKK
«HauMeHoBaHUEe TOKyMEHTa».

6. Knaccudukarop ykazaHHH MO HCIIOAHEHHIO JOKyMeHTa (pe30NIOLHH) BKIIOYaeT
B ceOf CHOHCOK THMOBBIX MOPYYEHHH W peELUeHHH II0 HCHOTHEHHIO JOKYMEHTOB
DuHYHHBEpPCHTETA.

HaHHBIH K1accUUKaTOp cleqyeT UCIONB30BaTh AJIs 3alojiHeHus pekBusuTa PKK
«YKa3aHus MO NCIIOMHEHHUIO JOKYMEHTA (PEe30JIIOLIHA )».

IToMUMO TepeUncneHHBIX KIacCU(UKATOPOB, B KOHKPETHOH MOHCKOBOH CHCTEME
MOTYT HCIOJIb30BaTbCAd H ApPYrHe KAACCH(MHUKATOPHl, B 3aBUCHMOCTH OT MOTpeOHOCTEH
BBOJA H MOUCKa HHPOpMALUH.
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Knaccudukaropsl paspabateiBarorcs YHA mo yxasaHuro HadanbHHKa Y JHA H
YTBEP)KIAIOTCs peKTopoM PHHYHUBEPCHTETA.

6.2.3, UMTIC ®uHyHuBepcHTeTa CO3JAOTCA KaK B TPagULHOHHOH, TaKk H B
wiekTpoHHOH dopme. HMHpopmanmoHHo-cipaBoyHas paboTa OpraHu3yeTcss B TOH Ke
(opMe, UTO U perAcTpanus.

6.2.4. UndopMauus o JOKYMEHTax, NOMYYEeHHas IPH WX PEFHCTPallH MOCTYNAET B
[IOUCKOBYIO CHCTEMY.

ITouck KOHKpeTHOro AOKyMeHTa WIH NOoAGOpKa MaTepHaloB OCYLUECTBIAETCA I10
PEeKBU3MTAM (3arojiOBOK, BHI HOKYMEHTA, JaTa NPUHATHA, HOMEP JOKYMEHTA W T.I.) WIH
10 COREePKAHHUIO.

6.2.5. Ilpu TpaAUUMOHHOH perucTpalyK COCTAaBASIOTCA CIEAYIOLIHE KapTOTEKH: 10
KOppeclnoHAEeHTaM, BUIaM JOKYMEHTOB, aBTOPaM JOKYMEHTOB, ajl(paBUTHbIE H AP.

6.2.6.B aBTOMaTH3MpOBAHHBIX IMOHCKOBBIX CHCTEMAax 3alpoC MOXET COAEPKaTb
Mo6y10 KOMOHHAIIUIO PEKBU3NTOB U HIEMEHTOB TEKCTA.

7. KOHTPOJIb UCITOJIHEHMA JOKYMEHTOB

7.1. Opranuzanns KOHTpOJIA UCIIONHEHHI AOKYMEHTOB

7.1.1. OpraHu3aLHOHHO-pacTIOPSAUTENBHBIE TOKYMEHTBI, TpeOylolie HCIIONMHEHHA
 [IOATOTOBKU OTBETA, MOANEKAT KOHTPOJIIO.

7.1.2. KoHTponb HCIONHEHHA NOKYMEHTOB YCTAHABIHBAETCS B LENAX 00ecrevdeHus
KaueCTBEHHOTO MCITOTHEHUS JOKYMEHTOB, MOBBIUIEHHS YPOBHSA OPraHH3aTOPCKOH paboThl
M HUCHONHUTENBCKOW AWCUMIUIMHBIL, ¢ Lelblo obecrmedeHUs YCTaHOBIEHHBIX CPOKOB,
YyKa3aHHEIX B PE30JTIOLMH HIIM TUMOBBIX CPOKOB UCIIOIHEHH.

7.1.3. TlopyueHus pekropa 0O JOKYMEHTaM, I[IOCTaBIE€HHBIM Ha KOHTPOJIb,
MOAJIEXKAT UCIIONHEHHUIO B CPoK He Goniee 10-TH KaneHOapHBIX AHEH, eClH B NOPYYEHHAX
He YKa3aHbl HHBIE CPOKH.

Ilopydenns JOJDKHOCTHBIX JMLl M3 cocraBa Pektopata 1o JAOKYMEHTaM,
HNOCTABJIEHHBIM Ha KOHTPOJb, NOJJIeKAT HCMNOJHEHMK) B THIOBBIE CPOKH, €CIU B
MOPYYESHUAX He YyKa3aHbl HHBIE CPOKM.

Ecin Ha pokymeHTax Hmeercd oTMmeTka «(CpodHO», MOOpyYeHHS MOAUIeRar
MCTIOJIHEHHIO B CPOK He Holnee 3-X KajeHIapHbBIX JHei.

7.1.4. KoHTponb HCIIONHEHHUS NOKYMEHTOB OcyllecTBlgeTcs paboTHukamu Otaena
KOHTPOJIA MCIONHeHUs nopydeHuid (manee — Otmen KWII) u  nomomHMkamu
JOJDKHOCTHBIX NHL M3 cocTaBa PekTopara ¢ MOMOILIBIO aBTOMAaTH3IHPOBAHHOH CHCTEMBI
KOHTPOJI Ha 0aze nepcoHansHoro xomneiotepa B CI/.

7.1.5. KoHTposs HCNOMHEHNS JOKYMEHTOB BKITIOUYAET:

a) MOJy4eHUe JaHHBIX TOCTAHOBKH JIOKYMEHTA Ha KOHTPOIb,

©) NOCTAaHOBKY HOKYMEHTA Ha KOHTPOJIE,

B) IPOBEPKY CBOEBPEMEHHOTO IOBEACHHUA JOKYMEHTA A0 HCIIOJHUTENS,

I') NIpeIBapUTENBHYIO IPOBEPKY H PETYITHPOBAHHE X0Aa HCIIOHEH NS,

I) IpeAyTpe INTENbHbIH KOHTPOJb (HATOMHHAHUE);
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¢) CHATHE HCIIONIHEHHOTO AOKYMEHTA ¢ KOHTPOIIS,;

%) HalpapJIeHHE HCMOMHEHHOTO JOKYMEHTA B AEI0,

3) y4et, 0000IeH e U aHATU3 X04a U pe3yJbTaTOB HCIIOIHEHHS JOKYMEHTOB;

1) HHPOPMUPOBAHHE PYKOBOAUTENEH O COCTOSHHU UCTIONHEHHS NOKYMEHTOB.

7.1.6. PykoBoauTen CTPYKTYPHBIX MoZpa3feneHuif oOs3aHBl cneiuTh 3a
COCTOSHHEM HCTIONHHTENBCKOW AUCLHMIUIMHEI 10 JOKYMEHTaM ¢ MOPYYEHHSIMH PEeKTOpa H
JOJDKHOCTHBIX JHML U3 cocTaBa PekTopara, a TakKe MO JOKYMEHTaM, NMOCTYNHBIIHM B
ajipec CTPYKTYPHOTo noApasfeneHus 1 TpeOylomHuM HCIIOTHERUS U MOATOTOBKY OTBETA.

7.2. OYHKOHOHHPOBAHHE CUCTEMBI KOHTPOIIS UCTIOJIHEHHS JOKYMEHTOB

7.2.1. ITocTaHOBKY HOKYMEHTa Ha KOHTPOIb NPOU3BOAUT PEKTOP HITH NODKHOCTHOE
auLo U3 coctaBa PekToparta, ocyluecTBAAIOLLEE PACCMOTPEHHE JOKYMEHTA.

KOHTpONs HUCIIONHEHWS AOKYMEHTOB M IMOPYYEHHH, MOCTaBIEHHBIX Ha KOHTPOIb
pexTopoM, ocyiectsasetr Oraen KUIL.

KoHTponb HcNOAHeHHs AOKYMEHTOB M IMOpPYHYEHHH, NMOCTABIECHHBIX Ha KOHTPOJb
JOJKHOCTHBIMH JIMLAMH H3 cocTaBa PekTopara, OCYyIECTBIAIOT HX MOMOIIHHKH.

7.2.2. Tllpu nocraHOBKe HOKYMEHTaA Ha KOHTPONH PEKTOPOM B IIPABOM BEpXHEM MoJe
OOKYMEHTA CTaBUTCS OTMETKa O KOHTpole, KoTopyw obo3HavaroT Oyksoi «K», cioBom
(iuraMmom) «KonTponb» Wi «CpouHoy.

[Ip nOCTaHOBKE AOKYMEHTa Ha KOHTPOJb JOJDKHOCTHBIM JIMIIOM H3 COCTaBa
Pektopara B paBoM BepxHeM IOJIe JOKYMEHTa CTABHUTCS OTMETKA O KOHTPOJE, KOTOPYIO
obo3HavatoT OykBo# «K» unu cnosom «KOHTponb».

7.2.3. KoHTpoJb HCMOMHEHUS JOKYMEHTOB, MOCTABJIEHHBIX Ha KOHTPOJb, CTPOUTCS
Ha 0a3e perucTPaLUOHHBIX JaHHBIX JOKYMEHTOB, NONy4aeMbIx U3 Y JuA.

7.2.4. Y InA nanpasnsetr B Otaen KUIT nubo noMomHUKaM AOMKHOCTHBIX JIHL[ U3
cocrasa Pexropata B anektpoHHoM BHAe B CO/] onun sx3emmap PKK konTponupyemoro
JOKYMEHTA BMECTE ¢ JOKYMEHTOM, HAXOISALIUMCS Ha KOHTPOJIE, a TakKe HampaBifieT
HCIIOJIHUTENIO KOHTPOIHPYEMBIH JOKYMEHT B 3JIeKTPOHHOM Brje B C3J] n Ha OyMakHOM
HOCHTEIE.

7.2.5. Ornenom KHIT 1 noMouHHKaMi JOMKHOCTHBIX JIMLL U3 cocTaBa Pektoparta
OCYLIECTB/SIOTCA CleAYIOLIHe ONepaLuu:

a) GOpMHUPOBaHHE NEKTPOHHON KOHTPOJIBHO-CPOKOBOH KapTOTEKH
KOHTPOJIHpYEMBIX J0KyMeHTOB B CO/I;

JNIEKTPOHHAsA KOHTPOJIBHO-CPOKOBas KapTOTeKa CHUCTEMATU3NPYeTCA IO JaTaM
pErUCTpaliii, KOPPECIOHAEHTAM, [10 COCTOAHUIO U CPOKaM HCTONHEHUS JOKYMEHTOB.

[py HEOGXOAMMOCTH KOHTPOJISI YCTHBIX NOPYYCHHII peKTOpa B KOHTPOJA 3aJanuil
MO pacrnopAAHTENbHEIM JOKYMEHTAM HAa HHUX 3aMOAHACTCA KOHTPONBHBIH k3eMiuap PKK
B C3/.

0) BBIACHEHHE JAHHBIX MO HUCHOJHUTENIO H TPOBEPKA CBOSBPEMEHHOTO JOBEACHHA
JOKYMEHTa A0 UCTIOJHHTEJIA,

Otaen KUIT 1 noMOIIHKKM JOMKHOCTHBIX JIML U3 COCTaBa Pexropara MMEIOT ApaBo
nojyuars Heo6XoauMyw HHGpopMauno o6 ucronHuTene (Homep TeedoHa, HNEeKTPOHHAs
moyra H T.I.) U NOJYy4aTh OT HEMOCPEACTBEHHOTO HCTIONHUTENS TOATBEPKIEHHE
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MOMy4YEHHUA 3aJaHHs 110 JOKYMEHTY, IOCTaBJIEHHOMY Ha KOHTPO/Ib,

B) HallOMHHAHHE O CPOKE HCIIONHEHHS;

Orpen KUIT ¥ noMOWHHKH JOJIKHOCTHBIX JIMII U3 cOCTaBa Pexropara Takke
OCYIIECTBIISIOT MpeayNnpeIuTelIbHbIH KOHTPOIIb, HANpaBlds HATOMUHAHHS HCIIOTHATENAM
M0 MX KOHTPOJNBHEIM JKOKYMEHTaM 3a 3 — 5 fgHeill A0 HcTedeHMs cpoka. HanomuHaHus
AeIalTCA Kak B yCTHOH (opMe, Tak U B MUCBMEHHON. Bce HaloMHHaH!s HCHOMHUTENIAM H
urnpopmManys o Hux ¢pukcupyrotes B PKK B C3 /1.

r) noayueHHe HHQpopMaLiH O XOJE€ H Pe3yJIbTaTaX UCIOJIHEHHA;

Otaen KUIT 4 moMoIHUKH AOHKHOCTHBIX JUIl U3 cocTaBa PexTtopaTa UMEIOT IpaBo
moNyyaTh HeoOxoauMmyro HHGOpPMAIMI0O O XoJe HCIONHEHHsd JOKyMeHToB. Bce
nmepeMelleHns JOKyMEHTa OT OJ(HOIO HCIIONHHTENA K JAPYroMy HOJDKHBI MPOXOOHTH C
mBewennem Otnena KUIT n otMeTtkoit B PKK. OTBETCTBEHHOCTD 33 NPEAOCTaBIEHHYIO
HHPOPMAIHIO HECYT UCTIONHUTENH 110 JOKYMEHTAM.

[TpoBepka xo4a NCNOIHEHUA HIIH NPEABAPUTENBHBIA KOHTPOIb OCYHIECTBIIAETCSA 110
UCTEYEHHA CPOKOB UCTIONHEHUA JOKYMEHTOB B CIEAYIOIIHE CPOKH:

- 33J1aHHS IOCIEAYIOLMX JET — HE PeXe OJHOTO pasa B I'of;

- 3aJaHHA MOCNeAYIOLNX MECALIEB TEKYLLEro roja — He pexke OAHOI0 pas3a B Mecsll;

- 3aJaHNA TeKylero Mecaua — kaxxaele 10 aHell u 3a 5 qHeld 10 UCTEUYEHHs CPOKa,

- CpouHbIe 3agaHHA (CpoK oT 2-x 10 10-TH aHel) — oauH pa3 B 2 -- 3 OHA.

[IpoBepka Xoma MCMONHEHUA OCYLIECTBIAETCA JNOO Mo TenedoHy, MO0 MyTeM
JUYHOTO OINPOCa OTBETCTBEHHBIX UCIIOIHUTENEH,

OTBETCTBEHHBINA UCTIONHUTEND JOKYMEHTA, IIOCTABIIEHHOTO HA KOHTPOJIb PEKTOPOM,
NOJDKeH TNPemOCTaBUTL MOATOTOBJIEHHBIH MpoekT aokymeHta-oTeReta B Otaen KUII ana
NIPOBEPKHU XOJa MCTIONMHEHUA Nepe)| NPeCTaBIeHHEM €0 Ha NOATUCE PEKTOPY.

n)3anuck HHQpoOpMauMM © XOAe H pe3ylnbTaTaX MWCIONHEHHA B KapTOYKe
KOHTPOJUPYEMOTO JOKYMEHTa;

Bce monyveHHble CBeeHUS O XOA€ M pe3yNbTaTax HCMONHEHHS (PUKCHPYIOTCA B
PKK xontponupyemoro poxyMmesta B COJl. Oraen KHIT 1 MOMOLIHUKHA JOMKHOCTHBIX
oMl w3 coctaBa PekTopaTa M3y4alOT NpPeJOCTABJICHHBIE CBeJAEHUA M JOKYMEHTH H
NEpEeHOCAT HeoOXOoAuMble AaHHBIE 00 MCIOJHEHHH KOHTpoibHoro 3agaHua B PKK
KOHTPOJIUPYEMOT0 JOKYMEHTA.

€) pery/lipHoe  HHGOPMHpPOBaHHE pPEKTOpa © COCTOSHHMH M pe3yJibTarax
HCIMOJNIHeHU

Ornen KHUIT exemecayHo HHQOPMHUPYET PEKTOpPa O COCTOSHUM HUCTIOTHHUTENBCKOM
OUCHUIUTHHLI 110 KOHTPOJIBHBIM AOKyMeHTaM. JlaHHble aHanu3upyroTcs, 06o0uaTcs u
MpeACTaBIIAIOTCA B BUAE 0T4éTa B NIEPBHIH paboyuil 1eHb HOBOTO MecAIa PeKTopy.

OTU€T COmePKUT caeayoLyo HHQOPMaLHIO:

- 001LlIee KOJHYECTBO JOKYMEHTOB, MOCTYMUBIIMX Ha KOHTPOJb 3a MeCAll;

- o0lliee KONMYECTBO JOKYMEHTOB, MPEACTABNICHHBIX Ha CHATHE C KOHTPOJA
(BKJIFOUAs JOKYMEHTEI, 3aperucTpHPOBaHHBIE B PEAbIAYIIIHE MECSLBI);

- KOJINYECTBO ZOKYMEHTOB, HE BHINIOIHEHHBIX B YCTAHOBJIEHHEIH CPOK.

B oTuéTe ykaspBaroTcs cneAylollne JaHHbIe TI0 KOHTPONBHEIM JOKYMEHTAM:

- laTa perucTpaiuH,;

- PETUCTPALMOHHBIH HoMep;

- KODpPECIIOH/EHT;
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- KpaTKoe CoAepkKaHHe;

- CPOK UCTIONIHEHHS;

- UCTIONIHUTENb,

- pe3oolus;

- XOJ1 UCTIONTHEHUS.

Oraen KUIT ananu3upyeT U BBISBIAET, YTO SABSIETCA XAPAaKTEPHBIMH NMpPHYUHAMH
HEHUCIIONIHEHUS AOKYMEHTOB B CPOK — HENOCTATKK B OpraHU3alMu JOKyMeHToo6OopoTa,
HEJOCTATOYHOE TeXHHYECKoe 00eclIeYeHHe HIY HeAHCUHILUIMHUPOBAHHOCTE pabOTHHKOB,
UX Meperpyska, HepalHOHANBHOE pacnpene/ieHue o0sg3aHHOCTER H JIp.

’K) cooOILIeHHE O XOfie B pe3yIbTaTax UCIOTHEHHS HA COBELIAHUIX;

IIpr nHeobxomumoctn Otaen KHMIT mMeer npaBo ydacTBoBaTh B COBELIAHMAX
PEKTOpa ¢ pPYKOBOAMTENAMH CTPYKTYPHBIX MoApa3feNieHHd H  HH(OpMHUpOBATh
JOMKHOCTHBIX JIMII O XO0J€ W PEe3yJbTaTax HUCIOJHEHUS 3aJaHdil II0 KOHTPOJIBHBIM
MOPYUYEHHIM U JOKYMEHTaM.

3) CHATHE JIOKYMEHTOB ¢ KOHTPOJA MO YKa3aHHUI0 PeKTOpa M JOKHOCTHBIX JIHLl U3
coctasa Pexropara;

OcHOBaHHEM Ui CHATHSA C KOHTpPOJS IOKYMEHTOB ¢ MOPYYEHHSMH PEKTOpa HIH
OO/DKHOCTHOTO JIMLA M3 cocTapa PextopaTa sBJsS€TCA NOKYMEHT-OTBET, HMOANHMCAHHBIHA
PEeKTOPOM WM JODKHOCTHBIM JIHOOM U3 coctaBa PekTtopara, nubo crpaska ob
MCTIONHEHVH NOKYMEHTa 3a IOANUCHI0O PYKOBOAMTENS CTPYKTYPHOTO TOApa3ZeNeHu,
eCJIM 3aJaHUE BBINOJIHEHO B YCTHOMH (hopme (o TenedoHy MM IyTEM JTHYHOH BCTPEYH).

JIOKyMeHTbl WIM TIOPYYEHHS CHUMAKTCH ¢ KOHTpOJA, €CAHM peLUeHBl BCe
MOCTaBI¢HHBIE B HUX BONPOCH! WIH ABTOpaM JaH OTBET 110 CYLIECTBY.

Ec/iH JOKYMEHT MCMOJIHEH B OMEPAaTHBHOM MOPSAKE, U OTCYTCTBYET HOKYMEHT,
CBHJIETE/ILCTBYHOLIMH 00 HCMONHEHHH, TO KpoMe 3anucu «B geno Ne » Moamucu U gathl
VICTIOJIHUTENb JIOJDKEH CAeNnaTh KPaTKylo 3aluch 00 HCIONHEHUH.

[IpoMeyTOUHEIH OTBET, PaBHO KaK W 3alpoC MO UCIONHEHHOMY AOKYMEHTY WIIH
4acTHYHOE UCIONHEeHNe MOPYHSHHUs, HE AB/IACTCE OCHOBAHUEM IS NIPU3HAHHUSA JOKYMEHTA
HCIIOJTHEHHBIM.

JIOKyMEeHT cuMTaercss HCIONHEHHBIM, KOTAAd pellleHbl OKOHYareJsHO BCe
NIOCTaBJICHHBIE B HEM BONIPOCH! ¥ cOOMIOICHEI CENYIOLIHE CPOKH:

- €CJIM B IOKYMEHTE NOCTABJIEH CPOK HCIIONHEHHS — B YKa3aHHBIH CPOK;

- €CJIH B IOKYMEHTE UMeeTCs OMEeTKa «CPOYHO» ~ B TPEXIHEBHBIH CPOK;

- mopy4eHHe pekTopa 0Oe3 ykazaHMA KOHKPETHON [OaThl HCMONHEHHA -
B AECATHIHEBHBIH CPOK;

- TIOpyYeHHE JOMKHOCTHOTO JAUIla U3 cocTasa Pekropara 6e3 ykazaHMsl KOHKPETHOH
JaThl HCIIOJHEHHUA — B THIIOBOH CPOK.

Cpok ucHHCIgeTcs B KaneHAAPHBIX JHAX C JaThl HOANHCAHUA (YTBEPHKIEHHMS)
JOKYMEHTa, 2 NOCTYNUBLIMX W3 JpPYrHX OpraHusauuii — ¢ Jarbl MOCTYIUIEHHA B
OUHYHUBEPCHUTET.

Ecnu nocnepHuii eHs cpoka UCMOJHEHHs NPUXOANTCS Ha Hepabouwd OeHb, TO
JOKYMEHT MOMJISKHT HCIOJHEHNI0 He Mo3aHee padoyerc AHd, MNPeAIUecTBYIOIIETO
HepaboueMy aHIO.

Tlpn HeoOXOAUMOCTH H3MEHEHHsI CPOKA UCMOJHEHHA NOKYMEHTA, TMOCTaBISHHOTO
Ha KOHTPOJb PEKTOPOM, OTBETCTBEHHBIN MCIIONHUTENb He No3gHee 3-X pabouux AHel 1o
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UCTEYEHUs CpoKa NPEACTABNsLeT MOTUBUPOBAHHYIO MPOCKOY O MposieHUH cpoka B hopme
JOKJIaTHOM 3alMcKH Ha UMA pekTopa B Otnen KHILL

IIpy HeoOXOAMMOCTH U3MEHEHHs CpOoKa HCIOJHEHHS JAOKYMEHTa, TOCTABICHHOTO
Ha KOHTPOJb JO/KHOCTHBIM JIHLIOM U3 cocTaBa PexTopara, OTBETCTBEHHBIH HCIIOMHUTENb
He mo3fHee 3-x pabouux AHell OO0 MCTEYEHHsA CPOKa MpelCTaBiseT MOTHBUPOBaHHYIO
npoceby O NMpoAJieHuH cpoka B popMe AOKNATHOHN 3allMCKA HA UM JOJKHOCTHOTO JIUIla
H3 cocTaBa Pexropata ero noMOLIHHKY.

Ilpoanenue cpoka AONyCcKaeTCs B MCKIIOYHTENBHBIX CIyYasX, KOrJa MCINONHEHHE
TIOpYHEHHSI HEBO3MOXKHO OCYILECTBUTD B YKA3aHHBIH CPOK 10 OOBEKTUBHBIM IPUYHHAM.

Cpoxk UCTIONHEHUS CPOUHBIX MOPYUEHHI He MPOIICBACTCA.

Bo Bcex cimyvasx M3MEHEHHS CPOKa HCIOTHEHWS JOKYMEHTOB, [TOCTaBACHHBIX Ha
KOHTPONE PEKTOPOM, OTBETCTBEHHBI UCTIONHUTENL CBOEBPEMEHHO MHpopMHpyeT OTAEN
KWIT.

B cnyyae U3SMEHEHHs CPOKa HCIIOJIHEHHS JOKYMEHTOB, IOCTABIEHHBIX HA KOHTPOJb
JODKHOCTHBIM ~ JTMLOM M3 COCTaBa Pekropata, OTBETCTBEHHBIM HCIONHHUTENb
CBOEBPEMEHHO HH(OPMHpPYET €ro MOMOIIHHUKA., _

OtMeTky 00 MCITONIHEHHH JOKYMEHTa HeoOX0AHMO 0(GopMIATH B COOTBETCTBHHU C
npaBuiIaMi oQopMIeHUS PEKBH3UTA 29.

JUIA CHATHA NOKYMEHTa ¢ KOHTPOJIA HWCHOJHHUTENb 00sf3aH IPEeAOCTABHTH 10
npuHaie;xxHoctd 160 B Otren KUII, 1u60 MoMOMHHKY HOMKHOCTHOrO JIMLUA U3 COCTaBa
PekTopata cnenymolline JOKyMEHTHL:

- KOHTPOJIbHBIN JOKYMEHT C [NPOCTABICHHBIM PEKBU3UTOM 29;

- OTBETHEIA AOKYMEHT MIH Modoe Apyroe NOKYMEHTHPOBAaHHOE IOATBEPKICHHE
HCTIONHEHHA (cIlIpaBKa 00 UCTIONHEHUN).

HdoxymenTs! a0 npeasseierus Otaeny KUIT nubo nMoMOMHUKY AOMKHOCTHOTIO
nula U3 coctaBa Pekropata TODKHB! ObITH 3apeTHCTPHUPOBAHBL, T.€. KMETh HOMep U JaTy.

CHATP NOKYMEHT MM MOpYYeHHE C KOHTPOJNS MOXKET TOIBKC PEKTOp WIIH
RKOJDKHOCTHBIE THLIA M3 cocTaBa PexTopaTa, KOTOpbIe MOCTaBUIM JOKYMEHT HA KOHTPOJIb.

H) hOpMHUPOBaHHE NEKTPOHHON KapTOTEKH UCTIONHEHHBIX AOKYyMeHTOB B CO/1.

ITocne BHecenus B PKK Bcex HeoOX0oMUMBIX CBeAEHNH 00 HCTIONHEHUH JOKyMEHTA
WJIM YCTHOTO NOPYYEHUs, HaXoAsdLerocs Ha KoHTpoie, kontponbHast PKK useiMaerca us
KOHTPONLHO-CPOKOBOH  KapTOTEKH U TMEPeHOCHTCA B  KapTOTEeKy HCTONHEHHBIX
JOKYMEHTOB, UTO fIBAAETCS OKOHYAaHHEM NpOLeAypbl KOHTPOIL 3a AaHHBIM YCTHBIM
IIOpy4Y€HUEM WIIH JOKYMEHTOM.

8. ©DOPMHUPOBAHHE JOKYMEHTAJIbHOI'O ®OHIA

GunyHuBepcuteT QopMHpPYET CBOH JOKYMEHTANBHEIH ¢OHA W3 00pa3ylomuxcs B
npouecce ero JAeITeJbHOCTH JOKYMEHTOB.

®opMupoBanHe AoKyMeHTalbHOro ¢onna OHHyHUBepcuTeTa OCYLIECTBISETCA
ciyx6oii  menonpouzsoacTa PuHyHMBEpCHTETA MOCPEACTBOM COCTaBJICHUA CBOMHOMH
HoMeHKIaTyphl aen GunyHuBepcuTeTa, GopMApoBaHHs Kk odopmMieHus Ael, obecrnedeHus
HX COXpPaHHOCTH, Y4éTa M mnepeAadd Ael B apxuB (DUHyHHBEpCUTETa HA apXUBHOE




134

XpaHeHHe.

®opMupoBaHHe  JOKYMEHTAJIBHBIX (oHAOB ¢unuanoB @PuHYHHBEpCHTETA
ocywlecTBIAeTCA  cimyxOamu  genonpousBoncTea  unsano  PHHYHHBEPCHTETA
MOCPEACTBOM COCTAaBICHUA CBOAHBIX HOMEHKIATYp Jell (unuanop PHHYHHBEPCUTETa,
¢dopmuposatns U obopMIEHUS fieN, o0ecTieHeHUs HX COXPAaHHOCTH, Y4&Ta M Mepegadu
ne)1 B apxussl punnanos GUHYHHUBEPCUTETA.

8.1. CocraBneHHe HOMEHKNATYP A€

8.1.1. Homenknatypa naen npeAHa3Ha4yeHa JUid TPYNIHPOBKH HCIONMHEHHBIX
JAOKYMEHTOB B JieJIa, CHCTEMATH3alUK U YU€Ta JIe), ONpene/icHUS CPOKOB UX XpaHEHHUS H
ABNAESTCA OCHOBOM [J1 COCTABICHHUA ONUCcEH leNl NOCTOAHHOTO M BpeMeHHoro (cBeiue 10
NeT) XpaHeHHs, a TakkKe I ydeTa Jen BpeMeHHoro (70 10 JeT BKIIOYHTENBHO)
XpaHeHus.

8.1.2. Homenknatypa zen aBngeTcsi OCHOBOH (POPMHPOBAHHA HNOKYMEHTAIBHOTO
¢onpa PuHyHusBepcutera. JlokyMeHTanbHbIH QoH) DHHYHMBEpPCHTETA COCTABIAIOT
OOKYMEHTEI, co3faHHple B (OUHyHUBepCHTETE M TMOJMY4YeHHble HM B pe3ylbTare
B3aHMOACHCTBHA C APYTUMH YUpPEKICHUAMHU, OPTAHU3ALUAMY, FpaKAaHaAMH.

8.13.TIpu cocTaBleHMM HOMEHKJIATYPEl JeNl CIeAyeT pPYKOBOJCTBOBAThCA
MOJNOXKEHHAMU 0 (DUHYHHMBEPCHTETE H €ro CTPYKTYPHBIX TOAPA3AENCHUAX, ILITATHHIM
pacrucaHueM, IaHaMHd H or4eramMu o palore, mepeyHsAMH KOKYMEHTOB C YKa3aHHEM
CPOKOB HMX XpaHCHHs, HOMEHKJIATypaMH JieNl 3a mpefllecTBylolme roasl. HMsywarorcs
JOKYMeHTHl, ofpasyionmecs B JesarenbHOCTH PUHYHHBepcHTeTa, (CO3NaHHBIE WU
MOJIyUYSHHBIEC B pe3yNbTaTe B3aHMOACHCTBHS ¢ APYTHMH OpraHH3aLUsAMH, TPaX/IaHaAMH ) HX
BUJIBI, COCTaB H COACPXKaHUE.

8.1.4. CocTaBas10TC HOMEHKIATYPB! JIeN CTPYKTYPHBX MOJpa3/ieeHUl U CBOIHAsA
HOMeHKJaTypa gen DHHaHCOBOro YHUBEPCUTETA (Jaliee — CBOJIHAA HOMEHKJIATYpa Jen).

HoMeHknaTypel gea CTpyKTYPHBIX MoApa3feNieHNH o(QOpMISIOTCS Ha CTaHJApTHBIX
nuctax Oymarn ¢opmara A4 (npunoxenne Ne 33).

CBogHas HoMeHKIaTypa Jen <(PUHAHCOBOrO YHHUBEpPCHTETa OQOpMISIETCH Ha
yTBepKAeHHOM 00lieM yrinoBoMm OnaHke PuHyHHBepcuTeTa (mpHiIoxeHHe Ne 34).
Ynotpebnenue 61aHKOB MPOHU3BONLHON GOPMBI 3aMpPEILAETCS.

8.1.5. HoMeHKNaTypa Aen CTPYKTYpPHOIO MoApa3AeieH!s COCTABIAETCA €XETOIHO B
cpok He mno3gHee 10 okTabpa Tekyimero roaa pabOTHHKOM OTBETCTBEHHBIM 3a
AEeNONPOU3BOJCTBO, MOAMHUCBIBACTCA PYKOBOAMTENEM CTPYKTYPHOIO MoApa3fielieHH s,
cornacoBeiBaeTca ¢ YJIMA, peructpupyerci B CTIPYKTYPHOM NOApPa3deICHHH H
NpeAcTaBIAeTCs B BHAE KONIMHU B Y J[IUA.

BHOBE co31aHHOe TIoApa3sdeneHHe o00A3aHO B MECAYHBIA CpoK paspaborarh
HOMEHKJIATYpy Aejl CTPYKTYPHOTO MoApasiefieHuss U NpeAcTaBUTh €€ Ha COITIacOBaHHE B
VuA.

8.1.6. CBogHas HOMeHKjaTypa Jeil OUHAHCOBOrO YHHBEPCHUTETa COCTABIETCA
VA Ha OCHOBE HOMEHKIATYp Jel CTPYKTYPHBIX TOApasfc/eHHil, a CcBoaHas
HOMeHKIaTypa Jen ¢unuana (DPUHYHHBEPCUTETa  COCTABIAETCA  CTPYKTYPHBIM
nojpasjicneHdeM (pabOTHHKOM), OCYILISCTBIAAIOIINM (QYHKUHE OEIONPOHU3BO/ACTBA B
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dunuane.

CeoanHass HOMEHKJIATYpa OeJ COCTABIACTCA MPH METOOUHYECKOH TOMOILM apXuBa
DuHyHuBepcUTeTa WK QHIHaNa M ITOCTOSHHO AeHCTBYIOUIEH 3KCIIEPTHOH KOMHCCHH
duHyHuBepcuTeTa wiM punuana (xanee — IK).

8.1.7. Croanas HoMeHKNaTypa gen PUHAHCOBOTO YHHBEPCHTETa, MOAMHUCHIBAETCH
HavansHUkOoM Y JIuA, cornacopeiBaercs ¢ K @uuyHupepcurera, ¢ lleHTpanbHo#
IKCNEPTHO-NpoBepouHol KoMuccueil (nanee — LIDTIK) I'aBHoro apxuBHOro ynpasieHus
ropoaa MockBbl (manee —I'maBapxuB MocCkBbl) U yTBepXkaaeTca (He MO3IHEE KOHIUA
TEKYILEro rojia) peKTopoM.

CBomnas HoMmeHKnaTypa jaen PUHAHCOBOrO YHMBEPCHTETa COTJIACOBBIBAETCA C
LIDIIK I'maBapxupa MoCKBBI He pexke OJHOrO pasa B 5 NneT, ecinu He ObLJIO KOpeHHbIX
HW3MEHEHHI B (PYHKIMAX H CTPYKTYpe OHHYHUBEPCHTETA.

Cpomnas HOMeHKnaTypa pAen ¢unvana PuHYHHBEpcHTETa MOAMHUCHIBASTCH
pykoBoguTeaeM (pabOTHHKOM) CTPYKTYPHOTO MOApPA3ldeNeHus, OCYIIECTBIAIOWIEro
¢yHKLUMH Jenonpou3BojACTBa B ¢uimane, cornacoBbiBaercs ¢ YAuA, DK dunnana,
3KCMEPTHO-MPOBEPOYHON KOMUCCHEHN rOCYyHapCTBEHHOTO apXHBa MO MECTY HAXOXACHHA
bninana U yTeepxgaeTca JUPEeKTOpoM ¢minana OHHYHUBEPCHUTETA.

8.1.8.[locne yTBepxaeHHs CBONHOM HOMEHKIATYpel AeN MOApa3AeNeHUA
®uHyHHBEpCHUTETa NONYYAOT BBIMHCKH H3 COOTBETCTBYIOIIUX €€ pasmesnoB JUid
HCTIONB30BaHUA B pabore.

8.1.9. CBogHasgs HOMEHKIaTypa [OeNn IeqaTaeTci B HEOOXOOUMOM KOJUYECTBE
3K3EMIULIPOB, HO HE MEHEE 4-X 3K3EMILIAPOB.

IlepBblii yTBEpKOCHHBIH 3SK3EMIUIAP CBOAHOH HOMEHKIATYpbl Hel SBIAETCH
JOKYMEHTOM MOCTOSHHOIO CPOKa XpaHEHHs U BKIIHOYAETCS B CBOJHYIO HOMEHKIIATYpY A€l
B Y/IuA.

Bropoii ncnonesyercs B Y J[uA B kauectse pabouero.

Tpetuifi npumensercs B YJAuA npu pabdore ¢ apXUBHBIMH JOKYMEHTAMH
®unynuBepcuTeTa.

YeTBepThlii — B TOCYAApCTBEHHOE OMOMKETHOE YUpexkZaeHHe ropolda MOCKBH
«llenTpansHBIil rocyaapcTBeHHBIN apxuB ropojga Mockse» (manee — I'bBY «liT'A
Mocksel») I'maBapxusa MoCKBbL, ¢ KOTOPBIM COINIACOBBIBAJIACE HOMEHKIIATYpa Jel.

8.1.10. CrogHass HOMeHKJAaTypa [Hel B KOHLUE KaXAOro TroJa YTO4HSAeTCs,
yTBepxaaeTcd U BBOAWTCA B ActicTBHe ¢ 01 gHBapd cieayroluero KaleHIapHoro roaa.

8.1.11. CBogHas HOMeHKAaTypa AEN COCTaBIAETCA M COIVIACOBBIBACTCA 3aHOBO B
clly4ae U3MEHeHHUH (pyHKUHH H cTpyKTypbl OHHYHUBEPCUTETA.

8.1.12. HazpaHuAMM pa3feioB CBOAHOH HOMEHKIATYPHI A€ ABIAIOTCS Ha3BaHHsA
CTPYKTYpHBIX noApasgencHuii ®uHyHHBepcuTeTa. B CBOZHOH HOMEHKIAType ne
pasfmesBl  pacrlojaraloTci B COOTBETCTBMM € YTBEPXKAEGHHOH  CTPYKTYpOWH
dunyHHBEpCHTETA.

8.1.13. B HoMeHKIaTypy JAel BKIIOYAlOTCAd 3aroJIOBKU JeJ, OTPaXKalollHe BCe
JOKYMEHTHpYeMEble y4acTKH paboTh! OHHYHHBEPCHTETA.

B HOMeHKnaTypy el He BKIIIOUYaTCs EpPHOANYECKHE U3TaHHA.

8.1.14. I'pagsi HOMEHKIATYp A€ 3AIONHAIOTCA CAEAYIOIUM 00pa3oM:

a)B rpady | mpocTaBiIsSIOTCA MHACKCH KaXIoro Aeja, BKIIOYEHHOIO B
HOMEHKNATYPY;
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WUupexc pmema cOCTOMT U3 ycTaHoBIeHHOro B @DuHyHmBepcuTeTe UHQPOBOroO
0003HaY€HUs CTPYKTYPHOTO MOApa3fe/ieHHs U MOPSAKOBOrO HOMEpa 3arojioBKa Aefa Mo
HOMEHKJIAaType B Mpefenax CTPYKTypHOTO nofpasaeneHud. VHaekchl men o6o3HavaroTCs
apabckumu uuppamu. Hanpumep: 12-05, roe 12 — o0o3Ha4eHHe CTPYKTYpHOro
noApaszeneHus, (5 — MopsAAKOBbIl HOMED 3arojoBKa Jie/1a 0 HOMEHKJIaType.

B HoOMEHKnIaType Aen peKOMEHIAyeTcs COXpPaHATh OJWHAKOBBIE HHICKCHl AJA
OJHOPOIHBIX /i€ B Mpefenax Pa3sHBIX CTPYKTYPHBIX MOApasAeNeHH; i epeXoIalinX
Jen HHIEKC COXpaHAeTCs.

Jns ynoGctsa paboTel, OnepaTUBHOrO NMOMCKAa HHGpopMauuu Tpedyetcsd, 4ToOHI
HHIEKcalUsa pasfeNioB (CTPYKTYPHBIX HOApa3feNeHuil) Oblla MOCTOSHHON, a Tarke Mo
BO3MOXKHOCTH U3 T0Ja B T'OJl COXPaHs/Iach H NMOCTOSHHA] HyMeparLus Ael.

©0) B rpady 2 BKIIOYAIOTCA 3arONOBKH e (TOMOB, YacTeil);

3aronoBoK Jena JOMDKEH 4eTKo, B 0000LIeHHOH (lopMe OTpaXkarb OCHOBHOE
COZIeP)Kante U COCTaB NIOKYMEHTOB Jena.

He nomnyckaercs ynotpebiicHHe B 3arojioBke ieia HEKOHKPETHBIX GOpPMYIHPOBOK
(«pa3Hble MaTepHaNbi», «00IIas Mepernucka» H T.1.), @ TaKXKe BBOAHBIX CJIOB M CJIIOKHEBIX
obopotoB. He pomyckaercd ynoTpeGieHHE COKpalleHHBIX CJIOB H COKpallleHHBIX
HAaHMEHOBaHUM,

3aronoBoK Aena COCTOMT M3 DJEMEHTOB, paclojlaraeMblX B  CJIeAYIOLIEH
MOCeA0BaTEIBHOCTH

- HaHMEHOBaHHE BUAA Oeila (Meperucka, >KypHal H T,u) I Pa3sHOBUAHOCTH
JAOKYMEHTOB (TIPOTOKOJEI, PUKA3bI H T.1.);

- HauMeHoBaHHe OUHYHHMBepCHTETa MM CTIPYKIYPHOrO NoJpasfefeHus (aBTop
JOKYMEHTA);

- HAUMEHOBaHHE OPraHu3alMK, KOTOpoi OyAyT ajlpecoBaHBI WIH OT KOTOpoH OyAyT
NONy4YeHbl JOKYMEHTHI (afpecaT UJIH KOPPECIIOHACHT AOKYMEHTA);

- KpaTKoe cojiep)KaHue JOKYMEHTOB Jefia;

- Ha3BaHHEe MECTHOCTH (TePPHTOPHUH), C KOTOPO CBA3aHO COAEpKaHUE AOKYMEHTOB
Jena;

- Jata (nepron), K KOTOpbIM OTHOCATCA AOKYMEHTHI Zielia.

B 3aronoBkax Aen, coAepxalldX AOKYMEHTHEL MO OJHOMY BONpOCY, HO HE
CBA3AHHBIX TOC/I€0BATENBHOCTLIO HCIIONIHEHHA, B KayecTBe BHAZ HeJa ymoTpednsercs
TEPMHH «JIOKYMEHTBI», a 3aTeM B CKOOKaX YKa3bIBarOTC OCHOBHBIE Pa3sHOBHIHOCTH
IJOKYMEHTOB, KOTOpbIE JOMKHBI ObITh CTPYNITHPOBAHBI B A¢jie (TUIaHBI, CIIMCKH, HOKIaAb! H
T.H.), HAIIPHMeED:

JloxyMenThl (MaHbl, CIUCKHU, ROKIARBI, HHPOPMaLUH) O NPOBEACHHH CEMHHApPOB,
KOH(epeHLHH [0 BOMPOcaM AeATeIbHOCTH PUHYHUBEPCHTETA

B zaronoBkax [en, cCOEepiKalux Mepenucky, YKa3blBaeTCs, ¢ KeM H [0 KaKoMy
BOMPOCY OHA BeJIeTCH.

