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1. O0mue mooKeHUs

1.1. Hacrosimias wuHCTpyKuMsi no jgenomnpousBoiactsy B PI'BOY BO
«/larecTanckuii rocy1lapCTBEHHbIN YHHUBEPCUTET» pa3pab0TaHa B COOTBETCTBHUH C
[IpumepHOW  MHCTPYKIMEH IO  JIEJONPOU3BOJCTBY B  TOCYJAapPCTBEHHBIX
OpraHu3alusX, YTBEPKACHHON npukazoM PeaepanibHOro apXUBHOIO areHTCTBA OT
11.04.2018r. Ne 44.

1.2. Hacrosimass WMHCTpyKIMs pa3paboTaHa B IEJIAX COBEPIICHCTBOBAHUS
JIEIONIPOU3BOICTBA U MOBBITIIEHUS Y)PEKTUBHOCTH PAOOTHI C IOKYMEHTAMU ITyTEM
periJaMeHTalu Ha €AMHOM ITPAaBOBOM U METOANYECKON OCHOBE ITPABUJI IIOATOTOBKHU
JIOKyMEHTOB, TEXHOJIOTU PaOOThI C HUMH, YHUBEPCUTETA UX TEKYIIIETO XPAHSHUS U
MOJITOTOBKH K Tepeade B apXUB YHUBEPCUTETA.

1.3. Hacrosmas UHCTPYKLUS YCTaHaBJINBAECT TpeOoBaHUS K
JIOKyMEHTUPOBAHHUIO YIIPABICHUYCCKOW JESITEIIBHOCTH W YHUBEPCHUTETAa PabOTHI C
JOKYMEHTaMHU B JIEJONPOU3BOJCTBE TOCYJApPCTBEHHBIX OpraHu3alui (nanee -
OpraHu3ainws), HE3aBUCHMO OT WX OPTaHU3AIlMOHHO-TIPABOBOUW (OPMBI, IeTeH U
BUJIOB JICATEIIBHOCTH.

1.4. TIlonoxenus HacrosAmen HMHCTpyKuMHM  pacHpoOCTpaHSAIOTCA  Ha
opraHuzanuio paboThl € OpPraHU3alMOHHO-PACHOPSIUTENbHBIMA JTOKYMEHTaMU
HE3aBUCHUMO OT BHJA HOCHTEIsS, BKJIIOYas IOATOTOBKY, PETMCTPALMIO0, YYET U
KOHTPOJIb HCIIOJHEHHS JOKYMEHTOB, OPraHM3allMIl0 HMX TEKYIIEro XpaHEHUs,
OCYILIECTBIISIEMbIE c ITOMOIIBIO MH(OPMAITMOHHO-KOMMYHHUKAIITMOHHBIX
TEXHOJIOTUH.

1.5. OcobOenHoctu yHUBepcUTeTa pabOTHI C JOKYMEHTaMH, COJEpKalluMu
UH(OPMAIMIO OTPAaHMYEHHOTO JOCTyNa (KOMMEpPYECKYI0 TailHy, MepcoHalbHbIC
JAHHBIE U UHYIO KOHGUIECHIIMATBHYIO HH(OPMAIIUIO), PETYIUPYIOTCS OTACIbHBIMU
HOPMATUBHBIMU aKTaMU, YTBEPKIAEMbIMH PYKOBOAUTENIEM YHUBEPCUTETA.

1.6. Opranmzainus, BEJICHHE W COBEPIICHCTBOBAHHE JEIOMPOM3BOJCTBA Ha
OCHOBE ©IUHOW TONWTUKH ¥ TPUHIMUIIOB, TPUMEHEHHE COBPEMEHHBIX
UH(OPMAITMOHHBIX TEXHOJOTUH B paboTe C JOKYMEHTaMH, METOJIUYECKOe
PYKOBOJICTBO U KOHTPOJIb COOJIIOJICHHS TMOpsiaKka paboThl C JTOKYMEHTaMH B
MOJIpa3/ICTICHUSIX YHUBEPCHUTETA BO3JIAraeTCsi Ha CTPYKTYpHOE IMOApa3jielieHue,
OTBETCTBEHHOE  3a  Belenue  jenonpousBoictBa’  (manmee —  Otmen
JIOKYMEHTO000pOTA).

Otaen MOKYMEHTOOOOpPOTa YHHBEPCHTETAa JCWCTBYeT Ha OCHOBAaHUU
MOJIOKEHHUSI O HEW, YTBEPKIAEMOTO PEKTOPOM YHHUBEPCHUTETAa M OMPEICIISIONEH
3a/1a4u, ¥ PYHKIIUU OTJIejIa, €T0 MpaBa U OTBETCTBEHHOCTb.

! B opramzanusx ¢ He6OIBIIMM 06HEMOM T0KyMEHT0060p0oTa GyHKIHH Ciy’KObI JAETONPOM3BOICTBA MOTYT
BBITIOJHATHCS PAOOTHUKOM (JIETIONPOU3BOIUTENIEM, CEKPETAPEM).
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1.7.  OTBETCTBEHHOCTh 3a OpraHu3aluil paboThl € JOKyMEHTaMu B
NoApa3JeCHUsAX  YHHUBEPCUTETAa  BO3JaracTcs Ha  PYKOBOJAUTENEH  ITHUX
noApa3eIeCHUH. Hemnocpencreennoe BEJICHUE JIEJIOTPOU3BOICTBA B
MOAPA3CICHUSX YHUBEPCUTETA OCYIIECTBIISICTCS JEIOMPOU3BOAUTEIEM NI HHBIM
pabOTHUKOM MOJpa3/iesIeHUs, HA KOTOPOTO BO3JIOKEHBI 00sS3aHHOCTH 110 BEJCHUIO
JISTIONIPOU3BOICTBA (J1ayiee - ACTONPOU3BOIUTEND TTOPA3ACICHNUS ).

1.8. JloJbKHOCTHBIE OOSI3aHHOCTH, IIpaBa U OTBETCTBEHHOCTh PAaOOTHUKOB
OT/IeJIa JIOKYMEHTOOOOpOTa, JICJIONPOU3BOJUTEIICH TOAPA3ACICHUN W HMHBIX
pabOTHUKOB, OTBETCTBEHHBIX 3a OpraHM3alii0 padoThl ¢ JOKYMEHTaMH,
ONPEETSAIOTCS TOPKHOCTHBIMUA UHCTPYKITUSIMH.

1.9. Ha nepuoa otnycka, KOMaHAUPOBKH, OOJIE3HU WU B CIy4Yae YBOJIbHEHUS
PabOTHUKYU CTPYKTYPHBIX TOJIpa3/ielieHIil yHUBEpCUTETa 00sI3aHbI TIepeIaBaTh BCe
HaxXOJSIIHUECS HA UCIOJHEHUU JOKYMEHTHI JEJIONMPOU3BOAUTEIIO MTOAPA3ICIICHUS
WU APpYromMy paOOTHUKY MO YKAa3aHUIO PYKOBOAUTENS MOAPA3ACICHUS.

IIpu cMmeHe AeIonpou3BOAUTENS MOAPaA3ACICHUS COCTABIAECTCS aKT MpUeMa-
nepeaavyu J0KyMEHTOB U JIE.

1.10. Conmepxanue cimyKeOHBIX JOKYMEHTOB HE TOJJICKHUT pa3ralleHUIo.
B3aunMogeiicTBue co cpeactBamMu MaccoBod WH(pOpMaIuu, mnepeaada UM Kakou-
60 wHPOpMAIMK WIM JOKYMEHTOB W WX KOMHH JOMYyCKAaeTCs TOJNBKO C
pa3pellieHns] PyKOBOJUTENS YHUBEPCUTETAa WM WHOTO YIOJIHOMOYEHHOTO UM
JOJIKHOCTHOTO JIUIA.

PaboTHUKM yHHBEpCUTETa HECYT AUCHUIUIMHAPHYIO, aJMUHHUCTPATUBHYIO U
VHYIO, YCTaHOBJIICHHYK  3aKOHOJATelbCTBOM  Poccumiickoit ~ denepanmy,
OTBETCTBEHHOCTh 3a HAPYIICHUE CPOKOB XPaHECHUS JOKYMEHTOB, YTpary H
HECAHKIMOHUPOBAHHOE YHUUTOKEHUE CITY’KEOHBIX JTOKYMEHTOB? .

1.11. Ilpm yTpare [OOKYMEHTOB JEJIONPOU3BOJUTENL MHOAPA3ICICHUS
uHQOPMUPYET  PYKOBOAMTENS  CTPYKTYPHOTO  MOJApA3ielieHus W OTAel
JIOKyMEHTOO0OpOTa YHUBEPCUTETA, ITOCIIE YETO OPTAHU3YETCS PO3BICK JOKYMEHTOB.

Ecnu po3bIck JOKYMEHTOB HE JJa€T Pe3yJibTaTa COCTABISAETCS aKT, B KOTOPOM
YKa3bIBAIOTCS JaHHBIE YTPAuY€HHOI'O0 JOKYMEHTa, a TaKXe OOCTOATENbCTBA, MPH
KOTOPBIX MPOU30IILJIA yTpaTa, OCJE YeTro NPEANPUHUMAIOTCSI MEPHI 110 3aMEILICHUIO
JTAHHOT'O JOKYMEHTA 3aBEPEHHOM KOMUEH JOKYMEHTA.

1.12. Ha ocHoBe Hactosimeir MHCTpyKIIMK B yHUBEpPCUTETE pa3pabdaTbIiBaeTCs
WHJVBUAYyaJlbHasT ~ MHCTPYKUUS 1O  JIEJIONPOU3BOJCTBY,  YTBEpXKAaemas

2 Crarbu 192, 193 Tpynosoro kozekca Poccuiickoit @enepaiu; nyHkrsl 2; 15.11 cratbu 13.25 Konekca Poccuiickoit
denepanny 06 aIMUHICTPATUBHBIX IIPaBOHAPYIIEHUSX; cTaThst 7 dexepanbHoro 3akona ot 6 aexadpst 2011 r. N 402-
@3 "O oyxranrepckom yuere" (Cobpanue 3akoHOoHaTenbeTBa Poccuiickoit @eneparum, 2011, N 50, cr. 7344; 2013,
N 26, ct. 3207; 2013, N 27, ct. 3477; 2013, N 30 (Yacts 1), ct. 4084; 2013, N 44, cr. 5631; 2013, N 51, cr. 6677;
2013, N 52 (Hacts 1), ct. 6990; 2014, N 45, cT. 6154; 2016, N 22, cT. 3097; 2017, N 30, ct. 4440; 2018, N 1 (HacTp
I), ct. 65).
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PYKOBOJUTEIEM YHUBEPCUTETA.

1.13. B mensax opranm3amuu paboThl C JOKyMEHTaMH B (uiamanax
YHUBEpPCUTETA M OOOCOOJICHHBIX CTPYKTYPHBIX MOJPA3IACICHUSIX MOTYT OBbITh
BBEICHbl MHCTPYKLUMM TI0 YHUBEPCUTETY g pabOThl C JIOKYMEHTaMH,
JONOJHAIINAE  HWHIWBUAYAIbHYK)  MHCTPYKLHMIO IO  JACJIIOIPOU3BOJACTBY
YHUBEPCUTETA, HO HE IPOTUBOPEYALLUE EH.

1.14. TlpaBuna pabGoThl ¢ JOKyMEHTaMHM B CHCTEME JJICKTPOHHOTO
TOoKyMeHTooOopoTa yHuBepcuteTa (fanee - COJl) u HHBIX MHPOPMALMOHHBIX
CHUCTEMax, B KOTOPBIX OCYILIECTBISIETCS CO3JaHuE (BKIIOUYEHHE) U XpaHEHUe
JOKYMEHTOB, HE JOJKHBI BXOAUTh B MPOTHUBOPEUYHUE C IMOJOKEHUSIMU HACTOALIEH
NucTpyKUImu.

I1. JokymMeHTHpOBaHUE YIIPABJICHYECKOH AeITeJIbHOCTH

2.1. B coorBercTBUM ¢ 3akoHomaTenbCTBOM Poccuiickonn ®Penepannu,
JIOKaJIbHBIMA HOPMATUBHBIMU aKTaMH B YHUBEPCUTETE U3AI0TCSI OPTraHU3ALMOHHO-
pacrnopsauTENbHbIE JOKYMEHTHI.

2.2.  OpraHu3alMOHHO-PACIIOPSAUTENbHBIE JOKYMEHTBI, CO3/1aBa€Mble B
NEeSATENbHOCTH YHHMBEPCHUTETA, JOJDKHBI OBITh OQOpPMIIEHBI 1O TpaBUIIAM,
YCTAHOBJICHHBIM  WHJAMBHUAYaJbHOM  HMHCTPYKIHEW IO  JEIONPOU3BOJCTBY
YHUBEPCUTETA.

BHocuth Kkakue-nuOO HCHOpaBICHHUS WM J00AaBIEHUS B IOJIMCAHHBIE
(YTBEpKACHHBIE) JOKYMEHTBI HE JOIMYCKAETCS.

2.3. Ocobennoctu oOpPMIICHUSI TOKYMEHTOB, CO3/1aBa€MbIX B CTPYKTYPHBIX
NOJIpa3AeNICHUsIX YHUBEPCUTETA M OTPAKAIOIMINX CHEIU(PUKY UX ACATEIHHOCTH, a
TaK)Ke TIpaBWJIa YHHBEpCUTETa pabOThI C JaHHBIMH JOKYMEHTAMH MOTYT
yCTQHABJIMBATHCS  OTACIBHBIMH  JIOKQJIBHBIMA ~ HOPMATHBHBIMH  aKTaMH
YHHUBEPCHUTETA.

2.4. Co3anue JOKYMEHTOB B YHHUBEpCHUTETE Hcroib3ytomeit COJl, B uemsax
noBeIllIeHUs  dPdexkTuBHOCTH  Hcnoib3oBanuss COJl, ocymecTBisiercs ¢
UCIOJIb30BaHUEM I1a0JIOHOB OJJAHKOB JOKYMEHTOB U 11a0JI0OHOB JJOKYyMEHTOB.

9JICKTpOHHBI€ 1ma0JIOHBI OJIAHKOB AJOKYMCHTOB JOJIZKHBI OBITH NICHTHUYHEBI
OnaHKam JOKYMCHTOB Ha 6YMa}KHOM HOCHUTCIIC.

2.5. Insg co3maHusi TOKYMEHTOB, OTPaXKAIOIIUX CHEHUPUKY IeATETLHOCTH
CTPYKTYPHBIX  MOJApA3/C/ICHUA YHUBEPCUTETAa, U  YNOPABICHUS JTaHHBIMU
JOKyMEHTaMU MOTYT MCIOJIb30BAThCS APYTHUe UHPOPMAIIMOHHBIE CHUCTEMBI.

2.6. JIoKyMeHTBI YHUBEpPCUTETa O(hOPMIIAIOTCS Ha OJIaHKAaX MM CTaHAAPTHBIX
auctax oOymaru gpopmara A4.



2.7. Ins M3rOTOBJIEHUS] JOKYMEHTOB B YHMBEPCHUTETE MCIOJIBb3YIOTCS: OJaHK
IpUKAa3a;

0JIaHK pacropsHKEHUS;

ONMaHK MHCbMa JAJISl BEJEHUS MEPENHCKH C OpraHu3alusIMU U TpakJaHaMH,
HaxoxsAmumucs Ha teppuropun Poccuiickon denepanuy;

OJlaHK MHUCbMa C PEKBU3UTAMH Ha PYCCKOM U OJTHOM M3 MHOCTPAHHBIX S3BIKOB
JUTSl BEICHUS TIEPETHUCKU C 3apyOeKHBIMU KOPPECIIOHICHTAMH.

Ilo pemeHnI0 PyKOBOAUTENS B YHUBEPCUTETE MOTYT UCIIOJIB30BATHCSA APYTUE
OJIaHKM: OJIAHK MMCbMA PYKOBOJUTEINSI yHUBEPCUTETA MIIM HHOTO YIIOJTHOMOYEHHOTO
UM JIMIa, OJaHK MPOTOKOa, OJaHK MUChMa CTPYKTYPHOTO MOAPA3/IETICHUS.

JUis  opopmieHuss pe3odaouMid Ha JOKYMEHTE B YHUBEPCUTETE MOTYT
UCIIOJIb30BAThCS OJIAHKU PE30JTIOLIHIMA.

2.8. Ilpu w3naHuu AOKYMEHTOB Ha CTaHJAPTHBIX JHCTax OyMard Ha HHUX
BOCIIPOU3BOSITCS PEKBU3HUTHI, HEOOXOJUMBIE JIJISl JOKYMEHTOB KOHKPETHOT'O BHJA
WU PA3HOBHUJIHOCTH.

2.9. Ha OnaHkaXx JOKYMEHTOB BOCIPOM3BOJIUTCS TOBApHBIA 3HAK W/WIH
(omOnema) yHuBepcuteTa (Ipy UX HATUYHH).

2.10. IIpoektupoBanue OJAHKOB JOKYMEHTOB  OCYUIECTBJISETCS B
cootBerctBuM ¢ ['OCT P 7.0.97-2016 "Cucrema crangapToB Mo HH(OpMaluu,
OuOIMOTEYHOMY M H3JaTelbCcKoMy aeny. OpraHu3aliOHHO-paclopsAUTEIbHAS

nokyMeHTauusi. TpeGoBaHus K 0(pOpMIIEHHIO JOKYMEHTOB'"?,

2.11. bnaHku JOKYMEHTOB YHHMBEPCHUTETA H3TOTABIMBAIOTCS THUIOTPAPCKUM
Croco0oM, CpeJICTBAMU ONIEPATUBHOM MOMUTPadUN WU KOMIBIOTEPHON TEXHUKHU.

2.12. JIOKyMeHTbl H3TrOTaBIMBAIOTCS Ha OyMa)kHOM Hocutene U B ¢dopme
AJIEKTPOHHBIX JOKYMEHTOB C COOJIOJICHUEM YCTAaHOBIEHHBIX TIPABUII 0OPMIICHUS
JIOKYMEHTOB.

2.13. JlokyMeHThl yHUBepcuTeTa, oOpMIICHHBIE Kak Ha OjaHKe, Tak U 0e3
HET0, IOJ>KHBI UMETh TOJISI HE MEHEE:

20 MM - I€BOC;

10 MM - mipaBoe;

3 Pasgen 6 "Bmamkm pnokymentos" T'OCT P 7.0.97-2016 "Cucrema CTaHZapToB MO MH(MOPMAIIHH,
OuOMMOTEeYHOMY W HW3AaTenbcKoMy Jeny. OpraHu3alnOHHO-paclopsiIUTENbHas JOKyMeHTauus. TpeGoBaHMs K
odopmirennto nokymenToB" ¢ Mamenenuem N 1. - M.: Cranpaprundopm, 2018.
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20 MM - BEpXHEE;
20 MM - HIDKHEE.

2.14. JloKyMeHTBI, HM31aBa€Mble COBMECTHO OJHOW WM HECKOJbKUMU
opraHuzanusmMu, Oo(QOpMIIAIOTCS HA  CTaHAAPTHBIX JIUCTaX Oymaru ¢
BOCIPOU3BEACHUEM PEKBU3UTOB BCEX OpPraHMU3alMi, YYAaCTBYIOUIMX B HU3JAaHUU
JIOKYMEHTA.

2.15. Ilpu noATOTOBKE TOKYMEHTOB JOMYCKAETCA MCIIOJIb30BAHUE JIULIEBON U
000pOTHOH cTOPOHBI JUCcTa. [Ipy IBYCTOPOHHEM CO3/IaHWU TOKYMEHTOB IIMPUHA
JIEBOTO TOJIsl HA JIMLIEBOM CTOPOHE JIMCTA U MPABOro MOJsi Ha 0OOOPOTHOM CTOpOHE
JIUCTA JIOJKHBI OBITH PaBHBI.

2.16. Ilpu co3maHuM JOKyYMEHTa Ha JIBYX M 0oJjiee CTpaHULAX BTOPYIO H
NOCJIEAYIOIIME CTPaHMIBl HymepyroT. Homepa cCTpaHMI] HOpOCTaBIAIOTCS 110
CEepelMHE BEPXHEro IOJs JTOKyMeHTa Ha paccrosHuu 10 MM OT BepxHero kpas
JIUCTA.

2.17. J1ns M3roTOBJICHUS] JOKYMEHTOB HCIIONB3YETCS TapHUTypa mpudrta 1o
BBIOOPY YHUBEPCUTETA, BXOIIAs B CTAHAAPTHBIN MakeT 0(PUCHOTO MPOTPaMMHOTO
o0ecIeueHus, UCIoIb3yeMOro opranusanueil. Pasmep mpudra - N 12 - 14 nr?,

[Ipu cocraBiaeHuu TaOIMIl TOMYCKAETCsS HCIOIb30BaHUE MIPUPTOB MEHBIINX
pasmepos - N 10, 11 mor.

2.18. AG3aIHblif OTCTYI B TEKCTE TOKYMEHTa - 1,25 cM.

3aroJ0BKH pa3/esioB U MOJIpa3IesioB MeyaTalTcsl ¢ ad3aIlHbIM OTCTYIIOM WU
LEHTPUPYIOTCS IO MIUPUHE TEKCTA.

2.19. Tekct noxkyMeHTa nevaraercs yepes3 1 - 1,5 MexCTpoUyHbIX MHTEpBAa.
TekcT HOKyMeHTa BBIPAaBHUBAETCS M0 LIMPUHE JIUCTA.

MHoOroCTpOUYHbIE PEKBU3UTHI TMEYATAIOTCS Yepe3 OAUH MEKCTPOUHBIM
WHTEPBAJI, COCTAaBHBIE YAaCTH PEKBU3UTOB MOTYT Pa3JENsAThCS JIOMOIHUTEIbHBIM
UHTEPBAJIOM.

Ecau AJOKYMCHT I'OTOBHUTCA OJIA U3AaHHUA C YMCHBIICHHCM MacmTa6a, TCKCT
[IeYaTacTCAg 4Cpe3 ABa HHTCPBAJIa.

WNuTtepBan mexay OykBaMu B clIOBax - 0ObIYHBIN. IHTEpBam MexX 1y CI0BaMH -
OJIH TIpo0e.

CTpokH peKBU3UTOB BBIPABHUBAIOTCS 110 JIEBOUW T'PAHMIIE 30HBI PACIIOIOKEHHUS

4 Pasmep mpudTra (Kerib) uamepsieTcs B myHKTax (point); oquH nyHKT pased 1/72 mioiima, wiu 0,376 MM
(cokpamenne: "pt").
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PEKBU3UTA WIN UEHTPYIOTCS OTHOCUTEIBHO CAMOW JIJIMHHOM CTPOKHU.

JInuHa caMoOM JUIMHHOM CTPOKM PEKBU3HWTA IIPU YIVIOBOM pPAaCIIOJI0KEHUU
PEKBU3UTOB HE Oojee 7,5 cMm.

JInuHa caMOW JUIMHHOW CTPOKHM PEKBU3HMTA IPHU IPOJOJIBHOM PACIIOI0KEHUU
PEKBU3UTOB He Oosee 12 cm.

2.20. JlomyckaeTrcsi BBIACIATH MOTYKUPHBIM MIPpU(TOM PeKBU3HUTHI "anpecat”,
"3aroJIOBOK K TEKCTYy" Wi "MOANMUCH", a TAK)KE OTAENbHbIE ()parMEeHThI TEKCTA.

2.21. llpu mNOArOTOBKE MHOTOCTPAHUYHBIX TOKYMEHTOB O(OpMIIsSETCS
TUTYJIBHBIHN JIUCT.

2.22. CocTaB pEeKBU3UTOB, MCHOJB3YEMbIX [UIsi OQOPMIIEHHS JOKYMEHTOB,
OnpeAesnsieTcss BUJIOM (Pa3HOBUIHOCTBIO) OPraHU3aLMOHHO-PACIOPSIUTEIBHOIO
JOKYMEHTA.

2.23. IIpy nOATOTOBKE JOKYMEHTOB YHUBEPCUTETA UCIIOIB3YIOTCS PEKBU3UTHI,
ycranosiennsie TOCT P 7.0.97-2016°:

a) am0JiemMa (B COOTBETCTBUHM C MMYHKTOM 2.9 Hactosme MHCTpyKIun);

0) ToBapHBIN 3HAK (3HaK OOCHyXUBaHUS) (B COOTBETCTBHM C MyHKTOM 2.9
HacTtosield MHCTpyKumn);

B) KO ()OpPMBI IOKYMEHTA;

I') HAUMEHOBAHHE YHUBEPCUTETA;

1) HAUMEHOBAHHUE CTPYKTYPHOIO MOAPA3ACIICHHUS;

€) HAMMEHOBaHUE J0JHKHOCTH JIULA;

’K) CIIpaBOYHbIE JaHHbIE 00 YHUBEPCUTETE;

3) HAUMEHOBAHHE BU/IA JOKYMEHTA;

1) JlaTa IOKyMEHTa;

K) pErMCTPAllMOHHBIN HOMEP JOKYMEHTA;

J) CChUIKA HA PETUCTPALIMOHHBIN HOMEP U JaTy NOCTYIHUBIIETO JOKYMEHTA;

M) MECTO COCTaBJICHUS (M3aHus1) TOKYMEHTA;

> TOCT P 7.0.97-2016 "CucTema cTaHmapToB 10 MH(OpPMALMH, GHOTHOTEYHOMY M M3[aTENbCKOMY JEINy.
Opranu3annoHHO-pacopsauTeNIbHas JoKyMeHTams. TpedoBanus Kk ohopmileHnIo 1okyMeHToB", ¢ Miamenenuem N
1. - M.: Crargaptunadopm, 2018.



H) rpu¢ orpaHuYeHus JOCTyNa K JOKYMEHTY;
0) ajJipecar;

) Tpud yTBEPKICHUS TOKYMEHTA,;

P) 3aroJIOBOK K TEKCTY;

C) TEKCT JOKYMEHTA;

T) OTMETKA O MPUJIOKEHUU;

y) rpu coriacoBaHUs JOKYMEHTA;

&) Bu3a;

X) TIOJIITHUCH;

1) OTMETKa 00 AJIEKTPOHHOMN MOJIUCH;

Y) 1e4aTh;

1) OTMETKA 00 UCTIOJTHUTEE;

1I]) OTMETKA O 3aBEPEHHUH KOIIHH;

bI) OTMETKA O MOCTYIUIEHUH TIOKYMEHTA;

3) pe30JIIoIKS;

10) OTMETKA O KOHTPOJIE;

) OTMETKA O HANpaBJICHUH JOKYMEHTa B JEJIO.

2.24. bnank mnpukasza (pacnopspKeHUs) YHHBEPCUTETa JOJDKEH BKIKOYATh
PEKBU3UTHI:

sMOsIeMy (B COOTBETCTBHUH C IMyHKTOM 2.9 Hacrosieit MHCTpykimm);

TOBAapHBIA 3HaK (3HaK OOCHy)XHMBaHHSA) (B COOTBETCTBUM C ITyHKTOM 2.9
Hacrosmeld MHCTpyKIun);

HAaUMCHOBAHUC YHUBCPCUTCTA,
HAaMMCHOBAHUC BU A JOKYMCHTA,
MCCTO COCTABJICHUA WJIN U3JJaHUA JOKYMCHTA,

nnmn

OTMETKH JIsl pa3MeleHUs PEKBU3UTOB "1aTa JOKyMeHTa", "perucTpaiuoHHbIN
HOMEp IOKyMeHTa".

2.25. bpaHK mNHCbMa YHUBEPCHUTETA [JOJDKEH BKJIIOUYATh CIEAYIOLINE
10



PEKBU3UTHI:
aMOsIeMy (B COOTBETCTBHH C ITyHKTOM 2.9 Hacrostieit MHCTpyKimm);

TOBApHBIA 3HaK (3HaK oOcCHyXuBaHMs) (B COOTBETCTBUM C IyHKTOM 2.9
HacTosie Muctpykuun);

HAaNMEHOBAHHUE YHUBEPCUTETA,
CIIpaBOYHbBIE TaHHBIE 00 YHUBEPCUTETE;

OTMETKH I IIPOCTABJICHUS PEKBU3UTOB "nara JIOKyMeHTa",
"perucTpauMOHHbBI HOMEp TOKyMeEHTa'", "CChIJIKAa HAa PETMCTPALMOHHBIA HOMEDP U
JaTy MOCTYNMBILIErO TOKyMeHTa' .

B Onank nmuceMa JOKHOCTHOTO JIMLA JOTIOJHUTEIBHO BKIFOYAETCS PEKBU3UT
"HaUMEHOBaHME JOJUKHOCTH JMna", a B OJAHK MHChMa CTPYKTYpPHOTO
nozipa3zieeHusl (COBEIIATEIbHOI0, METOAUYECKOr0, SKCHEPTHOIO WJIH HWHOIO
opraHa) yHUBEpCUTETA - HAUMEHOBAHUE CTPYKTYPHOIO MOAPA3ACIICHHUS.

2.26. BayTpeHHue TOKyMEHTHI YHHBEpCUTETa, oopmisieMble He Ha OnaHKe,
JOJKHBI COAEPKATh COOTBETCTBYIOIINE BUY TOKYMEHTA PEKBU3HTHI.

2.27. OmbneMa yHUBEpPCHUTETa, pa3pabOTaHHAs U yTBEPXKACHHAsA B MOPSIKE,
YCTaHOBJICHHOM 3aKoHoAaTenbCcTBOM Poccuiickon dPenepauuu, pasMmeniaercs Ha
OJlaHKaX JOKYMEHTOB B COOTBETCTBHHU € MyHKTOM 2.9 HacTosien MHCTpyKIuu 1 Ha
OCHOBAaHHHM HOPMATHBHBIX AKTOB YHUBEPCUTETA.

N300paxkenre sMO1eMbl MIOMENIAETCS HAa BEpXHEM I0JIe O1aHKa JOKYMEHTA Ha
paccrossuun 10 MM OT BEpXHEro Kpas JIMCTa, 3aXBaThIBas 4acTh pabodeld 30HBI
JOKYMEHTA, [ICHTPOBAHUIO HAJl peKBU3UTAMHU YHUBEPCHUTETA.

2.28. ToBapHblii 3HaK (3HaK OOCIyXUBaHUA), 3aPETHCTPUPOBAHHBIN B
YCTaHOBJICHHOM  3aKoHOAAaTenbCcTBOM  Poccuiickonn  @enepauuu  NOPSIKE,
BOCIIPOM3BOANUTCA Ha OJIaHKAX YHUBEPCUTETAa B COOTBETCTBUU C IyHKTOM 2.9
Hacrosend MHCTpyKIMY 1 Ha OCHOBAaHUY HOPMATUBHBIX aKTOB YHUBEPCUTETA.

N3o0paxkeHre TOBapHOro 3HaKa (3HaKa OOCIY>KHBaHHUS) TOMENIAETCS Ha
BEPXHEM TIOJie JIOKyMEHTa Ha paccrosHUM 10 MM OT BEpXHEro Kpas JHCTa,
3axBaThIBas 4acCTh pab0Yeil 30HBI JOKYMEHTA, HaJl peKBU3UTAMHU YHUBEPCUTETA WIIH
cJieBa Ha YPOBHE HAUMEHOBAHUSI YHUBEPCUTETA, 3aXBAThIBAas 4aCTh JIEBOTO TTOJIS.

2.29. Kox popMbl JOKyMEHTa MPOCTABIISIETCS HA YHUPUITUPOBAHHBIX (popmax
JOKyMEHTOB B coOTBeTcTBUM C  OOIIEpOCCHUUCKHM  KJIacCU(PUKATOPOM
ynpasienueckoir gokymeHTanuun (OKVY]l) wiam mokambHBIM KIacCHU(PUKATOPOM,
pacroJiaraeTcsi B paBOM BEpPXHEM YTy pabodero mosisi JOKyMEHTa, COCTOUT W3
cioB "dopmMma 1o (HauMeHoBaHUE KiTaccupukaTopa)" u mudpoBoro Koja.
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2.30. HaumeHoBaHuME yHUBEpCUTETa Ha OJIaHKE JOKYMEHTa JOJIKHO
COOTBETCTBOBATh HAMMEHOBAHUIO IOPUINYECKOTO JIMlIa B yCTaBe yHUBepcureTa. Ha
OJaHKax JOKYMEHTOB YyKa3bIBaeTCsl IMOJHOE O(HUIMAIbHOE HAUMMEHOBAaHUE
IOPUIMYECKOTO JIMLA C YKa3aHUEM €ro OpraHu3allOHHO-IIPABOBOM (OPMBI, Hal
HaUMEHOBAHUEM YHHBEPCUTETAa YKa3bIBACTCSI HAWMEHOBAHHUE BBIIIECTOSIIEH
opranuzanuu (Ipu ee HajJIu4yuu), M0Jl HAMMEHOBAaHHWEM YHUBEPCHUTETa B CKOOKax
YKa3blBa€TCSl  COKpAIlCHHOE  HAaWMEHOBAHHME  YHHUBEPCHUTETa, €CIM  OHO
IIPEyCMOTPEHO YCTaBOM.

2.31. HaumeHnoBaHue CTPYKTYpPHOTO MOApa3jaeieHus (B TOM yucie ¢uiamana,
OT/CJICHUS], MPEJICTABUTENBCTBA, KOJUIETUAIBHOIO, COBEUIATEIBHOIO WM WHOIO
opraHa) ykasbIBaeTcs B OJaHKax MUCeM U OJIaHKaX KOHKPETHBIX BUIOB JIOKYMEHTOB,
W3/1aBa€MbIX  COOTBETCTBYIOIIMMH  TOJAPA3ACICHUSIMU B  COOTBETCTBUU C
JIOKaJbHBIMM HOPMATUBHBIMHU aKTaMH yHUBepcuteTra. Haj HamMeHoBaHUEM
CTPYKTYPHOTO TMOJIpa3/ieJICHUs] YKa3bIBACTCSI HAUMEHOBAHUE YHUBEPCUTETA, YbUM
dbunuanoMm,  OTHAEJICHHEM,  MPEACTABUTEILCTBOM,  KOJUICTHAIBHBIM  WJIU
COBEIIATENIbHBIM OPTraHOM JIaHHOE MO/Ipa3/ieJICHUE SBISETCA.

2.32. HaumMeHoBaHHME MOJDKHOCTH JUIIA HCHOJB3yeTCsl B OJIaHKaxX IHCEM
JOJKHOCTHBIX JIMI] M PaclojlaraeTcs IoJl HAMMEHOBAaHUEM YHUBEPCUTETA.

2.33. CnpaBoyHbIE JaHHBIE 00 YHUBEPCUTETA YKA3bIBAIOTCS B OJJaHKAX MUCEM
¥ BKJIIOYAIOT: T[OYTOBBIM aJpec yHUBepcUTeTa (JOMOJHUTEIBHO MOMKET
YKa3bIBaThCS aIpEC MECTA HAX0KACHUSA FOPUANIECKOTO JIMIA, ECJIU OH HE COBITAIaeT
C MOYTOBBIM aJipecoM); Homep TenedoHa, Qakca, agpec INEKTPOHHOM IMOYTHI,
CeTeBOM aJpec, a Takxke Koa YyHHBepcurera 10 OOuiepoccuiickomy
kinaccuukaTopy  npeanpustaii  u - opranm3aumii  (OKIIO), ocHoBHOM
rOCYJJapCTBEHHBIM  peructpanmoHHbii  Homep yHuBepcutreta (OI'PH) wu
UACHTU(UKAIIMOHHBIA HOMEP HaJOTOIUIATENbIMKA/KOA MPUYUHBI ITOCTAHOBKH Ha
Hanorossiii yuet (MHH/KIIIT).

2.34. HaumeHoBaHue BUAa IOKYMEHTa yKa3bIBAE€TCS HA BCEX JOKYMEHTaX, 3a
UCKITFOUCHHUEM JIETOBBIX (CITY>KEOHBIX) MHUCEM, pacrojiaraeTcs Mo HAMMEHOBAaHUEM
YHUBEPCHUTETA (CTPYKTYPHOIO MOAPA3IEICHUS, TOTKHOCTH).

2.35. Jlata JOKyMeHTa JOJDKHA COOTBETCTBOBATh JaTe MOJMNHUCAHUS
(YTBepxKACeHHS ) TOKyMEHTA WK (B MPOTOKOJIAX) AaTe COOBITHSA, 3a(UKCUPOBAHHOTO
B IOKYMEHTE.

Jlata TOKyMEHTa 3aliChIBACTCS B IMOCIICIOBATEILHOCTH: JICHb MECSIa, MECHII,
TOJl OTHAM M3 JIBYX CITOCOOOB:

apabckumu 1 pamu, pasaeieHHbiMu Toukoii: 05.06.2018;
CJI0BECHO-ITU(POBBIM criocooom: 5 urons 2018 r.

Ha JOKYMCHTAX, O(bOpMJ'I}IGMBIX Ha 6HaHK€, AaTta JOKYMCHTA IPOCTABIISACTCA
12



1O/l PEKBU3UTAMHM "HAaMMEHOBaHUE BHUJA JOKyMeHTa" (B OJIaHKaX KOHKPETHBIX
BUJIOB IOKYMEHTOB) U ""ClIipaBOYHbIE JaHHbIE 00 yHUBepcuTeTe" (B OJIaHKaX MHUCEM).

JlaToil JOKyMeHTa, W3JIaHHOTO COBMECTHO JIBYMS WJIM OoJiee OpraHu3aiusiMu
(IOMKHOCTHBIMU JIMIIAMU), SIBJISIETCS JaTa TMOINUCAHMUS JOKYMEHTa MOoceaHen
CTOPOHOM.

2.36. PeructpauudOHHBI HOMEp AOKYMEHTa - LHU(PPOBOM HIM OYKBEHHO-
uuppoBoil UAECHTU(DUKATOP JOKYMEHTA, COCTOAIIMA W3 MOPSIKOBOIO HOMeEpa
JOKYMEHTa, KOTOPBIM, II0 YCMOTPEHHMIO YHUBEPCUTETA, MOXKET JONOJHATHCA
IU(GPOBBIMU WM OYKBEHHBIMH KOJaMH (MHIEKCaMH) B COOTBETCTBUU C
UCIIOJIb3YEMBIMU KJIACCU(PUKATOPAMHU.

Ha nokxymeHTe, cOCTaBIEHHOM COBMECTHO JBYMsI M 0Oojiee OpraHu3alusMH,
MIPOCTABJISAIOTCS PETUCTPALMOHHBIE HOMEPA JOKYMEHTA, IPUCBOCHHBIE KAXI0M U3
opranusauui. PerucrpanimoHHble HOMEpaA IMPOCTABISAIOTCA B IMOPSAJIKE YKa3aHUsA
HAMMEHOBAaHUN OpraHM3aIlMil B 3aroJIOBOYHOM udactu (mpeamOyse) NOKyMEHTa U
OTAENSAIOTCA APYT OT APyra KOCOM 4epPTOM.

2.37. Ccblika Ha pErucTpalMOHHbII HOMEP U AaTy MOCTYIUBIIETO JOKYMEHTA,
COCTOAIIAsI M3 PETHCTPAMOHHOIO HOMEpPAa M JaThl BXOJSIIErO JOKYMEHTa, Ha
KOTOPBIN aeTcsi OTBET, MpocTasiseTcs B Buae ormetku "Ha N ... ot ..." B OGmanke
MChMa.

B Ttekcr mmchMa-oTBeTa CBCACHUA O PCruCTpalMOHHOM HOMCPEC H O4TC
MMOCTYIIMBHICTO IMMCbMAa HC BKIIHOYAKOTCA.

2.38. Mecto cocraBieHusi (M3AaHUsI) OOKYMEHTa YKa3bIBa€TCd BO BCEX
JIOKyMEHTaX, KpOME JICTTOBBIX (CIIyKEOHBIX) MICEM, BHYTPEHHUX WH(POPMAITMOHHO-
CIIPAaBOYHBIX JIOKYMEHTOB, a TakXe B clly4ae, €CIM MECTO HaXOXKIACHUs
YHUBEpPCHUTETA BXOJUT B €€ HAaUMEHOBaHUE, Hanmpumep: MOCKOBCKUN TOPOJCKOM
YHUBEPCUTET YNPABJICHUS.

Mecto cocraBieHusi (M37aHUsA) JTOKYMEHTa YKa3bIBa€TCS B COOTBETCTBHH C
OPUHATHIM ~ QJIMUHUCTPATUBHO-TEPPUTOPUAIBHBIM  JIEJICHUEM, Hampumep: C.
bnarosemienckoe Benbckoro p-Ha ApxaHreabCckoi 0011

2.39. I'pud orpanmueHuss Joctymna K JOKYMEHTY MPOCTaBISETCS B MPAaBOM
BEpXHEM  yIJIy [EepBOro  JIMCTa  JIOKyMeHTa  (IpoeKTa  JOKYMEHTa,
CONPOBOJIUTEIIBHOTO THUChMa K JOKYMEHTY) OT TpaHHUIbl BEPXHEro IMoJs MpHU
HaJU4YUU B JIOKYMEHTe HMHGOpMAIMU, JOCTYIl K KOTOPOM OTpaHUYMUBACTCS B
COOTBETCTBHHM C 3aKOHOJATENBCTBOM Poccurickon denepanum.

Bunbl HCIOIB3yEMBIX B YHUBEPCUTETE TPU(POB OTpaHUUYEHUS 10CTYNA JOJIKHBI
COOTBETCTBOBAaTh 3aKOHOJATEJIbHBIM M HWHBIM HOPMATHBHBIM ITPAaBOBBIM aKTaM
Poccuiickoii @eaepaninu U AOHKHBI OBITH 3aKPETICHBI B JIOKAJIbHBIX HOPMATHUBHBIX
aktax. ['pud orpanmyeHus nocryma kK JokymeHTY (momertka "Iy ciy»keOHOTro
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nonb3oBanua"®, rpud "Kommepueckas TaiiHa"’ ) MOXKET NOIOIHATHCS HOMEPOM

SK3EeMIUIsIpa JTIOKYMEHTAa M JPYTMUMHU CBEACHUSIMU B COOTBETCTBUH C
3aKOHOJATENBCTBOM Poccuiickon denepanni.

B 1okymeHTax yHHBEpPCHUTETa, COJAEpXKAIIMX CBEJICHUS, COCTaBISIOIINE
KOMMEPUYECKYIO TailHy, B COOTBETCTBUU ¢ DesiepalibHBIM 3aKOHOM OT 29 utoiist 2004
r. N 98-®3 "O kommMmepueckol TaiiHe" Hapsmy ¢ TpudoM YKa3bIBalOTCS MOJHOE
opumaibHOE HAUMEHOBAHHE HOPHUIUYECKOrO JIUIA, MECTO €ro HaxOXJIEHUS.
Hanpumep:

Kommepueckast Taitna

®OI'bOY BO "arecranckuit
roCyAapCTBEHHBI YHUBEPCUTET
367000, PI, r.Maxaukaina,
yi. M.I'agxuesa, 43A

2.40. Appecar - pEKBHU3UT, HCHOJb3YE€MbIH MHpU O(GOPMIEHUH JAEIIOBBIX
(cimy>keOHBIX) TUCEM, BHYTPEHHUX MH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

AgnpecaToM  JOKyMEHTa MOXKET OBbIThb  OpraHu3alus, CTPYKTypHOE
nojipas/ieJIeHue YHUBEPCUTETA, JOJKHOCTHOE WM (PU3NUYECKOE JIHIIO.

PexBusut "anpecat" odopmisiercs Ha OnaHKe C YIJOBBIM PAaCHOJOKEHHEM
PEKBU3UTOB - B BEPXHEH MpaBOil 4acTH AOKYMEHTa, Ha OJIaHKE C MPOAOJIbHBIM
pacrlojOKEHUEM PpEKBU3UTOB - CIpaBa MOJA peKBU3UTaMu OnaHka. CTpoku
pekBu3uTa "aapecaT" BBIPABHMBAIOTCS IO JIEBOMY Kpar WIM LEHTPYIOTCS
OTHOCHUTEJIHO CaMOM JIJIMHHOW CTPOKH.

[Ipu agpecoBaHUM TOKYMEHTa PYKOBOJUTENIO (3aMECTUTEINIO PYKOBOIUTEIS)
YHUBEPCHUTETA YKa3bIBAKOTCS B JATEIbHOM I1aJIe’)K€ HAWUMEHOBAHHUE JOJKHOCTH
pyKoBOOUTENSA (3aMECTUTENSl PYKOBOJAMTEISI), BKJIKOYAIOIIEE HANMEHOBAHHE
yHUBEpCUTETA, PaMUIIHIO, HHUITUAIBI JOJHKHOCTHOTO Juila. Hanpumep:

®I'bOY BO "larectaHnckuit

® Ilymkr 1.4 TlomoxkeHus o mOpAmKe oOpamleHHMs co ciykeOHOW wuH]OpPMALMEHd OrpaHHYEHHOTO
UCIIOJIb30BaHHEM aTOMHOM SHEPrUH W YHOJIHOMOYEHHOM OpraHe 10 KOCMHUYECKOU JAeSTeIbHOCTH, YTBEPKICHHOTO
nocranoBieHueM IIpaButensctBa Poccuiickoit ®enmepammu ot 3 HosiOps 1994 1. N 1233 (CobOpanue
3aKkoHomaTenbcTBa Poccuiickoit @eaeparuu, 2005, N 30, ct. 3165; 2012, N 31, ct. 4368; 2016, N 9, ct. 1263; 2016,
N 13, cr. 1833).

7 PactipocTpaHenus B (he/iepaTbHBIX OPraHax HCIIOMHUTENFHOM BIACTH, YIOJTHOMOYEHHOM OpraHe yIpaBIeHUs
<7> Yacrtsb 4 cratbu 6 OenepanpHoro 3akona ot 29 urons 2004 r. N 98-03 "O kommepueckoi Taitne" (Cobpanue
3akoHogarenscTBa Poccuiickoit ®enepaunu, 2004, N 32, ct. 3283; 2006, N 6, ct. 636; N 52, ct. 5497; 2007, N 31,
ct.4011; 2011, N 29, ct. 4291; 2014, N 11, ct. 1100).
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rOCYJIapCTBEHHBIN YHUBEPCUTET
damumus 1.0.

HpI/I aIp€COBaH IIMCbMa B OPraHMU3allluI0 YKAa3bIBACTCSA €€ IIOJIHOC HIIN
COKpalmCHHOC HAMMCHOBAHNEC B UMCHHUTCIIbHOM ITAa/ICKC.

IIpm angpecoBanny JOKyMEHTA B CTPYKTYPHOE IOPA3IEIICHUE YHUBEPCUTETA B
pexkBu3uTe "agpecar' yKas3bplBAalOTCS B HMEHHUTEIBHOM IaJeKe HANMEHOBAHHE
YHUBEPCUTETA, HUKE - HAMMEHOBAHUE CTPYKTYPHOTO noapasaenenus. Hanpumep:

®dI'bOY BO "larectanckuit
rOCYJIapCTBEHHBIM YHUBEPCUTET
VYrpaBieHue 3KOHOMUKH U (PUHAHCOB

IIpn anmpecoBaHuM mNHCbMA PYKOBOIUTENIO CTPYKTYPHOTO NOAPA3IACICHUS
YKa3bIBAIOTCS B UMEHUTEJIBHOM I13J1€’)K€ HAaUMEHOBAHUE YHUBEPCHUTETA, HUKE - B
JATEIBHOM IIaJIe)K€ HAUMEHOBAaHHUE [OJDKHOCTH PYKOBOIUTENS, BKIIOYAIOIIEE
HAaMMEHOBaHUE CTPYKTYPHOTO No/ipa3iefeHus, (aMuinio, nHuuuaisl. Hanmpumep:

OI'bOY BO "Jlarecranckuit
rOCy1apCTBEHHBIN YHUBEPCUTET
HauanpHuky ropuanyeckoro oraena
Gammus U.0.

[lepen damumnmeit JOMKHOCTHOTO JUIA JIONMYCKAaeTca  yHOTPeONATh
cokpareHnue "r-Hy" (TOCMOJIUHY), €ClIU ajpecaT My>KUrHa, WK "T-ke" (rocroxe),
€CJIM aJpecar >KeHIMHA, HalpUMep:

r-uy @amunus 1.0.
r-xe @amunus 1.0.

[Ipu paccbulke JOKYMEHTa TpyIIle OpraHW3aliii OJHOTO THIA WA B
CTPYKTypHBIE TIOJpa3felieHUs] OJHOW YHUBEPCHTETa, ajpecaT YKa3blBaeTcCs
006001enHo. Hanpumep:

PykoBogutensim ¢punmaion
®OI'bOY BO «Jlarecranckuii
rOCYJIapCTBEHHBIN YHUBEPCUTET

PykoBoaurensm yrpaBieHun
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u otaeinos ®I'bBOY BO
«JlarecraHCkui TOCYyJapCTBEHHBIN
YHUBEPCUTET

IIpn pacceuike TOKyMEHTa HE BCEM OpraHU3alUsM WM CTPYKTYPHBIM
nojpa3/ieIeHusIM MoJl pekBu3uTOM "Agnpecar" B ckoOkax ykasbiBaercs: (1O
cnucky)". Hanpumep:

PykoBogurensm ynpaBiieHUN U
otaenoB ®PI'BOY BO «/larecranckuii
roCyJIapCTBEHHBIN YHUBEPCUTET»
(o cnucky)

Crmcok PACCBIIKH COCTABIISACTCA MCITIOJITHUTCIICM.

Ecnu nuceMo HampaBisieTcs B OpraHU3alyio Wik JTOKHOCTHOMY JIMILY U TSt
CBEJICHUS €Ille PsAy OpraHu3aluil WIK JOJDKHOCTHBIX JIMI, 00Ilee KOJUYECTBO
aJpecaToB HE JOJDKHO OBITH 0OoJjiee YeThIpeX, MpU 3TOM OCHOBHOM ajpecar
yKa3bIBaeTcsl mepBbiM, ciioBo "Komus" mepen BTOpBIM, TPETbUM, YETBEPTHIM
ajipecaTaMiy He revyaTaeTcsl.

B cocraB pexBusuta "Azapecar' MOXKET BXOJWTh MOYTOBBIN ajipec. DIEMEHTHI
MIOYTOBOTO aJpeca YKa3bIBAKOTCS B IOCIEI0BATEIBHOCTH, YCTAHOBJIECHHOW
[IpaBuIaMy OKa3aHHs yCIIYT IIOYTOBOM CBA3KS:

a) JJIg I0OPUANYECKOro JHIa - MOJHOE WM COKpPAaIllEHHOE HAaMMEHOBaHUE (Tpu
HAJIWYUN), AJI TPAKIAHUHA - (PaMUJIUS, UMSI, OTYECTBO (TIOCIEAHEE MPU HATUYUHN);

6) OaHKOBCKHE PCKBU3UTHI (I[JIH IMOYTOBBIX IICPCBOAOB, HAIIPABIIACMBIX
IOPpUINYCCKOMY JIMIY W IIPUHUMACMBIX OT FOPUINYICCKOI'O J'II/II_Ia);

B) Ha3BaHUE YJIUI[bI, HOMED JI0Ma, HOMEP KBapTUPBHI,;
') HA3BaHUE HACEJICHHOTO MYHKTA;

1) Ha3BaHUE palioHa;

& Mynkr 22 TpaBui oKa3aHHs YCIOyT MOYTOBON CBA3M, YTBEPAIECHHBIX MPHKA30M MMHHCTEPCTBA CBA3H H
MaccoBBIX KoMMyHHKanuit Poccuiickoit @eneparn ot 31 mtomnst 2014 r. N 234 (3apeructpupoBan B MUHHCTEPCTBE
toctuin Poccutickoit deneparun 26 nexkadps 2014 r., peructpanuonssiii N 35442), ¢ nu3MeHeHHsIMH, BHECEHHBIMU
npuKa3oM MUHHCTEPCTBA CBSI3M U MAacCOBBIX KoMMYyHHKanuid Poccuiickoit ®@enepanuu ot 13 despainst 2018 r. N 61
"O BHeceHHM M3MEHEHUIl B npuka3 MUHHCTEPCTBA CBA3M U MAaCCOBBIX KOMMYHuKaiuii Poccuiickoit @enepanuu ot
31 mrona 2014 r. N 234 "O6 yrBepxaenun IlpaBun oka3zaHMsl YCIIyr ITOYTOBOM cBs3H" (3aperucTpupoBaH B
Munucreperse roctuin Pocentickoit @eneparmu 28 maprta 2018 r., perucrpaunonssiii N 50545).
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€) Ha3BaHUE PEeCIyOJIMKHU, Kpasi, 00J1aCTH, aBBTOHOMHOI'0 OKpyra (0o0jacTn);
’K) Ha3BaHUE CTpaHbl (111 MEKTyHAPOAHBIX TOUYTOBBIX OTIPABIICHUN);
3) MOYTOBBIN UHIEKC.

ITouyTOBBIM agpec HE YKa3bIBACTCA B JOKYMEHTAaX, HAIPaBISE€MbIX B BBICIINE
OpTraHbl BIACTH, BBIIECTOSAINE OpraHU3aluy, IIOJBEIOMCTBEHHbBIE OPTAHU3ALNHN U
NOCTOSSHHBIM ~ KOPPECHOHJEHTaM (32 HCKJIIOYEHUEM HalpaBiCHUs IUCEM
yKa3aHHBIM aJipecaTaM B KOHBEpPTaX C MPO3PAYHbIMU OKHAMH).

[Ipu oTnpaBke nrcbma Mo MEKTPOHHOM NOUYTE WK (PaKCHUMUIIBHOM CBsI3H (0€3
JOCBUIKY IO TOYTE) MOYTOBBIN afpec He yKa3biBaeTcs. [Ipr HeoOX0AMMOCTH MOXKET
OBITH YKa3aH 3JIEKTPOHHBIN asipec (Homep Tenedona/pakca). Hampumep:

OI'bOY BO «Jlarecranckuit
roCyapCTBEHHBIN YHUBEPCUTET

DIIEKTPOHHBIN azpec

2.41. I'pud yTBep>KIACHUS TOKYMEHTA MPOCTABIISIETCS HA IOKYMEHTAaxX B IPaBOM
BEPXHEM YTIIy MEPBOro JIUCTa JOKyMeHTa. CTPOKU pEKBU3UTA BHIPABHUBAIOTCS MO
JIEBOMY KPar0 WM IIEHTPYIOTCS OTHOCUTEIBHO CaMOW JITUHHON CTPOKHU.

[Tpu yTBepk1eHUU JOKYMEHTa COOCTBEHHOPYYHOM MOJMHUCKHIO TOJKHOCTHOTO
auna rpud yrBepxaeHus coctouT u3 ciosa "YTBEPXJIAIO", naumenoBanus
JOJHKHOCTH JIMIIA, YTBEPKAIOLIETO JOKYMEHT, €ro MOANNCH, HHUIIUAJIOB, (haMUIUN
U JaThl yTBepKaeHus. Hanpumep:

YTBEPXJIAIO
Pextop ®I'BOY BO «/larecranckuii
rocyJapCTBEHHBI YHUBEPCUTET

ITonmuer HM.O. Gamumnus

JlaTa

[Ipu yTBepkACHUU JOKYMEHTa pPaCHOPSIUTEIbHBIM JOKYMEHTOM TIpud
yTBepxkaeHuss coctout u3 cioBa "YTBEPXJEH" ("YTBEPXJIEHA",
"VTBEPXJIEHBI" unu "YTBEPXJEHO"), cormacoBaHHOro ¢ HaMMEHOBAaHHEM
BHJIa YTBEPXKJAAEMOI'0 IOKYMEHTA, Ha3BaHUA BHJia PACTIOPSAUTEILHOTO IOKYMEHTA
B TBOPUTEIBHOM TaJIEKe, €ro JaThl, HoMepa. Hanpumep:

(PernameHT) YTBEPX/EH
MIPUKA30M OI'bOY BO
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«Jlarecranckui rOCyJapCTBEHHBIN

yHUBEpPCUTET» OT 5 okTs10ps 2017 r. N
82

(ITpaBuina) YTBEPX/IEHBI
MIPUKA30M OI'bOY BO
«Jlarecranckui rOCyJapCTBEHHBIN

yHUBEpPCUTET» OT 5 oKTs10ps 2017 r. N
83

IIpn yTBEpKAEHNH TOKYMEHTa KOJUIETHAIBHBIM, COBEIIATEIbHBIM WM WHBIM
OpraHoM, peHIeHHsI KOTOPOTo (UKCHUPYIOTCA B MPOTOKOJIE, B TpUdE YTBEPKICHUS
yKa3bIBAaeTCsl, HAUMEHOBAHME OpraHa, JaTa M HOMEp MPOTOKoNa (B CKOOKax).
Hanpumep:

(ITonoxxenue) YTBEPXJIEHO
HayuHo-TeXHMYECKUM COBETOM
OI'bOY BO «Jlarecranckuit

rocyJapCTBEHHBI YHUBEPCUTET
(mpotokon ot 12.09.2017 N 12)

2.42. 3aronoBOK K TEKCTY - KpaTKOE coAep:KaHue JOKyMeHTa. Ecinu 3aronoBok
K TEKCTy OTBeudaeT Ha Bompoc "o ueM?", oH HauuHaercs c¢ npeniora "O" ("OG6").
Ecnu 3aroyioBok K TEKCTYy OTBEYAET HA BOIPOC "dero?", OH COCTaBIISIET OJIHO 1I€JI0€
C Ha3BaHMWEM BHUJa JoKyMeHTa. Hampumep:

npuka3 (0 uem?) 0 CO3/IaHUM aTTECTAIIMOHHON KOMUCCUU
nucbMo (0 yeM?) 0 peocTaBIeHnr HH(OpMauu

aKkT (uero?) nmpuema-mnepeaadn e

MPOTOKOJI (4ero?) 3acejaHus SKCIEPTHON KOMUCCUU

3aroioBoK K TEKCTy odopmisieTcss TOa PEeKBU3WTaMH OJlaHKa ClieBa, OT
TPaHULIbI JIEBOTO TOJIA.

2.43. TekcT JOKYMEHTA COCTABIISIETCS HA TOCYIApCTBEHHOM sA3bIKe Pocculickon
denepaui WM TOCYAApPCTBEHHOM SI3bIKE (S3bIKaxX) pecnyOlMK B COCTaBe
Poccuiickoii @enepaud B COOTBETCTBUM C 3aKOHOJATENIBCTBOM PECHYONUK B
cocrase Poccuiickoit ®enepanyn’.

9 3akon Poccuiickoit ®enepamuu or 25 oktsaops 1991 r. N 1807-1 "O s3wsikax Haponos Poccmiickoii
Oenepamun" (Bemomoctn che3na HaponaHbIX nenmyTatoB W Bepxosroro Cosera Poccuiickoit @epepammu ot 12
nexabps 1991 r., N 50, cr. 1740; Cobpanue 3akoHomaTenbeTBa Poccniickoit @eneparun, 1998, N 31, ct. 3804; 2002,
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TekcT moKyMeHTa JTOMKEH OBITh COCTaBJIEH I'PAMOTHO, SICHO, TIOHSITHO W IO
BO3MOXHOCTH KpaTkKo. TEeKCT IOKyMEHTa JOJHKEH COJAEpXk aTh JIOCTOBEPHYIO U
aKTyaJbHYI0 HWH(OPMAIMIO, OCTAaTOYHYIO [JIsi TPUHSATUS PpEUICHUN WU UX
UCIIOJIHEHHUSI, HE JTOJIKEH JOIMYCKATh Pa3IMYHBIX TOJTKOBAHHM.

B Tekcte JOKYMCHTA, IOATrOTOBJICHHOM Ha OCHOBAHHWH 3aKOHOAATCJIbHBLIX WA
HHBIX HOPMATHUBHBLIX IIPABOBBLIX dKTOB, PAHCC MH3AAHHBIX PACIIOPAAUTCIIBHBIX
AOKYMCHTOB, YKA3bIBAIOTCA UX PCKBU3UTHI:

HAaUMEHOBAaHUE JOKYMEHTa, HAMMEHOBAHWE OpraHa BJacTU (YHUBEPCUTETA),
u3ziaBiiero(ei) JOKyMeHT, JaTa JOKYMEHTa, PErUCTPAllMOHHBIN HOMEP TOKYMEHTA,
3aroJIoBOK K TEKCTY;

HAaUMCHOBAHUC YHHUBCPCUTCTA HIIM OJOJZKHOCTHOI'O JIMIA, YTBCPIHUBIICTO
AOKYMCHT, AdTa YTBCPKIACHUA NOKYMCHTA.

Texker MOKYMEHTa MOXKET CoJaepKaTh pasleibl, IOJApa3Jeibl, ITYHKTHI,
MOJIITYHKTHI, HyMEpyeMble apaOCKkuMu IudpaMu. YpoBHEH pyOpHKaIlUU TEKCTa HE
JIOJDKHO OBITH 00JIee YeThIpeX.

Tekct AOKYMCHTA U3J1aracTcCA:

B MIpUKa3ax, U3JaHHBIX SAMHOINYHO, - OT MIEPBOTO JIUIA SMHCTBEHHOTO YHCTIa
("... mpukassiBar");

B MpHUKa3axX, W3IaHHBIX COBMECTHO IBYMsI WM Oojiee OpraHu3alusiMu, - OT
MepPBOTIo JIMIla MHOKECTBEHHOTO uncha (... mpuka3biBaem");

B IPOTOKOJIAX 3aCE€JaHUl - OT TPEThEro JMIA MHOXECTBEHHOI'O YHCIIA
("CIIYIAJIN", "BBICTYIIMJIN", "TIOCTAHOBWJIN" nnu "PEHINIIN");

B JICJIOBBIX MHUChMax, O(DOPMJICHHBIX Ha OJIaHKaX YHUBEPCHUTETA, - OT MEPBOTO
JIMIIa MHOKECTBEHHOTO yncia (IpoCcuM, HalpaBJiisieM, MpeJiaraeM) Ui OT TPETHEro
Jula eauHCTBeHHOro uyucia ("'mpennpuarve HE Bo3paxaer...", "YHUBEPCUTET
CUMTAET BO3MOXKHBIM...");

B JICJIOBBIX MHUCHhMax, 0()OPMIICHHBIX Ha JOJKHOCTHBIX OJIaHKaX, - OT MEPBOTO
Juia eAuHcTBeHHoro yucia ("mpomy ...", "npenarato ...");

B JOKIAIHBIX M CIY’KEOHBIX 3alUCKax, 3asABICHHUSIX - OT MEPBOrO JHIA
eIMHCTBEHHOTO uncia ("mpomry ...", "cuyuTaro HeOOXOAUMBIM ...");

B JOKyMEHTax, YyCTaHaBiIuBarOmuX GyHKIUU (00sS3aHHOCTH), MpaBa M
OTBETCTBEHHOCTh CTPYKTYPHBIX TMOJApa3ielieHuld, paOOTHUKOB (IOJOKEHUE,

N 50, ct. 4926; 2013, N 27, c1. 3477; 2014, N 11, ct. 1094).