B 3aronoskax Aeln, comepKaniuxX NMEPENHCKy ¢ OAHOPOAHBIMU KOPPECTIOHISHTAMH,
NOCNe/IHIe HE YKA3bIBAIOTCS, 4 YKa3bIBaeTCs X o0llee BHI0BOE Ha3BaHHE, HAIIpUMED:

TMepenucka ¢ apXMBHBIMH YUPEKASCHHAMH O KOMIUIEKTOBAaHHM ApXHBHOrO Qouna
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Poccuiickoif Deaepalini HayYHO-TEXHHUESCKON JOKyMEHTauel

B 3aronoskax A€JI, coAepXKallHX NEPENUCKY € PasHOPOAHBIMH KOPPCCIIOHACHTAMH,
NQCNACIHNE HE NEPETHCIIAKTCA, HAIpHMED:

I'Iepenncrca O HarpaxxacHun paGOTHHKOB, NPHUCBOCHHH IMOYCTHHRIX 3BaHHUH

B 3aronoBke nena YKAa3bIBacTCA KOHKpCTHBIﬁ KOPpECIIOHACHT, €C/IH NEPCITHCKa
BEIOCTCA TONBKO C HHM, HAITpHMED:

INepenucka ¢ Poccniickoii akageMueit rocyaapcTBenHoil ciryxOsl npu IHpesuaenre
Poccuiickoil @eaepauus mo BONpocaM MNOATOTOBKH KaIpoOB

Tlpu o6o3HadeHnu B 3aroyoBkax Jen ¢uinanoB OHHyHMBEpCHTETa YYUTHIBAETCA
cleqyrollee: €ClIi colepXXaHHe [ieNa KacaeTcs HECKOJIBKUX OAHOPOAHBIX MOApa3/IeNcHul,
B 3aro/OBKE JieJia He YKa3bIBAlOTC MX KOHKpeTHbIe Ha3BaHWs, a yKa3plBaeTca MX ofluee
BHIOBOE Ha3BaHHe, HalpuMep:

Ilepemmucka ¢ pupekTopamu  dunnanoB @OUHYHUBEpPCHTETa 110  BOMPOCaM
XO3IUCTBeHHOH AeATeNbHOCTH

Ecnn conmep:xkanve Jena KacaeTcss OOHOH aJIMHUHHCTPATHBHO-TEPPUTOPHAIBHON
€MHULBI (HACEJICHHOro IyHKTa), ¢e (€ro) Ha3BaHWE YKa3bIBAeTCA B 3arojloBke Jeia,
HanpuMep:

[Tepenucka ¢ YueOnsiM nentpoM ®PenepansHoil Hanorosol ciryxOs! (r.HuxHmid
Hogropona) no BonpocaM NoATOTOBKH KaApOB

B 3aronoBkax nen, coiepKallWX IUIAHOBYIO WM OTYETHYK) AOKYMEHTALMIO,
yKa3blBaeTcs Nepuoi (KBapTal, roi), Ha (3a) KOTOpbI COCTAaBIEHBl TUIAHBL (OTYETHI),
HAanpHuMep:

["opioBble MnaHkl $UHAHCOBBIX MEPONPUATHIA
I"ofoBbIe CTATHCTHYECKHE OTYETEI O PACXOax Ha COJep)KaHHe aBTOTPaHCIOpTa

Ecnu peno GyReT cOCTOATH M3 HECKOJABKUX TOMOB HJIH HacTeH, TO COCTaBIAETCA
O0LIHUH 3aroIOBOK €N, a 3aTeM MPH HeoOXOAMMOCTH COCTABNAIOTCS 3aTOJNIOBKU KaXKAOTO
TOMa (YaCTH), YTOYHSIOLLUE COACPIKAHUE 3aro/ioBKa Aena.

3aronoBOK MPHIOKEHUS K Jieny, cOpMHPOBAHHOIO B OTHACHBHBIH TOM, JOJDKEH
COOTBETCTBOBATH 3aro/IOBKY MOMELIEHHOTO B 3TOT TOM AOKYMEHTA.

Topagok pacnoioXeHus 3arojioBKOB JeN BHYTPH Ppa3fAeioB U NoApa3fieioB
HOMEHKJIATyphl JIeJl ONpe/leNsaeTcs CTENeHbI0 BAKHOCTH JOKYMEHTOB, COCTaBIIIOLINX
Jles1a, ¥ UX B3aMMOCBA3BIO.

BHauane pacnonaraioTcs 3arojloBKU AeJl, COAep KallnX 3aKOHOAATeNIbHbIE U HHBIE
HOpPMAaTHBHBIE NPAaBOBbIC aKTHI (3aKOHBI, YKa3bl, IOCTAHOBJICHUS U T.1I., YCTaB, IOKAIbHbIE
HOPMATUBHBIC aKTHI). 3aTeM CIeAYIOT PacnOpAAUTENbHbIE JOKYMEHThl QUHYHHBEPCHTETA




138

(MpuKasbl, pacnopsKeHHs), Jajlee — OpPraHM3alMOHHEIE (MOJOKEHUS O CTPYKTYPHBIX
moapasgeieHusAX, OOKHOCTHbIE HHCTPYKLUMH paOOTHHKOB, MPOTOKOJBI), jalee —
IUIAHOBBIE M OTUETHBIC JOKYMEHTBHl. 3aTeM pacloJlaralorcs 3arcjloBKM  Jell O
JOEATEIBHOCTH CTPYKTYPHOTO [MOApa3feNieHHd. 3aKaH4YMBaeTcAd HOMEHKIaTypa Jel
3aroJIOBKaMH &)l O BHEIIHed W BHyTpeHHeH (ZOKNagHble M CIyXeOHBIE 3alHCKH)
nepenucke, 00 y4ETHO-PErHCTPaLHOHHBIX GOpMaxX, 0 HOMEHK/IATYpe Aell CTPYKTYPHOIrO
noApaseeHus, OMUCAX Ael U aKTaX 00 YHHYTOXEHHH JOKYMEHTOB.

3aroJioBKHU Jie/l MOTYT YTOUHATHCA B Mpoliecce GopMHUPOBaHis U 0OpMIEHHS A€

3arolioBKH fef Mo BOMpOCaM, He pa3pelleHHbIM B TEUEHHE OAHOTO rojia, ABIAIOTCA
NepexXoJAliIMH H BHOCATCS B HOMEHKIATYPY €N CIEAYIOLLETO I'0Ja ¢ TEM e HHAEKCOM.

B) rpadpa 3 HOMEHKIATYpHI A€M 3allOJIHAETCA 10 OKOHYaHHH KAJICHAapHOIo roja;

r) B rpade 4 yka3zpIBaeTCs CPOK XpaHEHHUsA [ieNla, HOMepa CTaTeH 110 nepeyHro, a Ipx
ero OTCYTCTBHH —~ 10 THIIOBOH WJIH IIPUMEPHON HOMEHKIIATYpe AeN WIH COTTIaCOBAHHBIH ¢
IIDIIK I'aBapxuBa MoOCKBBI CpOK XpaHeHHS;

J1n1s onpeneneHus CpoKOB XpaHEHHUs! JOKYMEHTOB NpuMeHsercs Ilepedens THIIOBBIX
YIpaBICHYECKHUX AapXHBHBIX AOKYMEHTOB, 00pa3ylolllUXcid B Mpollecce AeATeALHOCTH
roCyIapCTBEHHBIX OpPTraHOB, OPraHOB MECTHOIO CaMOYNPAaBICHHS U OpraHu3alui, c
YKa3aHHeM CpPOKOB XpaHEHHs, YTBEpXACHHBIH NpuKa3oM MUHHUCTEpCcTBA KYJIBTYPHI
Poccutickoit @enepaunu ot 25.08.2010 Ne 558.

o) B rpage 5 «lIpuMeuaHue» yKa3BIBAaIOTCA Ha3BaHHE [EPEUHEH AOKYMEHTOB,
HCIOJIB30BaHHBIX TIPH OMNpEJeNieHUH CpPOKOB XpaHEHWs Jel, O BeACHHH [Jela B
IEKTPOHHOM BHIE, O MECTE HAXOXACHUA NOIUHHUKOB, JAIOTCS Pa3bsACHEHHUA K CPOKaM
XpaHeHUs JOKYMEHTOB H Ip.

Ilpy npakTHYecKOM HCNOJB30BAHHHW HOMEHKJIATypel Jel B 3TOH rpade
MPOCTABJIAIOTCA OTMETKH O 3aBEICHUH JAeN, O I[IepexOoiAlMX Jenax (HampuMep,
nepexongiuee ¢ 2009 r.), OTMETKH O 3aBeJIeHUH Jel, HepeXoAiluX AenaX, O BhIASICHHH
Jell K YHUYTOXEHHIO, O JINLAX, OTBETCTBEHHBIX 3a (POpMHUPOBaHHUE ACH, O Mepenade Aen B
JAPYTYIO OpraHH3allMIo 4 NPOAOKEHHUS ¥ JAp.

81.15.Ecirm B TeueHne rona B DHUHYHUBEPCHTETE BO3HHKAKOT HOBBIE
JOKYMEHTHPOBAHHBIC Y4aCcTKM paboThl HAM He NpPeAYCMOTPEHHBIE JeNa, OHH
JOTIOJTHUTENBHO BHOCATCS B HOMEHKNATYPY JeJl.

Jia BHOBb 3aBOJHUMBIX Jie] B KaXKAOM pasfele HOMEHKJIATYphl OCTaBIAKOTCA
pe3epBHBIe HOMepa.

Ipu HeoGxognuMocTH 1ena, BHECEHHBIE B HOMEHKNIATYpY A€ TEKYLIErO roja Mo
PE3¢PBHBIMH HH/IEKCAMH, BKIIOYAlOTCA B HOMEHKIATYPY JHen NpPefCTOSALIEro rojga Ha
OOIIINX OCHOBAHHSAX.

8.1.16. Ilo okoHYaHHH rofia B KOHLIE HOMEHKJIATYPbI J€J AeTA€TCA HTOTOBas 3aiHCh
O KOJIMYECTBE 3aBEJCHHBIX €] (TOMOB, YacTe).

Ceeaenus u3 HTOroBoHM 3alHCH MO HOMEHKIATYpaM A€l  CTPYKTYPHBIX
nofpaszfeneHuil nepefaroT¢ss paGoTHHKAMH OTBETCTBEHHBIMH 3a HENOMNPOM3BOJCTBO B
BuJe Konud B ¥ JIuA 1o 25 aHBaps KaXaoro roga.
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8.2. QopMUpoOBaHHE AL U UX TEKYLEE XpaHEHHE

8.2.1. lena dopmupyloTCs B COOTBETCTBMYM ¢ HOMEHKIATYpoH e, a TakkKe ¢
co0moaeHeM IPUHLMIIOB CHCTEMATU3aUH JOKYMEHTOB H UX paclpe/eleHus Ha Jena.

8.2.2. lena dopmupyiorcsi B OHHYHHUBEpPCHUTETE IENECHTPATU30BAHHO, T.€6. B
CTPYKTYPHBIX NOApa3feNeHUAX.

8.2.3. Jlena ¢ MoMeHTA 3aBe/IeHHA M /10 TIepefadd Ha apXHMBHOE XpaHEHHE WIH Ha
YHHYTOKEHUE XPAHATCS [0 MeCTY UX (POPMHUPOBaHHAL.

8.2.4. llena cynTalOTCAd 3aBEACHHBIMH ¢ MOMEHTA BKJIIOYEHHSA B HUX IIEPBOIO
HCIIONHEHHOTO JJOKYMEHTA.

8.2.5. Ilocie ncnonHeHNs AOKYMEHTOB H OKOHYAaHHMA paboOTBl C HUMH JOKYMEHTHI
TIOMEIAIOTCA (TOMMNBAIOTCA) A obecneyeHus (HU3HUeCKOW COXPaHHOCTU B TBEPIBIS
00JIOKKH U NTaNKH-PETUCTPATOPSI.

8.2.6. McnonHeHHble JOKYMEHTHI OOMKHBI COABATBCA HCHOIHUTENEM PabOTHHKY,
OTBETCTBEHHOMY 3a AENONPOU3BOACTBO B CTPYKTYPHOM IOApPa3Ae/ieHUH, B 3-JHECBHEIN
cpok Asis GOpMHPOBAHUA HX B JeJa.

8.2.7. Homep nema, B KOTOpoe JOJKEH OBITh NOIIIUT AOKYMEHT, ONpeAenser
PYKOBOAMTENH CTPYKTYPHOTO NOApa3feNeHus, NCTIONHUTENb U padOTHUK OTBETCTBEHHBIH
3a JeNONpPOU3BOICTBO B COOTBETCTBAY C HOMEHKIIATYpPO#i Jiel.

8.2.8. KoHTpojib NpaBUIBHOCTH (POPMHUPOBAHUS, NPOBEPKH HAIMYUA H COCTOSHHA
nen ocyiectsiserca Y IuA.

8.29.1lpn dopMUpoBaHMH €)1 B CTPYKTYPHBIX NOJApasAeleHHAX HeoOxoammo
cobatoaaThk CIeAyrOLHe PaBUa:

a) MOMeWATh B JIENI0 TOJBKO HCMOMHEHHBIE AOKYMEHTEI, COOTBETCTBYIOLUME MO
CBOEMY COJEp>KaHHIO 3arONIOBKY J€jla 0 HOMEHKNAType;

0) moMellaTh BMECTE BCE€ JAOKYMEHTBI, OTHOCAIIMECAd K paspelleHHI0 OIHOro
BOHIPOCA;

B) MOMEIIATh NPHIIOKEHUA BMECTE C OCHOBHBIMH TOKYMEHTaMH;

r) rpyNIHpOBAaTh B Je/I0 JOKYMEHTBI OZHOTO KalleHAAapHOro roja (y4edHoro roia —
U1 y4eOHBIX HOApa3/iesIeH i), 3a UCKIIOUEHUEM TIepeXoIaluuX e,

1) pa3sfeabHO TPYNIIMPOBATh B A€)ia AOKYMEHTH IOCTOSHHOFO M BpEMEHHBIX CPOKOB
XpaHeHHUs;

€) BKJII04aTh B AENO0 N0 OJAHOMY JK3eMIUIAPY KaXKIOTO JOKYMEHTa;

JK) MOMEIaTh B JeN0 JOKYMEHT, PaBUIBHO H MOJHOCTHIO O(OPMIIEHHEIH (HMEThH
HEOOXOAUMBIE PEKBHINTHI),

3) HIOMEemAaTh B JAeNa (paKcorpamMMbl, TelerpaMMbl, TeledOHOTPaMMBI Ha OOIIMX
OCHOBaHUAX;

M) B JeN0 He JODKHBI MOMEIATHCA JOKYMEHTBI, MOAJIEKAIIHE BO3BPATY, JTHLIHHE
3K3EMIUTAPBI, YCPHOBHKU (32 UCKIIIOYEHHEM 0CO00 LIEHHBIX);

K) 1o 00beMy [€JI0 He AOJKHO IpeBbIIaTe 250 THCTOB npu ToMHe He Gojee 4
cM (TOJIIHHA JieNl cOo cpokaMu XpaHeHHa no 10 net He gomkHa mpesblath 10 cM). [pu
IIPEBLIIIEHHH JaHHOTO 00BbeMa 3aBOJUTCA BTOpoii TOM. [IpH HanW4YmK B Jefle HECKOJIbKHX
TOMOB (4acTeH) HoMep (MHIEKC) H 3aroJioBOK Jejia IPOCTABIAIOTC HA KAXAOM TOME C
nobapnenueM «T.1», «T.2» u T.1.

8.2.10. JlokyMeHTBI BHYTPH [€a PaclofiaraloTcs CBepXy BHH3 B XPOHOJIOTHYECKOT,
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BOMPOCHO-TIOMHYECKOH MOCNEA0BATENLHOCTH HIIY MX COYETAHHH.

8.2.11. PacnopsaauTensHele AOKYMEHTHI TPYNNHPYIOTCS B Jela MO BUAaM H
XPOHOJIOTHU C OTHOCAILMMHCS K HUM NPUTOKEHUAMH.

IMpuka3bl MO OCHOBHOW AEATENbHOCTH IPYIIHPYIOTCA OTAENBHO OT IPUKA30B MO
JHYHOMY COCTaBY M IIPHKA30B N0 aAMHHHACTPATHBHO-XO3AHCTBEHHON AEATEILHOCTH.

[lpaBuna, MONOXEHWA, HHCTPYKLUHH H JApPYTHE JIOKANbHBIC HOPMATHBHEIE AaKTEH,
YTBEP)KICHHBIE PaCIOPAAUTENBHBIMA JOKYMEHTAMH, SBISIOTCA NPHIOXKEHHAMH K HHM H
TPyMOUPYIOTC] BMECTe ¢ YKa3aHHBIMU HoKyMeHTaMu. [IpunoxeHus o6beMoM cBeiie 250
JMCTOB COCTABIAIOT OTAENBHLIA TOM, O HeM B IOKYMEHTE AeNaeTCs OTMETKA.

IlenecoobpasHo npu Oonblinx 00beMax JOKYMEHTOB NpPHUKa3bl IO JHYHOMY
COCTaBy, Kacalolyecs pa3liiYHbIX CTOPOH AeATEIBHOCTH ([TpHEM Ha padoTy, yBOJIbHEHHE,
nepeMelleHHe, KOMAaHAUPOBKH H T.J.) TPYNIIMPOBATh B OTACNBHBIE ACTA.

8.2.12. B oTzenbHbBIe Aefia MO XPOHOJIOTHH, B 3aBHCHUMOCTH OT BHAa AOKYMEHTOB,
¢dhopMHUpYIOTCS KOTIMH MPUHATHIX defepalbHbIX 3akoHOB, akToB [Ipesnaenra Poccuiickoi
®enepanuu, akros [IpaButensctsa Poccuiickoi enepanun.

8.2.13. lokyMeHTBl 0 3acedaHUU coBeTa DUHYHMBEPCHUTETA TPYNIHUPYIOT B OJHO
aeno. B Hero BXoAAT NPOTOKONBI M JOKYMEHTHI K HUM {IOKNaasl, HH(QOPMALIUH, CIPABKH ).

[IpoToKONElI B Aene pacnojiaraloTcsi B XPOHOJOTHYECKOM IIOPAAKE MO HOMEpaM.
JIOKYMEHTBI K MPOTOKOJIaM, CrPYMIIHPOBaHHbBIE B OTAEJbHBIE 7€, CUCTEMaTH3HPYIOTCA
o HOMepaM MPOTOKOJOB,

8.2.14. Y1BepKNeHHbIe IUIAHBI, OTYETHl, CMETHl, JUMHUTEL, TUTYJIBHBIC CIHUCKH H
IOpyrye JOKyMEHTBI MPYIIHPYIOTCs OTAENBHO OT IIPOEKTOB.

IInaHoBas ¥ OTYETHAs AOKyMEHTalMs (MJIaHbl, OTYETHI, 3aiBKH, CMETHI, pacyéThl)
MOMELATCA B J€ia TOro rojla, K KOTOPOMY OHa OTHOCHTCA IO CBOEMY COAEPIKaHHIO,
HE3aBUCHMO OT BpPEMEHH €€ COCTaBJIeHHMs WM JaThl nocTyiuieHus. Hanmpumep, oT4éT 3a
2012 rog 6ymer coctasneH B 2013 rogy, Ho noMelnaercs B Aeno 2012 rona. U, raobopor,
mwraH Ha 2013 roxm cocraemserca B 2012 roay, a momemaerca B Aeno 2013 roua.
IlepcnieKTUBHBIE TUIAHBI JOJMXKHBI OBITH OTHECEHBI K TOIy HX YTBePXKASHU.

8.2.15. lokyMeHTHI B INYHBIX JeNlaX paclojiaralTcs Mo Mepe UX MOCTYIIIeHH.

8.2.16. Ilpeanoxenus, 3asBNeHUsA W KanoOsl CpaxiaH MO BolpocaM paboTH
(DUHYHMBEPCHUTETa UM BC€ JOKYMEHTHI IO MX pPAacCMOTPEHHIO M HCNOJHEHHIO
rpYMIHPYIOTCA OTACABHO OT 3a4BJICHUH IPayKaaH Mo JUYHBIM BOIPOCaM.

8.2.17. Ilepenncka rpynmupyeTcs, Kak [IPaBUNO, 3a NEpHOJ KaleHAApHOTO roja d
CHCTEMATH3HUPYETCA B XPOHOJNIOTHYECKOW  TMOCNENOBAaTENBHOCTH, JOKYMEHT-OTBET
NMOMELIAETCA 38 JOKYMEHTOM-3aMpocoM. XPOHOJOrUA coOMoAaeTcs Mo WHUIMATHUBHBIM
noxyMenTaM. [1pH Bo306HOBICHHUM ITEpeNHCKHU 110 ONpeeIeHHOMY BONPOCY, HauaBIeics
B MPEABIAYIIEM T'OAY, AOKYMEHTBHI BKIIOHAIOTCA B [ENO TEKYIIEro roja ¢ YKa3aHHEeM
HHIEKca Jesia NpeablayLIero roia.

8.2.18. JluneBble cuera paGOTHUKOB MO 3apaloTHON INIATE TIPYIIHPYIOTCA B
OT/AENBHBIE A€/1a K PacloNararoTcs B HHX 11O andaBuTy.

8.2.19. 3akoH4YeHHEIe JEeNONPOU3BOACTBOM 3JEKTPOHHBIE JOKYMEHTEI
dopmupyroTcs B Aena (Mamku, AMPEKTOPHH) B COOTBETCTBHH ¢ HOMEHKIATYpOH Aen
DuHyHHBEPCUTETA, OTAENLHO OT AOKYMEHTOB HA OYMaXKHBIX HOCHTEINX, HA KECTKOM
IOUCKE CMIEUHAIBHO BBLIEIEHHOTO KOMITBIOTEPA.

8.2.20. PykoBoauTenu CTpYKTYpHBIX NOApa3aesieHuil H paGOTHHKM, OTBETCTBEHHBIE
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3a TENONPOU3BOJICTBO, 0643aHbl 06eCIeYHBaTh COXPAHHOCTD JOKYMEHTOB H J€J1.

8.2.21. Mna obecnedeHns COXpPaHHOCTH H y4eTa JOKYMEHTOB H eI, J0CTyIa K HUM
IIPOBOJUTCA KOMINIEKC paboT:

a) CO3[aHHe ONTHMAIBHBIX TeXHUUYeCKHX ((QH3MYeCKHX) YCIOBHH XpaHeHHs
JNOKYMEHTOB M JeT;

Hena pazMeniaioT B pa0ouuX KOMHATax WM CHELMATbHO OTBEAEHHBIX AJIA 3TOH
HeaM MOMENIEHHAX B 3amdparoinpecs Hikadel, ceiibl M T.IL, 4ToOB oOecHeuHTh HX
COXPAaHHOCTb H 3alUTY OT BO34eACTBUA IBUIM H COTHEYHOIO CBETA.

6) pasMeleHHUe ge;

Hena B wikadax mis X y4eTa W OBICTPOro NOHCKA PAcloJararTcsl BEPTHKAIBHO,
KOpelLIKaMH HapyXy H B COOTBETCTBUM ¢ HOMeHKJaTypoH Jen. HomeHknatypa nen unm
BBINMCKA U3 Hee MoMelaeTcs Ha BHyTpeHHel cTopoHe wkada. Ilpu noucke kakoro-nubo
NOKYMEHTa BHa4ale cjie/[lyeT HaHTH B HOMEHKJAType JeJ] HY)XHBIA 3aroJloBOK Jena, a
3aTeM T10 HHJIEKCY Aela — COOTBETCTBYIOLIYIO NanKy Ha [ONKe.

Ha xopemikax obnoxek aen o0A3aTebHO YKa3bIBAOTCI HHIACKCH 110 HOMEHKIIATYpe
nen. Jlns obecrneyeHns: onepaTuBHOrO MOUCKa HA KOpeLKax 000XKeK Ael N0/ HHAEKCaMH
JOTIOIHUTENIBHO YKA3bIBAKOTCS 3aroJIOBKM AeI.

Jns ynobcTBa BeleHHA Aea B TEKYLIeM AeONPON3BOICTBE Ha JIMIEBYHO CTOPOHY
OOJIOKKH TIaIIKH TOMeEINAaeTcss JIUCT ¢ PeKBU3HTaMM OOJOXKKH 7ena, o(popMIIEHHBIH Mo
YCTaHOBJIEHHOH dopMe (npunoxkeHue Ne 35),

B) [POBEPKa HATMYHA U COCTOSHHA JOKYMEHTOB U Ael;

Hena noxyMeHTanbHOro ¢oHaa (PHHYHHUBEpPCHTETa, HaXOAALIMECS HA TEKyLIEM
XpaHeHUHU NOJNeXaT yqeTy.

[lepromuveckn, xak IpaBHiIO, Nepel Nepedaydell B apXuB, NPOBOJUTCA NMpOBEpKa
HaJIMMUA U COCTOAHUA DOKYMEHTOB U J€Jl B LENIX YCTAHOBIECHUA (PaKTHYECKOre HAMTUYHA
Ies1 U COOTBETCTBHUA HX KOJIMYECTBY, YUCIALLEMYCS 10 HOMEHKIAType Aell. '

IlpoBepka HamuuMad U COCTOSHMS [JOKYMEHTOB M JeNl IPOBOOMTICA TIpH
NEepeMeIlEeHHN Aejl, NpU BO3Bpare Jel, NpH CMEHE PYKOBOAUTENA CTPYKTYPHOTO
noApasfeNeHus, HavanbHuka Y/IMA, npu  peopraHM3allud M JHKBHAALUHMH
OHHYHHBEPCHTETA HITK €ro CTPYKTYPHOTO NOJApa3AeleHHS.

Ilposepka HanM4YUs NPOBOANTCA INYTEM CBEPKH CTaTedl HOMEHKIATYphl Oen ¢
ONHCaHHEM el Ha OOJIOXKKe, a (PU3HYECKOe COCTOSHHE AEN OMpeAcisieTcA MyTeM HX
BU3YaJIBHOT'O MIPOCMOTPA.

Bce oOHapyXeHHBIE HEJOCTaTKH QUKCHPYIOTCA B aKTe€ NPOBEPKH HaMu4usA H
COCTOSIHUS ZIeJI.

B ciayyae yTparhl MOKyMEHTOB K [I€ NPOBOJUTCA CIykeOHOe paccienoBaHue, Mo
pe3ynbTaTaM KOTOPOre JIMLO, BHHOBHOE B YTpPaTe€ HECET OTBETCTBEHHOCTH B
YCTaHOBAEHHOM MOPAIKE.

r) cobmoaeHHe NopsaAKa BbLAa4H el

Brinava gen ApyruM CTpyKTYPHBIM IOApa3/ieleHHAM MPOU3BOJUTCA ¢ pa3peLieHus
pEeKTOpa WM AODKHOCTHOIO JMla M3 cocTaBa Pekropara, koopauHHpyromero padory
CTPYKTYpHOro NoApa3ae/IeHHUA.

Beigaya nmen  paboTHHKAM  CTPYKTYPHBIX MOApa3feiieHWi amg  paboTsl
OCYILECTBIIACTCS MO PACITHCKY.

Ha BblgaHHOe [eno 3aBOAMTCA KapTa-3aMeCTHTeNb, MOMEIaeMas Ha MECTo
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BBIJAHHOTO Aena. B Hell ykaspiBaeTcs CTPYKTYpHOe MOApasfelieHHe, HHACKC Aena, JaTa
ero BBIIauM, KOMY BBIXAHO, JaTa €ro BO3BpallleHHd, NpeAycMaTpuBaloTca rpadel ajs
PacnuCOK B MONYYEHNH U NIpUéMe fena.

Jlena BRIZAIOTCA BO BpPEeMEHHOE TNOJb30BaHHE COTPYAHHKAM CTPYKTYPHBIX
noapasfeNeHUuil Ha cpok He Ooliee OJHOTO Mecslla M MOC]E €ro UCTEUEHHUS MOMIEKaT
BO3BpATY.

["oCyAapCTBEHHBIM OpraHaM ¥ MHBIM OpraHW3alMsiM Jiefla BBIAAOTCA Ha OCHOBaHHH
HX MHUCBMEHHBIX 3aIIPOCOB ¢ pa3spelleHUs PEKTopa 110 aKTaM.

Ecnu oTAensHbIE JOKYMEHTBI, V)K€ BKJIIOUEHHBIE B [€JI0, HaXoAsiueecs Ha TEKYLIEM
XpaHeHH! B CTPYKTYPHOM IOJpa3esieHnH, BpeMeHHO TpedyeTcs paboTHHUKY, OHH MOTYT
OBITh BBIAAHBI W3 JAeia pPabOTHHKOM, OTBETCTBEHHBIM 33 HAENOIPOH3BOACTBO, a Ha HX
MECTO BKJIQJbIBAETCA JIHCT-3aMECTHTENb, ¢ YKa3aHHEM — KOTOa, KOMY H Ha Kako# cpok
BBIAAH JOKYMEHT.

UzbpaTHE JOKYMEHTOB W3 Jel TOCTOAHHOIO XpaHEHHs JIONyCKaeTci B
HCKJTIOUHUTENIBHBIX CIydasiX M NMPOU3BOAUTCH C paspelleHdd peKTopa ¢ OCTAaBIEHHEM B
nene 3asepeHHON KOMUM JOKYMEHTA W aKTa O MPUYMHAX BbIJAUH MOJIMHHHKA.

8.3. loaroroBka JOKYMEHTOB ¥ JIeNl K Mepeaye Ha apXUBHOE XpaHeHuUe

8.3.1. Ina xpaHeHus moxymeHTOB ApxuBHOTe (oHaa Poccuiickoi ®enepanum,
OTHOCSHIIUXCA K TOCYAapCTBEHHO# COOCTBEHHOCTH, H JIOKYMEHTOB BpeMeHHoro {cBbie 10
NeT) CpOKa XpaHEHUs, UMEIOLIMX MPAaKTHYECKOe 3HA4YE€HHE, a TaKkkKe AOKYMEHTOB IO
JUYHOMY COCTaBY, MX Y4€Ta, HCIONB30BaHHSA, oTOOpa U NOATOTOBKM K Mepenaue Ha
noctosHHoe XpaHeHHe PUHYHHBepcUTET obpasyeT apxuB PUHYHHBEPCUTETA, (PHIIHAIBI
PUHYHHBEpPCHTETA 00pa3yloT apXUBhI (PHUITHANIOB.

8.3.2. JlokyMeHTBl PHHYHUBEPCUTETA U ero (PHIIHAJIOB SBJIAKTCA roCy1apCTBEHHOH
COOCTBEHHOCTBIO.

JoxkymeHTsl DHHyHUBEPCHTETA NOANIEKAT 00A3aTE/BHON Nepeiade Ha NOCTOSIHHOE
xpanenne B ['BY «lII'A Mockee» ['naBapxuBa MockBEl, Kak yacTb ApxHBHOTO (poHIa
Poccuiickoit ®enepanun, Mocne NpPOBEACHHS 3KCNEPTH3Bl LEHHOCTH B IOPAJKE,
yCTaHOBNICHHOM (De/iepalbHBIM apXHBHBIM aT€HTCTBOM.

IlpH HaIM4YMH BO3MOXKHOCTH TOCYAAPCTBEHHBIX APXHBOB IO MECTY HAXOMXACHUA
GUNnaNnoB NMPUHATE AOKYMEHTH PUIHAIOB PUHYHHBEPCHTETE, JOKYMEHTHI NMOCTOSHHOIO
CpOKa XpaHeHHsA TEepe]aloTCs B TOCYJAPCTBEHHBIE apXUBBI, TOCH€ IPOBEICHHUA
IKCTIEPTH3BI MX LEHHOCTH B TMoOpAfke, ycTaHoBIeHHOM demepanbHBIM ApXHBHEIM
areHTCTBOM.

I'lpr OTCYTCTBHH BO3MOMXHOCTH NOCYJAPCTBEHHBIX aPXHBOB MO MECTY HAXOXACHHS
¢dunuanoB NpUHATE JOKYMEHTH ¢iHanoB GUHYHUBEPCUTETA, JOKYMEHTBI TIOCTOSHHOTO
CpPOKa XpaHeHHWs XpaHATCA HeMOCPEACTBEHHO B apxuBe ¢uiuana A0 JHKBHAALHH
bunuana. B ciyvae nuksuaauuy dunuana OUHyHHBEpCHTETAa JOKYMEHTHI IOCTOSHHOIO
CpOKa XpaHeHUs NEePeNalOTCA Ha XpaHeHHe B apxuB OUHYHHBEPCUTETA.

8.3.3. TlogroToBka MOKyMEHTOB K Mepelade Ha apXWBHOE XpaHEHHE, a TaKKe Ha
YHHUTOXEHHE BKIIOYaeT B cebs padoty apxuBa, 3K, a Takxke paGOTHUKOB OTBETCTBEHHBIX
3a JeJIONPON3IBOACTBO TIO NMPOBEACHUIO IKCIISPTH3bI LIEHHOCTH JIOKYMEHTOB, O(OPMIEHHIO
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Aen, COCTABJICHUIO ONTUCEH J1e]1 U aKTOB O BBIACIICHUH K YHHYTOXEHHIO JOKYMEHTOB H ACH
C HCTEKIIMMU CPOKaM¥ XpaHEHH .

8.4. DKkcnepTH3a LEHHOCTH JOKYMEHTOB

8.4.1. DkcnepTH3a ULEHHOCTH HAOKyMeHTOB B DuHHyHHBEpCHTETe HA CTajJuH
JEJNOTIPOM3BOJCTBA NPOBOJUTCA: IIPH COCTABICHMM HOMEHKIATYPBL AeJ; B MpoLecce
$hopMUpPOBaHHA e W NPOBEPKE NPAaBUIBHOCTH OTHECEHHS JOKYMEHTOB K AelaM; IpH
TIOATOTOBKE A& K Nepejade B apXuB.

8.4.2. ina opraHu3alMd M [POBEJEHHS OHKCHEPTHU3bl LEHHOCTH JOKYMEHTOB
PuHYHHBEPCHTETA JOJDKHA CO3AaBAThHCA MOCTOSHHO AEHCTBYIOLIAA JKCIEPTHAss KOMHCCHS
— 9K DuHyHuBepcHTeTa, COCTAB KOTOPOH yTBepikKAaeTCs IPHKA30M PEKTOpa.

JAnsa opraHusanuM W NPOBEAESHHA IKCIIEPTU3Hl EHHOCTH AOKYMEHTOB QHIHANOB
@unyHUBEepcHTETa AOMKHB CO3JaBaThC IOCTOAHHO JACHCTBYIOLUHE  3KCIEPTHLIE
koMuccud — OK d¢unuanos OPuHyHEBEpcHTETa, COCTaBBl KOTOPBIX YTBEPKAAIOTCHA
NpUKa3aMH AHPEKTOPOB (PUIHANOB.

8.4.3. ®yukunn u npasa DK, a Takke opraHuzaunui e€ paboTel omnpeenstoTcs
NOJOXKEHUEM.

INonoxenne o6 DK PduHYHHBepcHTeTa YTBEPXKIAETCH PEKTOPOM, MOJNOKEHHA 00
OK ¢dunuanop yreepxaaloTea JUPEKTOpaMH (DHIIHAIOB.

8.4.4. Dxcnepru3a LEHHOCTU JOKYMEHTOB NOCTOSHHOIO U BPEMEHHOIO XpaHEHHs
OCYLUECTBIIAETCA €KEerogHO B CTPYKTYPHBIX mnoapaszeneHusX OuHyHHUBEpCHTETaA
pabOTHHKOM  OTBETCTBEHHBIM 3a JeNONpOW3BOACTBO coBMecTHo ¢ 3K  rmox
HEeMOoCpeACTBEHHBIM METOANYECKUM pYKOBOIACTBOM apXHBa.

8.4.5. Ilpu npoBeieHNH IKCIIEPTH3BI HEHHOCTH JIOKYMEHTOB OCYLIECTBIIAETCA O0TOOp
IeNn NOCTOSHHOTO W BpeMeHHOro (cBhiimie 10 5eT) xpaHeHus 1A Mepelaud B apXHB
GuryHuBepcHTeTa WM Quianana; ordop el C BPeMEHHBIMH CPOKaMH XPaHEHHS H C
noMeTkoil «Jlo MHHOBaHMA HagOOHOCTH», MOMIEKAIIUX JaNbHEHIIEMY XpaHEHHIO B
CTPYKTYPHBIX MOAPA3JeNECHUIX; BhIASNIEHHE K YHHUYTOXKEHHUIO A€ 3a NMpeablayLiye rogsl,
CPOKH XpaHEHHA KOTOPBIX UCTEKIH.

8.4.6. OTOop NOKYMEHTOB JUIS TIOCTOSHHOIO XpPaHeHHs MPOBOANTCA Ha OCHOBAaHHUHU
3aKOHOJATEABHBIX H HHBIX HOPMAaTHBHBIX NpaBoOBBIX aKkToB Poccuiickoit Pexpepauny,
nmepeyHeH MOKYMEHTOB C YKa3aHHeM CpOKOB HX XpaHeHHA W HOMEHKIATyphl Hell
®UHYHHBEPCUTETA MYTEM NMOTUCTHOIO IIPOCMOTPa JIe.

B nmenax mocTOAHHOTO XpaHEHHS MMOANCKAT HIBATHIY AYONETHBIE 3K3EMIUIAPEI
JIOKYMEHTOB, UYEPHOBHKH, HEO(QOPMIIEHHBIE KOMHM JOKYMEHTOB H HE OTHOCSIIMECH K
BOMPOCY NOKYMEHTEI ¢ BpeMEHHBEIMH CPOKaMH XPaHEHH!.

8.4.7.Tlo pe3yapTaTam 3KCIepTH3bl HEHHOCTH NOKYMEHTOB COCTaBISIOTCA OMHCH
JIeNT MOCTOSIHHOTO, BPpeMEHHOro (cBbille 10 JneT) XpaHeHUs M MO JIMYHOMY COCTaBy, a
TaK>X€ aKThl O BBIJCJIICHUH AC] K YHHYTOXKEHUIO.




“ .

144

8.5. CocTapnieHne onucei Aen NoCTOAHHOrO,
BpeMeHHOro (cBbiiie 10 neT) XpaHeHHs M 110 INYHOMY COCTaBY

8.5.1. OtnenbHas onmuchk Je  OpeAcTaBnAeT coOol  IepeyeHb JAel ¢
CaMOCTOATENbHOW  BanoBoil  (mOpsAKoBOW) 3akoH4YeHHOH HyMepauued. (OcHoBOH
COCTaBJICHUSA ONMHUCEH Aen ABNdeTCa HOMEHKIIaTypa Aell.

8.5.2. OmHcH cocTaBIflOTCA OTASJABHO HA Jela MOCTOSHHOINO XpPaHeHHud; Jena
BpeMeHHOoro (cBbille 10 1eT) xpaHenus; gena o NUYHOMY coctaBy. Ha nena BpemMeHHOro
(no 10 nert) xpaHeHHA OMICH HE COCTABISAIOTCAL

8.5.3. B OUHYHHBEPCHUTETE B KAXAOM CTPYKTYPHOM MOApa3AeIeHHH OITUCH Ha Aena
MOCTOAHHOTO XPaHEHHUs COCTABIAITCA €XKETOJHO MO, HENOCPEACTBEHHLIM METOIHYECKHM
PYKOBOACTBOM apXHBA.

8.5.4. Onncu pen, NoAaroToBneHHblE CTPYKTYPHBIMU MOJAPasAc/ICHHSAMH, CIyXar
OCHOBOM 11 TOATOTOBKH CBOAHOM onucu Aesn (DHHAHCOBOIO YHHBEPCHTETA, KOTOPYIO
rOTOBHT apXHUB M N0 KOTOPOH OH cAaeT Aefia Ha rocyapcTBerHoe XpaHeHue B I bY «L'A
Mocksel» [ n1aBapxuea MockBEIL.

8.5.5. Onmcy gen CTpyKTYpHBIX MoApa3feNieHHil COCTAaBNATCA N0 YCTaHOBJIEHHOM
(popMe U NpeaoCTaBIAKTCS B apXUB MPU Nepeaaye Ael.

Onucu Jen cIpyKTypHBIX MoapasaeneHuil oQopMISIOTCA HAa CTAHAAPTHBIX JIMCTaX
Oymaru dopmata A4 (mpunoxeHune Ne 36).

CBonHast onuck Aen OHHAHCOBOrO YHHBEPCHTETA OPOPMIIAETCS HA YTBEPKACHHOM
obmeM yrnopoM OnaHke PunyHmBepcutera (npmaoxeHue Ne37). YnorpebaeHue
ONIaHKOB MPOU3BONBHON (OPMBI 3aMpeaeTcs.

8.5.6. B ommcax men ykaspiBaeTcs TNOJHOe JeHcTBUTeNbHOEe (0e3 COKpalleHUii)
HaUMEHOBAHHE CTPYKTYPHOI'O IOApa3fesieHHs, KOTOpOe BEIO [€Nla M 3aKOHYHIO MX
AeNonpon3BOACTBOM. B cnyyasx, korsia CTpyKTypHOe oApa3ie/ieHHe B TEUEHHE IIEPUOIA,
3a KOTOpBI BHOCATCA JeNa B OINHCh, OBIJIO NEpeMMEHOBaHO (TIpeoOpa3oBaHO), MO
MIPEXKHUM HaHMEHOBaHHEM MULIETCH €ro HOBOE HAaUMEHOBaHHe.

8.5.7. OnucarenbHass CTaThbd OMUCHU Aed CTPYKTYPHOrO TNOJpPA3JCNCHUSA HMeEeT
CIIEAYIOLINE JIeMEHTHI:

a) MopAAKOBBIA HOMeEp Ziena (ToMa, YacTH) 10 OTIUCH;

©) uHAeKc gena (ToMa, YacTH);

B) 3aroJIOBOK Jena (ToMa, YacTH);

') nara aena (Toma, YacTH);

1) KOIMYECTBO JIUCTOB B el {TOME, YacTH),

€) CPOK XpaHeHus Jea.

8.5.8. Ilpn cocTaBneHuH onKcH Aen cOOMOAAIOTCS CleayronHe TpeSoBanus:

a) 3arojIOBKH  ej BHOCATCA B OINKUCH B COOTBETCTBUH ¢ TIPUHATOH CXEMOM
CHUCTEMATU3AIMA HA OCHOBE HOMEHKJIATYPEI A,

6) xaxa0€e Je0 BHOCHTCA B OIUCH 110] CAMOCTOSTENIBHBIM MOPSJIKOBEIM HOMEPOM
(€CJH eJI0 COCTOUT U3 HECKOIBKHX TOMOB (4acTeil), TO KaXKAbIH TOM (4acTh), B TOM YHCJIE
cOpMHPOBAaHHOE B OTHAENBHBIH TOM NPUIOKEHHE K [ely, BHOCHTCA B OMHCH MOJ
CaMOCTOATENBHBIM HOMEPOM;

B) MOPAAOK HyMepaLHH AeJ1 B OIHCH — BaJIOBBIIi;

r)rpa®bl ONHCH 3aIONIHSIOTCA B TOYHOM COOTBETCTBHH ¢ TEMH CBEJCHHIMH,
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KOTOpbIE BBIHECEHBI Ha 0DJIOKKY J1ena;

1) IPH BHECEHWH B OIUCH MOAPSA [ed C OJAWHAKOBBIMHU 3arojIOBKAMH IHIIETCS
TIOJIHOCTBIO 3aroJIOBOK MEPBOTO Jiefia, a BCe OCTalbHbIe OJHOPOIHEIE Jiejla 0003HAYal0TCs
cioBamu «To XKe», TIPU 3TOM Jpyrue CBeJeHHs O JiesiaX BHOCATCS B ONUCH MOJIHOCTHIO (Ha
Ka)KIOM HOBOM JIMCTE OTMCHU 3aroJIOBOK BOCIIPOU3BOJUTCS MOJHOCTBIO);

€) MHOTOTOMHBIE JieJla B OIMHKCh BHOCATCS IO MOPAJKY HOMEPOB TOMOB. B 3TOM
clly4yae B OINUCH MULIETCS HAUMEHOBAaHHE TOJILKO MEPBOI0 TOMa, a HAMMEHOBaHHUS BCEX
OCTaJbHBIX TOMOB, €CIIA OHM IIOMEIIEHbl Ha OJIHOM CTpaHHIle, 0003HAYAIOTCS CJIOBaMH
«To xey». Ecnu j)xe HanMeHOBaHHE MHOTOTOMHOTO Jiejla MEePEeXOIUT Ha CIeAYIOMIMHA JIUCT,
TO HEOOXOJMMO 3aroJIOBOK jeja IMOBTOPUTh MOJHOCTBIO. IIpy BHeceHMHM B OIKUCH
NocJIeJHero ToMa rnocjie Homepa Toma godasiusiercs cinoso «llocienuuii»;

) B OTIHCH MEXIy HaUMEHOBaHUAMH (3aroJIoBKaMu) J1eJI OCTaBIAETCA HHTEpBal He
MeHee | cMm;

3) rpada omucu «[Ipumeyanue» HcrHonb3yeTcs AN OTMETOK O IpHeMe Jell,
0COOEHHOCTAX MX (U3HUYECKOTO COCTOSIHUA, O TMepenadye Jed APYTMM CTPYKTYpPHBIM
nopa3ze/ieH|usIM CO CCBIIKOM Ha COOTBETCTBYIOLIUH aKT, O HAJIMYMH KOTIHH H T.II.

8.5.9. B koHue onucH Bcien 3a IOCIEIHEH OIMCATEIbHOM CTAaThed Je/aeTcs
UTOroBasi 3alliCh, B KOTOPOW yKa3biBaeTcs (UU(PpaMH U IPOMMUCHIO) KOJIUYECTBO MEII,
YUCHSIIUXCA [0 ONUCH, MEepBbI W TMOCIEeAHMM HOMeEpa Jen MO ONWCH, a TaKKe
OroBapUBAalOTCS OCOOEHHOCTH HyMepalud Jel B ONUCH (JUTepHbIE HOMepa H
NpoMylleHHbIe HOMepa).

8.5.10. Onuce Aen CTPyKTYpPHOro nojapasziesieHus MOAIMUCBIBAETCS COCTABUTENIEM C
yKa3aHUEM €ro AOJDKHOCTH, COIJIaCOBBIBAE€TCS C HayalbHUKOM Y /IMA M yTBepkaaeTcs
PYKOBOJMTEIIEM CTPYKTYPHOTO MOAPA3AECICHHUS.

8.5.11. Onmce gen cTpykTypHOro nozapasjaeineHuss CUHYHUBEPCUTETA COCTABIIAETCA
B BYX DK3eMIUISIpax, OAUH U3 KOTOPBIX NEpeaaeTcss BMECTE C JleJlaMi B apXUB, a BTOPOH
OCTaeTCs B KA4eCTBE KOHTPOJIBHOIO 3K3eMIUIsipa B CTPYKTYPHOM IMOAPA3AEICHUH.

8.6. OopmiieHue nen Ui epeiayu Ha apXHUBHOE XpaHEHUe

8.6.1.Ilo 3aBepiieHMH [eNONPOU3BOJACTBEHHOTO TOAa W IO pe3yJbTaram
9KCIEPTU3BI LIEHHOCTH JIOKYMEHTOB fesia PUHYyHHBEpCUTETA NOIeKAT 0(OPMIIEHHIO.

Odopmnenne nena — nNOArOTOBKAa Jeia K XPaHEHHIO B COOTBETCTBHH C
YCTaHOBJICHHBIMH MPaBUJIaMH.

8.6.2. Obopminenre fen  NpoBOOUTCS  pabOTHUKOM, OTBETCTBEHHBIM 34
JIEJIOTIPOU3BOJICTBO B CTPYKTYPHOM I10Jipa3/IeJIeHUH, MPU METOAUYECKON MOMOILU U MOL
KOHTpOJIEM apXHBa.

HeodopmiieHHBle WM HeNpaBWIBHO O(GOPMIIECHHBIE J€ella  BO3BpAILIAKTCS
MCIOJTHUTEIIIO Ha T0paboTKYy.

8.6.3. B 3aBUCHMOCTH OT CPOKOB XpaHEHHs IPOBOIMUTCS TOJHOE HJIM 4aCTHYHOE
odopmIileHHE ael.

HactruuHoMy opopMiIeHHIO TOATIeXkAT Jesia BpeMeHHOro (10 10 JileT BKIFOYUTENBHO)
XpaHeHHUs.

[TonroMy odopMiIeHHIO NOAJIEkKAT Jefia MOCTOSHHOTO, BpeMeHHOoro (cBhime 10 jert)
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XPpaHEHH ¥ 10 JINYHOMY COCTaBY.

8.6.4. TTonHoe odopMileHNe nena NpeaycMaTpHBacT:

1. OpopmieHHe 00JI0XKKH [eNia 110 YCTaHOBIEHHOH (opMe.

O6510KKY €N ¢ JOKYMEHTAaMH, UCTIOTHEHHBIMUY Ha CTAHAAPTHBIX JIUCTAX, JOJIKHBI
UMeTh pasMmepbl 229x324 mM. OONOXKKU A€l ¢ JOKYMEHTAMH, H3TCOTOBIIEHHBIMM Ha
HEeCTaHJApPTHBIX JIUCTAX, MOTYT UMETE pa3Mephl, COOTBETCTBYIOLIHE pasMeEpaM MOJHINTHIX
B HUX JIHCTOB.

OOGNOXKH el ¢ ZOKYMEHTaMH, UMEIOMIUMH UTHTebHBIe cpokd (25 n Oonee nert)
CPOKHM XpaHEeHH, JODKHB! OBITh M3rOTOBJIEHB! H3 TBepAOro kaproHa. Jlnda obioxek gen,
cIaBaeMBIX Ha rocyJapCcTBeHHOE XpaHEHHE, IPUMEHSIeTCs] OeCKUCTIOTHBINH KapTOH.

Hia npefoxpaHeHus AOKYMEHTOB OT MEXaHWYECKOH IMOpYH Ha [MEPBOM H
NociAeAHEM JIMCTax [ella, ToMa Iepel NPOLIMBKOA HAaKJIECHBAlOTCA IOJIOCKH TOHKOTO
KapTOHAa, Hepe3 KOTOphIe IPOMycKaeTes MHYP.

[Ipu odopmneHnu genm OIpUMEHATh KaHUENAPCKUH (CHIMKATHBIN) KAEH, MyUYHOH H
KpaxMaJlbHBIR KNCHCTephl He cieayer.

Hannucu Ha o6noxkax gen (TOMOB) CiieAyeT BHIMOMHATh YepHHUIAMH, pa3bopyHBo,
Be3 cokpaiienuil. Ecin Ha 0610XKy Hakjie€HBaeTCA THTYJIBHBIH JIHCT, H3rOTOBJICHHBIH
THUNorpad)ckuM crnocoboM, TO HaAMHWCH Ha HEM MOXKHO IeYaTaTb. [UTYJIbHBIH JIHCT
peKOMEeHyeTCs HaKJIEHBaTh ¢ HAKMAAKOH Kiies Ha BCIO MOBEPXHOCTD JTHCTA € TEM, YTOOEI
O HUM He 00pa3oBBIBANIOCH MYCTOT.

Obnoxka odopmasercs Ha Kaxaoe Heio (TOM, YacTh) NOCTOSHHOTO, BPEMEHHOIO
(cBpie 10 71eT) XpaHeHHWs U NO JHUYHOMY COCTaBy H HMEET YCTaHOBJEHHBIH COCTaB
PeKBU3UTOB (npuiokeHue Ne 38):

a) HaumeHoBaHye @uHyHUBepcuTeTa (hoHa00OpasoBaTens);

HaumeHnoBanue ®uHyHHBepcHUTETa YKa3BIBAE€TCA IOJNHOCTBIO B COOTBETCTBUM C
yctaoM ®UHyHHBepcHTeTa, B HMEHHMTENBHOM TMIafiexke, ¢ YKa3aHHeM OQHUHUATBHO
MPUHATOIO COKpAallleHHOI0 HAaWMEHOBaHHUA, KOTOpPOE YKa3blBaeTcs B CKOOKax mocle
MOJIHOTO HAHMEHOBAHHS,

Ilpy wu3menenun HauMeHoBaHus OuUHyHHBepcHTeTa B TeUeHHE NEPHOJA,
OXBATBHIBAEMOTO JOKYMEHTaMH JeNa, WIH NpH Mepeadye Jiella B Jpyrod By3 (Apyroe
CTPYKTYpHOE IoApa3fiefieHue) Ha O0JIoXKKe [ena YKas3biBaeTCsi HOBOS HaUMEHOBAaHHE
OuryHMBEPCHTETA, a NpeXHee 3aK/II04aeTcs B CKOOKH.

HanmenoBanna poHmoo0pazoBaTels MOKET IIPOCTABIATECA Ha OOJOKKE ILITAMIIOM.

0) HaMEeHOBaHHE CTPYKTYPHOT'O [IOAPA3eNICHH;

HanMeHOBaHHe CTPYKTYpHOrO noapasiesieHus 3alucChIBAeTCH B COOTBETCTBHH C
YTBEPXKACHHOH CTPYKTYPOId.

[1pu n3MeHeHHH HaUMEHOBAaHHA CTPYKTYPHOTO MOoJpa3iesieHNs B TeYeHHe MepHo/a,
OXBATHIBAEMOr0 JOKYMEHTaMH Hejla, WIH MpH Tepeaade Aena B ApYroil By3 (apyroe
CTPYKTYpPHOE mnoapasfeleHHe) Ha oOnoKKe Jena YKa3blBaeTCs HOBOE HaHWMeHOBaHHE
CTPYKTYPHOTO NOApPa3eCHNA, @ NpeXHee 3aKIII0YaeTCA B CKOOKH.

HanMeHOBaHHS CTPYKTYPHOTO MOApa3AeNeHHI MOXET NPOCTABIATECA Ha 00I0KKe
LLITAMIIOM,

B) HOMED (WHJEKC) AcTa;

HoMmep nmena — uugposoe ob6o3HaudeHHe (MHAEKC) neNla MO HOMEHKJIATYpe HAe
(PuHYyHUBEpCHUTETA.
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HoMmep nenna MoXeT NpocTaBAATHCS Ha 0OJIOKKE IITAMIIOM.

B Tex cnydasx, KOoTHa JIeNO COCTOMT M3 HECKOJNBKUX TOMOB (4acTeif) Ha obnoxke
MIEPBOTO TOMA YKa3BIBAETCH KOJUYECTBO TOMOB 3TOIO Jiefa, a Ha ITOCIEAYIOINX TOMaxX —
HOMED OYEPEAHOrO TOMA, Ha MOCTHEeJHEM TOME IOCile ero HoMepa JoOaBJseTcs COBO
«[Tocnegunii».

I') 3aroJIOBOK J1efa;

3aro;IOBOK Aejla MePEeHOCHTCS U3 HOMEHKIATYphl Jen OUHYHUBEPCUTETA.

3aronoBoK Jeia AOMKEH OBITH KpaTKUM M B TOXKE BpeMs IMOJHO pacKphIBaTh
CoJlep)KaHUe MOJIINTHIX B HEM AOKyMeHTOB. EciH HanMeHoBaHHWe 1ena He pacKpBiBaeT
comepKaHHe NOIIIMTBIX B HEM JOKYMEHTOB, COCTaB/IAETCA HOBOE HaWMEHOBAaHHE,
OTpaXkaiolllee Comep)KaHWe IOJIUUTHIX B Jele JIOKYMEeHToB, H o0O0JokKa Jena
nepeodopmMisierca. Ecnd gemy Helnp3s Aarh OJHO ofliee KpaTkoe HaMMEHOBaHHE, TO
3arojJIOBOK COCTABIAETCA MyTeM OOOOIIEHHS CXOAHBIX JOKYMEHTOB HIIH NepeqUCICHH
Hanboee BaXKHBIX.

B Tex cinyyasx, Korga AelO COCTOHT W3 HECKOJBKMX TOMOB (dacTeil) Ha 0ONOXKKe
KaKAOTO TOMa {(4¥acTH) BBIHOCUTCS OOILIMK 3arojIoBOK Aena M 3arojlOBOK KaXKAOro ToMa
(4acTh).

M) Jata Aena (ToMa, 9acTH);

VYkaspiBaeTcs roj(sl) 3aBe/ICHUA U OKOHYAHHA [JeNa B ACIONPOU3BOACTBE.

Jatoii gen, cofepxalyx PacmopsaAHTENbHYIO AOKYMEHTALMIO, & TaloKe L Jell,
COCTOSAIIMX U3 HECKOJIbKMX TOMOB (4YacTeli), ABILIIOTCA KpalHHe OaThl JOKYMEHTOB J¢ila,
T.e. JaThl (4HCIIO, MeCsL, rof) PEerHCTpaLMM (COCTABIEHHA) CaMOTO PaHHETO M CAMOro
MO3AHEr0 JOKYMEHTOB, BKIIOYEHHBIX B Jjeno. Jlatoli npuiokeHus K Jeny,
C)OPMUPOBAaHHOMY B OTHACNBHBI TOM, ABIACTCA JaTa PEruCTPalHH OCHOBHOTO
JOKYMEHTA, NMPUIOKEHHe K KOTOPOMY NOMEIEeHO B 3TOT ToM. IIpu 3TOM 4mncio u roj
obo3HavarTCA apabCKUMH HU(PpaMH, HAa3BaHWE MECALA MHIUETCS MOMHOCTHIO CIOBAMU.
Ecny B neno BKIOYEHBI JOKYMEHTHI (NPHJIOKEHUSA H T.H.), AaThl KOTOPBIX BBIXOOAT 32
KpaliHHe AaTel Aelna, TO HOI AATaMy Jiefla ¢ HOBOM CTpOKH AenaeTcs o0 3Tom 3anuck: «B
Jene UMEIOTCs ROKYMEHTHI 3a ... oA(bI)». JIaTel fena MOTryT He yKa3bIBAaThCs Ha 00I0MKKe
Aell, coAepiKalluX, HanpuUMep, roJoBble MUIAaHBl U OTYETH], TAK KaK OHH OTPaKalTCH B
3aroJIOBKax aeJ.

Jna pen, chopMHpPOBaHHBIX U3 JOKYMEHTOB [0 HOMUHAJNIEHOMY NPH3HAKY, TO €CTh
10 BHJIaM AOKYMEHTOB (NPHKa3bl, PacMOpPsKEHWsA, akThl ¥ T.M.), JATOH Hadama gesa
ABJIAETCA [aTa MOANMHCAHUA HIHM YTBEPXKACHUA CaMOTO PAHHEro AOKYMEHTa, & JaToMH
OKOHYAHHMA — JaTa NoANHcaHus (YTBEPKASHHUA) CaMOro MO3JHETO JOKYMEHTA.

Hatoil jfena, comepalllero NPOTOKONBI 3aceJaHHH, ABIACTCA AaTa YTBEPXKACHHS
{(ecnu oHH yTBEpXKJAIOTCA) HIH COCTABJIEHHS MEPBOrO H MOCIEAHETO NMPOTOKOIA.

KpaliHuMH naTaMu NMYHOTO ZieNa SBASIOTCA JAThl MOAMHCAHHA MPUKA30B O MPHEME
H YBOJIPHEHHH JIMIIa, HA KOTOpOE OHO 3aBeleHOo. B cinywae cMmeptv nuua, Ha KOTOpoe
3aBElICHO [e/10, KOHEeUHON paTofl ABnsdercs JaTa AJOKYMEHTA, H3BEINAIOIEro O ero
KOHYHHE, HITH 3aUCh 00 3TOM paboTHHKa YTIpaBleHHs KaapoOBOTO 00eCTIeueHHS.

Hns nen, cogepalyx NMepenycky, AaToH Havaa Jena ABIAETCS JATa MOCTYIUICHUS
NepBOro BXOAAINIEro MM JAara MEepBOre HCXOAALNEro ACKYMEHTA, a JATOH OKOHYAHHA —
AaTa CaMoro MO3/HEro BXOIALIErO UM HCXOAAIIEro JOKYMEHTa HE3aBUCHMO OT MECTa
HaxXx0)KIeHHUA UX B Jele.
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JlaTa fena MoXKeT MPOCTABJATECA Ha ODJIOKKE IITAMITIOM.

€) KOJIUYECTBO JINCTOB B JICIIE;

Konu4ecTBo NHCTOB B JieNie MPOCTABIAETCS Ha 0ONOXKKe ena Ha OCHOBAaHHH JIHCTa-
3aBepUTeNA fena.

) CPOK XpaHeHHs Jiena;

Pexusutr «Cpok XpaHeHUs [Jenia» MEepeHOCHTCS Ha oOJoXKy Jdena W3
COOTBETCTBYKOILEH HOMEHKIATYpBl [el TMOcCje CBEPKH €ro cO CpPOKOM XpaHEHHH,
yKa3aHHBIM B TIepeiHE THIIOBBIX [IOKYMEHTOB (NpH BBENEHHWM B JCHCTBHE HOBBIX
nepevHell JOKYMEHTOB CO CPOKaMH XpaHEHHs CTapble 3allHCH 3a4epPKUBAIOTCH, a CBEPXY
WIA PSAOM NHINYTCA HOBble AaHHBIe). Ha Aenax NOCTOAHHOIO XpaHEHHA ITHILETCA:
«XpaHUTb MOCTOSHHOY.

3) apXMBHBIH WHDP Aena;

ApxuBHbIH WIMQpP Aena (COCTOUT U3 HOMepa $OHIa, HOMEPZ OIHCH H HOMEpa JAena
no onuch) Ha oOJOKKax JeN MOCTOSHHOIO XpaHeHHs IpOCTaBlIeTCs B apXHBe
OUHYHUBEPCUTETa YEPHHIAMH TOJBKO MOCHE BKIIOUEHUA 3THX Je]l B NOJOBbIE Pa3leibl
CBOIHBIX onucel, yrBepykaeHHbIX L[DIIK (Zo 2Toro oH npocrapisgercs kapaHJalloM).

1) Ha OONOXKax Jel IMOCTOSHHOTO XPaHEeHUS MpejyCMaTPHUBASTCA MECTO s
HAaUMEHOBAHUS TOCYIapCTBEHHOIO apXHBa, B KOTOpbl OyayT nepegaBaThes Aella, KOAOB
rocyaapcTBEHHOTo apxusa u PunyHHBepcHTeTa MO OBLIEPOCCUACKOMY KIacCHPHKATOpY
npeanpusTHii u opranuzauuii (OKTIO).

[TpaBUnpHOCTE odopMIIeHHS OOJOKKH Jea YAOCTOBEpAeTCs MOAMUCHIO JIHLA,
OTBETCTBEHHOTO 3a BeJIeHHE AEIONPON3BOACTBA.

Odopmnenne 06110xkeK O/l MOCTOAHHOIO XPaHEHHS OCYLUECTBISCTCH apXHBOM.

Odopmnenne obnoxek Aen BpeMeHHOro (cBoiile 10 neT) XpaHeHUs U MO JTHYHOMY
COCTaBY OCYIIECTBIACTCS CTPYKTYPHBIMH NOJApa3feNeHUAMH MO MeCTY (OPMUPOBAHMA
aen.

2. OdopmaesHre THTYIBHOTO JIUCTA MO YCTAHOBIEHHOH (opMe.

TuryaeHBIA NTHCT OQOpMISeTCA Ha Kaxaoe Jelo (TOM, 4YacThb) HOCTOSHHOTO,
BpeMeHHoro (cBoille 10 1eT) XpaHeHH!s U N0 JIMYHOMY COCTaBY M HMEET TE XKe PEKBU3HTHI,
410 U 00JI0XKKa Jena B TeKyIleM XpaHeHuH (TipunoxkeHue Ne 35).

Odopmnenne TATYABHBIX JUCTOB OCYIHECTBIIAETCA CTPYKTYPHBIMH
noApa3AeNAeHUAME 110 MeCTy $OpMHUpPOBaHHA He.

3. HyMepalus 1uCTOB B Jiene.

B nemax obecneyeHMs cOXpaHHOCTH M 3aKpelleHHA MOpAAKa PacHoIOXKeHHUA
JNOKYMEHTOB, BKIIOYEHHBIX B JI€/10, BCE €0 JIHCTBI, KPOME YHCTBHIX, TUTYJIBHOTO JIHCTA,
NMCTa 3aBEPUTENd M BHYTPEHHEH OIHCH, HyMepyloTca apabckumu LHdpamu, BaloBoi
HyMepalHen.

JIHCTEl HYMEpPYIOTCS NPOCTBIM KapaHJAlloOM CBePXY BHHM3 B BO3pacTarolleM
nopsaKe HOMEPOB, HAYHHAA CO BTOPOTO, T.K. [IEPBLIM ABASETCS THTYNbHBIH JIHCT.

Lludpbr mpocTaBIsIOTCA B MpaBOM BepXHEM YNy JHCTA, HE 3ajeBas TeKCTa
AOKYMeHTOB. JINCTBI BHYTpeHHelH onucH HYMEPYIOTCS OTAENBHO.

YucTele aucThl K3 Aena u3bMaloTca (0e3 MoBpexAeHWA LEeINOCTHOCTH Heia) u
YHUUTOXAKOTCA,

CnoxeHnplfi JucT Gonbitoro ¢opmara (popmara A3, A2) passopauupaercs H
HYMEpPYeTCA B MPaBOH YaCTH BepxXHero nons aucta. [Ipu 3ToM NHCT mroboro dopMara,
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MOIIIXTBIN 32 OJUH Kpai, HyMepyloTCs KaK OJIMH JIUCT. A JIUCT, CII0KEHHBIN U TTOAIIUTHINA
3a CepeuHYy, NOJIeKUT MepelluBKE U HyMepyeTcs KaK OJUH JIUCT.

JIMcT ¢ HamIyXo HakJIeeHHBIMM [OKyMeHTaMu (doTorpadusiMu, BbIpE3KaMHy,
BBIITUCKAMU M JIp.) HYMEpYeTCs KaK OJUH JIUCT. B HUXHEH 4acTH WM Ha 000poTe Takoro
JUCTa JeJlaeTcsl OMKUCh HAKJIEEHHBIX Ha HEro J0KyMeHTOB. BOo BHyTpeHHEH OIMCH U B
3aBepUTEIbHON HAJIIMCH B KOHIIE JeJla O TaKHX JICTax Jenaercs oroBopka. Hampumep:
«Ha nucre 6 HakneeHo 5 ¢ororpaduit cornacHo onucu Ha 000poTe JIUCTAN.

Kaptsl U cxeMbl, CKIIeeHHbIE U3 HECKOJIBKMX JIMCTOB, HYMEPYIOTCS KaK OJUH JIUCT.
Ha takux nucrax Ha 000poTe win CBOOOJHOM OT TEKCTa MECTE YKa3blBAE€TCs KOJINYECTBO
JIUCTOB B CKJelike. Bo BHyTpeHHEH ONKMCH W B 3aBEPUTENILHON HAAIKCU B KOHIIE Jiesa O
TaKUX JIMCTax aenaercs oropopka. Hanpumep: «JIuct 7 — kapra-ckieiika us 10 aucTos».

Ecnu K 10KyMeHTY (JIUCTY) MOJKIIEeHbI OAHUM KpaeM Jpyrue J0KYMEHThI (BCTaBKH
TEKCTa, IepeBOJbl, BBIPE3KH, CIPaBKU U Jp.), TO KaXAbIH NOKYMEHT HyMepyercs
OT/I€NIbHO, OYEPEIHBIM MOPAIKOBBIM HOMEPOM.

JIMCTBI Jen, COCTOSIIIMX M3 HECKOJbKMX TOMOB HJIM 4YacTe€il, HyMepylrTCs II0
Ka)XJ0MY TOMY MJIM 4aCTH OTAEJIbHO, Ha4MHas ¢ II€pBOro.

®ororpaduu, yeprexu, TUarpaMMbl U Ipyrue UUTFOCTPATUBHBIE U CIIELU(PHYECKHE
JIOKYMEHTBI, MpPEACTABISIOIINE CAMOCTOATENbHBIH JIMCT B Jielle, HYMEpPYIOTCS Ha
000pPOTHOM CTOPOHE B JIEBOM BEPXHEM YIIIY.

[ToamnTeie B €10 KOHBEPTHI C BIOXKEHUSMHU HYMEpPYHIOTCA: CHayajla KOHBEPT, a
3aTeM OuepeJHbIM HOMEpOM KaK[oe BIOXeHHe B KoHBepre. Haubonee ueHHbIE B
UCTOPUYECKOM M XYJO0XKECTBEHHOM OTHOIIEHHWU JOKYMEHTBI (YEpTeXH, PYKOIHUCH,
rpaduka u T.J.) He TOAIINBAOTCS, @ BKJIA/IbIBAIOTCS B KOHBEPTHI.

[lpunoxenus Kk [eny, TMOCTYNMBIIME B Iepemiere, OQOPMISAIOTCS Kak
CaMOCTOSATEJIbHBIA TOM U HyMEpYHTCs OTAEIBHO.

JIoKyMeHTBI ¢ COOCTBEHHOM HyMepalMen JTUCTOB, B TOM YHUCJIE NeYaTHble U3AaHus,
HyMEpYIOTCsS B OOILLEM MOpsiKe HUIM COXPaHSIOT COOCTBEHHYIO HyMEpalHio, €C/Id OHa
COOTBETCTBYET MOPSAKOBOMY PACIIOJIOXKEHHUIO JIUCTOB B JIEJIE.

Eciu B HymMepauuu JIMCTOB AOMYILEHO MHOIO OLIMOO0K, BCE €/I0 HyMEPYIOT 3aHOBO.
IIpu 5TOM CcTapble HOMepa 3a4epKHUBAIOTCS OJHOM HaKJIOHHOM 4epTOH, U PSIOM CTaBUTCS
HOMep j1ucTa. B KOHLe Jena cocraBiseTcs HOBas 3aBepUTeNIbHAsE HAAMKCh, IPU 3TOM
cTapas 3aBepHUTe/IbHAs HaANKCh 3a4€pKUBAETCsA, HO COXpaHseTcs B Aene. BHocsTcs Takke
UCIIPaBJIEHUS] BO BHYTPEHHIOIO OIUCH, UIIM OMMChH COCTABJISETCS 3aHOBO.

Ilpn Hanu4uK OTAENBbHBIX OIMIMOOK B HyMepallMH JUCTOB B Jefax MpH MOArOTOBKE
MX K claye B apXWB JOIyCKaeTCs IO COMIACOBAHUIO C HUM YNOTpeOJeHHe JIMTEPHBIX (C
OyKBEHHBIMHU JIOTIOJIHEHUSAMH ) HOMEPOB JIUCTOB.

4. CocraBneHue ucTa-3aBepuTels aena (npunoxenue Ne 39).

[locne 3aBepuieHHss HymMepaluUH JHCTOB COCTaBISICTCS 3aBEPUTENIbHAS HAIIKCh,
KOTOpasl pacroJiaraeTcsi B KOHIIE JIena.

3aBepuTeNbHas HAAMUCH COCTABISETCS B Jiejie HA OTIAEJIBHOM JIMCTE-3aBEpUTENIE
aena.

B 3aBepurenbHOi Haanmucu uM@pamMH U TPOMMCHIO YKa3bIBAETCS KOJIMYECTBO
JTUCTOB B JAHHOM Jejle, 0OCOOEHHOCTH OTHAEIBbHBIX JOKYMEHTOB (4epTexu, (oTtorpaduu,
PUCYHKM M T.II.) U (PU3HYIECKOrO COCTOSHHS JOKYMEHTOB ([TOMapKu, Hepa3OopYMBBIi
TEKCT, IOPBaHHbIE JIUCTHI U Ap. ).
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3aBepuTelibHAass HAJMUCh TIOAIMCHIBAGTCS €€ COCTaBUTENeM C YyKa3aHHWeM
paciiv@pOBKU NOJIMUCH, JOKHOCTH U 1aThl COCTaBJIEHUS.

3anpeniaeTcss BBIHOCHTH JMCT-3aBEpUTENIb Ha OOJOXKKY JAena WIM YUCThIA 000poT
JIACTA MOCJIEJHErO JOKYMEHTA.

Ecnu neno mnoamuro wiM neperuieteHo Oe3 OnaHka JucCTa-3aBEpUTENs, OH
HaKJIeMBAETCs Ha BEPXHIOK YacTh JIUCTA HAa BHYTPEHHEH CTOPOHE 00JI0KKH JIeJIa.

Bce nocnenyroiye n3aMeHeHHs B COCTaBE U COCTOSTHUM Jieia (TOBPEeXIECHH, 3aMeHa
NOJ/UIMHHBIX  JOKYMEHTOB) OTME4YaeTcss B JIMCTe-3aBEPUTENIE CO CCBUIKOM Ha
COOTBETCTBYIOIIMH aKT.

KonuuecTBo JNUCTOB B Jiejie MPOCTaBIseTCs] Ha OOJIOKKE Jiejla B COOTBETCTBHHM C
3aBEPUTEJIbHON HAAMKCHIO.

5. CocraBneHue B HEOOXOAMMBIX Ciy4dasX BHYTPEHHEW ONMCH JOKYMEHTOB Jejia
(mpunoxenue Ne 40).

Jlns ydeta JOKyMEHTOB OIpefe/IeHHBIX KaTeropui TMOCTOSHHOIO U BPEMEHHOIO
cpokoB (cBbimie 10 JeT) XpaHeHHs, Y4eT KOTOPBIX BbI3bIBA€TCS CIELU(UKON TaHHOMH
JOKyMeHTauuu (0co0o IleHHble, JUYHBIE fAena, Jela C JAOKyMEHTaMH OrpaHH4YeHHOIo
OOCTYyIa U T.J.), COCTABIIAETCS BHYTPEHHSS OMUCh JOKYMEHTOB Jena.

BHyTpeHHsisI onuch IOKYMEHTOB Jella COCTaBisieTcs TakKe Ha OObeMHbIE lefa
IIOCTOSIHHOTO ¥ BpeMeHHoro (ceime 10 jeT) XpaHeHus, eca OHM C(QOPMHPOBAHBI IO
Pa3HOBHUIHOCTSIM [IOKYMEHTOB, 3aroJIOBKH KOTOPBIX HE PpAacKpbIBAIOT KOHKPETHOE
coJiep)KaHue IOKYMEHTOB. BO BHYTpPEHHIOIO ONHUCH NOMHUMO JOKYMEHTOB, MOALIMTHIX B
N1eJ10, AOJKHBI OBITh BHECEHBI U BCE ITPUIIOKEHUS, OTHOCALIMECS K HEMY.

JIucTel BHYyTpeHHE! ONMUCH MOJALIMBAIOTCSA B Havaje Jena. Eciu neno nepeniaeTeHo
wii noawurto Oe3 OnaHka BHYTPEHHEH ONKMCH HOKYMEHTOB, TO COCTaBJI€HHas II0
YCTaHOBJIEHHOU (popMe Omuch MOJAKIEUBAETCS 3a BEPXHHH Kpal K BHYTPEHHEH CTOpPOHE
JIMIIEBOH 00JI0KKHU Jena.

BHyTpeHHsIsl ONTUCH COCTABIISIETCS HAa OT/IEIBHOM JIUCTE TI0 YCTAaHOBJIEHHOM (hopme,
KOTOpasi COIEPXHUT CBEACHUS O MOPAIKOBBIX HOMEpAx JOKYMEHTOB Jejla, UX UHIEKCax,
naTax, 3arojloBKax ¥ HOMepax JHUCTOB Jeja, Ha KOTOPBIX PACIONIOKEH KaXK/bli J1OKyMEHT.
K BHyTpeHHel ONMUCH COCTaBIISIETCS UTOrOBas 3alUCh, B KOTOPOH YKa3bIBaeTcs LU(PpaMH
M MpOINUCHI0 KOJHYECTBO BKIIOYEHHBIX B Hee JOKYMEHTOB, NMpPHUJIOKEHUH K Jelny H
KOJINYECTBO JIMCTOB BHYTPEHHEH OMUCH.

Ilpy uM3MeHeHUH cocTaBa JAOKYMEHTOB Jefa (U3bATHH, BKIIOYEHUU NOKYMEHTOB,
3aMEHE UX KOMHSMHU M JIp.) 3TU U3MEHEHHs OTPaXKalOTCs BO BHYTPEHHEW OMUCH B rpagde
«[IpumeuaHusi» cO CCbUIKAMH Ha COOTBETCTBYIOLIME aKThl U IpPU HEOOXOAUMOCTH
COCTAaBIISIETCS] HOBAasi HUTOroOBas 3aIlyCh.

BHyTpeHHss onuCh JOKYMEHTOB Jiejia MOJAMUCHIBAETCS COCTaBUTENIEM C YKa3aHUEM
paciIM(PPOBKU NOJIUCH, JODKHOCTH U J1aThl COCTABJICHHS OIKUCH U MPH HEOOX0IUMOCTH
CKpEIUISIETCS Ne4aTho.

6. [lommuMBKa WM MepervieT aena.

JlokymeHTBI B enax MOCTOSSHHOIO, JOJITOBpeMeHHOro (cBbiule 10 neT) XpaHeHus U
[0 JIMYHOMY COCTaBy, COCTaBJISIFOLLME [€JI0, IOJALIMBAIOTCA Ha 4YEeThIpe MPOKOoJIa
NPOYHBIMM HUTKaMU B TBEpPAYIO OOJOXKKY M3 KapTOHA WM MEpeIieTaloTcs C y4eTOM
BO3MOJXHOIO CBOOOJHOIO YTEHHUS TEKCTa BCEX IOKYMEHTOB, JaT, BU3 U PE30JIOLUN Ha
HUX. TekcT He NOoMKeH MOAXOAUTh K JIMHUU MOJALIMBKY (TieperuieTa) OJinke 2 CM, a JTUCTBI
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He JO/KHBI BBICTYNATh 3a Kpasd oO0moxku. B cnydaqx, korga TekcT Ha JOKYMEHTe
pacrnonoxeH OIH3KO K Kpalo JUCTa, K TAKOMY JIHCTY MOJKIeNBaeTCs 11ojocka Oymary, 3a
KOTOPYK JOKYMEHT ITOALIHBaeTCA (TTepernseTaeTcs) B AENO.

YKa3aHUA N0 MCMNOMHEHHIO JOKYMEHTa PYKOBOIACTBA, BH3bI, COCTaBICHHBIE Ha
OTHENBHEIX JINCTAX, Pa3MEILArTCs Nepel JOKYMEHTOM, K KOTOPOMY OHHM OTHOCATCH, H B
TaKOM MOPSAJAKE NOIIIHBAITCS B JIE]0.

[MpH moAroToBKe e K MNOANIMBKE B OONOXKKY (Tepelliery) MeTallIMYECKHE
CKpeIlIeHHUs (CKPENKH) U3 JOKYMEHTOB YIAJSIOTCA.

B menax IOCTOAHHOTO XpaHEHUA MNOINIEKAT W3IBATHIO AYONeTHbIe 3K3eMILISAPEI
JOKYMEHTOB, YE€PHOBHKH, HeA0OMOpMIICHHBIE KOIIMH JOKYMEHTOB U HE OTHOCALIHMECT K
BOTIPOCY OKYMEHTHI C BpeMEHHBIMH CPOKaMHU XpaHEeHHUS.

Hlena MOCTOSHHOTO XpaHEHHUHA, COCTOALIME W3 JAOKYMEHTOB 0C000H HayyHo-
HCTOPUYECKOH, XYJOXECTBEHHOW M HMHON LIEHHOCTH HIH He(OpMaTHBIX AOKYMEHTOB
(xapTel, CXeMBl, NIaHbl, YepTekd, (OTOCHUMKH U ApYrue JOKYMEHTHl OOJIBLIOro
dopmara), B 1IeITX UX COXPAaHHOCTH U YAOOCTBa NONMb30OBAHUA HE IIOIIHBAIOTCA B eNa, a
XPaHATCA CIOKEHHBIMH B 3aKPHITBIX TBEPABIX ManKax ¢ TpeMs KJIanaHaMH H ¢ 3aBi3KaMi
WIH B KapTOHHBIX $yTaspax (KopoOkax) B KauecTBe NMpHUIOKeHUH k Jemam. Ha xaxayio
nanky (kopo6Ky) cocTaBnAeTCS BHYTPEHHAA ONMCh HAXOAALINXCS B HEH JOKYMEHTOB.

Ecniu B jpeno B xoie ero GopmMupoBaHHus ObUIM TOAIIUTHL JTOKYMEHTH ¢
PasIMYHBIMA CPOKaMH XpaHEHHs, TO HeJ0 paclliiBaercs, U (OpMHPYIOTCS HOBBIE JEna,
UCXO0AA M3 CPOKOB XpaHeHHUs AOKyMeHTOB. IIpH 3TOM XOKYMEHTHI C HCTEKLIMMHU CPOKaMH
XpaHeHUs YHHYTOXAKTCH 110 aKTaM B YCTaHOBJIEHHOM ITOPSATIKE.

[Tommueka B 0ONOXKY (TeperuieT) [esl NOCTOSHHOIO XpaHEHHS OCYILECTBIAETCS
LUEeHTPATM30BAHHO apXUBOoM DUHYHHBEPCHUTETA.

IToammuBka B 06510XKKy (nepernier) eyt BpeMeHHoro (cBeilie 10 neT) xpaHeHHs U 110
NMYHOMY COCTaBY OCYIUECTBJIAETCS CTPYKTYPHBIMH TOApa3sHeNeHUAMH [0 MeCTy
dhopMHpOBaHHA Je.

7. BHecenue HeoOXOMUMBIX YTOUHEHUH B peKBU3UTHI OOMOXKKH JIea.

Ilo OKOHYaHWHM roza B HAaANMHCH Ha OOJIOXKKAX JeN MOCTOSHHOIO M BPEMEHHOTO
(cBpie 10 neT) XpaHeHHs BHOCATCA YTOUHEHHA: MPH HECOOTBETCTBMHM 3arojioBka el Ha
00No’KKe coAepKaHUI0 MOALHUTHIX JOKYMEHTOB B 3ar0JIOBOK JeJla BHOCATCS H3MEHEHUA U
IOTIONHEHHUS.

8.6.5. lena BpemeHHoro (1o 10 JieT BKIIOYHTENBHO) XpaHEHHA JOIYCKAaeTCs
XPAHUTb B CKOPOCLIMBATENAX, MATKHUX OONOXKKAaX, HE NPOBOANTH MEPESCUCTEMATU3ALHIO
OOKYMEHTOB B €€, JIUCTHI AeJa He HYMEPOBAaTh, 3aBEPHTENBHBIC HAJNMKUCH HE COCTABIATS.
PekBU3UTEl OONOKKH Zena 3alNOHAIOTCA MO YNPOIUEHHOH cxeme (0e3 npocrasieHus
apxXWBHOTO IIH(pa, KOJIHYECTBA JIMCTOB B ACJE).

8.7. [epenaua IOKyMEHTOB Ha apXUBHOE XPaHEHHE

8.7.1. B apxuB nepefarpTcs Aena ¢ HCMONHEHHBIMH AOKYMEHTAMH IOCTOSHHOTO,
BpeMeHHOoro (cBblle 10 eT) XxpaHeHUS ¥ 110 THYHOMY COCTaBY.

8.7.2. Tlepenaya NOKYMEHTOB B apXHMB INPOH3BOAMTCA TOJIBKO MO YTBEPKICHHBEIM
OMNUCAM g,

8.7.3. lena ¢ MCIIONHEHHBIMU JOKYMEHTAMH MOCTOAHHOTO U BPEMEHHOTO (CBBIILE
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10 neT) XpaneHus NepenaloTCs B apXyB HE paHee, YeM 4epe3 ol | He MO3JHEe UeM Uuepes
TPH rofa rocjie UX 3aBepLIeHHA B AENTONPOU3BOICTBE.

8.7.4. llena BpeMeHHoro (o 10 neT BKIIOYHTEIBHO) XPAaHEHUS MEpeave B apXuB
He mo/iexar. OHH XpaHATCA B CTPYKTYPHBIX MOAPAa3AeNeHHAX U MO MCTCUEHHH CPOKOB
XPaHEHUs NMOANeXaT YHUYTOKCHHIO B YCTAHOBJIEHHOM NOpsIKe.

8.7.5. Ilepenava Jien Ha apxXMBHOE XpaHEHHE B ApXUB OCYILECTBILETCA 10 rpaduKy,
COCTAaBJICHHOMY apXHBOM, COTJIaCOBAHHOMY C  PYKOBOJAMTENAMH  CTPYKTYPHBIX
nogpasziejeHuil 1 yTBEpAKACHHOMY HadalbHUKOM Y JIUHA.

8.7.6. B mepHoJ NOJATOTOBKH JAeJ CTPYKTYPHBIM IIO/Ipa3zfe/ieHHeM K nepejnaye Ha
apXUBHOE XpaHeHHe PabOTHHKOM apXuBa NpPEABAPUTENIEHO NPOBEPAETCA NPABUIBHOCTE
ux HopMUpoBaHHS, OPOPMIEHHS U COOTBETCTBUE KOMHYECTBA JeJl, BKIIOUECHHBIX B OIHUCH,
KOJIHYECTBY JeJl, 3aBeIcHHBIX B COOTBETCTBUU C HOMEHKJATypoil Aen OUHYHUBEPCHTETA.
Bce BbIAB/IeHHBIE MPU TPOBEPKE HEAOCTATKH B (GOpMHpOBaHMH ¥ OQOpPMIECHHH [en
pabOTHUKHU CTPYKTYpPHOTO NOZpa3/ielcHUs 00s3aHbl yCTPaHUTh.

8.7.7. IlpuéM kaxkaoro zena MpPOU3BORUTCA PAabOTHHKOM apXHBa B IIPHCYTCTBHH
paboTHUKA CTpPYKTYpHOTO mojapasaeneHud. [Ipu 3ToM Ha o0oMX 3K3eMIULApax OINHCH
NPOTHB KaXI0ro Aena, BKIIIOUEHHOTO B Hee, JeJIaeTcs OTMETKa O Haln4uH Jena. B koHne
KaXJO0TO OSK3EeMIUIApa OIHCH YKa3blBalOTCd UUOpaMH H MPOMHUCBK) KOJIUYECTBO
(haKTHYECKH MPUHATHIX Aejl, Aara npueMa — nepedayu e, a TaKkkKe NoanucH paboTHHKa
apXuBa H pabOTHHKa, IepejaBIIero aena.

BMecTe ¢ gaenaMd B apXMB MeEpe]arOTCs PETUCTPALIMOHHBIE KapTOTEKH Ha
NOKYMEHTHI U (WJIH) MpOrpaMMHBIe cpeAcTBa H 0a3bl JaHHBIX, coJepKamine HHGOPMALIHIO
O PErucTpalMM M MCIOJHEHHH TMepelJaBacMBIX JOKYMEHTOB. 3arolloBOK KaKIOH
KapTOTEKH HIIX 0a3bl JaHHBIX BKIKOYAETCH B OIIHCh.

8.7.8.llena M onucH Ha chaBaeMble JOKYMEHTBl HNOCTABIAIOTCS B apXHB
pabOTHMKAMH CTPYKTYpHBIX mnoppasgeneHuii @PuHyHuBepcurera. Jlema B apxuB
nepesarTea (IOCTABNSIKOTCSA) YBA3aHHBIMH B CBA3KH. (OTBETCTBEHHOCTH 3@ COXPAaHHOCTD
NOKYMEHTOB TIPH TPaHCMIOPTUPOBKE W CAady HX B apXHB HeCeT CTPYKTYpHOe
noApa3eNeHue, nepeaawllee JOKYMEHTHI.