19



MHCTPYKIIHS ), @ TAKXKE COAEPIKALUX ONMCAHUE CUTYAlM, aHaIU3 ()aKTOB U BHIBObI
(akT, cmpaBka), UCHOJIb3yeTcsl (opmMa H3JI0KEHUs TEKCTa OT TPEThEero Juia
€IMHCTBEHHOI'0 MJIM MHOKECTBEHHOr0 ymcia ("oTaen ocyuecTsiaseT GpyHkuuu...",
"KOMUCCHS MPOBEJIa MPOBEPKY...").

[Ipu moaroToBke TEKCTa JOKYMEHTA CIEAYET COOJII0AaTh MpaBuiia HAMUCAHUS
opuIMaTbHBIX HAUMEHOBAHUN, YUCIUTEIbHBIX U €IUHUIL] U3MEPEHU.

B Tekcrax JOKYMEHTOB YNOTPEOJAIOTCS OOILIENpUHAThIE aOOpeBHATYPBI U
rpapuyecKue COKpaIieHus..

[Ipu yxazaHuu B TeKCTe (paMUIIUU JIMIA MHULUABI CTABITCS MOCIe PaMUIHH.
B nenoBbix (cityKeOHBIX) MUCbMaX UCTIONb3YIOTCS:

BCTYIIUTEIBHOE OOpalleHue:

YBaxaemslii rocnoaut [Ipencenarens!
VYBaxkaemblii rociogud Munuctp!
VBaxaemblii rocriogud MiBaHos!
VYBaxaemas rocrnoxa Ilerposa!
VYBaxkaembiii Ban IleTpoBuy!
VBaxkaemast Anna HukoimaeBna!
VBaxkaemsble rocrnojial

3aKJIIounTeNbHAs ATUKeTHas (paza: "C yBaxkeHuem, ...".

HaumeHoBanue AOKHOCTH B OOpAallleHWH MHILETCS ¢ MPOMUCHOW OYKBBI, B
oOparteHuu 1o (HaMUINH UHULUAIBI JINLA HE YKa3bIBAIOTCS.

2.44. OtrMerka O TNPUIOKEHHH COACPKUT CBEACHUS O JIOKYMEHTE
(IoKyMEHTax), MIpWIaraéMoM K  CONPOBOJUTEIBHOMY  IHUCBMY, HHOMY
UH(OPMAIIMOHHO-CIIPABOYHOMY JTOKYMEHTY, WJIH O TOM, YTO JOKYMEHT SIBISI€TCS
IPWIOKEHUEM K OCHOBHOMY JOKYMEHTY (HOPMAaTMBHOMY, PACIOPSAUTEIBHOMY
WU UHOMY).

B compoBoguTENbHBIX MHCbMAx W APYIHMX HHGOPMAIMOHHO-CIPABOYHBIX
JOKyMEHTaX OTMETKAa O MPWIOKEHUU OPOPMISETCA MOA TEKCTOM OT TIPAHMIIBI
JIEBOTO IOJIS CIEAYIOLIMM 00pa3oM:

€CJIM MPUJIOKEHUE HA3BAHO B TEKCTE:
[Ipunoxenue: Ha?2 1. B 1 3k3.

CCJIM IIPUJIOKCHUC HC HA3BAHO B TCKCTC UJIN CCJINU HpI/IJ'IO)KeHI/Iﬁ HCCKOJIbKO:
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[Mpunoxenue: 1. [lonoxenue o0 YrpaBieHUU peruoHaIbLHOTO KPEAUTOBAHUS
1. Ha 5 1. B 1 2Kk3.
2. CopaBKka 0 KaJJpOBOM COCTaBe YIPaBJIEHHUS PErMOHAIBHOTO
KpeAUTOBaHUA Ha 2 JI. B 1 3K3.

€CJIM PWIOKEeHHE (MPUII0KEHUs) COPOIIIOPOBaHO(bI):

[Ipunoxenue: B2 3K3.

[Ipunoxenue: otuer o HUP B 2 5k3.

€CIM JIOKYMEHT, SBISIONIMNCA MPUIIOKEHUEM, HUMEET TMPUIIOKEHUS C
CaMOCTOSITEJIbHOW HyMepaluen CTpaHuLL:

[Ipunoxenue: aOroBop BO3ME3AHOrO oka3zaHus yciayr ot 05.09.2017 N 32-
17/72 v npunoxeHus K Hemy, Bcero Ha 7 J.

€CJIM TUChMO HaIPaBJISETCS HECKOJIBKUM aJipecaTram, a JOKYMEHT-TPUIIOKEHNE
TOJILKO IIEPBOMY aJpecarty:

[Ipunoxenune: Ha 3 1. B 1 3K3. TOIBKO B IIEPBBIN aapec.

€CNIM TMPUJIOKEHUEM SIBJISIOTCS JIOKYMEHTBI, 3allMCaHHble Ha (U3UYECKU
000CO0JICHHBIH 2JIEKTPOHHBIN HOCUTEb:

[Ipunoxenune: DVD-R B 1 3k3.

[Ipu »ToM Ha BKIambINe (KOHBEPTE), B KOTOPHIH IOMEIIACTCS HOCHTEIb,
YKa3bIBAIOTCS HAaWMEHOBAHHUS JOKYMEHTOB, 3allMCaHHBIX Ha HOCHUTEIh, MMEHA
¢aiinoB, 00beM B OaliTax.

B pacnopsiiutenbHbIX JOKyMEHTax (IpUKa3ax, pacnopsKeHUsIX), 0roBopax,
MOJIOKEHUSX, TMpaBWiaX, HWHCTPYKIHUSAX W JAPYTHX JOKYMEHTaX OTMETKa O
IPUIOKEHUU OPOPMIISIETCS CIEAYIOIUM 00pa3oM:

B TEKCTE JOKyMEHTa TPU MEPBOM YIMOMHUHAHUHU JOKYMEHTAa-TIPUJIOKEHUS B
CKOOKaX yKa3bIBaeTcsl: ... (MpUIIOKEHUE) WIH ... (puiioxkenue 1), (mpunoxkenre N

1);

Ha TICPBOM JIUCTC MOOKYMCHTA-IIPUJIIOKCHHUA B TIIPpaBOM BCPXHCM VYIIIY
YKa3bIBACTCA:
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[Tpunoxenune N 2

K pUKa3y OI'bOY BO
«Jlarectanckuii rocy1apCTBEHHBIN
yHuBepcuteT oT 15.08.2017 N 112

Ecnn npunoxeHneM K pacriopsauTeIbHOMY JOKYMEHTY SIBJISICTCS JIOKAJIbHBIN
HOPMAaTUBHBIM  aKT WJIA  HWHOM  JOKYMEHT, YTBEpPXKIAEMbI  JaHHBIM
pacnopsiAUTEIbHBIM JOKYMEHTOM, Ha IIEPBOM JIUCTE IIPUIIOKEHUS MPOCTABIACTCA
OTMETKA O MPUIOKEHUH (0€3 CChUIKM Ha pacHOpsAIUTENbHBIM JOKYMEHT) U Tpud
YTBEPKIACHUS, B KOTOPOM YKa3bIBAIOTCS JAaHHBIC PACIOPSIAUTEIBHOTO JOKYMEHTA,
KOTOPBIM YTBEPKIEH NOKYMEHT-IIpwiIoxkeHue. Hanpumep:

IIpunoxenue N 1

YTBEPXIEHO
MIPUKa30M OI'bOY BO

«Jlarectanckuii roCy1apCTBEHHBIN
yHusepcuteT oT 18.09.2017 N 67

2.45. T'pud cormacoBaHus NOPOCTABIAETCS Ha JOKYMEHTE B Clly4ae €ro
BHEIIIHETO  COTJIaCOBaHMsSl  (COrJlacOBaHME C OpraHamMu  BJIAcTH, HWHBIMU
OpraHu3alusIMu, JOJPKHOCTHBIMU JIUILIAMH).

['pud cornmacoBaHus B 3aBUCUMOCTH OT BUA JOKYMEHTa U OCOOCHHOCTEH ero
0ohOpMIICHUSI MOXKET MPOCTABISATHCS:

Ha MEPBOM JIUCTE JOKYMEHTa (€clid IOKYMEHT MUMEET TUTYJIbHBIN JIMCT, - Ha
TUTYJIBHOM JICTE) B JIEBOM BEPXHEM YTy Ha ypOBHE Iprda yTBEpKACHHS WU 10T
HauMEHOBAHHUEM JOKYMEHTA OJIMKe K HUKHEMY I0JII0);

Ha MOCJICAHEM JINCTC NOKYMCHTA IO TCKCTOM;,
Ha JJHUCTEC COIJIaCOBAHMUA, ABJIAIOIICMCA HEOTHEMJIIEMON YaCThIO JOKYMCHTA.

['pud cornmacoanus cocrout u3 cinora "COI'JIACOBAHO", nomxHoCTH NTHTIA,
C KOTOPBIM COTIJIACOBAaH JIOKYMEHT (BKJIIOYAash HAUMEHOBAHUE YHHBEPCUTETA), €ro
COOCTBEHHOPYYHOM TMOJMUCH, WHUIMATIOB, (aMWINKM, JOaThl COIIACOBAHUSI.
Hamnpumep:

COI'TACOBAHO
Pextrop ®I'BOY BO «Jlarecranckuit
rOCyJIapCTBEHHBIN YHUBEPCUTET»
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IHonnuce U.O. Gamuinus

JlaTa

Ecnu cornacoBanue ocymiecTBIsI€TCS KOJUIETHAIBHBIM, COBEIIATEIbHBIM WIIU
WHBIM OpraHoMm, B rpude COrjlacoBaHUsS YKa3bIBAIOTCS CBEJEHUS OO0 Oprase,
COTJIaCOBABIIEM JOKYMEHT, JIaTe€ U HOMEpPE MPOTOKOJIAa, B KOTOPOM 3a(DUKCUPOBAHO
peumieHue o coracoBaHud. Eciu  coriacoBaHHWE OCYUIECTBISETCS IMHUCHMOM,
YKa3bIBalOTCS BUJ JOKYMEHTa, HAUMEHOBAHUE YHHUBEPCUTETA, COIJIaCOBABILEH
JIOKYMEHT, JlaTa 1 HoMep nucbma. Hanpumep:

COI'JTACOBAHO
Hay4HO-TeXHUYEeCKUM COBETOM
®I'BOY BO «/larecTtanckuii
rOCYyJIapCTBEHHBIN YHHUBEPCUTET»
(MpOTOKOJ OT N )

COI'NTACOBAHO
nuceMoM ®I'BOY BO «/larecranckuii

rOCyapCTBEHHBI YHUBEPCUTET
oT N

2.46. Buytpennee coriacoBaHue IOKymMeHTa odopmsieTrcss Bu30i. Busa
BBIpaKaeT MHEHUE JIMIA, BU3HUPYIOIIETO TMPOEKT JOKYMEHTa, M BKJIIOYAET:
JOJDKHOCTh JIMIA, BU3HPYIOMIETO JTOKYMEHT, MOAMHUCH, Pacimi(poOBKYy MOIMHACH
(vHUTMAITB, (JaMUIINIO) U 1aTy BU3HpOBaHus. Hampumep:

HauvanbHHK FOpUIHYECKOTO OTAENA
[Toanuce N.0 ®amunus
Jlara

[Ipy Hamuuuu 3aMeYaHUN K JOKYMEHTY BHU3Y OQOPMIISIOT CIEAYIOIINM
obpazom:

3amMeyaHus mpujaararoTcsH.
HauvanpHuk IOPpUINYCCKOI'0 OTACIIA

Iloanuce N.0 Gamunus

Jlara
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B nokyMeHTax, MOJJIMHHUKKA KOTOPBIX XPAHATCA B YHHUBEPCUTETE, BU3bI
IPOCTABIIAIOT HAa IMOCJIEAHEM JIMCTE€ JOKYMEHTAa IOJl MOJIUChI0, Ha o0opoTe
MOCJIETHET0 JIMCTa TMOJUIMHHUKA JOKyMEHTa WM Ha JIUCTE€ COTJIACOBaHUS
(BU3UpOBaHU), MPUITATAEMOM K JIOKYMEHTY.

B HCXOOAIINX  JOKYMCHTAX BHU3bLI IIPOCTABIAIOTCA Ha OK3CMILIApax
AJOKYMCHTOB, TIOMCITACMBIX B ACJIO.

ITo YCMOTPCHUIO YHUBCPCUTETA MOKET ITPUMCHATHCS ITOJIUCTHOC BUSUPOBAHHUC
JOKYMCHTA U €ro HpHJ’IO)KGHHfI.

CornacoBaHnue IIPOEKTOB JOKYMEHTOB (BHEWIHEE, BHYTPEHHEE)
OCYIIECTBJISIETCS] B COOTBETCTBUU C IyHKTamu 4.1 - 4.11 Hacrosmeit UHCcTpyKumu.

2.47. I[Toanuce BKJIFOYAECT: HAaNMCHOBAHME JIOJKHOCTH JIMIIa,
MOAMUCKHIBAIONIETO JOKYMEHT, €ro COOCTBEHHOPYYHYIO TMOJIUCh, WHUIUAIBI,
dbammmiro. Hanmpumep:

['eHepanbHBIN AUPEKTOP [Toanuce N.0. ®amunus

Ecnu noxkymeHT odopmieH He Ha OnaHKe, B HAaMUMEHOBAaHUE JOJIKHOCTH
BKJIFOUAETCs] HAUMEHOBaHue yHUBepcuteTa. Hanpumep:

['eHepanbHBIN AUPEKTOP

®OI'bOY BO [arecranckuii

roCy1apCTBEHHBIN

YHUBEPCUTET ITopnuce N.0. ®amunus

HpI/I O(i)OpMJ'IeHI/II/I JOKYMCHTa Ha OnaHke JOJDKHOCTHOT'O JIMIOa AOJIZKHOCTD
9TOTO JIMIAa B ITOAIINCHU HC YKA3bIBACTCA.

Ilommice N.0. ®amunus

HpI/I nmoanruCaHun AOKYMCHTAa HCCKOJIBKMMH JOJDKHOCTHBIMHU JIMIIAMU,
3dHUMArOIMUMU Pa3HOC ITOJIOKCHUC, UX ITOAIINUCH paCIIOIaratoTcsa OaHa 1moJg ,Z[perﬁ
B ITOCJICAOBATCIILHOCTH, COOTBGTCTBYIOIH@ﬁ CTaTyCy JOJDKHOCTH. HaanMep:

['eHepanbHBIN TUPEKTOP [Toanuck N.0. Gamunus
['maBHbIi OyxTranTep [Toanuce N.0. ®amunus

[Ipu noanmucaHnnm JOKYMEHTa HECKOJbKUMU JIMIIAMHU PABHBIX JOJKHOCTEU UX
MOAIIACH PACIIONararTCs Ha OJJHOM ypoBHe. Hanpumep:
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3aMeCcTUTEIb AUPCKTOpa 3aMeCTUTEIb AUPCKTOpa
10 (bl/IHaHCOBBIM BOIIpOCaM 10 aAMHMHUCTPATUBHBIM BOIIPOCaAM

IHogmucr  M.O. Gamumus IHoanuce N.0O. Gamunus

B nokyMeHTax, moAroTOBJIECHHBIX KOMUCCHEH, B MOJMUCH YKa3bIBACTCS CTATYC
JYIa B cocTaBe komuccuu. Hanpumep:

N.0. Gamuims

[Ipencenarens koMuccuu IToanuck
YJieHBI KOMUCCUH [Toanuce N.O. ®amunus
[Toamnuce N.O. damunms

[Ipy mnoamucaHuM JOKyMEHTA JIMIIOM, HCIOJHSIOUIMM  OOS3aHHOCTH
PYKOBOAMTENS, MOANUCH OPOPMIISIETCSl C YKa3aHUEM CTaTyca JOHKHOCTHOTO JIMIA
B COOTBETCTBUU C MpUKa30M (pacnopsikeHuem). Hanpumep:

H.o. nupekTopa [Toanuch N.0. ®amunus
WJIN:

HUcnomasaroniuii 00s13aHHOCTH
TAPEKTOpA IHoanuce N.0. damumnus

[Ipu moanmucaHuy AOKYMEHTA JIMIIOM, UMEIOIIUM IPaBO MOANUCU B Cilyyae
BPEMEHHOTO OTCYTCTBUSI PYKOBOAMUTENS, HCIPABICHUS B HAWMEHOBAHUE
JOJDKHOCTH U paciidPpoBKy (aMmiuy TOATOTOBIEHHOIO U COIVIACOBAHHOIO
MPOEKTa TOKYMEHTA BHOCSITCS OT PYKHU WUJIM C UCIIOIb30BAaHUEM COOTBETCTBYIOIIMX
mramnoB. He pgomyckaercs CcTaBUTh KOCYHO 4epTy, HaaAnuch '3a" mepen
HAaMMEHOBAaHUEM JIOJDKHOCTH JIMIA B TOJIIIUCH, €CITU JJOKYMEHT MOAMKUCHIBAET HHOE
JOJIKHOCTHOE JIUIIO.

2.48. OrMmeTka 00 AJIEKTPOHHON MOJIUCH UCIOJIB3YETCs NIl BU3YyalU3alUH
AJIEKTPOHHON TOJMUCHU TMOJy4yaTeleM JOKyMEHTa IMpU OOMEHE 3JIEKTPOHHBIMU
JIOKyMEHTaMH, TOJIIMMCAHHBIMU YCWJICHHOW KBATH(UIIMPOBAHHONW 3JIEKTPOHHOU
MIOJITUCHIO.
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B COOTBETCTBHH ¢ 3aKOHOAATENLCTBOM Poccuiickoit @enepanunu'® ormerka 06
AJIEKTPOHHOM ToANUCH (GOPMUPYETCS UM BU3YAIU3UPYETCS MPOrpaMMHBIMU
cpeactBamu. OTMeTKa 00 3JIEKTPOHHOM moanucu BkiIoudaeT ¢pasy "JlokymeHT
MOJNKUCAH 3JEKTPOHHOW MOJANUCHIO", HOMEpP cepTudUKaTa KIo4a SJICKTPOHHOU
noanucu, GaMuiIuioo, UM, OTYECTBO BIaJeliblia CEepTHU(UKATA, CPOK IACHCTBUSA
cepruduKara KJro4a 3JIeKTpoHHOU noanucu. Hampumep:

JOKYMEHT IIOAITMCAH
DJIEKTPOHHOU I[TOAITNCBIO
Cepruduxkat 1al11aaa000000000011
Hupekrop Branenen ®@amunus Ums OTuecTBO

HeinctButenen ¢ 01.12.2012 no
01.12.2017

N.0. amunus

[Tognucanue (yTBepkKAEHUE) TOKYMEHTa OCYIIECTBISETCS B COOTBETCTBUM C
nyHkToM 2.47 Hacrosmen MHCTpyKInu.

2.49. Tleyatp 3aBepsieT MOJJIMHHOCTH IMOJNKUCH JOJDKHOCTHOIO JIMIIA Ha
JOKyMEHTaX, YIOCTOBEPSIONINX MpaBa JHI, GUKCUPYIONUX (aKThl, CBI3aHHBIC C
(bMHAHCOBBIMU CPEACTBAMH, & TAK)KE HA MHBIX JTJOKYMEHTAaX, MPEIyCMaTPUBAIOIINX
3aBEpEHUE TMOJIKUCHU NI€YaThl0 B COOTBETCTBUM C 3aKOHOJATEILCTBOM Poccuiickoi
Qenepauuu.

JIOKyMEHTBI 3aBEpSIOT TeYaThlo YHHBepcuTeTa. [ledarts mpocTaBisercs, HE
3axXBaThIBasi COOCTBEHHOPYYHOU TOJIMCH JIUIA, TIOIACABIIETO TOKYMEHT, WIH B
MecTte, ooo3nauenHom "MII" ("Mecto neuyatu").

2.50. OtMeTka 00 UCHOJTHHUTENE BKIIOUACT (HaMUJIHIO, UMS U OTYECTBO (TIpHU
HQJIAYUM) UCIIOIHUTENSA, HOMEp ero TenedoHa. OTMeTKa 00 UCIOIHUTENE MOKET
JOTOJHATHCA HAWMEHOBAHMEM JIOJDKHOCTH, CTPYKTYpPHOTO TMOApAa3AeNeHus u
JIEKTPOHHBIM aJpecoM ucnogHutensd. OTMeTrka 00 UCIoNMHUTENE OPOPMIIIETCS Ha
JMLIEBOM CTOPOHE MOCJIEIHETO JIUCTA JOKYMEHTA OT IPAHMIIBI JIEBOTO OIS UJIH, TIPU
OTCYTCTBHM MECTA, - Ha 0OOPOTHOM CTOPOHE JInCTa BHU3Y cieBa. Hanpumep:

Wneun Unbs Uneuya, Otaen ynpasieHUs IEPCOHATIOM, BEAYIINI CHIEIUAINCT
+7 (495) 924-45-67, llyin_Iv@techno.ru

10 TIpukas MuHHCTEPCTBA CBA3M W MAacCOBBIX KOMMYHMKaumui Poccuiickoil @enepanuun u DenepaibHON
ciryObl oxpanbl Poccuiickoit ®@enepaunu ot 27 mas 2015 r. N 186/258 "O6 yrtBepxnenun TpeboBaHuil k
OpPraHU3alIOHHO-TEXHUYECKOMY B3aHMOJEHCTBUIO TOCYAAPCTBEHHBIX OPraHOB U TOCYAApPCTBEHHBIX OpPraHU3AIUH
MOCPEACTBOM OOMEHa JOKYMEHTaMH B JJIEKTPOHHOM BHJE" (3aperucTpupoBaH B MHHHCTEPCTBE IOCTHUIIMU
Poccuiickoit @enepanuu 22 centsops 2015 r., peructpannonHsiid N 38956).
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OtMmeTka 00 HUCTIOTHUTENE MOXKET OQOPMIISITHCS KaK HUKHUNA KOJIOHTUTYJ U
neyararbes pU(TOM MEHBIIETO pa3Mepa.

2.51. OTrmeTka O 3aBepeHMHM KOMHH O(OpMISIETCS MJid MOATBEPKICHUS
COOTBETCTBUSl KONUU JOKYMEHTa (BBIMUCKM U3 JIOKYMEHTAa) TOJJIMHHUKY
nokymeHTa. OTMETKa 0 3aBEpEHUH KO MIPOCTABIISAETCA Ha CBOOOJAHOM OT TEKCTa
MECTE€ WJIH, TP OTCYTCTBUU CBOOOJHOTO MECTa Ha JIUIEBOM CTOPOHE JIOKYMEHTA,
Ha 000pOTE IOKYMEHTa W BKJIKOYAET: CiIoBO "BepHo", HauMeHOBaHHE JOHKHOCTU
JUIa, 3aBEPUBILIETO KOIMHIO; €ro COOCTBEHHOPYUYHYIO MOAMKUCH; paciid(poBKY
MOANMUCH (MHUIHAITBI, (HaMUITUIO); 1aTy 3aBEPEHUS KOMHUHU (BBIMMUCKHU U3 JOKYMEHTA).

Ecnu xonus BblgaeTcs AJisl NPEACTABICHUS B IPYTYIO OPraHU3aLMI0, OTMETKA
O 3aBEPEHUM KONMHU JOIOJHSETCS 3alUCBhI0 O MECTE XPAHEHMsS JIOKYMEHTa, C
KOTOpOro OblJIa HW3TOTOBJICHA KOMHS, M 3aBEpSAETCS IE€YaThl0 YHHUBEPCHUTETA.
Hanpuwmep:

[Tonmuanuk  pokymenta Haxogutrcss B DI'BOY BO  «/larecrtanckuii
rocyJlapcTBeHHbIN yHUBepcuTeT» B aene N 08-05 3a 2015 r."

Bepno
3am.HavanbpHuKa YK IHonnuce N.0. Gamunus
Jarta IleuaTn

Ha xommusiXx MHOrOCTpaHHWYHBIX JOKYMEHTOB OTMETKA O 3aBEPEHUU KOIUU
IIPOCTABJISICTCS HA KAXKJIOM JINCTE JOKYMEHTA WJIM Ha MOCIEIHEM JIUCTE IIPOLIUTOrO
WIN CKPEIJICHHOTO WHBIM 00pa3oM JOKYMEHTA. 3alliCh O MECTE HaXOXIEHUS
ITOJUIMHHHUKA MPOCTABIISAETCS TOJIBKO Ha MOCIECIHEM JIUCTE TOKYMEHTA.

I[J'IH 3aBCPCHUS KOIIMHU NOKYMCHTA, HM3rOTOBJICHHON Ha 6YM3)KHOM HOCHTCIIC,
MOXKCT HCIIOJIB30BaThHCA IITAMII.

Komnuu 31eKTpOHHBIX [TOKYMEHTOB, HAaIpaBISIEMBIX MO HHPOPMAIMOHHO-
TEIEKOMMYHUKAIIMOHHON  CETH,  3aBEPSIOTCS  JJIEKTPOHHOM  MOJMKCHIO
PYKOBOJIUTENSI YHUBEPCUTETA WM HMHOTO YMNOJHOMOYEHHOTO UM JIHIAa H
BBICBUIAIOTCS TTOTYYATENIO C COMMPOBOUTEIHLHBIM MUCHMOM B (JOPME DIIEKTPOHHOTO
JIOKYMEHTA.

Konuu »neKTpoHHBIX TOKYMEHTOB Ha (PU3HMYECKH 000COOJICHHBIX HOCHUTEIISIX
BBICBUIAIOTCSI TOJYy4YaTeal0 C COMPOBOAUTEIBHBIM MMHUCHBMOM Ha OyMakKHOM
HOCHTEIIC.

B compoBoguTenbHOM NMCBME K KONMSAM DJJIEKTPOHHBIX JIOKYMEHTOB
YKa3bIBaeTCs:
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HaMMEHOBaHUE MH()OPMAIMOHHON CUCTEMBI, B KOTOPOM XPaHATCSA JOKYMEHTHI;
HaNMEHOBAHHUs IOKYMEHTOB, KOITMA KOTOPBIX HAIIPABJIAIOTCS ITOJIY4YaTEIo;

Ha3BaHusA (ANIOB JTOKYMEHTOB C yKazaHueM (opmartoB ¢aitioB u o0bema
Kaxjoro (Qaiina B 6alTax;

Aarta U3roToBJICHUA U 3aBCPCHUA KOIIUU.

[Ipu 3TOM Ha Qpu3HUEecKn 000COOJIIEHHOM HOCHUTEJIE HECMBIBAEMBIM MapKEPOM
ykasbiBaercs: "[Ipunoxenue k nuceMy ot (mara) N ...".

Konus 351eKTpOHHOrO NOKYMEHTA, MPEACTaBJICHHAs B BUJIE JIOKYMEHTa Ha
OyMa>XHOM HOCHUTEJIe, 3aBepsieTCs B TNOpsAKe, ycTaHoBieHHOM Hacrosei
WHCTPYKIMEH MJi1 3aBEPEHUs] KOMUM JOKYMEHTOB Ha OyMa)XHOM HOCHUTENE, C
yKa3aHHEeM, B Kakol HWH(POPMAIIMOHHON CHCTEME XPAHUTCS DIICKTPOHHBIM
JIOKYMEHT.

2.52. OT™MeTKa 0 MOCTYIUICHUH JOKYMEHTA CITYKUT Ui OATBEPKAeHUS PaKTa
NOCTYIUIEHUSI JTOKYMEHTa B OpPraHM3alMI0 W BKJIIOYAET AAaTy NOCTYIUICHHUS U
BXOJSIINNA PErUCTPALIMOHHBIN HOMEDP AOKYMEeHTa. [Ipu HE0OX0AMMOCTH OTMETKA O
IIOCTYIUICHUU MOKET JOIOJHATHCSA YKa3aHUEM BPEMEHHU ITOCTYIUICHUS JOKYMEHTA B
qacax U MUHYyTax U crnoco0a J0CTaBKU JOKYMEHTA.

OtmeTka o IMOCTYINICHUN JOKYMCHTA MOXCT IPOCTABIIATHCA C ITOMOMIBIO
mrTaMiia.

2.53. Pe3omonus DOKHA CONEPKATh YKA3aHUE MO WCHOJHEHUIO JOKYMEHTA.
Pezomtoniust odopmisiercs Ha cBOOOJHOM MecTe pabodero Mmojs JTOKyMEHTa, Ha
OJIaHKe PE30IONMKM WM BHOCHUTCS HEMOCPEJCTBEHHO B CHUCTEMY JJICKTPOHHOTO
JIOKYMEHTO000pOTa.

Pesomronist  fopKHA  BKIIIOYATh:  (aAMUWIMIO, WHULMAIBI  UCTIOTHUTEIS
(McriomHUTENEeH ), TOpyYEeHHE M0 IOKYMEHTY (KOHKPETHOE 3aJJaHue 10 UCIIOJIHEHUIO
JOKyMEHTa Wiau (QOpMyJIHpOBKA IEIM PACCMOTPEHHUS JOKYMEHTa), TpHU
HEOOXOMMOCTH - CPOK UCTIOTHEHUS, MOIHUCH JINIIA, BRIHECIIIETO PE30IIIOIHUIO, ATy
PE30IIOLNHN:

®amvunus N.0., ®amunus 1.0.
[Iporry moAroTOBUTH MPEASIOKEHUS
k 10.11.2017 Iloanuce

Jlara

CpOK HCIIOJIHCHUA IMOPYYCHHA HC JIOJDKCH YKa3bIBATHCS, C€CJIM OH HA3BaH B
TCKCTC IMOCTYIMMBIICTO AOKYMCHTA M PYKOBOJUTCIIb HC CUHUTACT HGO6XOI[I/IMBIM
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U3MEHUTH €r0 B CTOPOHY COKPAIICHUS WIH SIBISETCS TUIOBBIM JIJIsl JAHHOTO BHJIA
JIOKYMEHTA.

[Ipn yka3zaHWM HECKOJIBKHX WCIOJHUTENCH (QaMuiIusd OTBETCTBEHHOTO
WCIIOJIHUTENISl YKa3bIBACTCS TIEPBOM, MOAUECPKUBACTCS WM 0003HAYACTCS CIIOBOM
"oTB." ("OTBETCTBEHHBIN").

2.54. OtmeTka O KOHTPOJE CBUAETENBCTBYET O NOCTAHOBKE JOKYMEHTAa Ha
KOHTPOJIb, IPOCTAaBIACTCSA IITaMIIoM "KOoHTpoJib" Ha BEpXHEM TOJIE JOKYMEHTA.

2.55. OT™MeTKa 0 HapaBJIEHUH JOKYMEHTA B JIEJI0 ONPEIEIISIET MECTO XpPaHEeHHUSI
JIOKYMEHTA IOCJIe 3aBepIleHns padoThl ¢ HUM U BKJIOYaeT: cioBa "B geno", nuaekc
JieNa 110 HOMEHKJIAType JAell, B KOTOPOE€ MOMEIAeTcs JOKYMEHT Ha XpaHEHHE, C
yKa3aHHEM ToJa, JODKHOCTH Julla, OQOPMHUBLIETO OTMETKY, IOJAINUCH, JATHI.
Hanpumep:

B neaxo N 01-183a 2017 1.
JIOJDKHOCTD
IHoanuce Jlara

OtMmeTKa 0 HarpaBJICHNHU OOKYMCHTA B ACJIO MOJKCT IOOIOJHATHCA KPATKUMU
CBCACHUSAMM O XapPaKTCPC UCITIOJIHCHUA JOKYMCHTA.

II1. IToaroroBka u ogopmiieHUE OTAEIbHBIX BUI0OB IOKYMECHTOB

3.1. JlokanbHble HOpMaTUBHBIE aKkThI (nanee - JIHA) yHuBepcurera usgarorcs
B BHUJEC [paBujl, T[OJOXKEHUN, HHCTPYKUUNA, PpErJIAMEHTOB, IIE€PEUHEH,
KJaccu(ukaTopoB W JIPYTUX BHUAOB JOKyMEHTOB. Pexomenayembiii oOpaseln
opopmnenuss JIHA Ha mnpumepe MONOKEHUS O CTPYKTYPHOM TMOApa3AeiICHUN
(npunoxenue N 1).

JIHA npuoOpeTaloT OpUIUYECKYI0 CUJIy TMOCI€ HX  YTBEPKICHHS
pacnopsiIUTENbHBIM  JTOKYMEHTOM  (IPUKa30M) WA  HEMNOCPEICTBEHHO
PYKOBOJUTEIEM YHUBEPCUTETA UHBIM YIIOJITHOMOYEHHBIM UM JIUIIOM.

PykoBoauTenu cTpyKTypHBIX MOJIpa3/ielieHuil He BripaBe u3nasaTth JIHA.
3.2. JIHA MoryT OBbITh:
MOCTOSIHHO JICUCTBYIOMIMMHU (0€3 OrpaHUYEHHUs CPOKA UX IPUMEHEHHUS);

BPEMEHHBIMH (JCHCTBYIONIMMHU B T€UEHHE YKA3aHHOTO B HUX CpOKa WJIHU /10
HACTYTUJICHUSI ONIPEICIIEHHOTO COOBITH).

3.3. OcHoBaunueMm g n3panusa JIHA asngrorcs:
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3aKOHOJATEJNIbHBIE W WHbIE HOPMATHMBHBIE IIPABOBBIE aKThl Poccuiickou
Oepneparuu  (ykasel U pacnopsbkenus [lpesuaenta Poccuiickoit dDepeparium,
MocTaHoBJIEHNUS U pacnopsbkeHus [IpaBurenbcTtBa Poccuiickon denepanuu, akThl
denepaabHbIX OPraHOB UCIIOTHUTEILHON BIIACTH);

3aKOHOJaTeIbHbIe aKThl cyObekTa Poccuiickoil denepaunu, HOpMaTUBHBIE
IIPaBOBBIE AaKThl OPraHOB TOCYJapCTBEHHON BiacTH cyoObekra Poccuiickoi
Oenepauuu;

paHee uznianubie B yHuBepcurere JIHA u/unm pacnopsauTenbHble TOKYMEHTHI.
3.4. JIHA u3znmarorcs B LEngx:

YCTaHOBJICHHSI HOpPM, TpeOOBaHWI, MNpaBWJI B OTHOLIEHUH MpeAMeETa
HOPMAaTUBHOTO PETYJIMPOBAHUS, PAHEE HE SIBJSBIIEMCS IIPEAMETOM PETYIUPOBAHUS
B YHUBEPCUTETE;

HU3MCHCHUA CYHCCTBYIOIIUX HOPM, Tpe6OBaHHﬁ, npaBujl, YCTAHOBJICHHBIX
PaHCC U3aHHBIMHU HOPMAaTHBHBIMHU NOKYMCHTAMMU,

OTMEHBI pPaHee YCTaHOBJIECHHBIX HOPM, TPEOOBAHMIA, TPABUJL.

3.5. Ilpennoxxenue o pazpadborke npoekra JIHA BHOCHUTCS PYKOBOAUTEIEM
CTPYKTYPHOTO MOAPA3ACICHUS WU UHBIM JOJKHOCTHBIM JIUIIOM.

3.6. JIHA pa3pabatbiBaeTCs B ciiydae, €CJu:

MMEETCSl y4acTOK palboThl (BOMPOCHI JIEATEIBHOCTH), HYXKIAIOUIUNCA B
HOPMaTUBHOM PETyJIMPOBAHUH;

TpeOyeTcss BHECEHHE 3HAYUTEIBHOIO KOJMYECTBA HM3MEHEHHH B paHee
npuHATeId JIHA;

BBISIBJICHO HECKOJbKO JIHA, perynupyromux CMEXHBIE BOIPOCHI, KOTOPBIE
1e1eco00pa3Ho 0ObEIMHUTD B OJUH JTOKYMEHT.

Axtyanu3zanus panee npuHsaThiX JIHA ocymiecTBisieTcst uepe3 BHECEHHE B HUX
M3MEHECHUU.

3.7. Ilpemyoxenne ¢ 0OOCHOBAaHHUEM HEOOXOIUMOCTH pPa3paOOTKH HOBOTO
JIHA npencraBisieTcss pyKOBOJUTEIEM CTPYKTYPHOTO TOJIPA3ACICHUS WM WHBIM
YIOJTHOMOYCHHBIM JIOJDKHOCTHBIM JIMIIOM PYKOBOJMTEIIO YHHBEpCUTETa B (hopMe
JOKJIaTHOM (CITy>KeOHOM) 3aMUCKU, B KOTOPOU M3JIaraeTcs:

BONIPOC, TPEOYIOIMI pEelIeHusl, C M3JI0KEHHUEM OCHOBHBIX HaIpaBIICHUH,
CIOCOOOB €ro pelIeHus;

IIPOTHO3 HOCJ'ICI[CTBHfI IIPHUHATHUA HOPMATUBHOT'O IOKYMCHTA,
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OpraHu3allMOHHbIE, KaJpOBble, (PUHAHCOBBIE, MATEPUATLHO-TEXHUYECKHE U
UHBIE MEPOIPUATHUS, KOTOPblE HEOOX0AUMO OyAET MPOBECTU B CBSI3U C MPUHATUEM
HOPMAaTUBHOI'O JJOKYMEHTA;

nepeyeHp panee u3gaHHbix JIHA, nmommexamuyx OTMEHE B CBA3U C U3JIAHUEM
HOBOI'0O HOPMAaTUBHOT'O JOKYMEHTA,

npeajiaraeMblii CpoK it pa3pabOTKU MPOEKTa HOPMATUBHOT'O JJOKYMEHTA.

3.8. CormacoBanue mpoekTtoB JIHA ocymectBusiercss B COOTBETCTBUU C
nyHktamu 4.1 - 4.13 nacrosimen MucTpykuuu.

3.9. JIHA ytBepkaaceTcs NPUKA30M PYKOBOAMTEINS, €CIIM OJHOBPEMEHHO C
YTBEPKJICHUEM HOPMATHBHOIO JOKYMEHTa HEOOXOJAMMO TMPUHATH MEphI
OpraHU3allMOHHOTO, (UHAHCOBOTO, TEXHUYECKOr0, KaJpOBOTO WJIM HHOIO
XapakTepa M AaThb COOTBETCTBYIOIIME IOPYYECHHsI PYKOBOIUTEISM CTPYKTYPHBIX
HOoJIpa3AesIeHUI WIN UHBIM paOOTHUKAM YHUBEPCUTETA, & TAKXKE €CIIU HEOOXOAUMO
BHECTH U3MEHEHUS WIH IIPU3HATH YTPATUBIINMHU CHITy paHee yTBepkaeHHbIe JIHA.

3.10. Usmenenus B JIHA u ormena JIHA odopmistorcs mpukazom
PYKOBOJMTENSI YHUBEPCUTETA WJIM HHOIO JIOJDKHOCTHOTO JIMIIA, MPUHUMABIIETO
pemenue o0 yrBepxkaeHun JIHA.

N3menenuss B JIHA u ormena JIHA, yTBepXA€HHbIE HEMOCPEICTBEHHO
COOCTBEHHOPYYHOW TOJIMUCHIO PYKOBOJUTENS] YHUBEPCUTETA WJIM HHOTO
YIOJHOMOUYEHHOTO MM JOJDKHOCTHOTO JHIla B Tpude yTBEpKICHUS, BHOCSATCS
IIPUKA30M,  HW3JABAEMBIM  PYKOBOJUTEIEM  YHUBEPCUTETA  WIM  UHBIM
YIIOJJTHOMOYEHHBIM UM JTOJKHOCTHBIM JIMIIOM.

3.11. B tekcre mpukaza 00 yTBEepXKIACHWH, M3MEHEeHUH uiau ormene JIHA
UCIIOJIb3YIOTCSl (DOPMYITUPOBKHU:

npu ytBepxkaeHuu Hooro JIHA: "VYrtBepauts (Ha3Banue JIHA)" wnum
"V1Bepautsh (HazBanue JIHA) u BBecTH B aeiicTBue ¢ (nara)". Hanpumep:
1. VYtBepauts IlosoxkeHue o0 JOKaJIbHBIX HOPMATUBHBIX aKTax
YHUBEPCUTETA,
WIN:
1. YrBepaute IllTaTHOe yHuBepcuTeTa Ha 20  TOoJ W BBECTH €T0O B

nevicteue ¢ 1 ssuBaps 20 1. (mpujokeHue).

IIpY BHECEHUU U3MEHEHUM B paHee yTBepxkAeHHbIN JIHA: "BHecTn nameneHus
B (Ha3Banue JIHA). Hanpumep:
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1. Buectu cneayronme nuzmenenus B LltatHoe pacniucanue Ha 20 rop,
yTBepxkaeHHoe npukazoM PI'BOY BO «J/larectanckuii rocyqapCcTBEHHbIN
yHUBepcuTeT» OT 25 nekadbps 20 r. N 345: ...

npu otmeHe panee yteepxzaeHHoro JIHA: "llpusHarth yTpaTUBIIMM CHITY
(nazBanue JIHA), yrBepxaenHoe ...". Hanpumep:

4. Ilpusnate yTpatuBmiuM cuiy IlonoxeHne O HEHOPMHPOBAHHOM
pabouem nHe, yTBepxkaeHHoe mpukazoM PI'BOY BO «Jlarecranckuit
rocyJapCTBEeHHBIN yHUBEpCUTET» OT 15 deBpans 2015 r. N 22.

3.12. OcHoBHbiMu  pekBuszutamu JIHA  sABIAIOTCA:  HaMMEHOBaHUE
YHUBEPCUTETA, HAMMEHOBAaHME BHAA JOKYMEHTa W 3arojloBOK K TEKCTY,
COCTABJIAIOLIUE OHO LEN0E, TPU(] YTBEPKACHHS, MECTO U3/1aHUS JOKYMEHTA.

Ecimu mpoektr JIHA sBaseTcss MHOTOCTpaHUYHBIM U K HeMy odopmiisiercs
TUTYJIBHBIN JIUCT, YKA3aHHBIE BBIIIE PEKBU3UTHI Pa3MENIAIOTCS HA TUTYJIBHOM JIUCTE.

3.13. Undopmanus crnpaBoyHOro xapakrepa (Tpaduku, CXembl, TaOJHUIIbI,
dbopMbl TOKYMEHTOB) oopmiisieTcst B Bue nprioxkennit k JIHA.

Ha npunoxenusix k JIHA opopmirsercst pekBU3UT "OTMETKA O IPUIIOKEHUHU" B
COOTBETCTBMHM C MyHKTOM 2.44 Hacrosmeit MuacTpykunm.

3.14. JIHA BcTymaer B CWily B CpOK, YKa3aHHbId B MpPHUKa3e, KOTOPBIM
yTBepxaeH JIHA, nnu ¢ natel yrBepxkaenus JIHA.

3.15. PacmopsimutenbHblE JOKYMEHTHI YHHBEPCHTETAa H3JAIOTCS B (opMme
IPUKA30B U pacnopsikeHuil. PekoMmeHayemble oOpa3ibl opopMiieHUsl MpUKa3a U
pacnopsbkenus (mpuinoxeHust N 2, 3).

3.16. IIlpuka3 - JNOKaJIbHBIM AKT, U3aBAEMbI PEKTOPOM YHUBEPCUTETA IS
pEIIEeHNs] OCHOBHBIX U ONEPaTUBHBIX 3aJa4, CTOAUIMX nepel By3oM. [Ipuka3 moxer
OBITh W3JaH PEKTOPOM, MHCIIOJNHSAIOIIKUM OO0S3aHHOCTH PEKTOpa B CIIydae €ro
OTCYTCTBUSI.

[Tpukassl U3nar0TCs B HESIX 0OPMIICHUS PEIICHUI:

HOPMAaTUBHOTO Xapakrtepa (ecau mnpuka3zoMm yrBepxkaaercs JIHA wnm
NPUHUMAETCSl PEIICHHE OPTaHM3AIMOHHOTO XapakTepa, Hampumep, Mpuka3 o0
YTBEPKIAECHUU CTPYKTYPHI U IITATHOW YUCICHHOCTH YHUBEPCUTETA);

OpraHu3allMOHHOTO, aJMHUHUCTPATHBHOTO, B TOM YHCJE OIEPATUBHOTO
XapakTepa o BOIpocaM OCHOBHOM JE€ATEIbHOCTH YHUBEPCUTETA.
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B  mpukazax 1mo OCHOBHOHM [€ATEIbHOCTH PEUIAlOTCS BONPOCHI YUEOHOM,
X03IMCTBEHHOMU, ((MHAHCOBOU NESATEILHOCTH, INIAHUPOBAHUS, OTYETHOCTH, YU4EOHO-
BOCIIMTATEJIBHOTO IPOLIECCA U T.II.

HpI/IKaSLI 110 OCHOBHOM JACATCIIbHOCTHU U3 Oal0TCs.

BO HCIIOJIHCHHUC HOPMATHBHBIX IIPABOBBIX AKTOB OPIraHOB FOCYI[&pCTBGHHOﬁ
BJIaCTH N BBIMICCTOAIINX OpFaHHBaHHﬁ;

B LEJSIX OCYILECTBJICHHS YNPABICHUYECKOW IEATEIBHOCTH, BBITEKAIOLIEH W3
byHKIUN 1 33]1a4 YHUBEPCUTETA.

3.17. Ilpuka3pl MO OCHOBHOM JEITENBHOCTH COCTABJIAIOTCS HA OCHOBE
THIATEJIBHOIO M BCECTOPOHHEr0 M3YYEHHUS BONPOCOB, TPEOYIOIIMX pPAa3pELICHHUS,
yTOOBl  CcoJepXKallMecss B  IpUKa3ax MOpYy4YeHUs ObUIM  KOHKPETHBIMH,
o0ecneYnBaluCh JOCTaTOUYHBIMH MaTepUATbHO-TEXHUYECKUMHU U (DUHAHCOBBIMU
CpeacTBaMM M B JAJIbHEWIIEM HCKIIOYaId HEO0OXOJAMMOCTh KOPPEKTUPOBKU
NPUHATHIX PEIICHUN B CBS3M C HEMOJHOTOW WJIM HEAOPAOOTKOW MPEAbIIyIIEro
IIpUKa3a.

HpOCKTBI IMPUKA30B II0 OCHOBHOM ACATCIIBHOCTH TOTOBAT CTPYKTYPHBIC
nmoApasacJICHUA YHHUBCPCUTCTA HA OCHOBAHHUU HOpy‘{CHI/Iﬁ PYKOBOJACTBA amubo B
HMHUIIMAaTHUBHOM IIOPAIKE. OTBETCTBEHHOCTH 3a Ka4CCTBCHHYIO ITIOATOTOBKY ITPOCKTA
IIpuKa3a, CoOrjiiaCoOBaHuc U IIPaBUJIbBHOC O(bOpMJ'IeHI/Ie IIPOCKTA HCCCT PYKOBOJIUTCIIb
[moApa3saAcJICHUAA, KOTOpLIfI TOTOBHUT IIPOCKT IIpHKa3a H IIPCACTABILACT C€Iro0 Ha
IIOAIINCE.

[Ipuka3sbl, W3gaBaeMble B YHHUBEPCUTETE, MMEIOT CIIEIYIONIYI0 OYKBEHHYIO
WHJEKCALHIO:

- 10 OCHOBHOM ACATCIBbHOCTH, ACITUPAHTBI, IOKTOPAHTBI - «a»,

-0 JIMYHOMY COCTaBy (KaJpOBbIE, KaJpPOBbIE XO3SUCTBEHHBIE, KaJPOBBIC
HWY) -6e3 unaekca,

- 10 KOHTUHT€HTY CTYACHTOB (y4€OHBIE) - «C»,

-0 KOMaHJIWPOBKaX paOOTHUKOB, CTYJIEHTOB, AaCIUPAHTOB, JOKTOPAaHTOB
(KOMaHIUPOBOYHBIE) - «K»,

[Ipuka3sl B mnpenenax roja UMEHOT MOPSAKOBYH) HYMEPALMIO MO KAKIOMY
WHJICKCY OT/ICNIbHO, PETUCTPAIUS PUKA30B BEACTCS B )KypHAIBHOM opMe B OTAEIIE
JOKyMEHTO00OpOTa YHUBEPCUTETA.

[Tpuxa3el yHuBepcuTeTa 0OpMIISIOTCS Ha OJIaHKE IPUKa3a ¢ UCIIOJIb30BaHUEM
CIEAYIOUIMX PEKBU3UTOB: JaTa JOKYMEHTAa, PETUCTPALMOHHBIM HOMEDP JOKYMEHTA,
3aroJOBOK K TEKCTy, TEKCT, MOMANKCh, BH3bl, coracoBanue. Jlara wu

33



pPErucTpallMOHHBI HOMEp MpHKa3a MPOCTABIISIIOTCS IMOCJE MOJMNUCAHUS MpUKa3a
PYKOBOJMTENEM YHUBEPCUTETA.

[Ipuka3pl KaJapoBble O TIpUeMe Ha paboTy, YyBOJBHEHUH, IIEPEBOJIE,
MOOIIPEHUSIX, TIPUKA3bl 00 OTIMYCKax, KOMaHIUPOBKaX PaOOTHUKOB O0(OPMIISIOTCS
B YHUBEpPCUTETE Ha OlaHKaX YHUQUIMPOBAHHBIX (OPM, YTBEPKICHHBIX
IToctanoBnenuem I'ockomcrata PD.

B AI'Y y4eOHble mpHKa3bl W3JAIOTCS B COOTBETCTBUU C TpadapeTHHIMU
dbopmamu, yTBEPKICHHBIMU MTPUKA3aMHU PEKTOPA.

[lepenaua mnpuka3oB, MX KONHM paOOTHHKAM CTOPOHHUX OpraHU3alui
JOITyCKAeTCsl TOJIBKO C Pa3pelICHHs] PEKTOPa YHUBEPCHUTETA WM IPOPEKTOPOB IO
COOTBETCTBYIOIIEMY HAIIPABJICHHUIO ACATEIbHOCTH.

[IpoekThl MpUKA30B pa3paldaThIBAIOTCS CTPYKTYPHBIMU MOJpa3/eiIeHUsIMU
YHUBEpPCUTETA MO MOPYYEHHUIO PEKTOpa, NPOPEKTOPOB MM IO COOCTBEHHOMU
nHunMaTuBe. K IpoekTy npHkasza COCTaBISIIOT CIUCOK PACChUIKU, KyZa BXOIAT
NIOJIpa3/ICJICHUsl YHUBEPCUTETA, JOJDKHOCTHBIC JIMIA, KOTOPBIX KacaeTcs NpHUKa3.
W31aHne npukasa BKIIFOYAET:

- MOJTrOTOBKY MPOEKTA IPUKa3a, COrjacoBaHuE MPOEKTa, IeyaTaHue Ha OIaHKe,
BU3UPOBAHUE, MOJIMCAHUE PEKTOPOM, IPOPEKTOPAMU, PETUCTPALUIO.

CocraBuTenb IpoeKTa MprKa3a OTBEYACT 3a COJIEPKaHUE, CTHIIb U3JI0KEHUS U
KauecTBO ero 0hopMIICHHS.

- COTIJIJaCOBAHME ITPOEKTA INPHUKA3a OCYLIECTBISAETCS IIyTEM BU3HPOBAHMS.
Busupyror npoekT coCTaBUTENb, PYKOBOAMUTENL CTPYKTYPHOTO IOAPA3AEICHUs,
IOpUINYECKUI OTAEI, KypUPYIOIINN MPOPEKTOP. Ecin npy coriiacoBaHuu NpuKasa,
KTO-JIM0O0 U3 JIUL] BUSUPYIOLIUX IPUKA3 HE COIVIACEH C €TI0 COAECPKAHUEM, OH 00513aH
NOANMCATh NPOEKT NpPHKa3a W IPU ITOM BIPABE NPWIOKUTH K HEMY CBOU
Bo3paxeHus. [Iprka3 cuutaeTcss IpUHATHIM MIOCJIE €ro MOANUCAHUS PEKTOPOM (MU
IIPOPEKTOPOM 110 MOPYUEHHIO PEKTOPA).

[IpoexkThl MPUKA30B, HCIOJHEHUE KOTOpPHIX TpedyeT (HHUHAHCOBOTO
oOecrieueHusi, BUSUPYIOT:

- KYPUPYIOIIUI MPOPEKTOp, HAaYIbHUK YOU®D, riaaBHbIA OyXraiaTep WIH UX
3aMECTUTEIIN, HAYAIbHUK IOPUANYECKOTO OTIEA.

[IpoexThl y4eOHBIX MPUKA30B BUSUPYIOT:

-TIPOPEKTOp MO  y4yeOHOU  paboTe, PYKOBOAUTEIh  CTPYKTYPHOTO
MOApa3ieiIcHUs, HAaYaIbHUK Y MY, HaualbHUK IOPUIMYECKOTO OTAENA.

[IpoekThl mpuKa30B IO OCHOBHOW JESATEIBHOCTH U PACTIOPSKEHUN BU3UPYET:

34



- KypUpYIOUIMH TPOPEKTOP, PYKOBOAMUTENb CTPYKTYPHOIO MOAPA3ACIICHHUS,
HaYaJIbHUK IOPUIUYECKOTO OT/eNa.

[IpoekTbl  TpHWKA30B IO  OTYMCICHHUIO, BOCCTAHOBJIICHHIO, HHOMY
NepeIBIKEHIIO (TIepeBOT Ha Ipyryro (Gopmy oOydeHus, Ha Apyroe HampaBICHHE,
CHEIMAIbHOCTD) CTYJCHTOB-MHOCTPAHIIEB TMPEACTABISIOTCS HAa BU3WPOBAHHE
nexkany ®MO (dakynabTeTa MEXIyHAPOIHOTO 0OpPa30BaHMUS).

PykoBoaurens CTpyKTypHOTO NHOAPA3JEICHUS, HE COIJIACHBIM BHU3UPOBATh
MPOEKT MpHKa3a, JOJKEH OOOCHOBAThH CBOE HECOTJacHe M TPEIJIOKUTH CBOE
BUJICHUE TI0 COCTABJICHHIO W (HOPMYJIUPOBKE MPOEKTA MPHKa3a, OOBICHUTH CBOIO
MO3ULHI0 KYPHUPYIOLIEMY MPOPEKTOPY, HadalbHUKY YMY UW HadalbHUKY
Iopuinueckoro oraena. Eciu npu 3ToM Toxke He OyJIeT TOCTUTHYTO COTJIACHUE, TO OH
JOJIKEH MUCBbMEHHO OOOCHOBAaTh CBOE HECOTJIacHe€ BU3MPOBATH MPOEKT MpPUKA3a.
Hecornacue  pykoBOAMTEN  KaKOro-mOo  CTPYKTYpPHOrO  MOJApa3ieieHus
BU3HUPOBATh MPOEKT MPHUKA3a HE MPEMITCTBYET €r0 JAIbHEUIIEMY BUSUPOBAHUIO U
MOAMUCAHUIO PEKTOPOM.

Ilepenayua Ha mNOANMCH TIPOEKTOB IMPUKA30B PEKTOPY M MPOpPEKTOpam
MPOU3BOJAUTCS  4Yepe3  MX  CEKpeTapei, PpYKOBOJIUTEISIM  CTPYKTYPHBIX
MOJIpa3CIICHUM

- yepe3 AETONPOU3BOAUTEIICH 3THX NOAPA3ACICHUMN.

[TpoekTbl mpUKa30B CO BCEMU HEOOXOIUMBIMU MOAMUCIMH IPUHOCIT B OTHAEN
JOKYyMEHTOO0OpoTa  pabOTHUKM  IOJApa3AeieHUH, OTBETCTBEHHBIE 32
JeJIOMPON3BOACTBO, IPUKa3bl (POPMUPYIOTCS U MEYATAIOTCA KAXKIBIM OTACIOM IO
BUJIaM JESITENbHOCTH.

3.18. 3aronoBok K npuKa3y Ne4aTaeTcs 4epe3 OJMH MEKCTPOUYHBIA MHTEPBAJ
1o/l pPEKBU3UTaMU OJaHKa cJeBa OT TIpaHUIbl JEBOro moiis. Touka B KOHLE
3arojoBKa HE CTaBUTCS. 3aroJioOBOK K Mpukazy dhopmyiupyercsa ¢ mpeayiorom "o"
("00"), KpaTKO M TOYHO OTpaxkas cojiepKaHue TekcTa npukasza. Hanpumep:

06 ytBepxaeHnu MHCTpyKIMK MO AeI0MpPOU3BOACTBY;
O nopsinke puHAHCUPOBAHMS PEKIIAMHON KaMIIaHUY;
O co3gaHuy KCNEPTHON KOMHUCCHH.

Texcr mpukaza COCTOMT W3 JBYX HacTeil: oOocHOBaHHS (TpeamOysbl) U
pacnopsiuTensHOM YacTu. B 000CHOBaHMY yKa3bIBA€TCS OCHOBaHUE, MPUYNHA WITH
1eb u3aHus Jokymenta. Hampumep:

B cootBerctBUM ¢ mnpukazom MUHHCTEPCTBA CBS3M U MAaCCOBBIX
KoMMYyHUKanuil ot 25 nexadpst 2014 r. N 1494 "O6 yrepxaenuu [IpaBuin
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oOMeHa JIOKyMEHTaMH B DJJICKTPOHHOM BHJEC TIIpU YHHBEpPCUTETA
WH(POPMAIIMOHHOTO B3aUMOJIEHCTBUSA" ...

B uensix yHuBepcurera U mpoBeeHUs: paOOTHI 110 3KCIEPTU3E LIEHHOCTH
JIOKYMEHTOB, 00pa3yIoIIMXCA B J€ATEIbHOCTH YHUBEPCUTETA, U OTOOPY UX
JUISl IEpEZaul Ha XPaHEHUE B apPXUB YHUBEPCUTETA U K YHUUTOKEHHUIO ...

PacnopsnurenbHass 4yacTh MpHKa3a HAYMHAETCS CJIOBOM 'TIPUKa3bIBa0',
KOTOPOE TIeYaTaeTCsi CTPOUYHBIMU OYKBaMU BPa3PAJIKY.

PaCHOp}II[I/ITeJ'IBHaSI 4aCTb MOXKCT COACPIKATD:

pelleHus1 OPraHu3allMOHHOr0 Xapakrepa (YTBEpAUTh, CO31aTh, IPeOOpa3oBaTh,
JMKBUIUPOBATh, IPU3HATh YTPATUBILINM CUITY);

KOHKPETHBIE IOPYUYEHHUS C YKa3aHUEM UCIIOJIHUTENS (MCIIOJHUTENEN) U CPOKOB
VX BBIIIOJIHECHUS.

Kaxnoe pemenue (nmopydyenue) odopmisieTcss B NpHUKa3e KaK OTIEIbHbBIN
MyHKT. [TyHKTBI npukKasa pacrionararorcs B JIOTUKO-BPEMEHHOMN
MOCJIeI0BAaTEILHOCTH U HyMepyroTcs apabckumu tudpamu. Ecnu nopydenue
JTAeTCSl KOHKPETHOMY TOJIpa3/IeJIeHUI0, €r0 HAMMEHOBaHUE MUIIETCS TTOJHOCTHIO, B
CKOOKax yKa3bpIBaloTCid (aMUJIUs M WHULMAIBI PYKOBOJIUTENS MOApA3IeIeHUs B
UMEHUTEIBHOM najiexxe. Hanpumep:

... IPUKa3bIBAIO:

1. YueOHo-meTonnueckoMy yrpasieHuto (Qamumnust 1.0.) k 01.11.2017
NOATOTOBUTh M  MPEACTaBUTh HAa YTBEPXKICHUE IUIaH y4eOHo-
MeToaudeckoil paboTel Ha 2020 ro.

Ecnu mopyuenue maeTcsi KOHKPETHOMY HCIIOJIHMTENO, €ro JOJDKHOCTh H
dbamMuus yKa3pIBaroTCs 6€3 CKOOOK B AaTelbHOM Tajexe. Hanmpumep:

2. I'maBHomy Oyxrantepy (®amunus 1U.0.) noAroToBUTH U MPEJACTABUTH
Ha PaCCMOTPEHUE U YTBEPKICHUE CMETY KOMaHIUPOBOYHBIX PacXOJI0B Ha
2020 rox B cpok mo 30.11.2019.

[IpennuceiBaeMoe JEMCTBUE BBIPAXAETCsl TIJAaroJiOM B HEOINPEICICHHOU
dbopme. He nonmyckaercs ynotpeoisTh HEKOHKPETHBIE BBIpAXKEHUS THMA "yCHIUTD",
"yckopuTh", "0beceunTh B KpaTyaiiime cpoku'.

Eciu omHOMY HMCHOTHUTENI0 HEOOXOIUMO MMOPYYUTH HECKOJIBKO Pa3HbIX
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3aJaHuil ¢ OJHUM CPOKOM BBIIIOJIHCHM, OTBETCTBCHHBIM HCIOJHUTEIb U CpOK
HCIIOJIHCHUA YKAa3bIBAOTCA OJMH pPa3 B OCHOBHOM IIYHKTC, a IIOPYUCHHA
BBIACIAKOTCA B OTACIBHBIC ITOAITYHKTHI. Ecau y nopyquHﬁ Pa3HbIC CPOKH
HCIIOJIHCHHA, CPOKH YKA3bIBAKOTCA HC B OCHOBHOM ITYHKTC, 4 B KaXXIOM ITIOAITYHKTC.

Cpok HCHOJIHEHUS JOJKEH OBbITh pPEabHBIM, COOTBETCTBOBATH OO0BEMY
npeanonaraeMbix padot. Ilpu ycTaHoBiieHHHM CpoKa CIEAYeT YUYWUTHIBATh BpeMs
JOBEJICHUS IOKYMEHTA IO KOHKPETHBIX UCIIOJIHUTEIIEH.

Cpok HCHONHEHHS B MYHKTax paclopsAIWATENIbHOW 4YacTH INIpUKa3a He
YKa3bIBaeTCsl B Ciy4dasX, €CJIM JCHUCTBUsS HOCAT PEryJSIpHbIA XapakTep U UX
BBIIIOJTHEHUE TIPEIINUCHIBAETCS HA BECh NEPUOJ JNEWCTBUA mpukasza. KomnuectBo
UCIIOJIHUTENEH 10 KaXJAOMy IIyHKTY (IIOAIYHKTY) HE OIpaHUYMBAECTCH.
OTBETCTBEHHBIN UCIIOJIHUTEID YKA3bIBAECTCS IIEPBBIM.

Ecniu mnpukaz oOTMEHSET MOJHOCTbIO WJIM YacTUYHO paHee U3JaHHbIC
JOKYMEHTBl MO TOMY 3>K€ BOIIPOCY, TO B NPEANOCICIHEM IyHKTE IpUKa3a
HEO0OXOIMMO MX TIEPEUYUCIUTh C YKa3aHWEM HAaWMEHOBAaHUS JOKYMEHTa, €ro JaThl,
HOMeEpA, 3aroioBka. Hanpumep:

3. IIpu3HaTh yTpaTUBIIMM CHITy IIPUKa3 YHUBEPCUTETA OT S5 aBrycra 2010
r. N 175 "O06 yTBepKaeHun DKCIEPTHON KOMUCCUHM YHUBEpCUTETa' .

[TocenHuit TyHKT NpHKa3za - MYHKT O KOHTPOJE, B HEM YKa3bIBaKOTCS
JOJDKHOCTh JIMIA, OTBETCTBEHHOI'O 34 WCIOJIHEHHE JOKYMEHTa B LIEJIOM, €ro
dbamunus u mHUIMANBEL. Hampumep:

4. KoHTponb 32 MCIOJHEHUEM IpUKa3a BO3JAraercs Ha 3aMeCTHUTENs
re’epanbHoro aupexkropa @amunus 1.0.

B otmenpHBIX cnydasx pyKOBOAHWTENb YHHUBEPCUTETa MOXKET OCTaBUTH
KOHTPOJIb 32 CO0O0Il:

KoHTpoJib 3a HCTIOTHEHUEM IIPHKA3a OCTABJISIO 32 COOOI.

3.19. He Bkimto4aeTcsi B TEKCT npuka3a NMyHKT "[Ipuka3 10BeCTH 10 CBEICHUS

[loxpa3znenenus U OJDKHOCTHBIE JIMIIA, O CBEICHHSI KOTOPHIX HEOOXOIUMO
JIOBECTH MPHUKa3, MIEPEUUCIISIIOTCS B yKazarele (JIMCTE, CIIUCKE) PACChUIKH, KOTOPBIN
TOTOBUTCS MWCIIOJHUTENIEM H MOXET OQOpMIISATECS Ha OOOPOTHOM CTOpOHE
MOCTICAHETO JIUCTA MPUKa3a.

3.20. B npukazax He IOITyCKAeTCs:
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M3MEHEHHE PaHEe YCTAHOBJIIEHHBIX CPOKOB BBINIOJIHEHUS 3aJaHUI B CTOPOHY UX
YBEIIMYEHNS,;

NPUMEHEHUE NPOU3BOJIBHBIX COKPAIIEHUN WM UCKAXKEHUE HAUMEHOBAHUU
CTPYKTYPHBIX MHOAPA3AECICHUN OpraHu3alui, MOJABEIOMCTBEHHBIX OpPraHU3alUK-
HUCHOJIHUTEIICH;

MPUMEHEHUE TPOU3BOJIBHBIX (HE OOUIEHPUHSTHIX) TEXHUYECKUX M JPYrUX
TEPMHUHOB, COKPAIICHHBIX CJIOB 1 HANUMEHOBAHU.

3.21. Ilpn Hanuuuu NPUIOKEHUH B TEKCTE NPHKa3a B COOTBETCTBYIOLIHUX
NYHKTaX PaCIOPSAUTEIbHON YacTU AAOTCA OTCBUIKM: ... (mpuiioxeHue N 1); ...
(mpusioxenue N 2); ... "corjgacHO MPUIIOKEHUIO", HA MPUIIOKEHUU OPOPMITSIETCS
OTMETKA O MPUJI0KECHUU:

[Ipunoxenue N 1

k npukazy ®I'bOY BO
" JlarecTaHCKUI roCy1apCTBEHHBIN
YHUBEPCUTET"

or 12.11.2017 N 215

WN3panne BmecTe C IPUKA30M IPUIIOKEHUH, HE YINOMSHYTBIX B TEKCTE
JIOKYMEHTA, HE JIOITYCKaeTCHl.

3.22. Ecnu TOKYMEHT, yTBEPAKAECHHBIN NMPUKA30M, BIIOCIEACTBUM ACHCTBYET B
BHUJIE CAMOCTOSITEJILHOTO JOKYMEHTa, Ha MEPBOM JHUCTE JOKYMEHTa B BEpPXHEM
paBOM YTy TMpocTaBiseTrcss Tpud yTBepkaeHus (Mpu HEOOXOJUMOCTH, - C
yKa3aHHEM HOMEpPa NPHUIIOKEHHUS ), HATIPUMED:

NucTpykuus YTBEPXJIEHA
[Ipukazom ®I'EOY BO
" JlarecTaHCKUI rOCydapCTBEHHBIN

YHUBEPCUTET»
or 22.01.2017N 5

3.23. Ecnu npuka3 BBOJUT B JIEUCTBHUE KaKHE-TMOO TOKYMEHTHI (MHCTPYKIIUH,
rpaduky, MpaBwUiia, MOJIOXKEHUS), TO OHU O(DOPMIISIOTCS B BHJE MPUIOXKCHHS K
puKasy.

B npaBom BepxHEM yTily TaKUX JJOKYMEHTOB, OT MSITOTO MOJIOKEHUS
Ta0yJIsITOpa MUIILYT CIOBO «IPUTIOKEHUE» C YKa3aHUEM HaMMEHOBAaHMS
pacropsAUTEILHOTO JOKYMEHTA, €T0 AaThl, HOMEpa.

Hanpumep,

Ipunoowcenue Ne 1
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K NpUKa3y pekmopa
om 22.03. 20 _2. Nel89

[TpunoxeHust JOMKHBI OBITH MOAMUCAHBI COCTABUTEIIEM U €TO
pykoBoauteneM. CTpaHUIIbI MPUKa3a U MPUIOKEHUSI HyMEPYIOTCS, KaK €IUHBIH
JIOKYMEHT.

[lognuceiBaeTcss,  Kak  MpPaBUiIO,  IEPBBIM  DK3EMIULIP  IPHUKA3a,
3aBU3UPOBAHHBIA  KYPUPYIOLIUMHU IIPOPEKTOPAMH,
PYKOBOAMUTENSIMU  COOTBETCTBYIOIIMX  CTPYKTYPHBIX  NOAPA3JACIICHUA U
IOPUINIECKUM OTAENIOM. B cocTtaB moamucu BXOAAT: 0003HAYCHHUE JTOHKHOCTU
JU1a, TOANUCHIBAIOIIETO JOKYMEHT, TMYHAs MOJIKCh U €€ paciin(ppoBKa,
Hanpumep:

Pexmop JII'Y
npogheccop nOONUCh HU.0. Pamunus

BHecenue usmMeHeHull M I[OHOJ'IHGHI/Iﬁ B IIpHKa3 IIOCJIC IIOAIIMCAHHA HC
AOITYCKACTCA 0e3 paspeuicHus NMMOANMNUCABIICTO JOKYMCHT.

[Ipuka3 co BceMu HEOOXOJUMBIMU BU3aMHU XPaHUTCS y HadaJbHHUKA OTJeJa
JIOKyMEHTO00O0pOTa, KOMUsSl MpUKa3a MepelaeTcs MOJl PAaCUCKy B CTPYKTYpHBIC
NOApAa3AEeICHUsI YHUBEPCUTETA.

KoHTpoiib 3a mpaBuiIbHOCTHIO 0(hOPMIICHHS TPOEKTOB MPUKA30B OCYIIECTBIISIET
OTtaen JOKyMEHTOOOOpPOTa YHUBEPCUTETA.

3.24. llpuka3ssl, U30aBACMbIE B YHUBEPCHUTETE, HE JOJDKHBI NPOTUBOPEUYUTH
3akoHoaarenbCTBY Poccmiickonn denepannu, YCTaBy YHHBEPCUTETA, JOKAJIbHBIM
HOPMATHUBHBIM aKTaM YHUBEPCHUTETA U PaHEe U3JaHHBIM MPUKa3aM YHUBEPCUTETA.

3.25. PacniopsizxeHue - paCiopsIANTENBHBIN JOKYMEHT, U3/1aBa€MbII PEKTOPOM
(mpopexkTopaMu) yHUBEpCUTETa (10 AEATENbHOCTH (PaKyybTeTa - JEKaHAMHM), IO
BOIpOCam MH(POPMALMOHHO-METOANYECKOT O Xapakrepa, OIepaTUBHOTO
yHIPaBJICHUS 1€ATEIbHOCTHIO YHUBEPCUTETA (COBEIIAHUsS, KOHPEPEHLIUHU U T.11.).

PacniopspkeHne He 10KHO COJIep KaTh MPEANUCAHUN, HOCSIIMX HOPMAaTUBHBIN
xapaktep. B mepBoil yacTu pacnopsiKeHHs YKas3blBalOT LENIb WIH HPUYHHY
pacmopsikeHusi, BO BTOpoHM, HauuHarouledca cinoBoMm, OBA3SBIBAIO, -
NpEeANUChIBaEMbIC ICUCTBUS.

PacniopspkeHust opopMIIAIOTCS 1O TEM K€ IMpaBUjaM, YTO M MPHUKa3bl, 32
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UCKJIFOUEHHUEM TOT'O, YTO B KOHIE IpeamOysbl CTaBUTCS JIBOETOYME, MOCIE YEro
CIIEYIOT IIyHKTBI pacnopsiauTesbHon yactu. Hanpumep:

B uensx wucnonnenus npukaza OI'BOY BO "Jlarectanckuit
rocyZlapCTBEHHBIN YHUBEpCUTET» OT 22 aBrycta 2017 r. "O06 yHuBepcuteTe
Y IIPOBEJEHNH KOHKYypca "Jlyuymmi cekperapb komnanuu - 2020":

1. PyxoBoauTesiM ynpaBiIeHUH, OTAENOB U JadopaTopuid B cpok 110 10
ceatsiopss 2019 1. mpencTtaBUTh CBOHM MPEMAJIOKEHHS O KaHAMIATypax
CeKpeTapeil M IeJ0NPOU3BOIUTENEH ISl y4acTusl B KOHKYpCE.

2. ...

PacniopspkeHust MOTYyT HE UMETh MpeaMOyJIbl.

3.26. Jlo mpencraBieHuss Ha MOJMKUCH MPOEKT IMpHKa3za (pacropspKeHUs )
COTJIaCOBBIBACTCS C 3aMHTEPECOBAHHBIMU JIMLIAMU B COOTBETCTBUU C IMMyHKTamu 4.1
- 4.11 nacroseit Mactpykuum.

3.27. Ilpuka3 TMOANMKHCHIBACT PYKOBOJUTEIh YHHUBEPCHUTETa WM JIHIIO,
HUCIOJIHAIOIIEE €T0 00A3aHHOCTH.

PaCHOpﬂ}KGHI/IG IMOAITUCBIBACTCA PYKOBOIUTCIIEM /M WHBIMHA
YIIOJIHOMOYCHHBIMH UM JIMIIAMHU.

3.28. Komuu mnpuxazoB (pacropsiKeHUH) pacChbUIAIOTCS B COOTBETCTBUM C
yKazareneM (JIMCTOM, CIUCKOM) PACChUIKH.

DneKkTpoHHAas KOMUS MPUKa3a pa3MeIlaeTcs B COOTBETCTBYIONICH 0a3e JaHHBIX
C3/] nunu Ha KOPIIOPAaTUBHOM IMOpTAJIe YHUBEpcUTeTa B ceTu "MHTEpHET".

3.29. Ilpu odopmieHnn TmpuKasa, H3IaBAEMOTO COBMECTHO C JpYroi
OpraHHu3aIUe:

OJIaHK HE UCTOJb3YEeTCS;
HaUMEHOBAHMUSI OpraHU3aIMi MeYaTaloTCs Ha OJJHOM YPOBHE;
HauMmeHoBaHue Buja gokymenta (ITPMKA3) pacnionaraercs mo neHTpy.

JlaToii COBMECTHOrO IMpHUKa3a SBJSIETCS JaTa MPOCTAaBICHUS IOCIEeIHEN
MOJAMUCH Ha TIOKyMeHTe. PerucTpaiinoHHbiii HOMEpP COBMECTHOTO MPHUKa3a COCTOUT
U3 PErHCTPAllMOHHBIX HOMEPOB, MPUCBOCHHBIX KAXKIOM M3 OpraHu3auuii u
IIPOCTABIIIEMBIX YEPE3 KOCYIO YEPTY B MOPSAKE YKa3aHUsI OpraHu3aluil - aBTOPOB
JIOKyMEHTA.

TexkcT COBMECTHOrO MpHUKa3a M3JIaraercss OT MEPBOro JIUIA MHOKECTBEHHOTO
yncna ("mpukasbiBaeM"), MOAMKUCH PYKOBOJMUTENEH OpraHU3alllii pacroiararoTcs
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Ha OAHOM YPOBHC CJICBA U CIIpaBa.

3.30. [esATenbHOCTh MO COBMECTHOM BBIPAaOOTKE pEIIEHU Ha 3aceJaHusx
COBETOB, KOMHCCHH, coOBelaHusx odopmisierca mnporokonaMu. IIporokos -
JOKYMEHT, B KOTOPOM (HUKCUPYETCS XOJ OOCYXJEHHS BOIPOCOB M IPUHATHUSA
pemieHnii Ha coOpaHMsIX, COBELIAHMSX, KOH(EpeHIMsAX U  3acelaHusixX
KOJUIETUAJIBHBIX OPraHOB.

[IpoTokon cocTaBiseTcs Ha OCHOBAaHUU JUKTOPOHHBIX (PYKOIHCHBIX)
3allMCeH, IIPOM3BEACHHBIX BO BpEMs 3acelaHMs, INPEACTABICHHBIX TE3UCOB
JOKJIa/I0B U BBICTYIUIEHUM, CIPABOK, IPOEKTOB PEIIEHUH (IOCTaHOBJIECHUH).

[IpoTokon odopmiseTcs B TEUEHHUE OJHOTO - TPEX AHEH IMOCIe MPOBEICHUS
3aceJlaHus, €CIU CPOKH €ro MOoAroTOBKU HE OTOBOPEHBI 0CO00.

3.31. PexBuszutamum DPOTOKOJA SBIIAKOTCA: HAMMEHOBAHWE YHHBEPCHUTETA,
HAaUMEHOBAaHUE BUJA JOKYMEHTA, 3aroJIOBOK K TEKCTy, JaTa U MECTO 3acelaHus,
PEruCTPallMOHHBIA HOMEP POTOKOJIA, TEKCT, IIOIINCH.

3.32. 3aroJyIoBOK K TEKCTY POTOKOJIA OTBEYAET HA BONPOC "4ero?" u coaepxKuT
yKa3aHUe IOAPa3IeIeHUs UM OpraHa, JesTeIbHOCTh KOTOPOTO IPOTOKOJIUPYETCS.
Hanpumep:

IMIPOTOKOJ 3aCCAaHnA aTTECTAllMOHHON KOMHUCCUH
IIPOTOKOJ 3aCCAaHusA Hay‘IHO—MeTOI[HIIGCKOﬁ KOMUCCHHM.

Jlatoi mpoToKoJIa ABJISETCA Jara 3acenanus. Eciau 3aceqanue mpoaoKaeTcs
HECKOJIBKO JIHEH, YKa3bIBA€TCA JaTa Hadajla 3acelaHus M 4Yepe3 TUpe - JaTa
okoHuanus: 12 - 13 mag 2018 r.

3.33. TekcT mpoTOKOJA JOMKEH COCTOSITh W3 JIByX YacTel: BBOJHOW U
OCHOBHOH. B BBOJHON 4YacTH MPOTOKOJIA YKa3bIBAIOTCS (DamMuiauu mnpesacenaresns
(mpencenarenbCTBYIONIETO); CEKpeTaps; GaMUINU YIYACTHUKOB, TPUCYTCTBYIOIINX
Ha 3acelaHuu; JIMII, IPUTJIAICHHBIX HA 3aCeJaHNe; ITOBECTKA JIHS.

Ecnu xonuuecTBO MPUCYTCTBYIONIMX HA 3aCEaHUU MPEBBIIACT 15 4yenoBek, B
BBOJHOM YacTH MPOTOKOJIA [EJIAeTCA CChUIKA Ha CIMCOK, SBJISIIOLIUACA
HEOTHEMJIEMOM YacThIO IPOTOKOIa. Hanmpumep:

[IpucyrcrBoBanu: 25 yen. (CUCOK MPUIIAraeTcs).

BBomHasg yacTe mpOTOKOJIA 3aKAHUYMBAETCS MOBECTKOM MHA, COIEpKALIEH
NepPeUYeHb pPACcCMAaTPUBAEMBIX BOIPOCOB, TEPEUUCICHHBIX B TOPSAJKE HX
00CyX/IeHHsI C YKa3aHUEM JTOKJIaAurKa MO KaKIOMY pacCMaTpUBa€MOMY BOIIPOCY.
Bomnpocs! noBectku aus hopmynupyroTes ¢ npeasiorom "o" ("o0"), meuararorcs ot
TPaHMUIIBI JICBOTO TOJISI U HyMEPYIOTCS apaOCKUMH [P PaMH.
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B ocHOBHOI1 yacTu MpOTOKOIa PUKCUPYETCS X0 3aceqaHusl.

3.34. I1onHBIM NPOTOKOJ COAEPKUT 3aIKUCh TOrO, YTO MPOUCXOIAUIIO BO BpEMS
3aceaHus, BKJII0Yask BOPOCHI K JOKIAAYUKY, OTBETHI HA HUX, BBICTYIUIEHUS B X0OJI€
0o0CyX/IeHUsI BONPOCA, pEe3yJbTaThl TOJIOCOBAHUS IO BONPOCY W MPHUHSITHIE
pemieHus. Pexomennyemsblii  oOpasery oQOpMIIEHHMS  IOJIHOTO  MPOTOKOJA
(npunoxenue N 4).

Kpatkue mpoTokosbl BeAyTCS NPH PACCMOTPEHUHM BOIPOCOB OMNEPATUBHOIO
xapaktepa. Pexomenayemblii o0pazen; odopmileHHs KpaTKOro mpoTokosa. B
KpPaTKOM IPOTOKOJE (UKCUPYETCs TeMa 00Cyx AeHUs, haMUuiIusl JOKJIAI4uKa T10
BOIIPOCY U MPUHATHIE PEIICHUS.

3.35. OcHOBHasg 4YacThb IIOJHOTO TIPOTOKOJIa COCTOUT U3 Pa3JelioB,
MOCBSIICHHBIX BOIMPOCAM TMOBECTKH JIHS. XOJ PacCMOTPEHMs] Ka)Joro BOMpoca
3anuceiBaeTcd B nnocieqoBarearHocti: CJIVIHAJIN - BBICTYIIUJIN - PEHIWIIN.

[TocTaHoByeHHEe (pelieHre) B TEKCT MPOTOKOJIA BHOCUTCS IMOJTHOCTBIO B TOM
dbopmMyIMpoBKe, KoTopas ObUla TPHUHATA Ha 3aceJaHUU; NMPH HEOOXOIUMOCTH
MIPUBOJIATCA UTOTH TOJIOCOBaHUA: "3a - ..., IPOTHB - ..., BO3JAEPKaAIOCh - ...".

3.36. [TpoToxomn 3acelaHus MOAIIHCBHIBAETCS npejceaaTeaeM

(mpencenaTenbCTBYIONIMM) U CEKPETAPEM 3aceIaHusl, €Clid MHOE HE YCTAHOBIICHO
JIHA.

3.37. Ilpn HEOOXOAUMOCTH KOIUU TTPOTOKOJIOB MJIM BBIITUCKH U3 MPOTOKOJIOB
(mpuioxenue N 5) pacchUIatOTCA 3aMHTEPECOBAHHBIM JIMILIAM B 3JIEKTPOHHOM BHUJIE
B COOTBETCTBHUU C YKA3aTEJIEM PACCHUIKU.

B BbIMCKE W3 TPOTOKOJIA JOJKHBI BOCIHPOU3BOJUTHCS BCE PEKBU3HUTHI
3aroJJOBOYHOM 4YacTH MPOTOKOJA, BBOJHAS 4YacTh, BONPOC MOBECTKH IHSA, IO
KOTOPOMY TOTOBUTCSI BBIIMHCKA, U TEKCT, OTPAKAIOIINK OOCYXICHHE BOMpOCca U
MPUHATOE PEIICHUE.

3.39. CayxeOHOE IUCHMO.

JlenoBoe (cioykeOHOE) THUCBMO TOTOBUTCS Ha Osanke mnucbma. Ilpu
COCTaBJICHMHM THCEM OQGOPMIIIIOTCS PEKBH3UTHI: aJpecaT, 3aroJIOBOK K TEKCTY,
TEKCT, TOJIMKUCH, OTMETKAa 00 UCITOJIHUTENIE, B HEOOXOIUMBIX CIydasx - OTMETKA O
NpWIOKCHUH. PekoMmeHayeMblii  oOpaszery ogopMIICHHS JCIIOBOTO  IHChMa
(mpunioxenue N 10).

3.40. Ecnu muceMo SBIsIETCS OTBETOM Ha MOCTYNMUBIIUHN 3apOC WK MPOCHO
2
3aMoJHSAETCS PEKBU3UT 'CChUIKA Ha PETUCTPAIlMOHHBIA HOMEp U Jary
MOCTYNUBILIETO TUChMA".

HaumenoBanne Buma pokymeHta ("mMUChbMO") M Pa3sHOBUIHOCTH IHChMa
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(manpumep, "mpocb0a", "unpopmanmonHoe", "compoBoauTtenbHoe", "3ampoc",
"HanmoMuHaHUeE") B JEOBBIX (CTY>KEOHBIX) MUChbMAaX HE YKA3bIBAOTCHI.

Ecnu nmucbMo HampaBisieTcsl aapecaTy Mo 3JISKTPOHHOM MOYTe WU MO (akcy
0€3 TOCBLIKH 10 TOUYTE, BMECTO MOYTOBOTO a/ipeca yKa3bIBACTCS aIpeC AIEKTPOHHON
MOYTHI UK HOMEP TenedoHa-dakca.

3.41. JlenoBoe (ciykeOHOE) MHUCHBMO JIOJDKHO OBITh MOCBSIIEHO OJHOMY
Bonpocy. Ecnm HeoOXoamMmo oOpaTHThCS B OpPraHU3AIMIO OJHOBPEMEHHO I10
HECKOJIBKHM BOIIPOCaM, PEKOMEH/TyETCS COCTAaBUTh OTACIIBHOE ITUCHMO 110 KaXKI0MY
U3 HUX.

IIncbMO MOXKET KacaThCsl HECKOIBKUX BOIIPOCOB, €CJIM OHHU B3aMMMOCBA3aHbI.

3.42. B olHOM NUCHbME HE JIOJKHO OBITh 00JIee YeThIpeX aApecaToB, IPU 3TOM
OCHOBHOM aJpecaT YyKa3blBACTCS IIEPBBIM, OCTAJIBHBIM aJpecaraM IHMCBMO
HaIIPaBJISICTCS AJI CBEICHHUS.

[Ipy HEOOXOAMMOCTH HAMPABUTh MUCHMO OOJBIIIEMY KOJUYECTBY aJIpecaToB,
TOTOBUTCS CIIMCOK PACCBHUIKH, U MUChMa PACCHUIAIOTCS 1O CIIUCKY.

3.43. Ilpm cocTaBiI€HUU [EJIOBBIX IHCEM HCIOJIb3YETCS BCTYIHUTEIBHOE
oOpallleHue U 3aKII0YUTENbHAs TUKETHAs (pa3a B COOTBETCTBUU C IIyHKTOM 2.43
Hacrosimen MuacTpykiuu.

3.44. TexcT MUChbMa U3J1aracTC:;

or l-ro numa mHoxkecTBeHHoro uucna ("mpocum ...", "mpenmaraem ...",

"HarmmoMuHaeM ...");

OT 3-ro JuIa €IUHCTBEHHOTO uncia ("mpeanpusiTue CYuTaeT BO3MOXKHBIM ...",
"MHCTUTYT HE pacrojaracT BO3MOXKHOCTHIO ...");

oT 1-ro juna eguHcTBeHHOTO ymcia ("mpomry ...
MUCHEMO OOpPMIISIETCSl Ha JOJIKHOCTHOM OJIaHKE.

, '"mpemaraw ..."), eciu

3.45. Ecnu mpoekT AenoBoro (Ciay>ke0HOro) muchMa HalpaBisieTcsl ajpecaTy
IO [TOYTE, MPOEKT TOTOBUTCS B ABYX 3K3EMIUIApax: OJUH IK3EMIUIIP opopmisieTcs
Ha OJlaHKe, BTOPOM SK3eMIUISp, NpeAHAa3HAYCHHBIM IS BU3MPOBaHUS) - Ha
CTaHJApPTHBIX JHCTaX OyMard.

JenoBoe (cimyxe0HOe) MUChbMO A0 MPEACTaBICHUs Ha TOJAMUCH JOJIKHO OBITH
COrjacoBaHO  (3aBU3MPOBAaHO) CO BCEMHM 3aMHTEPECOBAHHBIMHU  JIMIIAMHU.
CormnacoBaHue (BU3HPOBAHUE) JEJIOBBIX MUCEM IPOBOJUTCS B COOTBETCTBHH C
nyHktamu 4.1 - 4.11 Hacrosmen MHCTpyKIUU.

3.46. JlenoBoe (cmyxeOHOE) MHCHMO TMOAMKUCHIBACTCS PYKOBOAUTEIEM
YHUBEPCHUTETA WJIM MHBIM YIHOJHOMOYEHHbIM UM JinnoM. [loanucaHHoe aernoBoe
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(ciy>xe0HO€) MUCHMO MOJUIEKUT PETUCTPALIMU U OTIIPABKE.

He nomyckaercs oTmpaBisTh ajgpecaraM IUCbMa, HE HMMEIOUIME JaThl H
PETUCTPALIMOHHOTO HOMEpA.

3.47. Tlocne moanucaHusl MUCbMa M €r0 PErMCTPALUU AK3EMIUISIP MUChMA C
BU3aMHU 3aMHTEPECOBAHHBIX JIMIL IOMEILAETCS B JIETIO.

3.48. AKTBI COCTaBJISIIOTCSI HAa OCHOBE YTBEPKICHHBIX OpraHamMu BIIACTH
yHUDUIIUPOBAaHHBIX (OPM WM B CBOOOIHOW (opMe B IEIAX IMOATBEPIKICHUS
(GhaKkTOB, CBSI3aHHBIX C JICATEIBLHOCTHIO YHUBEpCcHUTETa. PekomeHayemblii 0Opasell
opopmienus akra (npuioxenue N 8).

3.49. HpI/I COCTABJICHHUU AKTOB HMCIIOJIB3YIOTCA PCKBU3UTBI. HAMMCHOBAHHC
YHUBCPCUTCTA, HanMMCHOBAHHC BHUaa HOKYMCHTA, Jara JOKYMCHTA,
peFI/ICTpaI_[I/IOHHHﬁ HOMCP JOKYMCHTA, MCCTO COCTAaBJICHUA MWK M3JaHUA
AJOKYMCHTA,; 3aI'0JIOBOK K TCKCTY, IIOAIIHCH.

3.50. Jlatoil akTa SIBIAETCS JaTa COCTABJICHMS aKTa M IOJMHCAHUS €ro
COCTaBHUTEIISAMMU.

Eciu ¢dopmoii akta mOpemrycCMOTPEHO €ro YTBEPXKIECHHUE PYKOBOIUTEIEM
YHUBEPCUTETA WJIM WHBIM YIOJHOMOYEHHBIM JOJIKHOCTHBIM JIMIIOM, JTaTOM aKTa
SIBJISIETCS J1aTa €ro YTBEP KIACHUSI.

3.51. B BBO/IHO# YacTH aKkTa B UMEHHUTEIBHOM TaJIeKE YKA3bIBAKOTCS:

OCHOBAaHHE  COCTAaBJICHHMS  aKkTa  (JIOKAJIbHBIM  HOPMATUBHBIM  aKT;
pactopsIUTENBHBIN TOKYMEHT YHUBEpCUTETa (TIPUKA3, pacopsiKeHue); GakT WiH
coObITHE, MOCTY>KUBIIIEE OCHOBAHUEM JJISI COCTABIICHUS aKTa);

cocTaBuTeNU akTa (mepeuncistorcs nocie cioa "CocraBieH" ¢ ykazaHHEM
JIOJDKHOCTEW, HAMMEHOBAHUM OpraHu3alldil, €CJIM COCTaBUTEJIMU  SIBIISIIOTCA
NpeACTABUTEIISIMU APYroil yHUBEpCUTETA, (DAMUINN U UHULIUAJIOB).

Ecnu akT cocraBieH koMuCcCHEl, IEPBOM yKa3bIBaeTcs (haMUIus mpeceaTess
KOMKCCHH, 3aT€M WICHOB KOMUCCHUH B aI()aBUTHOM MOPSJIKE.

3.52. B TekcTe akTa u3j1araroTcs LeJIM U 33/1a4i COCTABJICHUS aKTa, CYIIIHOCTb,
XapakTep, METObI U CPOKH MPOJICTaHHON paboThl, €€ PE3yIbTaThI.

HpI/I HGO6XOI[I/IMOCTI/I dKT MOJKCT COACPKATh BBIBOJAbI U PCKOMCHOAIIHNH.

B 3akiarouuTeabHOM YacTU akTa YKa3bIBAOTCA KOJIHUYCCTBO ITOATOTOBJICHHBIX
OK3CMILIAPOB aKTa 1 MCCTOHAXOKACHUC KAXKI0I'0 9K3CMILIAPA. HaHpI/IMepI

Cocmasnen 6 3-x xkzemnaapax:

1-11 sx3emnusAp - Oyxearmepus,
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2-1i 3K3emnaap - axyibmem,
3-11 IK3eMNIAP _ IOpUOUdecKull omoei.

KonuuectBo OK3CMIIISIPOB  aKTa OIpCACIIACTCA KOJIMYCCTBOM  CTOPOH,
3aMHTCPCCOBAHHLIX B €TI0 COCTAaBJICHHM, HWIIM HOPMAaTHBHBLIMU TpC6OBaHI/I$IMI/I,
PETIIaMCHTUPYIOIIMMHA COCTABJICHUC dKTOB KOHKpGTHOﬁ Pa3HOBHAHOCTH.

3.53. DK3eMIUIApHI aKTa MOAMUCHIBAIOTCS BCEMH YJIEHAMH KOMUCCUU (€CIIH aKT
COCTABJISIICS KOMHUCCHEH) WJIM COCTAaBUTENSIMU M, TMpU HEOOXOJUMOCTH,
MPUCYTCTBOBABIINMHU JIULIAMH.

HpI/I MMoANMCaHUMU aKTa MmpeAccaAarcjiceM 1 4JICHAMHWN KOMHUCCHUHU HAMMCHOBAHUSA
nx I[OJ'DKHOCTCIZ HC YKAa3bIBArOTCA.

Ocoboe MHEHHE COCTaBUTEIS aKTa H3Jlaraercs Ha OTACJIBHOM JIMCTC,
IMOAIMHUCBIBACTCA U MIPUIIATraCTCA K aKTY.

3.54. Ecimu 3axonomarenscTBOM Poccuiickorn denepannu mpeaycMOTPEHO
03HAaKOMJIEHUE C COJIEpP’)KaHHUEM aKTa JIUI, YIOMSIHYTBHIX B aKkTe, IOJ MOANKCH, Ha
NOCIIEAHEW CTpaHMIE aKTa MPOCTaBISIETCd O3HakoMuTenbHass Buza "C akToM
03HaKOMJIEH(bI)", TP ATOM YKa3bIBaIOTCSI HAMMEHOBAHUS JOJKHOCTEH, JIMYHBIE
HOJUCH, paciin@poBKU MOJNUCEH, AaTbl oO3HakKoMJeHHs. Jluma, KoTopsie
3HAKOMSATCS C COJIEP)KAHUEM aKTa, UMEIOT IIPaBO HE COIJIACUTHCS C COACPKAHUEM
aKTa B I€JIOM WIM €ro OTJEIbHBIMU MOJIO)KEHUSIMH, YTO JOJDKHO OBITh
3a(pUKCUPOBAHO MPH O3HAKOMIICHUH C aKTOM.

Hekoropsle akTbl MOAJEkKaT YTBEPKIACHUIO H3JAHUEM PACIOPSAUTEIBHOIO
JOKYMEHTA WIN PYKOBOJIUTEIEM, K KOMIETEHIIMU KOTOPOI0 OTHOCUTCS COAEPKaHNE
aKTa.

AKT MOET UMETh I'pU( COrIACOBAHHUS.

AKTBl 0odopMISIIOTCS Ha OOmeM OnaHKe, BHYTPEHHHE aKThl MOTYT
ObITh OPOPMJIEHBI HE Ha OJIAHKE.

3.55. lokaannas (ciay:ke0Hasi), 00bSICHUTEIbHAS 3alIUCKA - HCIOJIb3YyeTCs
JUIsL  OMEpPAaTUBHOIO  HMH(POPMALMOHHOTO OOMEHa MEXAY CTPYKTYpHBIMU
NOJIpa3/IeJICHUsIMU M PYKOBOJCTBOM. PekoMeHzyemble o0pa3ubl o(popMIIeHUs
JOKJIQTHOM 3alMCKU W CIY>KEOHOW 3amuCKH, TOJTOTOBJICHHOM Ha OCHOBE
AJIEKTPOHHOTO 11adsioHa (npuioxkerus N 9, 10).

3.56. OOs3aTenbHBIMU PEKBU3UTAMHU JIOKJIAJHOU (CIIy>KeOHOM) 3amucKu
SBJIAIOTCSI: HAMMEHOBAHUE CTPYKTYPHOTO MOApa3/elieHnus, HauMEHOBaHUE BHJIA
JOKyMEHTa (JOKJIa/IHasl 3aMKcKa, clIy>keOHasl 3alucKa), /1aTa, 3arojoBOK K TEKCTY,
ajipecart, TEeKCT, TOJIIHUCh.

3.57. Ilpu appecoBaHUU AOKIAIHBIX (CIIyKEOHBIX) 3aIUCOK YKa3bIBAIOTCS B
JATEIBbHOM MaJIexke JOJIKHOCTD JIMIA, KOTOPOMY aJpeCcOBaH TOKYMEHT, haMuius u
vHuIManel. Hanpumep:
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[IpopekTopy 1o yueOHol paboTe
®dI'BOY BO "[larecraHckuii
rOCyJ1IapCTBEHHBIN YHHUBEPCUTET» "
Oammus N.0.

nin:

PykoBoauremto Jlenapramenra
UH(POPMAITMOHHBIX TEXHOJIOTHMA
®amunusa 1.0.

3.58. Jokmanuele  (CiykeOHbIE)  3allUCKA  MOTYT  COCTaBJIATHCH,
paccMaTpUBaThCS M XPAaHUTHCS B TCUCHHUE YCTAHOBJICHHOTO CPOKA UCKIIIOUUTEIHHO
B 2JIEKTpOHHOM BuJe B CO/I.

[Ipu opranuszanuu pabOTHI C MOKJIAAHBIMH (CITy>KEOHBIMU) 3allMCKaMH B
DIIGKTPOHHOM BHJIE HCIIOJB3YIOTCS JJIEKTPOHHBIE MIA0JIOHBI JOKIAAHOW U
CITy>KeOHOM 3aITUCOK.

3.59. TekcT goknaaHoOM (CiTy>KeOHOM) 3aITMCKH, B 3aBUCUMOCTH OT CJIOKHOCTH
COZEpkKaHHS U MPUBOAUMOU ApPryMEHTAllMH, COCTOMT U3 OJHOM, IBYX WIIM TpPEX
YacTeu:

B HCpBOﬁ qaCTHU U3JIararoTCsa IIpUYHNHEL, (baKTI)I NN CO6I)ITI/ISI, IMMOCIIYKUBIINC
IMOBOAOM AJIA COCTABJICHUA NOKYMCHTA,

BO BTOPOW 4YacTH JACTCs AHAJINU3 CIIOKUBIICHCS CUTyalUH, BO3MOXHBIC
BAPUAHTHI €€ PELICHUS,

B TpCTBCﬁ HJaCTHU U3JararoTCs BbBIBOJIBI.

3.60. Perucrtpamusi JOKJIAIHBIX U CIY>KEOHBIX 3alHCOK OCYHIECTBIISIETCS B
CO, npu orcyrctBun COJl - B CTPYKTYpHOM MOJIpa3feieHuH, MOATOTOBUBIIEM
JIOKYMEHT.

3.61. [lenoBbie muchMa, HampaBisieMble 3apyOeKHBIM KOPPECIOHACHTaM (B
TOM 4YHCIie ajapecaraM TrocylapcTtB - OwBImIMX pecmyOnuk B coctaBe CCCP),
opopMIIsItOTCST Ha OJIaHKE THMChbMa YHUBEPCUTETA C PEKBU3UTAMU HA PYCCKOM U
OJIHOM U3 UHOCTPAHHBIX SI3bIKOB.

3.62. IluceMo, HampaBisieMoe 3apyOeKHOMY ajapecaTy, COCTaBJISIETCS Ha
PYCCKOM SI3bIKE, MPOXOJIUT COIIACOBAHUE CO BCEMH 3aUHTEPECOBAHHBIMU JULIAMHU
YHUBEPCUTETA, MOCIIE YEr0 MUChMO MEPEBOJAUTCS HA OJIMH U3 UHOCTPAHHBIX SI3bIKOB
(sI3BIK aApecaTa WIM aHVIMACKUN $3bIK) W odopmisieTcss Ha OlaHKe MHChMAa,
peaHa3HAYeHHOM JJIsI IEPENUCKH C 3apyOeKHBIMU KOPPECTIOHICHTAMU.

HOI[J'II/IHHI/IK ImuchpMa, O(l)OpMHCHHBIﬁ Ha OJHOM M3 HHOCTPAHHBLIX A3BIKOB,
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JOJIDKCH OBITh NICHTUYCH I10 COACPIKAHUTIO OK3CMILISIPY Ha PYCCKOM A3BIKC C BU3AMU
3aNMHTCPCCOBAHHLIX JIMII.

3.63. Ha noamnuch pPYKOBOJIMUTENIO MPEACTABISIIOTCS: SK3EMIUISIP MNUCHhMa
3apy0eKHOMY KOPPECIIOHICHTY, O(pOpMIICHHBIN Ha OJIaHKE, KOTHS TAaHHOTO MUChMa
Ha CTaHJAPTHOM JIMCT€ OymMaru ¢ BH30M HMCHOJHUTENS, K3EMIUIIp MUChMa Ha
PYCCKOM SI3bIKE C BU3aMU 3aMHTEPECOBAHHBIX JIUII.

3.64. llocne moamucaHus NHUCbMAa  PYKOBOJWTENIEM  WIM  MHBIM
YHOJIHOMOYEHHBIM UM JIUIOM:

AK3EMILISAP MHUChbMa, OPOPMIICHHBIN Ha OJIaHKE, MOAMUCAHHBIA PYKOBOIUTEIEM
U 3apeructpupoBaHHbiil B Cityk0e 1e0npor3BOICTBA, HAIIPABIISETCS ajpecary;

KONHUS IMHMChbMa C BU30M MCIIOJIHUTEIIS U 9K3CMILISAAP IMTKMCbMa, COCTaBJICHHBINA Ha
PYCCKOM A3BIKC, C BU3dAMHU 3aMHTCPCCOBAHHBIX JINI ITIOMCIIAOTCA B ACJIO.

3.65. Ilucbma, HampaBisieMble 3apyOeKHBIM ajpecaTaMm, JOJDKHBI HMETh
PEKBU3UTHI: aipecar, AaTa, perucTpallMOHHBIN HOMEp, TEKCT, MOIHUCH.

[Ipu HeoOxomuMoCTH MOTYT OG(OPMISATBCS PEKBU3UTHI "CChUIKA Ha
PETUCTPAIIMOHHBIM HOMEP U JaTy MOCTYNHUBIIETO MMCchbMa' U "3arojloBOK K TEKCTY".
Ha xonuu nucekMa, moMemaeMoi B 1€710, AOMOJTHUTENIBHO MPOCTABIISIETCS OTMETKA
00 UCIIOHUTEIIE.

3.66. PexBus3ut "aapecat" odopmiisieTcsl cripaBa IMOJ PEKBH3UTaMH OJIaHKA.
AJnpecaToM MUCbMa MOXET ObITh OpraHU3alMsl W1 KOHKPETHOE JIMIIO.

Ecaun mcemo aIp€COBAHO YHUBCPCHUTCTA, CHA4YAJId AACTCA €C HAUMCHOBAHUC,
3aT€M - IOYTOBBIN aJIpe€C B IIOCIICOAOBATCIIbBHOCTU: HOMCp J0Mad WJIHN 3IOaHH:A,
Ha3BAHHUC YJIMIbI; HA3BAHUC I'Opoaa, CTpaHa.

Kamzxmﬁ QJICMCHT aJIpcCa IMUIICTCS Ha OT,Z[GJ'IBHOﬁ CTPOKEC. Hazpanue ropozaa,
KakK ITpaBHJIO, IICYATACTCA IIPOIIMCHBIMU 6YKBaMI/I. HaHpI/IMCp:

Brook & Son Toymakers
61 - 71 Steel Street
BRIDGETOWN

BR61 7RE

U.S.A.

CrnoBa Avenue, Street, Place u uHbI€ B ajipece MUIIYTCS ¢ TPOMUCHON OYKBBI.

[Ipu odopMieHnrn MOYTOBOrO ajapeca 3apyOeKHBIM KOPPECHOHJIEHTaM
MyHKTYalus HE TPUMEHSIETCSI.

HpI/I aIpCCOBAaHUU ITHNCCM HCO6XOI[I/IMO YUYUTBIBATh TpadulIMH, XapPaKTCPHBIC
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JUIsl OTIEIBHBIX CTpaH (Hampumep, B BenukoOpuranuu mocie ykazaHus ropoja
MOXeET ObITh YKa3aHo rpagcrso, B CIIIA - Ha3BaHue mraTa).

Eciu B Ha3Banuu ¢upMmbl NpucytcTByeT ¢damuiusa auna (Hampumep, W.
Edward & Co., Ltd), nepex Ha3BaHueM (UpPMbI NPUHATO CTaBUTH CIOBO Messrs
(cokpamienue oT Messieurs - Tocroja).

Eciu nmceMo azpecyeTcss KOHKPETHOMY JIMILy, TI€peJl Ha3BaHHUEM
YHUBEPCUTETA YKA3BbIBAIOT (PaMUJIUIO U JIOJKHOCTh pa0OTHHUKA WIIU €0 JI0KHOCTb.

Hanpumep:

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

U.S.A.

3.67. B mucbmax 3apyOeXHbIM ajapecaTaM jaata OGOpMIISIETCS CIOBECHO-
U (POBBIM CIIOCOOOM B MOCIEI0BATEILHOCTH: ICHb MECSIIA, MECSII, TOJ.

Hanpumep: 24 auBaps 2017 r.

[Ipu cocraBiieHNHU THChbMa Ha aHTIMHUCKOM SI3BIKE JTOMyCKaeTcs: oopMiIeHHE
JIaThl B MOCIIEI0BATEIILHOCTU: TOJI, MeCsIl, AeHb Mecsia. Hanmpumep: 2017, January
24.

3.68. B mumcbmax 3apyOexHBIM ajJpecaraM HCHOJb3YIOTCS BCTYINUTEIbHBIC
oOparieHus o JOJPKHOCTH WK 1o ¢haMuiinu aapecara. Hanpumep:

YBaxaemblili rociognH TOProBbIil COBETHUK!
VBaxaeMbIil TOCIOAUH AHTEIIOB!

3aKkaHYMBaeTCAd MUCHMO 3aKIIOYUTENBHOU ITUKETHON (Ppa3oii "C yBakeHHUEM,

3.69. O0bsicHUTEeIbHAS 3alMCKA - JJOKYMEHT, MOSCHSAIOUIUN COJIepKaHue
OT/ICJIBHBIX JIOKYMEHTOB WJIM OOBSICHSAIONIUN MPUYMHBI CBEPIIUBIIMXCS (DAKTOB,
HEBBITTOJTHEHUS KAKUX-JINOO TTOPYUYESHUH U JIp.

OObsicCHUTENIbHAS 3aITUCKA, TOSICHSIONIAs COJIEPKaHUE OKYMEHTA, SBIISICTCS
MPUIOKEHUEM K JOKYMEHTY, oopmisieTcss Ha o0I1ieM OJIaHKe U TOJIUCHIBACTCS
PYKOBOJIWTENIEM  OpTraHW3allid. BHyTpeHHHE  OOBSCHUTETBHBIC  3alUCKU
0(pOPMIISIOTCSI, KAaK ¥ BHYTPCHHHE JTOKJIATHBIC 3aITUCKH.
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PexBU3UTHI JOKIAAHON U OOBSICHUTEILHON 3aIIHUCOK:

-HAaUMEHOBaHUE OpraHu3alvu (HAMMEHOBaHUE areHTCTBA, CTPYKTYPHOTO
NOJIpa3ieJICHus1) - aBTOpa JI0KYMEHTA;

-HaUMCHOBAaHUE BHUJA JOKYMEHTa (JIOKJaJHas 3amucKka, OOBSICHUTEIbHAS
3aIucKa);

- 1aTa, HOMEep, MECTO M3JIaHHS;
- aJpecar;

- 3aT0JIOBOK, TEKCT;

- IPUJIOKEHUE (ECIIH €CTh);

- TIO/IIUCH;

- OTMETKa 00 UCIIOTHEHUH JTOKYMEHTA U HAIIPaBJICHUH €TO B JCIIO.

3.70. 3ak/r04eHre — JOKYMEHT, OTPaKarolUi UTOT MPOBEICHHON IPOBEPKH,
COJZIep’Kalliii BBIBOABI MO BOIPOCAaM, MOCTABIECHHBIM B 3asBICHHUH, IOKIIATHOU
3amuckKe, oOpallleHuH, *)ajaobe, akTe MPOBEpKH (MpuioxkeHue 7). 3akirodeHue
JOJIKHO COJIEpkaTh KaKk aBTOPCKOE MHEHHUE, TaK U BHIBOJIbI, OCHOBAHHBIE HA 3aKOHE,
BEJIOMCTBEHHBIX M JIOKQJIbHBIX HOPMATHBHBIX akTax. Ha ocHOBaHWM 3aKkiIioueHUs
JUTS pealii3aliii BbIBOJIOB, C/ICJIAHHBIX B HEM MOKET OBbITh MOATOTOBJICH MPUKA3 HIIU
pacrnopspkeHue. 3aKiIoueHre MPHOOIIaeTcss K MaTepually MPOBEPKU M XPaHUTCS
BMecTe co BceMu Matepuaiamu. [Ipu usganum mnpukasza (pacrnopssKeHus) Io
pe3ysibTaTaM 3aKJIIOUeHUs K MaTepuajy IMPOBEPKU MPHOOIIAETCS TaKkKe KOIMHS
U3JJaHHOTO MIPHUKa3a, PacIoOpsKEHUSI.

[Ipr BO3MOXXHOCTH pa3pemieHHss BOIPOCOB, IOCTABICHHBIX B 3asBICHHU
(oOpamiennn) ©6€3 TMPOBEACHUS JAOIMOJHUTENBHONH TMPOBEPKH, OTCYTCTBUU
HEOOXOIMMOCTH TIPUHSTHS MEp IMPHUKA3HOTO U PACHOPSAUTEIBHOTO XapakTepa,
KOTJIa JIMIO, OOpaTHBILEECS C 3asABJICHUEM, TAK)KC HE HACTAUBACT B MPOBEICHHU
JOTIOJTHUTEILHOM MPOBEPKHU, MOXKET OBITh COCTABJICHA CIIPABKA.

3.71. CrpyKTypHbIE TOJPA3ACICHUS YHUBEPCUTETA  CAMOCTOSITEIIBHO
3aHUMAIOTCS OTIIPaBKOM TeserpaMm (rpuioxkenue 11).

TekcT TenmerpaMMmbl H3jaraeTcsi Kparko, SICHO, IO BO3MOXKHOCTH 03
MPEJIOr0B, COI30B M MECTOMMEHMM, 3HaKW mpenuHaHus oOo3nauvarotcs: 3IIT,
TUK, IBTY, KBY, TUPE u ynorpebastoTcss TOIBKO B TEX Ciydasx, KOTJa HX
OTCYTCTBHE MOXKET HW3MEHHUTh CMBbICT cooOmeHus. lludpoBeie manHbBIE B
TeJIErpaMMax PEKOMEHIyETCs MUCATh CIIOBAMM.
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Texcr mnewataeTcs Ha OJHOM CTOpOHE JIMCTa Yepe3 JBa MHTEpBaja
NpONMUCHBIMU OykBaMH, O€3 TMEepeHOoCcOoB, a03alleB M UCIPaBICHUN B JBYX
HK3EMIUISIPAX, MEPBBIN NEpelaeTCs B TEIETAUNHYI0, APYTOid, C OTMETKON O BpEMEHHU
ee npuema, TMOJUIMBAETCA B  JEJIO COOTBETCTBYIOIIETO  CTPYKTYPHOTO
NO/Ipa3/ieNICHUsI.

B Ttenerpamme moa 4epToil ykaspiBaeTcs OOpaTHBIM aapec, COKpaIIeHHOE
HAaVMEHOBAHUE YHUBEPCUTETA, JOJLDKHOCTD JIMLA, TOAIKUCABIIETO TEIErPaMMYy, €ro
dbaMuus, THUIMANBL U JaTa.

WcnpaBieHusi, BHECEHHbIE IPU IMOJINUCAHUU TEJIErPAMMBI, JOJDKHBI OBITH
OTOBOPEHBI IO 4YE€pTOM HAANMCBIO "HCHPABICHHOMY BEpPUTH' U 3aBEPEHBI
COCTABUTEIIEM.

[IpaBUTENHCTBEHHBIE TEJIETPAMMBbl TMOINUCHIBAIOTCA TOJBKO PEKTOPOM WIIU
POPEKTOPOM.

[lepen aapecom YKa3bIBAIOTCS KaTeropuu TeJerpaMMbl:
"IIpaBurenscrBennas"”, "Moanus", "Cpounaa" u np.

B Tenerpamme 00s13aTenbHO yKa3bIBA€TCSl TMOJIHBIA IOYTOBBIA aJpec u
dbamMuus mosryqaresns.

[Ipu odopmiiennu TenerpaMmsbl depe3 Tenerpad MOYTOBOTO OTAEIEHUS HX
oopMIIeHHE TTPOU3BOIUTCS OTACIBHO MO KaXIOMY TOYTOBOMY aJIpECy.

Tenerpamma nomkHa OBITH 3aBU3MPOBAHA TJIABHBIM OyXTajaTepoM HIIHA €To
3aMECTUTENIEM, KPOME TeJIETPaMM, TOANUCAHHBIX PEKTOPOM.

[lepenaua MecTHBIX TejerpaMM (B Mpejeax ropoja) 3amnpeliaercs, CpodHas
uHpopMaIus B MECTHBIE aJipeca rnepeaaeTcs Tene(oHorpaMMaMH.

3.72. Teaeponorpamma.

Tekct TenedoHOrpaMMbl EpeIACTCS YCTHO MO KaHaiaMm Teae(OHHON CBSI3U U
3amuchIBaeTCs (MedyaraeTcsl) MoJiydaTeldeM W OTHpaBUTENIEM B JKypHajie yuéra
UCXOJISIIINX U BXOJSAIMUX TenehoHorpaMm (mpuiioxenue 11).

Opunnyeckas cuina mnoctrynusiied TtenedoHorpammel (mpuiioxkenue 11)
OTIPEIEISIETCS CIEIYIOIUMU PEKBU3UTAMMU:

- UCXOJISIIIIUM PETHCTPALIMOHHBIM HOMEPOM OTIIPaBIIsieMOil Tese(oHOTpaMMBI;

- IOJDKHOCTBIO, (haMHIIMCH, HWMEHEM, OTYECTBOM M IOJAMHUCHIO JIHUIIA,
OTIPABUBIIIETO TeIehOHOTPAMMY;

JOJDKHOCTBIO, (hamMuiiield, HMEHEM, OTYECTBOM M TNOJINUCHIO JIMIIA,
NPUHSABILETO TesieoHOrpamMmy, B )KypHAJIEe peruCTpalluu
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- BXOJSIIIUM PETUCTPALMOHHBIM HOMEPOM MOJYyYEHHOH TeNe(POHOIrPAMMBI.
TenepoHorpaMmbl PEeKOMEHAYETCS HCIONb30BaTh JJIsI ONEPATUBHOTO PpPELIEHUs
BOIPOCOB, TEKCTbI JOJKHBI ObITh HE CIIOKHBIMH, HE JOJKHBI COAEPKATh TPYAHO
IIPOU3HOCHMBIX CJIOB, COCTABJISIOTCSA B OJHOM DJK3EMIULIPE, MOANMCHIBAKOTCS
PYKOBOJMTENIEM OpraHU3allid WIM OTBETCTBEHHBIM HcCHOJHUTENeM. JlaToi
TesneoHOorpaMMBbl SIBJISIETCS J1aTa ee Mepeiayu.

3.73. dakec.

dakcuMuIibHASA CBSI3b OOECIeUMBAET nepenady WHpopManuu ¢ OyMaKHOTO
HOCHTEII W MpreM dToi mHbopmaruu B Buae komuu ((pakcummiie), Ha3bIBaEMYIO
dakcom unu Tenedakcom.

[Tepenada KoppecoHACHITNY 110 (PaKCUMUITLHOM CBSI3U B IPYTHE OPraHU3aIAN
OCYIIECTBIISIETCSl C pa3pelIeHUs PEKTOpa WM MPOPEKTOPOB YHUBEPCUTETA, Yepe3
y3eJl KoMmnbroTepHoi cBsizu (nanee YKC).

TpeGoBaHusi K COCTaBICHUIO U O(POPMIICHUIO COOOIIEHUMN, TIEpeaaBaeMbIX C
NOMOIIbI0  (DAKCHUMIJIBHOW  CBSI3M, OMPEIEISIFOTCS  BUJIOM  OTIIPABIISIEMOTO
JOKYMEHTA (JIOTOBOp, MUCHMO, IIPOTOKOJ U T.JI.)

OpurvHansl JTOKYMEHTOB, TE€pelaHHbIX 1O (aKkCy, BO3BpAILIAIOTCS B
CTPYKTYpHOE MoJipa3ziesieHre ¢ nomeTkor bax (ara u Bpems) U NOAIIMBAIOTCS B
neno. Pa6oranuk YKC, oTBeTCTBEHHBIN 32 (DaKCUMIIBHYIO CBSI3b, PETUCTPUPYET B
JKypHaJe 1aTy U Bpems nepenaun hakcuMuie.

3.74. DNeKTPOHHBIMU COO0IIEHUSIMH Ha3bIBAIOTCS JOKYMEHTHI,
nepe1aBaeMble 10 KaHajaM AJIEKTPOHHOM MOYTHI.

B coorBerctBun ¢ ®enepanbHbiM 3akoHOM Nel49 ot 27.07.2006r. "OO0
uHpopmanuy, WHOOPMAIMOHHBIX TEXHOJOTUAX K O 3allUTe HHPOPMALIUI)
IOpUIMYECKas Cuila TOKyMEHTa, XpaHUMOT0, 00padaThIBa€MOI0 U MEePe1aBaeMoro ¢
MOMOILbIO aBTOMAaTU3UPOBAHHBIX HMH()POPMALMOHHBIX U TEIEKOMMYHUKALMOHHBIX
CUCTEM, MOXET TMOATBEPKAATHCA  DJIEKTPOHHOM  LU(PPOBOM  MOIIMHUCKHIO.
Opunuueckas
cuJIa IEKTPOHHOM MOANMCHU IIPU3HAETCS MPU HAIMYUU IIPOTPAMMHO-TEXHHUYECKHUX
CPEICTB, 00ECIEUNBAIOIIUX UICHTU(PHUKAIUIO TOMUCH U YCTAHOBJICHHOI'O PEeKHUMa
ux ucnoib3zoBaHus. CooOmieHus, mnepegaBacMble 3JIEKTPOHHOM  MOYTOM,
UCIIOJIB3YIOTCS JIJIs1 IEPECHUIKU COOOIIeHH Mex Ty cpeactBamu DBT (anmekTpoHHO-
BBIYMCIIUTEIPHON TEXHUKW) BHYTPU OJHOW OPraHHU3alUU, MEXIY pPa3IU4YHBIMU
OpraHu3alMsIMH, MMEIOIIMMHU COOTBETCTBYIOLIME annaparHble W MNPOrpaMMHBIE
CpencTBa.

Hcnonp3oBanne MH()OPMaAIMOHHO-TEJIEKOMMYHHUKAILIMOHHBIX ceTei
NPEAYCMOTPEHO B crathe 15 mpuBeneHHoro ®PenepanbHoro 3akoHa. Anpecar
AIIEKTPOHHOM MOYTHI OJIy4aeT n300paxkeHne JokymeHTa Ha skpane [1K wnu B Bune
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KOMUKM Ha OYMa)XHOM HOCHUTEJIE, MOJYyYeHHOW Mpu momMoinu npuHTepa. Kaxmaomy
a0OHEHTY PJIEKTPOHHOM MOYTHI BBIACISICTCS WHAUBUAYAIbHBINA "MIOUYTOBBIN SITUK",
KOTOpOMY  TpHUCBamBaeTcs Ko  moisib3oBaTesns. OOMEH  3JIeKTPOHHBIMU
COOONICHUSIMU OCYIIECTBIISICTCS YePe3 T MOUYTOBbBIE SUTUKH.

TpeGoBanust Kk O(QOPMICHUIO JOKYMEHTOB, IOCBUIAEMBIX 3JIEKTPOHHOU
MOYTOM, AHAJIOTHYHBI TPEOOBAHUSAM, U3JIOKEHHBIM B pa3fieie clIy>keOHOe TUCHEMO.

JAI'Y umeer cBoii caiT: rdoc.icc.dgu.ru u  E-mail: dgu@dgu.ru

3.75. 3asiBieHme - JOKYMEHT, aJpECOBAaHHbI OpraHU3alUd WU
JOJDKHOCTHOMY JIUITY, C TIPOCKOOM O mpueMe Ha paboTy, YBOJIBHEHUH, MIEPEBOJIC,
pEeOCTaBICHUU OTITYCKA U JIp.

3asBIeHUE MOKET OBITh HAIMMCAHO OT PYKH B TMIPOU3BOIBHON (popme miin Ha
TpadapeTHOM OJaHKe, pa3pabOTaHHOM B JaHHOW opraHu3anuu. PEKBU3UTHI
3asBIICHUS:

HAaUMEHOBAHWE BHJIa JOKYMEHTA - 3asiBJICHUE,
- Jarta,

- azapecat (KOMY HaIpaBJI€HO),

- OT KOTO HAaIpaBJICHO,

- TEKCT,

- TIOJIUCH,

- OTME€TKa 00 UCMIOJIHEHUU JJOKYMEHTA M HAMPaBICHUH €T0 B
neno. O6pazer; GopMbl 3asBJICHHSI IPUBEICH B MPUIOKeHun 12.

IV. CornacoBanue npoeKToOB JOKYMEHTOB.
Hoanucanue (yrBepskaeHune) MPOCKTOB JOKYMEHTOB

4.1. CornacoBaHue MNPOEKTA JOKYMEHTA MPOBOJIUTCS AO €ro MOANUCAHUS
PYKOBOAMTENEM B IIEJISIX OIICHKM COOTBETCTBHS MPOEKTa 3aKOHOAATENIbCTBY
Poccuiickoii  ®enepanuu, JOKaJbHBIM HOPMATHBHBIM aKTaM YHHMBEPCHUTETA,
KauecTBa U 3(QPEKTUBHOCTHU MPEAJIaraeMoro peteHusl.

CormacoBanue IMPOCKTa JOKYMCHTAa OpPraHU3yCTCiad HCIMOCPCACTBCHHBIM
HUCIIOJTHUTCIICM (COCTaBI/ITGJIeM) U PYKOBOAUTCIICM ITOAPA3ACTICHUA-UCIIOJTHUTCIIA U
IMPOBOAUTCA B IIPCACIaX YCTAHOBJICHHOI'O CPOKa UCIIOJTHCHHAA.