8.7.9. B ciyyae NMKBHAALUMH WM PEOPraHU3alUH CTPYKTYPHOrO MOApasiesicHHs
DuHyHuBepcuTeTa, pabOTHHK, OTBETCTBEHHBIH 33 [EJNIONPOM3BOJACTBO B  JaHHOM
CTPYKTYPHOM TOJApa3feieHHud, B NEepHOJ NPOBSACHUA JHMKBHAALMOHHBIX MEPONPHITHH
(opMHpYET BCce HMEIOIIHECS JOKYMEHTE B iefia, oQopMIISeT Jiefla M NIepelaeT UX B apXUB,
HE3aBHCHMO OT CPOKOB xpaHeHus. [lepenada nen ocymectsnsercs no ONUcAM el H
HOMEHKJIAType Ael.

8.8. YHHUTOXKEHHE NOKYMEHTOB U JeN ¢ UCTEKIIMMH CPOKAMU XpaHeHHs

8.8.1. [lena BpemeHHoOro (oo 10 neT BKIIOYHMTENBHO) CPOKA XpAaHEHHs IMOCHE HX
3aBEPIUEHUS B JE/IONPOU3BOICTBE XPAHATCA B CTPYKTYPHOM NoApa3JeNieHHH N0 MECTy HX
dopMHpPOBaHHS B COOTBETCTBUH C yKa3aHHBIM B HOMEHKIATYPE A€ CPOKOM XPaHCHMUS, HO
He MeHee OJHOI0 rojia, a 3aTeM YHHYTOXAIOTCA MO aKTaM.

8.8.2. Otbop IHOKYMEHTOB 3a COOTBETCTBYIOLIMH MEPHOX K YHUUTOKCHHIO U
COCTaBJICHHE AKTa O BBIAETICHUH UX K YHHYTOXEHHIO NMPOH3BOOUTCA IOCNE COCTABICHHUA
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CBOJHBIX ONHUCEH IeN MOCTOAHHOrO XpaHEHHS 3a 3TOT XK€ IEePHoi. YKa3aHHBIE ONHCH H
aKkTh! paccMaTpuBatroTc Ha 3aceganud  JK  @DuHyHHUBEpcHTETa OAHOBPEMEHHO.
CornacopanHbie JK OUHYHUBEpCHTETa aKTHl YTBEPXKAAKOTCS PEKTOPOM TONBKO IIOCIE
yrBepokaenus LIDITK IMaBapxuBa MockBel onncelt nen noctosHHoro xpaHenus. [locne
sroro GUHYHUBEPCUTET UMEET NIPABO YHUUTOKHUTH JeNa, BKIIOYEHHBIE B JAHHbBIC aKThl B
COOTBETCTBUH C YCTAHOBJIEHHBIM [TOPAIKOM.

8.8.3. AKT 0 BBI€/IEHHH AOKYMEHTOB K YHHUTOXKEHHUIO COCTABIAETCA, KAk MPaBHIIO,
Ha Jdena Bcero PuHyHuBepcutera (mpuiaoxenne Nedl), Ecniu B akTe ykasaHel Aena
HECKOJIBKUX CTPYKTYPHBIX TNOApaslejieHdi, TO Ha3BaHHE KaXIOro CTPYKTYPHOIO
noApa3aeseHus yKa3blBaeTcsa MNEepen TPYINOH 3arofloBKOB Ael 3TOTC MOAPAa3leNeHus.
3arojoBKU OAHOPOAHBIX ACNM BHOCATCS B akT MoA OOI[HM 3arojloBKOM C YyKa3aHHEM
o0LLIEero KOMUYEeCTBa A€, OTHECEHHBIX K JaHHON Ipymie.

Ha goxymentsl, umeromue cpok xpaHeHHs ¢ otMmerkoil JIIK, cocraBmsercs
OTACNbHBIA aKT O BBLOCNEHHH AOKYMEHTOB K YHHUYTOXEHHIO, KOTOPBIA YTBEpKHaeTcA
pekTopoM Tonbko nocie cornacopadus ¢ LIDITK I'naBapxuBa MockBEL. AKT O BBLAEICHHH
OOKYMEHTOB, HMEIOIUMX CpoX XpaHeHHMss ¢ ortMetkod OIIK, Kk YHHUYTOXEHHIO
npeaocrapiaaercs Ha paccMotpenne L{DIIK I'naBapxuBa MoCKBBEI B JBYX 3K3e€MILTApax
BMECTE C ONUCSAMMU /1] IOCTOSHHOIO XpaHEHNs U I10 JIHYHOMY COCTaBY.

Ha 10KYyMeHTEI €O CpOKaMU XpaHeHHUs S5 JIeT U MeHee JONYCKAaeTCd COCTABIAThH aKT
O BbIICICHUH JOKYMEHTOB K YHMYTOXKEHHI) [0 OTIAENBHOMY CTPYKTYPHOMY
noapasaenaeHulo (npuioxerue Ne 42). B 3ToM ciyqae akT O BBIOENISHHU JOKYMEHTOB K
YHUYTOXKEHUIO paccMaTpuBaeTcs Ha 3acemandd 2K W nocne cornacosanua K
YTBEPHKAACTCI PYKOBOAUTEIEM CTPYKTYPHOTO MOApa3Ae/IeHHS.

Jena BKIOYAIOTCA B aKT, €CIM YCTAHOBJIEHHBIH U1 HUX CPOK XpaHeHHS HCTEK K
01 suBaps roza, B KOTOopoM cocTaslneH akT. HanpuMep, 3akonuenHsie B 2008 rogy zgena ¢
3-NeTHHM CPOKOM XpaHeHHMA MOryT OBITb BKJIIOUEHBl B aKT, COCTABJICHHBIH He paHee
01 auBaps 2012 roxna.

8.8.4. Ilocne yTBepXxaeHUS aKTOB O BBIACICHHH JOKYMEHTOB K YHHUTOXKEHHIO AeNa
nepeaarTca Ha nepepadoTKy (YTHAN3ALHKIO) HO NMPHEMO-CAATOYHOH HAKIaAHOM.

8.8.5. Ilocne yHMUTOXKEHWA A€l B HOMEHKIAType JdeNl JedaeTcs OTMETKa
«YHUYTOXKEHO. CM. aKT OT ... Ne ...» ¢ yKa3aHHEeM JOIKHOCTH, PaMUIUH, TOAMUCH JINLA,
OTBETCTBEHHOIO 3a lepeady Aell Ha YHHYTOXKEHHE, H ATl

9. UI3rOTOBJIEHUE, YYET,
HNCTIOJIb3OBAHUE, XPAHEHWE 1 YHUYTOXEHUE
[TEYATEY, LITAMIIOB U BJIAHKOB TOKYMEHTOB

9.1. Buanl nevateii, LiTaMnoB ¥ 6J1aHKOB JOKYMEHTOB

9.1.1. Ileuatero DHUHAHCOBOrO YHHUBEPCHTETA B COOTBETCTBUU C ero YCTaBOM
ABJIAETCA Ne4YaTh ¢ H3oOpaxeHHeM [ocymapctBeHHoro repba Poccuiickoii ®enepannu
(nanee — repOoBas mevyats).

9.1.2. Ilo paspemrenyio pextopa ¢uauansl PHHYHHBEpCHTETA Kak 0G0CO0/ICHHBIE
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CTPYKTYpHBIE MNOApa3feNeHns, HaleNéHHble TOMTHOMOYMAMHM B COOTBETCTBHH ¢
HOBEPEHHOCTIMH PEKTOpa, MOTYT HMeTh repOoBBIe NedaTH (QUIMANOB, Ha KOTOPBIX
BOCIIPOH3BOLATCA HX HAMMEHOBAHHA B COOTBETCTBUH ¢ Y cTaBoM PUHYHHBEPCUTETA.

Ilo paspeuieHuio pekTopa CTPYKTYpHBIE IIOApa3/iefieHHs MOTYT HUMETh IPOCTBIE
NevaTd, Ha KOTOPBIX BOCIPOM3BOJATCS HAUMEHOBAHUA CTPYKTYPHBIX MOAPA3fe/IeHU:
YITIPABJIEHUE  [OEJOIMPOU3SBOACTBA W APXHBA,  VIIPABJIEHME
KAJIPOBOI"O OBECIIEYEHNMS, BIOPO ITPOITYCKOB u ap., a Taxke AJIf OTACIBHBIX
KaTeropui H1oKyMeHToB: « s cripaBok», «Ans Tenerpammy», « g naxeros» u T.1I.

9.1.3. Hanmuupe repGoBoil mnevaTH 3aKpelviieTcs B TOJMOXKEHHH O (uIHane
dunyHuBepcuTeTa. Hannume npocTOM [MeYaTH 3aKpeIUIAETCA B [ONOXKEHHH O
CTPYKTYPHOM MOJpa3AcneHHH.

9.1.4. Tlo paspelIeHHIO peKTOpa WM JOJDKHOCTHOTO JIMLIA U3 cocTaBa Pexropara,
KOOPAWHHUPYIOILETO IeATENBHOCTh CTPYKTYPHBIX NOApa3zJeleHUil, COOTBETCTBYIOLIHE
CTPYKTYPHBIE TIOApa3AeNeHHS MOTYT HMETh Pa3id4Hble BUBI IITAMITOB.

Ha wtamMnax BOCMpOW3BOAATCSA HauOonee 4acTo ynotpednsemble B O(OPMICHUH
3a[IHCH, OHH (OPMANbHO 3aMEHAIOT PYKOMHUCHYIO 3alMCh WIH OTHENbHBIE PEKBU3UTHI B
JNOKYMeHTaX, HanpuMep: «OuHas ¢opma oOyueHHsn», «[lepeBeeH Ha cleayOlHi Kypey,
«Bepno», «CpoyHo», «Konusa» u ap.

9.1.5. [lo paspemieHHI0 PEKTOPa MOXKET H3rOTABINBATHCA LITAMN-(aKCUMMIE C
BOCIPOH3BENEHHEM NOANKCH AOKHOCTHOTO JINLA.

9.1.6. BnankaMH OpraHH3alHOHHO-PACNOPAANTENEHBIX JOKYMEHTOB PHHAHCOBOTO
YHUBEPCHUTETA ABIAIOTCA OJAHKH JIOKYMEHTOB, HMEIOLIHME B KadeCTBE pPEKBH3HMTA
Tocymapcteennsiii repd Poccmiickoit ®epepammu  (manee — repOoBble  GnaHKH
JOKYMEHTOB).

9.2. Ucnonp3oBaHKe Mevyatei, IITaMIOB H 0JIaHKOB I0KYMEHTOB

9.2.1.'epboBas meyaTs NpOCTABIAETCA Ha AOKyMeHTaxX (MpHiaoxeHue Ne43),
MOAMHCAHHBIX PEKTOPOM WIH JOKHOCTHBIMH JHMIAMM M3 cocTaBa Pektopara,
HMEIOLIHMH NPaBoO MOANHCAHUSA JOKYMEHTOB 110 JOBEPEHHOCTH.

92.2. TlpocTele mNeyaTH ¢ HaUMEHOBAaHWAMM CTPYKTYPHBIX MNOAPA3ACICHUMH
MPOCTAB/AIOTC Ha AOKYMEHTaX, TNOAMHCAHHBIX PYKOBOIUTENAMH COOTBETCTBYIOLUUX
CTPYKTYPHBIX MoApa3AeNeHHH HIH UX 3aMecTUTeNAMH. OHH MPOCTABJAIOTCS HA CIIpaBKaX,
H2KJIaJHBIX, KOHAX OQHIUANBHBIX JOKYMEHTOB H 1p.

9.2.3.Ilpoctas nevyath ¢ HaHMEHOBaHHUEM «YTMpaBleHHE JENOMPOHU3BOACTBA H
apXHMB&» IPOCTABIAETCA Ha AOKYMEHTax (CIpaBKaX, 3aABKaX, NHCbMAax, HaKIaJHBIX,
KONUAX O(HIMANBHEIX MOKYMEHTOB H [p.), MNOANHCAHHBIX PYKOBOIOMTENAMH HIH
3aMECTHTENIIMM  PYKOBOAWTENeH, TeX CTPYKTYPHBIX MNOApa3feNeHHi, y KOTOpbhIX
MONOXKEHHAMH O CTPYKTYPHBIX NMOJApa3JieNieHHAX He MPeAyCMOTPEHO HallMyhe MpocToit
neyarH.

[lpocTele mMmeyaTH ¢ HAMMEHOBAHMSMH OTHENBHBIX KaTeTopHil JOKyMEHTOB,
MPOCTABILIIOTCA HCKIIOUHTENBHO HA JOKYMEHTAX, YKa3aHHBIX KaTeropHi, MOAMHCAHHBIX
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PYKOBOIUTENAMH WM 3aMECTUTENSAMH PYKOBORUTENEH CTPYKTYPHBIX MOApasfeicHHH, Y
KOTOPBIX NOJIOKEHHAMH O CTPYKTYPHBIX NTOJPa3AesIeHUAX NPeayCMOTPEHO HATHYHE TaKHX
nevateil. Hanpumep, mnevyats «Jnsa chnpaBok» NpoOCTaBIAeTCd HCKIHOYHTEIBHO Ha
cIpaBKax, TIOANWCAHHBIX JeKaHaMU (IvipexTopamu) aKynbTeToB (KOJIEIKeH,
HHCTHUTYTOB U T.I1.) U UX 3aMeCTUTE/IAMHU.

9.2.4, lllTaMnel mpocTaBIAIOTCA HA NOKYMEHTaX B MOBTOPAIOILUXCA OMHOTHITHBIX
CUTYalHsX.

9.2.5. Illtamn-pakcuMmuiie ¢ BOCHPOU3BEACHUEM MOANHCH PEKTOpa HCMONb3YeTC
AN 33BEPEHHS MO3APABHTENBHBIX H MHBIX MHUCEM H JOKYMEHTOB, He TpeOyromux
IOpUIUUECKON HACHTHDUKALIUH.

9.2.6. TleyaTn, mTaMnsl U repOoOBBIe OIAHKH JOKYMEHTOB JOJDKHBI HCTIOIB30BaThCA
CTPOTO MO HA3HAYEHHUIO.

9.2.7. [lepenaya mevareii MW wWITaMIOB H TrepOOBBIX ONaHKOB JOKYMEHTOB
NOCTOPOHHHUM JINLAM U BBIHOC HX M3 MOMELICHHH, 3aHHMAaeMbIX PHHYHHBEPCHTETOM, HE
JOIIyCKaeTcs.

9.2.8. B cny4ae yTpaThl Ne4aTH, WITaMIa U HEIIPABOMEPHOI'O MX HCITOJIIL30BaHHA
pabOTHUKH HEMEHJIEHHO JOKIAABIBAIOT 00 3TOM PYKOBOAMTENIO CTPYKTYPHOTO
nofpasjeneHus. PyKoBOAMTENb CTPYKTYPHOT'O NOAPA3felieHUs IPOBOAUT Clyx)eOHoe
pacciiefoBaHUe, O pe3yJbTaTax KOTOPOro AOKNaAblBaloT HavanbHUKY Y/JIMA. Havaneuuk
YIHA mepedaeT MaTepHanbl pacciie/IOBaHUA PYKOBOAHTENIO CEKpeTapHara A1d JOKIaxa
PEKTOPY.

9.2.9. HenpaBoMepHOe HCIOJIB30BAaHHUE IMedaTeH, ITAMIOB U repOoBBIX OlaHKOB
JOKYMEHTOB  BJIe4eT  HeJeHCTBMUTENBHOCTL  AOKYMEHTa W OTBETCTBEHHOCTH,
NpeIyCMOTPEHHYIO AeHCTBYIOIINM 3akoHoAaTenbscTBoM Pocemiickon degepanuy.

9.2.10. OTBEeTCTBEHHOCTD 334 3aKOHHOCTb MCHOJIB30BAaHHUS M HAJIE)KHOCTb XpaHEHHS
repGOBOIf IEHaTH BO3JIAraeTcs Ha PEKTOpa.

9.2.11. OTBETCTBEHHOCTh 32 HENOCPEACTBEHHOE XpaHEHHE M HCIIOIB30BaHHE
repOOBBIX neyaTed HECYT HOOJDKHOCTHBIE JIHLA, 3@ KOTOPHIMH OHH IE€PCOHAIBHO
3aKperUieHsl [IPUKa3aMHi peKTopa.

9.2.12. HJOMXHOCTHOE JHLIO, OTBETCTBEHHOE 3a XpAaHEHHWE W UCIOJIB30BaHHE
TamIa-pakCHMUIIE, ONPENENIeTCS YCTHBIM PaclopsikKeHHEM peKTopa.

9.2.13. OTBETCTBEHHOCTh 3a 3aKOHHOCTH KCIIOJIB30BAaHUA M HAOEKHOCTh XpPaHEHHS
MPOCTBIX MEYATeH BO3NAraeTcd Ha pPyKOBOAWTENEH COOTBETCTBYIOIIMX CTPYKTYPHBIX
noapa3acaeHuM.

9.2.14. OTBeTCTBEHHOCTh 3a HEMOCPENCTBEHHOE XPAHEHHE H  HCIMOJIB30BAHHE
NPOCTBIX TI€YAaTE€Hd H INTAMIOB B CTPYKTYPHBIX NOApa3JeNIeHHAX HECYT OTBETCTBEHHBIE
JHL@a, Ha3HAYEHHBIE MO NpeACTaBICHUAM PYKOBOJAUTENEH CTPYKTYPHBIX MOApasaeiaeHHiH
MpHKa3oM PeKTopa, a mno QuiManaM — HpPHUKa3aMH JHPEKTOpPOB  (QHIHANOB
PuHyHHBEpCHTETA.

9.2.15. OTBETCTBEHHOCTh 33 HEMOCPEACTBEHHOE XpaHEHHE W HUCIOJIB30BAHHE
repboBeIX GJIAaHKOB JOKYMEHTOB B CTPYKTYPHBIX MOApPa3zfeNeHHAX HecyT paGOTHHKH
OTBETCTBEHHBIE 32 JIENONPOH3BOACTBO.

9.2.16. Ilpn yxomde B OTIycK, OTBe3/l€ B KOMaHAHPOBKY, 0ONE3HH, TEPEMELICHHH
WIH YBOJIBHEHHH OTBETCTBEHHOE JHLIO [epeqaéT Mo YKa3aHHIO pPYKOBOIUTES
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CTPYKTYPHOTO MoJIpa3/ieieHus ApyromMy pabOTHHKY NPOCTBIE NIEYaTH M LITAMIIbI 110 aKTY,
YTBEPKAAEMOMY PYKOBOAMTENIEM CTPYKTYPHOTO MoApaseneHns (MpuioxkeHue Ne 44).
OpuH 3x3eMIUIIp aKTa nepenaéres B Y JHA.

9.3. U3rotosneHne nevarteit, IITAMIIOB U OJIAHKOB JOKYMEHTOB

9.3.1. 'epboBas MacTM4YHAd nevyaTh JokHa cooTBeTcTBoBaTE ['OCT P 51511-2001
«[Teyatu ¢ BocmpousBemenneM [ocymapcTBeHHoro repba Poccuiickolt ®enepanuH.
®opma, pasMepbl H TEXHHIECKHE TpeOOBaHHMD.

9.3.2.B 1npocTBIX mnedarsx B LEHTpe TMe4aTH YKAasbIBAlOTCS HaHMEHOBAHMS
CTPYKTYPHBIX [OApa3/icIeHUuil, M0 OKPYXHOCTH YKA3BIBA€TCA MOJHOE H COKpAalleHHOE
HanMeHOBaHHe DUHYHUBEpPCUTETA.

9.3.3.'epbopas 1neyars JOMKHA HM3TOTABIMBATBCA HA LITEMIIEILHO-IPABEPHBIX
MPEeANpUATHAX, UMEIOUMX CEePTHPHKAT O HAIHMYHU TEXHMUECKHX U TEXHOJIOTHYCCKHX
BO3MOXXHOCTEN JIUIA U3rOTOBIEHUS NPOAYKLMHA Ha JODKHOM KaueCTBEHHOM YPOBHE.

9.3.4.TepboBpie  OnaHKM  AOKYMEHTOB, JIOJDKHEI — U3rOTaBJAUBaThCd  HA
TIONUrpadHiecKUX TMpPeAlpUATHAX, HMEIOIHUX CepTHPUKAT O HAIHYHH TEXHHYECKHX H
TEXHOJNIOTHYECKUX BOSMOXKHOCTEH I H3TOTOBJCHUA MPOAYKLUHM Ha JO/DKHOM
Ka4eCTBEHHOM YPOBHE.

9.3.5.leyaTd M3rOTaBIMBAIOTCA B CTPOr0 OTPaHHYEHHOM KONHYECTBE H
HCKJIIOYHTENIBHO B CHYXKEOHBIX LeJNsSX MO PpeIUEHHIO PEKTOpa M COINAacoBaHHIO ¢
PYKOBOAUTENEM CEKpeTapHaTa.

9.3.6. B ciyqae cimyxeOHOH HeOOXOAMMOCTH MO PELUICHUIO PEeKTopa AOMycKaercs
H3TOTOBJIEHHE NOTIONHUTENBHEBIX YK3eMIUIAPOB NedaTe.

Kaxapil 3K3eMIUIAp Me4YaTH ¢ OJMHAKOBHIM HAWMEHOBAHHMEM MO/KEH WMETh
HETOBTOPSIIOLIMICS MOPSIAKOBEIA HOMED.

9.3.7. U3rotoBneHne nOyOnukaTa neyaTH OCYLIECTBIAECTCA TOJIBKO B ciydae eé
yTpaTbl WM H3HOCA TO PELISHHUK pPEKTOpa M COMVIACOBaHHMIO C PYKOBOAUTENEM
ceKperapHara.

9.3.8. llltamMn-dakcuMune C BOCTIPOU3BEIEHUEM NOJITUCH pekTopa
W3roTaBINBaETCA MO €ro NOpYUYSHHIO.

9.3.9. Opranu3aliss H KOHTPOJb HW3TOTOBIEHHA, XpaHEeHHs, y4éTa M BBIIAYH
nevaTei, WITaMNOB ¥ repOOBEIX ONaHKOB JOKYMEHTOB B (PUHYHUBEpPCHTETE BO3Jaraercs
Ha Y uA.

9.3.10. 3as18KH Ha U3rOTOBJICHHUE NeYaTel U IITAMIIOB H MX 3CKU3B! 0QOPMILIIOTCS B
CTPYKTYPHBIX MNOApa3feNIeHUAX, nepejarorca B YJIMA W fanee Ha corjacoBaHUE ¢
PYKOBOJHUTENEM CEKpeTapHaTa U pellicHHEe PEeKTopa.

9.3.11. 3asBkM Ha H3roTOBJICHHE ONaHKOB JOKyMeHToB (DHHyHHBepcUTeTa H ero
(unnanoB 0QOPMIIAIOTCA B CTPYKTYPHEIX [TOApa3feieHHsAX, nepenarotcsa B YIHA n panee
Ha COIJIacOBaHHe ¢ PYKOBOJIMTENEM CeKpeTapHaTa.

9.3.12. 3aka3 Ha M3rOTOBJCHME I[I€UATEH, IUTAMIIOB UM ONAHKOB JOKYMEHTOB Ha
NPEeANPHATHAX-H3TOTOBUTEINX  ocyllecTBadercs YAWA 1o  cOrnacoBaHUIO ¢
PYKOBOIUTENIEM CEKPETAPHATA U C pa3pelleHHs peKTopa.
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9.4. Vuér neyare, 1ITaMIoB U 0J1aHKOB JIOKyMEHTOB

9.4.1.'epboBble OMaHKK JIOKYMEHTOB W I€4YaTH SBISIOTCS I[OIUrpadUUecKoH
NIPOAYKUHKEH, monexallen oos3areIbHOMY YUETY.

9.4.2.Ha repOoBEIX OnaHkax J[JOKYMEHTOB THMOrpadckuMm crocobom wuiu
HYMepaTopoM JOJKHBI NPOCTaBIATbCA IOpAAKOBble HoMepa. [IpocTaBisATh y4eTHBIE
MOPSIKOBBIE HOMepa clieflyeT Ha OOOpOTHOH cTOpoHe O/laHKa WM B IPaBOM, JIEBOM
HWKHEM I1oJie OJ1aHKa.

9.4.3. O0si3aTeIbHOMY YYeTy IMOJJIekKAT BCe BHIBI MeYaTeil, ITaMIloB, repOOBBIX
OnaHKOB JOKyMeHTOB DHHYHHBEpCHUTETa, a TakXke OJaHKH yIOCTOBEPEHHUH, IUILIOMOB,
CBHU/IETEJNILCTB, CTYIEHUYECKUX OUIIETOB, 324ETHBIX, TPYIOBBIX KHUKEK H T.II.

9.4.4. Yuer medyare#t, mramnoB (KpoMme IeyaTed M mTamroB | otraena) c
NpPOCTaBJIEHHEM WX OTTHCKOB U repOOBBIX OJaHKOB JOKYMEHTOB HEOOXOJHUMO BECTH B
CrielMabHBIX XKypHalax y4era.

OtnensHO BeAETCS KypHal ydyéra IMOCTYIJIEHMS W BblayM Ie4aredl W IITaMIIOB,
KypHall y4éTa MOCTYIUIeHHs repOOBBIX OJIAHKOB JOKYMEHTOB M JKypHasi y4éra BblAa4yH
repOoBbIX 0J1aHKOB JJOKYMEHTOB.

JIMCTBI )KypHAJIOB HyMEpPYIOTCS, IPOLINBAIOTCS, ONEYaThIBAIOTCS.

JKypHanbl ydeTa BKJIIOYAIOTCS B HOMEHKJIATYPY €l [MOApa3/e/IeHHU.

9.4.5. Yuér neuateil, mwtaMnoB U repOOBBIX OJIaHKOB JIOKYMEHTOB HEOOXOIMMO
BECTH pa3IeIbHO MO UX BU/AM I10 CJIeIyIOLIUM PEKBU3UTAM:

1. I[Toctynnenue: - HaMMeHoBaHWe BUJ1a OjaHKa/miedaty (1ramrma) U OTTHCK;

- laTa [OCTYIJICHHUS;

- laTa ¥ HOMep COMPOBOAUTENBHOIO JOKYMEHTA,;

- HAaMMEHOBaHKe OpraHU3allMK — ITOCTABIIMKa OJIaHKOB/TIeyaTen
(IuTaMmIoB);

- KOJIMYECTBO IK3EMILISAPOB;

- cepus U HoMep OJIaHKOB;

2. Beipaya: - HaUMEeHOBaHHWe BUAa OnaHka/mevyaTy (1uTammna);

- oJry4aTtesib OJJaHKOB/Me4yaTy (HauMEeHOBaHHe T0Ipa3/ielIeHus,
JOJDKHOCTB, haMUJIKsL, UHULUAIIBI);

- KOJINYECTBO IK3EMILISAPOB,;

- cepus 1 HoMepa OJIaHKOB,;

- POCIIHKCH B MOJIYYEHHUH;

- IaTa BO3BpaTa U OTMEeTKa 00 YHUYTOXKEHHH (1aTa, HOMEp aKTa).

9.4.6. Bpinaya nevaredl ¥ wTamMnoB pabOTHUKaM, Ha3HaYEHHBIM OTBETCTBEHHBIMH
3a HEIMOCPeJCTBEHHOE XpaHEHUE M HCIIOJIb30BaHHWE Iedyarei, IITaMIIOB, IPOU3BOJUTCS B
Y JIMA nojn pocnuch B COOTBETCTBYIOLIUX JXKYpHaIax y4éTa.

9.4.7. Beinaya repOoBbIX 0JIaHKOB JOKYMEHTOB pabOTHHKaM, OTBETCTBEHHBIM 3a
JeJI0NPOU3BOCTBO, MPOU3BOAUTCS B Y JIMA 1o pocluch B COOTBETCTBYIOLIMX JKypHaJlax
ydera.

9.4.8. [lpoBepka Hanuuus nevyarei, IITAMIIOB U repOOBBIX 0JIaHKOB JOKYMEHTOB, a
TaK)Ke TOpAJKa UX XPAaHEHUs U UCIOJIb30BAaHUS B CTPYKTYPHBIX MOJApa3eeHUsIX AO/DKHA
NPOM3BOAUTEC HE peXe OAHOro pa3a B ToJ KOMHCCHEH IO TpoBepKe HaIH4us,
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HCMOJIb30BaHUA, XPaHEHUA U YHHYTOXKEHHIO repOoBbIX O/laHKOB JOKyMEHTOB, MevaTeil H
LUTAMIIOB.

9.4.9. OTMeTKH O NMpOBEeJEHHBIX NPOBEPKAX MOJKHBI AeNaTbCid B COOTBETCTBHH €O
CEeAYIOIIUMH NMPaBIWIAMH U 0OPMISITECS aKTOM, YTBEPKAAEMBIM PEKTOPOM:

HaunmernoBanue XpaHutcd ITpumeHseTca

['epboBas 1. PykoBoguTens cexperapuata JOKyMeHTBI, IOANUCAHHBIE

[eYaTh 2. 'napHbIf OyXrantep UK YTBEeP)KACHHEIE
PYKOBOACTBOM
duHYHUBEpPCUTETA

[lewaru JIOMKHOCTE OTBETCTBEHHOTO JIHLA, JIoKyMeHTB!, NOANHCAHHBIE

CTPYKTYPHBIX | Ha3HA4eHHOro NpPUKA30M PEKTOpa W YTBEP)KIECHHBIE

noApaszieneHui| - PYKOBOAMTEIAMH

CTPYKTYPHBIX NOApa3AeeHUi
¥ HX 3aMEeCTHTEIAMH

['epboBrie JOMAKHOCTE OTBETCTBEHHOTO JIMHA, CryxeOHble MUCEMA, CIIPABKY,
OJlaHKH Ha3HAYCHHOTO NPUKA30M peKTopa IIpHKa3bl, pacOpKEeHHA,
JOKYMEHTOB MPOTOKOJIBl, aKThI H AP.

9.5. XpaHeHue nevyaTeH, IITAMIIOB U OJIAaHKOB JOKYMEHTOB

9.5.1. TepboBas mneuars XpaHUTCA B JHYHOM ceiipe MOMKHOCTHOrO JHIA, 3a
KOTOPBIM OHa NEPCOHANBLHO 3aKpeIlIeHa.

Ilo oxoHuyanuu paGouero AHs ceiid M CayKeOHBIH KaOUHET ONMEYaTBIBAOTCA U
CAAKICS 110 OXpaHy.

9.5.2. [lpocTele nevyat, mraMnel U repOOBble ONAHKH AOKYMEHTOB HOIDKHBI
XPAaHHTLCA B HAJGKHO 3anUparolmxcs mkadax, cefidax.

9.6. YHHYTOXEHHE NeyaTeil, ITaMIIOB H OJIaHKOB IOKYMEHTOB

9.6.1. Ucnopuennble W ycrapeBlide repOoBble ONaHKH JOKYMEHTOB, a Takxke
NneyaTH H LITaMIbl, NMpULIeJNIHEe B HEroOHOCTh W YTpaTHBILKE 3HAaUYCHHUE, MOAJekaT
BO3BpATy MO MeCTy BBIIA4YH H YHHYTOXKEHHIO.

9.6.2. YHUUTOXXEHME nevaTeil, IITaMIIOB H repOoBbIX 0JIaHKOB JOKYMEHTOB JOJDKHO
NPOH3BOIUTECA KOMHCCHEH 10 MNpoBepKe HallU4Ms, HCNOJIb30BAHWA, XPaHEHHA U
YHHUYTOXKEHHIO repOoBbIX GNaHKOB HOKYMEHTOB, Mevarelf U IITAMIIOB L{EHTPAIH3OBAHHO
METOAOM H3MENbYCHUs He peXe OAHOro pasa B IOA 10 COOTBETCTBYIOLIMM aKTaM ¢
OTMETKaMH B XXYypHalax y4éra.

9.6.3. AKT 00 YHHYTOXXEHHM HCIOPUYEHHBIX K YCTAPEBIUMX epOOBBIX ONaHKOB
OOKyMEHTOB odopmnseTca B Y InA, mo MecTy BbIIa9H U BO3BpaTa 012HKOB JIOKYMEHTOB,
N0 YCTaHOBJIEHHOH (opme (npunoxenue Ne 45). K akry mpuknagpiBaloTcs CIHCKH Ha
YHUUYTOXEHHEe repOOBBIX OJTaHKOB JOKYMEHTOB (IpUiIokeHHe Ne 46),
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9.6.4. Ciucky Ha YHUUYTO)XKeHHE TepOoBBIX ONaHKOB JOKYMEHTOR OGOpPMIIAIOTCS B
2-X ak3eMiispax padOTHHKAaMH, OTBETCTBEHHBIMH 3a JeJIONPOH3BOACTBO B CTPYKTYPHBIX
noapasaenenusx PUHYHHBEpCUTETa, U MEPEAAIOTCA BMeCTe ¢ HCUOPYEHHBIMH H
ycTapeBIIMMH repOOBBIMH OlaHKaMH.

OaMH 3K3eMIUIAP CIHCKA XPAHHUTCA BMECTe C aKTOM 00 YHHYTOKEHUH repOOBBIX
O6maHkoB JOokyMeHTOB PuHyHHBepcuTeTa B Y IHA, BTOpOH nepenaeTcs Ha XpaHEHHE B
CTPYKTYpPHOE NojpasieleHHe.

9.6.5. AKT 00 YHWMTOXEHHH HCIOPHYEHHBIX H YCTapeBIUMX IMe4aTell W LITaMNoB
obopmnsgercs B YJ/IMA, mo MecTy BBIJAYH W BO3Bpara IedMaTedl M IITaMmImoB, [0
ycTaHOBJNeHHOH (opMe (mpunoxenne Ne 47). B akre B 00A3aTeNBHOM TOpsifKe
NPOCTABIAIOTCA OTTHCKH YHUYTOXKAEMBIX TIe4aTel U IUTaMIIOB.

9.6.6. Komuccuss 1m0 [poBepKe HAIMYUA, HCHONBIOBAHMUA, XpaHEHHI W
YHUUTOXEHHIO TIepOOBBIX OJIaHKOB JOKYMEHTOB, MevyaTell M IUTAaMIIOB Ha3HA4daeTcs
npuka3oM pekropa uHyHmBepcuteTa, a No QuUIMalaM — MPHKa3aMH IUPEKTOPOB
¢unuanoB GUHYHHBEPCUTETA.

HavansHHK YripaBrieHus f Y

JeNIOTIpOU3BOJCTBA U apXHBa "‘é;/w T T.b. CabypoBa
COI'’TACOBAHO

[Tporokon 3K

duHyHHBEpCUTETA

o1 30.10.2013 Ne 2
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IIpunoxenue Ne 1
K MHCTPYKLHH 110 JeOIIPOH3BOACTBY

INEPEYEHD

o0na3aHHOCTelH paﬁorﬂuka, OTBETCTBEHHOIO 3a JE€IONPON3BOACTRO

PaloTHHK, OTBETCTBEHHBIN 3a ACJIONPOU3BOJCTBO B CTPYKTYPHOM MOApPA3ACIeHHH
OCYUIECTBIISAET:

1. IlpuémM, nOCTYNUBILHX B CTPYKTYPHOE MoApas/eicHue JOKYMEHTOB, U Nepeady
UX PYKOBOIHUTEIIIO.

2. VY&T NOKYMEHTOB H CBeAcHHM 00 YKa3aHHAX MO HCIOJHEHUKD JAOKYMEHTa
(pezomoLNAX) PYKOBOAUTENA CTPYKTYPHOrO NoApa3ieiieHds, O IBHXKECHHUH JOKYMEHTOB,
00 X UCTIOTHEHHH.

3. Ilepenauyy BOKyMEHTOB HENOCPEACTBEHHBIM HCTIOTHUTEIAM.

4. [IpoBepky NpaBUILHOCTH oopmIIeHHs [IPOEKTOB JOKYMEHTOB,
pa3pabaTbIiBaeMbIX B CTPYKTYPHOM NOZpPA3Ae/JeHUH H NPEIOCTABIIEMEIX Ha COIIACOBAHHE
WJIK Ha TNIOJIHUCH.

5.Ilepenauy JOKYMEHTOB Ha meuyaTHble paboThl, THPRKUPOBAHWE MM Ha
OTIIpaBlicHUeE,

6. [TonyyeHue, XpaHeHHe, BBLAAYY HCIOJHUTEISAM H CHOUC3HHE ONAaHKOB
JOKYMEHTOB PUHYHHUBEPCHUTETA. -

7. PerucTtpauyio JOKYMEHTOB, IIOMJIEXKALIMX PErucTpalUd B CTPYKTYPHOM
NnoJApa3gesIeHUH.

8. KoHTpons 3a CpokamMHM HCIONHEHHS AOKYMEHTOB M MOpPYYEHHH pYKOBOAMTEINA
CTPYKTYPHOIO NOApa3ae/eHus.

9. UndopmupoBatie pyKOBOOUTENS CTPYKTYPHOTO MOApa3feNieHHsd O COCTOSHHH
JeJ1 [0 UCTIONHEHHIO JOKYMEHTOB.

10. Coobmenne B OTAen KOHTpOJNS HCMONHEHUS MOPYYEHHH CBEOEHW MO
HCMOJHEHHIO JOKYMEHTOB, MOCTABNCHHBIX HA KOHTPOIb.

11. CocTaBieHHe HOMEHKJIATYPHl AeNl CTPYKTYPHOrO MOApPa3JesIeHUsl COBMECTHO ¢
PYKOBOAWUTENEM M  JPYTHMH  KOMIIETEHTHBIMH  pabOTHHKaMH  CTPYKTYPHOTO
moApaszeeHus. |

12. ®opmupoBaHue [ell B COOTBETCTBHU C HOMEHKIATypOoH el CTPYKTYpPHOTO
nofpasfeneHusI.

13. TToarotoBky, odopmiernne u epeaady Jen CTPYKTYpPHOTo Nofpa3fiefieHHs Ha
apXHBHOE XpaHEHHE WIH HA YHUYTOXKEHHE,

14. OzHakomMnenHe BHOBb IpPHHATEIX paboTHHkoB ¢  HHcTpykmmein mno
A€JI0NpOU3BOACTBY B PHHAHCOBOM YHHBEPCHUTETE MO POCIIHCE.

15. O3nakomieHne pabOTHHKOB C HOPMAaTHBHBIMHU U METOAHYECKUMH JOKYMEHTAMH
10 XeNOMPOU3BOICTBY.
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[Tpunoxenue Ne 2
K UHCTPYKLIUH I10 JI€JIONPOU3BOJICTBY

(Dopma aKTa npuemMa-nepeaavid 10KyMEHTOB H €1

OUHYHUBEPCUTET YTBEPXJIAIO

(HauMEeHOBaHHE JODKHOCTH

(HauMeHOBaHHUE MOAPa3ICCHHSA)
PYKOBOJIHUTEJIS 110/Ipa3/ie/ICHHUs)

AKT

(moanuce) (N.0. damunus)

Ne
: « » 201 r.

npuéma-nepeaadyu
JOKYMEHTOB H JeJl

OcnoBanme: m. 1.10 MuHcTpykumu 1O JeNONpOM3BOACTBY B (eiepalbHOM
rocy1apCTBEHHOM 00pa3oBaTeIbHOM OrO1KETHOM YUPEKIEHUH BBICILIETO
npogeccuoHanpHOro odOpaszoBaHusi «PuHaHCOBBIA yHHMBepcuTeT npu IlpaBuTenscTBe

Poccuiickoii ~ ®enepauuu», yTBEP)KAEHHONM  npukazoM  (OUHYHHBEPCHUTETA  OT

No
CocrasneH: :
(nanmenoBanwue gomkHocTH, @amunusa U.0. nepenaromero)
—.
(HaumeHoBanue A0KkHOCTH, @amunua M.O. npuHuMarowiero)
(HaumeHoBaHue AomKkHOCTH, @amusis M.O. npucyTcTBYIOMIEro)
B cBsi3u ¢ paboTHHKA, OTBETCTBEHHOTO 34
(npuynHa)
AEJIOIIPOU3BOACTBO IIpoU3BEJCHA Mepeaada JOKYMEHTOB U I€I1.
(mara)
nepepai(-a), a
(damuius U.0.)
npuHs(-a) B
(Pamumus U.0.)
IPUCYTCTBHH
(Pamumus U.0.)

AOKYMEHTEI H aeJia

(HaMMeHOBaHHUE MOAPa3ACICHUS )
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B COOTBCTCTBHH ¢ HOMCHKJIATYpaMH J€EJI 34 IT. 110 COCTOAHUIO
{roant)
Ha
(mara)
Hroro npuHsTo: aen

(uHdpaMH U IPOMHCHIC)
CocTaBlieH B 2-X K3eMIUIApax:
1-# 3x3eMmIsAp — :

(HaMMEHOBAHHE CTPYKTYPHOTO MOApa3AeeHHA)
2-H 3K3eMILLAp — YTpasieHue AeONPOH3BOACTBA U apXUBa.

[Tepenauy npoussen(-a):

(HaMMeHOBaHHE JOJHDKHOCTH) (moamuce) (N.0O. damuus)

[Tpuém npoussen(-a):

(HauMEHOBaHHE NO/DKHOCTH) {OANHCH) (1.0, davunus)

IIpucyrcTBoBa(-a):

(HAHMEHOBAHHE JOJDKHOCTH) (moanuce) (N.0. damunus)
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[Tpunoxenue Ne 3
K MHCTPYKIHH 110 JeJ0NPOU3BOJICTBY

®opma Tabeast yYHHGHUHPOBAHHBIX POPM JTOKYMEHTOB
®HHAHCOBOI0 YHHBEpPCHTETA

TABEJIb

yHH(HIHPOBAHHBIX GOPM A10KYMeHTOB PHHAHCOBOr0 YHHBEPCHTETA
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HavanpHuk YnpaBneHus

T.b. Cabyposa

ACJIOIIPOU3BOACTBA H apXHBa
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Ipunoxenue Ne 4
K HHCTPYKLIMH N0 JeNONpPOU3BOACTBY
CXEMA

PacnoJioKeHHs PEKBH3HTOB H rPaHHLBI 30H
Ha ¢opmaTe A4 yriaosoro 61aHKa
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ITpunoxxenue Ne 5
K MHCTPYKLIMHU 1O JeJIONPOU3BOACTBY

O6pa3en obmero 6.;1aHKa (MPoAOCJILHOIO)

®deznepanbHOE rocyaapcTBeHHOE 00pa3zoBaTe/lbHOE OI0KETHOE YUpPEKICHHE
BhICIIEro npodeccuoHanbHoro obpaszoBanus

«®uHaHcoBblii yHUBepcuTeT npH [IpaButenncrBe Poccuiickoit @exepauuu»
(PuHAHCOBBIH YHHBEPCHTET)

« » 201 r. Ne

MockBa
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[Tpunoxenue Ne 6
K MHCTPYKIHH TI0 IeJIONPOU3BOJICTBY

O6pasen odomero 6;1anka (yrjioBoro)

DenepajibHOE roCyAapCTBEHHOE
oOpasoBatesibHOe OI0/UKETHOE YUpexkK/IeHHE
BBICIIETO NPOodeccHoHATBHOro 00pa3oBaHus

«®HUHAHCOBbIH YHHBEPCHTET
npu IlpaBuTenbcrBe
Poccuiickoii @exepauun»
(PuHAHCOBBIN YHHBEPCHTET)

MockBa



}
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[punoxenue Ne 7
K MHCTPYKLIMH I10 JEJIOTNPOU3BOACTBY

INEPEYEHD

PEKBH3IHTOB IOKYMCHTOB

01 —TocynapctBennsiii repd Poccuiickoi ®enepaunm;

02 — rep6 cyOnekra Poccuiickoii Penepaumy;

03 — smGneMa opraHu3aliii WK TOBAPHEIH 3HAK (3HaK 00CTyKHBaHHA);

04 — xon opraHu3aLuH;

05 —ocHOBHOH  TOCyZapcTBeHHBIM — perucrpaumvonHeii  Homep  (OI'PH)
IOPHIHYECKOTO JTNUA;

06 — upeHTHHKANMOHHBII HOMEP HANIOTOITATENbLINKA/KOA NPUYHHEI IOCTAHOBKH
Ha yaet (MHH/KIII),

07 - koa ¢opMBl JOKyMEHTa;

08 — HanMeHOBaHHe OpTaHH3ALUY;

09 — cnpaBoyHBble JaHHBIE 00 OpraHU3allky;

10 — BHA HOKYMEHTa;

11 — nata nOKyMeHTa;

12 — perucTpalluOHHEIH HOMEP TOKYMEHTA,

13 — cchlIKa Ha HCXOMALIMI HOMED M ATy JOKYMEHTa aJpecaHTa;

14 — MecTO cocTaBiIeHUA (U30aHUA) JOKYMEHTA,

15 — agpecar;

16 — rpu¢ yTBepKIACHMS;

17 — yKa3aHHs TI0 HCITIOMHEHUEY AOKYMEHTA (pe3ooLus ),

18 - HanMeHOBaHKe 00 aHHOTALUA AOKYMEHTA (3aroJIoBOK K TEKCTY);

19 — oTMeTKa 0 KOHTPOJIE IOKYMEHTA,;

20 — TeKCT AOKYMEHTa;

21 — oTMeTKa O HaJIUYUH [IPUITOKEHHH;

22 — NOMKHOCTH JIMLA — aBTOpa JOKYMEHTA,

23 — noAnKUCh DOJHKHOCTHOIO NINLA;

24 — rpudy cornacoBaHus;

25 — BH3a;

26 — OTTUCK NeYaTH,

27 — OTMETKA O 3aBEPEHUH KOIHH;

28 — oT™MeTKa 00 MCTONIHUTENE,

29 — oT™MeTKa 00 KCMONIHEHUH NTOKYMEHTa;

30 — oT™MeTKa 0 NOCTYIUICHUH HOKYMEHTA,

31 — upenTU(HKATOP INEKTPOHHON KONHH JOKYMEHTa;

32 — oTMeTKa 0 KOH(HUIEHIIHAJILHOCTH.
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[Ipnnoxenue Ne 8
K HHCTPYKILIHH IO JeJIONPOU3BOACTBY

IIPUMEPHBIN IEPEYEHD
IIOKYMEHTOB, nmogmaexaluinx YTBep?K,IleHHIO

1. AKTBl (NpOBEPOK M PEBH3WHA; SKCNEPTU3LI; MEepejauyd Jell; O BBACIEHHH K
YHHYTOXKEHHIO JOKYMEHTOB U T.1.).

2. 3amaHus (Ha NpoBefcHUE HAyYHO-UCCIEIOBATE/IBCKUX padoT, TEXHUYECKHE
HT.AO.)

3. UHcTpyKuuK/mpaBuna (OJ0MKHOCTHBIE; MO AENONPOU3BOACTRY; 110 OXpaHe TPYJa;
BHYTPEHHETO pacriopaaka 1 T.1.).

4. HopmatuBsl (pacxola MaTepHaloB, 3JeKTPO3HEPTHH; YHCICHHOCTH PaboTHHKOB
U T.J.).

5. Otuéthl (0 paboTte, KOMaHOHPOBKAaX, HAyYHO-UCCIEAOBaTENBECKUX paboTrax
U T.AO.).

6. IlepevHu (CTPYKTYpHBIX nojpa3eeHUi, JODKHOCTEH, CBECHHM H T.1.).

7. Ilnanwl (pabot; y4yeOHBle, HAy'UHO-UCCIEHOBATENbCKUX palboT; paboThl Y4EHOro
COBETa U T.A.).

8. Ilonoxenus (06 opraHuzanuu;, CTPYKTYPHOM NOApa3feNeHHH, MPEMHPOBaHHU
UT.I.).

9. Ilporpamms! (mpoBeaeHus paboT U MEPONPUATHIA; KOMAaHAKXPOBOK H T.A.).

10. PacueHkn Ha mpou3BOACTBO paboT.

11. CMeThI (pacx00B; Ha KAMHTANBbHOE CTPOUTENBCTBO U T.11.).

12, CtangapThl {OpraHHU3anuH ).

13. CrpykTypa u IITATHAs YUCICHHOCTb.

14. TapudHsle cTaBKH.

15. ¥cras.

16. ®opMBl YHHGHULIHPOBAHHBIX JIOKYMEHTOB.

17. lllTaTHBIe pacnUCaHHs U U3MEHEHHUS K HUM.
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IIpunoxenue Ne 9
K MHCTPYKIIHH [0 JeIONPOU3BOACTBY

PEKOMEHJALIN
Nno HANHCAHUIO OTAENbLHBIX HAHMEHOBAaHUI, CJIOB H CTIOBOCOYETAHMIH
1. Ha3Banusg ZOKyMEHTOB OPraHOB BIACTH H YIIPaBICHHA
1.1. Ha3BaHus JOKyMEHTOB, KOTOPhIe MULIYTCS ¢ MPOMUCHOMN OYKBEI

C nponucHoi OyKBBI HIIYTCA:

Koncturyuusa Poccuiickoit ©eaepanun,

Hexnapaiys npaB 4 cBo0o/ YeoBeKa H rpaXJaHHHa,

®enepanbHBEIH KOHCTUTYLIMOHHBIN 3aK0H (Ha3BaHUE),

®enepanbHbIA 3aKOH (Ha3BaHHE),

denepaTuBHBIN JOTOBOD,

3akoH Poccniickoli denepanuu (HazpaHue),

Vkas [1pesunenta Poccuniickoit ®enepauun (Ha3BaHue),

Ttocnanue IlpesuneHra Poccuiickoli @enepauun PesepansnoMmy CobdpaHno
(HazBaHHe),

Konekce Poccniickoit Peaepaiiny 06 aAMHHUCTPATHBHBIX NPaBOHAPYIIEHUSAX.

HazBaHus JokyMeHTOB 0e3 fipeJuieCTBYIOIEro, CTOALETO BHE HA3BAHHUS POJIOBOTO
choBa (ycTaB, HHCTPYKIMA H T.I1.) MHIOYTCA ¢ MPOIHCHOR OYKBBI:

I'ocynapcrBennbii OroxeT Poccuiickoii @enepauun, I eHepanbHblil IUIaH pa3BHTUSA
MOockBSI.

B wasBaHMAX  JOKYMEHTOB, IIPUHATBIX  COBEHIAHHAMH,  KOHIPECCamu
MEXIYHAPOAHLIX OpraHu3aluil U y4upexAcHHH ¢ MponucHON OykBHI MHUUIYTCS NEPBOE
c0BO U uMeHa cobcTBeHHbIe: YIToroRblil IokyMeHT BeHcko# BeTpeyn.

Tak e NuuIyTcsa Ha3BaHUA MEXAYHAPOAHBIX JOIOBOPOB, COMIAILECHUN, KOHBEHLIMI:
TpUaraTesibHoe, 00pa3oBaHHOE OT HA3BaHHUH CTpaH, 3aKMOYHBLIMX AOTOBOP, MHIIETCS CO
CTpouHOH OyKBBl, HAmpuUMep: poccHicko-¢ppaHuy3ckuii [orosop o  apyxOe,
COTPYAHHHECTBE M B3aHMHOM MmOMOIM (NpedllIeCTBYIOLEE CIOKHOE MPHIATaTEIbHOE,
0bpa3oBaHHOE OT Ha3BaHMIl CTPaH, 3aKJIFOUUBLIHX JOTOBOP, MUILIETCA CO CTPOUHOH OYKBEI,
HanpuMep: poccuiicko-¢ppaniysckuii loroop o ...), CoBMecTHas poccuiicko-HHANICKas
JeKnaparys. .

B >TuX pmoxymMeHTax muMmIyTcs ¢ TpomucHON Oykeel cmoBa  «[lorosopy,
«Koupenuus», «CornauieHuey.

1.2. Ha3zBaHus JOKYMEHTOB, KOTOPBIE MULIYTCS CO CTPOUHOMN OYKBEI

Co cTpo4HOM OYKBBI NUIYTCSA:

NpoeKT (eaepalbHOr0 KOHCTUTYLIHOHHOTO 3aKOHa (Ha3BaHUeE),
TIPOEKT QerepanbHOro 3aKoHa (Ha3BaHUe),

pacnopsxeHue Ilpesuaenra Poccuiickon ®eaepauny,
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noctanosnenne Cosera Oenepaunn Geaepansroro Cobpanus,

nocraHoBneune ['ocynapcteenHol dymbl GenepansHoro Cobpanus,

noctanosnenue [Ipasutennscrsa Poccuiickoit @eaepanuy, |

pactiopsokeHue IlpaBurenscTpa Poccniickoi @enepauny,

Bua nOKyMEHTOB ¢ MpeJIIecTBYIOIMM pPOJOBBIM CIIOBOM, HE BKJIIOYEHHBIM B
3ar0JIOBOK, IMHINETCS CO CTPOYHOH OYKBEI, @ 3arojloBOK 3aKIIOYAeTCAd B KAaBBIYKH H
HAYMHAETCS ¢ MPOIMUCHOH OYKBBI: TeXHONOIHYECKas HHCTPYKLUA «BBox nrdopManumny.

2. l'eorpadudeckiie Ha3BaHM, HA3BaHHA FOCYAAPCTB,
aIMHHHCTPATHBHO-TEPPUTOPHAIIEHBIE HANMEHOBAHHA

2.1. Obuee nmpaBWIO HaMCaHHUA reorpaduiuecknx Ha3BaHHH

C npomucHoil OYKBEI NMUIIYTCS BCe CJIOBA, BXOMAINNE B COCTAaB reorpapHIeckux
HA3BaHUH 3a MCKITIOYEHHEM POIOBBIX reorpauueckHx TEpMHHOB (OCTpOB, MOpe, Topa H
T.H.), YNOTpeOasieMbIX B NMPAMOM 3HAYEHHH, COYXKeOHBIX CIOB, a TAKXKE C/OB «HMEHH»,
«IAMATHY, «JIET», «TOAay.

Hanpumep: Vpan, Bocrounas Cubups, lleHtpansHas EBpoma, octpoB Hosas
3emus.

2.2. HazBaHus rocyapcTs

B oduuuanbHBIX Ha3BaHUAX FOCYAApPCTB BCE CJIOBA IHIUIYTCSA © MPONUCHOH GyKBEI:
Poccniickan ®epepauys — Pocens, Dcronckas Pecniybauka, ['ocynaperso Mspauis.

2.3. ADIMUHUCTPATHBHO-TEPPUTOPHATBHBIE SAUHHIIB!

B uX Ha3BaHHAX ¢ MNpONHCHOH OYKBBI HMLIYTCA BCE CIIOBa, KPOME DPOAOBBIX
ofGo3Hayenuii (obnacTh, JenapTaMeHT, NPOBHHLMA, IITAT), a TaKkKe CIEyXeOHBIX CIOB!
MockoBckan obnacts, XaHTbI-MaHCHICKNA aBTOHOMHBIN OKPYT.

2.4. YJIHIIBI, NEPEYIKH, roOpoOACKHE NOCTONPUMEYATEILHBIE MECTA

B Ha3sBaHUSX NpOCNEKTOB, YNML, IUIOLIAACH, NEepeyIKoB U T.I. BCE CIOBA, KPOME
ponoBbIx (annes, OynbBap, HabepekHad, NEPEYNOK, IUIOUIAAb, IPOe3/], MPOCNEKT, TYIHUK,
yJIHLa, WI0occe), MHULIYTCA ¢ MponucHoW OykBbl no oOLIeMy MpaBUy HallHCAHHA
reorpapuuecKkux Ha3BaHMi: IpocnekT Mupa, ynuua Byteipckuii Ban, ymuma Kapernebiii
Pap, ymuua CepnyxoBckoi 3actaBel, Hukurckue Bopota, Bonemoit Kosuxunckuii
nepeynok, bonpuoi KamenHslii MocT, PocToBckas HaGeperkHas, mocce DHTY3HACTOB.

HauMeHoBaHUA BOMHCKHMX, YYEHBIX M Jpyrdx 3BaHUHH, npodeccnii U T.M. B
COCTABHBIX Ha3BaHWAX YJIHI[ MULIYTCS ¢ NPOMUCHOH OYKBBI: ynuua AaMupana Makaposa,
ymuua Axagemuka KoponeBa, ynuua Apxutektopa Bnacopa, ymuuma Kocmonapra
BonkoBa, ynuna Jlerunka babymkuna, npocrekt Mapmana JKykoga.

B Ha3sBaHUAX FOPOACKHUX AOCTONPHMEYATENBHBIX MECT BCE CI0B3, KPOME POZOBBIX
HApULATENbHBIX, YNOTpebasdeMbIX B IPAMOM 3HAYeHHH (3aMOK, JBOpell, KnaaOuIle u T.1.),
nuuyred ¢ nponucHod OykBel: bonpinoit Kpemnesckmit [Ipopen, 3uMHUR ABOpel,
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WHxeHepHBIN 3aMOK, [leTponaBioBckas KpenocTs.

Kpemip nmuLreTcs ¢ NMPONHCHON OyKBBI, Korja SBIAETCS COOCTBEHHBIM HMEHEM
yactH ropoxaa (Mockosckuit Kpemitp), 1 cTpoYHBIMH OyKBaMH, Korga ynotpebisercsa Kak
06001LeHHOe NOHATHE HAUMEHOBaHUA ApeBHEN KPEMOCTH.

2.5. XKene3noaopoxXHbIE CTAHLMH, BOK3albl, a3pONOPTHI, CTAHLIMA METPO

B Ha3BaHHSX KeNE3HOJOPOXKHBIX CTAHUHWH, BOK3aJIOB, a3pONOpPTOB C MNMPOIMHMCHOH
GYyKBBI MHIIYTCA BCe CJIOBA, KpOMe POJOBBIX 0003HaueHHil: a’poBok3anl BHykoso,
Kypckui Bok3an, Mocksa-TosapHas, craHuus [lepeaenkuHo.

CraHUMH MeTpo clieAyeT NucaTh 0e3 KaBbIYeK, ¢ NPOIIUCHON OYKBEI IIEPBOE CTIOBO H
HMeHa cOOCTBeHHBIE: cTaHHOUA MeTpo ApOatckas, M3maiinoBckuif mapk, JIeHuHckui
MPOCIIEKT.

3. llpeanpusarus, yapexxaeHus, opradusanms, o0be IMHEHNS
3.1. O61uee npasuio

B Ha3BaHUAX OpraHM3all¥y (MpeanpHATHH, yupexIeHui, GUpM u T.11.) e AMHUYHOrO
XapakTepa ¢ MponucHoi OyKBBI MUIIYTCA MEPBOE CIOBO M BXOAALUINE B COCTAB Ha3BaHMA
coOcTBeHHBIe HMeHa: Poccuiickmii netckuit dona, JIura obmectBa KpacHoro Kpecra.

HaseaHus opraHmsanuii Hee IHHUYHOrO XapakTepa THIHYTCA CO CTPOYHOH OYKBBI
Oropo 0OMeHa XXWIIUIOLIAaAH, OTAEN KaaApoB, NonukiHHuKa Ne 140 ["arapurckoro paiioHa.

Ha3BaHus opraHuzalii BO MHOXK€CTBEHHOM HHCIIE TTMLIYTCA CO CTPOYHON OYKBBHI:
oupxu U 6aHku MockoBckoi obnacTy.

3.2. YacTH ¥ OTOENEI OpraHU3aLuid

HazpaHus rmaBHEIX YIIpaBNeHUI U CAMOCTOATENBHBIX OTACNOB B COCTaBe BEAOMCTBA
NAMIYTC ¢ nponucHoi OykBel: [JlaBHOE yMpapjieHue LIEMEHTHOH MpPOMBILLIEHHOCTH,
Oraen Tpyaa 4 3apaboTHOH IUIATEL

Ha3Banus yacTeil U OTHENOB OpraHu3alMii, a TaKkKe CJIOBa TUMA NPE3UIUYM,
y4YeHBIl COBeT, (aKynbTeT, OTAENCHHE, CEKTOp, rpynna MULIYTCs CO CTPOYHOH OyKBBI:
OTAEeN KaapoB I naBHOro ynpasneHus, 3KOHOMHUeCKHH (hakyIbTeT, 3KCNepTHAd rpynna.

3.3. HaspaHus 3aBoaos, ¢pabpuk, KOMOHHATOB ¥ T.11.
¢ YCIIOBHEIM HAUMEHOBAHUEM B KaBbIUKaX

C nmponucHoH OYKBBI MAINETCS TIEPBOE U3 ITOCTABJIEHHBIX B KABEIYKH CIIOB, POIOBOE
Ke Ha3BaHHE H HA3BAHME, YKA3BIBAKOIIEE CIIELHUAIBHOCTD, MUIIYTCA CO CTPOYHOH OYKBBI:
3aBoj «Kamubp», npousBoicTBeHHOe oO0beANHeHHe «DJeraHt», TOProBas (QupMa
«JleTckui Mup», KOHUEpH «Temexkom».
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3.4. Hazpanus co c1oBaMH «MMEHH TOTO-TO» HJIM HOMEPAMH

B Ha3sBaHHAX CO CIOBOM «HMEHH» WJIH HOMEPOM POJOBOE€ Ha3BaHHWE H Ha3BaHUI,
yKa3bIBalollee CIEHATN3AIHIO, MULIYTCA €O CTPO4HOM OYKBBI: META/UTYPrHYECKUH 3aBO
umern A.U. Ceposa, pabpuka netckoii kHuru Ne 1.

3.5. CnoxHble HA3BaHHUA, HAYMHAMOIHECS CIIOBAMH
«[ocynapcTBeHHBIN», «Bcepoccuiickuiy, «LleHTpansubiity, «MexxyHapoaHbIi»
WITH MOPAAKOBBIMH YucnuTensHeIMY ([Tepeolit, Bropo# u 1.11.)

C nmpomucHo# OykBbl muuUIETCs nepsoe cnoBo: Beepoccuiickuit 6upxeBoit 6aHK,
MexnayHaponHas  yHMBepcanbHad  Oupxka  BTOPHYHBIX  pecypcos,  lllecroit
rOCyJapCTBEHHBIH  MOJUIMIHUKOBBIA  3aBol, [ocynapcTBeHHBI  KOHLEpH IO
MPON3BOACTBY LIBETHBIX MeTaioB « HOpHABCKUH HUKENbY.

3.6. CrnoxxHble Ha3BaHUsA, HAUWHAIOIIMECS ¢ reorpauuecKkoro onpeaeieHus

[TuoryTes ¢ nponucHOH GYKBEI, €cliM 2TO onpeAe/ieHUe BXOAHUT B COCTaB, U CO
CTPOYHOH, ecNH reorpaguyecKkoe Ha3zBaHUE HE BXOAMT B COCTaB Ha3BaHHs, a TOJBKO
yKa3blBaeT Ha MecCToHaxokaeHue: MockoBckas MexayHaponHas ¢oHOosas OupiKa,
Vpanbckuii s/eKTpoMexaHH4YecKUH 3aBod, MOCKOBCKMM LEHTp LeHHBIX Oymar, Ho:
OpoBCcKOe NpeaAnpusTHe «OQuMIT», TYNbCKUR KoonepaTuB « Mckatensy.

3.7. HazBauus 3apy6exxHbIX HUPM, KOMIIAHHHA, KOHIIEPHOB, 0AHKOB

Haspanug 3apyGexHBIX (HPM M T.I. H3 OAHOTO H/IH HECKOJIBKHX CIIOB
TPAHCKPHOMPYIOT PYCCKUMH OYyKBaMU U 3aK/TIOYAIOTCA B KaBblYKK. C NPONHCHOH OYKBH B
3THX Ha3BaHUAX NMHINYT HepBOE CJIOBO B KaBBIUKaX M COOCTBEHHBIE MMEHa: KOMIAHUA
«lOnaiiren Crefitc ctim, «keHepan MmoTope», KoHuepH «ITexo».

Haspanus 3apyOexHbIX $UPM H T.1I. B BUAe OyKBeHHOH aOOpeBHAaTyphl B KaBBIYKU
He 3aknrovatrotes: ADIC, TTT, MBb.

3.8. AkagemMuH, HayYHO-UCCIICAOBATENBCKAE YUpPEXAeHHs, yueOHbIC 3aBeIeHH

B Ha3BaHMAX Hay9HBIX yUPEKICHHH W yueOHBIX 3aBelleHHH ¢ TPOMHCHON OYKBHI
THIIETCS [epBOE CIOBO, a TAKXE HMEHa COOCTBEHHble, BXOAAIHE B Ha3BaHHUE:
Poccufickag akamemus Hayk (PAH), Poccuiickas akagemus MeguuuHckux Hayk (PAMH),
Poccufickas akaleMHusi CelbCKOXO3AMCTBeHHBIX HayK, BoeHHo-BosgyiiHas akageMus
umeHH JO.A. Tarapuna, HMHcTtutyT onTukd atMocdepst CHOHPCKOro OTAENEHHS
Poccuiickoit akageMun HayK, MOCKOBCKHIH rocylapcTBeHHBIH yHUBepcHTeT nMeHH M.B.
JlomoHocosa (MI'Y).

Cpennne y4eOHble 3aBeJIeHHS HECIHHUYHOIO XapakTepa (ILKOJBI, TEXHHUKYMBI,
YUHIIMLIA) MHIIYTCA €O CTPodHON OyKBBI: MegHHHMHCKOe yuunuine Ne 1, cpeaHsas mkona
Ne 59 umenu H.B. I'orons, MockoBckas cpeaHss mkona Ne 266. OQHaKo €ciid B cOCTaB
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Ha3BaHUS BXOMUT reorpadHd¥ecKoe ONpelesieHHe HIM HA3BaHME HOCHT €IHHHYHBLA
XapaxKTep, TO OHO MHINETCA ¢ NPONUCHOH OykBbl: My3blkanpHOEe YYHIHINE HMEHH
HUnnonutoea-Hpanora, HukonaeBckuii CyA0CTPOUTEIbHBIN TEXHHKYM.

3.9. Cpenctea MaccoBoii HHpOpMaLHH.
3pemHILHEIE PeaNPUATHS U YUPEXKACHNA (TeaTphl, My3€H, MApKH H T.I1.)

C nponmucHoM OyKBHI NHEMIETCA TOJBKO TMEPBOE CIOBO M COOCTBEHHBIE HMMEHA,
BXOIsAuIHe B HaszpBaHWe: [ocylapcTBeHHBiN TeaTp UM. EBr. Baxrtanrosa, LleHTpanbHEIH
HapK KyJIsTyphl 1 oTabixa uM. M. T'opekoro, «Poccuiickas rasetan.

C nponucHoi 6yKBbl MUOIETCA U HAYAIBHOE CJIOBO YCEYEHHOTO HA3BAHHA, KOTOpOe
ynotpebiserca B GyHKuun mondHoro: [ocymapctBeHHas OpyxkeiiHad nanarta
Mockosckoro Kpemns (OpyxeitHasg nanarta), [ ocynapcTBEHHBIN NHTepaTypHBIH Mys3ei
(JIutepaTypHEIi My3€ii).

B Ha3BaHMAX W3 pPOJOBOr0O HAMMEHOBAaHUA U HAUMEHOBAHHMA B KaBpluKax C
HPONUCHON OYyKBHI NMUILETCA TONBKO HAHMEHOBAHHUE B KaBbIYKaX: BbICTaBKa «lIylIkuH B
3apybesxxHOH KynbType».

I'eorpaduyeckoe onpeneneHHe B COCTaBe Ha3BaHUS MUILETCH ¢ MPOMHCHON OYKBBI:
MockoBcknii Teatp «CoBpeMeHHHK». Ecnu reorpaduueckoe onpesieneHHe He BXOAMT B
COCTaB HAa3BaHUs, TO OHO MMHIIETCH CO CTPOUHON OYKBBI: MOCKOBCKUM LUPK «JIyu».

Cnopa «Jlpopew», u «JloM», BXOAdillHe B HA&3BAHUE YHUPEXKACHUH KyNbTYpHI,
NUINYTCS ¢ NpoMHCHOH Oykeel: JlBopeu TBopdecTBa AAA JeTedl W IOHOIIeCTBa, oM
Poccuficko¥ NMpeccsl.

DTH Xe cnoBa DHIIYTCA €O CTPO4YHON OYKBBI: ecnd yNoTpeOJAloTcs Kak
HApHLATEJIbHBIE CYLLIECTBUTENBHBIE, a4 TAKXKE BO MHOKECTBEHHOM YHCJIE U NPH HAJTUYHH
nepea HUMM OBYX OnpefelieHHil: 3uMHHI ABOpel, JOM OTABIXa, bonbioi KpeMmnepckui
IBOpeLL,

3.10. CoxpalleHHBIE HA3BAHHUS OpraHU3aLHil

CokpameHnHsie Ha3BaHMs, COCTABJICHHBIE U3 YacTeil CJIOB, MHLIYTCA C MPOMHCHOM
OyKBBI, €cliH O0O03HA4YalOT YYPEKJACHHS €JWHWYHBIE, H CO CTPOYHOMN, €CNIH CIyXaT
HaHMEHOBaHMAMH POJOBBIMH: I 03HAK, FOCKOMUTET.

CokpalleHHbIe YCIIOBHBIE Ha3BaHUsI OpraHW3aluii MHIIYTCA ¢ MPONHCHON OYKBEI B
KaBBIMKaX W HE CKJIOHANTCA, €CIM HM MpPeIIIeCTBYIOT CJIOBa «TPecT», «KOMOGUHATY,
«(pabpuka» n T.M.: komOuHart «Kysbaccyrons» (komOuHata «KysGaccyrome»); Tpect
«Caparosras» (Tpecta «CapaToBras»).

ITpH OTCYTCTBHH CNOB «TPECT», «KOMOHHAT» U T.I. HX HAUMECHOBaHHA NMUIyTCH Ge3
KaBBIYEK H ckioHAoTea: HoBocubupckracerpoii (HoBocuGupekraceTporo).

CokpatieHHbIe CMeIIIaHHEIE Ha3BaHHUA € IUHUYHBIX opraHu3auui
(CNOKHOCOKpAIIIeHHBIEe C/IOBA B COYETAHHU C GYKBeHHBIMM ab0peBUATYpaMH) MUINYTCA C
MPOMUCHOH OYKBBI, CIHTHO. be3 kaBbIYeK; IpHYeM, OyKBeHHbIe a0OpeBHATYPEI, KOTOPEIE
NPHHSATO MMHCATh NPOTMMCHBIMU OYKBaMU, COXPAHSIOT HAIMMCAHHE KaK B Hayaje, TaK U B

cepeMHe HJIX B KOHIE COKpallleHHOoro o0o3HayeHus: HHMcrpoiikepaMuka,
IHHHH3I Icensctpoii, 'uapoxopHIN.
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4, [TonuTHyeckue nNapTHu, oO1ecTBeHHbIe 00BEIHHEHH,
CHe31bl, KOHIPECChl, KOH(pEepeHLIUH

4.1. Ha3paHus oOmiecTBeHHBIX OpraHU3aLuii,
npodco1030B, ABMKEHUH, APTHIl U TBOPYECKHUX COIO30B

B Ha3BaHuUAX OOIIECTBEHHBIX OpraHU3alui, NMpodcor30B, ABHXEHHH, NapTHH H
TBOPYECKHX COIO30B € MPOIACHO! OYKBBI MHLTYTCA [TEPBOE CIIOBO W HMEHA COOCTBEHHEIE,
BXoAflIME B Ha3BaHUe: [leMokpaTuueckas naptusa Poccum (JIIIP), Poccuiickuii AeTCKui
dbouna, Poccuiickuii coro3 MPOMBILIIEHHHKOB U NpealIpUHEMATENEH,

Ilumercss ¢o cTpouHoidl OyKBB I@EpPBO€ CJOBO Ha3BaHUA OOLLECTBEHHOMH
OpraHu3auMy IpY HaJIM4YHH YCIOBHOTO HAMMEHOBAHHS, 3aKNIOYEHHOrO B KaBBIYKH, a
TaKKe Ha3BaHHE ee LEHTPaIbHOIO OpraHa, ecjid OHO He HAYHHAETCd CIIOBOM
«UenTpanbHbiii»: obwectBo «MeueHaT», mnpaBiaeHue Colo3a KHHEMATOTpaducTOB
Poccuiickoit Pepepauun, ucnonkom KoHpeaepaluu >XypHaNHCTCKHX COFO30B, HO:
LleHTpanbHbli cOBET OOLUECTBA «3HAHUEY.

4.2. Cpengpl, KOHIPECCHl, KOHPEPEHUWH, CECCHH, TUIEHYMbI

B Ha3BaHHAX Cbe€340B, KOH(pepeHUMH, cecCHil, IUIEHYMOB, 3aceJaHH{ clloBa
«CBe3O», «3acedaHHe» NHIIYTC cO0 CTpoqHOH OykBbl. C NponucHOH OyKBEI B 3THX
Ha3BaHUAX MHIOYT ToNbko cinoBa THna: [Ilepswifi, Bropoil, MexayHapoaHbli,
Bcepoccuiickuii u 1.1

5. JIOJDKHOCTH, 3BaHUS, TUTYJIB]

5.1. HanMeHOBaHHA BOMHCKHUX H ITOYETHHIX 3BAaHHH,
YYeHBbIX CTENeHEH

HauMeHOBaHWe BOMHCKHMX M NOYETHBIX 3BAHMH, YUYEHBIX CTENEHEH MHUIIYTCS CO
CTpOYHOH OyKBBIL:

reHepa apMuH,

JeHCTBUTENBHBIN WieH PoccHiickot akageMHUH HayK, aKaJeMHuK,

naypeat ['ocynapcTBeHHOH npeMun.

Bricee 3Banne Poccuiickoit ®eaepanun nmumietcs ¢ npomucHo# Oyksel: I'epok
Poccutickoii ®egepauui.

ITouetHpie 3Banus Poccuiickoit Penepanuy NUOIyTCst B KaBblYKax U ¢ IIPOMUCHOR
OyKBBl NIpU HX YCTAHOBJIEHHW H MpHCBOSHUW. B Apyrux cnydasx MmoveTHblE 3BaHHA
nuiyTcs 6e3 KaBbIYeK U CO CTpOYHOH OykBEl. Hampumep, ycTaHOBHTE IIOUETHOE 3BaHUE
«Hapoaunpiit aptuct Poccuiickoii ®emepauuu», HO HarpaauTh HapOJHOIO apTHUCTa
Poccuiickoii Qenepaunn.



175

5.2. JIOJDKHOCTH U TUTYJBI 3apyOeXXHBIX CTPaH
U MEXAYHAPOAHBIX OpraHH3anui

HaspaHue THTYIOB M IO/DKHOCTEH B 3apyOeKHBIX CTpaHaX U MeEXIyHapOIHBIX
OpraHu3alHAX MUIIYTcs CO CTpOuYHOH OYKBBI: HMneparop SnoHMH, Koponesa
Huaepnangos, npesunent Muauu, kaaiuiep ©PI, rerepanerbiil cexperaps OOH.

B aumioMaTHUeCKUX HOKYMEHTax, B COOOLICHHAX O BCTPEYax Ha BBICHIEM YPOBHE
Ha3BaHHUs BBICHIMX MOJUKHOCTEH W THTYJIOB NMHUIIYTCA ¢ NMponucHoi Oyksbl: IlpesmmeHT
®pannysckoi Pecnybnnku, ITpempep-munnctp Mannu.

6. Yci0BHBIE HMEHA COOCTBEHHBIE,
MECTOHMEHHA MPH 0OpaLICHUH K JIHLIAM

6.1. Ycaosubie cOOCTBCHHBIE HMCHA

VcnoBHble HMeHa CcOOCTBEHHblE NHIIYTCA C TPONHCHON OyKBBI B TEKCTax
opuLUHaIbHBIX cooOlleHul, B goroopax, akrax: [IpaButenscTBo, UpesBblualHBIA H
Ionnomounstii [locon — B TekcTax OQUUUANBHBIX COOOMEHUE (HO, OGBMHO: NOCOI,
PABUTENIBCTBO); «MMEHYeMEIl B JalbHeilmeMm ABTop, M3maTenscTBo» — B H3ATENBCKOM
ZOTOBOpE.

CnoBo «[ocyAapCTBEHHBIH» NHIIETCA ¢ MPONMHCHOH OYKBEL B CHSAYHOIIHX
CIOBOCOYCTAHUAK:

I'ocynapcteennnii repd Poccuiickoit ®egepanun,

INocynapcTeeHHblil ruMH Poccuiickoi @enepauuy,

Il'ocynapcTeerHbtii dnar Poccuiickoit @enepauyu.

Co cTpoyHoii OYyKBBI NMUILETCA IEPBOE CIOBO B CIEAYIOWHX CIOBOCOYCTAHHAX:
rocygapcTBeHHas rpaHuua Poccuiickoii @egepauuu, rocyJapcTBeHHas Harpaia
Pocculickoii ®epepaiuu.

6.2. Mectoumenus «Boi» 1 «Bau»

IInmyTes ¢ mponucHoi OyKBEI Kak (popMa BEXIHBOro 00palLEHNs K OTHOMY JINLY B
OQHLHAIBHBIX OTHOMIECHUAX, IMYHBIX NHchbMax: [pomty Bac..., Coo6imaem Bawm... .

[Tpu obpallieHny X HECKOJBKHM JIHLAM 3TH MECTOHMMEHHMS INMHINYTCA CO CTPOYHOMH
GykBEl: YBa)kaeMble rocrnoia, Barle MHChMO. .. .

C nponucHol OyKBEI yKa3aHHbIE MECTOHMMEHHS MUMIYTCS Taloke B aHkeTax: ['ne Ber
npoxxuBanyu panslie? Coctas Baiei ceMbH.

7. UMeHa, oTuecTBa, haMuIuu
7.1. CrnoxHble (paMUTIMH, JIHIHBIE HMEHA
Ka)xnas yacTh pycckoil IBOHHOM, TpoiiHOH ¢aMuNuy U [CeBIOHMMA HAYHHAETCH C

nponucHo# OykBbl H oTaensetca AepucoM: Pumckuii-Kopcakos, HemMupoBuu-/laHueHko,
Orunna-O6oneHckuii-Tenen1es.
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Kaxnas yacte Hepycckoil ABOMHOM, TpoiiHOM (HaMHUIHKN HIH CEBAOHUMA IHIIETCS
C NpOMUCHOH OYKBBI, HE3aBUCHMO OT pa3leqbHOIO WIH AePUCHOrO HX HAIHCaHHA:
®panxnun Jlenano Pyssenst, Kan-Kax Pycco.

YceueHHas 4yacTHIA «Ie» MPUCOEAMHSETCS K APYrod 4acTH GaMHUIHH HIH HMEHH
yepes anoctpod: Banepun Xuckap n’cren, JIyu ne broccn o’ Ambyas.

C npornucHoM OyKBBEI NHUIIYTCA CTosHe Mepen ¢aMumien dacTHIEl «O»
(npucoenunsiercs uepes amoctpod), «Mak-», «CeH-», «CeHT-», (NpHCOEONHSAIOTCA Yepes
aeduc): O’Hun, Mak-I'perop, Axtyan ne CeHT-IK310I€pH.

HauanpHas 9acth «10H» apaOCcKux, TIOPKCKHX U APYTHX BOCTOMHBIX HMEH MUILIETCA
¢ MPONHCHOM OYKBBI, PHCOSAUHASTCA K MOC/EAyOWEH YacTH, KaK NpaBUIIo, AehHCOM:
H6H-Acup.

YacTHLB B HEPYCCKUX (aMUNUAX «H», «CaH» THITYTCH €O CTPOYHOH OyKBBI H
npucoeguHsoTca geducom: Puero-u-Hyrnevec, Komusama-cas.

CoctaBHble 4yacTH apaOCKHUX, TIOPKCKUX M APYTHMX BOCTOYHBIX JIMYHBIX HMEH,
obo3HavarlMe COLMAbHOE IOJM0KEeHHEe, pPOACTBEHHBIC OTHOIIEHHS M T.A., @ TaKKe
ciryxxeOHBble ciioBa (ara, an, aib, ap, 6eil, Oek, 6eH, 3aie, 3yJb, KbI3Bl, OIJIBI, O/1b, MAllla,
yhb, XaH, [IaX, 34, 37Ib, W Jp.) OHIOIyTCs, KakK I[paBHIO, CO CTPO4YHOW OYKBEI U
MIPHCOSANHMIOTCA K HMeHH dyepes aeduc: Moparum-6eii, TypcyH-3azne.

7.2. Cxnonenue dpamunui

Myxckne (paMunuy, OKaHYMBAIOLIMECA Ha TBEPAYI) WIH MATKYIO COMIACHYI,
CKJIOHSIOTCA, HampuMep: OzonuHr — Os3omuura, Komomueny — Komomwuiina, Xmemp —
Xmens, Kynuk — Kynuxa.

KeHnckue haMHIMK, OKAaHYMBAIOUIMECH HA TBEPAYIO HIH MATKYIO COIVIACHYIO, HE
ckmoHAtoTes, HanpuMmep: Enena Osonudr — Enensl O3onunr, Bepa Komomueny —~ Bepo
Konomueu, Hanexaa Xmens — Hagexxnpl XMens, Mapus Kynuk — Mapuu Kynuk.

®amMunuy, OKAHYMUBAKOIIMECS Ha 0e3yJapHyH IVIacHYIO —a, —i, CKJIOHAIOTCH, 3a
HCKIIIOUeHUEeM (aMWiIni, B KOTOPBIX OKOHYAHHK —a IMpeAecTBYyeT —H, HalpuMep:
Aurekca — Anexcel, AHonka — Axonku, Hepyna — Hepyasl, Ilerpapka — I[lerpapku, (HoO
I'apcua, I'ynaua).

CnaBsHckde ¢aMuiIMM, OKaHYHMBAIOWIMECAd Ha YAApHYH IVIACHYH -4, -,
CKIIOHMIOTCS, HarpuMmep: ['onoBHs — ['onoBuu, Jloboaa — JloGoael.

HecnapsHckue (aMuiny, OKaHYHBAIOLIMECA HAa YOapHYH TIJacHylo -a, —i, HE
CKJIOHAKOTCA, HanpuMep: [lioma, 3oms.

Mysxckue ¢haMWIMH, CO3BYYHbIE ¢ HA3BAHUEM XHBOTHOI'O, CKIIOHAIOTCS, HAIPUMED:
3aay — 3aiiua, Open — Opna, Jlebeas — Jlebens, Bonk — Bonka.

He cknonsrorcs dpaMunuy, okaHIHBaIOIIREcs Ha —aro, —iro, —0BO, —HX, —bIX, —KO,
Hanpumep: [HamGunaro, Xutporo, Nnaakux, Ceasix, [TeTpeHko.

8. Harpanpl, 3HaKH, oTNNYUS, NPEMHHU
B Ha3BaHHAX OpAECHOB, HE BBIAENAEMBIX KaBBIUKaMH, ¢ NpONHUCHOH OYKBBHI, KaK

NPaBUiO, MUINYTCS BCE C0BA, KPOME CIIOB «OpPAEH» M «CTelleHb»: opaeH CysopoBa |
CTETNEHH, HO: opAcH OTeuecTBeHHOH BOHHEI 1 cteneHH, opaeH dpyk6p1 HApoaoB.
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B Ha3BaHHAX OpAEHOB M Medalieil, BbIAe/sIeMBIX KaBBIUKAMH, ¢ TIPONIHCHOH OYKBBI
MUIIYT NIePBOE CI0BO Ha3BaHHA B KABHIUKaX H HMeHA cOOCTBeHHBIE: opAcH «MaTtepHHcKas
cnaBa» 1 creneHH, MeAanbs «3alMTHHKY cBOOOAHOH Poccum», Memanb «3a cnaceHUe
yTONAIILUX», MEAaNh «3a OTBAry Ha NoXxape», MeAalb «3a THYHOE MYKEeCTBO».

B HasBaHMAX Harpaj 3apyOeXHBIX CTpPaH U MEXIYHAPOJHBIX OPraHH3alMH C
MPOMUCHOH OYKBBI NUIIYT MEPBOE CIIOBO Ha3BaHHA M MMeHa coOcTBeHHEIE: XKesye3Hbli
kpecT, opaeH [loueTHoro nervona, 3omotas menane Mupa uM. XXoano-Kropn.

B nHasBaHMsiX npeMuil ¢ nponucHON OyKBBI MHILETCS NEPBOE CIIOBO, KPOME CIOB2
«mpemusi»: l'ocynapcrseHHas npemus Poccuiickoli @enepanun, I'oHKypoBCcKas npeMus,
JlomoHocoBckas npemus, Hobenebckas npemus, ['pas-npwu.

9. BocHHDBIEC HA3BaHHA
9.1. Baxueiiiile BoeHHBIE HA3BAHUS

B BaxHeHIIHMX BOEHHBIX HaszpaHUAX Poccuiickoit ®enepanyn Bee CIoBa MHIIYTCA €
nponucHo#l OykBel: BoopyxenHrie Cunel Poccuiickoli ®enepauun, BoerHo-Mopckoit
Dot Poccuiickoit ®enepaunn, Boenno-BozaymHere CHisl.

HaspaHne BOOpYXEHHBIX CUJ JPYTHX TFOCYAAPCTB NPHUHATO MUCATh CO CTPOYHOH
OyKBbI: BOOpY)KeHHBle cunbl Wranum, ¢paHuysckas apMmus, HO: Opuranckas PelHckas
apMH1L.

10. Hannucanue gar
10.1. CnoBo «roa» npu UMPpax AaTHI

CnoBa «rofi», «rofipl» coOkpamawTcs (r. IT.), ecii OHH MpUBEAEHBI B JaTax ¢
o003HaYeHHeM Mecsla, KBaprana, noimyroaus. Eciu gara cOCTOMT U3 roaa, To CJIOBO
«ro» IIUIIETCA NONHOCTBYY: I1aH Ha 1990 roa.

Tpebyetca onyckaTe coBo «roa» NpH ero HUppoBoM 0603HaYEHUH HA THTYIBHOM
nHcTe, 00NOXKKE, a TAKXKE B BBIXOJHBIX AaHHBIX OuOnnorpadgpuyeckoro onHcasus.

PexomeHayeTcss ONMycKaThb CJIOBO «rof» MpH ero HudppoBoM 0003HA4YCHHH, KaK
TpaBuJjIo, MpH AaTax B KPYIIBIX ckoOKkax. OOBIMHO — 9T0 JaThl pOXKASHUSA, CMEPTH PALOM C
UMEHEM KaKOro-nubo Nula, JaTa CO3[aHHs WK W3/IaHUA NPOU3BENCHUsA, CTosAMIad MoChe
ero Ha3zpaHHi, JaTa HCTOPMYECKOre COOBITHA H T.N.. 3HaMCHUTHIA (usmonor HoraHH
Mronnep (1801-1858) chopMynuposan...; Paborel CeuenoBa «Pediekchl TONOBHOTO
Mmosra» (1963), «Komy u kak paspabareiBath ncuxonoruro» (1873) u gp.; ®panuysckas
OypxyasHas peBomouusa (1789-1793) eeizBana ...; C.H. HUanoB (p.1925); A.Il. ITerpos
(ym. 1980).