4.2. Ilpu nannuuu B yauBepcutete CI/] cornacoBanue npoeKkToB JOKYMEHTOB
OCYIIECTBISIETCS B aBTOMATU3UPOBAHHOM PEXHME IOCPEICTBOM HaIpaBICHUS
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MPOEKTOB JOKYMEHTOB JHIlaM, HAa3HAaY€HHbIM B KayeCTBE COIVIACYIOIIUX, U
odopmiieHus pe3yabTaTtoB coriacoBanus B COJI.

CorlacoBaHue NMPOEKTOB JOKYMEHTOB MOXKET OCYLIECTBIISTHCS MTOCPEICTBOM
KOPIOPAaTUBHOM JJIEKTPOHHOM MOYTHI U OQOPMIICHHUS HCIOIHUTENEM JIMCTa
COIJIACOBAHUS C MPUIIOKEHUEM IEKTPOHHBIX COOOIIEHUHN JIMLI, yYaCTBOBABILIMX B
COTJIACOBAHUU IIPOCKTA JOKYMEHTA.

4.3. CornacoBaHue€ MNPOEKTOB JOKYMEHTOB C pPa0OTHHKAMU YHHMBEPCHUTETA
W/WIN APYTHMHU OpPTaHU3alMSIMKM OpraHU3yeT UCIOJIHUTENb I1OCIE COrIacOBaHUs B
paboueM MOpsiAKE TMPOEKTa JOKYMEHTa C PYKOBOJAMUTEIEM CTPYKTYpPHOTO
HOJpa3fe/ieHuss U B COOTBETCTBMM C MHCTPYKIMEH M0 JEIONpPOU3BOACTBY
YHUBEPCUTETA WIN UHBIMH JIOKAJIbHBIMA HOPMATUBHBIMU aKTaMU, PETYJIHPYOIUMU
MPOLIECC COTNIACOBAHUS (BU3UPOBAHUS) MPOEKTOB JIOKYMEHTOB.

4.4. ITpoeKThl JOKYMEHTOB COIJIACYIOTCS:

HCIIOCPCACTBCHHBIM  HCIIOJIHUTCIICM MW PYKOBOIAUTCIICM IIOAPA3ACIICHUA-
HCIIOJTHUTCIIA,

COMCTIOHUTENSIMU (TPU UX HAJIUYUN);

PYKOBOJUTEISIMU CTPYKTYPHBIX MOAPA3AeICHUNA, pAOOTHUKAMU YHUBEPCUTETA,
HaIpaBJiIeHUs] JEATeTbHOCTH W/UIU (PYHKIUMOHAIbHBIE OO0S3aHHOCTU KOTOPBIX
3aTparuBalOTCsl B TMPOCKTE JOKYMEHTa W/WIM KOTOpbhIE YKa3aHbl B IPOEKTE
JIOKYMEHTa B KayeCTBE MCIOJHUTENEH (B clydae BPEMEHHOTO OTCYTCTBUSA
PYKOBOJUTENS TMOJpa3/IeNCeHUs] MPOEKT JOKYMEHTA BU3UPYET JIUIO, BPEMEHHO
UCIIOJIHAIOIIEE €r0 00S3aHHOCTH);

3aMECTUTENSIMU PYKOBOJUTENSI YHUBEPCUTETA, KyPUPYIOIIUMHU 3aTPOHYTHIE B
MPOEKTE JOKYMEHTa BOMNPOCHI (€CIU TOKYMEHT IMOIIMUCHIBACTCS (YTBEPKIAETCSA)
PYKOBOJIUTENIEM YHUBEPCUTETA);

IOpUINYecKoil ciryx060# (mpoektoB JIHA, mpoeKkToB nMprKa3oB);
OTtaenom JOKYMEHTOOOOpOTA.

[IpoekThl TOKYMEHTOB, peanu3alus KOTOPhIX TpeOyeT (hMHAHCOBBIX 3aTpar,
COTJIaCOBBIBAIOTCA C (DMHAHCOBBIM TO/IPA3/ICTICHUEM.

He pomyckaercs HampaBisTh Ha COINIACOBAHHUE IIPOEKT JOKYMEHTA
OJTHOBPEMEHHO JIByM WM Oonee pabOTHUKAM OJIHOTO  CTPYKTYpPHOTO
noapasjueiieHusd. B kadecTBe Jvl, COINIACYIOIIMX IPOEKT JOKYMEHTA, HOJIKHBI
BBICTYNATh MPEUMYIIECTBEHHO PYKOBOAUTENN CTPYKTYPHBIX MOAPA3ACICHUM.

4.5. DBHemHee CcOIVIaCOBaHWE MPOEKTAa JOKYMEHTa OCYILIECTBIISIETCS
IIOCPEICTBOM HAITPABIICHUS TPOEKTA B APYTYIO OPraHU3aLHIO C COMPOBOIUTEIBHBIM
MMACbMOM, B KOTOPOM YKa3bIBa€TCSI CPOK COTIACOBAHUS.

53



Ecnim  yHuBepcuTeTa, coryacyromuye TPOSKT JIOKYMEHTa, SBJISIOTCS
yuyacTHukamu ojgHou COJI, cormacoBanue MoxkeT ObITh mpoBegeHo B COJ[ 6e3
HaIpaBJICHUS COIPOBOJUTEIBHOTO IMHChbMa W OJHOBPEMEHHO C BHYTPEHHUM
COTJIACOBAHHUEM.

4.6. Cpoku coryiacoBaHusi JOKYMEHTOB YCTaHABIIMBAIOTCS WHIAMBHUAYaJIbHOU
UHCTPYKLMEN 1O IEIONPOU3BOJACTBY W/MIU UHBIMU JIOKAJIbHBIMM HOPMAaTUBHBIMU
aKTaMl B 3aBHCHUMOCTH OT BMJIa JIOKYMEHTa U 00bEeMa JIOKyMEHTa, BKJIIOYas
npuioxenus K Hemy. CpOKHM COTJIacOBaHUs JOKYMEHTOB COCTABISIOT |:

IIPOEKTHI JCJIOBBIX (CITY>KE€OHBIX) muceM - 1 - 3 pabouux aHS;
MPOEKTHI MPUKA30B Oe3 MpuiIokeHui - 1 - 3 pabounx aHs;

MIPOEKTHI MIPUKA30B C MPUIIOKEHUSIMH CIIPABOYHOT0 XapakTepa - 3 - 5 pabounx
JTHEH;

MPOCKThI TPHKA30B C MPHUIOKEHUEM JIOKAIBHBIX HOPMATHBHBIX aKTOB B
3aBUCHUMOCTH OT UX 0o0bema (He 6osee 50 ctpanun) - 5 - 10 pabouux gHEH;

MIPOCKTHI JIOKAJIbHBIX HOPMATHUBHBIX aKTOB, YTBEPKIAEMBIX HEIIOCPEICTBEHHO
NoANUCHI0 pykoBoauTtess (He 6osee 50 crpanun) - 5 - 10 pabouux aHEH;

MPOEKTHl TMPOTOKOJIOB 3acelaHuil (COBEIIaHUM) TPU HEOOXOIUMOCTH HX
COTJIacoOBaHUsl, B 3aBUCUMOCTH OT 00beMa JOKyMeHTa - 1 - 3 paGouux aHs.

CpOKI/I CorjijaCcoBaHus IIPOCKTOB AJOKYMCHTOB, HAIIPAaBJISICMBIX Ha BHCIIHCC
COIJIaCOBaHHC HC NOJIDKHBI COCTAaBJIATDH oonee 30 KaJICHOIAPHBIX I[HCfI.

B KOHKpeTHBIX ciydasX B 3aBUCUMOCTH OT COJIEp)KaHMS U Ha3HA4YCHUSs
JIOKyMEHTa CPOK COTJIACOBAHUS MOXKET OBITh COKPAILIEH HJIA YBEJIUYEH 110 PELICHUO
PYKOBOJMTENS, KYpUPYIOIIETO HaIpaBJIEHUE JEATEeIbHOCTH, IO KOTOpOMY
TOTOBUTCS MTPOEKT PEILICHUS.

4.7. Odopmiienue pesyibTaToB coriacoBanus JIHA u pacnopsauTenbHbIX
JOKYMEHTOB OCYUIECTBIIIETCS B BHUJIE€ BU3, MPOCTABISIEMBIX 3aMHTEPECOBAHHBIMU
JIMIIAMU Ha MTOCJIETHEM JICTE MPOEKTA IOKYMEHTa (Ha ero JIMIIEBOUW Wi 000POTHOU
CTOPOHE) WM Ha OTJEIBHOM JIUCTE COTJIACOBAHMS, SIBISIOIIEMCS HEOTHEMIIEMOM
4acThl0 JoKyMeHTa. OTMETKM O coryiacoBanuu (Tpud coOrjacoBaHUSI M BH3bI)
0hOPMIISIIOTCS] B COOTBETCTBUM ¢ MyHKTamu 2.45, 2.46 HacTtosimeit UucTpykimm.

[Ipu cornacoBaHuu AENOBBIX (CIIy’KEOHBIX) NMHUCEM BU3bI MPOCTABISAIOTCA Ha
KOIIMM MUChMa (BU30BOM 3K3EMILUIAP), KOTOPBIA MOCIE MOANHUCAHMS MOJIMHHUKA

1 VmaueunyansHOM MHCTpYKIMEH IO J€7OMPOM3BOACTBY MOTYT OBITH yCTAHOBJIEHBI HHBIE CPOKH
COIJIACOBAHUS MPOEKTOB JOKYMEHTOB.
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NYMChbMa U €ro PerucTpaluy MoMellaeTcss B JIeJ0, Wik Ha 000pOoTe MOJJIMHHUKA
MMChMa, €CJIU MUChMO HaIpaBIISIETCS aJipecaty 1Mo (pakcy Uiy 3JeKTPOHHOU MOoYTe.
DTOT ke HK3EMIUISIP MUChMa MOCJIE OTIPaBKH aapecary (1o ¢hakcy Uiu 3JeKTPOHHOU
MIOYTE B BHUJIEC AJIEKTPOHHON KOIKHU) TOMEIIAETCS B JIETIO.

HpOGKTBI IMPOTOKOJIOB BHU3UPYIOTCA JIMLIAMH, BBICTYIIABIIMMHU Ha 3aCCAaHHUH
(COBCH_IaHI/II/I) IMIyTEM IIPOCTABJICHUS BHU3bI HAa JICBOM IIOJIC HJOKYMCHTA HAIIPOTHUB
3allMCH BBICTYINICHUA COOTBCTCTBYIOLICTO pa60THm<a.

4.8. CornacoBaHue MPOEKTOB JIOKYMEHTOB MOXET OCyIllecTBIATbCA B CO/I.
[Tocne 3aBepieHuss TPOUEAYpPHl corjacoBaHus (TpU CO3JaHUU TOJUIMHHHUKA
JOKyMEHTa Ha OyMa)KHOM HOCHTEJIE) JIUCT COIJIACOBAHUS paCIleyaThIBACTCS U3
COJl, mpukiaapiBaeTcsi K MPOEKTY JOKYMEHTA U MPEJCTaBISIETCS HAa MOANUCH
PYKOBOJUTENO YHUBEPCUTETA (MHOMY YIIOJJHOMOYEHHOMY UM JIUILY).

CornacoBaHne BHYTPEHHHX  JOKYMEHTOB, CO3JlaHHE, XpaHCHHE W
UCIIOJIb30BaHUE KOTOPBIX ocylecTBisieTcsa nocpeactsoM CIJI, mpoBoautcs B CO/]
B DJICKTPOHHOM BHJIE.

IIpu cormacoBaHMM NPOEKTOB BHYTPEHHHUX JOKYMEHTOB, CO3[aHHBIX Ha
OyMa)XKHOM HOCHTENIe, BH3bl TPOCTABISIOTCS HEMOCPEJCTBEHHO Ha IPOEKTE
JIOKYMEHTA.

4.9. IIpu BHEIHEM COTJIACOBAHUU, ITOJIyYEHHOM MUCbMOM, WJIH COTJIACOBAHUU
MPOEKTa JOKYMEHTa KOJUIETMalbHBIM (COBEIIATENbHBIM) OpraHoM c (Qukcaiuen
peIIeHUsI O COTJIACOBAaHWHU B MPOTOKOJIE 3aceJaHUsl MCIIONHUTENb OQOpMIISET Ha
OpOeKTe JOKYMEHTAa WJIM B JIUCTE COTJacoBaHUA Tpud COrIacoBaHUS B
COOTBETCTBMHM C IMyHKTOM 2.45 Hacrosimen MucTpykuuu. [Ilncema o corsiacoBanun
(BBINMKCKA U3 MPOTOKOJIA) MPUIIATAIOTCS K MMPOEKTY TOKYMEHTA.

4.10. B xoxe corimacoBaHus NPOEKTa JOKYMEHTa PaOOTHHUK, COTIACYFOIIMMA
JOKYMEHT, IPUHUMAET OJAHO U3 CIAEAYIOIIMNX PEIICHUIA:

COrj1acoBaTh IMMPOCKT NOKYMCHTA oe3 BaMeanHﬁ;
COrjacoBaThb MPOCKT NOKYMCHTA C 3aMCUYAHUAMMU
OTKJIOHUTB ITPOCKT NJOKYMCHTA,

yKa3aTh, YTO HE HUMEET OTHOIICHHUS K IPOCKTY JOKYMEHTa (pacCMOTpEHHE
BOIIPOCA, O KOTOPOMY MPUHUMAETCS PEIICHHE, HE BXOJWT B OO0S3aHHOCTH
pabOTHHUKA).

Bo3pakeHuss 1Mo mpoeKkTy mpukaza (pacnopspKeHHs), BO3HHKAIOIIUE IIPU
COTJIaCOBAaHUWM, W3JIAralOTCA B CIPaBKE, KOTOpas MPWIATaeTCs K MPOEKTY, WU
BHOcUTCs B COJI.

Ecau IIPOCKT HOKYMCHTA COIJIaCOBAH C 3aMCUYAHHUAMHU, ITO O3HAYACT, YTO
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3aMe4aHusl HOCST PEaKIMOHHBIN XapakTep, U MOCIe UX MPUHSATUS UCIIOTHUTEIEM
IPOEKT HE TpeOyeT MOBTOPHOI'O COTJIACOBAHUS.

HpOCKT AOKYMCHTA OTKJIOHACTCSA JIMIIOM, COTJIACYIOIUM JOKYMCHT, B ClIydasX:
HaJIn4ius CYHICCTBCHHBIX 3aMEYaHuM I10 IMPOCKTY NOKYMCHTA,
HEcorj1acuAa ¢ MPpOCKTOM NOKYMCHTA.

4.11. HecornacoBaHHbld MPOEKT JOKYMEHTa TpedyeT JopabOTKU IO
BBICKa3aHHBIM 3aMeUYaHusIM, IepeoOPMIICHHS U TIOBTOPHOTO COTJIACOBAHUS.

4.12. Ecnu npu nopaboTKe MPOEKTa AOKYMEHTa HCIOJHUTENh MPUHUMAET
pelleHrue HE YYUTHIBATh 3aMeyaHue (3ameyaHus) jauna (JIul), Y4acTBOBABILIUX B
COTJIaCOBAaHUM, WCIOJHUTEIIEM TOTOBUTCA PEECTP HEYUYTECHHBIX 3aMEUYaHUi,
KOTOPBI BMECT€ C TIPOEKTOM JIOKYMEHTa TMPEICTABIACTCS PYKOBOIUTEIIO
YHUBEPCUTETA WJIM HWHOMY YIOJHOMOYEHHOMY WM JOJKHOCTHOMY JIMILY,
NOAMUCKHIBAIONIEMY (YTBEPKIAIOIIEMY) TOKYMEHT. PeecTp HEyUTeHHBIX 3aMedaHui
MOJMKCHIBAETCS PYKOBOJAUTENIEM CTPYKTYPHOTO TOIpa3/IeIeHUS-UCTIOTHUTETIS.

4.13. PemreHne 0 TOM, IPUHUMATH WA HE IPUHUMATh HEYYTEHHBIE 3aMeYaHuUs
IIPUHUMAET PYKOBOJIUTEND.

B ciyuae ecnu pykoBOIUTENb IPUHUMAET PEIICHUE O HEOOXOIUMOCTU YUYECTh
3aMeYaHMsi, OTKJIOHEHHBIC HCIIOJIHUTENIEM, HCIIOIHUTENb J0padaThiBaeT MPOEKT
JIOKyMEHTa B COOTBETCTBHHM C BbICKA3aHHBIMU 3aMEUaHUSIMH.

Ecnu pykoBoAUTENb COTIIANIAETCS ¢ MHCHUEM UCTIOJTHUTEISI, OH TTOIIMICHIBACT
(YTBEpKJ1a€T) TOKYMEHT.

4.14. JIOKyMEHTBI, U3JaBa€Mble OT MMEHHM YHHMBEPCUTETA, IMOANUCHIBAIOTCS
PYKOBOAMTEIEM  YHUBEPCUTETA  WIM  WHBIMH  YIIOJJHOMOYEHHBIMH WM
JNOJDKHOCTHBIMU ~ JIMLIAMU  (3aMECTUTEISIMU ~ PYKOBOJUTENSL  YHUBEPCUTETA,
PYKOBOAMTEISIMHA CTPYKTYPHBIX IOAPA3ACICHUN, NHBIMU JTOJDKHOCTHBIMU JIMLIAMU
B COOTBETCTBUHM C HMX KOMIIETCHIMEH, OIPEHCIsIeMON JTOBEPEHHOCTAMHU Ha
BBIIIOJTHEHUE OIPENEIICHHBIX JCUCTBUM OT UMEHHM YHUBEPCUTETA, BHYTPECHHUMU
HOPMATHBHBIMH JOKYMEHTAMU YHUBEPCUTETA).

4.15. OrtnenbHble  BUABI  BHYTPEHHUX  JOKYMEHTOB  (CIIy>KeOHBIE,
O0OBACHUTENLHBIE 3aMMMCKN) HA UMSI PYKOBOJUTENSI CTPYKTYPHOTO TOApa3IeIeHUs
MOAMUCHIBAIOTCS. MCIOJHUTENEM (COCTABUTENIEM), €CIM pa3pelllaeMble MPU 3TOM
BOITPOCHI HE BBIXOSIT 3a MPEIENbl €r0 KOMIIETEHIIUH.

4.16. JIoKyMEHTBI, HalpaBlIIEMble B BBICIIUE OpraHbl TOCYyAapCTBEHHOMU
BJIACTH, Ha UMS TIEPBBIX PYKOBOJIUTENCH (perepaabHbIX OPraHOB UCIIOTHUTEIBHON
BJIACTH, PYKOBOAUTENEH cyObekToB Poccuiickorr ®enepanmuu u 3apyOeKHBIX
rOCyJ1apCTB, TMOJIIUCHIBAIOTCA PYKOBOJAUTEIEM YHUBEPCUTETA WU JIUIOM,
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HUCIIOJHAIOIIAM €r0 00SI3aHHOCTH.

4.17. JIOKyMEHTBI, HaIlpaBJIIEMbIE B II0JBEJIOMCTBEHHBIE W CTOPOHHUE
OpraHMu3allM, NOAMMUCHIBAIOTCS 3aMECTUTEISIMU PYKOBOJIWTEN YHUBEPCUTETA,
WHBIMUA  JIOJDKHOCTHBIMM  JIMIIAMM  YHHUBEPCUTETA B  COOTBETCTBUM  C
IIPEIOCTABICHHBIMU UM IIOJTHOMOYUSIMH.

4.18. JloKyMeHT MOJNUCHIBAETCS JBYMsl WU Oojee JuuaMu, €clid 3a
colepKaHuEe JIOKYMEHTa HECYT OTBETCTBEHHOCTb HECKOJIBbKO paOOTHUKOB
(IOKYMEHTBI, = TOATOTOBJICHHBIE  HECKOJbKUMHU  TOJPA3ACICHUSIMU  WIIU
OpraHu3alusIMu, padbouei rpymnmnoi, KOMUCCHUEH).

4.19. IlognuceiBaercsi, Kak IPaBWIO, OIHWH DSK3EMIUISIP JOKYMEHTA.
COBMECTHBI JOKYMEHT IOJIMCHIBAETCS B KOJHMYECTBE, COOTBETCTBYIOLIEM
KOJIMYECTBY OpPraHu3aluil, CO31aBIINX JOKYMEHT.

[Ipu HanpaBieHUH NMKHChbMa WIM BHYTPEHHEr0 MH()OPMAIMOHHO-CIIPABOYHOTO
JIOKyMEHTa HECKOJIbKUM ajipecataM (He Oosiee YeThIpeX) MOAMUCHIBACTCS KaxXAbIi
OTHPABISEMbIN SK3EMIUISIP IOKYMEHTA.

4.20. Iloanuce HA TOKyMeHTe 0OPMIISIETCS B COOTBETCTBUU C IMyHKTaMu 2.47,
2.48 nacrosie MHCTpyKIuH.

4.21. YTBepKIeHUE JOKYMEHTA MPOU3BOIUTCS:

HEMOCPEJICTBEHHO PYKOBOJUTEIEM - IIPOCTABICEHUEM COOCTBEHHOPYYHOU
NOJMUCH B TpUde YTBEPKICHUS;

IMPUKAa30M YHHUBCPCUTCTA.

4.22. VYTBepxKIawTCAd MNpaBuia, IOJOXKEHHS, WHCTPYKLIHH, PETIAMEHTBHI,
HEKOTOpbIE BUABl AaKTOB, IUIAHBI, MPOTrpaMMbl M  JPyrHMe JOKYMEHTHI,
YCTaHABIMBAIOIIME HOPMBl W/WINM PACCUMTAHHBIE HA JJIUTEIBHOE IMPUMEHEHUE
(mpunoxenue N 13).

Odopmiienne rpuda yTBepKASHHs TPOU3BOJAUTCS B COOTBETCTBUU C IMIYHKTOM
2.41 nacrosimet MHCTpyKIUU.

4.23. Iloanuch pyKOBOJUTENS] yHUBEPCUTETA UIH MHOTO YIIOJTHOMOYEHHOTO UM
JUIa Ha JOKyMEHTaX, TPeOyIoIUX 0coO0ro yJA0CTOBEpPEHUS! MX MOMJIMHHOCTH, a
TaKkK€ Ha KOMUSAX JOKYMEHTOB M BBIIIHCKAX W3 JOKYMEHTOB 3aBEPSIETCS MEYATHIO
(npunioxenue N 14).

[leyatp Ha JOKYMEHTE NPOCTABIISIETCSI B COOTBETCTBUM C HYHKTOM 2.49
HacTosmen MHcTpyKumm.
V. Opranuszanusi J0OKyMeHT0000poTAa

5.1. JIokyMeHTOOOOPOT BKJIIOYAET BCIO TOCIEAOBATEIBHOCTh MEpEMEIICHUN
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JOKYMEHTOB, a Tak)Ke OIlepaluu, COBEpIIaeMble C JOKYMEHTaMH B MPOLECCE HX
CO3J]aHUs U UCIIOJIHEHHUS (ITOJIyYEHHUE, OTIIPaBKa, MPEBAPUTEIHHOE PACCMOTPEHHUE,
perucTpanus, paCCMOTPEHHUE PYKOBOJUTEIIEM ).

5.2. llens opraHu3zaiyu JOKyMEHTOO0OpOTa - 00ECTICUCHHE CBOCBPEMEHHOTO
NPUHATHAS ~ yOPaBIEHYECKHMX  PEIIeHWH W WX  UCHOJHEHHWs.  3ajada
JOKYMEHTOO0OpOTa - OpraHu30BaTh JBIJKCHHE JOKYMEHTOB II0 HaWMEHEe
KOPOTKOMY TYTH C MUHUMAIBHBIMH 3aTpaTamMH TpyJa U BPEMEHH, B YCIOBHIX
DIIGKTPOHHOTO  JIOKYMEHTOO0OpOTa - O00ECmeuuTh JOCTylm K JOKyMEHTaM
noJib3oBatessiM COJ1 B COOTBETCTBHH C TIPEIOCTABIICHHBIMU UM TIPaBAMH.

53. B ycnoBusix mnpumenenuss CDOJ[ B yHUBEpCUTETE HCHOIB3YIOTCS
AJIIEKTPOHHBIE TOKYMEHTBI, @ TAKKE 3JIEKTPOHHBIE KOIIHH JJOKYMEHTOB, ITOJTyYE€HHbIE
B pe3ysbTaTe CKaHWPOBAHUS JOKYMEHTOB Ha OyMaKHOM HocuTene. JloKyMeHTHI
YHUBEPCHUTETA, UMEIOIINE BPEMEHHbBIE CPOKH XpaHeHus (10 10 JieT BKIIFOUUTENBHO)
MOTYT CO37IaBaThCs, XPAHUTHCS M WCIOJIB30BAThCS HCKIIOYHUTEIHLHO B (opMme
AIIEKTPOHHBIX IOKYMEHTOB.

IlepeyeHb TOKYMEHTOB, CO3/1aBa€MbIX, XPaHUMBIX M HCIOJIb3yEMBIX
UCKITIOYUTENTFHO B (OpMe  DJIEKTPOHHBIX  JOKYMEHTOB,  yTBEpXKAaeTcs
PYKOBOJUTEIEM YHUBEPCUTETA.

5.4. Opranuzauus JBWKEHUS JOKYMEHTOB B YCIOBHUSX 3JIEKTPOHHOIO
JOKYMEHTOO0OpOTa OCYILECTBISIETCS B COOTBETCTBHM C PErIaMEHTHUPOBAHHBIMU
MapuipyTamu, pazpadbarbiBaeMbiMu  OTAeoM JOKyMEHTooOOpoTa. MapuipyTsl
JBUKEHUS OpPraHu3allMOHHO-PACHOPSAIUTENbHBIX JOKYMEHTOB JIOJDKHBI OBITh
ONTHUMaJIbHBIMU MO 3aTpaTaM BPEMEHHU, HE JIOJDKHBI JIOMYCKaTh TyOIUPYIOMIMX
omepalMii W  BO3BPATHBIX  JIBJKEHHUH, HE  OOYCJIOBJIEHHBIX  JE€JIOBOU
HEOO0XOMMOCTBIO.

5.5. Opranuzanusi JOKyMEHTO000pOTa OCHOBBIBAETCS HA MPUHITUIIAX:
LHEHTPAIU3AIMHU ONEPALUH 110 IPUEMY U OTIPABKE JIOKYMEHTOB;

pacnpeneneHuss JOKYMEHTOB HAa JOKYMEHTONOTOKH, UMEIOIINE OJMHAKOBBIN
MapupyT (MappyTU3alus TOKYMEHTOB);

YHUBCPCUTCTA NPEABAPUTCIIbBHOTI'O PACCMOTPCHUA BXOIANNX JJOKYMCHTOB,

MCKITFOUYCHHSI BO3BPATHBIX JIBIKCHUN JOKYMEHTA, HE 00YCIIOBICHHBIX JIETTOBOM
HEOOXOIMMOCTEIO;

OIHOKPATHOCTHU pErucTpaiu JOKYMCHTOB,
YCTPAHCHUA He0OOCHOBAHHBIX COTIACOBAHUM IMPOCKTOB NOKYMCHTOB;

BPEMEHHOHN perjaMeHTaIluu olepanuid 1Mo o0paboTke, PacCMOTPEHHUI0 U
COIJIAaCOBAHUIO JOKYMEHTOB.
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5.6. B 10KkyMeHTOOOOpOTE YHUBEPCHUTETA BBIJCISIOTCS JOKYMEHTOIOTOKH:
BXoAsIIME (TIOCTYMAIOUIKE) JOKYMEHTBI; UCXOs1Me (OTIpaBisieMble) JOKYMEHTHI;
BHYTpPEHHHE JOKYMEHTBHl. B cocTaBe BXOASIIMX M HMCXOISIIMX JIOKYMEHTOB
BBIICIISFOTCS:

JOKYMEHTBl OpraHOB TIOCYJAapCTBEHHOW BJAaCTH, OPraHOB  MECTHOTO
CaMOyIIpaBJICHNUS,

JIOKYMEHTBI (DUIIUAJIOB U TEPPUTOPUATIHLHO 000COOJIECHHBIX TOIpa3ACICHUMN;
JOKYMEHTBI U3 TOCYIaPCTBEHHBIX U HETOCYAAPCTBCHHBIX OpraHU3aIlN;

3ampocskl aenyraroB ['ocynapcrBennoit Jlymel u unenoB Cosera denepanuu,
JIENyTaTOB 3aKOHOAATENIbHbIX OpraHoB cyObekToB Poccuiickoit ®denepanuu u
OpPraHoOB MECTHOTO CaMOYITPABJICHHUS;

oOpalieHus rpaxaaH;

JOKYMEHTBI U3 IPABUTEIILCTBEHHBIX W HENPABUTEIBCTBEHHBIX OpraHU3alui
3apyOEKHBIX CTPaH U APyTHUE CPYIIIbI JOKYMEHTOB.

5.7. JloctaBKa M OTHpaBKAa JOKYMEHTOB B YHHBEPCUTETA OCYILECTBIISIOTCS
CpencTBaMM IMOYTOBOM CBA3M, (PENIbIBErepPCKON U KyphEPCKOM CBSI3U, HAPOUYHBIMU U
pPa3IMYHBIMK BHJIaMU AJIEKTPOCBSI3U ((pakcuMuiibHas1, TenerpadHas, TeneQoHHas,
DIIEKTPOHHAs 04T, cucrema MEXBEJOMCTBEHHOTO JIEKTPOHHOT O
nokymenroobopora (MD10) 2, CO]I).

5.8. B opranuzanuio JOCTaBISE€TCS KOPPECHOHAEHUMS B BHUJIE IHCEM,
MOYTOBBIX KapTOYeK, OaHAEpOJIe M MaKeTOB, NMEYATHBIX W3JAHUMN, TEJIeTrpamM,
dakcorpamm, TeraedoHOrpamMM, SIEKTPOHHBIX JTOKYMEHTOB U JIEKTPOHHBIX KOTHUI
JIOKYMEHTOB.

5.9. Tlpuem JOKyMEHTOB OCYIIECTBISIETCA OTIEIOM JOKYMEHTO00OpOTa.
JIOKyMeHTBI, TOJy4YEHHbIE pAaO0OTHUKAMU OT JIPYyTUX OpraHu3alfii, TaKkxKe
MepPEeIar0TCs B 0TI JOKYMEHTO000pOTa /ISl pErUCTPAllNN W/ WIIN ydeTa.

5.10. Bce noctynuBuIMe B OpraHU3alldi0 JOKYMEHTHI MOJJIEkKAT MEPBUYHOMN
00paboTKe, BKIIFOUAIOIIEH:

MIPOBEPKY MPABUIIBHOCTH IOCTABKU IOKYMEHTOB;
MPOBEPKY LIETOCTHOCTH YIAKOBKU (KOHBEPTOB, TAKETOB);

BCKPBLITHUC YIIAKOBKH (321 HCKIIIOUCHHUCM KOHBCPTOB, IIAKCTOB C MMOMETKOM

12 JTnst rocynapcTBEHHBIX Opranusaiuii - yuactaukos MOJIO.
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"JInuno" u rpadaMu OrpaHUYEHUs JOCTYIA K JOKYMEHTY);
IIPOBEPKY LETOCTHOCTH BXOASAIIMX TOKYMEHTOB, BKJIKOYAs ITPUIIOKECHUS;
YHUUYTOKEHUE KOHBEPTOB, IAKETOB WJIM YIIAKOBKH;
IIPOCTABJIEHUE OTMETKH O MOCTYIUICHUH TOKYMEHTA B OPTaHU3ALMUIO.

5.11. Omm60YHO TOCTaBICHHBIE TOKYMEHTHI MMEPECHUIAIOTCS 110 Ha3HAYCHHIO
WM BO3BPAILAIOTCA OTHPaBUTENO. [JOKYMEHTBI, TOCTYIUBIINE B MOBPEKICHHON
yIaKOBKE, IPOBEPSIOTCS HA LIEJIOCTHOCTh, B TOM YKCJIE HA HAJTUYUE MEXaHUYECKHX
ITOBPEXKICHUN.

[TouyToBBIE OTIPaBIEHNUS, HECTAHJAPTHBIE IO BECY, pazmepy, hopme, UMEIoLIue
HEPOBHOCTH IO OOKaM, 3aKJIEEHHbIC JUIMKOU JICHTOM, UMEIOIME CTPAHHBIN 3amax,
[[BET, TPEANOJIOAKUTEILHO UMEIOIINE BIIOKEHUS, HE XapaKTepHbIC IS MOYTOBBIX
OTIPABIICHUW, HE BCKpbIBAIOTCA. O MOTYYEHUH MOJO3PUTEIBHOTO IOYTOBOIO
OTHpAaBJIEHUS JOKJIAJAbIBACTCS PYKOBOJMUTENIO OTAeia JOKYMEHTOOOOpOoTa W B
ciy>k0y 06e301acHOCTH (MpU €€ HAJIUYUHN).

5.12. Ilpu nocTyIuieHnH BXOJSALIETO JOKYMEHTA B MOBPEXKIACHHON YIIAKOBKE,
HOBPEXKACHUN JOKYMEHTA, IPU OTCYTCTBUHM B KOHBEpPTE (IIAKeTE) TOKYMEHTA, €ro
YaCTU WX IPWIOKEHUNM K HEMY, a TAK)K€ IIPYU OTCYTCTBUU IOAIUCU HA BXOIALIEM
JOKYMEHTE COCTaBJISIETCS aKT B JABYX S3K3EMIUIIpax Ha OyMaXHOM HOCHUTEIE,
HOJIMUCHIBAEMBIH IByMsl paOOTHHKaMH OTAela JOKYMEHTO000pOoTa.

OnuH SK3eMIUISp aKTa BMECTE C BXOISALIUM IOKYMEHTOM U €T0 MIPUIIOKEHUSIMU
nepefaeTcs Ha MPEIBAPUTEIIBHOE PACCMOTPEHUE U PETUCTPALMIO, BTOPOU
AK3EMILISAP aKTa BBICBUIAETCS] OTIPABUTEIIO.

5.13. KoHBepThl, MakeTbl WM YIMAKOBKAa COXPAHSIOTCA U MPUJIATalOTCS K
BXOJIAIIMM JJOKyMEHTaM B CITy4asix:

C€CJIX TOJIBKO I10 HUM MOKHO YCTAHOBUTD OTIIPABUTCILA UK JAaTy OTIIPABJICHUA,

CCJIn BXOI[HHII/Iﬁ AOKYMCHT ITOCTYIIUJ ITO3KC YKA3aHHOI'O B TCKCTC NOKYMCHTA
CPOKa HUCIIOJIHCHUA UJIN OaThl MCPOIIPUATHA,

Impu 00JIBIIIOM PACXOKACHUN MCKAY HdaTaMM IIOAIIMCAHUA W II0JIYUYCHHA
AOKYMCHTOB.

ITocne 3aBCPIICHUA pa6OTLI C JOKYMCHTOM KOHBCPT BMCCTC C NOKYMCHTOM
MoMeHIacTCs Ha XPpaHCHUC B JCJIO.

5.14. KonBeptsl (makersl), uMmeromue otMetky "Jlmano" ("Private"), rpudbl
OTpaHUYCHUS JocTyna K JOKYMEHTaM, COJIEPIKaIIM CBEICHHSI
KOH(DUICHIIUATFHOTO XapaKTepa, He BCKPHIBAIOTCS U MEPEIAIOTCS
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c ormetkoi "JImuno" ("Private") - HemocpeaCTBEHHO ajpecary;

c rpudaMu OTpaHWYCHHUS JOCTyHma - B CIYXO0y KOH(PHICHIMAIBHOTO
JIEJONPOU3BOCTBA WU PabOTHUKY OTAeNa JTOKYMEHTOO00OpOoTa, B OOSI3aHHOCTH
KOTOPOro  BXOAUT  oOpabOoTKa  JIOKYMEHTOB,  COJEp’KalllUX  CBEJACHUS
KOH(QHUACHIIMATLHOTO XapaKTepa.

5.15. Bxopndmmue 3IEKTPOHHBIE JOKYMEHTBI, IOCTYNHBIIME OT APYTUX
OpraHM3aluii Mo DJIEKTpOHHOM mourte, mnocpenctBom COJ w/umu M0
IPUHHUMAIOTCS OTZIEJIOM JOKYMEHTO000pOTA.

DONeKTpOHHbIE  JIOKYMEHTbI,  MOCTYNHUBIIME IO  HH()OpMALMOHHO-
TEJIEKOMMYHHUKAILIMOHHBIM KaHaJ1am " NOAMCAHHbIE YCUJIEHHOM
KBAUIM(QUIIMPOBAHHONW TONMNHUCHIO, BkiIovatorcs B COJ] mocne mpoBepku
5JIEKTPOHHOM MOAIKCH U TOATBEPKACHUS €€ JEHCTBUTENBHOCTU'®; DIIEKTPOHHBIE
JOKYMEHTBI, ITOCTYNUBIIHE OT APYTMX OpPraHU3alU{ I10 AJIEKTPOHHOM IIOYTE U
MOJNMHUCAHHBIC YCUJIEHHON HEKBaTU(UIIMPOBAHHON TMOIMUCHI0O WM TMPOCTOU
JIEKTPOHHOM  IMOMIKCBIO, MPOXOAAT MPEABAPUTEIBHOE PACCMOTPEHHE U
BiIoyaroTcss B COJl mpu Hanmuuuu MEXIy OpraHU3alMer-OTIpaBUTENEM U
OpraHu3alMe-moaydaTesaeM  corjiameHuss o0  oOMeHe  IJICKTPOHHBIMU
JNOKYMEHTAMU, OANMCAaHHBIMU COOTBETCTBYIOLIEN ITOAIUCHIO.

5.16. IlepBuunHas 00paOOTKa 3JIEKTPOHHBIX JOKYMEHTOB, MOJYYEHHBIX I10
MH(OPMAIMOHHO-TEIEKOMMYHUKAIMOHHBIM KaHaJlaM CBA3M (AJIEKTPOHHAs MOYTa,
M3/IO, callT yHHBepcUTETa) OT JPYTrMX OpraHu3aluid W TpaxaaH, JOJDKHA
COOTBETCTBOBATh TEXHOJOTUHU PAOOThI C BXOALUIUMH TIOKYMEHTAMHU.

5.17. IlepBuunast 00paboOTKa JOKYMEHTOB 3aBEPIIAETCS UX paclpeerIeHueM
(COPTUPOBKOM) HA PETUCTPUPYEMBIE M HEperucTpupyembie (punokenue N 15)'4,

5.18. PerucTpanus BXOIAIIUX JOKYMEHTOB OCYIIECTBIISIETCS HE3aBHCHMO OT
croco6a ux JocTaBKu oquH pas: B Ciry:x0e JeI0mpOonu3BOACTBA UK B CTPYKTYPHOM
NOJpa3IeICHUU yHUBEPCUTETA B COOTBETCTBUM C yCTAHOBIEHHOH (HOpPMOIL
YHUBEPCHUTETA JEJIONPOU3BOACTBA >,

JIOKyMEHTBI, MOCTYNAOUIME W3 APYTMX OpraHu3alui HENOCPEACTBEHHO B
CTPYKTYpHBIE TOApa3ieieHusl, HO TpeOymoIHre pacCMOTPEHUs PYKOBOJCTBA,

13 MunusuayansHOH WHCTPYKIMEH I10 JeIONpPOM3BOACTBY MOXKET OBITH IIPELyCMOTpEHA pacredaTka
JIOKyMEHTOB, MOCTYIHUBUIUX B ()OPME INEKTPOHHBIX JOKYMEHTOB, C MOCIEAYyOLIel opraHu3anueil paboTsl ¢ HUIMHU
KaK C JOKyMEHTaMH Ha OyMa)XHOM HOCHTEIIE.

14 K noxymeHTaM, He MOUIEKAIIMM PETHCTPAIMH, OTHOCATCS TOKYMEHTHI, He TpeOyIoNye HCIONHEHHS U He
coJieprkaie HHGOpMaLUK, UCIOIb3YEMOH B CITPABOYHBIX LIEJISX.

> B unpmBHIya bHO# MHCTPYKIMHI O J€TONPOM3BO/CTBY YCTAHABIMBAETCS MECTO PETHCTPAIIMH BXOMISIINX
JIOKyMEHTOB (LIeHTpaJIn30BaHHO - B Ciry:x0e nenonpon3BoacTBa win B Ciryk0e 1eJIONpOM3BOACTBA U CTPYKTYPHBIX
MOIpa3IeNIeHsX ), a Takxke crnocod peructpanuu (B COJ] uin B perucTpaioHHO-YYeTHRIX GopMax Ha OyMaKHOM
HOCHTEJIE).
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nepearTcs JUIsl PErHCTpalliud W MPEeIBApUTEIIbHOTO paccMoTpeHuss B CiyxOy
JEJIONPONU3BOICTBA.

5.19. Perucrtpamus BXOASAIIMX JOKYMEHTOB OCYUIECTBIIIETCS B JAEHb HUX
NOCTYIJIEHUS WJIU HA CIEAYIOIIUNA padounid IeHb MPHU MOCTYIUIEHUH TOKYMEHTOB B
KOHIIE paboYero J1Hs WK B Hepabouee Bpemsl.

Peructpanus obpanieHui rpakJjaH OCYILECTBISAECTCA B TEUEHUE TPEX JIHEU C

MOMEHTA MOCTYIJIEHHs 0OpareHus ©,

5.20. CeneHuss O MOCTYNHMBUIEM JOKYMEHTE BHOCSTCA B D3JIEKTPOHHYIO
peructpannonnyto kaptouky (OPK) COJl unu peructpaiioHHO-y4ETHYIO (hopmy
Ha OyMaXHOM HOCUTEJE, a TOCTYNHUBIIEMY JTOKyMEHTY TMpHUCBauBaeTCA
PETUCTPALMOHHBIA HOMED.

PerucrpanimoHHbIii HOMEP BXOMSIIETO JOKYMEHTa COCTOHMT W3 IMOPSIKOBOTO
HOMEpa JIOKYMEHTa B TMpeJenax KaJIeHJApPHOTO Toja, KOTOPBI MOXET ObITh
JOTIONTHEH MHUGPOBBIMA WM OyKBEHHO-IIM(MPOBBIMU KoJlaMH (MHACKCAMU) TIO
MCIONIb3yeMBIM Kiaccudukaropam!’,

5.21. Ha Bcex 3aperucTpUpOBaHHBIX JOKYMEHTaX, 3a HCKIIOYECHHEM
JOKYMEHTOB, MOCTYNHUBIINX B (POpME 3JIEKTPOHHBIX JOKYMEHTOB, IPOCTABIISIIOTCS
OTMETKHM O MOCTYIUICHUM JIOKYMEHTa B OpraHusaiuio. B oTMeTke 0 mocTyIieHuu
JIOKyMEHTa (PUKCUPYIOTCS Jara MOCTyIUIeHUs (TIpU HEOOXOJAUMOCTH - BpeMs
NOCTYIJIEHUSI B YacaXx M MHMHYTax) M BXOJSAIIMNA PErMCTPAlMOHHBIM HOMEp
JIOKyMEHTa B COOTBETCTBUHU € IMyHKTOM 2.36 Hactosmei Muctpykiuu.

5.22. JIoKyMEeHTbI, NOCTYIHUBIIME HAa OYMa)KHOM HOCHUTENE, CKaHUPYIOTCH,
AIIEKTPOHHAsA Komus JOKyMmeHTa Bkirouaercss B COJl m mpucoegunsiercs k OPK
JOKYMEHTA.

5.23. KoppecnoHaeHuss Ha  HMHOCTPAHHBIX  S3bIKaX, aJpPECOBAaHHAs
PYKOBOJICTBY YHHBEpPCHUTETA, mocie perucrpauuu B Ciayx0Oe Aenonpou3BOACTBA
HepeJacTcsl B COOTBETCTBYIOIIEE MOAPA3/IEICHUE WM PaOOTHUKY YHUBEPCHUTETA
JUISL TIEPEBOJA U TOCIEAYIOIIEeH Mepeaadyn Ha pacCMOTpEHHE pyKoBojcTBa. MHas
KOPPECIIOHJEHIMS Ha WHOCTPAHHBIX SA3BIKAX IIEPEAAETCS 10 HAa3HAYCHUIO
HEINOCPEJICTBEHHO B CTPYKTYPHBIE MOAPA3IACIICHHUS.

5.24. IlpenBapuTenbHOE PAaCCMOTPEHUE MPOBOAUTCS B LEISAX paCHpEIeIICHUS

16 @enepanbublil 3akoH or 2 Masg 2006 r. N 59-®3 "O nopsake paccMOTpeHHs OOpamieHHi IpakaaH B
Poccutickoit ®eneparnun” (Cobpanue 3akoHoaarenscTBa Poccuiickoit @eaeparuu, 2006, N 19, ct. 2060; 2010, N 27,
ct. 3410; N 31, ct. 4196; 2012, N 31, ct. 4470; 2013, N 19, ct. 2307; N 27, ct. 3474; 2014, N 48, cr. 6638; 2015, N
45, ct. 6206; 2017, N 49, ct. 7327).

17 CrpykTypa pErHCTpalMOHHOTO HOMepa BXOMSIIEr0 MOKYMEHTa OIpPEACISeTCs —HHIMBHAYaTbHON
MHCTPYKIMEH MO JeNONpOU3BOACTBY OPraHNU3alHy.
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NOCTYMAIOIIUX B OPraHU3ALMI0 JTOKYMEHTOB Ha Tpelyroume o0053aTeIbHOTo
paccMOTpEHHUsI pyKOBOJICTBOM YHUBEPCUTETA U HAMPABJISIEMbIE HEITOCPEJCTBEHHO B
CTPYKTYpPHBIE I1OJIpa3/ICJICHHUS.

5.25. [IpenBapurenbHoe  pacCMOTpPEHHUE BXOISIIMX  JOKYMEHTOB
OCYIIECTBJISIETCS B OT/I€JIe JOKYMEHTO000pOTa MOCie PEruCTPALMK IOKYMEHTOB.

[IpenBaputenbHOE PACCMOTPEHUE MOKET MPOBOJMUTHCS JI0 PETUCTpPALlUM B
ciyyae MOCTYILICHUS JIOKYMEHTOB c OTMETKaMH, TPeOYIOUTUMHU
HE3aMEeIJIUTEIHHOTO PACCMOTPEHUS M UCTIOJTHEHHUS JOKYMEHTA.

5.26. IIpenBapuTenbHOMY PACCMOTPEHUIO MOJIEKAT BXOASIIME JOKYMEHTHI,
aJIpeCOBaHHbIC B OPraHU3alUI0 U HA UMl €€ PYKOBOAUTEIIS.

JIOKyMEHTHI, aZipecoBaHHbIC NOApa3AEICHUSM, PYKOBOJUTEISAM
NoJipa3/ieJICHUH U CHeIUalnCcTaM, epeaaloTcsa B CTPYKTypHbIE TTo/ipa3iefieHus 6e3
IPEABAPUTEILHOTO PACCMOTPEHUS 'S,

5.27. IlpegBapuTenbHOE paCCMOTPEHUE OCYILECTBIACTCA UCXOAS U3 OLEHKHU
COZEPKAHUS BXOASAUIMX JTOKYMEHTOB, C YYETOM YCTAHOBJIEHHOTO B YHHBEPCUTETE
pacnpeneneHus  (GyHKIHOHAIBHBIX  OOS3aHHOCTEH MEXAY PpPYKOBOAUTEIIEM
YHUBEPCHUTETA, €ro  3aMECTUTENSIMM,  PYKOBOJMTEINSIMU  CTPYKTYPHBIX
IIOApa3ICIICHUN.

5.28. Ilo pe3yinpratam nOpeABApUTEIBHOIO PACCMOTPEHUS] JIOKYMEHTHI
pacrpenensitoTcsl Ha JOKYMEHTOIOTOKH, HalpaBisieMble:

Ha PaCCMOTPEHUE PYKOBOAMUTENS YHUBEPCUTETA (IIOKYMEHTHI, TIOCTYIAOIINE
U3 OpPraHoB TOCYJApPCTBEHHOW BIIACTH, OPraHOB MECTHOIO CaMOYyNpaBJIEHUS,
JIOKYMEHTBI 10 HanOoJiee BaXKHBIM M MPUHIMITHAIBHBIM BOIIPOCAM JICSTEIBHOCTH
YHUBEPCHUTETA);

Ha  pacCMOTPEHHE  3aMECTUTEIEed  pyKOBOAUTENS  (JOKYMEHTBl IO
HaIIPaBIICHUSM JESITEIbHOCTH, KYPUPYEMBIX COOTBETCTBYIOIINMU 3aMECTUTEISIMU );

Ha pacCCMOTPEHUE UHBIX PYKOBOJIUTEIIEH, TJIABHBIX U BEAYIINX CHELIHUAINCTOB;

Ha paCcCMOTPCHUC U HCIOJHCHUC B CTPYKTYPHBIC IIOAPA3ACIICHHUA IIO
HaIIPaBJICHUAM HUX ACATCIIBHOCTHU.

5.29. Ilo 3aBepiieHMH MPEABAPUTEIBHOIO PACCMOTPEHUS] JTOKYMEHTHI
NepearTCsi COOTBETCTBYIOLIMM PYKOBOAUTENSIM JIJI1 PACCMOTPEHUSI U BHIHECEHUS
pe3omonui (yKa3aHui 10 UCTIOTHEHUIO).

18 CocraB JAOKYMEHTOB, MNOMJICKAIIUX IMPEABAPUTEIBHOMY PACCMOTPEHUIO B OpraHU3alliyd, MOXKET OBITh
KOHKPETHU3HMPOBAH B PIH,HPIBPI,I[yaJ'ILHOﬁ HUHCTPYKIUU IO ACJIONPONU3BOJACTBY.
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5.30. PaccMoTpeHre JOKYMEHTOB PYKOBOJIUTEIEM OCYIIECTBIISIETCS B J€Hb
nepenayn JOKYMEHTOB PYKOBOJUTENIO WM Ha CIEAYIOIUA pabouuil neHb, eciu
JIOKYMEHTHI MepeaHbl PYKOBOJICTBY B KOHIIE paboyero JaHsl.

JIoKyMeHTBI, TpeOyIoIre CPOYHOTO PACCMOTPEHUS, a TaKkKe TeJerpaMMbl U
TeneOHOrpaMMbl PACCMATPUBAIOTCS PYKOBOAUTENIEM HE3aMEUIUTEIBHO.

5.31. Pe3ynbraThl pacCMOTPEHUSI TOKYMEHTA PYKOBOAUTEIEM YHHUBEPCHUTETA,
€ro 3aMECTUTENISIMU, PYKOBOJUTEISIMU MOApa3ieNeHuil o(OpMIISIOTCS B BUIE
PE30JIIOLIMK B COOTBETCTBUU C MMyHKTOM 2.43 HacTosmeit MHcTpyKiuu.

5.32. CeneHust 0 pe30JOLUHN (MCIOIHUTENb, COAEPKAHUE MOPYUYEHHUS, CPOK
ucroiaHeHus) cneruanuctom CiykObl aenonpousBoacTBa BHocsaTcss B OPK CO/I,
MOCJIE Yero MCHOJHUTENU TONY4YaloT JOCTYI K AJIEKTPOHHOMY JOKYMEHTY WU
AJICKTPOHHON KOMWU JOKYMEHTa, €CJAd JOKYMEHT IOCTYyHmuiI Ha OyMaKHOM
HOCHUTEJIEC.

5.33. JIOKyMeHTBI, MOCTyMalIIMe Ha OyMaXHOM HOCHUTENE, IOCIEe HUX
peructpauuu, BkiroyeHus B COJ[ B BUAE 3JIEKTPOHHBIX KOMUM U PACCMOTPEHUS
PYKOBOJICTBOM NEPEAAIOTCS] B COOTBETCTBYIOIINE CTPYKTYPHBIE OAPA3ACICHUS HA
UCIIOJIHEHUE WM ToMenalorcs B jaeno B Otraene  JTOKyMEHTOoOOOpoTa ¢
HOMEHKJIaTypOH Jiel YHUBEPCUTETA.

Jis uxcanuu Qakta nepesaud BXOASIIMX JOKYMEHTOB M MX KONUN Ha
OyMa)KHOM HOCHUTENIE MCIHOJHUTEISIM B CTPYKTYpPHBIE MOJPAa3JAEICHUs] MOTYT
MCIIOJIB30BAThCS KYPHAJIbI (PEECTPhI) epeaun JOKYMEHTOB.

5.34. Ilpu OymaxHOM JTOKYMEHTOOOOPOTE TOJJIMHHUKH  BXOISAIIUX
JOKYMEHTOB, B ClIydya€ HA3HAYCHHS HECKOJBKHX HWCIIOJIHUTENICH MEepeIaroTCs
OTBETCTBEHHOMY HUCIIOJIHUTEIO, OCTaJIbHBIM HUCIOJIHUTEISIM Otnen
JOKYMEHTO00O0pOTa MepeaeT KOMUHU JOKYMEHTA.

5.35. Ucxoadmume JOKYMEHTHI, 3aBU3UPOBAHHBIE BCEMH 3aMHTEPECOBAHHBIMU
JUIAMH U TIOJINMUCAHHBIE PYKOBOJIUTENIEM WJIM UHBIM YIIOJTHOMOUYEHHBIM UM JIMIIOM,
peructpupyrotcs B OTaene 10KyMeHTO000pOoTa YHUBEPCUTETA.

5.36. Perucrpanus HCXOOAIIMX JOKYMEHTOB OCYILECTBISIETCS B JIEHB
NOANMMUCAHMS WJIM Ha CJIEAYIIUA pabdoyuil JeHb, €ClId JOKYMEHThl ObLIN
NOJNKCAHBI B KOHLIE paboyero AHS WIK B Hepabouee BpeMsi.

5.37. Ilepen perucTpanuen HCXOAIHAX JOKYMEHTOB Otnen
JIOKYMEHTO00OpOTa MPOBEPSET MPaBUILHOCTh OPOPMIICHUS TOKYMEHTOB (B TOM
YyucJe HallMuuMe MOMAMHUCEH, BU3, MPABUILHOCTh HAINMCAHUS aJpecoB), a TaKKe
YKa3aHHBIX B HCXOJISIIMX JOKYMEHTax IMPUIIOKEHUN, COOTBETCTBHUE KOJIMYECTBA
HK3EMILIAPOB KOJIMUECTBY aJIPeCcaToB IO yKa3aTe0 PAaCChUIKH, HAIMUYUE OTMETKU
00 MCTIOJIHUTEIIE.
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5.38. Ilpu peructpauuu wucxonsgmero nucema B COJ] cBegeHus o0
oThpaBisieMoM JokymMeHTe (ukcupytorcss B DOPK, k koTopoll mnpukpemisieTcs
AJIEKTPOHHAS KOIHUS OTIPABISIEMOTO TOKYMEHTA.

Ecnu OPK Obuta coznana B CO/I npu oAroToBKE NPOEKTa JOKYMEHTA, TO IIPU
pETUCTpallUM  UCXOJSIIEr0 JOKYMEHTa B Hee JI00aBIIAIOTCS CBEIEHUS O
PETUCTPALIMOHHOM HOMEpE, AaTe pErucTpaluu U Jpyrue CBeACHUs 00 HCXOIAIIEM
JOKYMEHTE.

5.39. PeructpaurOHHBIN HOMEP UCXOISAIIETO JOKYMEHTA JIOJIKEH COCTOSATh U3
KOJOB (MHJEKCOB) B COOTBETCTBUM C TNPUMEHSIEMBIMH KiIacCUPUKATOpaMH U
MOPSIAKOBOIO HOMEPA IOKYMEHTa B IIpeeiax KaleHIapHoro roja.

Jlata peructpaliud Y PETUCTPAMOHHBIA HOMEP MPOCTABIISIIOTCS Ha
OTIPABISIEMOM JOKYMEHTE, a TakKe€ Ha KOMNUU MCXOASIIECT0 JIOKYMEHTAa,
ocTalmielcss B Jeje, B COOTBETCTBUM ¢ mnyHkTamu 2.35, 2.36 Hactoseit
NuCcTpyKUIMU.

5.40. Wcxonsimuii JOKyMEHT, MOJMUCAHHBIA PYKOBOJUTEIEM YHUBEPCUTETA
WJIM UHBIM YIIOJTHOMOYEHHBIM UM JIOJPKHOCTHBIM JIMIIOM, IIEPEACTCS Ha OTIPABKY,
KOIMUsI JIOKYMEHTa Ha OyMa)KHOM HOCHTEJIE C BHU3aMU IIOMEIIaeTcs B JEI0 B
COOTBETCTBHM C HOMEHKJIATYPOIl JIelI.

DJEeKTpPOHHBIE JOKYMEHTHI MOCIe UX MOJANUCAHUS 3JIEKTPOHHOHN MOANHUCHIO U
OTIPABKM ajpecary XxpaHsarcsa B 0aze nanHbix CO/I.

5.41. B 3aBUCUMOCTH OT COJIepKaHUs M1 CPOUYHOCTH JIOKYMEHTBI, OTIIPABIISIEMbIC
U3  YHHUBEPCHUTETA, JIOCTABISIIOTCS — ajapecaraM  CpeJICTBaMU  IIOYTOBOM,
benpaIberepcKoil  CBSI3U, CIICIICBSI3H, KYyPhEPOM, OKCIPECC-TIOYTOM, a TaKKe
MIEPEIAF0TCS 10 KaHajaM 3JIEKTPOCBsI3H ((hakCUMUIbHAs CBs3b, Tenerpad, TenedoH,
anekTpoHHas nmoura, M3J10, CO ).

O6paboTKa  KOPPECIOHJCHIMHM  JUISI  OTHPaBKH  ITOYTOBOM  CBSI3BIO
OCYILECTBIISETCS B COOTBETCTBUY ¢ [IpaBuiaMu OKa3aHUs yCIIyT MOYTOBOM CBA3H .

5.42. JIOKyMEHTBI, HE UMEIOIINE aAPECHON YaCTH, MPUHUMAIOTCS HAa OTIIPABKY
C COINPOBOJMUTENbHBIMU MUCbMaMHU (32 UCKIIOUEHHUEM KOIMHHU pacnopsIuTeIbHBIX
JOKYMEHTOB, HaIlpaBJISIEMbIX B I1OJBEOMCTBEHHbIE OpraHU3ALIHN).

HenpaBunbHo ohopmiieHHbIE JOKYMEHTBI U KOPPECTIOHACHIIUS HECITYKEOHOTO
Xapakrepa K OTIPaBKe HE IPUHUMAIOTCS U BO3BPALLAKOTCA UCIIOJHUTEIIO.

9 TIpukas MunmcTepCcTBa CBA3H M MACCOBBIX KOMMYyHHKanuii Poccuiickoii ®eneparuu ot 31 mons 2014 1. N
234 "O6 yrtBepxkaeHun [IpaBuin okazaHusi yCIyr HOYTOBOH cBsi3n" (3aperucTpupoBaH B MUHHCTEPCTBE HOCTULIMU
Poccuiickoii deneparyn 26 nexadps 2014 r., peructpamonssiid N 35442), ¢ n3MeHEHUSIME, BHECEHHBIMH TIPUKa30M
MuHuCTEpCTBa CBS3M M MacCOBBIX KoMMyHHKaimi Poccuiickoit ®@enepaumu ot 13 ¢espans 2018 r. N 61 "O
BHECEHUHU M3MEHEHUH B Npuka3 MuHHCTEpCTBa CBA3M M MacCOBBIX KOMMYyHHKanuid Poccuiickoit @enepanun ot 31
mionst 2014 r. N 234 "OO yrtBepxaennu I[IpaBmin oOkazaHUS YCIyT IIOYTOBON CBsI3U" (3apErHCTPHPOBAH B
Munncrepcrse rocturn Poccuntickoit @eneparun 28 mapta 2018 1., peructpannonssiii N 50545).
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JIOKyMeHTBI, MOAJIeKAUIMEe OTNpaBKe, JODKHBI  00paldaThiBaThCad U
OTMPABIIATHCS B JIEHb UX MOJANUCAHUS U PETUCTPALIMM UM Ha CIEAYIONINI pabounii
JICHb.

5.43. JlochlIKa WM 3aMEHA paHee OTIIPABIEHHOIO JOKYMEHTA OCYLIECTBIIAETCS
110 YKa3aHUIO JIULA, TOANNUCABIIETO JOKYMEHT.

5.44. TIpoxoxaeHNE BHYTPEHHUX JIOKYMEHTOB Ha 3Talax UX MOATOTOBKH U
odopMIICHUS TOJDKHO COOTBETCTBOBATH MPOXO0XKICHHUIO UCXOISIIUX JOKYMEHTOB, a
Ha JTare UCIOJHEHUS - BXOISIIUX JOKYMEHTOB.

5.45. IIpoekTsl pacnopsAUTEIbHBIX JOKYMEHTOB (IIPUKA30B, PacHoOpsHKEHUM),
MOJATOTOBJICHHBIX JJIsi TOAMUCAHUS, TOCJIE TOJArOTOBKM M COTJIACOBaHUS C
3aMHTEPECOBAHHBIMU JIMLIAMU TIEPENaloTCs B OTAEN JOKyMEHTooOOpoTa s
MPOBEPKH MPABHIBHOCTU UX 0(OPMIICHHUS.

5.46. IlpaBunbHO OdoOpMIIEHHBIE MPHUKa3bl, PACTIOPSIKEHUS TMEpPEeAaroTCs Ha
MOJNKUCH PYKOBOAMUTEIIO YHUBEPCUTETA WIM UHOMY YITOTHOMOYEHHOMY UM JIUILY.

5.47. TloanucanHble MPUKA3bl, PACIIOPSHKEHMS] 1O OCHOBHOM NIESATEIbHOCTH
PETUCTPUPYIOTCA B OTAENE JOKyMeHTO000poTa?’.

IIpukazam, pacropspKEHUsSIM 110 OCHOBHOW JAESATEIIBHOCTU IIPUCBAUBAIOTCS
NOPSIAKOBbIE HOMepa (IO KaXAOoW rpymnmne JOKYMEHTOB OTHAEJIbHO) B Ipejaesiax
KaJIeHAapHOro rona. IlopsaakoBeld HOMEpP JOKYMEHTa MOKET JOMIOJHATBHCS
OYKBEHHBIM WM [HUQPPOBBIM HHACKCOM, OOO03HAYAIOMIUM MPUHAIICKHOCTD
JOKYMEHTA COOTBETCTBYIOIIEH IPYMNIIE JOKYMEHTOB.

CBeneHusa O PErMCTPUPYEMbIX MPHUKA3ax, pacnopsbkeHusix BHocsTca B COJ]
WIA B UHBIC PErHCTPAIlOHHO-y4eTHbIe (OpMbI Ha OyMa)KHOM HOCHUTENE WIH B
3IIEKTPOHHOM (pOopMe B COOTBETCTBHH C MMyHKTOM 5.54 Hacrosimen MucTpyKuuu.

5.48. IloaMHHUKK NpPUKa30B (pACHOPSIKEHUN) MO0 MECTYy HMX pPErucTpanuu
dbopMupyroTcs B [ena B COOTBETCTBUM C HOMEHKIIATYpOHW JeNl YHUBEPCHTETA B
CcOoOTBETCTBUH ¢ MyHKTOM 8.20 Hacroswme MucTpykunu.

Komun mnprka3oB, pacrnopsyK€HHHW pPacChUIAKOTCS HCIIOJHUTENSAM W HHBIM
3aMHTEPECOBAHHBIM JIMLIAaM B AJIEKTPOHHON (popMe MM Ha OYMa)kHOM HOCHTEIIE B
COOTBETCTBHHU C YKA3aTEIEM PACCHUIKU.

Komnnu mpukas3oB, pacnopsyKeHHH, pacchllaeMble Ha OyMaKHOM HOCHTEIE,
3aBEPAIOTCS B COOTBETCTBUM C MyHKTOM 2.51 Hacrosmen MuacTpyknnu.

5.49. Ilporokosbl 3acenaHuil, COBELIAHWW, IPOBOAUMBIX PYKOBOJICTBOM

20 ITogroroBka IIPUKA30B IO JIMYHOMY COCTaBy K HNOANMWCAHUIO PYKOBOAMUTCIEM MW HUX PErucTpanusa
OCYHICCTBJIAIOTCA NOAPA3ACIICHUEM I10 YIIPABJICHUIO IICPCOHAIIOM.
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YHUBEPCUTETA, PETUCTPUPYIOTCS B OTAENIE JOKYMEHTOOOOPOTa WM CEKpeTapsMu
COOTBETCTBYIOIIMX PYKOBOJIUTENEH.

[Iporokonmbl  3acemaHuii, COBELIAHUW, MPOBOAUMBIX KOJUIETHAJIBbHBIMHU
(coBemaTeIbHBIMU) OpraHaMHu, KOMUCCHUSMU WJIU B CTPYKTYPHBIX MOJpa3IeICHUIX
YHUBEPCUTETA, PETUCTPUPYIOTCA B  IIOJAPA3IACICHUAX, OTBETCTBEHHBIX 34
OpraHu3alyIo U TPoBeIeHUE MeporipusTua. Konuu Takux mpoTOKOJIOB TOTOBITCS K
PACCBUIKE M PACCBUIAKOTCS CTPYKTYPHBIM IIOJIPA3ICJICHUEM, OTBETCTBEHHBIM 3a
OPraHU3aMI0 U IPOBEICHUE MEPOIPUATHA.

5.50. IIpoTrokonaM MpPUCBAMBAIOTCS MOPSAKOBBIE HOMEpa B IMpeienax
KaJICHJJAPHOI0 TOJIa UJTU Neproia paboThl BpeMEHHOM paboueit rpyIbl (KOMUCCHUN)
M0 Ka)KJI0¥M TPYIIe MPOTOKOJIOB OT/IEIBHO.

[ToaTMHHUKY IPOTOKOJIOB MO MECTY UX perucTpanuu GopMHUPYIOTCA B ielia 1o
HOMEHKJIAType JIeJl YHUBEPCHUTETAa B COOTBETCTBUU C¢ NMyHKTOM &.20 Hacrosiei
NuCcTpyKUIMH.

5.51. BHyTpeHHHE JOKYMEHTBI Ha UMS PYKOBOJIUTENS IPYTrOoro CTPYKTYpHOTO
noapaznenenuss perucrpupyrorcs B COJl wmm (mpu orcyrerBum COJl unum
OTCYTCTBUU BO3MOXHOCTH 3aperHCTPUPOBATH BHYTpPEHHUU HOKyMeHT B COJI)
PETUCTPUPYIOTCS B MOJPA3/ICICHUH, CO3/IaBIINM JJOKYMEHT. 3aperuCTPUPOBAHHBIM
JOKYMEHT MepelaeTcs HEMOCPEACTBEHHO B MOJpa3eiIeHUE - apecaT, B KOTOPOM
MOBTOPHO HE PETUCTPUPYETCHI.

5.52. Tlpu BkmtoueHun B CDOJl BXOAAmMX JOKYMEHTOB, MX PErMCTpPallUH,
paccmMoTpeHnn u ucnojdHeHnn B OPK BHocdATcs crnenyromue CBEIECHHS O
JTOKyMeHTe?!:

a) HAaMMEHOBaHUE YHUBEpPCUTETA (KOPPECIIOH/ICHTA);

0) anpecar;

B) HAMEHOBAaHKE BUJIA JOKYMEHTA;

I') 1aTa MOCTYIHUBIIETO JOKYMEHTA;

1) PETUCTPALIMOHHBIN HOMEP MOCTYIUBIIIETO TOKYMEHTA;

€) IOJDKHOCTH, (haMUJIUSl M MHUITUAIIBI JIUIA, TOAUCABIIETO JOKYMEHT;

) J1aTa NOCTYIUICHHS JOKYMEHTA;

21 YkasaHHBIH cOCTaB CBeJeHMii, BKIouaeMblx B CDJ] NpM perucTpauyyd ¥ B XOJA€ PACCMOTPEHHS U
WCTIOTHEHUS BXOJIAIINX W UCXOJSAIINX JOKYMEHTOB, 00s13aTeIICH I OpraHu3anuii - yaactaukos M3J10.
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3) BXOJSILIUNA PErUCTpallMOHHBIN HOMED;
1) 3aroJIOBOK K TEKCTY (KpaTKOe CoJepKaHue TOKYMEHTA);
K) KOJIMYECTBO JIMCTOB OCHOBHOI'O JOKYMEHTA;

J) OTMETKA O MPWIOKEHUU (KOJUYECTBO NPHIIOKEHHUH, 00IIee KOJUYECTBO
JIMCTOB MPUJIOKEHHM );

M) CBEJIEHHUS O CBSI3AHHBIX JJOKYMEHTaX (HAMMEHOBAHKE BUA JOKYMEHTA, 1aTa,
pErucTpallMOHHBII HOMED, THII CBSI3H);

H) pe30J01Usl (UCIOIHUTEIb (MCIIOJIHUTEIHN ), IOPYUYEHUE, TOJKHOCTHOE JIUIIO,
JaBLIee TIOPYyYEHHE, aTa);

0) CPOK UCIIOJIHECHUSA IOKYMEHTA;

1) MHJEKC JIeJIa 10 HOMEHKIaType Je;

P) CBEJICHHUSI O TIepeaipecalry JOKYMEHTA;
C) OTMETKa O KOHTPOJIC;

T) Tpu( OTpaHUUYCHUS JOCTYIA K JOKYMEHTY;
y) CBEJICHHSI 00 JICKTPOHHOM ITOITUCH;

) pe3ysIbTaT NPOBEPKHU JIEKTPOHHOMN MOIUCH?,

5.53. Ilpu Bxmouyennn B COJl ucxopsumux gokymeHToB B DPK BHOcsATCS
CJIEYIOIIHNE CBEACHUS O JIOKYMEHTE:

a) ajpecar;

0) OJKHOCTH, PaMUIIHS U MHUIIMAJIBI JIMIIA, TOAMUCABIIETO JOKYMEHT;
B) HAUMEHOBAHUE BHJIa JOKYMCHTA;

I) 1aTa TJOKYMEHTA;

1) pETUCTPAIIMOHHBIN HOMEP JTOKYMEHTA;

€) 3aroJIOBOK K TEKCTY (KpaTKoe COoAepKaHue JOKYMEHTA);

) CBEJICHUS O CBA3aHHBIX JOKyMEHTaX (HAMMEHOBaHUE BUJIa TIOKYMEHTA, AaTa,
pEruCcTpallMOHHBII HOMED, THII CBSI3H);

3) KOJIMICCTBO JIMCTOB OCHOBHOI'O JIOKYMCHTA,

22 Brirouarotes B CO/1, ecnu MOCTYMUBIIUHI TOKYMEHT MOANUCAH YCUIICHHON 3JIEKTPOHHON MOJIUCHIO.

68



1) UHJIEKC Jieia [0 HOMEHKIAType el

K) OTMETKa O NPWIOKEHUU (KOJIMYECTBO MPUIIOKEHHM, O0IIee KOIUYECTBO
JUCTOB MPUIIOKEHHM );

1) rpud orpaHUYEHHUs JOCTyNa K TOKyMEHTY;
M) HOJIpa3JeleHUE - OTBETCTBEHHbBIN UCIIOJIHUTEIb JOKYMEHTA;
H) CBeJIeHUs1 00 AIIEKTPOHHOMN MOITUCH.

5.54. Tlpu Bkmrouenuun B COJ] BHyTpeHHUX JIokymeHTOB B ODPK BHocsTCS
CIEYIOIIHE CBEACHUS O JOKYMEHTE:

a) HaMMEHOBaHUE NMOAPA3EICHUS, TOATOTOBUBIIETO MPOEKT TOKYMEHTA;
0) HAaMMEHOBaHME BU/IA JOKYMCHTA,

B) JlaTa JIOKYMEHTA;

I') perUCTPaIlMOHHBIA HOMEP JOKYMEHTA;

1) TOKHOCTh, (haMIJIUSI M1 MHUIIAAJIBI JIMIA, TIOAMKUCABIIEr0 JIOKYMEHT;

€) CBEJICHU O CBS3aHHBIX JOKYMEHTaX (HAMMEHOBAaHHE BUJIa IOKYMEHTA, /1aTa,
PEruCTPallMOHHBIN HOMEP, THII CBSI3H);

) 3aroJIOBOK K TEKCTY (KpaTKOe CoJIep KaHHe IOKYMEHTA);

3) OTMETKa O MPUJIOKEHUU (KOIUYECTBO MPUIIOKEHUN, 0O0Iee KOIUYECTBO
JIUCTOB TIPUIIOKCHUH );

1) UHJIEKC JieJia [0 HOMEHKIAType JAell;

K) yKa3aHUs 1O HUCIOJIHEHUIO JIOKYMEHTa (MCIOJIHUTENb, MOPYUYCHHE, JlaTa
WCIIOJTHEHUS ),

J1) OTMETKA O KOHTPOJIE;
M) Tpu( OrpaHUYEHUS JOCTYIA K TOKyMEHTY;

H) mojapasjesiieHue (JIOHKHOCTHOE JIUIO) - WMCHOJIHUTENbh (OTBETCTBEHHBIN
UCIIOTHUTENh) JOKYMEHTA.

JIONOJIHUTENBHO K YKAa3aHHBIM CBEIAEHUAM O BXOJSIIMX, HMCXOIAIIUX U
BHYTpeHHUX JOKyMeHTax B OPK C3/] MOTyT BHOCUTBCS NHBIE CBEICHUS.

23 Cocrap ceesenuii, BHocUMBIX B CDJ] MpH perucTparii BHYTPEHHMX IOKYyMEHTOB, 3aBHCHT OT BHIA
PEruCTpUPYEMOTIO TOKYMEHTA.
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5.55. VYder konuyecTtBa JIOKYMEHTOB, MOCTYIMBIIUX, CO3JaHHBIX,
OTIPABIICHHBIX 3a OIPEICIICHHbIA MNEPUOJ BPEMEHH, MOXET HPOBOAUTHCS MO
YHUBEPCUTETE B LIEJIOM, MO OTIAEJIbHBIM CTPYKTYPHBIM NOAPA3CICHUSAM, IO
rpynmnaM JOKYMEHTOB, KOPpPECHOHICHTaM, JACHCTBUAM, MPOU3BEACHHBIM C
JOKYMEHTaMH, W JPYTUM IapaMeTpaMm, HEeOOXOIUMBIM ISl aHaju3a paboThl ¢
JIOKYMEHTaMU B LEJISIX €€ COBEPIICHCTBOBAHUS.

5.56. Tlpu yyere oObeMa TOKYMEHTOOOOPOTa IMOACUYUTHIBACTCA KOJIMYECTBO
JOKYMEHTOB BBIJICJIEHHOM IPYNIbl. YUET KOJNYECTBA JOKYMEHTOB ITPOBOJAUTCS 1O
naHHbIM CO/I, perucTpalimoOHHO-YYETHBIX )KYPHAIOB U KapTOTEK.

5.57. 3a emuHuny yuera KOJMYECTBA JOKYMEHTOB IPUHHMMAETCS
€IMHCTBEHHBIM 3K3EMIUIAP JOKyMEHTa (TOJJIMHHUK WM KOIMS, €CIIA KONHS -
€IMHCTBEHHBIM JK3EMIUIIP JOKyMEHTAa B YHUBEpPCUTETE, HANpUMEp, KOMMS
UCXOJSILEro nucbMa) 06e3 yueTa KOMUid, Co3aBaeMbIX MpHU MeYaTu U KOMMPOBAHUU
(tupaxupoBanuu). Komum  TOKyMEHTOB TIpM  HEOOXOJMMOCTHM  aHAIM3a
YUHUTBIBAOTCS OTJEIBHO.

5.58. PesynpTaThl ydera o00beMa JOKYMEHTOOOOpOTa B YHUBEPCUTETE
exxerogHo oboOmaroTess OTaenoM JTOKyMEHTOOOOpOTa U MPEICTaBISIIOTCS
PYKOBOJCTBY B BUJIe 0T4eTa 00 00BbeMe TOKyMEHTO000pOTa 3a TOI.

VI. KoHTpOJIb HCIIO/THEHHUS JOKYMEHTOB (IIOpY4YeHH i)

6.1. KoHTpoib UCIONMHEHUS TIOKYMEHTOB (TIOpYYEHUM) BENETCS B LEIAX UX
CBOEBPEMEHHOT'0 U KaYE€CTBEHHOT'O UCIIOTHEHHUSI.

6.2. KoHTpOIb UCTIOTHEHUS JOKYMEHTOB (MIOPYYEHUI) BEAETCS:

PYKOBOJUTEIIEM UITU UHBIM JOJKHOCTHBIM JINLIOM YHUBEPCUTETA - UCTIOJIHEHHUS
JIOKYMEHTOB (IMIOPYYEHUI) IO CYIIECTBY;

OtaenoM  JOKYMEHTOOOOpPOTa YHUBEPCHUTETa W OTBETCTBEHHBIMH 32
JIEIIOTIPOU3BOACTBO B CTPYKTYPHBIX IMOAPA3ACICHUAX - CPOKOB MCIIOTHEHUS
JIOKYMEHTOB (ITIOPYYCHHIN).

B Otnene nokymMeHTOOOOpOTa IEHTPATM30BAHHOMY KOHTPOJIIO MOJJIEXAT
3apEeTUCTPUPOBAHHBIE JIOKYMEHTHI ¢ OTMeTkoil o koHTposie ("Kontpomas"),
MPOCTABJISIEMON B COOTBETCTBUU € MyHKTOM 2.54 Hacrosmeit UHCTpykuuu, a B
CTPYKTYPHBIX MOJpa3JCICHUSIX YHUBEPCUTETA - BCE 3apETUCTPUPOBAHHBIC
JIOKYMEHTBI, TPEOYIOI1E UCTIOIHEHHUS.

6.3. PacnopsauTenbHble JOKYMEHTBI, ITPOTOKOJIBI 3acelaHuil (COBEIIaHui),
COJICpKaIllUE TOPYUYCHHS C KOHKPETHBIMU CPOKAMM HCIIOJHEHMs, CTaBSTCS Ha
KOHTPOJIb MO KaXKJIOMY IMOPYYEHUIO OTAEIBHO.

6.4. KOHTpOJb CPOKOB HCIIOJIHEHHS JOKYMEHTOB (IMOpYYEHHUH) BKIIOYAET B
70



ceost:
MMOCTAHOBKY JIOKYMEHTOB (IIOPYUYEHUI1) HA KOHTPOJIb;

MPOBEPKY CBOEBPEMEHHOCTH JOBEJCHUS JOKYMEHTOB (MOpy4YEHUI) 110
HCIIOJTHUTENICH;

npeBapUTENbHYIO TPOBEPKY U PETYINPOBAHNE X014 UCIIOTHEHUS JOKYMEHTOB
(mopyueHuit);

CHSITUE C KOHTPOJIS JOKYMEHTOB (IIOpYy4YEeHH);

yder, 0000IIeHHe M aHaliu3 pe3yibTaTOB XOJa HCIHOJHEHHsS JOKYMEHTOB
(mopyueHuii);

WHOOPMUPOBAHHE PYKOBOJUTENICH O XOJI¢ WCIOJHEHHUS JOKYMEHTOB
(mopy4eHuit) U COCTOSIHUU UCTIOTHUTENbCKON AUCITUTIIIUHEI.

6.5. Cpokd WUCHOITHEHUA JOKYMEHTOB (NIOPYYEHHUI) UCUYUCISAIOTCS B
KAQJICH/IAPHBIX JTHSX.

Ecnmu mnocnegHuil AeHb CpOKa HCHOJHEHUS JOKyMEHTa (TOpydeHHs)
OPUXOIUTCS Ha HepaOouui [eHb, TO JOKYMEHT MOJICKHUT HCIOIHCHUIO B
O KA ClIeTyOUIUi 32 HUM pabo4yuil 1€Hb.

Jlata ucnonmueHus: nokymeHta (mopyuenusi) gukcupyercs B OPK COJl umu
MHOW PEerUCTPAIMOHHO-YYETHON POopMe, UCTIONB3YEMOM AJIsl OTCIECKUBAHUS CPOKOB
WCIIOJTHEHUS IOKYMEHTa (IOpy4YeHUs).

Cpokn  HUCHOJHEHUs  JOKYMEHTOB  (MOpYyYEHHMI)  YCTaHaBIIMBAKOTCS
PYKOBOJHUTENIEM, HCXOS U3 CPOKA, YCTAHOBIEHHOTO OpraHU3alue, HapaBUBIIEH
IOKYMEHT, WM CPOKOB, YCTaHOBJICHHBIX 3aKOHOJATEILCTBOM Poccuiickon
QPenepauuu.

6.6. JlokyMeHTHI (Opy4YeHUs ) MOIeKaT UCIIOJIHEHUIO B CIEAYIOIINE CPOKHU:
C KOHKPETHOM aTOW HCIIOJHEHHUS - B YKa3aHHBIN CPOK;

0e3 yka3zaHUS KOHKPETHOW NaThl MCIIOJTHEHUS, UMCIONINE B TEKCTE MOMETKY
"BecbMa CpOYHO" - B TEYEHUE OJHOrO JHs, "CpO4yHO" - B 3-THEBHBIM CpOK;
"onepaTuBHO" - B 10-THEBHBIN CPOK; OCTaIbHBIC - B CpOK He Oosee 30 nHei;

M0 TapJaMEHTCKUM 3alpocaM - HE IMO3JHEe 4eM 4Yepe3 15 aHer co aHg
MOJTyYEHUS,

1o 3anpocam uneHoB Coserta denepannu, nenytaToB ['ocynapcrBeHHON J{yMbl
(IemyTaTckoMy 3ampocy) He noszaHee yeM depes 30 gHel co HS NOJIydYeHUs.

Mo MCKBCAOMCTBCHHBLIM 3allpocaM O HIPCACTABIICHUN IOOKYMCHTOB U (I/IJ'II/I)
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uHpopMalMu B 1ENIAX MPEIOCTABJICHUS TOCYJAPCTBEHHBIX W MYHHUIUMAIbHBIX
yciyr - 5 pabouyux JHEW co JHS MOJIy4eHHs 3alpoca, €ClIu 3aKOHOAATEIbCTBOM
Poccuiickon @enepanuu HE YCTAHOBIIEH UHOU CPOK;

1o obpaieHusiM rpaxaad - 30 gHeil co JHS perucTpanuu.

6.7. [IppocTaHOBUTHh UCHOJHEHUE KOHTPOJIBHOTO AOKYMEHTa (MOpYydYeHHUs), a
TaK)K€ OTMEHUTD €0 MOXKET PYKOBOJIUTENb, OJNUCABIINN JOKYMEHT WM JTaBIIUN
nopyueHue (yka3aHue).

6.8. B memix CBOEBPEMEHHOTO MCIOJHEHUS JOKYMEHTOB, IIOPYyYEHUI
(YkazaHuit), HOCTaBJIECHHBIX Ha KOHTPOJIb, pa00THUK Ciy>KObI JAEIONPOU3BOJICTRA,
OTBETCTBEHHBIN 3a BEACHUE KOHTPOJS HCIOIHEHUS JOKYMEHTOB, MpPOBEPSET
CBOEBPEMEHHOCTb JIOBEJICHUS IOKyMEHTA (TIOPYUYEHHUs ) JO UCTIOTHUTEIS.

6.9. Eciiu cpok UCTIOJIHEHUS TOKYMEHTA (MMOPYYEHHUS) MPEBBIIIAET OJNH MECSII,
B LEIAX OOECIeYeHUs] CBOEBPEMEHHOTO MCIOJHEHUs JOKyMeHTa (IMOpy4YeHus)
MPOBOJUTCSL TPEABAPUTEIIbHBIA KOHTPOJIb M HANOMHHAHUS HUCIHOJHUTEISAM O
IPUOITMKEHUU CPOKOB UCTIOTHEHUS JOKYMEHTOB (MTOPYYCHUHN).

6.10. [IpeaBapuTebHbI KOHTPOJb OCYIECTBISIETCS B CIACAYIOIIEM MOPSAKE:
JOKYMEHTOB (IIOpYUYEHUI ) MOCIEAYIOIINX JIET - HE pe’Ke OJTHOTO pa3a B IOl

JIOKYMEHTOB (ITOPYUYEHHUI) MOCIEAYIONIUX MECSIIEB TEKYIIETro Tojla - HE pexe
OJIHOTO pa3a B MeCHII;

JIOKYMEHTOB (TIOpYYEHUI) TEKYIIETO Mecsla - 32 5 AHEH 10 UCTEUEHUs CPOKa
UCIIOJIHEHHUS.

6.11. HanomuHaHue WCHOJHUTENSAM O MNPUOIMKEHUH CPOKOB HCHOJHEHUS
JOKYMEHTOB (IIOPY4YE€HUH) MOXKET OCYLIECTBIIATHCSA B AaBTOMATUYECKOM PEXHUME
nocpeactsom COJI.

HamomuHanusg wucnonaHuTENsIM, a Takke uHpopmaius o0 MCIOJTHEHUU
JIOKYMEHTOB (TIOpYUYEHHU), TIOJydeHHass OT WCIoJaHuTenen, pukcupyrrcs B OPK
COJ1 mim MHBIX PETUCTPAIMOHHO-YYETHBIX (popMax, UCTIONB3YEMBIX JIJIsi KOHTPOJIS
WCTIOJIHEHUA IOKYMEHTOB (ITOPYUYECHU).

6.12. Ilpu HEoOXOAMMOCTH W3MEHEHHUS CpPOKa HCIIOJIHCHHS JOKYMCHTA
(mopydeHusi) OTBETCTBEHHBIM HWCIIOJHHUTENIb OOsS3aH TMPEJACTaBUTh Ha HMS
PYKOBOJIUTENISA, JIABIIETO IOpPydYeHHE, OOOCHOBaHHE (CIY)KEOHYIO 3aIlHCKy) O
MIPOJIJICHUH CPOKa C YKa3aHUEM MPUYUH MIPOJICHHUS U AaThl UCTIOJHCHHS.

O06ocHOBaHME TIPOJJICHUS CpPOKAa WCIIOJIHEHHS JIOKYMEHTa (TOpydYeHus)
JIOJIKHO OBITh HATIPABJIEHO COOTBETCTBYIOIIEMY PYKOBOJIMUTEIIO HE MO3/IHEE, UEM T10
MCTEUEHUH JIBYX TPETHUX CPOKA UCIIOIHEHUS IOKYMEHTA (IOpYyUYEHUs).
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OO0 u3MEHEHUH CpPOKa MCIOJIHEHMs JOKYMEHTA (MOPY4YEHHUs) OTBETCTBEHHBIN
MCIIOJHUTENL UHPOPMHUPYET OTAEN JOKYMEHTO000pOTA>,

6.13. JloxymeHT (TIOpyY€HHME) CUUTAETCS HCIIOJIHEHHBIM, €CJIM TPUHSITHI
pelIeHnsT 1O TOCTaBJIECHHBIM BOIPOCAaM, IOATOTOBJIEHBI COOTBETCTBYIOILIHE
JIOKYMEHTBI, HallpaBjeHa CIpaBKa 00 HMCIOJHEHUU B COOTBETCTBYIOIIME OPraHbl
BJIacTU (YHUBEPCUTETA) WM JIaH OTBET MO CYLIECTBY 3aMHTEPECOBAHHBIM JIUIIAM.

Pemenue 06 ucnoaHeHUU TOKyMeHTa (MMOpyUYEHUs) IPUHUMAET PYKOBOAUTEIb,
MOCTAaBUBIIUN  JOKyMEHT (TIOpyYE€HHE) Ha KOHTPOJIb, C OO0s3aTCIbHBIM
uHhopmupoBanreM Ciy>KObI 1eT0NPON3BOICTBA YHUBEPCUTETA.

Ha wWcnosiHEeHHOM JOKYyMEHTE MpOCTAaBIAETCS OTMETKAa O HANpaBJICHUU
JIOKYMEHTa B €0 B COOTBETCTBHM ¢ IyHKTOM 2.55 Hacrtosimei MucTpykuuw,
CBelieHHs 00 HWCIIOJIHEHWH JOKyMeHTa (mopyuenus) BHocarcs B DPK COJl wnu
WHYI0 PETUCTPAIlMOHHO-YYETHYI0 (opMy, UCHIONB3yeMyH0 IS KOHTPOJIS
VCTIOJTHEHUS.

6.14. JlokyMeHTHI (ITIOPYUYEHHSI), HE CHSITBIE C KOHTPOJIS, a TAKKE JOKYMEHTHI
(mopy4eHusi), CpOK HCHOJHEHUS KOTOPhIX HE  MPOMJICH, CUYUTAIOTCSA
HEHCTIOJTHEHHBIMH.

6.15. OTnen HOKyMEHTOOOOpPOTa YHHMBEPCUTETA AHAIU3UPYET COCTOSHUE U
pe3yabTaThl  WCHOJHEHUSI  JOKYMEHTOB  (MOpy4YeHUH) UM COCTOSIHHE
UCIIOTHUTEIBCKON TUCITUTIIUHBI:

B TOPSAKE IMPEIBAPUTEIBHOTO KOHTPOJISI HANPABIAET B CTPYKTYPHBIE
MOAPA3/ICIICHUs YHUBEPCUTETA HAIIOMUHAHUS O JOKYMEHTAaX, CPOKH HCHOJHEHUS
KOTOPBIX UCTEKAIOT (3a 3 - 5 AHEH 40 OKOHUYAHMS CPOKA UCIIOTHEHUS IOKYMEHTA);

pa3 B MeCAll M MO OKOHYAHHHM TIOJa PYKOBOIAUTEIIO YHUBEPCUTETA H
PYKOBOIUTENSAM CTPYKTYPHBIX IMOJIPA3ICICHUN HAPaBIsAET OTYETHI O KOJIUYECTBE
JOKYMEHTOB, HWCIOJIHEHHBIX B CpPOK, HWCIOJHEHHBIX C MPOMJIIEHHUEM CpOKa
VICTIOJTHEHN S, HE UCIIOJTHEHHBIX, HAXOIAIINXCA HA UCIIOJHEHNH 110 YHUBEPCUTETY B
LIEJIOM, IO CTPYKTYPHBIM [TOIPA3ACIICHUSAM U, P HEOOXOAUMOCTH, - I10 OTAEIbHBIM
VICTIOJTHUTEISM.

VII. Opranusanusi padoThl HCHOJHUTEJIA € JOKYMEHTAMU

7.1. HcnomuHurtenbs mnojdy4aeT JOKYMEHTHl Ha WCIOJHEHUE B JI€Hb UX
pPacCMOTpPEHUS WK Ha CIEAYIOUNA pabounii IeHb B COOTBETCTBUH C PE3OIOIUSIMHU
PYKOBOJCTBA YHHMBEpPCUTETa U pPYyKOBOJAUTENd mnojpasaeieHus. CpodHbie
JIOKYMEHTBHI [IEPENAI0OTCS UCTIOJHUTENIO0 HE3AMEITIUTEIIBHO.

24 AHANIOTMYHBIM 06PA30M MOTYT GBITH BHECEHBI M3MEHEHHS B COCTAB HCTIONHUTENEH T0KyMeHTa (TIopyYeHHs)
¢ 00s13aTenbHBIM HH(opMHpoBaHueM Ciry>KObI eI0NPOU3BOJICTBA.
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7.2.  JIOKyMEHTBI, TOCTYHAalIIME B CTPYKTYpPHOE TMOAPA3JCICHUE C
pE30MIOLUAMU PYKOBOJCTBA, IEPEAAIOTCA PYKOBOIUTENIO IoApasneseHusd. Eciau
JIOKYMEHT, IIOCTYIUBIIUN HA UCIIOJHEHUE B NIOAPA3/ICIICHUE, HE UMEET OTHOLICHHUS
K KOMIIETEHLIMY MOAPA3AEIICHUS, PYKOBOIUTEINb IIOAPA3ACICHUS B TOT e JACHb WU
Ha cleayronuii pabouuit 1eHb Bo3BpamaeT ero B Ciyx0y J1eJ10Mpon3BOCTBA s
pelIeHnss BOIpoca O IMEPEHAIPABICHUU €ro Ha MCIOJHEHUE B JPYroe
nojapaszeneHue (Apyromy UCHOJHUTEIIO).

7.3. UcnoiHeHne NTOKyMEHTa MpeayCcMaTprUBaeT:

cOop 1 aHaM3 He0OXOoAUMOM UH(pOpMaIHH;

MOJATOTOBKY MPOEKTA JOKyMEHTa U €r0 0POpMIICHUE;
COTJIacOBaHMUE MPOEKTA JOKYMEHTA C 3aUNHTEPECOBAHHBIMHU JIUIIAMU;

IO0pabOTKy TPOEKTa JOKYMEHTa IO 3aMeYaHUsIM, IOJYYEHHBIM B XOJe
COrJIacoOBaHUs U, IPU HEOOXOAUMOCTH, - TOBTOPHOE COTJIACOBAHUE);

MOATOTOBKY crHucka (ykaszaTessl) pacChUIKM JIOKYMEHTa, €CIU JOKYMEHT
aJApeCcOBaH IPyIIIe OPraHU3ALMM;

MPEICTABICHUE MPOEKTA IOKYMEHTA Ha MOJANUCH (YTBEPKIEHNE) PYKOBOJICTBY;

IIOJrOTOBKY JJOKYMEHTA K OTIPABKE M IEpeaady KOIMU JOKYMEHTA B €707,

7.4. Ilpu  HampaBlIeHUM  JOKYMEHTAa  HECKOJbKHM  HMCIOJIHHUTEISIM
OTBETCTBEHHBIM 3a IIOAIOTOBKY IIPOEKTA JOKYMEHTa SBJISIETCS MCIIOJIHUTEND,
yKa3aHHBI B PE30JIOLUMU TEPBBIM WM OOO3HAUYECHHBIH B PE30JIONUHN Kak
OTBETCTBEHHBIN UCIIOJIHUTE.

7.5. OTBETCTBEHHBI WCHOJHUTENL HWMEET IPaBO JaBaTb IOPYYECHUS
OCTaJbHBIM MCIIOJIHUTENSAM, IPOBOAUTH pabouue COBEUIaHMs AJI BBIPAOOTKU
COBMECTHOTO pelICHMs. Bce HCIoNHUTENN B paBHOW CTENEHM OTBETCTBEHHBI 3a
CBOEBPEMEHHOE M KayeCTBEHHOE MWCIIOJHEHUE IIOPYYEHUS U IPEICTABICHUE
OTBETCTBEHHOMY HCIOJIHHUTEII0 B YCTAHOBJEHHBIE KM CpPOKHM HEOOXOJIUMBIX
MaTepUalIoB (IIPOEKTOB JOKYMEHTOB, CHPABOK). VcnosHuTenun He MMEIOT IpaBa
IIPEACTABIATH IPOEKTHI JOKYMEHTOB PYKOBOJIUTEIIO, JABLIIEMY ITIOPYYECHHUE, MUHYS
OTBETCTBEHHOTO UCIIOJIHUTEIIS.

7.6. B ciiygae OTCyTCTBUSI UCHOJIHUTENS (KOMaHAMPOBKA, OTIMYCK, OOJE3HB)
JOKYMEHT IO YKa3aHUI PYKOBOAMTENS MOJpa3JeieHUsl IepefacTcss Ipyromy
UCTIOJTHUTEIIO C 0053aTeIbHBIM COOOIICHUEM ero (paMHIINU JEIONPOU3BOIUTEIIO
noapasaeneHus Al BHeceHns n3MeHeHu B OPK mokymenta B COJl nnm uHyo
PEruCTPallOHHO-YYETHYIO (POpMY.

%5 BLIMONHAETCS OTIAENOM JOKYMEHTOOO0POTA.
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7.7. Ilpu yBOJNBHEHUM WA MEPEXOJE HA IPYroll y4yacToK pabOThl COTPYIHUK
00s13aH caaTh NOKYMEHTBI U Ji€Ja PYyKOBOJIUTENIO IMOAPA3JIEICHHUS MU MO €ro
YKa3aHHIO BHOBb HA3HAYEHHOMY COTPYAHMKY (B Cilydae HEOOXOJIMUMOCTH, - 110 aKTy
npueMa-nepesaud, B KOTOPOM YKa3bIBAIOTCS BHJbI Jied (3arojIOBKU JEl) U MX
KOJIMYECTBO U KOTOPBII MOJIUCHIBAETCS pAaOOTHUKOM, II€PEAABILINM JOKYMEHTBI, U
pabOTHUKOM, MIPUHSBIIUM JOKYMEHTBI).

7.8. PCBYJILTB.TOM HUCIIOJIHCHUA MJOKYMCHTA ABJIACTCA IIPOCKT AOKYMCHTA,
HO,ZIFOTOBJICHHBIﬁ HCIIOJTHUTCIICM.

HpOGKT HOKYMCHTAa CO BCCMHU HCO6XO,ZII/IMBIMI/I IMPUITOKCHUAMU, Halle4yaTaHHBIN
)41 O(I)OpMJIeHHBIﬁ B COOTBCTCTBHU C IIpaBHIIaMH, YCTAHOBJICHHBIMH B Pa3nacic 3
HaCTOHHleﬁ I/IHCTp}IKI_II/IH, HCIIOJIHUTCIIb COIJIACOBBIBACT € 3aMHTCPCCOBAHHBIMU
moApasaACICHUAMUA U JIMIIaMU U, IIpU HGO6XOI[I/IMOCTI/I, C IPpYI'UMH OpraHu3alusaMu.

JIOKyMeHTBI, TpelHa3HauYeHHbIE JI1 OTMPaBKH, O(QOpMIISIOTCS Ha OJlaHKe
YHUBEPCUTETA YCTAaHOBJICHHOU (opMbl. [[1s1 OTIpaBKU JOKYMEHTOB, HE UMEIOIINX
aJPECHOM YaCTH, COCTABIISIETCS] COIPOBOAUTEIBHOE TTUCHMO.

Ha nmokymeHT, pacceuiaeMblii Oojiee 4yeM B YeTHIpE ajapeca, HCIOJHUTEIb
TOTOBUT CHUCOK PACCBUIKH, ONPEIEISIET KOJUYECTBO 3K3EMILIIPOB JTOKYMEHTA U
MOCJIE€ PErucTpaluu OO0ECleUUBaET HU3TOTOBJIECHHE HEOOXOIMMOr0 KOJIUYECTBA
KOIUH.

7.9. Ucnionautenb (OTBETCTBEHHBI UCIIOIHUTENL) OPraHU3YET COTJIaCOBAHUE
(BU3MpOBaHUE) MPOEKTa JOKYMEHTa CO BCEMH 3aMHTEPECOBAHHBIMM JIMLIIAMH U
MPOBOAUT AOPA0OTKY MPOEKTA MO 3aMEYAHUSIM B COOTBETCTBUM C IMyHKTaMu 4.1 -
4.11 Hacrosawmen MucTpyKInmy.

[Ipy Hanuuuu OONBIIOTO KOJMYECTBA 3aMEUAaHUN [0 TMPE/ICTABICHUS
JT0pabOTaHHOTO MPOEKTa JOKYMEHTa Ha MOJMNUCh PYKOBOAUTEIIO HMCIOJHUTEIb
TOTOBUT CBOJKY 3aMe€UaHUH (MPeasioKeHU), B KOTOPOM yKa3bIBAE€TCs: COJIEPIKAHUE
3amMedaHus (TpeasIoxKEHUsI), JOJDKHOCTh, (aMIius JIdila, JABIIETO 3aMEuyaHue,
NPUHATO WM OTKJIOHEHO 3aMeuyaHue (€CliM 3aMEUaHHE OTKJIOHEHO, - MPUYHUHY
OTKJIOHEHUA).

7.10. TTocne nopaGOTKU U MOBTOPHOI'O BU3UPOBAHUS (COTJIACOBAHUS) TIPOCKT
JOKyMEHTa repefaeTcss Ha noanucanue (yrBepxkaeHue). [lo mpeacraBieHus Ha
NOJANKUCH WCIOJHUTENb MPOBEPSET NPABWIBHOCTh O(OPMIICHHS JIOKYMEHTa,
PaBWIBLHOCTh OOPMIICHHUS apecara, HAIMYMe HEOOXOIUMbIX BU3, MPUIIOKEHUMN,
npu HEOOXOJUMOCTH - CIPaBOK, IMOSCHUTEIBHBIX 3alUCOK, Pa3bsICHIIOMNX
COZIEp’KaHUE OATOTOBIEHHBIX IOKYMEHTOB, JIUCTA (YKa3aTels) pacChUIKH.

7.11. IlognucaHHbIA TOKYMEHT UCIIOJIHUTEIb B COOTBETCTBUH C TOPSAKOM,
YCTaHOBJIEHHBIM WHJIMBUIYaJIbHON MHCTPYKLHEH IO JIEJIONPOU3BOJICTBY, IIEPENAECT
JUTSI PETUCTPALIMK U OTIPABKU W/UITU BKIIFOUECHHUSI B JIETIO.
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B coorBeTcTBHU C HOMGHKJ’I&TypOfI ACJI HCIOJHUTCIIL OIPCACIACT MHACKC
AcJia, B KOTOPOC JOJIZKCH OBITh BKJIFOUEH JAOKYMCHT.

7.12. B x0/1€ UCIIOJIHEHUS TOKYMEHTA UCIOJHUTENb UMEET MPABO MpeJiaraTh
U3MEHEHHE CPOKA UCIIOIHEHUS, €CJIM OTCYTCTBYIOT PEaJIbHbIE YCIOBUS UCIIOTHEHUS
JOKyMeHTa (MOpy4YeHus), JejlaTh IOMETKU Ha JOKYMEHTE O BpPEMEHU €ro
MOCTYILJICHUS, O JaTaX MPOMEXKYTOUHOT'O KOHTPOJIS, TeNe(OHHBIX U MUCHbMEHHBIX
3ampocax, O 1aTe U pe3yJIbTaTe OKOHYATENbHOTO UCIIOTHEHHUS.

7.13. UcnionHuTenb HE UMEET MpaBa pasriamarb COAEpKaHue MOCTYNMHUBIINX K
HEMY JJOKYMEHTOB U IIOJrOTOBJIEHHBIX IPOEKTOB CIIyKEOHBIX JOKYMEHTOB, C HUMHU
MOTYT OBITh O3HAKOMJIEHBI TOJIBKO JIMIIA, UMEIOIINE OTHOLIEHUE K UX UCIIOJIHEHUIO.

VIII. ®opmupoBaHue TOKYMEHTAJIbLHOI0 (POHIa YHHMBEPCUTETA

8.1. OnepaTuBHOE XpaHEHHE JOKYMEHTOB YHHBEPCUTETA 1O MEPENAYM UX HA
XpaHEHHE B apXWB WM YHHUYTOXXEHHE OCYIIECTBIAETCS B CTPYKTYPHBIX
NOJIpa3/IEJICHUSAX YHUBEPCUTETA.

8.2. B nensix XxpaHeHus1, IOUCKAa U UCIOJIb30BaHUS TOKYMEHTHI Ha OyMaKHOM
HOCHUTEJIE U 3JIEKTPOHHBIE JOKYMEHTHI (POPMHUPYIOTCS B JieJa B COOTBETCTBUU C
HOMEHKJIATYpPOU JIE.

Homenkmatypa  gen  3akperuigier  Kilaccuukamuioo  (TPyHIHPOBKY)
UCIIOJIHEHHBIX JOKYMEHTOB B Jeia (DJEKTPOHHBIE J€eJla), CUCTEMATU3ALMI0 U
UHJICKCALIUIO JIeJl, CPOKM HUX XPAaHEHHS U SBIAETCA OCHOBHBIM YYETHBIM
JOKYMEHTOM (IIPWIOKEHHE 16).

Homenknatypa nen sBIsi€TCS OCHOBOM IS COCTaBJIEHUSI OIMCEN eI
MOCTOSTHHOTO, BpeMEHHBIX (CBBIIMIE 10 J€T) CPOKOB XpaHEHUS U MO JHUYHOMY
COCTaBY, AKTOB O BBIJICJICHUU K YHUUYTOKEHUIO JOKYMEHTOB C UCTEKIIIMMU CPOKAMHU
XpaHEHHUs, a TaKkXKe JIJIsl ydeTa e BpeMeHHBIX (10 10 jleT BKIIOYUTENbHO) CPOKOB
XpaHEHUSI.

8.3. HomeHnknaTypa /el YHUBEPCUTETA COCTaBIIAECTCS HA OCHOBE H3YUYCHHS
cocTaBa U CoJepKaHUS JOKYMEHTOB, OOpa3yloIIMXCd B JIESITEIbHOCTH
YHUBEPCUTETA, BKITIOYAsl JOKYMEHTBI, TOCTYIAIOIINE U3 IPYTUX OpraHU3alui.

8.4. Ilpu cocTaBlieHMM HOMEHKJATYpPbl AEN CIEAYyET PYKOBOJCTBOBATHCS
YCTaBOM YHUBEPCUTETA, MOJ0KEHUSIMHU O CTPYKTYPHBIX MOAPA3AEICHUSX, IITATHBIM
pacniucaHueM, IJIaHaMy U OTYeTaMu O paboTe YHUBEPCUTETa, HOMEHKIIATYpOH Je
3a NOpOLIEAIUNA TOJ, JOKaJbHBIMA HOPMAaTUBHBIMU aKTaMU YHUBEPCUTETA,
collepKalllMMH CBEJEHUS O JOKyMEHTaX, OOpa3yloIHuXci B ACATEIbHOCTU
YHUBEPCHUTETA, TUIOBBIMA M NPHUMEPHBIMU HOMEHKJIATypamMu JAea (mph HX
HaJM4YUM), BEIOMCTBEHHBIMU U TUIOBBIMHU MEPEUHAMHU JOKYMEHTOB C YKa3aHUEM
CPOKOB UX XPAHEHHS.
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8.5. B HOMEHKnatypy JAen BKIKOYAIOTCS BCE€ JIOKYMEHTBI, OTPa)KarOILINE
JNEATENbHOCTh CTPYKTYPHBIX MOJPA3ACICHUN YHUBEPCUTETA M TOCTOSHHO WU
BPEMEHHO JICHCTBYIOIIUX OpPraHOB (KOMHCCHI, COBETOB, KOMUTETOB), B TOM YHCIIE
JOKYMEHTBI OTPAHUYEHHOr'O JTOCTYNa, PETMCTPALMOHHBIE U YUYETHBIE )KYpPHAJIbI U
KApTOTEKH, B HEOOXOOMMBIX ClIydasX - KOIMU JOKYMeHTOB?®. JIOKyMEHTHI,
CO37IaHHBIC B AJIIEKTPOHHON (hopMe, BKIIFOUAIOTCS B HOMEHKJIATYPY J€N M0 TEM Ke
IpaBUiIaM, YTO U IOKYMEHTHI Ha OyMa>KHOM HOCHUTEIE.

He BxiroyaroTcs B HOMEHKJIATYPY J€J TEPUOAMYECKUE HW3JIaHUS, KHUTH,
OpOUIIOPHI.

8.6. Homenknatypa nen yHuBepcuteTa (CBOAHAas) cocrtaBisieTcss OTaenom
JOKyMEHTOO0OpOTa HA OCHOBAaHMM HOMEHKJIATYP JI€]1 CTPYKTYPHBIX MTOAPA3AEICHUN
no ¢opme, ycraHoBiieHHOM IIpaBuiiaMu XpaHEHHs, KOMIUIEKTOBAaHHUA, y4yeTa U
UCTIOJb30BaHUs TOKyMeHTOB ApxuBHoro onaa Poccuiickoit denepannu u qpyrux
apXUBHBIX JTOKYMEHTOB B OpraHax roCyJAapCTBEHHOW BJIACTH, OPraHaxX MECTHOIO
caMoynpasieHus, oprauusanusax’’ (nanee - [IpaBuna XxpaneHus).

CBojiHasi HOMEHKJIaTypa JeJI COCTaBJIICTCS B MOCJIEIHEM KBapTalle TEKYIIEero
roJia Ha MPEeJCTOSAINN KaleHIapHBIA TOJ.

8.7. HoMmenkiatypa 1€l YHUBEPCUTETA MOAMMUCHIBAETCA PYKOBOAUTEIEM
CnyxObl  JeNONpOU3BOACTBA, BU3UPYETCS PYKOBOAUTENEM apxuBa (JIUILIOM,
OTBETCTBEHHBIM 3a apXWB), COIJIACOBBIBAECTCA C LIEHTPAIbHOM OSKCHEPTHOU
KOMHUCCHEN (IKCTIEPTHON KOMHUCCHEH) YHUBEPCUTETA U, €CJIM OPraHU3aLUs SBISETCS
HMCTOYHUKOM KOMILIEKTOBAHUS TOCY/IapCTBEHHOTO WJIM MYHUIMIIAJIBHOTO apXuBa,
OJIMH pa3 B 5 JIET IPEACTABIISIETCS HA COINIACOBAHUE COOTBETCTBYIOLIEH 3KCIIEPTHO-
IIPOBEPOYHONM KOMMCCHM YIIOJJHOMOYEHHOIO OpraHa HCIOJIHUTENIBHONW BIIACTH
cyowekta Poccmiickoit denepanuu B oOmactu apxuBHOTO aena (mamee - OIIK
apXUBHOTO YUYPEXKJICHUS) WU TOCYIApCTBEHHOTO (MYHMIIMIAIBLHOIO) apXuBa B
COOTBETCTBUM C MPEJOCTABICHHBIMA €My IIOJHOMOYMSAMH B  TMOPSIKE,
ycranosjeHHoM [IpaBunaMu xpanenus>®,

Homenknatypa nen, cornmacoBanHass OIIK apxuBHOro ydpexIeHHs WU
rocyJapCTBEHHbIM  (MYHHMLMIAJIbHBIM)  apXMBOM B COOTBETCTBUU  C
IPEIOCTAaBJIECHHBIMU €My IOJIHOMOYMSIMH, YTBEPXKAAETCS  PYKOBOAMUTEIEM
YHUBEPCHUTETA U BBOJUTCA B IEUCTBUE C 1-TO IHBaps NPEACTOSIIETO KAJIEHIAPHOTO

26 Komuu IOKyMEeHTOB BKITIOYAIOTCS B HOMEHKIIATYPY JIEJ, ECIH KOTIHS - €IMHCTBEHHBIH SK3eMILIAP T0KYMEHTa
B OpraHu3alliy, a TAaKXKe, €CIIN KOIHMHU HEOOXOIMUMBI ISl OpPraHU3aLluH JeATEIbHOCTH MOIPa3eIeHUs.

27 TIpunoxenne N 25 x TIpaBunaM XpaHeHHs, KOMIUIEKTOBAHMS, y4eTa M MCIIONb30BAHMA JOKYyMEHTOB
ApxuBHoro ¢onza Poccuiickoit depepayy U Ipyrux apxMBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOW BJIACTH,
OpraHax MeECTHOTO CaMOYIpAaBJCHHUS, OpraHU3allUAX, YTBEP)KICHHBIM IpHKa3oM MUHHCTEPCTBA KyJIbTYPHI
Poccuiickoit ®enepanuu ot 31.03.2015 N 526 (3apeructpupoBaH B MunucrepcTBe roctunuu Poccuiickoit
®enepaunn 7 cenrsiops 2015 ., perucrparmonnsiii N 38830) (nanee - IlpaBuia xpaneHus).

28 TTynkT 4.8. IIpaBuit XpaHeHus.
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roaa.

Oprann3anuu, B JEATEIBHOCTH KOTOPBIX HE CO3JAKOTCS JOKYMEHTBI
ApxuBHoro ¢onaa Poccuiickoit ®enepanuu, yTBEpKIAIOT HOMEHKJIATYPY e
CaMOCTOSITEIIBHO.

B ciiyyae uzmenenust GyHKIMI U CTPYKTYpbl YHUBEPCUTETA HOMEHKJIATypa Jel
COCTABJISIETCS], COIVIACOBBIBACTCA U yTBEPKIAETCA 3aHOBO.

8.8. CornacoBanHas ¢ coorBercrByromeil JIIK apxuBHOro yupexxaeHus uiu
rocyJapCTBEHHbIM  (MYHHULMIAJIbHBIM)  apXMBOM B COOTBETCTBUU  C
IPEIOCTABIEHHBIMHU €EMY TOJIHOMOUYHUSIMU HOMEHKJIATYpa JIe] B KOHIIE KaXKJI0ro rojia
YTOUHSIETCSI, TIEPENeyaTbiBaeTCs, YTBEPKIAAETCS PYKOBOAUTEIEM YHUBEPCUTETA U
BBOAMTCS B JEHCTBHUE C | sTHBapsl MPEACTOSIIETO KaJIEHAApPHOTO ro/ia.

8.9. IlepBblli 3K3eMIUISIP YTBEPKACHHOW HOMEHKJIATYPHI €] SIBIISIETCS
JOKYMEHTOM IOCTOSIHHOT'O XPaHEHHUS U BKJIIOYAETCS B HOMEHKJIATYPY A€ B pa3ies
oTziena IOKyME@HTO000pOTa, BTOPOH - UCTIONB3YETCS OTIAEIOM JOKYMEHTO000pOoTa B
KauecTBe pabouero sK3eMIUIsipa, TPETUH - MepefacTcss B apXUB YHUBEPCUTETA B
Ka4eCTBE YYETHOIO0 JOKYMEHTA, OJJEKTPOHHAs KONHUS HOMEHKJIATypbl el
YHUBEPCUTETA, YTBEPKICHHOM PYKOBOIAUTEIIEM YHUBEPCUTETA, IIEPENACTCA B
rOCYJIapCTBEHHBIN (MyHULIMNAIbHBINA) apXuB, HCTOUYHHKOM KOMILJIEKTOBAHUS
KOTOPOTIO SIBJISIETCA OPTraHU3aIUsL.

B noapasneneHuss yHUBEpCUTETa HOMEHKJIATypa Jies paccbuiaercst Otaenom
JOKYMEHTOO0OpOTa B BUJE KONUN COOTBETCTBYIOIIMX pA3IEIOB HAa OyMaKHOM
HOCHTEJIE WU B JIEKTPOHHOU opMe.

8.10. HomeHknaTypa JAen yHUBEPCUTETa CTPOUTCA IO CTPYKTYypPHOM
(Ha3BaHMSIMHM pa3leyoB (IIOAPA3/IEI0B) HOMEHKIIATYPHl JIE€] SBIISIIOTCS Ha3BaHUS
CTPYKTYPHBIX MOJpa3JeIeHHI, PaCIOJ0KEHHbIE B COOTBETCTBUU C YTBEPKICHHOU
CTPYKTYpOU yHUBEpCUTETA), WIIH (YHKIIMOHAIBHOM cxemaM (Ha3BaHUSMHU Pa3esioB
HOMEHKJIATYPhI JI€J SIBJISIOTCS HAPABIICHUS IEATEIbHOCTH YHUBEPCUTETA).

8.11. HomeHknatypa nein CTPYKTYpHOTO HOAPA3ICICHUS COCTAaBIISIETCS B
KOKJIOM TOApAa3CiiCHUM YHHUBEpPCUTETa pPaOOTHHUKOM, OTBETCTBEHHBIM 32
JEJIONPOU3BOACTBO MOJPA3ACICHNS, IPU YYaCTUM BEAYLIUX CIELIUAIUCTOB
NoJIpa3/ieJICHus], COTJIACOBBIBAETCS C SKCIIEPTHOM KOMUCCUEHN Mopa3zesieHus (mpu
€€ HaJU4MH), MOJMUCHIBACTCS PYKOBOIUTEIEM CTPYKTYPHOTO MOApAa3/ieiieHUs U
npenacrasisgercs B Ciyx0y 1e0mponu3BO/ICTBA.

Homenkinatypa aen cTpyKTypHOro HojJpa3feieHusi cocTaBisieTcs no dopme,
ycranojieHHoi [IpaBunamu xpaneHus>’.

29 TIpunoxenue N 26 k [TpaBHiaM XpaHeHHs.
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BHOBb CO31aHHOE WM PEOPraHU30BAHHOE MOJpa3JeieHUe JOKHO B
MECSIYHBIA CPOK pa3padoTaTh HOMEHKJIATYPY el M MPEJICTaBUTh €€ B OTHEI
JIOKyMEHTO000pOTA.

8.12. Bce 3arosioBKy J€Jl, BKIIOUYEHHbIE B HOMEHKIIATYPY AEN CTPYKTYPHOIO
nojpasziefieHusi, HUHAeKcupytorca. Muaekc nena ykasbiBaercss B rpade 1
HOMEHKJIATYphI JIeJ U COCTOUT U3 MHJEKCAa CTPYKTYPHOTO MOJpa3iesieHus (Koia
MOJ/Ipa3/ieJICHUsl B COOTBETCTBUU C YTBEP)KICHHON CTPYKTYpPOU YHUBEPCUTETA WIIU
KJIAaCCU(DUKATOPOM CTPYKTYPHBIX MOJIpa3JeieHHil) U MOPSIIKOBOrO HOMEpa Jienia B
paszene HOMEHKIATyphl aen. MHaekcsl aen 0003HaYaroTess apaOCKUMu muQpami.
Hanpuwmep: 01-05, rae:

01 - Ko CTPYKTYpPHOTO MOAPA3ICTICHUS;
05 - mopsAKOBBII HOMEp Jelia B pa3jiejie HOMEHKIATYPhI Je.

Jlena mo BompocaM, HEpa3pelieHHbBIM B TEUEHHUE OJIHOTO TOJa, SIBISIOTCS
"mepexoAAIIMMU" U BHOCATCS B HOMEHKJIATYPY e CIEAYIOIIEero rojia ¢ TeM XKe
HMHJIEKCOM. PeKoMeH1yeTCsl COXpaHATh B HOMEHKJIAType A€ OJMHAKOBbIC HHACKCHI
JIJIsL OTHOPOJHBIX 1)1, BKJIFOUEHHBIX B pa3HbIC pa3fieibl.

Ecnu B Teuenue roja B 1eAT€NbHOCTH YHUBEPCUTETA 00Pa3yIOTCS JOKYMEHTHI,
HE MPEIyCMOTPEHHBIE HOMEHKIIATYPOU JI€JI, 3aT0JIOBKHA HOBBIX JIE€JI JOIIOJIHUTEIIBHO
BKJIFOUAIOTCS B HOMEHKJIATYpPY Jeil. B KaxxIoM paszene HOMEHKIIATypbl AeN I
BHOBbB 3aBOJIMMBIX JIE€JI IPEAYCMATPUBAIOTCS PE3EPBHBIE HOMEPA.

8.13. 3aronoBok nena (rpada 2 HOMEHKIATYpHI JIel) JOHKeH B 00001eHHON
dopme oOTpaxkaTb OCHOBHOE COJAEp)KaHHWE U COCTaB JIOKyMEHTOB jena. He
JOMTyCKaeTCs YMOTPeOJICHUE B 3arojiOBKE JieJla HEKOHKPETHBIX (POPMYIHPOBOK
("pa3Hbie MaTepuainbl”, "oOmas nepenucka'), a TakKKe BBOJIHBIX CJIOB M CIIOKHBIX
CHHTAaKCHUYECKNX O0OpPOTOB. 3aroJIOBKH eI MOTYT YTOYHSTHCS B TECUCHHUE rojaa B
npoiiecce GopMUPOBaHUS U OPOPMIICHUS ACII.

3aroJioBoK Acjla AOO0JDKCH COCTOATL H3 JJICMCHTOB, paclojJaraCMbIX B
CJ'I@I[YIOHICﬁ ITOCJIICAOBATCIBbHOCTH.

a) Ha3BaHUE BUJA Jena (mepenucka, KypHai, JeJ0) Wi BUJA JTOKYMEHTOB,
BKJIFOUEHHBIX B JIEJIO (MPOTOKOJIBI, IPUKA3BI);

0) HaMMEHOBaHNE YHUBEPCHUTETA, CTPYKTYPHOTO TOJpa3eICHUs, TTOCTOSHHO
JNEUCTBYIOLIErO0 WM BPEMEHHOTO OpraHa, JOJKHOCTHOIO JIMIA, CO3/aBIIMX
JTIOKYMEHT(bl1);

B) HaWMEHOBAHHE KOPPECHOHJAECHTa (YHMBEPCUTETA, JHUIA, KOTOPOMY
aJpeCOBaHbl WIH OT KOTOPOTO MOJTYUYEHbI JJOKYMEHTHI);

') KpaTKoe cojiep>KaHue JOKYMEHTOB JIeNa;
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1) Ha3BaHHE MECTHOCTH (TEPPUTOPUH), C KOTOPOMl CBSA3aHO COJEPKAHHE
JOKYMEHTOB J1€71a;

e) nara (mepuoj), K KOTOPbIM OTHOCSATCS JOKYMEHTHI JIeJia;
) YKa3aHue Ha KOMHUIHOCTh JOKYMEHTOB JIefa.

8.14. IlopAmok pacmoJIOKEHHsI 3aroJIOBKOB JI€JI BHYTPH  Pa3ZciioB
HOMEHKJIATYPhI JIe]1 ONPEIEAETCS CTENEHbIO0 BaXXHOCTH JOKYMEHTOB, BKIFOYEHHBIX
B JeJa.

B HadaJIC pasacia pacrojararorcsa  3arojJdoBKH  ICI, COJCPIKAIIUX
YUPCAUTCIIbHBIC, OPTraHU3AlIMOHHO-IIPABOBLIC W PACIIOPAAUTCIIBHBIC NOKYMCHTEI,
3aTEM 3arojJIOBKM [CJI, COJACpIKAIIMUX IIJIaHOBBIC, OTYCTHLIC, I/IH(l)OpMaHI/IOHHO—
AHAJINTUYCCKUC JAOKYMCHTHI, JAOKYMCHTHEI, oTpaxxaromue ACATCIIBHOCTD
nmoapasacyicHuA, ICPCIINCKY, B KOHIEC pasaciia - PCTUCTPALMOHHBIC W YYCTHBIC
JKypHaJIbl, KAPTOTCKU, 0a3mI JaHHBIX.

3aroioBKH 1€, COCTABIEHHBIX M0 KOPPECTIOHAEHTCKOMY U TeorpapuuecKomMy
IpU3HAKaM, BHOCSTCS B HOMEHKJIATypy Jied Ho andaBUTy KOPPECHOHJIEHTOB WIH
reorpa)uyecKux Ha3BaHUII.

B 3aromoBkax Jnen, coaepiKalux JOKYMEHTHI MO OJHOMY BOIPOCY, HO HE
CBSI3aHHBIX TIOCJIEAOBATEILHOCTRIO PEIICHUS BOIMPOCAa, B KauyecTBE BHJA Jielia
ynoTpebsercs TepMUH "IJOKyMEHTHI', a B KOHIIE 3arojoBka B CKOOKax
YKa3bIBAIOTCSI Ha3BaHUS BUJIOB IOKYMEHTOB, HAHOOJIeE MPEICTABICHHBIX B JICTIe:

"JIOKyMEHTBI O MPOBEJACHUU COBEIIAHUM U CEMUHAPOB (MPOrpaMMBbl, CITUCKH,
JOKJIa/ibl)".

Tepmun "mokyMeHTHI" TMPUMEHSETCS TAKXKE B 3aroJIOBKax JEJI, COACPIKAIIUX
JIOKYMEHTBI-TIPUIOKEHUSI K KaKOMY-IHOO JIOKYMEHTY (BHABI JOKYMEHTOB-
MPUJIOKEHHUIN HE IEPEUHCIISIIOTCS):

"JIOKyMeHTBI K MPOTOKOJIaM 3acenanuii HayuHo-Texaudeckoro copera';

"IIpoTOKOIBI TPOU3BOICTBEHHBIX COBEIIAHUN MPH T€HEPATHHOM TUPEKTOPE U
JIOKYMEHTBI K HUM".

B 3aronoBkax ACJ, MNPCAHA3HAYCHHBIX MJIs1 TPYHIIUPOBKU OJHOTHITHBIX
AOKYMCHTOB, 2Ta I'pYyIIlla JOKYMCHTOB YKAa3bIBACTCA BO MHOKCCTBCHHOM YHCJIC!