10.2. O6o3HaueHUE NEPUOAOB
KanennapHbie CpoKH B T€KCTe MUIIYTCS cleAyomuM odpazoM: B Mae 1994 r., Ho:

3a 8 MecsiueB 1994 roxa, B 1995 rogy, ¢ 1992 no 1995 rog, B 1992-1993 ronax.
Ilepyon, orpaHWuYeHHBIH MpefeiaMu OBYX JieT HIH Toda H HECATHIECTUS,
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ykazpiBaercs: B nepuon 1950 r. — 1960-¢ rr. (roa u gecarunetue).

Bce BUBI He KaTeHIapHBIX JieT (O10KeTHEIA, onepallioHHbIH, OTIeTHBIH, y4eOHbIi
rofi, TeaTPalbHbI CE30H), T.€. HAUMHAIOLIUXCA B OJHOM IOy, a 3aKaHYMBAIOLIHXCA B
APYroM, MUIIYT depe3 kKocylo depty: B 2003/2004 yyebHoM roay, TeaTpaibHBIA Ce30H
2002/2003 roma, OtuetHslii nepuoa 2002/2003 rox.

B OCTaNbHBIX Cyyasx Mexay rojflaMy CTaBATCA THPE, TIpUyueM BTOPOH roi MUyt
nonHocTeio. HanpuMep: ocBoGoanTs oT B3uMaHus Hanora B 2005 — 2006 rr.

Pexomenayercs cnefylolllee HalucaHue AecaTwneThii: 90-e roaer XX Beka; 70 —
80-e rr. Hamero cronetus; 1750-roapr; 1910-e rr.; B 1860 — 80-¢ rr., HO: B 1890 — 1910-¢
TOJBI.

KBapran oGo3HadaeTcs pHMCKOH LH(QPOH, a MONYyrone nUIIETCA NOJHOCTEIO: I
KBaptan 1993 r.; Bo BTOpoM noayroguu 1994 r.

[Mpy puMcKMX LUpax nNamekXHbIe OKOHYaHH# (HapalleHus) He crasarca: B
I kBaprane (Ho He B I-oM KBapTane).

10.3. Ha3zpaHus npa3aHUKOB

B HasBaHHAX Npa3lHAKOB M 3HAMEHATEJIBHBIX JAaT ¢ NPOMUCHON OYyKBBI HHMINYTCS
nepBoe CJI0BO M MMeHa coOcTBeHHBle: BocbMoe mapta, Hosbif ron, Jens poccHiickol
neyaTH, Ho: Jens ITobenpl, PoxxaecTBo XpHUCTOBO.

Ecnu HavanbHOE NOpAAKOBOE YHCIHTENBHOE B TAKOM Ha3BaHHH HanmuCcaHO LH(POH,
TO C MPOTIUCHON OYKBEI MULIETCH CEAYIOLee 3a HAM clOBO. [lopsaakoBoe YHCIHTENBHOE
MpH 3TOM He UMeeT HapameHus: 1 Mag, 8 Mapra.

Ha3paHus npa3gHUKOB, ABIAIOMUMHUCH O(HLHANIBHBIMH BHIXOJHBIMU JHAMHU:

1,2, 3, 4u5 auBapa — HoBorogHne KaHUKYJbI;

7 auBaps — Poxaectso XpucToBo;

23 deBpans — JeHs 3amuTarKa OTeUeCTBa;

8 MapTa — MexXayHapoAHBIN XKeHCKHH OEHb,

1 mas — I1pazguuk Becuel u Tpyna;

9 mast — Jens [Tobenrr;

12 nroHsa — JleHs Poccuy,

4 Hos0ps — JleHb HApOAHOIO ¢AUHCTBA.

11. Hanucanne uncen
11.1. bykBeHHas popMa OAHO3HAYHBIX LIEJBIX YHCEN
bykseHHas popMa yucen HCIONb3yeTC:

1. Ecnn ogHO3Ha4yHBIe 4YMCIa CTOAT B KOCBEHHBIX Mafgexkax (He Mpd eJUHHIaX
($U3NIECKHX BEIHYMH, J€HEKHBIX eTHHALAX ):

Pekomennyetcs: He pexomenayetcs:
Habopamopuio credyem Jlabopamopuro credyem obopyooseame
obopydoeamv uemvipoms 4 nuwyypumu MawuHamu,

RUWYYUMU MAUWHEAMU.
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2.Ecnu cTeyeHHE HECKONBKHX YHCEN B LH(POBOH (QopMe MOXKET 3aTpyIHHThH
YTEHHE, a BCTABUTH MEXAY 3THMH YHCIAMH CJIOBO WM U3MEHMTEL NOPANOK CJIOB,
4TOOBI Pa3BECTH YUCIIA, CIOXHO HIIH HE JKEATENbHO!

Pexomengyercs: He pexoMeHayeTcs:
namo 30-mecmuolx aemobyCos... 5 30-mecmnvix asmobycos...

3.Ecnmd  BCTaBHTH CJOBO WJIM M3MEHHTh TNOPAJOK CHOB He CIOXHO, TO
NpeanoYTUTENbHEE CAeNATh 3T0, YeM MeHATH LHpoRyI0 GopMy dHciaa Ha OyKBEHHYIO: 5
HOBBIX 30-MecTHBIX aBTO0YCOB.

Korna konu4ecTBeHHOE YHMCIHTENBHOE HAYWHACT MpPEIJIOKEHHUE, NOCKOJIBKY IpH
uuppooili PpopMe HcuesaeT, Kak [IpaBHIO, TpPONHUCHas OyKBa B NEPBOM CIIOBE
npeanoxKeHus:

PexoMenayercs: He pexomenmyetcs:
... RPU MAKOU NIAHUPOBKE. ... NPU MAKOU NAAHUPOEKE.
Iame [I3BM pasmewyarom ... 5 II2BM pasmewarom ...

Bo usbexxanue pasHobos B HAMUCAHUH KONUYECTBEHHBIX YNCIHTENBHBIX, CTOAIIMX
B HayajJle M B CepellHe MNpeUIOKeHHs, )KelaTelbHO IO BO3MOKHOCTH MNEPECTPOUTH
NpeloKeHHe, HAUHHAIOIEECA YUCIOM, YTOOBI OCIEAHEE Nepellio B CEPEAMHY: ... HPU
maxou nranupoexe. Pasmewyarom 5 [I15BM ...

11.2. [Hudposas ¢popMa OAHO3HAYHBIX LE/IBIX YHCEI

HUcnons3syerca:

Ecnn ogHo3HAayHBIE LETIbie YUCHA, JaXe B KOCBEHHBIX IMaieXax, CTOAT B psiy ¢ ABY
- ¥ MHOTO3HA4HBIMH, TOCKOJNBKY MPH BOCIPHUATHH psia 4Hced He TpeOyercs MBICICHHO
EPEBOAUTL UX B OYKBEHHYIO (POPMY B HYXKHOM IIaJIeKe.

PekoMeHgyeTcs: He pexoMeHnyeTcs:
3a cepusmu uz 3, 5, 12 ynpaxcrenuii 3a cepusamu uz mpex, namu, 12
credosani ... YNPAadCHEHUl CRe008aN ...

Koraa ofHo3HauHEIe 1IeNIble YHCNA OGpﬂBYIOT COoYCTaHHuA ¢ CAMHHIIAMH (bH3I’I‘-IeCKHX
BCJIHYHH, ACHEXHBIMH €AHHHLOAMHU H T.I1.

PexomeHnyercs: He pexomennyercs:
IIpu macce do 7 ke... Ilpu macce 00 cemu xz (00 cemu KUAO2PAMMO8) ...
Lena oo 100 pyé. Llena oo cma p. (0o cma pybneii)
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11.3. Lludposas opma MHOrO3HaYHEIX LENEIX YHCENT

Jost Takux uncen uudponas popMa ABIAETCS NPEANOYTUTENBHON B NOAABISIOLEM
OONBLUIMHCTBE CTy4YaeB.

Pa30uBka uncen B Lu¢poBoi (opMe HA IpyHNbl OCYIIECTBIseTcd mpodenamu (o
Tpu nudpst) 34 768: 5 989.

He paz6uBaroTcs Ha rpynibl QUQPEl B YUCIaX, 0003HAYalOMIMX HOMEp (MOCIIE 3HaKa
HOMepa), B MapkaX MalliH U MEXaHU3MOB, B 0003HaYeHUIX HOPMaTHBHBIX NOKYMEHTOB:
Ne 89965.

Touxy B npobenax Mexay UHUPPOBBIMH TPyNilaMH MHOTO3HauYHOrO YHCJIa CTABHTH
3ampeLaeTcy.

11.4. BykBeHHas ¢popmMa MHOIO3HAYHBIX LIENBIX YUCE

Jta dopMa peKOoMeHIyeTcs NMpH CTeUeHHH JABYX 4Hcen B Ludposod ¢opme U B
clyyasX, KOrja NpenjioKeHue HauhHaeTcs uMvcioM. Ecnu GykBeHHas Qopma 4Hcia
HeXeNaTebHa, HeoOX0JUMO NepecTpoUTE (pa3y, YTOOBI pasBECTH ABa YUCIA HIIH YTOOEI
He HaYHHATE dpa3zy YUCIIOM:

PexomeHnyercs: He pexomennyetcs:

3 200 dsadyamumoHHbIX 2py308UKOE; 3 200 20-monHxuix 2py308uK06
3 200 epy3o6uxoe 2py3ono0bemMHOCHbIO

20m

11.5. BykBeHHO-uMdpoBas Gopma UUce

Pexomenzyercs:

Jna 0603HaYeHHA KPYIHBIX KPYTJBIX yvcen (TBICAY, MIWUIHOHOB, MUJIHAPAOB) B
BHJE COYETAHHS LUQP C COKPALIEHUEM THIC., MiTH., 20 mipa., 12 muH.

ITO NpaBHIC PacnpoCTPaHAETCss H Ha COYETAaHHA KPYNHBIX KpYIVIBIX YHCEN ¢
0003HAYEHUAMH €JIMHMI (H3HYECKUX BEIUYMH, ACHEXHBIX eauHul: 20 mid. kM.: 200
MIpa. KBT. 4.

B ycTodBIIHXCS Ha3BaHMAX IIHPOKO H3BECTHBIX [MPOLECCOB, JOMYCKAETCA
npusbvHOe HanucaHKe: [Iponecc 1930-x, mpouecc 50-1u.

11.6. [IpoGueie uncna

[Tocne npocTeIX APOOGHBIX 4YHCEN CIOBA «HAaCTb», <«JOMNA», KAK TMPaBHiIO He
YIOTPeOAOTCA:

Pexomengyerca: He pexomennyercs:
1/2 xeadpama; 9/10 noas 1/2 yacmv xeadpama; 9/10 wacmen nons

CylIecTBUTENBHOE MOCe APOOHOTO YHCNA COITIacyeTcs ¢ ero ApoOHOH 4acThIo H
MO3TOMY CTaBHTCA B POAUTENBHOM Iajiexe eAHHCTBeHHoro uncia: 1/3 metpa, 0,75 nurpa;
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0,5 TeIcsuM; 10 5/6 MumIHOHA.
11.7. O0o3HaueHne qUana3oHa 3HaYeHUH

Hna o0o3HaweHUs [Wana3oHa 3HAUYE€HHH CTaBAT: MHOTOTOYME; THPE;, 3HAK «-»;
NpeJIor «OT» Mepef NEPBEIM YNCIOM U «J10» — Nepe] BTOPBIM.

Hanpumep: nuroit 5...10 m; dnunoit 5 — 10 m; Jnuno# 5-10 M; Jnuso# ot 5 go
10 M.

Tupe B xauecTBe 3HaKa AWaNa3oHa 3HAYCHUI BENWYHH HE PEKOMEHAYeTCA CTaBUTh!
KOrJa THpe MOXeT OBITh NMPUHATO 3a 3HAK MHHYC; KOrJa OJHO M3 YHCEN — BE/IHYUHA
NOJI0XHUTENbHAS, a APYroe OTPULIATE/IEHOE WK €CITH 00a — BeJIMYUHBI OTPHULIATENBHEIE.

Ilpu uudpopoit ¢GopMe KpymHBIX YHCEN B JAMana3oHe 3HAYeHUH HeoOXxoaumo
COXPaHATH HYJIH B YHCIIe HHXKHEro TpeJiena.

PexomeHnnyerca Henonyctumo:
Bwicoma 15 000 — 20 000 m Bvicoma 15 — 20 000 m (ecru nepsoe
yucno 15 000)
ITpu OykBeHHO-LMPPOBOH (opMe YUCEN AOMYCTHMO OIIYCKAaTh B YHCIE HWKHETO
npeaena c003HAYEHHE KTHIC.», «MIIH.», «KMIPA».

Honyctumo: He o0s3aTensHo:
Buicoma 20 — 30 meic. m Boicoma 20 meic. — 30 muic. m

Yucna B Auama3oHe 3HA4YEeHHIH paclosiaraloTcs OT MEHbBILEro K OoJsblIeMy, OT
HWKHEro npemenaa K BepxHeMmy. VCKIIOHMEHHE COCTAaBISIOT  B3aUMOCBA3AHHBIE
OTHOCHUTENbHbIe uncia (BO BTOpOIl mape OOJBIlIee YHCIO MOXKET HATH MepBbIM): OTO
cocrasngeT 60 — 80% Bceit Maccrl rpy3a. Octansnelie 40 — 20 %...

11.8. Homepa TenedoHOB, ABOHHBIE U IUTEPHEIE HOMEpa JOMOB

HoMepa TenedoHOB NMPHHATO NMHCaTh, OTAENAd AedHCOM Mo ABe LH(PHI CnpaBa
HaneBo: 2-99-90; 2-45. B HoMepax ¢ uHcaoM Ludp OONBIIE LIECTH OTAENACTCA JeBas
rpynna B TpH Uudps: 299-85-90.

JlBoiiHble HOMepa AOMOB MPHHATO MHCATh 4Hepe3 Kocylo 4epTy: yi. Cipeneuxas,
a. 12/4.

JIuTepHble HOMEpa OOMOB MMHIIYTCSA CIUTHO ¢ HOMepoM goma: IlywmkuHCckHii nep.,
a. 7a.

11.9. IlopsaxoBble YHCAUTEIBHBIE

HpeHMyHIeCTBeHHaH doopma HalHuCcaHHuA B JOKYMEHTaX NOpAOKOBBIX HHCIHUTEC/BHBIX
- 3TO apaﬁcKHe L[I/I(i)pbl ¢ HapallcHUEM MNageKHOro OKOHYaHHA WK 0e3 Hero B
COOTBETCTBHH C 06HJ,HMH MNpaBHJIaMH HAIMHCAHWA TIOPAAKOBBIX YHCIHTEIBHBIX, 34
HCKITHOYCHHEM !

HOMePOB TeX Oﬁ'beKTOB, KOTOPBIC TIPHHATO 0003HayaTh PHMCKHMH I.{HClJpaMH, T.K.
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nocienHue ynotpedisiores 6e3 HapaleHus MaJe)KHOro OKoH4YaHHus. PuMckumu mudpamu
0003HaYaAKOTCs: HOMepa Che30B, KOH(epeHui, KoHrpeccos, u T.1. (XI koHrpecc); Beka
(XX Bek), Homepa MexayHaponaHbsix obwenunenud (II — III MutepHaumonan); Homepa
BeIOOpHEIX opranoB (IV TocynmapcrtBenHas Jlyma); HOMepa MpOJODKArOILUXCS
cnoptuBHbIX cocTszaHui (XXII Onumnuiickue urpbl); MMeHa HUMIIEpAaTOpPOB, KOPOJEH
(Hukomnait 11, Kapn V); xBapransl (II — III kBapTansl). Moryr 0603Ha4aTbCsi pUMCKHMH
Uu(paMu 4acTH, pa3eibl KHUT.

OueHb TPOCTBHIX YHUCIUTENBHBIX (THMA TMEpBbIM pa3, BTOPOH pa3), a TaKKe
CIIOBOCOYETaHUM THMa: mpeAcTaBuTeNnb Poccuiickoil Penepanuu Ha CEMBIECAT IEPBOE
3acenaHue ['enepansHoit Accambien OOH.

[Tage)xHble OKOHYAHHS B MOPAAKOBBIX YHCIHTEIBHBIX, 0003HAYeHHBIX apabCKUMH
YHCIaMU, JOKHBI OBITh:

a) OqHOOYKBEHHBIMH, €CJIM IocjiefHeld OyKBe YMCIUTEIBHOIO IpEeAIIeCTBYET
[JIACHBIN 3BYK: S-# (MATOM, IATHIN), S-51 (mATas ), HO HE S-bIH, 5-0M.

0) nByxOyKBEHHBIMH, €CIM IHocjefHeld OyKBe YHCIUTEIBHOrO IpeAlIeCTBYET
coryacHeli: 5-ro, 5-my, 30-mu, HO He 5-oro, 5-omy, 30-bIMHu.

Hanucanue mnOpsAAKOBBIX UYHCIHTENBHBIX C HapallleHHeM [aJeXHOro OKOHYaHUS
[IPY HECKOJIbKMX NOPSAIKOBBIX YMCIMTENIbHBIX IOJAPS/ pa3/IMyaeTcsi B 3aBUCUMOCTH OT HX
quciaa u GopMbl paszzieneHus (COeTuHEHHS ).

Ecnu oguH 3a ApyruM CcledyroT JBa MOPSAKOBBIX YHMCIHUTENbHBIX, pa3/eleHHBIX
3aMATON WM COEOMHUTEIbHBIM COIO30M, MaJe)KHOE OKOHYAHUE HApalMBAIOT Yy KaXI0ro
u3 Hux: 1-#, 2-i psaael, 70-e u 80-e roasl.

Ecnu oauH 3a apyruM creayror Oosiee [BYX IOPAJKOBBIX YHCIIMUTENIBHBIX,
pa3zieseHHBIX 3aMATON UK (TOYKOM C 3arsaTON) UM COeJUHUTEIBHBIM COK30M, MaJeXKHOE
OKOHYaHHWE HapallUBalOT TOJIBKO y rocieaHero yuciaureapHoro: 60, 70, 80-e roasl

Ecnn monpsa MOyT ABa YMCIMTENBHBIX 4Yepe3 THUpe, TO Na[eXHOe OKOHYaHHe
Hapall1BaroT:

a) TOJIBKO y BTOPOro, KOrjja OHO OJuWHaKoBoe Yy oboux uucnurtenbHeix: 50-60-¢
TOJbI;

0) y KaXI0ro 4MCIMTEIBHOT0, KOIZa MaJeXXHble OKOHYAaHUS Y HUX pasHble HIIH
KOrja NpeaulecTBYIOLHe [EPBOMY YHCIHUTEIbHOMY CJIOBA YMPAaBISIOT TOJBKO UM M He
CBsA3aHbl CO BTOpbIM: B Hayase 80-x — 90-e roapl.

K nopsakoBelM YMCIMTENbHBIM 0O€3 HapalMBaHUs MaJeXXHbIX OKOHYaHHH,
0603HaueHHbIMU apabckuMu U paMu, OTHOCATCS:

a) HoOMepa TOMOB, pa3/leJIOB, CTPaHMI] U T.I., €CJIU POJOBOE CJIOBO (TOM, pasfell U
T.J.) TIpeJIIeCTByeT UM: B ToMe 6, pa3zene 4, Ha ¢. 12, HO eClli POAOBOE CIOBO CTOUT
oCje YACTUTENBHOrO0, oc/eiHee MUILIeTCs ¢ HapallleHHeM MMa[e)KHOro OKOHYaHHUs: B 6-M
TOME;

0) naThl (roZbl ¥ YKCIIA Mecsla), €CJIM CIOBO «IO» WM Ha3BaHUE MecsLla CleqyeT
3a yuciaoM: B 1992 roay, 5 mas 1993 roma. OgHako, €ClIU CJIOBO «ToJ» WM Ha3BaHUE
Mecsla OMNYIUEHO, WIH IIOCTaBIeHO Ieped 4YMCIOM, WJIH OTAeJIbHO OT YHCa JPYTUM
CJIOBOM, Ia/IeXKHOE OKOHYaHHE PeKOMeHIyeTcs HapaluBath: [ panyn 1941-ii.
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11.10. Cno>xHEle CYIIECTBUTENBHBIC U [IpUIaraTelbHbIe
¢ YUCIUTENBHBIM B COCTaBE

CnoxHbIe CYIECTBUTENBHBIC U MpWIAraTeNbHEIE, B UMEILHE B CBOEM COCTaBe
YHCIIUTEbHBIE, NHIITyTcA: 150-nerue, 3-MecsaUuHBIA CPoK, 1-, 2-, 3-CEKUHOHHBIA WIKad.

CnoxxHble ¢oBa C YUCIUTEIBHBIM K TIPWiAraTelbHBIM «IPOLUECHTHBIH» MUIIYTCA:
10%-Hgl1it cOop.

11.11. Ha3paHus JeHeXHBIX eIMHULL, eAUHUL H3MepeHH
H 3Haku Ne, % MpH YHCIUTENBHBIX

JeHexHble BBIpaK€HUA, 0003HAYalOlWIHe CYMMBI 00JI€€ OIHOW TBICSIUH, B TEKCTE
PEKOMEHAYETCH MUCaTh HU(MPaMHU B CJIOBaMH: 5 ThiC. pyOueii, 1 MiH. pyGneit.

JeHexHble BRIpaXKeHHs B pyOIIX W Komeikax cnenyeT nucath: 108 pyd. 50 kor.

Ha3Banus egWHHL H3MEPEHHUSA B TEKCTE YKAa30B, NOCTAHOBIECHUN U pacHOpsKeHHH
PEKOMEHAYETCA MUCATh: 5 THIC. METPOB, 16 ToHH, 120 kB. MeTpoB, 20 MJIH. TOHH, 60 Ky6.
M.

CyumecTBUTENBHOE TOCAE APOOHOTO 4YHcia corjacyercs ¢ ApoOHOH ero 4acTbio H
CTaBUTCA B POAUTENBHOM MajeXe eIMHCTBEHHOro uncna: 28,5 metpa, 28,5 kB. MeTpa, HO:
28,5 ThIC. METPOB.

INpn o0603HaUYCHUU KOJIHMYECTBE MpPEAMETOB, a TaKKe KOJIM4YeCTBA JIIOACH He
ynoTpeOnsloTCcs CclioBa «IOTYK», <«4venoBek»: 10 aBromoOunei, a He 10 mTyK
aproMobunet, 50 pabounx, a He 50 uyenopek paboumx. Ho nuwerca 100 ronos ckota
(ITHIBI).

3Haku «Ne», «,», «%» TIpM HECKOJABKHX 4YHMCTax (T.e. KOTJa OHH JOTKHEI
0003HaUaTh MHOXXECTBEHHOE YHCIIO)} HE YAIBAUBAKOTCH, @ CTABATCS TOIBKO OJUH pas.

IlpaBuneHoO: HenpasunbHo:
5,6u’ 56 u7
50, 60 u 70% 50%, 60% u 70%

[epen yucnamu, 06O3HAUAIOIIMMH MepY, He CTaBAT IpeJiora WK TUpe.

IIpaBunbHO: HenpaBunbHo:
IIpomanxcernocmoio 10 m IIpomsocenrnocmoio 6 10 m

12. Haubonee ynotpebingeMble COKpaILleHHA CIIOB

ObIBILIK I - 0.

BEK, BEKA - B., BB. (IIpH uudpax)
TJIaBa, [V1aBbl - )1, (B KHHTaX)

rofm, roga -I.,IT.

ropoj, ropoja «T., IT.

roCrmognH, rocrioga, rocrioika -I-H, TT., T-XKa
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FOCMIOAHHY - [-HY
rpaXJaHuH, rpaklaHe - Ip-H, I'p-He
rpaKaaHKa, rpaXKaaHKu - Ip-Ka, Ip-Ku
JepeBHSI - nep.
XKee3Hasn Jopora - K. 1.
JKEJIe3HONOPOXKHBIN - K4
3aBeAYHOILHHA - 3aB.
3aMeCTUTEIND - 3aM
U3aHue - U310,
UCTIONHAIONIMH 00s13aHHOCTH - 1.0.

U Jpyrue - ¥ Ap.

U DpovHe -y op.

U TakK jajee -UT. I

U TOMY NIOJO0HOE -U T4

JINCT, JTUCTHL - L.

MajgaM - M-M

MUJITHAPA, MUJUIHAPABI
MHJUIHOH, MHJUTHOHB]
00nacTh

- MiIpA. (nociie uudpoBoro 0603HaAYEHNA)
- MJH. (riocne uudpoBoro 00o3HAYEHHA )
- 00J1.

03epo - 03.
nepeynox - mep.
[OCEJIOK - Moc.
IIYHKT, IYHKTBI - I., III.
palioH - p-H
peka - p. (HO peku)
Cero roja - C.I.
celno - C.
CeJIBCKOE X03AHCTBO - C.X.
CeNbCKOX03AHCTBCHHBIM - C.-X.
CMOTpHU - CM.
CTaHLHUS - CT.

CTaThbA, CTaThH
CTPaHHULA, CTPAHUIE]

- ¢T. (mpu uudpax)
- ¢Tp. (TpH uugpax)

TEKYy1LEero roaa - T.I.
TO €CTh - T.€.

TOM, TOMa - T., TT. (npyu uudpax)

TBICAYA, THICAYH - ThiC. {(nocie nudppoBoro 0003HaYEHU)
yluua - ya.

SKIEMIUIAP - 9K3.

13. Hanucanue 6ykBeHHBIX abOpeBHaTyp

A0OpeBHaTyphl, YHTAeMble IO HA3BaHHAM OYKB, He CKJIOHAKOTCA H MHIIYTCS

nponucHeIMU OykBamH, HanpuMep: BBLI, MB/], 3BM.
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AGGpeBUaTYpbl, HUTAEMBIE 110 CJIOraM, CKIIOHAIOTCS U MULIYTCA:

- TIPOTIMCHBIMHM OYKBaMH, eclii 00pa3oBaHbl OT UMEHH COOCTBEHHOrO, HAllpHMEp:
BAK - BAKy, BAM — na BAMe, MU — MW /a, a Takxe ['OCT — T'OCTom.

-CTpOYHBIMH GyKBaMH, ecid 00pa3loBaHBl OT MMEHU HapUUaTeNhHOro, HampuMep:
BY3 — BY30M, 3arc — 3arcomM.

14. HexoTopkle npaBuiia NepeHoca CJIOB

Hens3s pasbuBare NepeHOCOM COKpalllcHHBIe coBa (ab0peBUaTyphl), HAPUMEp:

LHCY, I'3C, Ty-134, 3UJ1-111.

Henb3a nepeHocuts o0003HAYEHHS Mep, OTpPBIBasg HX OT LHOpP, HanpumMep:
01 oktabpsa 2001 - r., 53 - kM, 73 - kB.M.

Henp3s nepesocute Hapalenus, HanpuMep: 1 - -e.

Hene3g OTOENATE NPH NEpeHoce U3 OZHOH CTPOKH B JIPYTYIO (haMIIHN U MHULIHAJIEL,
Hanpumep: A.C. - Ilymxkun, Toncroii - JI.H.

Henb3q oTAENATE HpU NEPEHOCE U3 OJHOM CTPOKH B APYTYIO COKpAllleHHOE CIOBO OT
MMEHH COOCTBEHHOTO, K KOTOPOMY OHO OTHOCHTCS, HallpuMep: TOB. - Bacunbes, T. -
Ceprues Ilocaa.

15. ¥Ynorpebnenue tupe n neduca

Tupe cTaBuTca Mexay cjioBaMH A 0003HAYSHHA MPOCTPAHCTBEHHBIX, BPEMEHHBIX
HJIH KOJIMUECTBEHHBIX NpelesoB (BMECTO «OT ... J0»), HAallpUMeEp: *elle3Had aopora YCTh
-KyT — bepkakut — TriHaa.

Tupe cTaBHTCA MexAy CYLWIECTBUTENBHBIM M PaclpOCTPAHEHHBIM MPHIIOKEHHEM,
HalpHMep: MUHUCTEPCTBO (BEIOMCTBO) — MOCTABLIMK MPOMBILUIEHHBIX TOBAPOB, CTPaHb! —
unensl HATO.

Hebuc cTaBHTCA MeXAy CYIHECTBHTENBHBIM H OJWHOYHBIM MPHUIOKEHHEM,
HalpUMep: MHHHCTEPCTBO  (BEJOMCTBO)-IOCTABLUHK, MHHUCTEPCTBO  (BEHOMCTBO)-
3aKa34HK.

Yepes aeduc NHOIyTCA CIOKHEIE CNOBA, HAIPHMED: TH3EJIB-MOTOP, FeHepaI-Maiop
aBHALUH, HHCIIEKTOP-COBETHUK IPYIIbl HHCIEKTOPOB.
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[Tpunoxxenue Ne 10
K MHCTPYKLIMYU 110 JeIOTPOU3BOICTBY

O6pa3zeu opopmiieHus npukasa

®enepanbHoE rocyapcTBeHHOEe 0Opa3zoBaTeibHOE OI0IKETHOE YUPEKACHHE
BbICIIETO MpodeccHoHanpHOro obpazoBaHus

«®uHaHcoBblil yHuBepcuTeT npu [IpaButenncrBe Poccniickoit Peaepaunu»
(PuHaHCOBBIH YHHBEPCHTET)

IIPUKAS3

« » 201 r No

MockBa

O HazHaYeHHHU paﬁﬂTHHKOB OTBeTCTBEHHBIMH 34 /1€JIONPOH3BOJACTBO

B coorBerctBuM ¢ 1m.1.10 MHcTpykuuu mo aenonpou3BOACTBY B (eaepalbHOM
rocy1apCTBEHHOM obpazoBaTeIbsHOM O0)KETHOM yUpEXKIACHUHU BBICILIErO
npodeccroHalpHOro 00pasoBaHus «®PuHaAHCOBBIM yHHBepcuTeT npu IlpaBuTenscTBe
Poccuiickoit denepauuu», yTBepkaIeHHON npuka3oM (DUHyHHMBEpcUTETa OT
No , (manee — MHCTpyKuUMs TO JeJIONPOU3BOACTBY), AJIsi BeleHHs paboThl 10
J€JIONIPOM3BOJICTBY B CTPYKTYPHBIX mnojpaszeneHusx @OUHAHCOBOro YHHBEPCHTETA

IIpUHKAa3kblBalm:

1. HazHauute paboTHUKOB @DPUHAHCOBOrO YHHBEPCUTETAa OTBETCTBEHHBIMH 34
JENOTPOU3BO/ICTBO B CTPYKTYPHBIX MOAPa3IeIeHUIX COrJIaCHO MPHIIOKEHHIO.

2. PykoBozuTensaM  CTPYKTYypHBIX MoJpa3feneHuil  obOecneuyuBaTh  Iepejady
JOKYMEHTOB M Jie]l IIpY YBOJIbBHEHUU WUJIM NEPEMEILEeHUH paOOTHHUKOB, OTBETCTBEHHBIX 3a
J€JI0IIPOU3BO/CTBO, B COOTBETCTBUH C I1.1.10 MHCTpYKLIMK 110 AET0NIPOU3BOACTBY.

3. KoHTpone HCHOIHEHHWs TMpHKa3za BO3JIOKUTh Ha HavyalbHHKA YIpaBlIeHHs
nenonpousBojcTea U apxusa Cabyposy T.b.

OcnoBanue: 1. Ciy)xeOHble 3alIUCKH PyKOBOAUTENIEH CTPYKTYPHBIX IOAPA3AeICHHI.
2. AKTBI IpHeMa-nepesayyu ynpaBieH4eCKUX JOKYMEHTOB U Jell.

Pexrop M.A. DcKkuH1apoB
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Ha obopoTe

anKEB [MOATOTOBHUIIL:

Hauanenuk Ynpasnenus
JIENIONPOU3BO/CTBA U apXHUBa

nuynas noonuce T.b. CabypoBa

oama

CornacoBaHo:

PykoBosurens cekperapuara
auynaa noonuce A.l'. XapamBuiu

oama
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[Ipunoxenue Ne 11
K MHCTPYKLIMH T10 IEJI0NPOU3BOJCTBY

Oo0pasen opopmiieHHs pacnopsiKeHHs

DdenepanbHoe rocyaapcTBeHHOE 0Opa3zoBaTe/bHOE OIOKETHOE YUpPEKACHHE
BBICLIET0 NpodeccHoHanbHoro o0pa3oBaHus

«@unancosblii ynusepcuteT npH Ilpasurenncree Poceniickoi Peaepauun»
(PuHAHCOBBIH YHHBEPCHTET)

PACIHOPAXEHMUE

« » 201 r. Ne

MockBa

O ¢opmupoBannu KoopanHauHoHHOro coBera
0 HHOPMALHOHHOMY H NPOrpaMMHOMY olecrieYyeHHI0
y4eOHOro nmpouecca

B mensx ucnonnenus mnpukasa ®PuHyHuepcutera or 19.11.2011 Ne 177-1/0 «O
CO3[JaHUH TOCTOSIHHO AeicTBytowero KoopauHaimoHHOro cosera no MH(GpOpMalMoHHOMY U
nporpaMMHOMY obecrieueHuio yueOHoro npoiecca» (aanee — Coser) 0 6 513 bl B a 10:

1. 3aBenyromux kadenapamu naeneruposatb B cocraB (CoBera IpeACTaBHUTENS OT
Kagenpbl K3 HHCIa NPOQeccopCKO-TpenosaBaTebckKoro CoctaBa M IPeJOCTaBHTh
uHboOpMaLrio 0 HeM ((haMuius, UMs, OTYECTBO, JO/DKHOCTD, 3BaHHE, KOHTAKTHBIH TenegoH,
aZipec 3JIeKTPOHHOM MOYThI) AUPEKTOPY MO HHPOpMaLOHHBIM TexHonorusm ConosbeBy B..
T10 2JIEKTPOHHOM 1noute mbulucheva@fa.ru.

Cpok 05.12.2011.
2. lupexropy 1o wuHbopMmauHoHHbIM TexHosorusim ConoBbeBy B.M. moaroroButs

NpOEeKT npukasza o0 yrBepkaeHun coctasa Cosera.

Cpoxk 09.12.2011.
3. KOoHTponb HCHONHEHMsI pacropsDKeHHsi BO3JIOKWTh Ha TEpPBOro IPOpeKTopa Mo

y4eOHoi u MeToauueckoi pabote Pozuny H.M.

PexTop NUYHAA NOONUCH M.A. DcKHUHaapoB




PacniopspkeHue noAroToBuII:

JlpexTop

110 HH(POPMAIIMOHHBIM TEXHOJIOTHIM
AUYHAA NOONUCH B.N. ConosreB

oama
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Ha obopoTe
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IIpunoxenne Ne 12
K MHCTPYKLIMH T10 JIeIONPOU3BOJICTBY

O6pasen popMbl JONKHOCTHOH HHCTPYKUHH

®esepasibHOE rOCYAAPCTBEHHOE YTBEPXJIAIO
o0pasoBaTebHOE OIO[DKETHOE YUPEXKICHUE
BBICIIETO PO(ECCHOHATEHOr0 00pa3oBaHus

«PuHAHCOBbIH YHHBEPCHTET
npu IIpaBuTenncrBe
Poccuiickon Penepauumn»

PexTop (10/KHOCTHOE JIUILIO
u3 cocraBa Pexropara)
DHHAHCOBOIO YHUBEPCUTETA

(PrHAHCOBBII YHHBEPCHTET) (moamuce) (M.0. Qamuims)
JAOJKHOCTHAS “« 0 __r
UHCTPYKIUSA

Ne
MockBa

(HauMeHOBaHHE JJOJKHOCTH)

CrpykTypa TeKcTa

1. O6uue nonoxeHus
2. OyHKUMUH
3. O6s13aHHOCTH
4. IlpaBa
5. BzaumooTHOLIEHHS (CBSI3U MO JOKHOCTH)

6. OTBETCTBEHHOCTH

PykoBoaurens
CTPYKTYPHOTO IOJpa3/iesIeHHUs NUYHASL NOONUCD N.0. ®amunus
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Ha oGopore

Pabotnuk [IpaBoBoro yrnpasieHus
JUYHAA NOONUCD N.O. ®amunus

oama



192

ITpunoxxenue Ne 13
K MHCTPYKLMH 10 JeJIONPOU3BOJICTBY

O6pa3en odpopm/ieHHs NOJHOTO NPOTOKOJIA

denepanpHOE rocygapcTBeHHOE 00pa3oBaTe/ibHOE OI0KETHOE YUPEXKICHHE
BBICLIET0 MPOQeCcCUOHAIBHOro 00pa3oBaHus

«®unaHcoBblit yHuBepcurter npu IlpaBureascrBe Poceniickoit Pegepaunn»
(PuHAHCOBBIN YHHBEPCHTET)

MPOTOKOJI

« » 201 ¢ Ne

MockBa
3acefaHHs Y4éHoro coBera DaKy/ibTeTa MeHeKMEHTA
[Ipencenarens — E.B. Apcénosa.

Cexperaps — M.M. ITyxoBa.
[IpucyrcTBoBanu: 17 yenoBek (CUCOK Mpuaraercs).

[TOBECTKA JIHAI:

1. O pexomMeHaUuH ... .

Coobmenue (noknan u T.1.) AekaHa @axkyibTeTa MeHeKMeHTa aol. ApcéHoBon E.B.
2. O pa3paborTke ... .

Cooluienue (noxnan u 1.1.) 3aB. kKadeapoi «Cratuctuka» npog. Canuna B.H.

1. CJIYIUIAJIHA:

E.B. ApcéHoBa — TekcT coo0lieHus (J0KIaaa) mpujaraercs.
BBICTVYIIWJIN:

P.I1. Bynbira — kpaTkas 3allUCh BBICTYIIJICHUS.

O.U. JlaBpylmHH — KpaTKas 3aluCh BBICTYIIJICHHUS.
PEIINJIN:

1.1. PexomennoBars ... .

1.2. IlpuHATS ... .

1.3. 3acnymars ... .
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2. CJIYIIAJIN:

B.H. Canun — tekct cooOuenus (JoKaana) npuiaraercs.

BBICTVYIIWJINA:

B.W. bapunenko — kpaTkas 3alnuch BbICTYIIJICHHUA.
PELINJIN:

2.1. Ilopy4urs ... .

2.2. Onobpurs ... .

[Ipencenaresns NUYHASL NOONUCH

Cexperapb NUYHAA NOONUCH

E.B. ApcénoBa
M.M. IlyxoBa
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[Ipunoxenue Ne 14
K HHCTPYKLIMH TIO ACNONPOU3BOACTBY

OGpasen opopMaeHHs KPATKOro NPOTOKOJIA

DenepanpHO¢ rocyJapcTBEHHOE 00pa30BaTeIbHOE CIOIKETHOE yUpeXKIEHHE
BHICIIETO NMpodecCHOHATBHOTO 00pa3oBaHuA

«®unancoseiii ynusepcurer npu IlpaBurennvcrBe Poccuiickoii Peaepanunn»
(PuHaHCOBBIH YHHBEPCHTET)

NMPOTOKOJ

« » 201 r. No

MockBa

ONEPATHBHOI'O COBELIAHHSA Y IPOPeKTOpa
HO KaHTAJILHOMY CTPOHTENbCTBY H MaTepHAAbHOMY o0ecneyeHH1o
T.B. JIoGaeBoii

IpencenarensctByrommii — T.B. Jlobaepa.
Cexkperaps — E.E. KymmMaHosa.

ITpucyrcTBOBANN:

HavanpaHKN ynpaBieHuUi 0.B. Kypoukuu
10.B. UyryHos

HupexTopa IHPEKLUHU H X030iCTBa C.P. benos

A.H. CenysépcroB
1. O cTpouTenncTBe yuebHOro Kopnyca ... .
(Jlo6aesa, Cenusépcros, Kypoukun, UyryHos)

1. Pa3pa®oTaTh NPOEKT TEXHUIECKOTO 3a5aHus ... .
2. ITopyquts CennsépcroBy AH. ... .

2. O 3akynke o0opy/ioBaHHs g CTOJIOBOH ... .
(JIoGaeBa, benos, UyryHos)

1. OnoGpHTh HNpeAnoKeHHEe O 3aKyTKe IUIUT K opy4uTh Yyrynosy KO.B. ... .

[IpopexTtop
110 KalTUTATBHOMY CTPOUTENILCTBY
H MaTepUAbLHOMY 00eCTIEUEHUIO JUHHAR NOONUCH T.B. JloGaesa

[oMouHuK mpopexTopa JUYHAS ROONUCH E.E. Kynmanosa
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IIpunoxenue Ne 15
K UHCTPYKLHHU 110 JeTONPOU3BOJACTBY

O6pa3en opopMieHHS CITyKeOHOTr0 NHCHLMA

DenepanbHOE rocy1apCTBEHHOE
oOpasoBaresibHOe OIOPKETHOE yUpeKIeHHE
BBICLIEr0O NpohecCHOHAILHOro 06pa3oBaHus

«@HUHAHCOBBIH YHHBEPCUTET NPH
IlpaButeanctBe Poccniickoi ®@egepaunny»
(PuHaHCOBbIH YHHBEPCHTET)

IIpesunenty 3A0 « MockoBckas
Mex0aHKOBCKasl BaJIOTHAs OMpiKa»

P.A. Arau0ersiny

Jlenunrpaackuii np-1, 1.49, Mockea, I'CI1-3, 125993
Ten. (499) 943-98-29, 943-98-55, paxc (499) 157-70-70
e-mail: academy@fa.ru http://www.fa.ru
OKIIO 00042493, OI'PH 1027700451976,

HUHH 7714086422

Ne
Ha Ne oT

O npoBeaeHHH 3KCKYPCHH

YBaxkaemslii Pyben Adenosuy!

[Tpocum Bamtero paspemenus Ha npoBeneHue 17 ¢espans 2013 r. sKCKypcuu Ha
MocKoBCKy10 MeKOaHKOBCKYHO BAJIFOTHYIO OUpKY 71 cTyieHToB |-ro kypca @uHaHCOBO-

3KOHOMHUYECKOTIO cbaKynb'reTa duHaHCOBOIO YHHUBECPCUTETA.

[TpunoxeHue: CUcoK cTyAeHTOB PUHAHCOBO-3KOHOMHUYECKOTO (haKyIbTeTa
Ha 1 . B 1 3K3,

Pektop JNUYHASL NOONUCD M.A. DcKkuHAapOB

JL.U. CBepioBa
8-495-615-96-24
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[Tpunoxenue Ne 16
K HHCTPYKLIHH TIO JIeIONPOU3BOACTBY

OoGpa3zen ojopMiaeHHs AOKIATHOH 3aANACKH

Pexropy OnHyHHBEPCHTETA

OUHYHUBEPCHUTET

YnpasJseune no cBa3aM npod. M.A. DckuHOapoBy
¢ 00IIeCTBEHROCThLIO

AOKJANMHAS 3AIIMCKA

20.05.2013 Ne _62/36—13

O xoMaHaAHpOBAHHNA PAGOTHHKOB
QNS YYACTHA B CEMHHAPE

[Mpoury Bamero pa3spemieHus Ha KoMaHaupoBaHHe B T. KocTpomy paboTHHKOB
YrpasiaeHus 1o CBI3AM ¢ O0ILECTBEHHOCTRIO rmaBHoro cneunanucra Koporkosa AM. u
MapkeTonora CopokuHy A.B. 11s yuacTisi B MeXyHapOJHOM CEMHHAape, NOCBAIICHHOM
Pa3sBUTHIO peKNaMbl M ee poiu B MapKeTHHre, opranusyeMbiM QOO «3kcmo» ¢

01.06.2013 no 03.06.2013.

IMpunoxenne: npurnamenue ot 18.05.2013 Ne 345/9na 1 . B | 2K3.