"IIpoTOKOJIBI 3aC€IaHUN TUPEKIIUM .

B 3aronoBkax ACJI, COACPKAIHNX IMMCPCIIMCKY, YKA3bIBACTCA, C KEM U 11O KAKOMY
BOIIPOCY OHA BCIACTCA:

"Ilepenmucka ¢ 00pa3oBaTENbHBIMU  YUPEKICHUSMU O  TOBBIIICHUU
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KBaJIM(PUKaLUU paOOTHUKOB".

B  3aronoBkax  Jen, coAep)KalluxX ~— I[EpPenucKy C  OJHOPOIAHBIMH
KOPPECTIOHJEHTaMH, MOCJIEJHUE HE Ha3bIBAIOTCS, @ YKa3bIBAETCS HMX BHUAOBOE
Ha3BaHUE:

"Ilepeniucka ¢ (¢enepaJbHBIMU OpPraHAMH HUCIHOJIHUTEIBHOM BIAcTH O
3aKJIIOYCHUH U UCTIOJIHEHUU TOCYJaPCTBEHHBIX KOHTPAKTOB" .

B 3arosmoBkax  Jen, COAEp)KAIIMX  NEPENHCKy C  Pa3HOPOIHBIMU
KOPPECIOHAEHTAMH, ITOCIEAHUE HE IEPEUUCIIAIOTCS:

"[Iepenncka 0 3aKIOYEHUH U UCTIOJIHEHUH TOCYJAPCTBEHHBIX KOHTPAKTOB" .

B 3aronoske AcJIa YKa3bIBACTCA KOHerTHBIﬁ KOPPECIIOHACHT, €CJIN IICPLCITMCKa
BCACTCA TOJIBKO C HUM:

"ITepermncka ¢ OOO "'opcBA3p" 0 MPEeTOCTABICHUH YCIIyT CBS3H'.

[Ipn 0003HaueHHH B 3arojioBKax Jesl aJMHUHHCTPATUBHO-TEPPUTOPHATBHBIX
€AUHULl YYUTBIBACTCA CIIEIYIOLIEE:

€CJIn COJICPIKAaHHNC Aca KacacTCi HCCKOJIbKHNX OIHOPOAHBIX
AIMUHHUCTPATUBHO-TCPPUTOPHAIIBHBIX CAWMHUIL, B 3ar0JIOBKE J1€JIa HC YKAa3bIBAKOTCA
HNX KOHKPCTHBIC HA3BAHM, 4 YKA3bIBACTCA UX 0611166 BHUA0OBOC Ha3BaHUC:

"[lepencka ¢ Y4YpEKACHUSAMHU KyJIbTYpbl AAMUHHCTPATHBHBIX OKPYI'OB
Mockssr".

€CJIM COJIEPKAHME JIeJIa KacaeTCsl OJHOM aAMUHUCTPATUBHO-TEPPUTOPUATIBHON
€IMHULBI (HACETIEHHOI'O ITYHKTA), €€ (€r0) Ha3BaHUE YKA3bIBAETCs B 3aTOJIOBKE JeJa!

"Ilepenncka ¢ ¢unumaroM B MOCKOBCKOM o00nacTd O IUIAHUPOBAHUHM U
OTYETHOCTH .

B 3aronoBkax aein, coaepamux IJIAHOBYIO UM OTYETHYIO JOKYMEHTAIUIO,
yKa3bIBaeTcsl nepuo (Mecsll, KBapTai, roj)) Ha (3a) KOTOPBIM COCTaBJIEHBI IIaHBI
(oTueThl):

"OTueThl CTPYKTYpPHBIX MoApazaeneHuii 3a 2017 rox";

"CTaTUCTUYECKHUM OTYET O YHCIICHHOCTH, COCTABE U IBUKEHUH KaapoB 3a 2017
ron (¢. N 27-rom)".

[Ipu dbopmupoBanum Aeia W3 HECKOJBKHMX TOMOB (4YacTei), Kpome 0O0Iero
3aroJioBKa Jiejla IpH HEOOXOJUMOCTH COCTaBIISFOTCS 3aroJIOBKH Ka)JI0To TOMa
(4acTH), yTOUHSIOIINUE COJIepKaHue TOMOB (JacTei) aena.

3aroyioBKH JeJ1 MOTYT YTOUHSIThCA B Iipoliecce (hopMupoBaHusi 1 0hopMIICHUS
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JCII.

8.15. I'pada 3 "KonuyecTBo Aen" 3amojHAETCs IO OKOHYAHUM KaJeHAApPHOTO
roaa. [lo gocTukeHur Jea0M, BKIIOYAOUIIUM JOKYMEHThI BpeMeHHBIX (cBbiie 10
JIET) U TIOCTOSIHHOTO CPOKOB XpaHeHusi, 00bema B 250 JIMCTOB, TOM 3aKphIBACTCS U
OTKpbIBaeTCsl HOBBIH TOM. B rpade 3 HOMEHKIATyphl Jiell TMOCIEI0BATEIbHO
YKa3bIBalOTCSI HOMEPA TOMOB U KpalHUE JaThl JOKYMEHTOB KaKJI0I0 TOMa!

T.1. 11.01.2017 -
30.06.2017

DNEeKTpOHHBIE Jiefla Ha ToMa (YacTh) He pasnenstoTcs. Bce anexkTpoHHBIE
JTIOKYMEHTBI, HE3aBUCHUMO OT UX 00beMa, BKIIFOUAIOTCS B OJTHO AJIEKTPOHHOE JEJIO.

8.16. B rpade 4 "Cpox xpanenus u N CTaTbu MO MEPEUHIO" YKa3bIBAIOTCS
CPOKM XpaHEHHUs JiIel U HOMepa CTaTel Mo TUIOBOMY WIIM BEJOMCTBEHHOMY
MEPEYHIO IOKYMEHTOB C YKa3aHUEM CPOKOB XpaHeHUs, (peiepaibHOMY 3aKOHY WUIIU
MHOMY HOPMaTUBHOMY ITPABOBOMY aKTYy.

8.17. B rpade 5 "lIpumeuanue" MpOCTaBIAIOTCA OTMETKH O 3aBEJCHUU JE
("3aBeneno"), o mepexonsmux aenax (Hanpumep, "llepexoasiee ¢ 2016 roxa"), o
BBIJICJICHUH JIE)T K YHHUYTOKECHHUIO, O JINIaX, OTBETCTBEHHBIX 32 (JOPMUPOBAHUE JIET,
0 mepeaaye ea B APYTyo OpraHU3aIMIo JJIsl TPOIOHKEHUS.

Eciu neno ¢opmupyercs B HHPOPMALMOHHOM CHCTEME W BKIIIOYAET
AJIEKTPOHHBIE TOKYMEHTHI, B rpade "lIpumedanue" oTMeyaeTcs, 4To AeN0 BeIeTcs
B AJICKTPOHHOM BHU/JI€ C YKa3aHUEM HaUMEHOBAHUS MHPOPMALIMOHHON CUCTEMBI:

"Onexktponnsie okymMeHTh. COJ] "Kannemsapus", B[ "CnyxebHbie 3anucku’.

8.18. Ilo 3aBepmieHHH AETONPOU3BOACTBEHHOIO I'0/1a B KOHIIE HOMEHKIATYPBI
Je7d B KaXJO0M CTPYKTYPHOM TMojpa3ieieHuu ohopMIIsieTCs UTOrOBasi 3aluch, B
KOTOPYIO BHOCATCSI CBEJEHUS O KOJIMYECTBE 3aBEJCHHBIX JieJl (TOMOB, 4acTei),
OT/ICJIbHO TOCTOSSHHOTO M BPEMEHHBIX CPOKOB XpaHEHUS, BPEMEHHBIX CPOKOB
xpanenusi ¢ ormetrkor "OIIK" m mepexoasuux. MToroBas 3anmuch AOMOJHSIETCS
JAHHBIMU O KOJIMYECTBE DJICKTPOHHBIX AT COOTBETCTBYIOIIUX CPOKOB XpaHEHUS
(mpuiioxeHnue 16).

B HTOI'OBYIO 34aIlHMChb CBO,IIHOﬁ HOMCHKIJIATYPBI ACJI CBCIACHHA BHOCATCA Ha
OCHOBAHHMH JAHHBIX, IICPCAAHHBIX U3 CTPYKTYPHBIX Honpameneﬂnﬁ YHUBCPCUTCTA.

CB@I[GHI/IH, CoacpKamuecsa B WTOIOBOM  3alucCH HOMCHKJIATYPbBI  JCJI
YHUBCPCUTCTA, MCPCAAOTCA B aApXUB YHHUBCPCUTCTA, O YCM B HOMCHKJIATYPC OCJI
IMPOCTABJIACTCA OTMCTKA C YKA3aHUCM JOJDKHOCTH U ITOAIIMCH JIMIA, IICPCAABIICIO
CBCACHU:.
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8.19. Jlena co nHA uX 3aBEAEHHUS 0 NEPENayu B apXUB YHUBEPCUTETA WM 10
BbIJICJICHUS UX K YHUYTOXKEHHUIO 110 UICTEUEHUH CPOKA XPAaHEHUS XPAHATCS IO MECTY
ux (opmMHupoBaHUSL.

I[CJ'IO CUUTACTCA 3aBCACHHBIM C MOMCHTA BKIIIOUCHHA B HCEro IICPBOTO
HCIIOJIHCHHOT'O JTOKYMCHTA.

8.20. [Ipu dhopmupoBaHuu Jei Ha OyMaKHOM HOCUTEJNE TOJKHBI COOTIOAThCS
cieayronme ooIue npapuia;

B JICJIO MIOMEIIIAIOTCS UCTIOTHEHHBIE TOKYMEHTBI, COOTBETCTBYIOIIHE IO CBOEMY
COJIEp KaHUIO 3aroJIOBKY Jieja M0 HOMEHKJIAType Je;

IMPHUIIOKCHUA ITOMCIIAOTCA BMECTC C OCHOBHBIMHA JJOKYMCHTAMM,

B ACJIO BKIIOYAKOTCA JOKYMCHTBI OJTHOI'O KAJICHAAPHOI'O IroAd, 3a UCKIIFOUCHUEM
NnNepexoasamux 171,

JOKYMEHTBI MOCTOSSHHOTO M BPEMEHHBIX CPOKOB XPAHEHHs IPYNIUPYIOTCSA B
Jera pasaenbHo;

B JI€JI0 BKJIFOYACTCA 110 OJJHOMY SK3CMIIIAPY KaXXKI0TO JOKYMCHTA,

(dakcorpamMmbl, TeJEeTPaMMBbl, TeIePOHOTPaMMBl TIOMEIIAIOTCSI B Jena C
NepenucKoil Ha OOIIUX OCHOBAHUSIX;

B ACJIO IMOMCHIANOTCA JOKYMCHTBI IMPAaBUJIBHO W ITOJIHOCTBIO OCI)OpMJ'IeHHI)Ie
(I[OKYMGHTBI AOJKHBI UMETh JaTy, NOAIINCHL U APYTUC H€O6XOI[I/IMBIC peKBI/ISI/ITBI);

B JIEJI0O HE BKIIOYAIOTCS JOKYMEHTBI, MOMJICkKAIMEe BO3BpaTy, JUIIHUE
AK3EMIUISIPbl 1 YEPHOBUKH (32 UCKIIFOYEHHUEM 0CO00 IIEHHBIX);

no o0beMy Jeno, BKJIKYAroNee JOKYMEHThl Ha OyMa)KHOM HOCHUTENE, HE
JOJDKHO npeBblmaTh 250 JIUCTOB, IpH TONIIUHE HE Ooiiee 4 cM (TOMNIIMHA JIET CO
cpokamu xpaHenus 10 10 netr He noiwkHa npesbimath 10 cm). [Ipu npeBsiieHnn
JAHHOTO 00beMa 3aBOJUTCS BTOpoil ToM. [Ipu Hanuyum B esie HECKOJIBKUX TOMOB
(yacTell) WMHAEKC M 3arojlOBOK Jiela TMPOCTaBISAIOTCS Ha KaXKIOM TOME C
noOasienneM ooo3nauenwmii: "T. 1", "T. 2",

JIOKYMEHTBI BHYTPH Ji€Jla pacloJIaratoTCsl CHU3Y BBEPX B XPOHOJIOTHUYECKOU,
BOIIPOCHO-JIOTMYECKOM ITOCIIEI0BATEIBHOCTU WIN UX COYETAHUMU.

PacnopsnurenbHble  TOKYMEHTHl TPYNIIMPYIOTCS B J€la II0 BHAAM U
XPOHOJIOTHM € OTHOCSAIIMMUCSA K HUM IIPUIOKEHUAMHU. JIOKYyMEHTBI - OCHOBaHUS K
pacropsAaUTEIbHBIM JOKYMEHTAM BKIIFOYAXOTCS B OTACIIBHOE JIEII0.

HpOTOKOHBI B ACJIC pacrnojararorca B XPOHOJIOTHYCCKOM IIOPAAKEC MU II0
HOMCpaM.
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JIOKyMEeHTBI K 3acefaHusIM (COBEIaHUSIM) TPYIIIUPYIOTCS B OTJIETbHOE JEJO,
KaK ¥ NPUJIOKEHUSI K IPOTOKOJIaM, €CJIM OHM COoAep KaT 0ojee 25 cTpaHuil.

JIOKyMEHTBI K IPOTOKOJIAM, €CJId OHU CTPYIIHUPOBAHbI B OT/AEJbHBIE €A,
CUCTEMATU3UPYIOTCA BHYTPH Ji€Jia IO MOPSAKY HOMEPOB ITPOTOKOJIOB.

JIokanbHbBIC HOPMATUBHBIC AKTbI, YTBCPKACHHBIC PpPaCHIOpPAIUTCIbHBIMUA
AOKYMCHTAMM, SBJIAIOTCA IPUITOKCHUAMHU K HHM W T'PYHNIIHUPYHOTCA BMCCTC C
YKa3aHHBIMH JOKYMCHTAMM.

I[IprKa3bl 10 OCHOBHOM JEATENILHOCTH IPYIIUPYIOTCS OTAEIBHO OT HPUKA30B
0 JMYHOMY COCTaBY U IIPUKAa30B [0 aJMMHMCTPATHBHO-XO3AICTBEHHOM
nesTenpbHOCTH .,

[Ipuka3pl MO JUYHOMY COCTaBY (POPMUPYIOTCS B JieJla B COOTBETCTBHM CO
CPOKaMHU XpaHEHHUs.

I[OKYMGHTBI B JIMYHBIX JCJIaX pacriojararoTcs 1mo Mepc ux nOoCTYILICHUA.

[Tepenucka rpynmupyercss B Jeia MO TEMaTUKE /WM KOPPECIOHACHTAM H
CUCTEMATU3HPYETCS B XPOHOJIOTHYECKOW TOCICIOBATEIIPHOCTH: JOKYMEHT-OTBET
noMeniaeTcs 3a JOKYMEHTOM-TIpockOoil (3ampocom). Ilpu  B0300HOBICHUU
NEPENUCKA IO OMPEACIEHHOMY BOIPOCY, HaYaBIICWCS B TPEABIAYIIEM TOIY,
JOKYMEHTBHI BKJIIOYAIOTCS B JIEJI0 TEKYIIEro Toja C yKa3aHWeM HHJEKCa Jena

MPEABIAYIIEro Toja.

DONeKTpOHHBbIE JOKYMEHThl (OPMHUPYIOTCS B  DJIEKTPOHHBIE Jefla B
COOTBETCTBHUM C HOMEHKIATypOW Jell yHUBEpCUTeTa B TOW WHOOPMAIMOHHOU
CUCTEME, B KOTOPOI OHM OBLIM CO3JJaHBI UJIM B KOTOPYIO OBLIN BKJITFOYCHBI.

8.21. Jlns oGecriedeHust COXpaHHOCTH, Y4eTa TJOKYMEHTOB U J€JI CTPYKTYPHOTO
NoJipa3/ieJICHUs] U YHUBEPCUTETA JOCTYIA K HUM MPOBOJAUTCS KOMIUIEKC padoT:

CO31aHHC OIITUMAJIBHBIX YCJIOBI/Iﬁ XPaHCHUA JOKYMCHTOB U ACJI;

30 B coorerctBum ¢ IlepeuHeM THMOBBIX YHPABIEHYECKHX ApPXMBHBIX JOKYMEHTOB, OOPasylONMXCSA B
mpolecce JIeATeNbHOCTH TFOCYJApCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPAaBIECHUS M OpraHU3alUi, C
yKa3aHHEM CPOKOB XPaHEHMUs, yTBEPKIECHHBIM Iprka3oM MuHuctepcTBa KynsTypsl Poccuiickoit denepauuu ot 25
aBrycra 2010 r. N 558 "OO0 yrBepxnenun IlepedyHsi THUHOBBIX YNPaBICHYECKUX AapXWUBHBIX JIOKYMEHTOB,
00pa3yrommxcs B IMPOIECCEe ACATEIBHOCTH T'OCYAAapPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYIIPABICHHUS H
OpraHW3alliii, C yKa3aHHWEM CpPOKOB XpaHEHHWs" (3aperucTpupoBaH B MHUHHCTEPCTBE IOCTHLHH Poccuiickoit
Oeneparmn 8§ centsops 2010 1., peructpammonueiii N 18380); ¢ W3MEHEHWSMH, BHECCHHBIMH IIPHUKA30M
MunncreperBa KynbpTypsl Poccuiickont @enepammu ot 16.02.2016 N 403 "O BHecenmn m3meHeHHi B llepedeHn
THUIIOBBIX YIPABICHYECKUX APXUBHBIX JOKYMEHTOB, 0OPa3yrONIMXCS B IPOLECCE AEATEIBHOCTH T'OCYIapCTBEHHbBIX
OpPTaHOB, OPraHOB MECTHOTO CaMOYIIPaBJICHHS M OPraHU3alWi, ¢ YKa3aHHEM CPOKOB XPAHEHHs, yTBEP:KICHHBIN
npuka3oM MunuctepcTBa KyapTypsl Poccuiickoit denepammu ot 25 aBrycra 2010 r. N 558" (3apeructpupoBaH B
MunuctepctBe roctuiuu  Poccuiickoit @Peneparun 15 mapra 2016 r., perucrtpaumonsHslii N 41414), k
aJIMUHUCTPATUBHO-XO3HCTBEHHOH JAEATEIBHOCTH OTHOCSTCS BOIPOCHI 110 COOJIIOACHHIO NPaBHJI BHYTPEHHEro
pacropsizika, 3KCIUTyaTalny CiIyKeOHbIX 34aHHH, TPAaHCIIOPTHOMY OOCITy>KMBaHHIO, BHYTPEHHEH CBSI3H, 00eCIICUEeHHIO
6€e301acHOCTH OpraHu3anunii.
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pasMelIeHue eI,
MIPOBEPKa HAIMYUS ¥ COCTOSIHUS JOKYMEHTOB | JIET,
coOJTI0/IeHrEe TTOPSJIKA BBIIAYH JIETT.

8.22. Jlena pa3MmeniatoT B paboyux KOMHATax WM CHEUHUAIBHO OTBEIECHHBIX
JUTSL OTOW TIeNIM TIOMENICHUSX B mkadax, Ha CTeliaxkaxX, yToObl 00eCTeunTh hX
COXPAHHOCTb U 3aLIUTY OT BO3JEHCTBUS BPEIHBIX (PaKTOPOB.

Jlena nist ©X y4ueTa U OBICTPOTO MOMCKA JOHKHBI pAaCloIaratbCs BEPTUKAIBHO,
KOpEIIKaMi HapyXy W B COOTBETCTBUM C HOMEHKIaTypoil nen. Ha kopemkax
00JIOKEK /1€ YKa3bIBalOTCS MHAEKCHI 0 HOMEHKIJIAType A€, IpU He0OXOAUMOCTH
HOMep ToMa Jiena, Aaty Aena. HoMeHkatypa j1en uim BhIIMCKa U3 Hee IOMelaeTcs
Ha BHYTPEHHEH cTOpoHe miKada.

8.23. IlpoBepkH Hanuuyusg M COCTOSHUSA JOKYMEHTOB W JE€JI B LEJISIX
YCTAHOBJICHUsSI  (PAKTMUUECKOTO  HAJIMYMS  JIe1  JOJKHBI  MPOBOIUTHCS
JEI0NPOU3BOAUTEIEM MTOAPA3AECICHUS B CIIyUasX:

Iepe nepeaavyeii JOKYMEHTOB B apXUB YHUBEPCUTETA;
IIPY NIEPEMEILICHNUH JIETT;

Py CMEHE PYKOBOAWTENS CTPYKTYPHOTO TOJpa3/eiCHUsl, PYKOBOIUTEIIS
OT/ieJIa TOKYMEHTOOOpOTa;

IIPU  PEOPraHU3AlMU YHHUBEPCUTETa M JIMKBUJALWM YHUBEPCHUTETA WU
CTPYKTYPHOT'O NIOAPA3IAECICHUS.

IIpoBepka HanM4Ms TPOBOAMUTCS IIyTEM CBEPKM CTAaT€ HOMEHKJIATYPBI €I C
OMMCAaHUEM JIe] Ha 00JI0KKE, a (PU3NUECKOE COCTOSHHE JEJT ONPEIEIISIETCS MyTEM UX
BU3YaJIbHOTO  IpocMoTpa. Bce  oOHapyXeHHble  HEOOCTaTKU  JOJDKHBI
(UKCHPOBATHCA B AKTE MPOBEPKHU HATMYUS U COCTOSHUA JE.

8.24. B ciy4ae BBIABIEHUS OTCYTCTBHS J€J, YUCISAIIMXCS IO HOMEHKJIATYpE
JieJ, pPyKOBOJICTBOM NOJAPA3ACICHUN NPUHUMAKOTCS MEPBI MO UX PO3BICKY. Ecnn
PO3BICK JIEJ HE JaeT pe3ysbTaTa, COCTABIISIETCS CIIPaBKa O IPUYNHAX UX OTCYTCTBUS,
KOTOpasi MOJIHUCHIBACTCS PYKOBOIAUTENIEM IOAPA3JEICHUS M IPEICTaBIACTCA B
OTnen 1oKyMeHToo00poTa.

dakt yTpatel gena (men) duxkcupyercs B akTte (npuiokeHue 18),
cocraBisieMoM OTaenoM JOKYMEHTOOOOpPOTa U PYKOBOJUTEIEM CTPYKTYPHOTO
nosipasniesieHust (yImoJHOMOYEHHBIM UM JIMIIOM) B TPEX JK3EMIUISIpax: Mo OJHOMY
K3eMIULIpy akta XpaHutca B Ciyx0e Jenonpou3BOACTBA M CTPYKTYPHOM
MOJIpa3/IeTICHUH; SK3EMIUISIp aKTa MPEJCTABISETCS B apXWB YHHUBEPCHUTETA MPU
nepemaye Aesl CTPYKTYPHOTO ToIpa3/iejieHUs] Ha apXUBHOE XpaHCHHUE.
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8.25. Dkcmepruza LIEHHOCTH JOKYMEHTOB MIPOBOJUTCS HAa OCHOBE
3aKOHOJATEJIbHBIX W MWHBIX HOPMATUBHBIX IIPABOBBIX aKTOB Poccuiickoun
deaeparuy, yCTaHABIMBAIOIIUX TPEOOBaHUA K CPOKaM XpaHEHHUS JIOKYMEHTOB,
TUIIOBBIX M BEJOMCTBEHHBIX IIEPEUYHEH HJOKYMEHTOB C YyKa3aHUEM CPOKOB HX
XpaHECHUS:

IpY COCTABJICHUU HOMEHKJIATYpPBI JET;
P MOJTrOTOBKE JIEJ K NIEpeiaue B apXUB YHUBEPCUTETA;
B apXMBE YHUBEPCUTETA.

8.26. Jlns yHuBepcuTeTa M MNPOBEACHUS PabOTHI MO AKCHEPTU3E LEHHOCTH
JOKYMEHTOB B YHUBEPCUTETE MNPUKA30M PYKOBOAUTENS CO3JACTCS IKCHEPTHAS
komuccusi (nmamee - OK), B opraHuzanusax, HMMEIOMUX TOJIBEOMCTBEHHbIC
YHUBEPCUTETY, (puimanbl, - HEeHTpalibHas 3KcrepTHas komuccus (naiee - LIOK)
(mpuiioxenue 16).

3agaun, (yHkuu, npaea, opranuzanus padotrsl K (LIOK) onpenensrorcs
MIOJIO)KEHHEM O HeH, KOoTopoe pa3pabaThiBacTcsi Ha OCHOBAaHUHU TMPUMEPHOTO
TIOJIOKEHUS, YTBEP)KIACHHOTO  YIOJHOMOYEHHBIM  (peiepaIbHBIM ~ OpraHOM
MCIIOJIHUTENLHON BIACTH B c(hepe apXUBHOIO JIeja U JAEIONPOU3BOACTBA !

8.27. OcuoBubiMU GyHKIHAME DK ABISIOTCS:
OpraHu3alys €KeroIHOT0 0TOOpa /Iy I XpaHeHHs U YHUYTOKCHUS,

PacCMOTPEHHE U COTJIACOBaHHE MPOEKTAa HOMEHKJIATYPhl JIe YHUBEPCUTETA,
ONUCEN JIeJ1 TOCTOSTHHOTO U BpeMEHHBIX (cBbile 10 JIeT) CPOKOB XpaHEHHUS], B TOM
Yyucjae MO JUYHOMY COCTaBY, aKTOB O BBIICJICHHUM K YHUYTOXXEHUIO Jell, HE
MOJISKAIIUX XPAHEHUIO;

y4acTHE€ B IIOJNOTOBKE M PACCMOTPEHHUHM IPOEKTOB HOPMATHUBHBIX W
METOIMYECKHUX JJOKYMEHTOB 10 BOITPOCaM PabOThI C IOKYMEHTAMU B YHUBEPCUTETE.

8.28. DkcmepThza 1LEHHOCTU JOKYMEHTOB OCYILECTBIACTCA €KEroJHO
JISTIONIPOU3BOIUTENISIMU TOJIpa3aeiaeHui coBMecTHO ¢ DK yHuBepcuTeTra M 1O
METOJUYECKUM PYKOBOACTBOM OTIEI0M JOKYMEHTOOOOPOTa YHUBEPCUTETA.

8.29. Ilpu npoBeAeHUN SKCIEPTU3bI LIEHHOCTH JOKYMEHTOB MPHU MOJATOTOBKE
JieN K Tepeiaye B apXuB YHUBEPCUTETA OCYLIECTBIISIETCSI:

0oTOOp JOKYMEHTOB IIOCTOSIHHOTO U BpeMeHHBbIX (cBbimie 10 5eT) cpokoB
XpaHEeHUs JJIsl Iepejauil B apXUB YHUBEPCUTETA,

31 IIpukaz ®enepansHOro apxmpHoro arentctBa ot 11.04.2018 N 43 "OG6 yreepxkneHun IIpumepHOro
TOJIOKEHHsT 00 SKCIIEpPTHON KOMHCCHHM opraHuzanmu” (3aperncTpupoBaH B MuHHcTepcTBe focTHIUK Poccuiickoit
Denepanun 15.06.2018, peructpanuonnsiii N 51357).
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0oTOOp TOKYMEHTOB BpeMEHHBIX (/10 10 JIeT BKIIOYHUTEIBLHO) CPOKOB XPaHEHUS
nn

1 ¢ mometkamu "Jlo MuHoBaHMs HagoOHOCTH", "J0 3aMEeHBI HOBEIMM ", TIOIJICIKAIITAX
JabHEHIIIEMY XPAHEHHUIO B CTPYKTYPHBIX MOIPA3ACTICHUSX;

BBIACIICHUC K YHHWYTOXCHHUIO JCJI 3a HNPCAbIAYINHUC TI'OJbl, CPOKHM XPaHCHUIA
KOTOPBIX UCTCKIIU.

OOHOBpPEMEHHO TIPOBEpSAETCS KauyecTBO W TIOJHOTAa HOMEHKIATYpbl JAell
YHUBEPCUTETA, MPABUIIBHOCTh ONPEEICHUS CPOKOB XpaHEHUS Al

8.30. Jlena moctossHHOTO W BpeMeHHBbIX (cBbilie 10 JI€T) CPOKOB XpaHEHUS
MOJJICKAT MOJUCTHOMY MPOCMOTPY MJIsi BBIJICNICHUS] U3 MX COCTaBa JOKYMEHTOB
BpeMeHHBIX (70 10 J1eT) CpOKOB XpaHEHUSI.

Hena ¢ ormerkoit "DIIK" (mpunoxxkenue 16) moaBeprarOTcsi MOJUCTHOMY
OPOCMOTPY B LEISIX ONPENEICHHUS M BBIICICHHUS M3 HUX COCTaBa JIOKYMEHTOB,
HOJUIEKALINX TOCTOSTHHOMY XPaHEHHUIO.

8.31. OT00p 2MEKTPOHHBIX JOKYMEHTOB ISl IEPEIayu B apXUB YHHUBEPCUTETA
OCYIIECTBJISIETCS B aBTOMAaTU3MPOBAHHOM PEXHUME MyTeM OTOOpa JOKYMEHTOB U3
0a3 paHHBIX WHQPOpPMAIMOHHBIX cucTeM Mo npusHaky "Wunpekc aema" ("Cpox
xpaHeHus").

8.32. Tlo pe3ynpTaTaM SKCIEPTU3bI LIEHHOCTH JTOKYMEHTOB B YHUBEPCUTETE
MIPOBOJUTCSE O(OPMIIEHHUE eI U COCTABIISFOTCS OTKCH JIEJ IIOCTOSTHHOTO XPaHEHUs,
BpeMeHHBIX (cBbIlIe 10 J€T) CpOKOB XpaHEHUsS M IO JIMYHOMY COCTaBY, a TaKkKe
aKThl O BBIJICJICHUU K YHUUTOKEHUIO JIEJI, HE MOIeKAIINX XPAHEHHUIO.

Onucu Jen MOCTOSTHHOTO XpaHEHWs, BpeMeHHbIX (cBbimie 10 1eT) cpokoB
XPaHEHMSI U 110 JUYHOMY COCTaBY, & TAK)KE aKThI O BBIJCIICHUH K YHUUTOKEHHUIO JE,
HE TOMJIEkKAaIUX XpaHEeHWIO, paccmarpuBaroTca Ha 3acemanuun OK  (LOK)
yHuBepcuteta onHoBpeMeHHO. CormacoBanHble OK (IIOK) aktel u onumcu
YTBEPKJIAIOTCSI pyKOBOJAUTEIIEM YHUBEPCUTETA.

8.33. Jlena, obpa3zoBaBIyecs: B JeATEIbHOCTH YHUBEPCUTETA U TMOJICIKAITUE
XpaHCHHUIO, TMPOXOIAT TMOJHOE WM dYacTuyHoe odopmienue. [lomHOoMYy
0hOpPMIICHUIO MOJJIEKAT Jeida BpeMeHHBIX (cBbilie 10 JIeT) CpOKOB XpaHEHUS U
MOCTOSTHHOTO XpaHeHus. Jlena BpemeHHbIX (10 10 j1eT) CpOKOB XpaHEHUS TOIJIekKAT
YaCTUYHOMY O(pOPMIICHHUIO.

Odopmienue nea IpoOBOAUTCA B CTPYKTYPHBIX MOAPA3ICICHUAX YHUBEPCUTETA
1o MecTy (hOpMUPOBAHMS TOKYMEHTOB B JI€a.

8.34. ITomHOE OopMIIeHUE eNIa HAa OYMa)KHOM HOCHUTEIIE BKIIOYACT:
oOopMIICHHE PEKBU3UTOB O0JI0KKH Jiena o Gopme;

HYMEPALMIO JIUCTOB B JIEJIE;
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COCTAaBJICHHE JIMCTA-3aBEPUTENIS ACIIA;
COCTAaBJICHHE B HEOOXOUMBIX CIy4asix BHyTPEHHEW ONUCH JOKYMEHTOB JI€Na;
IIOAIIMBKY U IEPEIUIET JeNa;

BHECEHHE HEOOXOIMMbIX YTOUHEHUI B PEKBU3UTHI 00JIOKKH Jena (YTOUHEHHE
Ha3BaHUS YHUBEPCUTETA, MHJEKCA JIe]a, KpallHUX JaT Jielia, 3arojioBKa J1eJa).

JlucT-3aBepuTenb nena, BHYTPEHHSS OMUCH JOKYMEHTOB JIejla M 00JIOXKKa Jena
cocTtaBisitoTcss 1o opmam (mpwioxkenue 17), ycraHoBiaeHHbIM [IpaBuimamu

XpaHeHus 2.

8.35. Jlena BpemeHHBIX (10 10 J€T BKIIOUMUTEIBHO) CPOKOB XpaHEHUS,
nojjieXxaliue 4acTUYHOMY O(OpPMIIEHUIO, JIOMYCKAeTCs XPaHUTh B Mamkax, B
KOTOPBIX JIeJ1a XPaHWIKNCh B JE€JIONPOU3BOACTBE, IEpECUCTEMATH3ALUS IOKYMEHTOB
B JIeJie HE IPOBOJAUTCS, JIUCTHI JieJa HE HyMEPYIOTCS, JINCThI-3aBEPUTENH JIEN1a HE
cocraBisitorcs. Ha o00j0ke pgena B COOTBETCTBUM C HOMEHKIIATYpOl Jen
YHUBEPCUTETA  3alOJHSAIOTCS ~ PEKBU3UTHI:  HAaMEHOBAHHME  YHUBEPCHUTETA,
HAaUMEHOBAaHHE NOJpa3JeJeHusl, UHIEKC JieJa, 3arojoBOK JieJa, CPOK XpaHEHUs
JOKYMEHTOB.

8.36. Ha oGmnosxxke nen BpemeHHBIX (cBbimie 10 J1€T) CpOKOB XpaHEHUS H TI0
JMYHOMY COCTaBY YKa3bIBalOTCS:

HAaVMEHOBAHUE BBILIECTOALICH OpraHu3alnv (yHUBEPCUTETA-yUPEIUTENs);
HAaVMEHOBAaHUE YHUBEPCUTETA - MCTOYHUKA KOMIUIEKTOBAHUSI TOCYAAPCTBEHHOIO
(MyHUIIUIIAJIBHOTO) apXUBa;

HaMMEHOBAaHHUE CTPYKTYPHOTO MOApa3/IeICHNS,;
MHJICKC JIe)Ia IT0 HOMCHKJIAType JeIT;

HOMEp ToMa (4acTu);

3aroJIoBOK Jieja (ToMa, 4acTH),

KpaifHue AaThl Jena (Toma, 4acTH);
KOJIMYECTBO JIUCTOB B J€JIE;

CPOK XpaHEHHUS JeIIa;

apXUBHBIN MU aena.

Ha 0610Kax 151 IOCTOSSHHOTO XpaHEHUs HaJl HAMMEHOBAaHUEM YHUBEPCHUTETA
yKa3bIBa€TCsI HAMMEHOBAHHME TOCYJIAapCTBEHHOr0 (MYyHHULMIIAJBLHOTO) apXuBa,

32 [Tpunosxkenus N 8, 27, 28 k [IpaBunam xpaHeHus.
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VCTOYHUKOM KOMIUIEKTOBaHUSI KOTOPOTO BBICTYIAET OpraHu3aliusl.
8.37. Ilpu opopmienuu o6n0xku aena (npuioxenue 17):

HAaUMEHOBAHUE BBIIIECTOAIICH OpraHu3anuu (YHUBEPCUTETA-YUPEIUTEIIS),
MIpU €€ HAJIMYMU, YKA3bIBA€TCS TTOJIHOCThIO B UMEHUTEIIBHOM MajeXke, MO/ MOJTHBIM
HAaMMEHOBAaHUEM B CKOOKaX yKa3bIBaeTcs O(PUIMAIbHOE MPUHATOE COKPAIEHHOE
HavMEHOBaHUE (TIPU €ro HAJIUYUHN);

HAaVMEHOBAaHHWE OPraHM3allMM YKAa3bIBAE€TCS IOJHOCTBIO, B HMMEHUTEIBHOM
najiexxe, ¢ ykazaHueM o(puIUaIbHO MPUHATOTO COKPALIEHHOTO HAMMEHOBaHus (Mpu
€ro HaJIM4MHu), KOTOPOE YKa3bIBAETCS B CKOOKAX MOCJIE MOJIHOI'O HAUMEHOBAHMUS;

HAaWMEHOBAaHHUE CTPYKTYPHOTO TOJApa3/eNeHUsT yKa3bIBAaCTCS TOJHOCTBHIO B
COOTBETCTBHH C YTBEP)KICHHOW CTPYKTYpOW yHUBepcuTeTa (NP HAIHYUU
COKpAIIEHHOT'0 HAaUMEHOBAHUS CTPYKTYPHOTO TIOJpAa3/IeICHUs] OHO YKa3bIBaeTCs B
CKOOKax);

HHACKC J€Ja IMPOCTaBIACTCA B COOTBCTCTBHU C HOM@HKJ’I&TypOfI il |
YHUBCPCUTCTA,

3arojIOBOK JieJla TEPEHOCHTCS W3 HOMEHKJIATyphl el yHUBEpcHUTeTa (B
HEOOXOJMMBIX CITy4yasix B 3ar0JIOBOK BHOCSITCSI yTOUHEHUS);

naTel nena (roj(bl) 3aBeICHUSI 1 OKOHYAHMUSI Jieia B ICJIONPOU3BOJICTBE).

HpI/I HN3MCHCHUN HAMMCHOBAHUS YHUBCPCUTETA WIIH IMMOAPA3ACIICHNA B TCUCHHC
Mepruoaa, OXBaTblIBACMOI'0 JOKYMCHTAMM [CJIda, WX IIPHU IICpCAAUC ACJIa B APYIOC
nmoapasacJICHUC Ha 0010KKE Acjla 1moAa IpPCKHHUM HANMMCHOBAHHNCM YKA3bIBACTCA
HOBOC HAMMCHOBAHUC YHHUBCPCUTCTA (HO,ZIpaBILG.TIGHI/IH), a IMPCIKHCC HAMMCHOBAHHNC
3aKJII0YaeTCs B CKOOKH.

WNHnekc nena v 3aroyioBOK Jiejia IEPEHOCATCS Ha 00JIOKKY U3 HOMEHKJIATYPhI
nen. Eciau 1eno cocTouT U3 HECKOIBKHUX YacTel, Ha 00JI0KKY KaX0T0 ToMa (4acTH)
BBIHOCHTCS OOIIIMI 3aT0JIOBOK JIeJIa M 3aT'0JIOBOK KaXKA0M YacTH (TP €ro HAIMYUH).

JlaToii nen, conmepiKaliux pactnopsIUTEIbHYI0 JOKYMEHTAIUIO, a TaKke e,
COCTOSAIIUX U3 HECKOJIBKUX TOMOB (4acTel), sIBISIOTCS KpaltHUE JaThl IOKYMEHTOB
Jena, TO €CTh JaThl (YKCIIO, MECSL, TOJl) PErucTpanuu (COCTaBJICHHS) CaMOIO
paHHEro W CamMoro MO3JHEro JTOKYMEHTOB, BKJIIOYEHHBIX B jelo. [Ipu 3ToM neHb
Mecsra (JBa 3HakKa) W ToJ (4eThIpe 3HaKa) 0003HAYAIOTCSA apaOCKUMH IU(paMH,
HA3BaHUE MECSIa MUIIETCS CIOBOM. Ecim B [1e710 BKIIOYEHBI JOKYMEHTHI, JaTh
KOTOPBIX BBIXOMST 3a KpallHWE JAThI Jieia, TO IO JaTaMH Jiejia, C HOBOM CTPOKHU
JienaeTcs 3anuck: "B aene uMeroTes JOKYMEHTHI 3a ... Toji(b1)". JlaThl ena MOoryT He
YKa3bIBaThCS Ha 00JIOKKE JIET1, COICPKAIIHX, HAIIPUMEP, TOI0OBBIC IJIAHBI U OTYETHI,
TaK KaKk OHM OTPa)KarOTCs B 3ar0JIOBKax JIell.
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Jaramu fiena, copepkaliero NpoToKoJIbl 3aCE€AaHNM, ABIIAIOTCS 1aThl IEPBOTO
Y MOCJIEIHEr0 IPOTOKOJIA.

KpaiiHumMu patamMu JUYHOrO Jejia SIBJISIOTCS AaThl MOJANMCAHUS MpPHUKa3a O
npueme (Ipv HaJIMYMKU TPYAOBOrO JOrOBOpa - JaTa 3aKIlOYeHUs TPYAOBOIO
JI0OTOBOpa) U MpHKa3a 00 YBOJIBHEHUH JIMIIA, HA KOTOPOE OHO 3aBeeHO. B ciydae
CMEpPTU JMIa, Ha KOTOpPOE 3aBEJCHO JI€J0, KOHEYHOW JaToW sBIsIeTCs Jara
JOKYMEHTA, U3BELIAIOIIETO O €r0 KOHYUHE.

PekBu3utr '"cpok XpaHeHus Jena" TNEepeHOCHTCS Ha OOJIOKKY Jella U3
HOMEHKJIATyphblI JIEJI IIOCIIE CBEPKH €0 CO CPOKOM XPAHEHUs!, YKa3aHHBIM B IIEpEUHE
TUIOBBIX JOKYMEHTOB WJIM B BEJOMCTBEHHOM IIE€PEYHE JOKYMEHTOB, C YKa3aHUEM
CPOKOB XpaHEHHUS.

Ha nemax mocrossHHOro XpaHeHus (npuiiokeHue 18) mumercs: "XpaHUTb
MOCTOSIHHO".

8.38. Ilo oxoHYaHMM roja B HAJIUCU HA OOJIOKKAxX Jesl MOCTOSHHOTO U
BpeMeHHBIX (cBbime 10 J€T) CpOKOB XpaHEHUsS BHOCITCS YTOYHEHHUS: MpHU
HECOOTBETCTBUH 3aroJIOBKA /1] Ha 00JIOKKE COACPIKAHUIO MOIIUTHIX JTOKYMEHTOB
B 3ar0JIOBOK JI€JIa BHOCSITCSI U3BMEHEHUSI U IOTIOJTHEHHUS.

HaumenoBanus yHHBepcUTETAa U MOAPA3AECICHUS, TOJ U HOMEp Jie€Jla MOTYT
MIPOCTABIIATHCS HA 00JIOKKE C TTOMOIIBIO IITAMIIA.

8.39. B nmensx oOecrneueHUss COXPAaHHOCTH U 3aKpEIUICHHs] TOpsJIKa
PaCIONIOKEHUST TOKYMEHTOB, BKJIIOYEHHBIX B JI€J0, BCE €r0 JHUCTHI, KPOME JINCTA
3aBEpUTENII U BHYTPEHHEW OIMUCH, HYMEpYIOTCS apaOCKuMu IudpamMu BajIoOBOU
HyMmepanuen. JINCThl HyMepyroTcs TpadUTOBBIM KapaHAAIIOM WA HyMEpPaTOpoOM
(ymoTpeOieHrne YEepHUI W IBETHBIX KapaHmamed Juisi HyMepaldd JUCTOB HE
JIOTTYCKAETCs) CBepXy BHU3, TU(DPHI MPOCTABIISIFOTCS B PABOM BEPXHEM YTy JINCTA,
HE 3aJIeBas TeKCTa TOKyMeHTa. JINCTBHI BHYTPEHHEH ONMUCH HYMEPYIOTCS OTIEIBHO.

JInctol A€, COCTOAIIMNX M3 HCCKOJIBbKHX TOMOB HJIN qaCTeﬁ, HYMCPYIOTCA I10
KaXXI0MYy TOMY WJIX 9aCTHU OTACJIBbHO.

JIOKyMEeHTBI ¢ COOCTBEHHOW HyMepalued JHCTOB HYMEPYIOTCS B OOIIeM
MOPSIIKE.

JIuct moboro ¢hopmarta, MOAMUTHIN 32 OUH Kpaid, HyMEPyeTCs KaK OJIUH JIUCT
B IpaBOM BepxHeM yriny. CIOKEHHBIM JIMCT pa3BOPAUYMBAETCS U HYMEPYETCA B
IIPaBOM BE€pXHEM yriuy. JIMCT, CIIO)KEHHBIM M MOAIIMUTHIN 3a CEPEIUHY, MOMJICKUT
MEPEIINBKE U HYMEPYETCS KaK OJIUH JIUCT.

Ecmu B ACJIO IOAIINT KOHBCPT C BJIOXKCHHUEM, CHa4Yalla HyMCPYCTCA KOHBCPT, a
3aTEM OUCPCAHBIM MMOPAAKOBBIM HOMCPOM KaXKIOC BJIIOKCHUC B KOHBCPTC.
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Ecnu B HyMepanuu aucToB gomnyuieHo 0onee 10 ommbok, Bce 1510 HyMepyeTcs
3aHOBO. Ilpu 3TOM cTapble HOMEpa 3a4EpPKUBAIOTCSA, M PAJOM CTABUTCS HOBBIU
HOMED JIUCTA.

[Ipy HamMuuu OTAENBHBIX OMMOOK B HyMEpalMH JUCTOB JIOMyCKAaeTCs
ynoTpeOsieHre TUTEPHBIX (C OYKBEHHBIMU JOTOIHEHUSIMU) HOMEPOB JIUCTOB.

8.40. ITocne 3aBepuIeHUs HYMEpAIMU JTUCTOB COCTABIISIETCA JIUCT-3aBEPUTEIID
Jiena, KOTOpBIM pacrosaraercss B KoHie jaena. B nucre-3aBeputene mudppamu u
IPOIUCHIO YKAa3bIBAIOTCS KOJIMYECTBO JIMCTOB B JAHHOM JieJie, OCOOEHHOCTHU
OTJIETBbHBIX JOKYMEHTOB (HESICHBIA TEKCT, Pa3pbIBbl, CKICHKH).

HI/ICT-BaBepHTeJ'IB AcIa IMOANHCBIBACTCA €TI0 COCTABUTCICM C YKa3aHUEM
JOJDKHOCTHU, HHUITHUAJIOB U (1)3,MI/IJ'II/II/I, JdaTbl COCTAaBJICHH .

KomuuectBO 1HMCTOB B ACJIC, YKa3zaHHOC B JIMCTC-3aBCPUTCIIC [CJIa,
IMPOCTABJIACTCA HA 00J10KKE JAcJia.

Ecmu ACJIO ICPCIUICTCHO U IOAIINTO oe3 JIUCTAa-3aBCPUTCIIA, TO COCTaBJICHHBIN
JINCT-3aBCPUTCIIb ITIOAKICUBACTCA K BHYTpeHHCfI CTOPOHC SaﬂHeﬁ 0010KKH Jca.

8.41. [lng ydeta HAOKYMEHTOB OIPEAEIECHHBIX KaTErOpUH IMOCTOSHHOTO M
BpeMeHHOT O (cBbIie 10 j1eT) CpOKOB XpaHEHMsI, yUET KOTOPBIX BbI3BaH crielu(pUKOn
JOKYMEHTAllM¥, BKJIIOYEHHOM B JI€JI0, COCTABJIAETCS BHYTPEHHAS OIUCH
JOKYMEHTOB JI€JIa, [IOMEIAaeMasl B €r0 Ha4ao.

BHyTpeHHSsIs1 ONUCh BKIIIOYAETCS B Jejia, UMEIOIIHNE O0COOYI0 3HAUMMOCTb, a
TaKkke B Jiena, cOPMUPOBAHHBIC IO BUJAM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX HE
PACKpPBIBAIOT KOHKPETHOI'O COJIEPKAHUSA IOKYMEHTOB.

BHyTpeHHSsIs1 onHMCh IOKYMEHTOB JieJla COCTABIISIETCS TAKKE HA 0ObEMHbIE JleJia
MOCTOSIHHOTO M BpPEMEHHBIX (cBbilIe 10 JIeT) CPOKOB XpaHEHUS B LIENISIX ydeTa U
OBICTPOTO HAXOXKJICHUS IOKYMEHTOB B JIEJIC.

B xoHIle BHYTpeHHEH onKcH yKa3bIBaeTCs HUPpPaMH U IPOIMUCHIO KOJIUYECTBO
BKJIFOYEHHBIX B HEE€ JOKYMEHTOB M KOJIMYECTBO JINCTOB BHYTPEHHEN OMUCH.

BHYTpCHHHH OIIMCb HJOKYMCHTOB [CJIa IIOAIIMUCBIBACTCA COCTABUTCIICM C
YKa3aHHuCM JOJIZKHOCTH, HHUITUAJIOB U (1)aMI/IJ'II/II/I, JdaTbl COCTaBJICHH .

Ecnu neno neperuieTeHo u moJmuTo 6e3 BHyTPEHHEH OMUCH, TO COCTABIICHHAS
BHYTPEHHSISI OMTUCH MOJIKJIEUBAETCS K BHYTPEHHEH CTOPOHE JIMIIEBOM OOI0KKH Jea.

8.42. JIOKyMeHTHI ITIOCTOSTHHOT'0, BpEMEHHBIX (CBbIIIe 10 JIeT) CPOKOB XpaHECHUS
¥ 110 JINYHOMY COCTaBY, COCTABJISIONIUE JIETI0, TOMEIIAIOTCS B TBEP/IbIE 00JIOKKU U3
KapTOHA, MOJUIMBAIOTCA B YEThIpE MPOKOJA WM MEPEIUICTAIOTCA C Y4YeTOM
BO3MOXHOCTH CBOOOJTHOTO UYTEHUS TEKCTA BCEX JOKYMEHTOB, JIaT, BU3 U PE30TIOINN
Ha HuxX. Pe3omonuu pyKOBOJCTBAa, COCTaBJICHHBIE Ha OTACJIBHBIX JIHCTaX,
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NOMEIIAIOTCS nepes JOKyMeHToM. [Ipu moAroToBke en K NOAIIMBKE (MEpPEIieTy)
IPOBEPSETCS MPABUIBHOCTh UX (POPMUPOBaHUs, 0(HOPMIICHHUS], BCE MJIACTUKOBBIE U
METAIIINYECKUE KPEIUUICHUS, & TAKKE TEPMOIIEPEILIETHI U3 TOKYMEHTOB Y IAJISOTC.

I[CJ'I& IMOCTOSAHHOI'O XpaHCHH:A, COCTOAINIHUC U3 0co00 OCHHBIX HJIH
He(l)OpMaTHBIX JOKYMCHTOB, MOI'YT IPHHUMATBCA Ha XPAHCHUC B 3aKPBITBIX
TBCPABIX ITAIIKaX C TPCM KildallaHAMU U C 3aBA3KaMH UJIN B KOpO6KaX.

8.43. IloaroroBka »SJIEKTPOHHBIX JOKYMEHTOB K IIepeladye B apXHB
YHUBEPCUTETA OCYIIECTBISAETCS CTPYKTYPHBIM IOJpPa3AE]CHUEM YHHUBEpPCUTETA -
BJA/IETbLEM COOTBETCTBYIOIIEH HH(OPMALMOHHONW CHUCTEMBI COBMECTHO C
nojpasaeneHueM  (CrneuuamucToM), oOecnedyMBaroliMM  (YHKIMOHUPOBAHUE
UH(OPMAITMOHHON CHCTEMBI.

8.44. [Ipu moAroToBKE JIEKTPOHHBIX JOKYMEHTOB, OTOOPAaHHBIX K Iepeade B
apXWB YHUBEPCUTETA, BBHIIIOIHIIOTCS CJIEIYIONTHE OCHOBHBIEC TIPOIETYPhI PaOOTHI C
JOKYMEHTaMU:

KOHBEPTALMS DIIEKTPOHHOTIO JJOKYMEHTa B (JOPMAT apXMBHOIO JOKYMEHTa.

¢dbopMupoBanue B HH()OPMALMOHHOW CHUCTEME YHUBEPCUTETA 3JIEKTPOHHBIX
JIeJ1, SIBJISIFOILMXCS COBOKYITHOCTBIO KOHTEHHEPOB 3JIEKTPOHHBIX JOKYMEHTOB WIIU
KOHTEHHEPOM 3JIEKTPOHHOI'O JIOKYMEHTA, BKJIIOYAIOIEM: KOHTEHT U METaJaHHbIC
AJIEKTPOHHOI'O JOKYMEHTA, (DailJibl 3JIEKTPOHHBIX MOJANUCEN U BU3YaJIU3UPOBAHHYIO
KOITMIO TEKCTOBOTO 3JIEKTPOHHOTO IoKyMeHTa B (hopmate PDF/A;

dbopMupOBaHHE OMUCH JJIEKTPOHHBIX [N, JOKyMEHTOB CTPYKTYpPHOTO
NIOpa3IEICHUS;

MUTpaIUsi DJIEKTPOHHBIX JOKYMEHTOB Ha (u3uuecku 000coOJIeHHbBIE
MaTepUaJIbHbIE HOCUTEIH, €CIU JOKYMEHTHI IEPENAIOTCSA B ADXUB YHUBEPCUTETA HE
10 UHPOPMALIMOHHO-KOMMYHHUKALIMOHHBIM KaHajaMm;

IMPOBCPKA BOCIIPOU3BOAUMOCTHU IJICKTPOHHBIX JOKYMCHTOB,

IIPOBEPKA  DJIEKTPOHHBIX  JOKYMEHTOB HAa  HaJM4ue  BPEIOHOCHBIX
KOMITBIOTEPHBIX IIPOTPaMM;

IIOATBEPKIACHUE LEJOCTHOCTH JJIEKTPOHHOIO Jeia JJIEKTPOHHOM IOIINCHIO
PYKOBOJHUTENS CTPYKTYPHOTO MOApa3ieieHus (MHOrO YHOJHOMOYEHHOIO JIMIA),
OCYIIECTBIISIOUIETO NMOATOTOBKY 3JEKTPOHHBIX JOKYMEHTOB K IIEpelade B apXUB
YHUBEPCUTETA.

8.45. DIeKTpOHHBIE JOKYMEHTHI IEPEAAIOTCS B apXUB YHUBEPCUTETA I10
UH(OPMAIIMOHHO-TEICKOMMYHUKAIMOHHOM ~ ceTh WM Ha  (pU3Mvecku

3 [Mynkr 4.34 [paBun xpaHeHus.
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000CO0JIEHHBIX HOCHTENSAX B COOTBETCTBUM C YCTAHOBICHHBIMU IpaBuaamMu?, Oe3
COXpaHEHUs1 JAHHBIX JJEKTPOHHBIX JOKYMEHTOB B  COOTBETCTBYIOIIMX
UH(POPMAILIMOHHBIX CUCTEMAX.

8.46. Ommcu nen COCTaBISIIOTCA B CTPYKTYPHBIX — MOJPA3ACIICHUAX
YHHUBEpPCUTETA IMOJI METOAMYECKMM PYyKOBOACTBOM OTIEIOM JOKYMEHTOOOOpOTa
(mpunoxxenue 18).

Onucu e COCTaBISIIOTCA OTAENBbHO Ha Jieda IOCTOSHHOTO XpaHEHUs
(mpunioxenue 17); nena BpemMeHHBIX (cBbie 10 J€T) CPOKOB XpaHEHHUs; Jeja Io
JUYHOMY COCTaBY, OJICKTPOHHBIE Jiefla, a TakXe Ha Jejla, COCTOSLUE U3
JIOKYMEHTOB, XapaKTePHBIX /I TaHHOW opranu3zanuu (cyneOHble, CIeICTBEHHbIC
nena, Hay4YHble OTYETHI 10 TEMAM).

Onucu ne’d  CTPYKTYPHBIX TOJPA3ACICHUM COCTaBISIOTCS 1O (QopMmam,
ycTaHOBJIeHHBIM [IpaBuiamu xpaHeHus.

[Io ommcsM Aen CTPYKTYPHBIX IMOIPA3ACICHUN JOKYMEHTBI IEPEIarOTCs B
apXUB YHUBEPCUTETA.

Ha nena BpemeHHbIX cpokoB xpaHeHud (10 10 1eT BKIIOYUTEIBHO) OMKUCH HE
COCTAaBJIAIOTCSA, U B ApXUB TAKHUE JIe]a HE NepeatoTCsl.

ITpu namnuuu B yausepcutere COJ1 omucu aen GopMHUPYIOTCS B CHCTEME.

8.47. Onucu nen CTPYKTYPHBIX MOAPA3JCICHUIN MPEICTABISIOTCS B apXUB
YHUBEPCUTETA HE paHee, YeM uepe3 OJIMH TOJl, U He IMO3JHee, YeM Yepe3 TPU roja
MOCJIE 3aBEPILCHUS JIeJ B ICJIONPOU3BOJICTRE.

8.48. OTaenbHas ONMUCH MPECTABISET COOO0HM NIEpeUeHb ONMUCATENBHBIX CTaTEH
C CaMOCTOSITEJIbHOW IOPSAJKOBOM HyMeEpalueu, KaxJaas U3 KOTOPBIX JOJDKHA
BKJIIOYATh CIEAYIOUIUE CBEACHUS:

MOPSIKOBBI HOMED Jiejia IO OTHUCH;
UHJICKC JeTIa;

3aroJIOBOK JeJia;

KpaliHHE aThl Jena;

KOJIMYECTBO JIHCTOB B JI€JIE;

CPOK XpaHEHUSs Jena;

IMpUMCYaHUA.

34 [Tpunoxenust N 23, 24 « [IpasunaM xpaHenus.
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8.49. Ilpu cocTaBleHHMM ONMCU [J€J CTPYKTYPHOTO MOApa3JIeiCHUs
cOOJII0IAI0TCS CIEAYIOIINE TPEOOBaHUS:

3aroJIOBKMA JIEJ BHOCATCA B ONMUCh B COOTBETCTBUM C IPUHATOM CXEMOU
CHCTEMAaTHU3ALMHU €], 3AKPETIJICHHON B HOMEHKIIATYPE JIE;

Ka»J10€ J€JI0 BHOCUTCS B OMUCH I10JI CAMOCTOSATENbHBIM IMOPSAKOBBIM HOMEPOM
(ecim €710 COCTOUT M3 HECKOJIBKMX TOMOB HUIM YacTEH, TO KaXKAbIil TOM HIIM 9acCTh
BHOCSITCSI B OITUCH I10J] CAMOCTOSTEIIbHBIM HOMEPOM);

MOPSAOK HyMEpalrU 1€ B ONIMCH - BAJIOBBIN;

rpadpl OMMCH 3aATOJHSIIOTCS B COOTBETCTBUU C TEMH CBEJCHHSIMH, KOTOPHIC
BBIHECEHBI HAa O0JIOKKY JIeNIa;

IpU BHECEHUU B OMNHUCh NOAPAN Jed (TOMOB, 4YacTed) C OJMHAKOBBIMU
3aroJ0BKaMH 3aroJIOBKU BCeX JieNl (TOMOB, YacTeil) MUIIYTCS MOJHOCTHIO; MpHU
BHECEHUU B OIHUCH MOCIIEIHETO 3aroyioBKa qooasisiercs ciioBo "l[locnennuit");

rpada omucu "llpumedanus" wucnonap3yercs AJii OTMETOK O NIpHEMeE e,
0COOEHHOCTSX UX (PU3NYECKOTO COCTOSIHMS, O MepeAayde A€l APYTUM CTPYKTYPHBIM
IIOJIPA3/IEJICHUEM CO CCBUIKOM HA aKT, O HAJTMYHUH KOIIMM.

8.50. Ilepen BHeceHHEM 3arojOBKOB €1 B ONMCh IPOBEPSIOTCS KayeCTBO
(GopMupoBaHus U OPOPMIIEHHS 1€, COOTBETCTBUE KOJIMUYECTBA J€Jl, BHOCUMBIX B
OIHCh, KOJIMYECTBY 3aBE/ICHHBIX J€J 10 HOMEHKIIATYpE JeJl YHUBEPCUTETA.

B xoHIle omucu BCII€a 3a MOCHICIHEHM OIMMCATCILHOM CTAaThEM 3amlOJIHSICTCS
UTOTOBas 3aIlliCh, B KOTOPOU yKa3bIBalOTCS (IU(ppamMu U MPOMUCHIO) KOJUYECTBO
JIeJl, YUCISIINXCS 110 OMKUCH, MIEPBBIN U MOCJIEAHNI HOMEpa JIeJ1 IO OMHUCH, a TAKXKe
OTOBAPUBAIOTCS OCOOCHHOCTH HyMepalluu JieJl B ONMHCH (JUTEpHbIE HOMEpa U
MPOMYIIEHHBIE HOMEPA).

8.51. TIlopsamox TPHUCBOCHHS HOMEPOB ONUCSAM JIeNl  CTPYKTYPHBIX
NOAPA3AEICHUN YCTAaHABIUBAETCS 10 COTJIACOBAHUIO C ADXUBOM YHUBEPCUTETA.

8.52. Ilpu cocTaBIICHHH OITUCH JICKTPOHHBIX JIET B ONKUCH BKIIOYAIOTCS:
TOPSITKOBBIN HOMED 3JICKTPOHHOTO JIejia 0 OIHUCH;

WHJIEKC AJICKTPOHHOTO JIeNa;

3aroJIOBOK JIena;

nata jiena (ToMa, 9acTH);

CPOK XpaHCHUS JIea;

00BEM AIEKTPOHHOTO Jieina B MO;
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IMpuMCYaHUAA.

B cocrase onmcu anexTponHbIX Aen B CO/] hopMupyercs peecTp 31eKTPOHHBIX
JOKYMEHTOB (KOHTEMHEPOB AJIEKTPOHHBIX JOKYMEHTOB), B KOTOPOM YKa3bIBalOTCS
CBeJIeHUsA 00 BJIEKTPOHHBIX JTIOKYMEHTaX, BKIIOYEHHBIX B KaXKJI0€ 3JIEKTPOHHOE
JENO.

8.53. Ommcu Jgen  CTPYKTYpHOTO  MOJAPA3ACIACHHUS  IMOIINUCHIBAIOTCS
pyKOBOAMTENEM  TojpasneneHusi, coriacoBbiBatoTcss DK cTpykTypHOro
nojapasneneHust (mpu ee Hamumuuu) U OtanenoMm jnokymeHtoobopora. Peectp
AJIEKTPOHHBIX JOKYMEHTOB, SIBIISIFOLIUNCS NMPUIIOKEHUEM K OINUCH DJIEKTPOHHBIX
JIOKYMEHTOB, TMOAMKUCHIBAETCS COCTABUTENIEM peecTpa C yKa3zaHHEM JOJIKHOCTH,
WHUIIMAJIOB, (aMUINH, TAThl COCTABICHUS.

8.54. Onucu nes CTpyKTYpHOI'O MOAPa3ACICHUS] YHUBEPCUTETA COCTABIISIIOTCS
B JIBYX K3eMIUISIpax Ha OyMa)KHOM HOCHUTEJE, OJIMH U3 KOTOPHIX MIEPEIaeTCSI BMECTE
C JeJlaMH B apXUB YHUBEPCHUTETA, & BTOPOM OCTAaeTCsl B KAUYECTBE KOHTPOJIBHOIO
HK3EMIUIApA B CTPYKTYPHOM IMOJpa3/ieicHNH. B apXxuB yHUBEpCHUTETa TaKkKe
NepeaeTCsa MO AK3EMIUIAPY ONUCEW Il B IEKTPOHHOM BHUJAE B PEAAKTHPYEMOM
dbopmare 11 UCTIOIB30BaHUS B JAITBHEHIIIEM JJIsi MOATOTOBKUA apXHBHBIX OMHUCEH
JeJ1, JOKyMEHTOB (TOIOBBIX Pa3/I€oB).

8.55. Jlemna nepenaroTcsi Ha XpaHEHHUE B apPXUB YHUBEPCUTETA B COOTBETCTBHHU C
rpadukoM mepeaadr T0KyMEHTOB, YTBEPKICHHBIM PYKOBOJIUTEIEM YHUBEPCUTETA
WIN UHBIM YIIOJIHOMOYEHHBIM MM JIULIOM U COTJIACOBAHHBIM C PYKOBOJUTEISIMU
CTPYKTYPHBIX IOJIPa3ACICHUN.

8.56. [lena mOCTOSIHHOTO U BpeMEHHBIX (cBbilie 10 JIeT) CpOKOB XpaHEHUS,
JIOKYMEHTBI TI0 JJUYHOMY COCTaBY, SJIEKTPOHHbBIC TOKYMEHTHI MEPEal0TCsl B apXUB
YHUBEpPCUTETA HE paHee, YEM Yepe3 rojl, U He MO3JIHee, YEM Yepe3 TpU roja mocie
3aBEpIICHUS UX B JICTOTPOU3BOJICTBE.

8.57. Ilepenaua nen B apXWB YHHBEPCHUTETA MPOU3BOIUTCS MO OMUCAM OET
CTPYKTYPHBIX IOJAPa3ACICHUN.

8.58. VYmnonHOMOYeHHBI pa0OTHHK apXuBa NPOBEPSAET MPABUIBHOCTh
opopmieHuss u (HOpMHUPOBAaHUS M€, MPABUIBHOCTh COCTaBJIEHUS OIHUCEH e,
COOTBETCTBHE KOJMYECTBA JI€J, BKJIIOYEHHBIX B ONHUCh, KOJUYECTBY €I,
c(OPMHUPOBAHHBIX B COOTBETCTBUU C HOMEHKJIATYpPOU JIEJI.

BrlsiBIIeHHBIE TIPY TPOBEPKE HEAOCTATKHU B (DOPMUPOBAHUH U O(DOPMIIEHUH 1€
PabOTHUKHU CTPYKTYPHOTO MOApPA3AesieHUs 00513aHbl YCTPAHUTh B ABYXHEEIbHBIN
CPOK.

8.59. Ilpuem kaxmoro naena B apXWB YHUBEPCHUTETA MNPOU3BOIAUTCA B
IPUCYTCTBUM JIE€JIONPOU3BOJUTENS CTPYKTYpHOro nozapasneneHus. [Ipu 3Tom Ha
000MX PK3EMIUISIPAX OMUCH MPOTUB KAXKIOTrO JeJa, BKIIOUEHHOTO B Hee, JeNaeTcs
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OTMCTKA O HAJIMYMH ACTIA. B kxonie KaXXJ10T'0 3K3EMILJIsIpa OIMCHU B WTOTOBOM 3aIIMCHU
YKa3bIBACTCs HI/I(i)paMI/I " IIPOIMHUCBIO KOJIUYCCTBO (baKTI/I‘ICCKI/I IIPUHATBHIX B apXHB
ACJI, B TOM YHCJIC JJICKTPOHHBLIX, HOMCpA OTCYTCTBYHOIOUX MOCJI, OdaTa IIpUCMa-
nepcaadn Acj, a TaKXKC IIOAINMCH JIMId, OTBCTCTBCHHOI'O 34 apXHB, W JIAIA,
nepecaaBmcro acjia.

Hrorosast 3amuch NOATBEPXKAACTCS TMOAMKUCIMU COTPYJHUKA apXuBa H
COTpyAHMKA (IEIONMPOU3BOAMUTENSA) CTPYKTYPHOTO MOAPA3ACICHHUs, MepeaaBIIero
Jena Ha O0yMaKHOM HOCHUTEJIE U JIEKTPOHHBIE Jela.

8.60. Ilepemaua »SJCKTPOHHBIX JIOKYMEHTOB B apXHB YHUBEPCHTETA
NIPOU3BOJUTCS HA OCHOBAaHHWM OIMCEH DIIGKTPOHHBIX JIeJd 1O HH(OPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHON ceTn (IIpH HaIW4YUM B apXUBE YHHUBEPCUTETA
UH(OPMAITMOHHONW CHCTEMbI) WM Ha (U3HYEeCKH 000COOIEHHBIX MaTepuaIbHBIX
HOCHTEIIAX, KOTOPBIE MPEJCTABISIOTCS B IBYX HJICHTUYHBIX SK3EMILISpax.

8.61. B cinydae TUKBUIALMU WU PEOPTAHU3ALNN YHUBEPCUTETA CTPYKTYPHOTO
NOAPA3ACICHUSI YHUBEPCUTETA JEIONPOU3BOAUTENL MOJPA3ACICHHUS] B TMEPHOJ
MIPOBEICHUS JIMKBUJIAIIMOHHBIX MEPONPHITHH  (QOPMHUPYET BCE HMMEIONTUECS
JOKYMEHTBI B Jeia, oQopMiIIeT JAella M NepedacT UX B apXUB YHUBEPCUTETA,
HE3aBUCHUMO OT CPOKOB XpaHeHus. [lepenaya nen ocymecTBIsSIeTCs MO OMUCAM el
Y HOMEHKJIaType JAell.

8.62. Ha pmema ¢ UCTEKIIMMM CpPOKaMHM XPAaHEHUS B CTPYKTYPHBIX
NO/Ipa3/IeTICHUSAX YHUBEPCUTETA COCTABIIAIOTCS MPEAJIOKEHUS K aKTy O BbIICIICHUN
K YHHUUTOXEHUIO JOKYMEHTOB, HE MOJJexanux XpaHeHuto (mo dopme,
ycTranoBjieHHo# [IpaBunaMu XxpaHeHus .

Ha ocHoBe mnpemmoxeHud  CTPYKTYpHBIX — monpaszaeneHuit  Ortxpen
JOKyMEHTOO0OpOTa YHUBEPCUTETA COCTABIISIET aKT O BBIJCICHUHN K YHUUTOXKEHUIO
JOKYMEHTOB, HE IOJICKAIINX XPAHCHUIO, HA JI€JIa BCEM YHUBEPCUTETA 110 TOM K€
(opme. 3aroI0BKM OAHOPOIHBIX J1€J1, OTOOPAHHBIX K YHUUTOXKEHHIO, BHOCATCS B aKT
1oJl OOLIMM 3arojIOBKOM C yKa3aHHWEM KOJMYECTBA JI€J], OTHECEHHBIX K JaHHOU
rpyIe.

8.63. Jlena BKJIFOYAIOTCS B aKT O BBIJICJICHUU K YHUUYTOKEHUIO IOKYMEHTOB, HE
MOJISKAIINX XPAHEHUIO, €CIIU TPEAYCMOTPEHHBIN JJIs1 HUX CPOK XPaHEHUS UCTEK K
1 auBaps rona, B KOTOpoM coctaBieH akT. Hanpumep, 3akonuennsie B 2014 roay
nena ¢ 3-JISTHUM CPOKOM XPaHEHHUsI, MOTYT OBITh BKIIFOUEHBI B aKT, KOTOPBIHA OyaeT
cocraiieH He paHee | suBaps 2018 rona.

8.64. Jlena ¢ ormerkoi "DIIK"3® moamexar moJIMCTHOMY IPOCMOTPY B LETIAX

3 Mpunoxenue N 21 k [TpaBunam XpaHeHus.
36 Ormetka "IIIK" 03HaYaeT, 4TO YACTh TOKyMEHTOB MOKET OBITh OTHECEHA K CPOKY XpaHEHHS "MOCTOSHHO".
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BBISIBJICHUSI IOKYMEHTOB, MOJICKAIIUX MOCTOSIHHOMY XpaHEHUI0. BEIsSBICHHBIC B
TaKuX JieJIaX JOKYMEHTBI IOCTOSSHHOTO XPaHEHUS BBIJICSIOTCS U MPUCOSTUHSIIOTCS
K OJTHOPOJIHBIM JiejaM WiIu (GOPMUPYIOTCS B CAMOCTOSITEILHBIE JIea.

OcranbHble TOKYMEHTHI Aena ¢ oTMeTkoi "IITK" BKkirouaroTes B akT, IpU 3TOM
otMetka "OIIK" B akTe HE yKka3bIBaeTcs.

8.65. AKT O BBIJICIICHUM K YHHUYTOXXEHHUIO JIOKYMEHTOB, HE IOJICKAIINX
XpaHEHUIO0, MPEJICTABIAETCS HAa pacCCMOTPEHUE U corjlacoBanue DK o HOBPEMEHHO
C OTHUCSIMH JIeJ1 IOCTOSTHHOT'O XPaHEHUsI ¥ TI0 INYHOMY COCTaBY.

8.66. AKT O BBIJICJICHUM K YHHUUTOXKCHHUIO JIOKYMEHTOB, HE MOJICKAIIUX
XpaHEHUI0, YTBEP)KIACTCS PYKOBOJIUTEIIEM YHHMBEPCUTETA IIOCE YTBEPKIACHUS
OIIK apxXuBHOTO YUpeKJI€HUS, TOCYJapPCTBEHHOT0 WM MYyHUIIMIIAJBHOTO apX1Ba B
COOTBETCTBHHU C ITPEIOCTABICHHBIMHU €MY TTOJTHOMOYHUSIMU OMTUCEH JIEeJT TOCTOSIHHOTO
XpaHEHHUSI U COIJIaCOBAHUA OINMCEH Jel MO JMYHOMY COCTaBy, IOCJIE€ 4Yero jeia,
BBIJICJICHHBIE TI0 AKTY K YHUUYTOXEHUIO, MOTYT ObITh YHUUYTOKEHBI.

8.67. [ema, mojuiexaiiye YHUYTOKEHHUIO, TEpeNaloTcs Ha TepepadoTKy
(yrummzanumo). [lepegada nen ohopmitsieTcss mprueMo-caaTOYHON HaKIaJHOM.

ITocne YHHUYTOXXCHHA OCJII B HOMCHKIIATYPC OCI IIPOCTABIIAIOTCA OTMCTKH,
3aBCPACMBIC IMOAITNCHIO CIICHHUAINCTA CJ'IY)K6BI ACJIOIPOU3BOJACTBA, U I[aTOﬁl

"VHauuroxkeno. Cm. akt N oT . HOI[HI/ICI) HMHUIIKAJIbI
2 2
(l)aMI/IJ'II/IH".

8.68. DIIEKTPOHHBIE TOKYMEHTBI C UCTEKIIIMMU CPOKAMU XPAHEHUS MOJJIeKAT
BBIJICJICHUIO K YHUUYTOXKEHHUIO Ha OOIIMX OCHOBAHMSX, MOCIIC YETO MPOBOIAUTCS HX
bu3nYecKoe YHHUYTOXXCHHE WM YHUYTOKEHHUE MPOTPAMMHO-TEXHHUYESCKUMU
CpEeACTBaMH C COOTBETCTBYIOIIEH OTMETKOU B aKT€ O BBIJICICHUH K YHUUYTOKECHUIO
ANEKTPOHHBIX IOKYMEHTOB.

DNeKTpOHHBIE JOKYMEHTBl CUUTAKOTCS YHHYTOKEHHBIMHM, €CIM HX HENb3s
BOCCTAHOBUTh  CpPEACTBAMH  HMH(POPMAIMOHHON  CHUCTEMBI HAa  HOCHUTEISIX
uH(pOpMAaIU U U3 PE3EPBHBIX KOIMHUM.

8.69. AKTBI O BBIICICHHM K YHUUYTOXKEHHIO JOKYMEHTOB, HE IOJJICKAIINX
XPaHEHUI0, XPAHATCS TTOCTOSIHHO B Jiesie PoHa.

IX. Opranmaunﬂ AOCTyIIA K JOKYMEHTaAM U UX HCITOJIB30BaHUSA

9.1. Beinaua pgen, Haxonsumxcst Ha xpaHeHun B OTaene J0KyMEHTO000poTa,
CTPYKTYPHBIX MOJPA3ACICHUSIX YHUBEPCUTETA pAOOTHUKAM JIPYTUX MOAPA3AeTICHUN
JUIsT O3HAKOMJIEHUSt W (WJIM) JJi8 BpPEMEHHOIO MCIOJB30BaHMS B padote
MPOU3BOJIUTCS MO 3ampocaM, TMOJNUCAHHBIM PYKOBOAUTENEM (3aMECTUTEIEM
PYKOBOJUTENSA)  CTPYKTYPHOTO  MOAPA3JAECICHUSA,  3alpallMBalONIEro  JEeJ0

(TOKyMeHT) W ¢ paspemeHus pykoBoauTens Otnaena JOKYMEHTOOOOpOTa WIIH
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CTPYKTYPHOT'O NOAPA3ACIECHUS, JOKYMEHTHI KOTOPOTO 3alpalluBartOTCs.

9.2. Jlena, TOKyMEHTbI BBIJAIOTCSI BO BPEMEHHOE IOJIb30BaHUE PaOOTHHKAM
YHHMBEpPCUTETA HA CPOK HE OOJIEE OAHOI0 MECSLA.

['ocynapcTBeHHBIM oOpraHaM (CyJ€OHBIM, IPABOOXPAHHUTENBHBIM, OpraHaM
rocyJapCTBEHHOI0 KOHTPOJISI U HAA30pa) AeJia U OTJEIbHbIE JOKYMEHTHI BBIAAIOTCS
Ha OCHOBAaHMHM HUX MHUCBMEHHBIX 3alpOCOB C pa3pelieHus PYKOBOIUTEIS
YHUBEPCUTETA WJIM MHOTO YIIOJHOMOUYEHHOI'O UM JIMIA, 10 aKTaM Ha CpOK He OoJiee
LIECTU MECSLEB.

[Ipu HEOOXOAMMOCTH CPOK UCTIOIB30BAHUS JOKYMEHTOB MOKET ObITh TPOJIJIEH.

9.3. B nuceMeHHOM 3anpoce pabOTHUKOB YHUBEPCUTETA O Bbl1aue JIOKYMEHTOB
(Zem) BO BPEMEHHOE TMOJb30BAHME M3JAratOTCS MPUYMHBL, IO KOTOPBIM
3ampammBaeTcs 1IN0 (JJOKyMEHT) U 1eJlb HCIOJb30BaHUS JOKYMEHTOB,
HaXOJSIIMXCS HA ONIEPAaTUBHOM XPAHEHUU.

9.4.Ha BBIJAHHOC ACJIO 3aBOAUTCA KapTa-3aMCCTUTCIIb, TIOMCIIaCMasd Ha MECCTO
BBIIAHHOI'O ACJIA. B Hen YKa3bIBAOTCA MHACKC ACJa, JaTa €ro BblAa4u, KOMY ICJIO
BBIAAHO, OdaTa €ro BO3BpalllCHUA, IMPEAYCMATPHUBAIOTCA Fpa(bBI JIIA HOI[HI’ICCfI B
IMOJYUYCHHUH U IIPUCMC [CJIA.

Ha wMectro wu3bsATOr0 mNOMIMHHUKA JOKyMeHTa paboTHUK  CioyxObl
JEJIONPOU3BOACTBA WIH AEIONPOU3BOAUTEND MOAPA3ICICHUS BKIAJABIBAET B JEJ0
JIUCT-3aMECTUTEND C YKa3aHUEM, KOTIa, KOMY U Ha KaKOil CPOK BBIIAH JOKYMEHT U
NOANUCSAMHM B TMOJIYyYEHUM M mpueme Jaena. [Ipu 3ToM B A€o0 mOMemaeTcs
3aBEpPEHHAs KONUA IOKYMEHTA.

[Tocne pemenust Bompoca, sl pacCMOTPEHUS KOTOPOro jeiia (IOKYyMEHTHI)
U3BIMAIMCH O 3alpOcaM TOCYJApPCTBEHHBIX OPraHOB, MOJIMHHUKH JOKYMEHTOB
JIOJKHBI OBITH BO3BPAIIICHBI B OPraHU3aIMI0 U TOMEIIEHBI B JEJIO.

9.5. DneKTpoHHBIE NOKYMEHTBI, HaXOAAIIMECSd HAa ONEPATHBHOM XPaHEHHH B
0a3ax JaHHBIX WH()OPMALIMOHHBIX CHCTEM, BBIIAIOTCA IS HUCIIOJIb30BAHUS B BHUJIE
KOIIMM JJIEKTPOHHBIX JTOKYMEHTOB B COOTBETCTBHM C IyHKTOM 2.51 Hacrosmen
HNHcTpyKumu.

9.6. Ilopsanmox noctyma paOOTHHUKOB YHUBEPCUTETAa K JIOKYMEHTaM,
pasmeniaeMbiM B COJl unu uHONW MHGOPMAIMOHHOM CHCTEME, YCTaHABIMBAETCS
JIOKaJbHBIMA HOPMATHBHBIMU aKTaMU YHHUBEPCHUTETA, ONPEAEIAIONIMMHU TOPSI0K
JKCIUTyaTaluu MH(GOPMAIIMOHHON CUCTEMBbI, U B COOTBETCTBUH C MEPCOHAIBHBIMU
YYETHBIMU 3anucsIMU paOb0THUKOB B CO/] mnu nHoi nHGOpMAIMOHHON CUCTEME.

PaGoTHuMKaM, HE WMEIOMUM TMpaBa JOCTyla K COOTBETCTBYIOIICH
WH(OPMAITMOHHON CHCTEME, DJICKTPOHHBIE TOKYMEHTHI BBIAAIOTCS B COOTBETCTBUU
¢ nmynktamu 9.1 - 9.3 Hacrosmeit Unctpykiuu, Ha ¢usuyecku 060CO0IEHHOM
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HOCHTEJIE, BBICBUIAIOTCS N0 3JIEKTPOHHOMY ajpecy paOOTHHKA, 3alpalllBaroLEro
JIOKYMEHT, WJIX UHBIM 00pa3oM.

9.7. B otnene 10KyMeHTOO00pOTa, CTPYKTYPHOM MOJAPa3/ieICHUH, BbIIaBIIEM
Jeno (IOKYMEHT) BEIETCS YYeT BBIJAHHBIX Jes (JOKYMEHTOB) M KOHTPOJIb HX
CBOEBPEMEHHOT'O BO3BpaTa. OJIEKTPOHHBIE Jeiia (JIOKYMEHThI) BO3Bpary He
MOJIJIeXKaT.

9.8. PaboTHuku yHUBepcUTeTa 00s3aHbI OO€CIEeUYMBaTh COXPAHHOCTh
MOJIYYEHHBIX BO BPEMEHHOE I0JIb30BaHHWE JOKYMEHTOB ([1eJ) Ha OymMakHOM
HOCHUTENIE U HCIOJIb30BaTh IMOJYYEHHYIO HH(QOpPMAIMIO B CIY>KEOHBIX LEIAX B
COOTBETCTBUHM C TpeOOBAaHUSIMH JIOKAJIbHBIX HOPMATHUBHBIX aKTOB. 3amlperiaercs
nepenada TMOJYYEHHBIX JOKYMEHTOB WIIM UX KOMUKA pabOTHUKAM JApPYTHX
MOJIPA3/ICJICHUN U1 OpraHUu3allnil.

9.9. Uzbarue (BbleMKa) IOKYMEHTOB, OOpa30OBaBIIMXCA B JACSATEIbHOCTU
YHHUBEPCUTETA, IPOU3BOJAUTCSA B COOTBETCTBUHU € 3aKOHOJATENBCTBOM Poccuiickoin
denepanuu.

9.10. U3bsatue (BbleMKa) JOKYMEHTOB IPOU3BOJIUTCS HA OCHOBAHUU
MACbMEHHOTO PACIOPsKEHU (IOCTAHOBIICHHS) COOTBETCTBYIOILIETO OpraHa BJIacTu
C pa3pelleHUs PyKOBOJIUTENSI YHUBEPCUTETA UM UHOTO YIIOJITHOMOYEHHOI'O UM JIUIIA
C U3BEILIEHUEM PYKOBOJUTEIIS MOIPA3IeICHUs], JTOKYMEHThI KOTOPOI'O U3bIMAOTCS.

9.11. ®dakT u3bsATHS (BBIEMKH) TOKYMEHTOB (DUKCHUPYETCS B MMPOTOKOJIE (aAKTE)
U3bITUSL (BBIEMKH) JOKYMEHTOB, KOTOpPBIA COCTaBISIETCSI HE MEHEE 4YeM B JIBYX
DK3EMIUIAPAX W  MOANUCHIBACTCS  YIOJTHOMOYEHHBIMH  MPEICTABUTEISIMU
YHUBEPCUTETA U COOTBETCTBYIOLIETO TOCYAapCTBEHHOro opraHa. K mporokomy
(axTy) mpuitaraeTcsi Onmuch (PEecTp) U3bATHIX TOKYMEHTOB (J1€).

9.12. Ilpm wu3BATUM NOVIMHHUKOB JOKYMEHTOB B JEJIO IIOMEIIAETCS
3aBepeHHasl KOIHUs JIOKyMEHTa, Ha 00OpOTE KOTOpPOM YKa3bIBAa€TCSI OCHOBAHUE
U3BATHS TOJJIMHHUKA, CPOK BO3BpaTa, 1aTa U NOANUCH pabOTHUKA, OTBETCTBEHHOTO
3a (h)OpMHUPOBAHME N/NUJIN XPAHEHUE €A,

9.13. ITognMHHKUK JOKYMEHTA, U3bATHIN U3 JI€JIa HA OCHOBE COOTBETCTBYIOIIETO
pELICHMS, T0CIIE€ PACCMOTPEHUSI M PELICHUST BOIIPOCA, BO3BPAIAETCA B JIEJO, IIPU
9TOM KOIIHS, ITIOMEIIeHHAs B eJI0 BMECTO ITOJIMHHUKA, U3bIMACTCS.

X. U3roroBJjieHne, yuer, HCIOJb30BAHHUE U XPAHEHHE MeYaTei,
IITAMIIOB, 0JIAHKOB JIOKYMEHTOB, HOCUTEJIEH JJIEKTPOHHBIX MOANMUCEH

10.1. bnanku OpraHu3alMOHHO-PACIOPSAUTEIBHBIX JOKYMEHTOB
paspabatsiBatoTcs OTenomM 1o0KyMeHToo00poTa. Buibl 01aHKOB OpraHU3aliuoOHHO-
paclopsAIUTEIbHBIX  JOKYMEHTOB, TpeOOoBaHHA K WX OGOPMIICHHIO W
WCIIOJIb30BAHUIO  yCTAHABIMBAIOTCS ~ WHIWBHIYAIHHOW  WHCTPYKIMEH  TIO
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JIEJIONPOU3BOCTBY YHUBEPCUTETA.

10.2. OOpa3upl OMaHKOB JOKYMEHTOB YTBEPXKIAIOTCSI B  COCTaBe
WHAMBUIYAIbHON  WHCTPYKIMHA 1O  JEJONPOU3BOJACTBY WIJIM  NPUKA30M
PYKOBOJMTENS B COCTaBE KOMILIEKTa (anb0oMa) OJIaHKOB.

10.3. B yHuBepcuteTe i1 NOATOTOBKH JOKYMEHTOB MOTYT MCIIOJIB30BATHCS
OJJaHKM JIOKYMEHTOB, U3TOTOBJICHHbIE TUIIOTPAa(CKUM CIIOCOOOM WIIM CpelcTBaMu
ONepaTUBHON MOIUTpaPuUu.

YHUBEpcUTET BIOpaBe NpH TOJATOTOBKE JOKYMEHTOB  HCIOJb30BaTh
AJIEKTPOHHbIE MIA0JIOHBI OJIAHKOB. JJEKTPOHHbIE MIAOJIOHBI OJAHKOB JOJHKHBI
COOTBETCTBOBAaTh  oOpa3maM  OJIaHKOB,  YTBEPXACHHBIX  PYKOBOAMTEIEM
YHHUBEPCHUTETA.

10.4. biiankn OpraHM3alMOHHO-PACTIOPSIUTEIBHBIX JTOKYMEHTOB,
IPUMEHSEMbIE B YHUBEPCUTETE, HE MOTYT IIE€PENaBaThCs JAPYTUM OpraHU3aLUsIM,
JOJDKHOCTHBIM U (PU3UYECKUM JIMLIAM.

10.5. OTaen 1oKkyMeHTOO00POTa YHUBEPCUTETA!

obpopmiIsIEeT  3aKa3bl HAa  M3TOTOBJICHHWE  OJAHKOB  OpraHU3allMOHHO-
pPacTHOPSANTENBHBIX JTOKYMEHTOB THIOTPAa)CKUM CIOCOOOM WIIM  CpPEACTBAMHU
oTrepaTHUBHON MOIUTpaduu;

OCYHCCTBIIACT XPAHCHUC OJIaHKOB OpPraHUu3alMOHHO-PACTIOPAAUTCIIBHBIX
AOKYMCHTOB U BbIJIa9y UX B CTPYKTYPHBIC ITOAPA3ACIICHUA YHUBCPCUTCTA,

OCYIIECTBJISET KOHTPOJIL 3a IPAaBUILHOCTHIO MCIONL30BAHUS  OJIAHKOB
OPraHU3alHOHHO-PACTIOPSAIUTENBHBIX JJOKYMEHTOB .

10.6. B ynusepcurere B coOTBETCTBUM ¢ DeepabHBIM KOHCTUTYLIMOHHBIM
3akonoM "O Tocymapcreennom repOe Poccmiickoit ®epepauun"*® u ycraBom
YHUBEPCUTETA HCIIONIB3YETCS II€4aTh C BOCIPOM3BENEHHEM I 0CYIapCTBEHHOTO
rep0a Poccutickoit @enepanuu (anee - neyaTb YHUBEPCUTETA).

B yHuBepcureTe Takke MOIYT HCIIOJIB30BaThCA II€YATH IOAPA3ACICHUN,
II€YaTH I NAKETOB ¥ OTAEIbHBIX KATETOPUI TOKYMEHTOB, a TAKKE METAJUINYECKUE
BBDKMMHBIC II€YaTH JUIsl  OIEYaThIBAaHUS IIOMELIEHWH H  yAOCTOBEPEHUS
CIIELIMAIIBHBIX ITPOITYCKOB.

B yHUBEpCUTETE MOKET UCIOIB30BATHCA MITaMI (IITaMIbl) ¢ (haKCUMUITBHOM
MOJIUCHI0 PYKOBOJUTEIISI U UHBIX JOJKHOCTHBIX JIMII.

37 NnpuBuayanbHOW MHCTPYKIMEH TI0 JETONPOU3BOJICTBY OPraHHU3AIME MOYXKET OBITH TIPELYCMOTPEHO B BEJICHAN Y4ETA
0JIaHKOB JIOKYMEHTOB.

38 MenepasbHbI KOHCTUTYIMOHHBIN 3aKk0H oT 25 nexabpst 2000 . N 2-OK3 "O TocyaapcrBennom repbe Poccuiickoit
Deneparmn (Cobpanue 3akoHoAaTenbcTBa Poccuiickoit @epeparu. 2000, N 52, ct. 5021; 2002, N 28, ct. 2780; 2003, N 27, cT.
2696; 2009, N 46, ct. 5417; 2011, N 1, ct. 1; 2013, N 30, ct. 4022; 2014, N 11, ct. 1088; 2017, N 52, ct. 7916).
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[lopsimok  ucnosib30BaHUSl  IITAaMIOB € (PAKCUMWIBHOW  MOJIHUCHIO
PYKOBOJUTENS U MHBIX JOJDKHOCTHBIX JIMIL, BHUJIBI JIOKYMEHTOB, IMOJIINHUCHIBAEMBIX
(akCUMUIBHON MOANKMCHIO YCTaHABJIMBAETCSA JIOKAJIbHBIM HOPMATHBHBIX AKTOM
YHUBEPCUTETA.

10.7. Tleyatr yHUBEpCUTETA ¢ BOCHpou3BeAeHUEM [ocynapcTBeHHOTO repba
Poccuiickoii @enepanuu 10KHA COOTBETCTBOBATH TPEOOBAHUSAM, YCTAHOBJICHHBIM
['OCT P 51511-2001 "Ilewatu c Bocmpom3BeaeHueM [ocymapcTBeHHOTO Tepba
Poccuiickoii ®enepanun. Popma, pa3Mepsl M TEXHUYECKUE TpeboBanus ",

10.8. Ileyatn W wmWTamMnbel yHUBEPCHUTETA W3TOTABIMBAIOTCA B KOJIMYECTBE,
HEOOXOJAMMOM I OCYLIECTBJIEHUS MOJpa3JeiICHUsIMU YHUBEPCUTETa U €€
pabOTHUKAMHU BO3JIOKEHHBIX Ha HUX (yHKUMH. PemeHue 00 M3roTOBICHUU H
KOJMYECTBE JK3EMIUIIPOB TMedared W IITaMIOB MNPUHUMAET PYKOBOAMUTEIb
YHHMBEpCUTETa IO IMPEACTABICHUIO pyKoBoautTenss Otaena JOKYMEHTOOOOpOTa
YHUBEPCUTETA.

Ecnu neuats YHUBCPCUTCTA UCITIOJIB3YCTCA B HCCKOJIbKUX 3K3CMILIAPAX, HOMCP
9K3CMILIIPA IICYATHU YKA3bIBACTCA B KIIMIIC IICYaTH IIPHU €€ U3T'OTOBJICHHH.

10.9. IlewaTbto yHUBEpCUTETA 3ABEPAIOT NOJJIMHHOCTD MTOAIUCH PYKOBOAUTENS
YHUBEPCUTETAa M MHBIX YINOJHOMOYEHHBIX MM JIMI, HA JOKYMEHTaX U KOIMSIX
JIOKYMEHTOB B COOTBETCTBUHU € MyHKTOM 2.49 Hactosmei Uuctpykiuu.

10.10. Ileyatn W mITaMIbl BBIAAIOTCA IS HMCIOJIB30BaHMS PaOOTHHUKAM,
OTBETCTBEHHBIM 3a UX HUCMOJIb30BAaHUE U XPAHEHHUE MO/ MOJIUCH B KypHaAJe yueTa
reyareil W IITaMmIIOB. YUeT Medaredl W IITaMIIOB yHHMBepcuteTa Bener Otaen
JIOKYMEHTO000pOTa UJIU WHOE TOApa3/ieicHue YHUBEPCUTETA.

10.11. Ilpum wucnonp3oBaHuKM B pabOTe€ MeYaTH W IITAMIIbl XPaHATCS B
3anuparomumxcs mkagax (ceddax) paOOTHUKOB, OTBETCTBEHHBIX 3a XpaHEHHUE U
UCIIOJIb30BaHUE MeYaTel U MTAMIIOB.

10.12. Ilepenaya nevateid ¥ MTaMIOB MTOCTOPOHHUM JIMIIAM HE JIOIYCKAaeTCHl.
BeiHOC mewaredl W mITaMIOB 3a TMpEAeibl YHUBEPCUTETA BO3MOXKEH B
HCKJIIOUMTEIBHBIX CIy4Yasix MO PEIICHUI0 PYKOBOJCTBAa YHUBEPCUTETA (HAIPUMED,
MIPY MOJMKUCAHUM JOTOBOPOB).

10.13. Otmen [IOKyMEHTOOOOPOTa YHHBEPCUTETA €XKETOJHO IPOBEPSET
coOmro/ieHne paOOTHUKAMU YCJIOBUM HCIIOIB30BAaHUS M XPAaHEHHS TMeyaTedl u
HITAMIIOB B CTPYKTYPHBIX MOAPA3ACICHUSX YHUBEPCUTETA.

10.14. IIpuiienmme B HETOAHOCTh M YTPATUBILKME 3HAYEHUE [1€YATH U IITAMITBI

3 TOCT P 51511-2001 "lleuatu ¢ BocnpousBeneHueM IocynapcteenHoro repba Poccuiickoit ®enepanuu. ®opma,
pasmepsl u TexHudeckue TpedoBanud”. - M.: UIIK U3n-Bo crannaptos, 2004, ¢ m3meHenusmu N 1 - 4.
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moaJic;kar BO3BpPATy B OTACI I[OKYMeHTOO60pOTa HUJIM MHOC IMOAPAa3ACIICHUC, Ha
KOTOpPOC€ BO3JIOKCH YUCT neyarem wu mraMIioB, IJis1 HOCHTPAJIHM30BAHHOI'O
YHUYTOKCHHUA. Ileuatn YHUYTOXKAKOTCA 110 aKTYy C COOTBGTCTBYIOH.IGﬁ OTMETKOH B
KYpHAJIC yucTa reyaTeu U ITaMIIOB.

10.15. Jlna obmeHa 3I€KTPOHHBIMH JOKyMeHTaMu nocpeactsoM M3JOJIO B
YHUBEPCUTETE JIOJDKHBI ~ MCIIOJIB30BAThCS  YCWJIEHHBIE KBaJU(UIMPOBAHHBIE
3JIEKTPOHHbIE ToANUCH. COCTaB TOJKHOCTHBIX JIUI U PAOOTHUKOB YHUBEPCUTETA -
BJIA/IETbLEB YCWICHHBIX KBAaIU(QUIMPOBAHHBIX IEKTPOHHBIX HOJANUCEH IODKEH
ONPENENATh PYKOBOJAUTENb YHUBEPCUTETA.

10.16. Ilpu mnepemadye opraHu3anvend dJIEKTPOHHBIX JIOKYMEHTOB Ha
AJIEKTPOHHBIN ajpec IPYroil YyHUBEPCHUTETA, a TAKXKE JJII OOMEHa AJIEKTPOHHBIMU
JoKyMeHTamu nocpeacTBoM CO/] B yHUBEpCUTETE U €€ MOAPA3IACICHUSAX MOTYT
UCIIOJIb30BATHCS YCUIICHHBIE HEKBATU(DUITUPOBAHHBIE SJIEKTPOHHBIC TOITUCH U/UITH
MPOCTBIE AIEKTPOHHBIE MOAMKUCH (J1aJiee - JIEKTPOHHAS MOJANKCH) B COOTBETCTBUH C
OenepasibHbiM 3akoHOM OT 6 ampenst 2011 r. N 63-®3 "OO »nekTpoHHOU

noamucu".

10.17. Onexkrponsslii aokymeHT B CDOJl yHUBepcHuTeTa, NOANMCAHHBIN
AJIEKTPOHHOM MOJANMCHIO, TPU3HAETCS PABHO3HAYHBIM JOKYMEHTY Ha OyMa)KHOM
HOCHUTEJE, NOJNMCAHHOMY COOCTBEHHOPYYHOM MOJIUCHI0 U UMEET OJUHAKOBYIO C
HUM IOPUINYECKYIO CHITY ITPU OJTHOBPEMEHHOM COOJIIOJICHUH CIIEYIOIINX YCIOBU:

KJIFOY IIOAIIACH, OTHOCSIUMMCA K KOHKPETHOW DJIEKTPOHHOW IIOAIMCH, Ha
MOMEHT IIOJIIMCAaHKS DJIEKTPOHHOIO JOKYMEHTa SBJIAETCS JEUCTBUTEIbHBIM
(IoCTOBEpHBIM), HE YTPATHJI CUILY (HE OTO3BaH);

IMOATBCPXKACHA ITOJIMHHOCTD 3H€KTpOHHOfI nmoanvucu B OJICKTPOHHOM
JOKYMCHTC;

JaTa U BpeMsl CO3JjaHus SJIEKTPOHHOU nmojnucu 3adukcupoBansl B CO/I;

QJICKTPOHHAA IMOANNCH HCIOJB3YCTCA B COOTBCTCTBUM C YCTAHOBJICHHBIM B
YHUBCPCUTCTC PacpCaACICHUCM ImpaBa IMOAITNCH JOKYMCHTOB MCIKIAY
JOJDKHOCTHBIMH JIMIIaMH 1 pa6OTHI/IKaMI/I.

10.18. I'eHepanuio U XpaHEeHUE KIOYEH HEKBAIM(DPHUIIMPOBAHHOM M MPOCTOU
OII B COJI noikeH ocymecTBIsITh anMuuuctpatop CIO/I.

10.19. Otnen noxkymMeHTOOOOpOTa WM WMHOE MOApAa3/e/ieHUE YHHUBEPCHUTETA
BEJIET yUeT KIIOUel 3JIeKTPOHHBIX moanuceit! B crenmanbaoM xypraie. Boigaua

40 Mdenepanbusiii 3akou ot 6 anpens 2011 r. N 63-®@3 "O6 anekrponnoi nopnucu" (Cobpanue 3akoHOAaTENLCTBa Poccuiickoit
®Denepanun, 2011, N 15, ct. 2036; N 27, ct. 3880; 2012, N 29, c1. 3988; 2013, N 14, cT. 1668; N 27, cr. 3463, ct. 3477; 2014, N
11, ct. 1098; N 26, ct. 3390; 2016, N 1, cT. 65; N 26, cT. 3889).

4 Bugsr QJICKTPOHHBIX HOZ[HI/ICGﬁ, HCIOJIb3YyEMbIX B OpraHusaluu, yCTaHaBJINBAIOTCs opraHmaLu/Ieﬁ U 3aKPEILIAIOTCS B JIOKAJIbBHOM
HOpPMATUBHOM aKTe€.
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MaTepHAIbHBIX HOCUTEJIEH 3JIEKTPOHHOM MOANHMCH M UX BO3BPAT MO HCTEUEHUU
CpOKa JIeCTBUS OCYLIECTBIISIETCS MO MOANKUCH pA0OTHHUKA B KypHAJeE.

10.20. Co3zpmanue mapoyieil Wisi  OPOCTOM  DJIEKTPOHHOW  MOJANUCH
OCYIIIECTBIISIETCS B TOPSAKE, YCTAaHOBJICHHOM JIOKAJIHHBIM HOPMATUBHBIM aKTOM
YHUBEPCUTETA, YCTAaHABJIMBAIOIIUM MOPsI0K dKcIutyaTanuu COJ1 1 uCoyib30BaHUs
AIIEKTPOHHBIX IMOMUCEH MpH paboTe C JOKYMEHTaAMH.

10.21 Kirou »5JeKTpOHHOM MNOANKMCH, ucnoiabdyeMond B COJI, saBusercs
KoH(UIeHIIMANTbHON WH(OpManMed ¥  3allMIIAeTCs B  COOTBETCTBUU  C
3akoHoIaTenbcTBOM Poccutickon @enepanun.
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[Ipunoxenue N 1
PEKOMEHTyeMblii 00pasel]

MUHOBPHAYKH POCCHUH
®enepaibHOE roCy1apcTBEHHOE OK0KeTHOEe 00pa3oBaTesIbHOe
yupesxaeHue BbICIIEro 00pa3oBaHus
«JATECTAHCKHNH 'OCYJAPCTBEHHBIA YHUBEPCUTET»

®OPMA MMOJIOKEHUSA O CTPYKTYPHOM IIOAPA3JAEJEHUN

HaumeHoBaHue opranuzannu YTBEPXIAIO

HanmenoBanue n0JDKHOCTH
PYKOBOJUTENS OpraHA3alun

IMOJOXEHUE
JInunas n.O.
damvunusg
IIOIINCH
Ne
Jlara

MecTo n3aaHus
(00)

(HaumenoBanue
CTPYKTYPHOI'O MOAPA3/ICICHUS)

CtpykTypa TekcTa

1. OOu1ue moysoKeHusl.

2. OcHOBHBIE 33]1a4H.

3. OyHKIHH.

4. Ilpaga.

5. BzaumooTHoIEeHUS (CITyKeOHbIE CBSI3N).

6. OTBETCTBEHHOCTb.
MoryT OBbITh pa3aebl:
Opranuzanus padbots! (wiu Opranuzanus u odecreyeHne esiTeIbHOCTN).
PyxoBojacTBo.
[Tokazarenu oLleHKH paboOTBHI.
KoHTpois, mpoBepka u peBU3Hs AeATSILHOCTH.
Peopranuzanus u TMKBUAALUS.

PykoBoauTenb CTPYyKTYpHOTO JInunas

MOJIpa3IeiICHUs MOJIITHCH N.O0.damunusa
Bu3sel cormacoBanug
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[Ipunoxenue N 2
PEKOMEHTyeMblii 00pasel]

MHMWHOBPHAYKH POCCHUHA
®enepanbHOe roCy1apCTBEHHOE 0I01KeTHOE 00pa3oBaTeIbHOE
yupexaeHue BbICIIero 00pa3oBaHus
«JATECTAHCKH TOCYJAPCTBEHHBIA YHUBEPCUTET»
IMPUKA3 Ne_

« » 20 T. r. MaxaukaJja

OBPA3EI] ITPUKA3A
O nocraHOBKEe Ha BOMHCKHM yueT cTyaeHToB 'Y

B cootBercTBum ¢ UHCTpyKmei "O nopsake BeACHUS yuyeTa BOSHHOOOS3aHHBIX U
NPU3BIBHUKOB Ha MPEANPUATHUSAX, B yUpexaeHusX, yueOHbIX 3aBeneHusx" [IPUKA3BIBAIO:

1. HavansHuky 2-ro otaena @amunusa M.0. B cpok 1o 15.09.2009 ropa:

- IIPUHATH HAa BOMHCKUH YYET CTYAEHTOB JIHEBHOI'O OTAENIeHus, 3auucieHHslx B PI'BOY BO
«Jlarecranckuii rocy1apCTBEHHBIM YHUBEPCUTET» Ha |- U cTapiune Kypehl;

- B YCTaHOBJIGHHOM MOPS/IKE BBIATh CTYACHTaM MPHU3BIBHOTO BO3pacTa CIpaBku Mo (opme Ne
26 s opOpMIICHHST OTCPOUYKH OT MPHU3BIBA Ha JCHCTBUTEIBHYIO BOCHHYIO CITyKOy, Ha TIEPHOJT
y4eObl B YHUBEPCUTETE.

2.lekanaM (pakynbTETOB OOECIEUYHUTH SIBKY CTYJICHTOB MYXKCKOTO TONa (HE3aBUCHMO OT
BO3pacTa M COCTOSHUS 3/I0POBbs), 3aUMCICHHBIX B yHUBepcuTeT B 2009 romy Bo 2-i oTmen ¢
MacnopTamMy ¥ BOMHCKUMH TOKYMEHTaMH B CPOK JI0 15 centsa6ps 2009 rona.

3. Jlexanam (haKkyJIbT€TOB JTOBECTH IO CBEIEHHUS CTYIEHTOB (MY>KCKOTO II0JIa), YTO OHH
JUYHO 00s13aHBI MpeAcTaBUTh A0 1 okTs0ps 2009 roga B BOSHHBIH KOMHCCApHAaT MO MECTY
JKUTENbCTBA crpaBky mo ¢. No 26, BbIJaHHYIO 2-M OTAEIOM YHHUBEPCUTETa, IUJIS TMOJyYeHHUs
OTCPOYKH OT MPU3bIBA HA JEHCTBUTEIHHYIO BOCHHYIO CIIyKOY.

4. Jlekanam (aKynbTETOB 3ampeTUTh BBIJAYY CTYIEHTaM CIPaBOK JJIs BOCHHBIX
KOMHCCapHUaToB.

5. KoHTposb 3a HCIIOJIHEHUEM NpHUKa3a BO3JIOXKUTh Ha HadajdbHUKA 2-ro otaena Pamuins
n.o.

OcHoOBaHuUeE: PECTABIEHUS HaYalbHUKA 2-T0 OTeNa, IPOPEKTOpa.

PexTop ynuBepcurera M.X. Pabananos

Hcnonnurens:
HavanpHuk 2 otnemna
CoracoBaHo:

[IpopexTop (Kypupyromuii)
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[Iponomkenue npunoxenust N 2

Yuaudpuuuposanunas popma Ne T-1
Yrepxnena [TocranoBnennem
T'ockomcrara Poccuu

ot 05.01.2004 Ne 1

Kon
®opmMa 110
OKVY I 0301001
o
OK
1o

(HaMMeHOBaHME OPTaHMU3AIINN )

Howmep noxkymenra | Jlata coctaBieHus

IIPUKA3
(pacnopsixeHue)
0 npueMe pabOTHHKA Ha padoTy
JlaTa
IIpunsaTs Ha paboTy c
110
TabenbHbIH
HOMEP
(pammuyist, nMs1, OTIECTBO)
B
(CTpyKTypHOE HOApa3IecHUE)
(moymKHOCTD (CHELMaNbHOCT, podeccHs), pa3psii, Kiacc (KaTeropus) KBanuduKammn)
(ycnoBust nprema Ha paboTy, XapakTep paboTbl)
¢ Tapu(HON CTaBKO# (OKJIAZI0M) pyo. KOII.
(macppam)
Ha0aBKOH pyo. KOII.
(macppamm)
Mecsanma
C UCIBITAHUEM Ha CPOK (eB)
OcHoBanue:
TpyoBoii 10oroBop
oT “ ” 20 r. Ne
PykoBoaguresn
OpraHu3aluu
(LOJKHOCTB) (7IMYHAS TOAIIHCH) (pacumpoBKa HOJITHCH)
C npuxka3oM (pacnopskeHrneM) palOTHHK 2

03HAKOMJICH “« 7 0
(JIYHAs TTOITUCE)
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[Iponomkenue npunoxenust N 2

MHMWHOBPHAYKH POCCHUHA

®denepabHOE TOCYIaPCTBEHHOE OHIKETHOE 00pa3oBaTeIbHOEe
yupe:xkIeHue BbICIIero o0pa3oBaHus
«IATECTAHCKH T'OCYJJIAPCTBEHHBI YHUBEPCUTET»
MMPUKA3 Ne_

«__» 20 1. r. Maxaukana

O Ha3HaYeHUU COTPYIHUKOB IS
paboThI B CUCTEME

B cBsi3u ¢ mpoBeaeHueM padboT Mo paCUIMPEHUIO UCTIOIB30BaHUs U BOZHUKHOBEHHUEM
HEOOXOJUMOCTH B  YCTAaHOBKE  JOMOJHUTEIBLHOIO  CepBepa, paboumX CTaHIUN
KOMIIBIOTEPHOM CHUCTEMBI U MEPEPETUCTPALIUH TTOJIB30BATEIIEH,

IMPUKA3BIBAIO:

JekaHaM (pakyJbTeTOB, HAaYaJIbHUKaM MOApa3AeICHII Ha3HauuTh K 16 nexadbps 2009
rojla COTPYJAHHUKOB /Jisi pabOThl B YKa3aHHON CHCTEME C YYETOM OIPaHUYECHHOCTHU
JIMIEH3UN U MPEACTaBUTh 3aBKU JUISl UX pErucTpanuu. B 3asBKke JOIKHBI OBITh YKa3aHbI
CJEAYIOUIUE CBECHHUS IJIs1 KaXKI0TO MOJIb30BaTEs:

. ©.1.0. nonnble.

. @.1.0. B 71aTUHCKOI TPAaHCKPUIILIUY.

. JIOJDKHOCTB.

. Mecrononoxenue (kabUHET, 3TaX, KOPITYC).

. Tenedon padounii (mpu paboTe HA TIOMY - U IOMAITHUH).

. Ucnonb3yeMble WK MIaHUPYEMBIE K UCTIONB30BAHUIO 0a3bl IaHHBIX.

7. YpoBeHb Jomycka K 0a3aMm TaHHbIX (KOPPECMOHIECHT, YUTATENb, ABTOP WU
penaKkTop).

8. Ilaponb nns HTEpHETA.

9. IlonpaszneneHue.

OcHoBanue: npeacrasienus HayanbHuka MBI, mpopekTopa.

AN DN B W~

PexTop ynuBepcurera M.X. Pabaganos

Hcnonnurens:

CormnacoBaHo:

[IpopexTop (Kypupyromuii)
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[Ipunoxenue N 3
PEKOMEHTyeMblii 00pasel]

MUHOBPHAYKH POCCHUHA
®denepajibHOE rOCy1apCTBEHHOE OI0/IZKETHOE 00pa3oBaTe/IbHOE

yupexaeHue BbICIIero 00pa3oBaHus
«JATECTAHCKH TOCYJAPCTBEHHBIA YHUBEPCUTET»

PACHOPSXKEHHUE Ne

«  » 20 T. r. MaxaukaJja

O noAroTOBKE NPEMIOKEHAN

K IUIaHy Hay4yHOTro 1eHtpa Ha 2018 r.

B cBasu ¢ ¢dopmupoBanmem Ilmana nayyHoro mentpa Ha 2018 rom,
(duHAHCHPYEMBIX U3 TOCYJAPCTBEHHOTO OIO/KETA:

1. PykoBoauTensiM Hay4HO-HUCCIIEIOBATENIbCKUX MoapasnaeneHuil (Damunus
N.0., ®amunus 1.0., @amunus N.0., Gamunus 1.0.) noAr0TOBUTH U MPEJICTABUTH
Y4YEHOMY CEKPETAPIO MPEUIOKEHM K IUIaHy Hay4dHOro nenrpa Ha 2018 rox B cpok
1o 15.06.2017.

2. Yuenomy cexpetapro (Pamumnus 1.0.) obecrieunts hopMHUpOBAHUE TIPOEKTA
iaHa HaydHoro meHtpa Ha 2018 ron, ¢uHAHCMpYEeMBIX W3 TOCYIapCTBEHHOTO
oroxeta, B cpok 0 01.07.2017.

3. KoHTponp 3a MCIIOJHEHHEM pACIOPSDIKEHHsI BO3JIOKHUTH HAa 3aMECTUTEINS
JUpeKTopa 1o HayyHoil pabore @amunusa N.0O.

Hupextop [Toanuck N.0. Gamunus
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[Tpunoxenue N 4
PEKOMEHTyeMblii 00pasel]

IMMPOTOKOJI
Ne
naTa 3aceaHusl HOMEP JOKYMEHTa

r Mecto 3aCCaaHusA 151

3acenanus (coOpaHus, COBEIIAHMUS ).

[Ipencenarens
(aMumnus ¥ MHULIMAIIBI B UMEHHUTEIILHOM T1aJI€KE)

Cexkperapb
(baMumus ¥ MHULIMAIBI B UMEHHUTEIILHOM T1aJI€KE)

[IpucyrcrBoBanu:

(pamMumuy ¥ MHULIKAIB! WIEHOB KOJUIETHAJIBHOTO OpraHa WM MOCTOSHHBIX YYaCTHHUKOB
COBELIaHUs B al(aBUTHOM NOpPSAKE B HMEHHUTEIBHOM IMajexe 0e3 HauMEHOBAHUS
JTIOJKHOCTH )

[Ipurnamenssie:

(pamunuu ¥ MHUIKMABI TPUTJIAIICHHBIX B ali()aBUTHOM MOPSIKE B UMEHUTEILHOM
najie’xe, Ipu HeOOXOAMMOCTH - C HAMMEHOBAaHUEM JOJHKHOCTH )

PaccmoTpenHble BOIIPOCHI:

I.

(coneprkanue Bompoca, pamMmIiy, THUITUATBI BHICTYTIAIOIINX )
2. ...
3. ...
[IpuHATHIE pelIeHUS:
l..
2..
3
[Ipencenarens
(baMunus ¥ MHULKAIIBI B UMEHHUTEIIBHOM I1aJIEKE)
Cexkperapb
(pamunust 1 MHUTIMATIBI B UMEHUTEIILHOM TTaJIEXKE )
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ITpunoxenune N 5
PEKOMEHTyeMblii 00pasel]

®OPMA BbIIIMCKHU U3 ITPOTOKOJIA

HaumenoBanue OopraHu3anuv UJin
KOJUICTHAJIBHOI'O OpraHa

BBIIINCKA U3 ITPOTOKOJIA
No
JlaTa 3acelaHusl  HOMep JOKYyMEHTa
MecTo 3acemaHus

3acenanus (coOpaHus, COBEIAHU).

[Ipencenarens

(baMunus ¥ MHULIKAIIBI B UMEHHUTEIIBHOM T1aJIEKE)
Cexperapb

(pamwmnus 1 MHUTIMATIBI B UMEHUTEIILHOM TTaJIEXKE )
[IpucyrcTBOBaNM:

(pammnnu ¥ UHUIKMATBI YWICHOB KOJUIETHAILHOTO OpraHa UM MOCTOSTHHBIX yYaCTHUKOB
COBEIIaHUS B ali()aBUTHOM TIOPSIIKE B UMEHUTEIILHOM Majiexke 03 HAMMEHOBaHUS
JIOTKHOCTH).

[IpurnamenHsie:

(pamumu 1 MHUTIMATBI TPHUTJIANICHHBIX B aJI()aBUTHOM TIOPSIKE B UMCHUTEILHOM
najexe, Ipu HEOOXOIUMOCTH - C HAMMEHOBaHUEM Jo/KHOCTH) [ToBecTka mHs:
1.0 (06)...

(conmepxxanue Borpoca)
Jloknan
(HaMMEeHOBAaHUE JOJIKHOCTHU, (haMUJIUS, THULIMAJIBI B POJAUTEILHOM IaJIEXKE)
CJIYIIAJIU:
(bamunust, UHUITMAIBI JOKIAYNKA, KPATKOE U3JI0KEHHUE COJIep KaHusl JOKIaaa,
coo01eHus1, nH(popMaIm)
[NOCTAHOBWJIN (PELINJIN):
1 .1. YTBepauTs (MOpy4IUTh, IPEACTABUTD) ......
1.2.
IIpencenarens
(pamunms 1 MHUTIMATIBI B UMEHUTEIILHOM TTaJIEXKE )
Cekperapb
(baMunus ¥ MHULIKAIIBI B UMEHHUTEIIBHOM T1aJICKE)
Bepno
Cneunanuct 1 kareropuun
N.O.®amunus
JInynas moamnuck
Jlara
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[Tpunoxxenue N 6
PEKOMEHTyeMblii 00pasel]

damMuus, UMs, OTYECTBO

MUHUCTEPCTBO HAVKH U
BBICILIET'O OBPA30OBAHUS PO
denepaapbHOE TOCYIAPCTBEHHOE OIOKETHOE
00pazoBaTeIbHOE YUPEIKICHUE BBICIIIETO
o0Opa3oBaHus
«IATECTAHCKUI T'OCYJAPCTBEHHbII
YHUBEPCUTET» (AI'Y)

367000, Pecrrybmnmka Jlarecran,
r.Maxaukana, yia. M.I'amkuesa, 43A,
tenedon/dakc: (8722) 68-23-26
e-mail: dgu@dgu.ru http: //www.dgu.ru

Ne

VBaxkaembii Ums1, OtuyecTBO!

[Ipenmaraem Bam npuHATH ydacThe B aHKETUPOBAHWUU 0Opa30BATEIBHBIX
OpraHu3alyii, OCYIIECTBIAIOIINX IMOATOTOBKY CIEIHMAIMCTOB 10 WHXXEHEPHBIM
CIIECIUATIBHOCTSIM.

AHKETUpOBAaHHME MNPOBOJUTCS HaMU B IeisiX cOopa umHbOpMauuu O By3ax,
BBIITYCKAIOIIUX CHEIUAIMCTOB HEOOXOIUMBIX HaM CIHEHHUAIBHOCTEH, KOTOPBIX B
JadbHEUIIeM MOXHO ObUTIO Obl MIPUBJIEKATH JJISl MPOXOXKIACHUS MPOU3BOACTBEHHOM
MPAKTUKU U MOIMOJHEHUS 1ITaTa CIECIUAIMCTOB Ha MPEANPUITUIAX OTPACIIH.

3aMoHEHHYI0 aHKETYy IIPOCHUM BBICJIATh B HAlll apec.

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

C yBaxeHuew,

JIOJIKHOCTB [Toanuce
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ITpunoxenue N 7
PEKOMEHTyeMblii 00pasel]

YTBEPXKJIAIO:
Pextop AI'Y

M.X. PabagaHos
« » 20 1.

Ha nms pexropa moctynuna gokiaaHas aekana ¢akynbreta GUA Amypo6ekosoit T.U. o
TOM, 4TO CTapIIUil mpernoaaBarenb Kad.3KoJIOruu 3Konoro-reorpapuieckoro ¢axkynprera AI'Y
Maromenosa [latumatr MaromenoBHa copBaja TpEThIO apy Ha 1 Kypce aHTJIMMCKOrO OTIEICHUS
(daxkynpTeTa MHOCTPAHHBIX S3BIKOB. HMKakux OOBSCHEHMI TO TOBOXY CpbIBa B JCKaHAT
MIPEICTABJICHO HE OBLIO.

[IpoBepkoil ycTaHOBIIEHO, uTO neWictBuTesbHO Maromenosa IILM. - cr.mpenonasarens
kad.skoorum 3Kosoro-reorpadudeckoro gaxkynprera 'Y copBaia tpeThio mapy Ha 1 Kypce
aHIJIMICKOTO OT/AeIeHUs (aKyIbTeTa HHOCTPAHHBIX S3BIKOB.

N3 oOwsacuurensHoit MaromenoBorr II.M. crmemyer, uro oHa siBUJIach Ha (aKkyJIbTET
MHOCTPaHHbIX S3bIKOB JJIS MPOBEACHHUS JIEKIIMHM Ha 1 Kypce aHIMiicKoro oraeneHusa. Bo Bpems
JEKIMU € MO3BOHMJIM CO HIKOJIBI M CKa3alH, YTO PeOEHOK cedsl MmIoXo uyBCTBYeT. OcTaBUB
CTYJIEHTOB B ayJWUTOPUU M CKa3aB MM, YTO BEPHETCS U NPOAOJDKUT 3aHsATHe, Maromenosa Il
roexaja B IIKOJIy 3a peOCHKOM HE IOCTAaBUB B M3BECTHOCTH JAekaHaT @M, Tak kak Hajesuiach
BEPHYTHCS M IPOIOJIKUTD JIEKLMIO. BepHyThCs Ha JIEKIMIO OHA HE CMOTJIa, TaK Kak peOeHKy ObLIOo
COBCEM IUIOXO, U OHa OTBE3JIa €ro JOMOI U BbI3Baja Bpauda. Ero Taxke mpeacTaBieHa cripaBKa O
TOM, YTO OHA HAaXOJUTCS MO YX0o.1y 3a 00sibHBIM pederkom ¢ 10.03.2015r.

C wmecra paboter MaromenoBa II.M. xapakrepusyercss Kak KBaTH(DUIIUPOBAHHBIHI
CHELHUAINCT, TOCTOSIHHO MOBBILIAIONMIUI CBOI MPO(hecCHOHAIBHBINA YPOBEHb.

CornacHo crT. 6.25 n.«4» Ycrasa JII'Y: «pabotHuku By3a 00s3aHbl CBOEBPEMEHHO CTaBUTh
B M3BECTHOCTH AJMHHHMCTPALMI0 O HEBO3MOYKHOCTH IO yBa)KMTEJIbHBIM IIPUYMHAM BBIIIOJIHATH
BO3JIOKEHHBIE HAa HUX 00s3aHHOCTHY, YTO He ObLIO caeitano Maromenosoii I1.M.

Cornacho c1.32 IlpaBun BHyTpeHHero TpyaoBoro pacrnopsiaka JAI'Y: «...Bce paOOTHHKH
yHUBEpcUTETa 00s13aHbI paboTaTh YECTHO U 1I0OPOCOBECTHO, COOMIOAATH AUCIUIUIMHY TPY/A. .. ).

C y4eToMm H3IJI0)KEHHOT0, pyKOBOJCTBYSCH CT. CT. 192, 193 Tpynosoro koxekca P®, c¢T.6.25
. «4» YcraBa, cT. cT. 32, 86 m.«a» [IpaBui BHyTpeHHEro TpyaoBoro pacnopsaka JII'Y, nonararo:

1. Maromenosa ITatumat MaroMeioBHe - CT.NIpeNoAaBaTeNto Kadeapbl 3K0JIOTUH 3K0JI0ro-
reorpaguueckoro dakymnbrera II'Y — 00bABUTH 3aMeUYaHHe.

2. 3aBenyromemy Kadeapoir skoiorun MaromenoBy M-P.Jl. ycunuTh KOHTpOJb 3a
COOITIO/ICHUEM TPYIOBOW AUCIUILTUHBI TIPO(ECCOPCKO-TIPETIOIaBATEILCKUM COCTaBOM KadeIphl.

OcHoBaHue: MaTepHral Ha 5 nucrax.

Ben.lopuckoHCyaIbT

HayaibHUK IOPHAHYECKOT0 0TAeJ1a
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[Tpunoxenne N 8

DOOPMA AKTA
HawnmenoBaHue opraHu3anuu
AKT
No

MecTo cocTaBleHU

3aroyioBOK K TEKCTY
(O npoBepke, 0 mpuemMe-nepeaaye, o
CIIMCAaHWNH, 00 YHUUTOXEHUHU U T.1.)