HavanoHuk YnpaineHUs
O CBSA3AM C O0IIeCTBEHHOCTBIO JTUYHAR NOONUCH T.M. Caynsk
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TMpunoxenue Ne 17
K MHCTPYKUMH II0 JIENONPOU3BOACTBY

O6pasen odopMmireHHs 00bACHUTENbHON 3AMHCKH

OUHYHUBEPCHUTET Pektopy OuryHUBEpCHTETA

DUHAHCOBO~3KOHOMUYECKHH (PaKyNbTET nipod. M.A. DcKHHAApOBY

OBbACHUTEJIBHASA 3AIINCKA

11.04.2012 Ne __13/04.08

06 ono3zaannu Ha padory

25.03.2012 1 ono3pana Ha paboTy Ha 45 MUH. U3-3a TPAHCIIOPTHOH aBapHH.

CnpaBKy, BblJaHHYH aBTOTPAHCTIOPTHBIM IPEAIIPHATHEM, NPHIIArao.

Creunanuct no YMP 2 k. AUYHAS NOOMUCH M.I". [leTposa
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[Tpunoxxenue Ne 18
K MHCTPYKLIMH 110 J€JIONPOU3BOJICTBY

O6pa3zen opopM/IeHHsI CIPaBKH

DenepalibHOE rocy/1apcTBEHHOE

00pa3oBartebHOe OIOKETHOE YUpeK/ICHHe ["'ocynapcTBeHHOE yUpexaeHHe —
BBICIIETO NPO(ECCHOHATBHOro 00pa3oBaHus ['naBHOe ynpasinenue [lencuonnoro

«PHHAHCOBbIH YHHBEPCHTET ¢donna Poccuiickoit @eneparuu Ne 5

npu IlpaBurenncrBe no ropoay Mockse
Poccuiickoii ®egepaunm» 1 MOCKOBCKO#M 001acTH
(PuHaHCOBBIH YHHBEPCHTET) Ynpapienne Ne |
CIIPABKA
Ne
MockBa

O pabote B @UHAHCOBOM YHUBEpPCUTETE

MapkenoBa Mapuss BacunbeBHa paboTaeT craplium npenojaBaTeneM Kadeapbl
«CrtpaxoBoe Jneno» (enepalbHOrO rocyAapCTBEHHOrO 00pa30BaTEIbHOIO OHOKETHOIO
yupexJeHus: Bbiclero mnpodeccHoHanbHOro odpa3zoBaHus «PHUHAHCOBBIM YHUBEPCHUTET
npu [TpaButensctBe Poccuiickoit ®enepaunn» ¢ 01 centsdps 2011 r. (mpuxaz Ne 673/nc

ot 25.08.2011) no HacTos1Iee BpeMs.

3aM. HaYaJIbHUKA

Y1pasieHus KapoOBOro JNUYHASA NOONUCH O.C. Ilonosa

goecrieyeHus
OMMUCK neYamu

[Ipumeuanue: npu HEOOXOOAUMOCTH clipaBKa odopmisieTcs Ha OJlaHKe MuchbMa.
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[Tpunoxenue Ne 19
K UHCTPYKLIMH 110 JIeJIONPOU3BOCTBY

O06pa3seu opopmiieHus 3asiBJICHHSA

Pexmopy ®@unarncoeoeo yHueepcumema
npogh. M.A. Ickunoapogy

anekmpomonmepa obwesxncumus Ne

Vyebno-6vimoeo2o komniexca
Moxosa B.A.

3asnenenue

IIpouty ysonumo mens 30 noabps 2013 2. no cobcmeenHomy Hceranuro.

10.11.2013 AUYHASA NOONUCH

Hupexmop obwesxcumusn Ne 1
Yuebrno-bvimosozo komnnekca

auuHas noonuce JL.A. Anmyxoea

10.11.2013
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[Tpunoxenue Ne 20
K HHCTPYKLHH MO AENONPOH3BOACTBY

OO0pazen opopMIICHHA Te1erpaMMbl
TEJIETPAMMA
YBEJAOMJIEHHE TEJIET PA®OM
YJI. CTYJIEHUECKAM, A. 7, KA3AHb, 223459
YHUBEPCUTET 3KOHOMMUKH U TTPABA, KAGEPA [TOJTMTOJIO' NN
IMPOLTY TTPENOCTABUTD AECATOI'O MAPTA CITMCOK YYACTHHKOB
KOHOEPEHIMH TTOJIMTOJIOTOB 3I1T TE3UCBHI ZOKJIAXOB TUK
HP 81 ot 19.02.2013

[TPOPEKTOP CUJIbBECTPOB

®uHaHCOBBIA YHHBEPCHTET

JleHuHrpaackuii op-T, 4. 49,
Mocksa, 125

[Tpopekyop AUYHAS ROONUCH C.H. CunpBectpos
OMIMUCK nedamu
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Ipunoxenue Ne 21
K HHCTPYKLMHU 1O JCJIONPOU3BOACTBY

O0pazen opopmienns BLINHCKH U3 MPOTOKOIA

DepepanbHOe rocyRapcTBEHHOE 00pa3oBaTeNbHOC OIOKETHOE YUPEKICHAE
BBICILETO NpodeccHoHanbHoro odpasosanus

«@®unancosbil YHHBepcuTeT NpH IlpaBuTenncTee Poccniiekoit ®eaepanun»
(PuHAHCOBBII YHHBEpPCHTET)

BBIIINCKA U3 TIPOTOKOJIA

« » 201 r. No

Mocksa
3aceanng Y4€noro cosera @aKkyaLTeTa MCHEIKMEHTA

[Tpencenarens — E.B. ApcéHopa.
Cexperaps — M.M. TTyxoga.
IlpucyTcTBOBanu: 17 yenoBek (CHCOK MpUiiaraeTcs).

ITOBECTKA JHA:

1. O pekoMeHmaIHH ... .

CoobmeHue (poxnag v T.1.) AekaHa PaKynbreTa MeHekMeHTa gou. ApcéHosoit E.B.
2. O paspaboTtke ... .

Coobmenne (qoknan  T.11.) 3aB. kadeapoil «Cratuctuxa» npod. Canuna B.H.

2. CJIVIIIAJIN:

B.H. Canun — TexeT cooliieHus (QoKaana) NpHiaaraeTcs.
BBICTVYITNJIHN:

B.H. bBapuneHko — kpaTkas 3anuch BHICTYIIEHHUA.
PELINJIN:

2.1. TTopyunts ... .
2.2. Opnobpurs ... .

Ilpencenarens E.B. ApcéHoBa
CexpeTapb M.M. [IyxoBa
BepHo

HanMeHoBanHe JOKHOCTH AUYHARL ROOHNUCH HU.O. Gamunus

OMMUCK neyamiu

oama
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IIpunoxenne Ne 22
K MHCTPYKIIMH II0 J€JI0NPOU3BOICTRY

INEPEYEHb

BH/IOB yNpaB/jeHYeCKHX J0OKYMEHTOB, CO3JaHHe, XpPaHeHHe, HCI0/Ib30BaHHe
KOTOPBIX OCylIecTB/IsieTcsl B (pOpMe 3/1eKTPOHHBIX JOKYMEHTOB

(He UMEIIUX MMOCTOSTHHOTO, BpeMeHHoro (cBbiuie 10 ner)

cpoka xpaHeHus Ui otMeTKy DIIK B cooTBeTCTBHM C

Ilepe4yHeM TUNOBBIX YIIPABICHYECKUX aPXUBHBIX JJOKYMEHTOB, 00pa3yrOILUXCs B
npolecce AeATeNFHOCTH rOCy1apCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAMOYTIPaBICHUS
¥ OpraHu3alui, ¢ yKa3aHUEM CPOKOB XpaHEeHHs)

Ne n/n Bun noxymenra Cpok xpanenuss | IIpumedanus
JOKyMeHTa (HOMeEpa
crarei)
1 2 3 4
1. ITpoekThl JOKYMEHTOB
1.1 IIpoexThl mpuKa3oB, pacropsKeHun u lr. cT.20
JOKYMEHTHI K HUM (K IpOeKTaM)
1.2 IIpoekTsl HOMEHKIATYp Jel, 3r. cT.202
KJ1accu(UKaTOPOB, MepeyHel JOKYMEHTOB nocie
YTBEPKACHHUS
2. ladopMallMOHHBIE TOKYMEHTbI
2.1 Jloknazipl, 0630pbl UHPOPMALIMOHHOTO Jlo MuUHOBaHUs cr.514
| Xapakrepa Ha100HOCTH
2.2 NudopmaunoHHbIe, TEMATHYECKHE, Jlo MUHOBaHUS cT.527
oubnuorpaduueckue nogoOpKu HaJ00HOCTH
HH(OpMaIIHH.
2.3 Coo01enus, cTaTb O PeKJIaMHOM Jlo MUHOBaHHUS cT.546
JIeATEbHOCTH YHUBEPCUTETA HaJO0OHOCTH
3. CipaBo4HbIE JOKYMEHTBI
3.1 Crniucku anpecos, TeneoHOB lr. cT.785 (1)
nozapasJeseHuH YHUBEPCUTETa U APYTHUX ocjie 3aMeHbI
OpraHM3auuu HOBBIMHU
3.2 Cnucku 00s13aTeIbHON pacChlUIKH 3r. cT.204
JIOKYMEHTOB ocJie 3aMeHBI
HOBBIMH
4. loknagnsle (cayxeOHble) 3aNUCKU
4.1 BHyTpeHHss nepenucka:
4.1.1 | O peanuzanuu NpUHATHIX peLICHUN 5. cT.4678B,1,1
5 n. c1.469a,0,B
3r. cT.469r
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15 cT.4691,¢e
1 2 3 4
4.1.2 | Ilo opranu3allMOHHBIM BOIIpOCaM S I cT.84
JIeTEJIbHOCTH, B TOM YMCJIE 110 5n. cr.543
MIPOBEJICHHUIO Pa3IUYHbIX MEPONIPUATUN 5 n. cT.646
3 cT.644
Ir. cT.969
lr. er.731
L ¥ cT.964
4.1.3 | Ilo onepaTUBHBIM NMPAaBOBEIM BOIIPOCaM 3T cT.194
4.1.4 | Ilo Bonpocam obecrnieyeHus 5. cT.766
o0opyaoBaHUEM 3 cT.718
3T cT.879
3T cT.637
LE cT.367
4.1.5 |Ilo BompocaM aenonpou3BoACTBA U ol ¢ cT.183B, 253
apXUBHOIO Jiej1a
4.1.6 | Ilo x034iCTBEHHBIM U A IMUHUCTPATHBHBIM Sa. cT.512
BOIIpOCaM 5. eT.537
S eT.539
3r. cT.549
3. CT.558
3. cT.813
3t cr.814
3r. cT.816
3r. cT.819
1B, cT.550
1.x., cT.560
B cT.818
4.1.7 | I'lo obecnevyeHuro TpaHCIIOPTOM, CBSA3BIO 5. cT.845
5. cT.848
5. c1.850
31: cT.852
3r. cT.838
3Ir cT.825
3F cT.824
1 o cT.827
3 cT.832
i o cT.837
rocJie CrucaHus
TPaHCIOPTHBIX
CpeicTB
1w, cT.840

1ocJjie NpoBEAECHHUs
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pEBU3UH ]
1 2 3 4
4.1.8 | Ilo kanpoBoMy obecrnieueHHIO 5 . ¢T.992
S.0m eT.597
ST cT.601
5 . cT.624
5 . cT.650
S cT.664
55 cT.665
S n. cT.677
S cT.687
5.0 cT.702
S . c1.709
3r. cT.578
3r. cT.585
3in cT.587
In cT.651
ER G cT.673
35 cT.690
3L cT.694
3r. er.d 1]
4.1.9 | ITo 5KOHOMUYECKUM, HAYYHBIM, 5. cT.689
KyJIbTYPHBIM U UHBIM CBSI3SM
5. JIOKYME@HTBI 10 perucTpalyu, Y4eTy U KOHTPOJIIO
31 Kuuru (5)xypHausl, 6a3bl JaHHBIX ) Sn. cr.252, 6951
PEeruCTpalldy BbIa4u CIIPAaBOK, KOTIHA,
BBIMUCOK U3 JOKYMEHTOB
52 XypHanel peructpauuu m cT.258B
pacnopsIUTeIbHBIX JOKYMEHTOB 110
aJMUHHUCTPATUBHO-X035ICTBEHHON
AESATeIbHOCTH
2:3 JKypHanel peructpaldu NpuKkazos Mo 5. CT.258B
JMYHOMY COCTaBY O AUCLIMIIMHAPHBIX
B3BICKAHUSX, €XKETOIHbIX OIIauMBaeMbIX
OTITyCKaXx, OTIIyCKax B CBs3U C O0y4eHUEeM,
HEXYPCTBax, KPATKOCPOUHbIX
BHYTPUPOCCUNCKUX U 3apyO0eKHBIX
KOMaHAMPOBKax
5.4 KypHanbl peructpalyii BHyTPEHHHX 5 m. cT.258r
JIOKYMEHTOB, TMIOJArOTOBJIEHHBIX
CTPYKTYPHBIM IOJpa3 e IeHUEM
5.5 XKypHaubl perucTpallii odpalleHui 5. cT.258e
rpakaaH
5.6 JXypHainbl perucTpaiyy nNocTynaroumx 5. cT.258r
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(BXOASILIMX) B YHUBEPCHTET JIOKYMEHTOB

] 2 3 =

5.7 JKypHaisl peructpalu OTIpaBisieMbIX 5n cT.258r, 6951
(MCXOs1MX ) M BbIAABa€MbIX IOKYMEHTOB

5.8 KapTouku KOHTpPOJIS HCIIOJIHEHHUS 3In cT.2581
[IOpYy4YE€HHUH

59 Kaprouku fOKYMEHTOB U NOpy4YeHHUH, 1 o8 cT.2581
MIOCTABJIEHHBIX Ha KOHTPOJIb

5.10 | PeecTpbl pacChUIKH pacropsiauTeIbHbIX 2T, cT.2596
JOKYMEHTOB

5.11 | Peectps! yuéTta nepenaBaemMbix 2. cT.2596
JIOKYMEHTOB ¥ KOPPECIIOHICHIIMU

5.12 | ba3bl JaHHBIX:
- eIMHOW HH(OPMALIMOHHON Cpeibl Jlo MUHOBaHMs ct1.220
yueOHOro npoluecca yHuBEpCUTETa HaJOOHOCTH
«EUCY»;
- aBTOMaTH3UPOBAHHOH OUOIMOTEUHO- Jlo MUHOBaHHS cT.220
UH(POPMALIMOHHOM cucTeMbl «Pycany; Ha00HOCTH
- CUCTEMBI 2JIEKTPOHHOI'O J1o MUHOBaHUSI er.220
JIOKYMEHTO000pOTa U YIpaBJIeHUs Ha/100HOCTH

B3auMoecTBueM «Directumy;
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Ipunoxenne Ne 23
K HHCTPYKLHH MO JENONPONU3BOJACTBY

IIEPEYEHD

AOKYMEHTOB, NONJCKALTHX PETHCTPaAUHHA
B CHCTEMAX 3IEKTPOHHOTO IIOK}’MEHTOOﬁOpOTa Oe3 CKAHHPOBAHHA

1. ApxMBHEIE CIIPaBKH, BBLIAHHLIE 110 3alIpOCaM IpakJaH H OpraHH3alHi.

2. Byxrantepckue OOKYMEHTBI, OyXrairepcks#e OTYETHl (CBOAHBIE TIOAOBBIC,
roJ0Bble, KBapTaJIbHBIE, MECAYHBIE).

3. JoxkyMeHTHI o oGOpMIICHHIO AONYCKOB K MOCYIapCTBEHHON TaiiHe. 3aKIoYeHUs
00 OCBEIOMIICHHOCTH I'PaXXaH B CBEJEHUAX, COCTABIAIOIINX MOCY1apCTBEHHYIO TaHRY.

4, JlokyMeHTBIl (3aABKH, HapAJbl, CIIHCKH, aKThl HAa CIIHCAHHE) IO XO3AHCTBEHHOM
DEeATENbHOCTH, KYJIbTYPHO-OBITOBOMY H MEAHLIMHCKOMY 00CITY>KMBaHHIO.

5. JOKYMEHTEl © TMpeACTaBI€HHMH K HarpaXXAeHUI0 TOCyJapCTBEHHBIMH U
BE€JOMCTBEHHBIMH  HarpajaMH (MpeAcTaBieHHs, XOJaTaiicTBa, XapaKTepHUCTHKH,
aBTOOHOrpaMH, BBINHUCKU U3 PELIEHHH, NOCTAaHOBJIEHUH U ap. ).

6. JlokyMeHTBl © HpPOBEAEHUU OTKPBITBIX KOHKYPCOB, OTKPBITBIX ayKIUOHOB,
OTKPBITBIX ayKLIHOHOB B JIEKTPOHHOH (pOpMe, 3apOCOB KOTUPOBOK Ha MOCTAaBKY TOBAapOB,
BbIMOJHEHUE paboT, oOKazaHHE YCNyr JJsi TOCYJAapCTBEHHBIX HYXA (KOHKypCHas
JOKyMEHTaLMA, TOKYMEeHTalus 00 ayKLHUOHe, JOKYMEHTaLs 00 ayKI[HOHE B 2IEKTPOHHOH
¢opMe, 3anpoc KOTHPOBOK, H3BElEHUHA, YBEAOMIIEHHUS, 3aABKH, TOCYJapCTBEHHBIE
KOHTPAKTb! M T.1.).

7. CBeJeHUs O KONMU4YecTBe 3abpOHHpOBAaHHBIX rpaxiaaH, npe0bIBalOIUMX B 3amace
BoopyxeHHbix Cun Poccuiickoil ®enepaunu (dhopma 6).

8. CBelienus 00 o0y4eHHH Ha OTKPBITHIX 8HAJIOrax 3aKPbIThIX CIIELHATBHOCTEH.

9. CratncTudeckne oT4yeTbl M Tabnuubl  (CBOAHBIE TIOJOBBIe, TOAOBBIE,
MOJIyTOIOBLIE, KBAPTANBHBIE, MECSYHBIE, €IMHOBPEMEHHBIEL).

10. CnpaBku 06 00yueHuUH, CrIpaBKH-BLI3OBEI.
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Ilpunoxenne Ne 24
K UHCTPYKLMH 10 JEJIONPOU3BOACTBY

IIEPEYEHDb

00s13aTeJIbHBIX CBEIeHHH 0 AOKYMEHTAaX, HCITOJIB3YEMBIX B LHeE/AHX YHETA H MMOHCKA
AOKYMEHTOB B CHCTEeMAX 3JIEKTPOHHOI'O J]OKyMCHTOOﬁOpOTa

Haumenosanue XapakTepucTUka UHPOpPMallMU, BKIIOYaeMOH B 3JIEKTPOHHYIO
CBEJIEHUH O JOKYMEHTE PETUCTPALMOHHO-KOHTPOJIBHYHO KapTOYKY
1 2
1. Anpecant [TonHoe oQuuUManbHOE M  COKpAlleHHOE HaWMEHOBaHWE
OpraHu3aluy MM (aMUIIHs, VHALMAJBI JIMLA — OTIIPABHUTEIsA
NOKyMEeHTa (Ha OCHOBaHMM OlaHKa JOKyMEHTa WIM B
COOTBETCTBUM C JaHHBIMH, YKa3aHHbIMH B 0OpalieHUu
rpakjaHuHa)
2. Anpecar [TonHoe oduUMaTbHOE M COKpallleHHOE HAaMMEHOBaHHE

opraHu3alMy WM (paMWINs, WHULMAIB! JIMLA — IOJyYaTels
JOKYMEHTa (B COOTBETCTBHHU C PEKBH3HTOM «Anpecary)

3. JIoOKHOCT®,
baMuIMs ¥ MHULMAIIBI

B cootBeTcTBUU ¢ peKBU3UTOM «Iloamuce

7ML,  MOJNHCABLIETO

JOKYMEHT

4. Bun nokymeHnra B cooTBeTcTBMM C yKazaHMeM BHJa JOKYMEHTa Ha OuiaHke
JOKyMEHTa WJIM Ha OCHOBAaHHUU OLEHKH COJEpXKaHHSs
JOKyMeHTa

5. lata nokyMeHTa

B cooTrBercTBUM ¢ JaTod, 0003HAaYeHHOM B JIOKYMEHTe
aBTOpOM, HJIM Ha OCHOBaHMHM I[OYTOBOIO IUTEMIENs Ha
KOHBEpTe, €CJIU B IOKYMEHTE AaTa OTCYTCTBYET

6. Homep noxymenra

B cooTBeTrcTBUM ¢ HOMEpPOM, IPHCBOEHHOM JOKYMEHTY
aBTOPOM

7. Jlata  moctymienus | [lata, yka3zaHHas B OTMETKE O IOCTYIUIEHUH (BXOASLIEM
JOKYMEHTa IITamIie)

8. Bxomsaumii  Homep | Homep, mpocraBieHHbIH B OTMETKE O IOCTYIUIEHHH
JOKYMEHTa (BxomsuIeM LITamie)

9. Ccpinka Ha [B  cooTrBercTBMM €O  CBeneHMSIMH, YKa3aHHbBIMU B

UCXOOAIIMM HOMEpP H
JaTy JOKyMEHTa

COOTBETCTBYIOLIEM PEKBHU3UTE
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1 2
10. HaumeHnoBanue Kpatkoe copepixxanue JOKyMEHTa (3aroJioBOK K TEKCTY)
nmbo aHHOTALMS
JOKYMEHTA

11. Uupekc nena

WHpaekc aena 1o HOMEHKJIAType e, YKa3bIBalolHi Ha MECTO
XpaHeHHsl JOKYMEHTa

12. Cenenus o|Ha ocHoBaHuM pe3onoLMM Ha JOKYMEHTE (pEKBU3UT
nepeajpecanuu «YKa3zaHus 110 UCTIOJHEHUIO JOKYMEHTa»)
JNOKYMEHTa

13. KoinMuecTBO JIHUCTOB
OCHOBHOI'O IOKYMEHTA

Konnu4yecTBO JINCTOB OCHOBHOT'O AOKYMEHTA

14. KonugecTBo
[IPUIIOXKEHUN

KonmuuecTBO npuioxeHui

15. O01iee KOJIHUYECTBO
JTUCTOB MPHJIOKEHHUH

Oﬁl.uee KOJIMYECTBO JIHCTOB HpHHO}KeHHﬁ

16. Yka3zanus no | YKasaHue I10 MHCIIOJHEHHIO JIOKYMEHTa WIH [Opy4YeHue
HCIIOJIHEHHUIO PYKOBOJMTEJIS,  ONpeleNsIolle  XapakTep  HMCIIOJIHEHHSA
JOKYMEHTa JOKYMEHTa U CPOK MCIIOJIHEHHUs

17. JIomKXHOCTB,
baMUIUA W HWHULHATbI

I[OJ'I)KHOCTI:, CbaMPIJIH}l H MHHUIIHAJIbI UCIIOJIHHTEIIA

UCTIOJHUTEIS
18. OtmeTka o | B cootBercTBHHU ¢ pekBU3UTOM «I'pH orpaHuueHHs IOCTyIa
KOHQUIACHIMAIBHOCTH | K  JOKyMeHTy»  («lns  cioyxeOHOro  mosb30BaHHS»,

«KonpunenuuansHo», «KomMmMmepueckas TaiiHa» U JIp.)
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[Tpunoxenue Ne 25
K HHCTPYKLIUH I10 J1€I0IPOU3BOJCTBY

ITEPEYEHb
HeperucTpupyeMoii nocrynaouei KoppecnoHaeHIHH

1. ITepuoauyeckue u3anus (ra3eTsl, )XypHabl, OpOLIIOPLI, KHUTH).
2. PexniaMHbI€ U3BELEHHUS, TUIAKATHI, IPOCIIEKTHI.

3. [lo3npaBuTenbHble MUCbMA, TEJIErPAMMBI U OTKPBITKH.

4. [IpurnacurensHbie OUIETHI.
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[Ipunoxenue Ne 26
K HHCTPYKLHH TIO A€NONPOU3BOICTBY

NNEPEYEHD

THIIOBBLIX CPOKOB HCNOJITHEHHA AOKYMEHTOB

1. ITopy4enns I1pesunenta Poccuiickoit denepauuy, Ilpencenarens
Tlpasutenscrba u 3amecturens [Ipencenarens llpasutensctBa Poccniickoit ®enepauumu,
cogepxaiue ykazanue «CpouHo», «HezaMennuTenbHO» (WM aHAJIOTUYHOE) — B TEHEHHE
3 aHel ¢ AaThl MOANHCAHUS MOPYUEHU.

Vxkazanus [lpesnnenta Poccuiickoii ®@epepauun, [Ipenceaarens IlpaButenscrsa u
3amecTuTensd [lpencenatens IlpaButensctBa Poccuiickoit ®emepaiiuu ¢ oTMETKOH
«OnepaTuBHO» — B Teuenue 10 aHeH ¢ AaThl MOANHUCAHUA MOPYYEHHS.

Ecnn cpox B nopydenun [lpesmpentra Poccuiickoit ®enepaunu, Ilpeacenarens
IIpaButensctBa U 3amectutens llpeacenarens IlpaButenscrBa Poccuiickoit ®enepanuu
He YKa3aH — B TeYeHHe OJHOro MecsLa C AaThl MOANUCAHUA TOpYUEeHHUS.

2. 3anpocsl, MOCTynamollie B COOTBETCTBHM € 3aKOHOAATENBCTBOM Poccuiickoit
Denepauuu, U3 NpaBOOXPAHUTENBHEIX OPraHOB — B YKa3aHHBIH B 3alpoce CPOK, a ecliH
CpOK He yCTaHOB/IeH — B Teuenue 30 gueil.

Ilpu aToMm ecnu 3anpaumBaeMas MHpopMalLMa He MOXKET OBITH MpeAccTaBlieHa B
YKa3aHHBIH CpOK, WHULUATOpY 3allpoca HaMpaBiseTcs OTBET O HEBO3MOXHOCTH €ro
HCIIOJTHEHHA B CPOK € YKa3aHHEM IMPHUYHH, a TAaK’K€ BO3MOXKHOIO CPOKa UCTIOTHEHHS.

3. 3ampocel, MNOCTYNawIUME OT TpaxkAaH M OpraHU3alui, o AeATENbHOCTH
opraHu3auyy — B cpok Ao 30 axeil ¢ ZaThl OCTYIUICHUA.

[Mpu 3TOM, CPOK MOArOTOBKH OTBETa MOXET ObITh NPOANEH, HO He oJiee yeM Ha 15
JHEH.

4. ObpallieHus rpaxaaH — 8 cpok 10 30 nHeH ¢ JaThl IOCTYIUICHHUS.

ITpu HEOOXOAUMOCTH CPOXK pacCMOTPeHHs MOXKeT ObITh MPOIIEH, HO He Oonee ueM
Ha 30 fOHeidl, ¢ OZHOBPEMEHHBIM WHQOPMHPOBAHMEM 3aABUTENA W YKa3aHHEM NPHYUH
NpoATIEHHS.
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ITpunoxenne Ne 27

K HHCTPYKLIMH 11O AeJIOTIPON3BOACTBY

Popma peecTpa NOUTOBLIX OTNPABJICHHAH

PUHYHUBEPCHUTET

(HauMeHOBaHUeE NOJpa3ic/ICHHA)

PEECTP

Ne

NOYTOBBIX OTHPABJAeHHH

HaumeHoBaHue agpecata
Ne | (Ha3BaHWe OpraHH3alHH, AQMKHOCTB, . [Toanuce
[TouToBBIii agpec
n/n | @amumns  HW.O. paborHuka Wi OTIIpaBUTENA
Gamunus MO, rpaxnannza)
HUTOI'O:
(HaUMEeHOBAaHHE JOIKHOCTH (moAruce) (U.0. ®amunn)

PYKOBOINTENA TOAPA3IEIICHN)




IR
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IMpunoxenue Ne 28
K MHCTPYKLHH 10 AETONPOH3BOICTBY

®opma 3asBKM Ha Nepegayy Tejgedpaxca (TesredoHHLIE NeperoBopsl)
no MEeKAYTroOpoAHeii/MexKIYHAPOAHOH TeJiepoHHOMH cBA3M

OUHYHUBEPCHUTET PA3PELIAIO

PexTop (IO/KHOCTHOE TULIO

{HauMeHOBaHHue NOApa3ACeHNA )
U3 cocTaBa Pektoparta)

3ASIBKA ®uHyHHUBEpCHTETA
- (moanucs) (U.0. Damuans)
« » 201 r.

Ha nepenavy rejedakca
(TesieoHHBIE NEPeroBopbl) 10
MEARRYropoaHeH/ MexTyHa poaHoH
TenedoHHO# CBA3H

Jlata nepenaun undopMaluy (IeperoBOpoB) « » 201 r.

HaumeHoBaHHe NepeaaBaeMoi HHpopMaliK (00CyKaaeMble BOIIPOCHI ):

Crpana KOJI CTpaHblI
T'opon Kox ropoaa
Tenedon
Komy
(O0beM nepenaBaeMoil HHPOPMALIHU JIUCTOB.
(HaMMEeHOBaHHE HOJXKHOCTH W (N.0. damunus}

PYKOBOAMTENA [IOApa3aeNieH )
« » 201 r.
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[Tpunoxenue Ne 29
K MHCTPYKLIMH I10 JeI0NPOU3BO/ICTBY

®dopma peecTpa pacchlJIKH JOKYMEHTA

OUHYHUBEPCHUTET

(HaMMEHOBaHHUE MOpa3/ICICHUs)

PEECTP
Ne

PACChIIIKH TOKYMEHTA

(BHJ 1 HAUMEHOBAHUE JJOKYMEHTA)

OT « » 201 r. Ne
Ne HaumeHoBaHue KomnuuecTBo [Toanuce Jlata
n/n 1oApas3acjICHUs SK3EMILISAPOB [1oJ1y4aTeiis MOJIYHEHHA
Hroro: 3K3.
PeeCTp COCTaBHUJI:
(HaMMEeHOBaHHUE JOKHOCTH) (11oInMCh) (U.0. Gamums)
JloxymeHT pa3ociiaH:
(HaUMEHOBaHHE JIOJIKHOCTH) (rmoamnuce) (U.0. ®amunus)

« » 201
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[Ipunoxenue Ne 30
K MHCTPYKLIMHU 1O AEI0NPOU3BOICTBY

®opma peecTpa yuéTa nepejaBaemMbiX J0KYMEHTOB

OUHYHUBEPCUTET

YpaBjeHHue J1€JI0NPOU3BO/ICTBA
U apXxuBa

PEECTP
No

yuéTa nepeaaBaeMbiX JOKYMEHTOB

Ha
(azpec noyyarens)
C
(anpec oTnpaBuTes)
HaumenoBanue HaumenoBanue
CTPYKTYPHOI'O Haumenosanue CTPYKTYPHOI'O
No TPYKTYP TPYKTYP [Toanmuch Jlata
NoJpa3/ieNeHus | OTIpPaBIAEMBIX JOKYMEHTOB nojpas/ielieHus
n/n NOJTy4aTess |IoJTyYeHHs
U hamuius M KOPPEeCTOHIeHIIMH U pamuaus
OTIIPABHUTEIISA noJryqaTerns
1
2
3
4
5
6
7
8
9
10
Otnpasui:
(1OKHOCTE) (MoJnHUce) (N1.0. ®amunus)
[Ipunsn:

(TOMKHOCTB) (nmoanucs) (N.0. Oamunus)
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[Mpunoxenue Ne 31
K UHCTPYKIHUH N0 JeTIoNpPOH3BOICTBY

(Dopma 3aKa3a — HapsJa HAa THPaKHPOBaAHHE TOKYMEHTOB

OMHYHHUBEPCHUTET PA3PELLIAIO

PexTop (TOKHOCTHOE TULIO

HaHMCHOBaAHHC MOAPA3ZACIICHHA
( Apasn ) U3 coctaBa Pektopara)

3AKA3-HAPS DUHYHUBEPCUTETA
e (momnucs) (1.0. damunus)
« » 201 T

Ha THPA)XXKHPOBAHHE¢ AOKYMECHTOB

HaumeHoBaHHe THpaXHpPyeMOro T0KyMeHTa:

[TapaMeTpbl THpaXXUPYeMOro AOKYMEHTA (OTMETHTE HY>XHOE):

O ¢ ymeHpLIEHHEM O ¢ oba0xKoii O ckpenurs
0 ¢ yBenuueH#eM O nepenner TBEPABIH [J Hamu4ue 51eKTPOHHOH BepCHH
O ¢ obopotom O nepenyiet MATKUH
®opmar 6ymard . KonH4yecTBO CTpaHUL OpUrHHana _ cTp. THpax 9K3.
Jlata ucrionHeHNs 3aKasa, COrjiacOBaHHas ¢ UCIONHUTENEM: « » 201 1.
(HaRMeHOBAHHE OOIKHOCTH (moanuck) (1.0. Pamusus)

PYKOBOAMTENS NOAPa3ACACHHS)

(HaMMEHOBaHHE NO/DKHOCTH 3aKa34HKa) (MoanHCh) (1.0. ®amunus, TenedoH)

CornacoBaso:

Hupextop U3narenscTpa

{noamnuce) {(U.0. Gamunus)
« » 201 _r
3aKa3 UCMOJHEeH « » 201 _r
(HanMeHOBaHHE JOJPKHOCTH HCHOIHUTEN) (noanuce) (UN.0. ©amunns)

INpumeuanue: G1aHK MOXKET UMETh 0OOPOTHYIO CTOPOHY N0 ycMoTpeHnto Usaatensctsa
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[Tpunoxenue Ne 32
K UHCTPYKIIMHU TIO JEIONPOU3BOACTBY

®opma cnpaBkH 006 00beme 10KyMeHTO0O0OpOTA

OUHYHUBEPCUTET Pextopy ®uHyHHBEPCUTETA
(HaMMeHOBaHHeE NO/Pa3Ie/IeHU ) npo. M.A. DckuHIapOBY
CIIPABKA
Ne

006 o0beme JoKyMeHTOOOOpOTA

3a 201 r.
(nepuon)
JIOKyMeHTBI KonuuecTBo 10KyMEHTOB Bcero
[loanuHHUKH Tupax

ITocTynaronue (BXoasiue)

Ornpasnsiemble (UCXoasIIKe)

BuyTtpennue

Hroro

(HaMMEeHOBaHHUE JODKHOCTH (moamnucs) (M.0. ®amuiius)

PYKOBOAMTES NOApa3ieeH )




217

[Tpunoxxenue Ne 33
K MHCTPYKLMH 10 AENOMpPOU3BOACTBY

®opMa HOMEHKIATYPHI Aejl CTPYKTYPHOFO NoApa3AesieHAs

OUHYHUBEPCHUTET

(Ha¥MMCHOBaRHE NOJAPA3ALTICHHA)

HOMEHKJATYPA AEJ |
Ne
Ha roa
HHnexc 3aronopox jgena (ToMa, YacTH) Kon-Bo | Cpok xpaHeHus | [Ipumevanne
Jena nen nena (ToMma,
(TOMOB, |4acTH) H HOMeEpa
yacTei ) cTareH mo
nepevyHIo
1 2 3 4 5
Haspanue paznena
HazsaHnue pasgena
(HaHMEHOBaHHe JONXKHOCTH (moanuce) (N.0. Damunus)

PYKOBOAMTENA TTOAPA3AESICHHA)

« » 201 r.

COI'’'MACOBAHO

HavanbHuK oTaena pa3paboTku
JOKYMEHTOB IO AENIONPOU3BOIACTBY
YTIpaBieHUs OENONPOU3BOACTBA ¥ APXUBA

JI.B. Opnosa

(noamucs)
« » 201 r.




COI''TACOBAHO

Haganbuuk otaena apxupa
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YpaBierus AeNONPOU3BOACTBA H apXHBa

H.H. KasrwokoBa

HUrtorosas 3anuck o KaTeropuax U KOJHYECTBE AL,

(monamnuck)
« » 201 r.
3aBEEHHBIX B roay B (Ha)

(HaUMCHOBAHHE MOAPa3/IeNeHUs)

Ilo cpoxam xpaneHus

Bceero

B ToMm yucne:

NEPeXOALLHNX ¢ orMeTkol «3TTK»

IlocTosigHOrO

Bpemennoro
(cBbilue 10 net)

BpemeHHoro
(10 10 neT BKIIOYUATENBHO)

UTOT'O

(H&HMGHOB&HHC AQDKHOCTH

OTBCTCTBCHHOI'O 3a IICJ'IOI'IIJOH3BOI[CTBO)

« » 201 r.

{NOAMNHKCH)

(1.0, ®amunus)

HroroBrie cBegeHHA nepenaHel B anaBneHHe ASNOHPOU3BOACTBa H apXuBa

(HauMeHOBaHHE ROMKHOCTH
NepeaaBlIero CBEACHHS)

« » 201

F.

{OANNCH)

(HU.0. Pamunus)
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ITpunoxenue Ne 34
K MHCTPYKIMH TI0 JIeJIONPOU3BOJICTBY

®opma cBOAHOH HOMEHKJIATYPbI el PHHAHCOBOI0 YHHBEPCHTETA

DenepaibHOE rOCYAapCTBEHHOE YTBEPXJIAIO
obpasoBaresbHOe OI0/KeTHOE YUpeKIeHHEe
BBICIIEr0 MPOECCHOHATLHOr0 00pa3oBaHsl Pekrop
«®UHAHCOBBIA YHHBEPCHTET PuHAHCOBOrO yHUBEPCUTETA
npu IlpaBuTenbcTBe M.A. DckuHAapoB
Poccuiickoit @egepanuun» (mozucn)
(PuHaHCOBBIH YHHBEPCHTET) @ » 201 r.
HOMEHKIJIATYPA JEJI
Ne
MockBa
Ha roa
Munexke 3aro10BoOK Aes1a (ToMa, 4acTH) Kos-Bo | Cpok xpaHeHus [Ipumeyanue
aena men | nena (Toma, YacTH)
(TOMOB, | ¥ HOMepa cTareu
yacTeH) 110 NEPEYHIO
1 2 3 E 3

HasBanue paznena

Ha3zBanue pazaena

HauvanbHuk Ynpasienus

J1eJIONIPOU3BO/ICTBA U apXHUBa T.b. Cabyposa
(TIoMuCk)

« » 201 T,
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COI'’'TACOBAHO

Havanenuk oTAes1a apXuBa
anaBneHHﬂ AEJIONPOU3BOJICTBA U apXHUBa

H.H. KasrwokoBa

(moamnuces)
« » 201 r.
COI''TACOBAHO COI'NTACOBAHO
[TpoTokon DK [Tporokoxa LIDIIK
DuHyHUBEPCUTETA ['naBapxuBa MoOCKBbI
oT Ne oT Ne
Hrorosas 3anuce 0 Kareropusx 1 KOJIU4YeCTBE Jel,
3aBe/ICHHBIX B roay B @MHAHCOBOM YHUBEPCHUTETE
ITo cpoxam xpaHeHus Bceero B ToM unce:
NePexXOo X ¢ ormeTkoil «IITK»

[locTosiHHOTO

BpeMeHHoro

(cBeime 10 set)

BpemeHnHoro

(mo 10 ner BKIIFOYUTENIBHO)

UTOI'O

Havanenuk Ynpasienus

NeJIONPOU3BOJCTBA U apXUBa T.b. Cabyposa
(moamnuce)

« » 201 w

HUroroseie cBeieHUs [I€pE€aaHbl B apXHUB (MDUHAHCOBOIO YHHUBEPCUTETA

(HauMeHOBaHME JIOMHKHOCTH (moanuce) (U.0. damunus)
[epe1aBIero CBeICHus)

« » 201w
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[Ipunoxenue Ne 35
K MHCTPYKILIHU I10 JAEIONPOU3BOJICTBY

®opma 00/107KKH /1e/1a B TeKYLleM XPaHeHHH

DenepajbHOE rocylapcTseHHoe oOpa3oBaTelibHOe 0I0AKeTHOE YUpeKaeHHe
BbiCIIEro npogeccHOHaNbLHOro 00pa3oBaHuA
«@uHaHcoBblil yHuBepcuTeT nNpu [lpaButenncree Poccniickoii @enepaunn»
(PuHAHCOBLIH YHHBEPCHTET)

(HauMeHOBaHHE CTPYKTYPHOIO MOAPA3/Ie/ICHHMS )

JAEJIO Ne ToM No

(3aroJ10BOK jieJ1a)

(nata)

XpaHUTh
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[Tpunoxenue Ne 36
K MHCTPYKLHH 110 JEJIONPOU3BOJICTBY

®opma OnKCH A€l NOCTOSTHHOTO H BPEMEHHOI0
(cBbime 10 J1eT) XpaHeHHN WJIH MO JIHYHOMY COCTABY
CTPYKTYPHOIO noApa3je/ieHus

OUHYHUBEPCHUTET

OIIMUCDH Ne

(HauMEHOBaHHUE MOApa3IeICHHS)

AeJ1 MOCTOAHHOIO H BpEMEHHOIo

VTBEPXIAIO

(HauMEHOBAHHE JOJIKHOCTH
PYKOBOAMTEIS 1OApa3ie/ICHus)

(moamuce)

(M1.0. ®amunus)

(cBbime 10 jeT) XpaHeHHs HIH » 201 T,
0o JUYHOMY COCTaBY
c rl
[ Ne | HMupekc | 3aronoBok aena (toma, yactu) | Jlata Kon-Bo Cpok [Ipumeuanus
n/n aena Jena JIUCTOB B | XpaHeHHs
(ToMma, (Toma, jene Jena
4acTH) 4acTH) (Tome, (ToMma,
YacTH) YacTH)
1 2 3 4 5 6(*) 7
B naHHyI0 OnUCh BHECEHO nen ¢ Ne
(uudpaMu ¥ MPOIKCHIO)

no Ne , B TOM YHCJIE:

JIUTEpHbIE HOMepa —
MpOIyIEHHbIe HoMepa —

«

(HamMeHOBaHKE JOJHKHOCTH)
COCTABUTEJIS OTTHCH)

»

201__r.

(rmoaruchk)

(N.0. damunusn)
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COI''TACOBAHO

HavanpHuk YnpasneHus
JIeJIONIPOU3BO/ICTBA U apXUBa

T.b. CabypoBa

(mopnuce)

« » 201 T.

[lepenan Jen u
(uudpaMu ¥ IPONUCHIO) (uudpaMu U NPOMHUCHIO)
PErucTpallMOHHO-KOHTPOJIBHBIX KapTOTEK K JJOKYMeHTaM (**).

(HaMeHOBaHHE JO/DKHOCTH (moamuce) (1.0. ©amunus)
pabOTHHKA 10/Ipa3/IeICHNs)
« » 201
[Tpunsin JieNl A
(uudpaMy U IPOIMUCHIO) (undpaMu ¥ MPOTIUCHIO)

PEruCTPalIOHHO-KOHTPOJIBHBIX KapTOTEK K JOKyMeHTaM (**).

(HaMMeHOBaHHUE JOIKHOCTH (moamnuce) (N.0. Damunus)
paboTHHKa apXuBa)

« » 201 1

[Tpumeuanus: *— rpada 6 omyckaercs B ONUCAX 1€ TOCTOSTHHOTO XPaHEHUs.
**_ nepenarotcs ¢ Aenamu YIpaBlieHuUs AEI0NPOU3BOACTBA H apXUBa.
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[Tpunoxxenue Ne 37
K MHCTPYKLIMH IO JeJI0NPOU3BOCTBY

®opma cBOJHOI ONHKCH €1 NOCTOAHHOTO XPAHEHHS
PHHAHCOBOIO YHHBEPCHTETA

deziepabHOE TOCYIapCTBEHHOE YTBEPXJIAIO

oOpasoBare/bHOE OIOKETHOE YUPEIKICHHE
BBICIIET0 NPO(eccHOHATBHOr0 06pa3oBanus Pexrop

«PHHAHCOBBIH YHHBEPCHTET (PuHaHCOBOTO YHHBEPCHTETA

npu IlpaBurtenbcrBe M.A. DcKuHIapOB
Poccuiickoii Megepanun» (moamuch)

(PuHaHCOBBIH YHHBEPCHTET) « » 201 r.

®onpa Ne o
OIIUCH
Ne

MockBa

AeJl MOCTOAHHOIO XpaHeHHus

3a roa
Ne | Hupekc | 3aronoBok jaena (toma, wactd) | Jlara Kon-Bo Cpoxk [Ipumeuanus
n/n nena Jena JTHCTOB B | XpaHEHHs
(ToMma, (Toma, nene nena (Toma,
4acTH) 4acTH) (Tome, 4acTH)
4acTH)
1 2 3 4 5 6(*) 7

HasBanue pasziena (CTpyKTypHOro nojpaszeseHus )

L

Hassanue pasziena (CTpyKTYpPHOIO noJapasjeieHus)

I

|

B nannyro onuck BHECEHO nen ¢ Ne
(undpamMu 1 MPONHUCHIO)




225

1o Ne , B TOM 4HCIe:
JIUTEpHBIE HOMepa —

IpONyIIEHHbIe HOMepa —

(M.0. ®amunus)

(naumMeHOBaHME JIOJHKHOCTH (moamuck)
COCTaBUTEJIS OMTUCH)
« » 201 r.
(HanMeHOBaHHE T0JKHOCTH (moamnuce)

PYKOBOJUTENS apXuBa
DHHAHCOBOTO YHUBEPCUTETA)

(1.0. ®amunus)

« » 201 r.

COI'JTACOBAHO YTBEPXJEHO
[Tporokon DK [Tpotoxkon LIDTIK
OuHyHUBEpCUTETA I'maBapxuBa MOCKBEI

oT Ne oT
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[Tpunoxenue Ne 38
K MHCTPYKILIUU 1O JIeJIOTIPOU3BOICTBY

®opma 00.10KKH J1eJ1a NOCTOSSHHOTO U BpeMeHHOro (cBbime 10 JjietT) XxpaHeHus

KO/l roCy1apCTBEHHOTI'O apXHBa
KO DOHUHAHCOBOTO YHHBEPCHUTETA

Od. Ne

Or. Ne

. Ne

(HaMMEHOBaHHE rOCYapCTBEHHOTO apXHBa)

@enepanbﬂoe rocyaapcrBeHHoe 06[)330331’8.?15“00 Ol0/1KeTHOE YUYpeKIACHHE

BbICHIEIO npod)eccuona.n bHOTO oﬁpaaonauua

«®uHancoBbiil yHuBepcuTeT npu [IpaBurenberBe Poceuiickoii ®egepaunu»

(PuHaAHCOBbIH YHHBEPCHTET)

(HAaMMEHOBaHUE CTPYKTYPHOTO 110{pa3esIeHus)

JAEJIO Ne ToM No

(3aroJI0BOK J1eJ1a)

(mara)

®d. No
Orm. No
JI. Neo

Ha JIACT

XpaHUTh
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[Tpusoxenune Ne 39
K HHCTPYKLIHHU MO AENONPON3BOACTBY

(DOpma JIHCTA — 3aBepHTE 1N ACja

JIncr - 3aBepuTesib aena Ne

B nene noAunmTo H IIpCHYMEPOBAHO

JTUCTOB,
(undpaMu ¥ MPONMUCHIO)

B TOM HHCJIe TUTEPHBIE HOMEpa ,
NpoNylIeHHble HOMepa .

JIMCTOB BHYTPEHHEH ONUCH

OcobeHHOCTH (PU3UIECKOTO COCTOSHUS Homepa nuctos
U GOpPMHPOBAHUA JIeNa
1 2

(HanMenOBaHME AOMKHOCTH) (noanuck) (1.0, Pamunns)

« » 201 r
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Ilpunoxenue Ne 40
K MHCTPYKIHH 110 JeOTNPOU3BOICTRY

®opma BHyTpeHHeill ONHCH JOKYMEHTOB /eJia

BHYTPEHSS OIIMCH

AOKYMEHTOB aeja Ne

Nen/m | Wnpexc Jlata 3aroIoBOK JOKyMEHTa Howmepa | Ilpumeuanue
JOKYMEHTa | JOKYMEHTa JICTOB
1 2 3 4 5 6
Utoro JIOKYMEHTOB.

(undpamMu ¥ IPOMHCHIO)

KonudecTBo nucTOB BHY IpEHHCfI OIIHCH

(uudpaMu 1 NPONUCHIO)

(HanmeHOBaHHE JOKHOCTH JIHLA, (moamucek) (U.0. Pamunus)
COCTABHMBIIIET0 BHYTPEHHIOK OMHUCH
JIOKYMEHTOB Jiej1a)

« » 201 r.
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[Tpunoxenue Ne 41
K MHCTPYKIUH 110 JEIONPOU3BOACTBY

CDoprwa 4KTa O BbBIJICJIEHHH K YHHUTOK€HHIO 1OKYMEHTOB
DHHAHCOBOIO YHHBEpCHTETA, HE MOAJIEKALIHX XPAaHEHH IO

DesiepanbHOE rOCYAaPCTBEHHOE YTBEPX/IAIO
oOpasoBatenbHOe OIO/DKETHOE YUpPEKICHHE
BBICLIETO NPO(ecCHOHATLHOro 00pa3oBaHus

«PHHAHCOBbIH YHHBEPCUTET

npu IllpaBurtenbcrBe M.A. DckunaapoB
Poccuiickoi ®egepaunn» (ronKch)

(PuHaHCOBDLII YHHBEPCHTET) « 5 201 .

Pexrop
DUHAHCOBOrO YHUBEPCUTETA

AKT

Ne

MockBa

O BbIgC/JIEHHH
K YHMYTOKEHHIO I0KyMEeHTOB,
He MOAJ/IeXKAIHX XPAHEHHIO

Ha ocHOBaHuu

(H&BaHHe, BBIXOJHEIC JaHHBIC Hepf."-lH}I AOKYMCHTOB C YKa3aHHEM CpOKOB HX XpaHeHHH)
O0TOOpaHbl K YHHYTOKEHHIO KAaK HE HMEIOI[Me Hay4YHO-UCTOPHYECKOH LEHHOCTH U
yTpaTUBLINE MPaKTUYeCKOe 3HauYeHHe JOKYMEHTHI oHaa Ne

(nazBanue QoHzaa)

Ne 3arosI0BOK jena Hara Howmepa Hupekc nena | Kon-Bo Cpoku [Ipumeua-
n/n HJIK TPYIIIOBOMH Jena Oonucen (ToMa, yacTu) aen XpaHeHHus HHE
3aroJI0OBOK JIell WIN (HOMEH- no HOMeH- | (TomMOB, | nena (ToMma,
Kpaii- | Kmatyp)3a | KiaType Had | 4acTeH) 4acTH) H
HUE roi(bt) Ne nena o HOMEpa
J1aThl OMHCH cTaTei 1o
ael [EPEHHIO

1 2 3 4 5 6 7 3
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Uroro: Ien 3a rojsl.
(urdpamMu B IpOMUCKHIO)

Onucu Aen NOCTOAHHOTO XpaHeHHS 3a roJbl YTBEPXKIEHBI, a [0 TUYHOMY
cocTaBy cormacoBansi ¢ DIIK

(HauMEHOBAHHE APXHBHOTO YUPEKACHU)
(npotokon ot Ne ).

(HAaHMEHOBaHNE NODKHOCTH JIALIA, (noanuco) (1.0, ®amunus)
IPOBO/IMBLIETO SKCIIEPTH3Y
LHEHHOCTH JJOKYMEHTOB)

« » 201 r.

COI''TACOBAHO

[Tpotokon 31K (IK)
OT Na

JIOKYMEHTBI B KOJIHYECTBE Jen,
(LA paMH K MPOIHCHIO)

BECOM KI' CIaHHl B

{HaMMEeHOBaHE OpraHU3ALKUH)
Ha nepepaboTKy 110 NPHEMO-CIATOUHON HAaKIIaJHOH OT No

{HauMeHOBaHHe AOJKHOCTH (moanHek) (U.0. damunus)
pabOTHHKA, CAABHIETO JOKYMEHTDBI)

« » 201 r.

H3MeHeHns B YUYeTHBIC NOKYMCHTHEI BHECCHEI,

(HauMeHOBAHKE AOMKHOCTH {NOANMHCSH) {H.0. damunus)
paboTHHKa apxHBa (PHHAHCOBOTO
YHUBEPCHTETA, BHECHIETO H3MEHEHH S
B YUETHBIC JOKYMEHTBI)

« » 201 r.




231

[Tpunoxenue Ne 42
K HHCTPYKILIMH T10 A€TIONPOU3BOJICTBY

(Dopma 4AKTa 0 BbIACJICHHH K YHHUTOXKEHHIO JOKYMEHTOB
CTPYKTYPHOIO noapasae/ieHud, He MoAJIeKaUX XPAHEHH IO

OPUHYHUBEPCUTET YTBEPXJIAIO
(HanMeHOBaHHe MOoJIpa3e/IeHus ) (HauMeHOBaHHUE JOJDKHOCTH
PYKOBOJHTEIS NOZIPA3/IEIeHUs)
AKT
No (moamnuce) (N.0. ®amuiius)
« » 201 r.

(0] BbBIA€CJICHHH K YHHUYTOXKEHHIO
AOKYMEHTOB, HE MOAJICKAIIHX
XPAHCHHIO

Ha ocHoBanuu

(HaBBaHPIe H BBIXOJHBLIC JaHHBIE nepeqHﬂ HAOKYMCHTOB, C YKa3aHHEM CPOKOB XpﬂHCHHH)
¥ B COOTBETCTBUH C Mpuka3zoM DUHYHHBEPCUTETA OT Ne «O
CO3/JaHWM IOCTOSIHHO JeHCTBYIOIIEH OKCIIEpTHOH KOMHCCHH (DHHYHHBEPCHUTETa»
oToOpaHbl K YHUYTOXEHHIO KaK He HMEIOIIHe Hay4YHO-UCTOPHYECKOW LIEHHOCTH U
yTpaTUBIIKE TPAKTHYECKOE 3HA4YeHHe JOKYMEHTHI CTPYKTYPHOro TOApa3iesieHus

(HaMMeHOBaHHE CTPYKTYPHOTO MOApa3/IeeHH)

Ne 3aros0BoK jena JHara WUunexc nena Kon-Bo Cpokn [Tpumeyanue
n/m nena | (Toma, yacTH) IO zen XpaHEHHs Jea
HOMEHKIaType | (TomoB, | (TOMa, 4acTH)
yacTeil) U HOMepa
cTarten 1o
MEPEYHIO
1 2 3 4 5 6 7
Uroro: aen 3a rOJIbL.

(uudpamMu ¥ IPOMUCEHIO)
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CocraBlieH B 2-X 3K3eMILIsApax:

1-# ax3eMIIsip —

(HaMMEHOBAaHHE CTPYKTYPHOIO MOAPa3/IeIeHuU)
2-1 s3K3eMisp — apxuB PUHAHCOBOIO YHUBEPCHUTETA.

HPEIICCIIHTEHB KOMHCCHH

(moamnucek) (N.0. ®amunus)

YleHbl KOMUCCHH

(moamnuce) (U.0. Oamunus)

(moanuce) (N.0. ®amunus)
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[Mpunoxenune Ne 43
K MHCTPYKLUH MO AeAONPOU3BOICTBY
NPUMEPHBIN NEPEYEHD

AOKYMEHTOB, HaA KOTOPBIX CTABHTCH repﬁonaﬂ ne4yaTshb

1. Akt (mpuema oOOpYROBaHHsA, BEIMIOJHEHHBIX paboT; CITUCAHMS; IKCIEPTH3BE
UT.A).

2. ApXMBHEIE KOTHH.

3. qurutoMsl (06 okoHYaHNM y4eOHOro 3aBeNCHHS ), NPWIOKEHHUS K JUITTIOMAM.

4. loBepeHHocTH (Ha coBeplleHHe JeHcTBHi, Ha NOJYyYEeHUE TOBApHO-
MaTepHANbHBIX IIEHHOCTEH H T.J1.).

5. [loroBopel (cornamieHus, KOHTPakThl) (0 MaTepHalbHONW OTBETCTBEHHOCTH,
NOCTaBKax, MOApKAax, HayYHO-TEXHHYECKOM COTPYAHHUYECTBE, apeHAe MOMEIIEHHI; o
NpOU3BOACTBE paboT U T.7.).

6. 3ajaHus (TeXHUYECKHE U T.]1.).

7.3akmiovenHss M OT3BIBRI OpPraHW3allUil Ha JUCCepTalMH, aBTOpedepartsi,
Halpag/isgeMbI€ B BHICIIYIO aTTECTALIMOHHYK KOMHCCHIO.

8. 3asBieHus (00 oTkaze OT akuenTa u T.1.).

9. 3asaBKH (Ha 00opy/I0BaHHE, HA U300PETEHUS H T. /. ).

10. 3auétHble KHIKKY (00yYaIOLIMXCA ).

11. KoMaHOupoBoO4YHEIE yAOCTOBEPEHH .

12. O6pa3npl OTTUCKOB Ievared H TOANUceH palOTHHKOB, UMEIOIIHMX IpaBo
COBEpLUEHUS (PUHAHCOBO-XO3SMCTBEHHBIX OTIepallki.

13. [lpeacrasnesus W xojatalicTBa (0 HarpakIeHHH OpAeHAMH M MeJAJsIMU;
OpeMUsAMH U T.4.).

14. ITiceMa rapaHTUiiHbIE (Ha BBIMOJHEHUE palboT, YCIyT U T.4.).

15. Ilonoxenus o punuanax.

16. PeecTprl (uekoB; OFOIKETHBIX MOPYYEHUH, MMPeACTABASEMBIX B 0aHK).

17. CBuneTenscTBa.

18. CepTupuKaTsI.

19. CmeTsr pacxozoB (Ha COZCpPXAHUE alllapaTa YHPAaBICHHA; Ha KAIbKYISUHIO K
JOTOBOpY U T.IL.).

20. CnpaBku  (akaJeMHUeCKHE, apxXWBHBIC, BOCHHO-YYETHBIe, COJEpXKalllle
CBeZIcHUS, AN MPeIOCTaBIeHUs IBTOT U T.1.).

21. TurynpHBIE CIUCKU.

22. YaoctoBepenus (cTyaeHUYeCKHe OUIETH U T.11.).

23. IlltaTHpie pacnUCaHUsA U H3MEHEHHA K HUM.
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Ilpunoxenue Ne 44
K MHCTPYKLHH MO AETONPOU3BOACTBY

tIJopma AKTA nmpueMa-nmepeiaavn meqaredl H WITAMNOB

OUHYHUBEPCUTET YTBEPXIAIO
(nanMeHOBaHHUE NOAPA3CACHHS) (HaMMEHOBaHHE JOJDKHOCTH
PYKOBOAUTEIS MOAPA3ACICHUA)
AKT
N (noanuce) (H1.0O. Pammns)
) « » 201 r.

npuéma-nepesavin
neyareH H WITAMOOB

OcHoBanne: n.9.2.16 HMHCTpYKLUHH MO  JEJONPOH3BOACTBY B  (QeAepanbHOM
rocyAapCTBEHHOM obpazoBaTeILHOM O10KeTHOM ydpexXAeHUH BBICLIErO
npogeccHoHaNBEHOrO 00pasoBaHua «OUHAHCOBBIA yHHBepcHTET mnpu I[IpaBHTENbCTBE

Poccuiickoii  ®enepaliuu»,  yTBepxkAeHHOH  mnpukasoM  @OHHyHHBEpCcHTeTa  OT

Ne
Cocrapnen: .
(HanMeHoBaHHUe AomxHOCTH, @amunusa HU.O. nepesaiomero)
(nanMenoBaHue aomkHocTH, ®amunng K.O. npuHuMalowero)
(HauMeHoBaHUe JomkHOCTH, @amunus U.O. npucyTeTBytomero)
B cBA3u C paGoTHHKa, OTBETCTBEHHOTO 3a
(npu4HHa)
MCNOJNIb30BaHUE H XpaHEHHE NeYaTEH U LITAMITOB [IpOH3BEACHA
(nata)
Iepeaaya nevare ¥ [TaMIoB.
nepenan(-a), a
(Pamunug H.0.)
MpUHSI(-a) B
{(®amunus U.0.)
HPUCYTCTBUH
(Pamumus 1.0.)

rnevyaTt U WTaMIIbl

{HarMEHOBaHHE MOJAPA3IENCHHA)
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B COOTBETCTBHH C ITPHJIara€MbIMH OTTUCKaAMH.

Wrtoro npunsTo: nevarer u HITAMIIOB.
(uuppaMu U IPOMHUCHIO) (uncpamMH ¥ NPOIHUCHIO)

Cocragnen B 2-X SK3EMILIApax.:

1-# sx3emmusp — 3
(HaMMEHOBAHHE CTPYKTYPHOI'O MOJApa3/IeIeHu)
2-1 3K3eMIuIsAp — YTIpaBieHHe AeJ0NPOU3BOJICTBA U apXUBA.

[lepenauy npousses(-a):

(HaMMEHOBaHHUE JIOJKHOCTH) (moarnuck) (N.0. Oamuitus)

IIpuém npoussen(-a):

(HaUMeHOBaHHeE JI0JIIKHOCTH ) (moanuce) (M.0. ®amunus)

[IpucyrcrBoBas(-a):

(HaMMeHOBaHHUE JOJDKHOCTH) (moamuce) (N.0. Oamuiius)
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ITpunoxenne Ne 45
K MHCTPYKLHH II0 JEJICNPOU3BOJACTRY

®opma axkTa 00 YHHYTOKeHHH repGoBbIX 61aHKOB JOKYMEHTOB

MDeaepanbHOe rocysapcTBEHHOE YTBEPXIAIO

obpasosaTesibHOe BI0/pKETHO YUp&KICHHE
BRICLUCTO MPOodecCHOHANBHOTO 0GpasoBaHus

«®PHHAHCOBbIH YHHBEPCHTET

npu [IpaButenncrBe M.A. DckuHaapoB
Poccuiickoii Gegepanun» (mozanrce)

(PrHANCOBbIH YHHBEPCUTET) « » 201 T

Pektop
DHHAHCOBOIO YHUBEPCHUTETA

AKT

Ne

MockBa

06 yHnuTOXKCHHH
repSoBbIX 0/1aHKOB NOKYMEHTOB

OcHosanne: 11.9.6.3 HHCTpykLUMH @O  JENONPOM3BOACTBY B  (demepanbHOM
rocyapCTBEHHOM 0bpazoBaTesIbHOM Oro1KeTHOM yUpexAeHUH BBICILIETO
npogeccHoHanpHoro obpazoBanus «®PuHaHCOBHIH yHuBepcHTeT npu llpaButenscrtse

Poccuiickoit ®eaepaunn», yrBepxaeHHOH NpHKa3oM DHHYHHBEPCHTETA OT

Ne , ¥ puKa3 QUHYHHBEPCHTETA OT Ne «O co3zgaHun

KOMHCCHUH 110 NPOBepKe HATHYHNA, HCITONB30BAHHUA, XpaHCHHA H YHUYTOXKCHHIO repﬁoBblx

OJIaHKOB AOKYMEHTOB, nedared U IUTAMIIOBY,

CocTaBlieH: npeiacenarenk KOMUCCHH s HII€HBI KOMHCCHH
(Pamunua H1.0.)

(Pamunnn H.O.)

{Pamunun H.0.)
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Komuccusa IpoH3BeEJIa YHHUYTOXEHHUE UCITOPYEHHBIX H yCTapeBH.IHX FGpGOBbIX
(nara)
OJIaHKOB JOKYMEHTOB DUHAHCOBOIO YHHUBEPCHUTETA, BBIJAaHHBIX 3a nepuon ¢

1o , 110 ClIEIIOLIMM BHAAM U IIpUjlaraeMbIM CIIMCKaM:
Koi-Bo
Bun 6n1anka Howmepa 61ank0oB
O7aHKOB, IT.
bnank [To npunaraemMsim crimckam Ne
MUCbMa
bnank [lo npunaraemsiM ciuckam Ne
IIMCbMa peKTopa
biank [1o npunaraemMeiM criuckam Ne
IpHUKasa
bnauk [Io npunaraeMsiM criuckam Ne
pacropsKeHus
bnaHnk Ilo npunaraemelM criuckam Ne
o01mui MpoA0IbHBIN
bnank Ilo npunaraembIM criuckam Ne
oO1uii yriaoBoi
bnank [To npunaraembiM criuckam No
JIOBEPEHHOCTH

Bcero YHHYTOXECHO:

(mudpamMu H MPONHUCHIO)
rep6oBeIX 0J1aHKOB 10KYMeHTOB PHUHAHCOBOI'O YHUBEPCUTETA.

[Ipencenarens KOMUCCUHU

(moamnuce) (N.0. Gamuust)
YneHsl KOMUCCUHU
(mojaruce) (N.0. ®amuius)
(nojnuce) (N.0. ®amunus)
(rmojnuce) (A.0. Gamunus)
(moxmnuce) (N.0. OGamunus)
(moanuce) (1.0. damusus)
(moamnuces) (M.0. ®amunns)




238

IMpunoxenne Ne 46
K HHCTPYKIHH N0 J€JI0NPOU3BOACTBY

DopMa CIIMCKA HA YHHYTOKeHHE FepOOBLIX 6/1aHKOB J0KYMEHTOB

PHHYHUBEPCHUTET

(HanMeHOBaHUe NOJIpasACACHUA)

CITNCOK
Ne

HAa YHHUYTOXKEeHHE
rep6oBbIX 6IAHKOB JOKYMEHTOB
3a

(niepuon)

1. bnaHk nucepMma:

Bcero IK3EMILIAPOB.
2. bnaHk nmuceMa peKropa:

Beero IKIEMILIAPOB.
3. biaHk pukasa:

Bceero IK3EMILIAPOB.

4. bnaHK pacnopsaKeHHs:

Bcero

IK3CEMINIAPOB.
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5. O6wuii npoAoNBEHBIHA ONaHK:

Bcero IK3EMILIAPOB.

6. O0wmuii yrnopoi 61aHK:

Bcero IK3EMILIAPOB.

7. bnaHk nOBepeHHOCTH:

Bcero IKIEMIDIAPOB.

HUroro:

OJIaHKOB.

(uuppamMu 1 TPONHCHIO)

(HaUMeHOBaHUE JOINKHOCTH {noanuce)
PYKOBOJIHUTENS MOAPA3ICICHUA )

« » 2010 1.

Ilepenan

(M.0. damunus)

OJIaHKOB.

{(UnppaMH 1 MPOIHCHIO)

(HaHMEHOBaHUE NOXKHOCTH pabOTHHKA (moanuce)
noApaszieieHna, OTBETCTBEHHOTO
3a JIeJIONPOU3BOICTBO)

« » 201 1.

[Ipunsn

(M.0. Gamunust)

OJIAHKOB.

{(LudpaMi B IPONHCHIO)

(HaHMEeHOBaHNE OOKHOCTH (moAnucCk)
paboTHUKA YHpaBiaeHHA
ACTONPOH3BOACTBA U apXHBa)

« » 201 r.

(N.0. damunus)
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[Tpunoxenue No 47
K MHCTPYKIIMH 110 JI€JIONIPOU3BOJICTBY

®opma akTa 00 YHHUYTOKEHHH NeyaTel H ITAMIOB

deiepaibHOE roCy1apcTBEHHOE YTBEPXJIAIO

obpazoBarensHoe OI0DKETHOE yupexKaeHHe
BbICLIEr0 NpoecCHOHAIBHOro 00pazoBaHHsA

«PHHAHCOBbIH YHUBEPCHTET

npu IIpaBurenbcTBe M.A. DckuHznapos
Poccuiickoi ®eaepaunn» (moznucs)

(PuHaHCOBBIH YHHBEPCHTET) « » 201 T

Pextop
DUHAHCOBOI0 YHUBEPCUTETA

AKT

Ne

MockBa

O06 yHHUYTOKEeHHH
ne4yateHd v IITAMIIOB

OcHoBanne: 1.9.6.5 MWHcTpykuMM 10  J€JONPOM3BOJACTBY B (eaepalbHOM
roCyAapCTBEHHOM o0pa3oBaTeIbHOM OIO1)KETHOM YUPEXICHUH BBICIIIETO

npodeccuoHanbHoro obpasoBaHust «@PuHaHCOBBIH yHuBepcuter npH IlpaBuTenbcTBe

Poccuiickoii ®enepanuny, yTBepkaeHHOH npukazom OUHYyHUBEpCHTETA OT

Ne , 1 npuka3 OuHyHUBEPCUTETA OT Ne «O co3panuu

KOMHCCHH I10 IPOBEPKE HAJTMYHA, HCIIOJIb30BaHUsA, XpPaHCHHUA H YHHUYTOXCHHIO rep601351x
OJIaHKOB AOKYMEHTOB, redyarer U [ITAMIIOBY.

CocrasineH: InpeacenaTejyib KOMHUCCHH , YJICHBbI KOMHUCCHH
(Pamunus U.0.)

(Pamunuun U.0.)

(®amunuu H.0.)
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YHHUYTO)XXeHHE HCIOPYEHHBIX U YCTAapeBIUNX Mevated U

(mara)

wraMnoB GHUHAHCOBOTO YHUBEPCHTETA, BBIJAHHBIX CTPYKTYPHBIM NOOAIpasiCcleHUuIM 324

nepuos ¢ no , IO CNeAYIOLINM HAUMEHOBAHHAM H NpPHIAracMbIM
OTTHCKaM:
HaumeHnosanme Kon-so
CTOVKTVDHOLO HanmeHnoBanue HeuaTeit OtTHCK
TPYRIJT neyary (1ITaMra) nedaTH (1TaMIa)
nojapas/ieeHns (IITAMNIOB), LIT.

Bcero yHuutoxeHo:

H

nmeyarel

(undpaMy ¥ NPONKCKHIO)

(widpamMu K NPONKCHIO)

Ilpencenatens KOMUCCHU

YieHbI KOMUCCHH

{noaruce)

{noanuce)

{Noanuce)

{noanuce)

(noanuce)

(noan#ce)

(noanuce)

HITAMITOB PHHAHCOBOIQ YHUBEPCHTETA.

(M.0O. Qamunus)

{(H.0. Gamunng)

(H.O. Qamunus)

(1.0, Gamunua)

{K.O. damunua)

{U.0O. ®amunusa)

(H.0. damumms)



242

COAEP/KAHME

HanmenoBanue pazaena (noapasgena) Crp.
1. OBLIMIE TTOJTOXKEHMS .......c..comrererierereieircrciieriesreieeeissesnessnessoncessensssessessrnnane 2
2. JOKYMEHTbBI ®MMIHYHUBEPCUTETA......... bt s st b e s ns 7
3. TTIPABUJIA TTOJJI'OTOBKH U OPOPMJIEHMA JOKYMEHTOB ..................... 8
3.1. JlokyMeHTHpOBaHHE YNPABAEHYECKOH AESATENBHOCTH ....vevernnnn.- creereeree st e aa 8
3.2, BITAHKH JIOKYMEHTOB ....vvvvvevrneeeisrieresresiassaecossaesssseeesiaesssssresssssssssssensssassosssassrsssssans 9
3.3. OGopMNCHUE PEKBUBUTOB JOKYMEHTOB .c...vvvvirieerierseensrenseenssenssasssanrraesenerenesreerens 10
3.4. IlpaBuinia pacmoyioXEHNA PEKBU3HTOB HA JOKYMEHTE ....veereviorerrecreenromosisecssanrs 33
4. TIOAI'OTOBKA U OPOPMJIEHHE

OTJEJIBHBIX BUHOB JOKYMEHTOB.........ccvrivevirrieinreereeeervrreeeeesenaene 35
AL TIPHKAS ..ottt e s b e ae st et eeb s sbasoas et ae e seesane s aersasreessen 35
4.2, PACTTOPAKEHHUE .....ccvvvvriuerneciieesiesieeneresatesieenssesstosseassasstasstoresasessasssosssessasssosnesisases 50
4.3 PELICHHE. .....c.oeiereiereeccicerireeieicenceeenreseen e e saeseesee e sbestesensessesessabensasasseosesssanes 59
4.4. [lonoxkeHUE, IPABIAA, HHCTPYKLIHS «..ecooveerrrinrienraeranseensressisssessersasssessaessassessroosnes 60
4.5. Ilpotokon.......... vevesrenerenens e teeiee it eeer e e e e e r s b e r e b b et aeeres 66
4.6. CITYIKEOHOE ITHCBMO ..evuvvevreeeranreerienreransessssassorssssonssesssserssassseresneesatessrsssesssarssnsens 73
4.7. 3anucka (DOKIaHAas, CIYKeOHASA, OOBACHHTEIBHAN ) ..vvvveerrveervereseonsonne .79
4.8. CopaBka ........... RO RO TP UPPOPPRRPRO 82
B9 AKT vttt et st et e e e bt s banemassan e b b 87
4.10. JIOTOBOP ..vveveriienreienrionerianrinnnereroressnonnessacsnns et e et e e ees 91
.11, BAABIIGHHE ...cvvevenverriverirreinrnersesasinsonnesnaasansssssesassasssessosessmmssesssssersassesssonsssssnens 93
412, TETETPAMME ....ovvverievermerrrreneereereaeererreresiasaessessasssensesssnesressessessertossssnnonsosnnennons 94
4.13. JloxyMeHT, nepeaaBaeMblii IO PAKCUMUIBHOM CBABH...vevvveerveerveereearerrsrersseenness 98
4.14, TeNEMOHOTPAMMA ....covirmeeeeriiriinieerciseiieeriaiericereeseesneresreensessssesneesesssonereesssesnenns 98
4.15, CoobieHue, nepeaBaeMoe 1Mo MEKTPOHHOH TTOUTE ....cvivrveerienreeaerionrirernaerne 99
4.16, Konust ZOKYMEHTA (BBITHCKA U3 TOKYMEHTA) . eeivviierrcerrersricresararssassnsesssosssensones 99
5. OPTAHM3AIIUA JOKYMEHTOOBOPOTA

N VICTIOJTHEHHA OOKYMEHTOB.....c...oiiiiiirecirineencirnc e eneecessrenee 101

5.1. OpraHu3auus JOKYMEHTOOOOPOTA ..cceovverriarieerrererirereasseestonsissessessieessesseesieosees 101
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5.2. OcobeHHOCTH paBoThl C IMEKTPOHHBIMH JOKYMEHTAMH .....cvrvervreereeiersrreeraeseans 102
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5.4. IlpuéM u mepsugHad 00paboTKa MOCTYNAIOLINX AOKYMEHTOB. .....ccovirsveevvrernnen 105
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5.8. Pabora ucnonHuTene ¢ NOCTYNAFOLHIMMU JOKYMEHTAMH .......ccuverveene vrsereerene 110
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5.11. OTOPaBAEHHE JOKYMEHTOB ....coreerveeriureerursnnieesvecns rreesrbr bttt aassat s aeseas 115
5.12. Opranuzauus paGoThl C BHYTPEHHHMH JOKYMEHTAMH.....cvevevererrorrrerisessennens 116
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5.15. PaccMOTpeHHE BHYTPEHHUX JOKYMEHTOB. ...cc.teeivermenreeereseereersesseesiaessecssesiassnes 119
5.16. [lepenava u nomyveHne AOKYMEHTOB CTPYKTYPHBIMH MOAPA3JENECHUSAMA ...... 119
5.17. [legyaTaHHE ¥ THPAKHPOBAHHE JOKYMEHTOB. .o veversreerreeerraceivassoseessrassnssasarsonse 120
5.18. YueT u aHanu3 00BEMOB IOKYMEHTOOOOPOTA .evveevverirverrenrronreesaneersasosarmecsecssses 121

5.19. Tlopsaok CHATHA U BbIAAYU KOMUK JOKYMEHTOB H BBRIMTUCOK U3 JOKYMEHTOB . 122

6. [IOUCKOBAS CUCTEMA T10 IOKYMEHTAM......... ettt bes e 122
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8.5. Cocrasnenue onuceii gei MOCTOAHHOTO,

BpeMeHHOTO (cBbilile 10 NeT) XpaHEHH U [0 IHYHOMY COCTABY .....cceeveerveerens 144
8.6. OdopmneHne aen As nepeayu Ha apXUBHOE XPAHEHHE. ... ...covcereerienrensonreannree 145
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9. U3rOTOBJIEHUE, VYET, ICTIOJIb30BAHUE, XPAHEHHE 1
YHUYTOXEHUE IMEYATEMH, IHITAMITOB 1 BJIAHKOB TOKYMEHTOB . 153

9.1. Buapl nevaTtel, IUTAMIOB H ONAHKOB JOKYMEHTOB .......voccrmerirriirersanrennmraercsssons 153
9.2. Ucnonp3oBalue neyareif, IITAMMOB H OJAHKOB JOKYMEHTOB. ..covveerurrecvericnneens 154
9.3. M3roropneHue neqyaTeii, LITAMIIOB U OJIAHKOB JOKYMEHTOB ....vceerererreerarerennrones 156
9.4. Y4ér neyateH, INITAMIIOB U GJIAHKOB JOKYMEHTOB .e..vveeerrierrrenrrecsasneansseesssnnesnees 157
9.5. XpaneHue neyarte, IITAMIIOB H OTaHKOB JOKYMEHTOB ....ov.eveeetmreeniianvrnssessenens 158
9.6. YHUUTOXEHHUE NeUaTel, ITaAMIIOB 1 ONAHKOB JOKYMEHTOB ......cevevrrrvrreerereeeonecs 158

IIpunoxkenue Ne 1
[lepevens byHxUMI paGOTHHKA, OTBETCTBEHHOTO 3a AETIOMPON3BOACTBO ....vveuvenn 160

[prnoxenue Ne 2
@®opMa akTa npreMa-nepeaaud JOKYMEHTOB H JEM .coorveereercveervecenss vesreeiae s 161

IIpunoxenue Ne 3
®opma Tabens yHUPHLUHUPOBaHHBIX GopM
JOKYMEHTOB DHHAHCOBOTO YHUBEPCHTET A oervreeeerreersvnrrasreessroscrnesonssrsncassressrsarsessses 163

ITpunoxenue Ne 4
CxeMa pacrioNoXeH!s peKBU3UTOB U MPAHHLE! 30H........... ORI OURROR 164

ITpnnoxxenue Ne 5
OO0paszen o6ero 6:1aHKa (IIPOJOIIBHBII} «..vecrververerrerecrvesivenrrnciiassenee eternrreeseesiaereens 165

I'IpunoxeHue Ne 6
O6pazel] 001ET0 OIAHKA (YTIOBOM ). .o\ vveeriitireeerarerreeiarrernetaaeenneranerraneenns 166

ITpunoxenne Ne 7
[lepeueHp PEKBUUTOB JOKYMEHTOB. . ... vuvinriaintisiesesanterentsiateenrnasensaransns 167

Iipunoxxenue Ne 8
ITpuMepHBIii TepeYeHb JOKYMEHTOB, MOAMTEKAIIUX YTBEPHKACHMIO ... .uvvrenrensans 168

punoskenue Ne 9
PekoMeHIaLNH MO HATHCAHHEO
OTAEJILHLIX HAHMEHOBAHHH, CJIOB U CJIOBOCOYETAHHM 1o vvvvireireeierirenaieerenenaenens 169

[Ipunoxxenue Ne 10
Obpazen] 0QOPMIEHHUS MPHUKAZA...c.cvvverrverrareerarersarrennes eerietaretae iyt ee st e nentteesraesnne s 186

am,



Ipunoxeune Ne 11
O6pazel] OGOPMIECHHS PACTIOPIIKEHH «.covvevvrenveereerreererseessesreesersrriessssassesseossisssreseens 188

[punoxenne Ne 12
Obpazell GOPMBI JOMKHOCTHON HHCTPYKIIHHE .....vevvverrerereriersireessesssssiassesersesssesens ... 190

IIpunoxenne Ne 13
Obpasen 0hOpMICHUSA MOJTHOTO IPOTOKOIA «.evvvvvrerverivenseneessesses veereerseeeeren verarenseans 192

[Tpunoxenune Ne 14
Ob6pazens oGOpMIIEHHA KPATKOTO ITPOTOKOITA 1.e.evrevrvirrervesessersosarsesesrsassessassssansesseses 194

Ilpunoxenue Ne 15
O6paszen 0bOPMACHHUA CITYKEOHOTO MHCBMA....ve.eveerrrerrerierassensvosessssssorsssssessnsrsssnss 195

IIpunoxenue Ne 16
OObpazer; oGOPMIICHHSA JOKIATTHON BATMHCKH ....vvevierievrrerrrerseenssenseesssasssasssasssesanssrsssens 196

[Ipunosxenune Ne 17
Obpazer; opopmieHHs OOBICHUTENBHOM 3AITHCKH .. ... cortrerrervreesererreornororseraeseesesears 197

[Tpunoxxenue Ne 18
O6pazel] OPOPMIEHHS CIIPABKH ...c.veervereerverivrreereerserrassnessessssesmorsessessassossssssosassesnsons 198

ITpunoxkenne Ne 19
O6pasen] OPOPMIEHHS BAABIIEHHS .....vveverreereereerererressisnerearianuorerosseosersessnersossonssnscns 199

I'punoxenue Ne 20
Ob6pazel] 0QOPMICHHS TETETPAMMBL ....eereuverierrereeieriosreecrsarionsseserasarassreasssarsonrsassneers 200

ITpunoxenue Ne 21
Obpasell 0poOpMIEHNA BEIINCKU U3 MPOTOKOIA «.vrverenrrrenreecrvessrecarens voeerseserareeaisessane 201

[punoxenue Ne 22
IlepeueHb BUAOB NIOKYMEHTOB, CO3JJaHNE, XPAHCHHE U HCTIONH30BaHUE KOTOPBIX
OCYLIECTBIAAETCA B GOPME FNEKTPOHHBIX JOKYMEHTOB . .vveverereermecreorsrorrressnaronerracens 202

IIpunosxenue Ne 23
INepeuens AOKYMEHTOB, NOIJIEKANUX PETHCTPALIUY
B CUCTEMaX IEKTPOHHOTO JOKYMEHTOO00POTa 663 CKAHHPOBAHMS ....c..cevrvevervennens 206

[Tpunoxeuue Ne 24
IlepeueHs 00A3aTeNBHBIX CBEACHUM O TOXYMEHTAX,
HCMONB3YEMBIX B LEJAX y4eTa H [IOUCKa NTOKYMEHTOB

B CHCTEMAX JIEKTPOHHOTO JOKYMEHTOO0O0POTA ......eeneciveerees e eeereenree e e aneaans 207
Ipunoxenne Ne 25
IlepeueHD HEPETUCTPHPYEMON KOPPECTIOHACHIHMU ..coovvvirivverianrrennissureosressirasssrenssees 209
IMpunoxenue Ne 26
ITepedyeHn TUIMOBBIX CPOKOB MCIIONHEHHS TOKYMEHTOB. c.vcoveviieriieniveiinneoeniiossnesssnaoes 210

Ipunoxenne Ne 27
PopMa peecTpa MOUTOBBIX OTHPABIACHHH . ....vvvviiiroeroirreerireernecsininncssvssensssssisrnrnsens 211



246

[Tpunoxenue Ne 28
dopma 3adBKH Ha nepenavy renedakca (TeneQoHHbIe NTEPETOBOPHI)
M0 MEXAYTOPOAHEH/ MEKTYHAPOTHON TEMEPOHHOM CBSABH .. vvereverrveriarreensreersctosnnones 212

ITpnunoxenue Ne 29
®opma peecTpa pacchlIKH
PacnopsaAMTENBHOTO AOKYMeHTa (TIpHKa3a/pacopsDKEHU ). ........ vorecneereners verereaenine 213

[Ipunoxenue Ne 30
D®opMa peecTpa yuéra NepeaaBacMbiX JOKYMEHTOB ........ OO O PO SO 214

Ilpunosxxenue Ne 31
®dopMa 3aKka3a-HapAAa HA THPAKHPOBAHUE JOKYMEHTOB .....covercenrinienriesnionnirsrinenns 215

[Ipunoxenue Ne 32
PopMa cripaBkH 00 00BEME JOKYMEHTOOOOPOTA ..veevvverrnrenerrearieensioersoneessrocsseerronsones 216

Ilpunoxkenue Ne 33
dopmMa HOMEHKIIATYPHI AeNl CTPYKTYPHOTO MOAPA3ACTIEHUA ..oeeiivviiaernecrciiaeirnrinisaes 217

Ilpunoxxenue Neo 34
®opma CBOAHOM HOMEHKNATYPBI Jesl (DHHAHCOBOTO YHHUBEPCUTETA ....oovvviveinerrnnanes 219

IIpunoxenne Ne 35
Dopma OONOKKH €A B TEKYLIEM XPAHEHHH ....covviiriemrieiisessesriorriossisstossissesssossones 220

[Tpunoxenue Ne 36
®opmMa onHcH Ael IOCTOSHHOTO M BpEMEHHOT0
(cBble 10 net) XpaHeHUS WIU MO THYHOMY COCTABY .veeverrenrvesarees veverves crevesnrsneneenss 221

[Tpunoxenne Ne 37
®opMa CBOIHON onucH Je
MOCTOSHHOIO XpaHEHHA DUHAHCOBOTO YHUBEPCHTETA «.ucovrerurineeirnsnenncsivesieeseesinesnes 224

[Tpunoxenne Ne 38
®opma 06I0KKH Iefa NOCTOSHHOIO U BpeMeHHoro {cBbime 10 1eT) xpaHeHus .....226

[Ipunoxenune Ne 39
DopMa TUCTA-3ABEPUTEIIA JIETIA ...cvvieviereerreeroninraesonneeroermenmonsneessecsissnsssnnesssasssseecssasss 227

[Npunosxkenue Ne 40
QopMa BHYTPEHHEH ONMUCH JOKYMEHTOB JEJIA «eccvvvereerreeriuesenrsoarsreneosssrcresssossecraesie 228

IMpunoxxenue Ne 41
DopMa aKTa 0 BbIIETCHHU K YHHYTOXEHUIO JOKYMEHTOB
(DHHAHCOBOIO YHUBEPCUTETA, HE MOMICKALLNX XPAHEHUIO ..covvvrerieriineirrrmnnseerorarnnens 229

Ipunoxenne Ne 42
®opma akTa 0 BEIACAEHHN K YHHITOXEHUK JTOKYMEHTOB
CTPYKTYPHOTO NOJPA3/ICNEHHS, HE MOMIEXKAIINX XPAHEHHIO ..ovvvveverreecveerenersraiones 231

Ipunoxenue Ne 43
ITprMepHBIH NepeyeHb JOKYMEHTOB, Ha KOTOPBIX CTaBHTCA repOoBas nevarth........ 233




247

[Tpunoxxenne Ne 44
®opma aKTa pueMa-nepeAayd MeYATENH M IITAMIIOB ......cccueviereesrieruenseessessessessienaes 234

IIpunoxenue Ne 45
®opma akTa 00 YHUUTOXKEHUU IepOOBBIX OITAHKOB JOKYMEHTOB ...oevuvvevverieernrinenns 236

[Tpunoxenue Ne 46
dopma cnivcKa Ha YHUUTOXEHHE repOOBbIX OJIAHKOB JOKYMEHTOB......c..cevueeueeveannes 238

ITpunoxenue Ne 47
®opma akTa 00 YHHUTOKEHHH NMEUYATEN U LUTAMITOB ...ccvvvverrvieeriersrneaarsersnsnessssensssaens 240