OcHoBaHKE: TPUKA3 PYKOBOJUTENS OPTAHUBAIUU OT .eeeeeeerrreeeennnrreeeeannnnes No ...
CocTaBieH KOMUCCHEN B COCTaBE:
[Ipencenarens

(mOmKHOCTH, PaMUTIUSI, HUHULIUAJIBI)
YUneHbl KOMUCCHH:

1.
(TOmMKHOCTH, (PaMUITUSI, UHULIUAJIBI )
2.
(pacnonararot 1o ajnidaButy) (I0HKHOCTh, PaMUITUsI, UHULIUAJIBI)
3.
(mOMKHOCTH, paMUITUSI, UHULIUAJIBI)
[IpucyrcTBOBaANM:
1.
(mOMKHOCTH, paMUITHUsI, UHULIUAJIBI)
1.

(pacrmonararot 1o andaButy) (IOIKHOCTD, (haMUITUS, HTHUITHAIIHI )
KoHcratupyroias 4acTts - 11eJH, 3a7]a4H, XapakTep padoThl, MPOIEeTaHHOM CO-
CTaBUTEIISIMH aKTa, U €€ Pe3ybTaThl (YCTaHOBJIEHHBIE (haKThI).

BuiBonb! u 3akmroueHus. Pekomenganuu (mpu HE0OOXOAUMOCTH).
CocrasieH B 3 3k3. (Ipu HEOOXOIUMOCTH)
| B 7 ) < RN
7 ) < T
3-11 9K3. - B gegto Ne ...
OTMeTKa 0 HATMYUK NPUII0KEHUs (TIpU HEOOXOIUMOCTH)
[Ipencenarens komuccun  Jlmynag noanuce M.O.Damunus
Ynensl komuccun: Jlngnas nognucek M.O.Damunns
JInunag nogmucey U.O.Damuiusg
JInynasg nognmuce U.O. damunusa
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[Tpunoxxenune N 9
PEKOMEHTyeMblii 00pasel]

®OPMA JIOKJIAJTHOM 3AITUCKH (BHyTpeHHEIH)

HanmenoBanue cTpyKTypHOro Anpecar
NOAPa3CIICHHUS
JAOKJIATHAA 3AIIUCKA

Ne

3aroJIoBOK K TCKCTY

CrpykTtypa TekcTa

1. BBoaHast 4acTh.

Wznoxenune paxkToB, COOBITHI, CUTYalIUH, IPUYMH: HTHPOPMHUPOBAHHE O XOJI€
paloT WK NCTIOTHEHUH JOKYMEHTOB.

2. Ananutudeckas 4acTbh (MOXKET OTCYTCTBOBATH).

AHanu3; BO3MOXHBIE BAPUAHTHI Pa3BUTHS COOBITHI WIIH BBIXO/Ia U3 CIOKUBILICHCS
CUTYALIUH.

3. 3akIrouMTeNbHAs YacTh.

BbIBOABI, PEIIOKEHUS UIH TPOCHOBI.
OTMeTKa 0 HATMYUY MPUIIOKEHUS (MOKET OTCYTCTBOBATD )

HanmenoBanue TOKHOCTH JInunag nmoanuce U.O.damunus
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[Ipunoxenue N 10

PEKOMEHTyeMblii 00pasel]
Komy: PykoBoguTesnsiM yrpaBieHH U OTIEIOB
Ot: ®amunus 1.0., pykoBoaUTENb aAMUHUCTPATHBHO-X03MCTBEHHOM CITY>KOBI
Hara: 17 anpens 2017 r.
Tema: [lomaya 3a9BOK Ha aBTOTPAHCIIOPT
CIY/KEBHAS 3AIINCKA

B nemsx mnosbiieHuss 3@QQGEKTUBHOCTH UCIHOJIB30BAaHUS M COKpPAILEHUS

IIPOCTOEB  ABTOTPAHCHOPTHBIX  CPEACTB  ILEHTpa MNpPOUy PyKOBOJIWUTEIEH

nojApa3jeieHu ToJaBaTh 3asBKM HAa aBTOTPAHCIOPTHBIC CPEJCTBA HE TO3JHEE
15:00 nHs1, mpeAIIECTBYIONIETO MOE3IKE.

PykoBoauTenb aAMUHUCTPATUBHO-
XO03MCTBEHHOMU CITYKObI N.0. ®amunus
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[Tpunoxenue N 11

TEJETAUIIOT PAMMA
(TEJIETPAMMA)

Cry)eOHbII 3ar0JI0BOK

VYkazaHue Ha KaTerOpUIo TeJIerpaMMbl

OtMeTKa 0 BUE TeJIerpaMMBbl

Tenerpaduslii agpec moyryvaresns, HOTHbIA WU YCIOBHBIN
Tekcer (coaepskaHue TeaerpaMmbl)

PerucrpaunoHHbIi 1€I0NPONU3BOACTBEHHBI HOMED, 1aTa
peructpanuu [loanuce

AJipec 1 HAMMEHOBAHUE OTIPABUTENS (MIOMEIAETCS O/
YepToi)

TEJE®OHOI'PAMMA

JlomKHOCTh, MHUIIMABI, (aMuIKsl, HoMep TeJaedoHa COTPYIHUKA, IEpeIaBIIETO
TenepoHOrpaMMy.

JI0MKHOCTD, MHUITHAIBI, (aMUITHsI, HOMEp TelaedoHa COTPYTHUKA, IPUHSBIIIETO
TenedoHorpaMMy

Jata, HoMep TeneOoHOTpaMMBbI
Bpewms nepenauun

Tekct TeneoHOrpaMMBI

JIOmKHOCTD, MHUITUABI, (PaMUITHSI JTUIA, OT UMEHU KOTOPOTO TepeaacTcs
TenedoHOorpaMmy.
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[Ipunoxenue N 12

®OPMA 3ASBJIEHUSA
(paboTHHKA OpraHU3aIIH)

HaumeHoBaHuE CTPYKTYPHOTO Anpecat
TOJTPa3ICTICHHUS
3ASIBJIEHUE
No
CTpyKTypa TeKCTa

1. Uznoxenue cymectBa Borpoca-mpockOsl ("IIpomry nepesectun  "Ilpormry
NpeAoCTaBUTh..." U T.1.).

2. N3noxxeHue aeraieii, MOTUBOB.
OTMmeTKa 0 HATMYUK NPUIIOKEHUS (MOKET OTCYTCTBOBATH).

HanmenoBanue nomkHocTH  JIM4uHAS mOAIIMCH N.O.amunus
Bu3bl, cormacoBanms

®OPMA CITPABKHA
(o BompocaM OCHOBHOM ACSATEILHOCTH)

HaumeHoBaHue opranuzanuu Anpecar
(MOXeT OTCYyTCTBOBATb)
CIIPABKA
No
Mecto COCTAaBJICHUS

3aroJjIoBOK K TCKCTY

TekcT (MOXKET ObITh TAOJWYHBIN, AaHKETHBIN; CBA3aHHBIM TEKCT MOXET JCIUTHCS Ha

pasienbl)
OtmeTka 0 HaJIM4uu IIPUIIOKECHUS (Moxer OTCYTCTBOBATh).
HanmMmenosanne J01KHOCTH JInuanag noamuce U.O.damunus

OtmeTka 00 UCTIOTHUTENE
WJIM BU3bI COTJIACOBAHUS
(MOTyT OTCYTCTBOBATb).
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[Tpunoxenue N 13
MNPUMEPHBINA NEPEYEHDb YTBEPKJIAEMBIX JOKYMEHTOB

1. AxThI (IPOBEPOK, PEBU3HIA;, CITUCAHUS; IKCIIEPTU3BI; TIEpeIadun e, TUKBUAAINH
opraHuzanui).

2. I'paduixu paboT, OTIYCKOB, CMEHHOCTH.

3. 3amanus (Ha MPOEKTUPOBAHHE TEXHUUYECKUX COOPYKCHHM, MpPOBEICHUE
HAYYHO-UCCIIE0BATENbCKUX paboT u 1Ip.).

4. NHCTpYKIMH (IOJKHOCTHBIE MHCTPYKLIUHU, IO JI€JONPOU3BOICTBY, TEXHUKE
0€30MacCHOCTH, BHYTPEHHETO TPYAOBOI0 paclopsiaKa u Jp.).

5. Knaccudukarops! nndopmarnuu, J0KyMEHTOB.

6. MeTonnyeckrue peKOMEHIALUN, METOINYECKNE YKA3AHNUS U METOIUKH.

7. HoMeHnknaTtypa J1eJ1 yHUBEpCUTETA.

8. HopMbl 1 HOpMaTHBBI (BpEMEHH, YUCIICHHOCTH PAOOTHUKOB, PACX0/Ia ChIPhS U
MaTEpHAIIOB, JIEKTPOIHEPIHH).

9. Onrcu nen (MOCTOSTHHOTO, BpeMeHHBIX (CBhIiIe 10 J1eT) CPOKOB XpaHEHUS U IO
JUYHOMY COCTaBY).

10. Otuersl (0 KOMaHAMPOBKAX,  HAYYHO-HCCIENOBATEIbCKUX  paboTax, o
IIPOU3BOJICTBEHHOM E€ATEIBLHOCTH U p.).

11. Tlepeunu (1OMKHOCTEH, OpraHu3aluii, BUJOB HHPOPMALIUHU, TOKYMEHTOB).

12. IlonuTukH.

13. ITonoxxenus (o moapas3AeeHUsIX, IPEMUPOBAHUY, aTTECTALIUN ).

14. Topsiaxu.

15. Tlnansl (MpoU3BOACTBEHHBIE, yueOHbIE, HAYUHO-HCCIEA0BATENbCKUX PaldoT,
paboTHl YUEHOTO coBeTa U Jp.)

16. ITpaBuia.

17. IIporpammsbl (TTpoBeieHUS PaOOT U MEPOTIPHUATHH U Ap.)

18. PernameHTsI (B TOM 4KCie periaMeHThl OM3HEC-TIPOLIECCOB).

19. Pacrienku (Ha MpOU3BOJCTBO padoT).

20. CmeTsI (pacxo/ioB).

21. CranaapThl yHUBEPCUTETA.

22. CTpyKTypa ¥ IITaTHasl YUCIEHHOCTb.

23. Tapudubie cTaBKH.

24. YcraBbl.

25. YaudunupoBaHHbie (OPMbI TOKYMEHTOB.

26. llITaTHOE pacnucaHue.
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[Ipunoxenue N 14

INPUMEPHbBIN NEPEYEHD
JOKYMEHTOB, 3ABEPAEMbBIX IIEYATBIO YHUBEPCUTETA

1. ApxuBHas cripaBka.

2. AKTbl (MpueMa 3aKOHYEHHBIX CTPOUTEIHCTBOM OOBEKTOB, 00OPY/I0BaHUS,
BBITIOJIHEHHBIX Pa00T, CIUCAHUS, IKCIIEPTHU3HI).

3. Konuu u BBIMUCKH M3 JOKYMEHTOB, BBIJIABAEMBIX [JISl MPEACTABICHUS B
Jpyrue YHUBEPCUTETA.

4. OOpa3ibl OTTUCKOB MeYaTedl U MoAmucel pabOTHUKOB, UMEIOIIUX IPaBO
coBepIiaTh (GPUHAHCOBO-XO35UCTBEHHBIC OTEPAITUH.

5. Tlopyuenus (OrokeTHbIE, OAHKOBCKHE, IICHCHOHHBIC, IIJIATEXKHBIE,
WHKACCOBbIE B 0aHK Ha MOJIyYE€HHWE UHBAIIOTHI CO CUETOB, MIEPEBOJI BATIOTHI).

6. IlpeacraBinenuss u xoparaiicTBa (0 HarpaKJIE€HUU TOCYAAPCTBEHHBIMU
HarpajaMu U IpeMusiMu).

7. Peectpsl (4eKOB, TOPYUCHUH, IPEJCTABISEMBIX B OaHK).

8. CnpaBku (0 moxojax (PU3MYECKUX JIMI, O BHIIJIATE CTPAXOBBIX CYMM, O
0anaHCOBOM CTOMMOCTH OCHOBHBIX (POHJIOB, IO NEPCOHU(PUIUPOBAHHOMY YUETY,
Oo(QOpPMIIEHHIO CTpPaxOBbIX CBMJIETENIBCTB, II0 3allpocaM OpraHu3alui, II0
JIOKyMEHTaM, MPEIOCTABISIEMBIM B CY/I, - [0 HEOOXOIUMOCTH).

9. YnocroBepenus pabOTHUKOB.
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[Ipunoxenue N 15

INPUMEPHbBIN TIEPEYEHD
HEPEITMICTPUPYEMBIX BXOASIIUX JOKYMEHTOB*

1. AHKeTHI (pe3roMe), HaIPaBIIIEMBIE B IIEIISIX TPYA0yCTPOMCTBA.

2. byxrantepckue HOKyMeHTHI (OyxranTepckash OTYETHOCTh, CueTa, cuera-(akTypsbl,
aKTbl CBEPKM B3aUMOPACUYETOB, AKTHl NMPUEMKHU-TIEPEadll OCHOBHBIX CPEICTB, TOBApPHBIC
HaKJIaHbIC).

3. TOCTbl, TexHUYECKHE pErjlaMeHTbl, PYKOBOIAIIUE U JpYyrue ITOKYMEHTHI IO
TEXHUYECKOMY PEeryJIMPOBAaHUIO M CTaHIAPTU3ALINN.

4. I'pacduixu, HapsAIBI, 3a9BKHU, pa3HAPSIKH.

5. JlokymeHTHl (IPOEKTbl JOKYMEHTOB), TpeOyrolue MOJANucaHus (COriacoBaHus,
YTBEPKIAEHUS) U MOCIIEIYIOIIET0 BO3BpaTa.

6. KoHkypcHast TOKyMEHTaIHs.

7. Konuu cuyeToB Ha o1uiary.

8. MecsiuHble, KBapTaJIbHbIE U APYTHE OTUETHI.

9. HayuHble OTYETHI IO TEMaM.

10. HayyHOo-TexHHUYECKAast U MPOEKTHAs JOKYMEHTALMSI.

11. KoppecnonneHuus, aapecoBaHHass pabOTHHKAM YHHBEPCUTETa C IOMETKOM
"JInuno".

12. [1eyaTHble n3anus (KHUTH, KYpHabl, Fa3€Thl), KATAJIOTH, TEXHUYECKas JINTEpaTypa,
TEMaTUYECKHUE U ClielnaIbHble COOPHUKH, TIaKaThI.

13. IlepBuuHas JOKyMEHTAIMsI OyXTanTepCKOro y4era (aBu30).

HO3IIpaBI/ITeJIBHBIe IMrUCbMa U TCJICIPAMMBI, 6H&FOZ[apCTBeHHBIe IMMCbMa U TCJICIPaAMMEBI,
IMPHUIIACUTCIIbHBIC OUJICTHI.

14. [IpelickypaHTHI.

15. IlpurnacurensHbie OMIETHI, IPUTITIAIICHUS.

16. IIporpammsel KoH(DepeHII, COBEIAHHIA.

17. Pexnamuble MaTepuaisl (MMCbMa, TUCTOBKH, POCIIEKTHI, OYKIIETHI).
18. ®opmBbI CTATUCTUYECKON OTYETHOCTH.

19. Y4ueOHbIe M1aHBI, TPOTPAMMBL.

42 Ecnu yKa3aHHBIE JOKYMEHTBI OCTYIIHIIA C COTIPOBOUTENLHBIM UCEMOM, ITUCHMa PETUCTPUPYIOTCS B
MOPSIIKE, YCTAHOBJICHHOM MHCTPYKIMEH 110 JIETIONPON3BOJICTBY YHUBEPCHUTETA.
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[Tpunoxenune N 16

«YTBEPXJIEHO»
®dI'bOY BO «/larectanckuii

rOCyAapCTBEHHBI YHUBEPCUTET

©.1.0.

« » 20 T

OBPA3EIl HOMEHKJIATYPBI IEJI YHUBEPCUTETA
HOMEHKJUIATYPA JEJI

Ilal"('ECTaHCKOFO rocy1apCTB€HHOI0 YHUBCPCUTETA

Cpoxk xpaHeHust
HMupexc P p
ey, HoMep
3aros10BoK gesa CTATHH 110 IIpumeyanue
aena
nepevyHIo
1 2 3 4
PEKTOPAT
01-01 |I[Ipukassi u HWHCTPYKTUBHBIE muceMa| [locrostHHO cT. 10
MunncrepcTBa 00pazoBaHus u Hayku Poccuwm,
OTHOCAIIMECS K OCHOBHOW  JEeATENbHOCTH
YHUBEPCUTETA.
01-02 [HMHCTpYKTHBHBIE mackMa  MunuctepctBa|  IloctostHHO cT. 10
o0pa3oBaHMA W HAyKH, OTHOCSIIHECS K
OCHOBHOM JCSITEILHOCTH YHUBEPCUTETA
01-03 |IIpoTokosbl 3aceIaHui pekropara| IlocrosiHHO CT. ST
YHUBEPCUTETA
01-04 |IIpotoxons! 3acemanuii CoBeTa pekTopoB By30B| IlocrostHHO cT. 5a
r.Maxaukansl
01-05 |Ilepermcka c BeImecTosimuMu opranm3arusamu| S et OIIK, cT.12
10 OCHOBHEIM BOITPOCAM JI€ATEIBHOCTH
01-06 |doxyMeHTHI (McTopudeckue 0030pe1| IlocrosHHO, cT.47  |CharoT B My3eit
NeSITENTbHOCTH  YHUBEPCUTETa, HCTOPUIECKUE
CIIPaBKH, BBIPE3KH Ta3eTHBIC, JKypHAIbHBIC
CTaThU U 3aMETKH) 00 UCTOPUH YHUBEPCUTETA
07. OTAEJI JOKYMEHTOOBOPOTA
07-01 |[[Ipuka3zel u pacnopsskeHue MUHUCTEPCTBA MIOCTOSIHHO
o0pa3oBaHMss ¥  HAyKd, II0 OCHOBHOM
JIESITeILHOCTA YHUBEPCHUTETA cr. 16
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1 2 3 4
07-02 |[AupekTuUBHBIE YKa3aHUS U HWHCTPYKTHBHBIC MIOCTOSIHHO
michbMa MuHUCTEpCcTBa 00pa3oBaHHS M HAYKH,
10 OCHOBHOM JIEATENILHOCTH YHUBEPCUTETA cr. 16
07-05 |I[Ipuxa3sl pekTOpa 10 OCHOBHOM NESTENLHOCTH MIOCTOSTHHO CT. 6a
07-06 |I[Ipukaser pekTopa 1O JuUgHOMY coctaBy| 75 met OIIK c1.60
paboOTHUKOB
07-07 |[Ipukaser pekTopa 1O Ju4HOMY coctaBy| 75 met OIIK cT.60
CTYACHTOB
07-33 | YTBepxaeHHas HHCcTpyKIus mo| mocrosiHHO cT.10 | JI3H
JICIONPON3BOICTBY
07-34 |HomeHkiaTypa Jiel KaHILIEeNISIPCKOTo OTiesa Jlo 3amMeHbI HOBOH,
cT.676
07-35 |YTBepxaeHHas CBOJHAS HOMEHKIATYpa AeT IloctostaHO cT.67a [CormacoBaHHast ¢
T'ATIO
07-36 |Ommcu gen TMOCTOSHHOTO cpoka XpaHeHus,| IlocrosHHo cT.74a
C/IaHHBIE B APXWB
07-37 |AxTBl O BbIACNEHUU Jen BpeMeHHoro cpoka| IlocrosiHHo, CT.73
XpaHEHUS Ha YHUUTOXKCHHE
Havanpauk 1okyMeHTOO00pOTA N.O. ®amunus
3aBenyronias apXuBom N.0O. ®amunus

OJIOBPEHO

COT'JTACOBAHO

I[Iporokoa IK ®I'BOY BO «AI'Y»

T« » 20 r. Ne

[IpoToxon
9KCIIEPTHO-IIPOBEPOYHO-METOINYECKOM
KOMHUCCHUU KOMUTETA MO AejiaM
apxuBoB PecniyOnuku [larecran

« » 20 1. No
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[Iponomkenue npusioxenns N 16

OBPA3SEIl HOMEHKJIATYPbBI IEJI IEKAHATA

MMWHOBPHAYKHU POCCHUU
denepanbHOE TOCYIaPCTBEHHOE OIOIKETHOE
O6pa30BaT€J'ILH06 YUPEIKACHUC BBICHICTO
obOpazoBaHUs
«IATECTAHCKHH
FOCYI[APCTBEHHLIPI YHUBEPCUTET»

Ary)

HanMeHoBaHue CTpyKTYpHOTO MOApa3IeICHUS

HOMEHKJIATYPA JAEJI
Ha 20 roj
Nugexc 3aro/10BoOK j1ejia Koa-Bo Cpox NpUMeYaHue
)i () &} 1eJl, TOMOB | XpaHeHUs
nesia u Ne
crarei mo
NepevyHIo
1 2 3 4 5
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HTorosas 3anuch 0 KaTeropusax M KOJu4eCcrBe JaeJ1,

IIponomxenue npunoxenust N 16

3aBe/ICHHbIX B roay B
IIo cpoxam xpaHeHust Bceero B ToMm uncae:
nepexoAsIUX (€ OTMETKOH
!'3HKH
1 2 3 4
MOCTOSIHHOT'0
BpeMeHHOro (cBbime 10 ser)
BpeMeHHOro (10 10 Jjer
BKJIIOYUTEJIbHO)
Hroro:
HavajabHuK oTae/1a JOKYMEHT0000poTa Hoanuce N.0. Pamuiaus
3aBenymomasi apXuBom Hoanuck N.0. ®amuiius
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[Ipunoxenue N 17

OBPA3ELl INCTA-3ABEPUTEJIA AEJIA

JIMCT - BABEPUTEJIb JEJIA
B nene Ne oruch Ne dbong Ne P-180

TOJIIITUTO ¥ IPOHYMEPOBAHO JUCTOB
(mdpaMu ¥ IPOTTUCHIO)

B TOM YHCIIE:
JIUTEPHBIE HOMEpa
JIUCTOB

MPONYIIEHHBIE HOMEPA JINCTOB
+- JIUCMO8 8HYMPEHHel ONUCU

(mdpaMu 1 IPOTTUCHIO)

HanmenoBanue 1OIKHOCTH Ilonmuce N.O0.Oamunus
[arta

* B mucre-3aBepuTeNie e MOCTOSHHOTO XPAHCHHUSI CTPOKA O KOJIMYESCTBE JIMCTOB BHYTPCHHEH
OIHCH HE 3aI0JHSETCs, T.K. BHYTPEHHsS OIUCh B 3THX JeJaX HEe COCTaBIISIETCS.

OBPA3EILl BHYTPEHHEH OIMCHU JOKYMEHTOB JIEJA

BHYTPEHHSA OIINCH
Ne |Munekc [Hara 3aroJ0BOK JIOKyMEHTa NeNe IIpume-
/I |TOKYMEHT JIOKYMEHT JUCTO  [yaHHE
a a B
1 2 3 4 5 6

Hroro:
JIOKYMEHTO

B
(mrdpaMu ¥ IPOTTUCHIO)

Konuuectso JUCTOB BHYTPEHHEN ONUCHU
(uudpamu ¥ TPONHCHIO)

HanmenoBanue 1OIKHOCTH Ilonmuce N.0.®amnnus
COCTaBHUTEIS

[ara
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[Tpunoxenne N 18

OBPA3ELl OBJIOXKKHA JEJA HIOCTOAHHOI'O XPAHEHUSA

dong Ne
Omuce Ne

Jleno Ne

(HammeHOBaHME MUHUCTEPCTBA UM ATEHTCTBA)

(HanMeHOoBaHME YHHUBEPCUTETA)

( HaumeHoBaHME CTPYKTYPHOTO TTOAPA3ACIICHHS)

Jeso Ne

(3aroyioBoK)
(Kpaiinue natsr)
Ha JINCTAX
(KonmnuectBo)
Dong Ne
Onuch Ne
Heno  Ne

Xpanuts [locTossHHO

[Ipumeuanne: HanmeHOBaHME MUHHCTEPCTBA 3allOJHAETCA HA PACCTOSHUU HE MEHee 6 CM. OT BEPXHETO Kpas

00JI0KKH.
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[Tponomkenue npunoxenus N 18

DOPMA OITUCH JIEJI IIOCTOAHHOI O, BPEMEHHOI' O (CBBIIIE 10JIET)

XPAHEHHA U JIEJI 110 JIHYHOMY COCTABY CTPYKTYPHOI' O

HOAPA3JAEJIEHUA
YTBEPXAIO
MMWHOBPHAYKH POCCHUU Pexrop AI'Y

denepalibHOE TOCYIAPCTBEHHOE OFOJIKETHOE
00pa3oBaTeIbHOE YUPEKICHHUE BBICIIIETO

oOpa3oBaHus «/larectanckuil rocy1apcTBEHHBIH

yausepcuteT» (YY)

npodeccop
« »

N.0. damunug

20

roa

HaumenoBaHue CTpyKTypHOTO

[Tonmuck pacmmdpoBKa MOANUCH

NoApa3AeICHUS
[ara
OIIUCH Ne
No | Unnekc 3aronoBok aena | Kpaiiaue | Kou-Bo Cpoxk [Tpume-
n/a nena ATkl JIUCTOB | XPaHCHHUA yaHue
%k
1 2 3 4 5 6 7
B naHHYyI0 onmchs BHECEHO T,
(mdpaMu ¥ IPOTTUCHIO)

¢ Ne o Ne , B TOM 4YHCIIC:
JIUTEPHBIE HOMEPA!
MPONYIIEHHbIC HOMEpPa
HaunmenoBaHue JOKHOCTH
COCTaBHUTEJIS OITMCH IToamuce N.O.damunus
JaTa 3aB. apxuBom [Toanuck N.O.®amunus

JlaTa*

I'pada 6 B onmcsx 11e1 MOCTOSHHOTO XpaHEHHSI OTCYTCTBYET.
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®OPMA AKTA O HEOBHAPYKEHUU JOKYMEHTOB CTPYKTYPHOI'O

[Iponomxenue npwioxenns N 18

IHOAPA3ZAEJEHUS, ITYTH PO3BICKA KOTOPBIX HCUEPIIAHBI.

YTBEPXAIO
MUHOBPHAYKU POCCUU Pexrop AI'Y
®denepabHOE TOCYIAPCTBEHHOE OIOKETHOE npodeccop
00pa3zoBaTeIbHOE YUPEIKICHUE BHICIIIETO « »
obpazoBaHus «JlarecTaHCKHI TOCYAapCTBEHHBII
yauBepcute™» (AI'Y)
N.O. ®amunus
20 roJ
HaunmenoBaHue cTpyKTypHOTO
MOJpa3IeIICHUS
OIIUCH Ne
No | Unnekc 3aronoBok aena | Kpaiiaue | Kou-Bo Cpok [Tpume-
Il aeia JaThl JIUCTOB XpaHCHUA yaHue
%
1 2 3 4 5 6 7
B JTAHHYIO OIUCH BHECEHO
i
ell,
(mdpaMu ¥ IPOTTUCHIO)
¢ Ne o Ne , B TOM 4HCJIE:
JIUTEPHBIE HOMEPA:
MPOIYIIEHHbIE HOMEpa
HanmenoBanue 1OIKHOCTH
COCTaBHUTEJIS OIIHMCHU Iloamuce N.0.damunusg
Jata 3aB. apxuBoM [Toanuck N.O0.®amunus

JlaTa*

I'pacha 6 B onucsx Aen NOCTOSHHOTO XpaHEHUs! OTCYTCTBYET.
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[Iponomxenue npunoxenus N 18

®OPMA AKTA O HEOBHAPYKEHUU JOKYMEHTOB CTPYKTYPHOI'O
HOAPA3AEJEHUS, IIYTHU PO3BICKA KOTOPBIX UCHEPIIAHBI.

MHWHOBPHAYKHU POCCHUN

o0Opa3oBaHus

«JlarecTaHCKHH rocyapCTBEHHBII

denepalibHOE TOCYIAPCTBEHHOE OFOJIKETHOE

O6paSOBaT€HLHO€ YUPEIKACHUC BBICHICTO

YTBEPXJAIO
Pextop JAI'Y
npodeccop

« »

YHUBCPCUTET
(ArY) N.0. ®amunus
20 roa
AKT
No

O HeoOHapyKEHUU JIOKyMEHTOB, TyTH

PO3bICKA KOTOPBIX UCUEPIIAHBI

B PE3YJIbTATC IMPOBCPKHU HAJIWYHA AOKYMCHTOB C ICJIbIO HX IIOATIOTOBKH [JIA

MOCJIENYIOIIEH  Nepefsadyn B

apXuB

YHUBEPCUTETA  YCTAHOBJIEHO OTCYTCTBUE

NEePEeUnCcIeHHbIX HIKe Aell. llpennpuHsThie BCEBO3MOXHBIE MEphl MO PO3BICKY el
MOJIOKUTEIBHBIX PE3yJbTATOB HE JaJH, B CBSI3U, C YEM CUMTAEM BO3MOXKHBIM, CHATH C

yuéra
No 3aroJjoBOK Aena Kom-Bo Kpaiinue natsl [Tpuumns
I JIUCTOB OTCYTCTBUS
1 2 3 4 5
HUTOTIO: EIMHUL XPAHEHUS

(mudpaMu ¥ IPOTHUCHIO)

HanmMeHoBaHuE NOKHOCTH
PYKOBOJMTEINS CTPYKTYPHOTO
MOJpa3IeIICHUS

[arta

HaumMeHoBaHuE NOKHOCTH
JINIAa, OTBETCTBEHHOT'O

3a JEJI0MPOU3BOJICTBO

Jlara

Ioanuce N.0. Gamunus

IHomnuce N.O0.Oamunus
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[Tpunoxenune N 19
HWHJIEKCBHI CTPYKTYPHbBIX TOJIPA3JAEJEHUM AT'Y

Nn- |[HammeHoBaHue moapasaesieHHi Nu-| HaumeHoBaHMe noapasaejieHUil
AEKC JIEKC
01 PykoBoacTBo 35  |LleHTp-uUHTEpHET
02 Otaen nokymMmeHTO0O0pOTA 36 |M3marenbCTBO y4eOHOIA
03 IOpuanueckuit otaen 37  |nureparypsl
04 VYuensiit Coser [I'Y 38 |lTab rpaxxaaHckoit 060pOHBI
05 Hekanart daxynbTeTa AJIMUHHUCTPATUBHO-X035HCTBEHHBIN
06 Kadenpa 39 |ormen
07 KOpunuuecknii koymemx 40  |ApXUBHBII OTIET
08 JInneit 41 Busapuii
09 [IpuemHoe otaeneHue Crynenyeckuii Kiryo
10 3a04YHOE OTAEIIEHUE
11 WNHCTATYT AOMIOITHUTEIBHOTO
o0Opa3oBaHus
12 VYrnpasnenue acnupaHTypbl U
JIOKTOPaHTYPHI

13 VYipasieHue Hay4yHO-
UCCIIeI0BaTEIbCKUX paboT

14 OTe1 MHHOBAIIMOHHON IeATEIHLHOCTH
U TpaHcdepa TeXHOJIOTUui

15 Y4ueOHO-MEeTOANYECKOE YIIpaBICHUE
16 OTnen no BOCHUTATENbHON U
coLMaNIbHOM paboTe

17 Otnen npodopueHTauu U
TPYAOYCTPONCTBA

18 YmpasieHue KaapoB

19 VYnpasieHrne BHENIHUX CBI3€U U
CTPaTErn4ecKoro pa3BUTHUS

20  |YnopaBneHue kauecTBa 0Opa3oBaHUs
21 VYrpaBieHue 5KOHOMUKHU U (prHAHCOB
22 |Otmen mo 00eCTIeYeHHIO yIIPaBICHUS
UMYIIECTBEHHBIM KOMIIJIEKCOM

23 VYnpaneHnue OyXrajarepckoro y4dera
24 Otaen oxpaHbl Tpyla U TEXHUKU
0e30MmacHOCTH

25 @aKyJIbTET MEXKIYHAPOIHOIO
00pa3zoBaHUs

26 Otaen ayauTa U pa3MenieHus roc3akasa
27  |Hayunas Oubnmoreka

28 Hcropuueckuii mysei

29 3oosioruyeckuit My3ei

30 [Ipecc-uenTp

31 Bropoii otaen

32 [Tpodcoro3nblit KOMHUTET

33 Komutet Mmonoaexu

34 WHpopMannOHHO-BBIUYNCITUTEIbHBIN
HEHTP
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[Ipunoxenue N 20

MAKCHUMAJIbHBIIA HABOP PEKBU3UTOB /1151 PA3PABOTKU BJIAHKOB
JOKYMEHTOB.

U1 OJTaHKa mUChMa

U 001Iero OJlanka

['ep6 nnm smOIeMa opranu3anuu
HaunMmeHnoBaHue BBIIIECTOSAIIEN
OpraHu3aluu

HaumeHnoBaHue opranuszanuu - aBropa
JTOKyMEHTa

CnpaBouHble JaHHBIE 00 OpraHU3aIuy -
aBTOpE

Konx oprannsanun

JlaTa noKymeHTa

PerucrpanyoHHblii HOMEP JOKyMEHTA
CchliKka Ha perucTpaliMOHHbIA HOMED U
JaTy TOKYMEHTa

['ep6 wim smbGIeMa opraHu3anuu
HanmMmenoBaHue BEIIECTOSIIEN
Opranuzanuu

HanmenoBanue opranuzanuu — aBTopa
JlokymeHTa

HanmenoBanue Buia 10KyMeHTa

Kon dopmbr nokymenTta

Jlata noxkymeHTa

PerucrpannoHHbiii HOMEP JOKyMEHTA
MecTo cocTaBieHUs WU U3IaHUS
JlokymeHTa
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[Tpunoxenune N 21

[IPUMEPHBIN HEPEYEHb HAMBOJIEE YIIOTPEBJIIEMbIX BUJIOB U
PASHOBUJIHOCTEU OPI'TAHMU3AIIMOHHO-PACIIOPAIUTEJIBHBX

JJOKYMEHTOB
OpraHu3ainuoHHbIe JOKYMEHTHI:
JIOTOBOP (KOHTPAKT, COTTIAIICHHE) pacIleHKH
3aJJaHKe periiaMeHT
WHCTPYKIHMS (OJKHOCTHASI MHCTPYKIUSI) | PEKOMEHAALNH
HOPMATHBBI cMeTa
11aH (IpOrHo3) CTAHAAPT
MOJIOKEHHE CTPYKTYPA U IITATHAS YUCJIEHHOCTH
MOPSJIOK TapudHbIe CTABKH
paBUIIa yCTaB
nporpamMmma IITATHOE PACIUCAHHNE
pa3bsCHEHUs
PacnopsiinTe/ibHbIe JOKYMEHTBI:
pacrtopspDKeHUE MPOTOKOJI
pelieHue yKa3
MIOCTAHOBJICHUE yKa3zaHue
MIPUKa3
NudopManmoHHO-CIPABOYHBIE JOKYMEHThI:
aBToOHOrpadus 0030p
aKT 00bSICHUTE/IbHAS 3aNMNCKA
aHaJIN3 NUCbMO
aHKeTa nepeveHb (CMMCOK)
rpaduk pe3rome
JTOKJIa]l cIpaBKa
JIOKJIaJHas 3anucKa (MIPEeJIOKEHUE) CBOJKA
MpeACTaBICHUE) CBe/IeHHS
3aKJIF04YEeHHE (OT3BIB) CTeHorpamMMma
3asIBIICHUE TeJerpaMmma
uH(popMaLus TeaedoHOrpaMmMa
KapTouKa (J14YHas, JHLeBas 1 J1.p.) XapaKTePUCTUKA

Ortuer

Pa3HoBuaHOCTH NHCeM (IO COAEPKAHUIO M HA3HAYECHHIO)

IMUCBbMO-TIPCATTOKCHHUC

INHCBbMO-IOATBECPKACHUEC

MUCHEMO-TIPOCHOA

NHUCHbMO-HAIIOMUHAHUC

MUCbMO-Tpe0OBaHHE

NMUCbMO-YBCIOMJICHHC

IMUCBbMO-U3BCIICHUC

INHCBbMO-PA3LACHCHUE

rapaHTUINHOE

pPeKJIaMHOe

MH(OPMALIMOHHOE

COMPOBOIUTETHHOE

IMUCBbMO-IIPUTTTAIICHUEC

I'pynnsl nucem:

WNHunumatuBHbIE (MMCbMO-3aMIPOC) U OTBETHBIE (MIMCbMO-OTBET)
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[Tpunoxenne N 22

®OPMA JTOJI’KHOCTHOM HHCTPYKIIUU

HanmenoBanue oprannsanuu YTBEPX/IAIO
JOJILKHOCTHAS UHCTPYKIUSA HaumeHoBaHue 10IKHOCTH
No PYKOBOIUTENS OpraHu3aluu
MecTto u3ganus JInganas Nuaunmansl,
HanmMeHoBanue 10KHOCTH paOOTHHUKA NOANKCH bamunus

C YKa3aHUCM TTOAPa3aACIICHHUA I[aTa

CTpykTypa Tekcra

. Ob1ue nonoXKeHus.
. OyHKIHH.
. JIomKHOCTHEIE 00S3aHHOCTH.
. IIpaga.
. OTBETCTBEHHOCT.
. OO01IMe MOJI0KEHHUS.
. OyHKIHUH.
. JlomkHOCTHBIE 00S3aHHOCTH.
9. Ilpaga.
10.0OTBETCTBEHHOCTS.
11.B3aumooTHOIIEHNS (CBA3U MO JOJIKHOCTH).
MoryT OBbITh pa3ienbl:
OcHOBHBIE 33/1a41 U (YHKIIHH.
Ycnosus ortarsel Tpyaa (minu Komnencauus 3a Tpyn).
[Toka3arenu o1leHKH paboThI (MJIM ATTECTAIMs U OIIEHKA JESTEIBHOCTH).
Opranuzanus paboThI.
Opranuzanus padodero mecta (win Opranuzaius U yCIOBHUS TPY/Ia).
Pacniopsinok paboyero aHs.
[Topsiiok yTBEp>KIACHUS M BHECEHUS M3MEHEHUH B MHCTpYKIMio (uiu [lopsimox
nepecMoTpa HHCTPYKLUN).

KoHTposb, mpoBepka 1 peBU3US ACSITEIbHOCTH.

01N DN bW~

PykoBoguTenb CTPYyKTYPHOTrO MOAPA3AETICHUS JInyHas noamuck
N.0.damunus
Bu3sl cornacoBanusa

C UHCTpYKIMENH 03HAKOMIIEH JInunas moanuch N.O.®amunus
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OBPA3EI]

YYETHO-KOHTPOJIbHOM KAPTOYKH

[Ipunoxenue N 23

YYETHO-KOHTPOJIbHA I KAPTOYKA (11/01/10)

Bun nokymMeHTa: nucbMo

Ot koro: Haranocr. I'pudp Hunekc
Bxon.Ne

I'opon MockBa 11/01/2010 BK

11 0028

Opranuzanust Muno6paszoBanusi Poccun

Iloamucan
T"amanoB

Ucxomsammit Ne 20-55/1706-20-4 ot 29 nexabps 2009

I. Hacpyrnunos H.U.
CyuneiimaHo

Conepxanue: 0 mopsiake nmpeacTaBiIeHUs K B A.H.

0 OPMIICHHIO IITATHBIX Hukonaes
pacnucaHuin Ha 2010 | C./.

roa Anuesa I'.B.

Pezomnronusi: Jlna ucrioiHeHUst I'amxuesa T.1.

Cpoxk ucnonuenus: 25/01/10 Ucnonaurtenu: WBanosa E.C.

Hcnonneno:

Ucxonammii Homep oTBeTa: Tata:
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[Tpunoxenne N 24

HEPEYEHDb PEKBU3UTOB IOKYMEHTOB

HaumenoBanue pekBu3nura Kon
pEKBU3HTA

IN'ocynapcteennsiii ['epd Poccuiickoit denepanyu 01
I'ep0 cyonekra Poccuiickoit denepannu 02
OMmbiiema opranu3anuu (3HaK 00CITyKUBaHU) 03
Kon opranuzanuu 04
OCHOBHOM TOCYTApCTBEHHBIN PETUCTPAIMOHHBIA HOMEP HOPUINYECKOTO 05
nuia (OI'PH)

NnenTndukanmoHHbIi HOMEp HAJIOTOTUIATEIIBIINKA /KO IIPUINHBI 06
noctanoBku Ha yueT (MHH/K1LII)

Kox ¢popmel tokymenTa 07
HanmMeHoBaHue opranusanuu 08
CripaBo4HbI€ TaHHBIE 00 OpraHU3aIuU 09
HaumenoBaHue BuJa 1OKyMEHTa 10
JlaTa mokymeHTa 11
PerucrpanuonHbiii HOMEP TOKyMEHTA 12
Ccblika Ha perucTpalMOHHBIN HOMEp U JaTy TIOKYMEHTa 13
MecTo cocTaBieHHs WU U3AaHUS TOKYMEHTA 14
Anpecar 15
I'pud yTBepkaeHuss JOKyMeHTa 16
Pesomonus 17
3aroJoBOK K TEKCTY 18
OTMeTKa 0 KOHTpPOJIE 19
Texcr tokyMeHTa 20
OTMmeTKa 0 HaJTMYUH IPUIIOKEHUS 21
[Toanuce 22
['pud cornacoBanus T0KyMeHTa 23
Bwusbl cornacoBanusi JOKyMeHTa 24
OTTHUCK neyaTu 25
OTMeTKa 0 3aBepEeHUU KOTNU 26
OtmeTKa 00 UCTIONIHUTENE 27
OtMeTka 00 UCTIOTHEHUHU JOKYMEHTA U HAIMPABJICHUU €T0 B JCJIO 28
OTMmeTKa 0 MOCTYIJIEHUHU JOKYMEHTA B OpraHU3al1Io 29
Nnentudukarop >7eKTPOHHON KOMTUH TOKYMEHTA. 30
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IIponomkenue npunoxenus N 24
PacnonoxeHne pekBu3nToB U rpaHuLbl 30H Ha doopmaTte A4

YTJIOBOTO OIIaHKa
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[Iponomkenue npunoxenust N 24
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PacnionoxeHne peKBU3UTOB U TPAHUIIBI 30H Ha (popmaTe A4 MpoIoIpHOTO OJIaHKa
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IIpumepHsbIe
00pa3ubl NPOEKTOB MPUKA30B
HauboJIee 4YacTO NPUMEHsAeMbIX B IPAKTHKeE PadoThI cO cTyAeHTaMu (erepaibLHOrO
roCy/IapCTBEHHOI0 0I01KeTHOT0 00pa30BaTEeJIbHOI0 YUpeK/IeHUsI BbICIIEro 00pa3oBaHusA

«IATECTAHCKH TOCYJIAPCTBEHHbII1 YHUBEPCUTET»
(ArY)
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MHMWHOBPHAYKH POCCHUHA

®enepaibHOE rocyiapcTBeHHOE OK0IKeTHOEe 00pa3oBaTesIbHOe
yupesxaeHue BbICIIEro 00pa3oBaHus
«JATECTAHCKHNH T'OCYJAPCTBEHHBIA YHUBEPCUTET»
IMPUKA3 Ne

« » 20 T. r. MaxaukaJja

Crynentky 1 kypca ouHol Oro/pkeTHON opMbl 00ydeHus pakynprera MHpOpMaTUKU 1
nH(bOpMalMOHHBIX TexHoJorui nmo HanpasieHuto 09.03.03 «[Ipuknannas nHpOopMaTHKa
(6akanmaBpuar, npoduns - [Ipuknannas nabpopMaTuka B SKOHOMHKE )», OTIYUCITUTH U3
YHHBEPCHUTETA 110 COOCTBEHHOMY KEJIaHHIO:

Ne ®.1.0. Yueba IpuyunHa oTYMCIEHUsI
1. | ACAZIVJIAEBA HarpasieHue 09.03.03| Otumcnen 11.01.2018
KAMUITA «[Ipuknagnas  uHpOpMAaTHKA

ACAIYJIAEBHA  |(6akanaBpuar, mnpodmwip -
[lpuxnannas wHOpMaTHKa B

SKOHOMUKE)», Kypc - 1, OuHas,

bromxerHas

OcHoBaHue: Mpe/ICTaBlICHHIE JeKaHaTa (aKyIbTeTa.
PexTop yHuBepcurera

IIpoexT BHOCHUT:

Jlexan dakynabTeTa

HUcnonnurens: MeToaucT no Y MP
CoraacoBaHo:

[IpopexTop no y4eOHoit paboTe

Hauanpuuk YMY

HavanpHuk ropuaugeckoro oraena

139



MHMWHOBPHAYKH POCCHUHA

denepanbHOE rOCy1apCTBEHHOE 010/IKeTHOE 00pa3oBaTeibHOE
yupexaeHue BhicIIero 00pa3oBaHus
«JATECTAHCKHH I'OCYJIAPCTBEHHBII1 YHUBEPCUTET»
IMMPUKA3 Ne
« » 20 1. r. MaxaukaJa

Crnenymomlyto CTyIEHTKY 2 Kypca JHEBHOIO IUIATHOTO OT/AEICHUS OO0ydYarolryrocs Mo
YCKOPEHHOI mporpamMme 1Mo WHANBUAYAIbHOMY yueOHOMY TuTaHy cnenuanbHocTd 38.02.01
«OKOHOMMKa M Oyxrantepckuil yuer» (mo otpacism) B ¢ummane 'Y B r.Xacaropte
OTYHCIIUTH U3 YHUBEPCUTETA 32 IPOCPOUKY OIUIATHl CTOMMOCTH IIATHBIX 00pa30BaTEIbHBIX

YCIIYT.

D.N.0. Yu4eb a IpuunHa oTuMCIeHUs
1| JDKAMAEBA CnenuanbHOCTh 38.02.01| OTuncauTh 3a MPOCPOUKY
MAPBAM «OKOHOMHKAa ®  OyXralnTepCKHi |OIIaThl CTOMMOCTH MJIaTHBIX
ACPYIMHOBHA yaeT», Kypc - 2, Ounas, [InatHas 00pazoBaTeNbHBIX yCIIYT

OcHoBaHue: nmpeacrabjenne guanaa.
PexTop ynuBepcurera

IIpoexkT BHOCHUT:

JHupekTop ¢puimana

HUcnonuurens: meToauct no Y MP
CoruacoBano:

[Ipopekrop no yuebHol paboTe
Havanpauk YMY

HavanpHuk 1opuaudeckoro otaena
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MHMWHOBPHAYKH POCCHUHA

denepanbHOE rOCy1apCTBEHHOE 010/IKeTHOE 00pa3oBaTeibHOE
yupexaeHue BhicIIero 00pa3oBaHus
«JATECTAHCKHH I'OCYJIAPCTBEHHBII1 YHUBEPCUTET»
IMMPUKA3 Ne
« » 20 1. r. MaxaukaJa

3ayuciauTth B JlarecTaHCKMM TrocCylapCTBEHHBIH YHUBEPCUTET B MNOpAAKE
nepeBoja u3 denepanbHOTO roCyJAapCTBEHHOTO aBTOHOMHOTO
00pa30BaTENBHOrO YyUYpeXKAEHHUS BhICIIEro oOpa3oBaHus Boarorpaackuii
rocyiapcTBEHHBIH yHHUBepcuTeT" Ha 3 Kypc 3a04YHOH MIJIATHOM QOpMBEI
o0y4YeHUsT MO HampaBieHUIO NoArotoBku «lpucnpynernuus» (ypoBeHb
O0akanaBpuata) unauana AI'Y r. M30epbam co cmpayell pa3HHULB B Yy4eOHBIX
njaHax.

Ne ®.1.0. Yueba IMpuynna oTunciIeHust
L. MaromeioB [TepeBon u3 apyroro By3a
Mapcenb
AnumupzaeBud

OcHoBaHue: 3asBJIEHHUE, KONMUA NacnopTa, KOMHUS 3a4€THOW KHHXKKH, KONUSA
JULEH3UH, KOMUS aKKpeauTaluu, CHpaBka ¢ MecTa yuyeObl, mpuka3 o0
OTUYHUCICHUM, aKaJeMHUUYecKas CIpaBKa, aTTecTaT O CpeJaHeM oOpa30BaHUW,
JUCT TepeaTTecTallii, MHIUBUAYAJIbHBIH y4eOHBIN MIaH.

PexTop yHuBepcurera

IIpoexT BHOCHUT:

Hupexrop ¢unnana
Hcnonaurens: meroauct o Y MP
CoraacoBaHo:

[Ipopekrop no yuebHol paboTe

Havansruk YMY
HavanpHuK 10puaudeckoro otaena
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MHUHOBPHAYKHU POCCHUHA
denepanbHOE rOCyIapCTBEeHHOE 0K0/I2KeTHOE 00pa3oBaTeibHOe
yupe:KIeHue BbICIIEero 00pa3oBaHus
«JATECTAHCKHH 'OCYJAPCTBEHHBIA YHUBEPCUTET»
MPUKA3 Ne
« __» 20 1. r. Maxaukana

Ha ocnoBanuu ®@exnepanbaoro 3akoHa PO «O 1omoaHUTENbHBIX TaPAHTUAX 110 COIUATBHON
MOJJIEPKKE JIeTel CUPOT U JeTel, ocTaBIIMXCs 0e3 monedeHus poaurtenein» ot 21.12.1996
r. No159-®3 (B pen. @en. 3akoHoB oT 08.02.1998 1. Nel17-D3, ot 07.08.2000 1. Ne122-D3;
ot 08.04.2002 r. Ne34-®3, ot 10.01.2003 r. Ne8-®3, ot 22.08.2004 r. Nel22-®3, ot
17.12.2009 Ne 315-®3), IloctanoBnenus IlpaButensctBa PO Ne 659 ot 07.11.2005 1. «O0
YTBEPKICHUH HOPM MAaTEPUATBHOTO O0ECIICUeHUs IeTeH-CUPOT U JIeTeH, OCTaBImUXCs 0e3
MOTICUEHUST  pOAMTENCH, OOyJarommMxcs W BOCIHUTHIBAIONIMXCA B  (hemepanbHbIX
rOCy/IapCTBEHHBIX 00pa30BaTEIbHBIX YUPEKICHUSAX....»
INIPUKA3BIBAIO:

[TpuHIATH Ha MOJIHOE TOCYyAapCTBEHHOE obecmeueHue u3 cpencts demepambHOTO
Or0[DKEeTa CIIEAYIOUIMX CTYJIEHTOB-CHPOT M CTYJIEHTOB, OCTAaBIIUXCA 0€3 IOIECYCHHS
poauTelel ¢ BeIIATON Beex BUIOB ocoouii B 2017-2018 yueOHOM rofy:

m oOecrnieueHne nuTanueM (B AeHb) - 399,23 py0Ous;

m olecrneueHue OAEKA0H, 00YBbIO, MSITKMM HHBEHTapeM U 0o0opyaoBaHHeM (Tpu
BhITTyCKe U3 By3a) - 99372 py6us;

m olecrneueHne oneXk A0, 00yBbIO, MATKUM HHBEHTApeM (€KEroJHOE MOMOIHEHNE
B rOxN) - 72791,68 pyoOseii;
B CIMHOBPEMEHHOE JIeHE)HOEe mocobwue (rmpu Boimycke) - 500 pyOieii;

B CXKErogHoe mocoOue Ha MNpuoOpeTeHHe ydeOHOH IUTepaTyphl W MHUChMEHHBIX
pUHAAJIeKHOCTEH - 6810 pyoei;
B OIUIaTa mpoe3jaa Ha TOPOACKOM TpaHcHopTe (B AeHb) - 20 pyOeit.
1. Tl'acanbexoBy 3anuny Kasuberosny - cryaeHTky 2 kypca C® ¢ 15.11.2017 1.

OcHoBaHMe: 3asBJICHHUE CTYJICHTA, HAJTHMYUE HEOOXOIUMBIX TIOKyMEHTOB U PELICHHE

MOTIEYUTENIBCKOTO coBeTa, MpoToko Ne 129 or 11.12.2017 r.
PexTop yHuBepcurera M.X. PabananoB

CoruacoBaHo:

[IpopekTop 1Mo 3koHOMHKE U (hHHAHCAM
[IpopekTop o BocUTaTEIHLHOMN

Y COLMAIBHOM paboTe

Hauvansauk OBuCP

[Ipencenarens mpodkoma

I'naBHebIi Oyxrantep

Haganpauk YOud

HauanpHuK 10puandecKoro oTaesna
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MHUHOBPHAYKHU POCCHUHA
denepanbHOE rOCyIapCTBEeHHOE 0K0/I2KeTHOE 00pa3oBaTeibHOe

yUpe:KIeHue BbICIIero 00pa3oBaHus
«JATECTAHCKHUI TOCYJAPCTBEHHBIA YHUBEPCUTET»

« »

20

ITPUKA3 Ne
r.

r. MaxaukaJja

HuxenepeuncneHHbIX cTy1eHTOB 2 Kypca 2016-2017 yaeGHOTro ro1a 04HOM rocOI0IKETHON
¢dopMbl 0OyueHusi HampaBieHUs «['OCyapcTBEHHOE W MYHHIMIIAJIBLHOE YIIPaBICHUE)
(MarucTparypa) gaxyabTeTa yrnpaBleHHUs, OTYUCINUTh U3 YHUBEPCUTETAa KaK HE SBUBIIMECS
Ha 3aIUTY BBITYCKHON KBATH()UKAMOHHOW PaOOTHI 10 HEYBAKUTEIHHON MPUYNHE:

Jl\r‘—’ ®.1.0. Yueba I[puunHa oTYMCIIEHHUSI
HAT'MEJIOBA PA3UT |Hanpapnenue 38.04.04|Otuncnuth 3a HESIBKYy Ha
HAPUMAHOBHA «["ocynapcTBeHHOE U |3aluTy BBIITYCKHOM

MYHHUIUNATEHOES yIpaBJICHHEY, | KBATUPHUKAIMOHHONW pPadOThI
Kypc - 2, Ounas, bromxeTHas o
HeyBa)I(HTeHBHOﬁ MIPUYINHC

2. |PABAJTIAHOBA Hanpasnenue 38.04.04|OTuncinTh 32 HEABKY Ha
MAKCAJIMHA «l"ocynapcTBeHHOE U [3aIIuTy BBIITYCKHOM
HAXMYTHOBHA MYHHULIUIIAIBHOE yIpaBJICHHE», | KBATUPHUKALUOHHONW pabOThI

Kypc - 2, Ounas, bromkeTHas o
HEYB)XXHUTEILHOW MPUYNHE

OcnoBanue: [IpencraBnenue nexanara ¢pakyabTeTa yIIpaBIeHHs.

PexTop yHuBepcurTera
IIpoexT BHOCHUT:

Jlexan akymnbrera

Ucnoaaurens: MmeToauct o Y MP

CoracoBaHo:

[Ipopekrop no yuebHol paboTe

Hauyanpank YMY

HavyanpHUK 10pUaU4ECKOro

oTAaciia
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MHMWHOBPHAYKH POCCHUHA

denepanbHOE rOCyIapCTBEeHHOE 0K0/I2KeTHOE 00pa3oBaTeibHOe

YIPECKIACHUE BLICHICTO Oﬁpa3OBaHHH

«JATECTAHCKHUI TOCYJAPCTBEHHBIA YHUBEPCUTET»

ITPUKA3 Ne

« » 20 T. r. MaxaukaJja

Ha ocnoBanuu pemenus ['ocymapcTBeHHOM 3K3aMEHAIIMOHHON KOMHCCHM (aKyJbTeTa
ynpaBinenuss ot 22.12.2017 (Ne mnporokona V) crienyromed CTyAeHTKE 2 Kypca, OYHOM
rocOropkeTHOHM popmbl o0yuenus, Harpasienue 38.04.04 «"ocyrapcTBEHHOE U MYHHIIHITATHLHOE
ynpaBieHue» (ypoBeHb Marucrparypa), OKOHUMBIIEH TEOpeTHYeCKMH Kypc OOydeHus Hu
3alMTUBIIEH MarucTEepPCKyro IUCCEPTALUIO, MPUCBOUTH KBalu(puKanuio «Maructp» U BblIaTh

JUIIIIOM C OTIIMYUEM:

D.N.0. KBanudukanus I'ox BbIMycKa
1.  [MYCJIIMMOBA KAJIUMAT Marwuctp 2017
A3N30BHA

OcnoBanue: [IpencraBnenue nexanara ¢pakyabTeTa yIIpaBIeHHs.

PexTop yHuBepcurtera

IIpoekT BHOCHT:

Jlexan dakynbTeTa

Ucnonaurens: meToauct o Y MP
CoraacoBano:

[TpopexTop mo yuebHol padboTte
Havaneauk YMY

HauanpHuk HOPpUAUYCCKOro OTACIa
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MHUHOBPHAYKHU POCCHUHA
denepanbHOE rOCyIapCTBEeHHOE 0K0/I2KeTHOE 00pa3oBaTeibHOe
yupe:KIeHue BbICIIEero 00pa3oBaHus
«JATECTAHCKHH 'OCYJAPCTBEHHBIA YHUBEPCUTET»
MPUKA3 Ne
« __» 20 1. r. Maxaukana

Hwxenepeuncnennyto cryaeHtky 2016-2017 yuebHoro roma oOydaromiyrocs Ha
(baxynbTeTe yrnpaBieHus, OYHON rocOr0KeTHON (hopMbl 00yUeHus, IO HAIPABJICHUIO 00y4eHUs
38.03.04 «['ocynapcTBeHHOE W MYHUIHMIAJIbHOE yIpaBieHue» (OakagaBpuaT), OTUYHUCIUTH M3
YHHMBEPCHUTETAa, KaK TOJHOCTHIO BBIMIOJIHMBIIYIO YYEOHBIH IJIaH M TMPOMLICAIIYI0 HTOTOBYIO

roCyAapCTBEHHYIO aTTECTALUIO:

®.1.0.
1. |[IIYAEBA XAJMXAT OCMAHOBHA  |Maructp 2017

OcnoBanue: [Ipeacrasnenue nekanara GakyiabTeTa yIpaBIeHUS.

PexTop yHuBepcurera

IIpoexT BHOCHUT:

Jlexan dakynbTeTa

HUcnonnurens: MeToaucT no Y MP
CoraacoBaHo:

[IpopekTop o yuebHoU paboTe
Hauanpuuk YMY

HavanpHUK 10pUIUYECKOro OTAENa
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MHUHOBPHAYKHU POCCHUHA
denepanbHOE rOCyIapCTBEeHHOE 0K0/I2KeTHOE 00pa3oBaTeibHOe
yupe:KIeHue BbICIIEero 00pa3oBaHus
«JATECTAHCKHH 'OCYJAPCTBEHHBIA YHUBEPCUTET»
MPUKA3 Ne
« __» 20 1. r. Maxaukana

CryneHTky 2 Kypca (QHUIOIOrHYecKoro ¢axkyjabTeTa OYHOM TocOIKeTHON (opMBI
oOyuenus mno HampasineHuto 42.03.02 «Kypuanuctuka» (mpoduns HWcetopus u Teopus
KYPHAIUCTUKK) (YpOBeHb OakajlaBpHara) OTUMCIUTH B CBSI3M C NEPEBOJOM B (enepanbHoe
rocyJlapcTBEHHOe  OJUKETHOEe  00pa30BaTEIbHOE  YUPEXAEHUE BBICIIEIO  00pa3oBaHMS
«/larecTanckuii rocyJapCTBEHHBIH Me1arorMuecKuil yHUBEPCUTET»:

D.N.0. IIpuunHa oTYHUCTICHUSA

1. JICAEBA ACYSIT Hampasnenue 42.03.02 OTYUCTUTD B CBSI3U C
[VCEHHOBHA «KypHanuctuka», Kypc 2, MIEPEBOIOM

Ounas, bromkerHas oOyuaromerocs
JUTSI IPOJIOTDKEHUS
OCBOCHHUS
00pa3oBaTeIbHOM
MPOTrPaMMBI B IPYTYIO
OpraHu3aluIo,
OCYILECTBIIIOILY IO
00pa3oBaTenbHYIO
JeSITENbHOCTh

Ocnosanue: [IpencraBnenne nekaHara GpaxyipTera.

PexTop yHuBepcurera
IIpoexT BHOCHUT:

Jlexan akymnbprera
Hcnonnurens: metoguct mo Y MP
CoryacoBaHo:

[Ipopekrop no yuebHol paboTe
Havanpuuk YMY

HavanpHUK IOpUIUYECKOTO OTAEA
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MHUHOBPHAYKHU POCCHUHA
denepanbHOE rOCyIapCTBEeHHOE 0K0/I2KeTHOE 00pa3oBaTeibHOe
yupe:KIeHue BbICIIEero 00pa3oBaHus
«JATECTAHCKHH 'OCYJAPCTBEHHBIA YHUBEPCUTET»

ITPUKA3 Ne
« » 20 T. r. MaxaukaJja
CryneHTky 1 Kypca (bHUITOTIOTHYECKOTO (dakynpTera OYHOH OIOHKETHOM
bopmbl  0o0yuenuss HampaBieHus 42.03.02 - <« Kypnamuctuka», mnepeBecTH Ha 1

KypC 3a04HOM OrokeTHOH ¢GopMbl O0Oy4YeHHST TOTO JK€ HampaBlIeHUS € Jocaadeid
Pa3HUIBI B YUCOHBIX IUIAHAX:

D.N.0. IIpuunHa oTYHCIEHUSA
1. .
KOMAPOBA EKATEPHHA H};l(l‘[paBJIeHI/Ie 42.03.02 1 I[Tepeson: Ha dop.
FEHHAJIEBHA «Kypnanuctukay», kypc 1, 06yu-51 -3a04Has,

Ounas, bropkerHas bromxernas, 1 kype C

dop. o6yu-s1 - Ounas,
bromkernas, 1 kypc

OcHoBaHue: HpeHCTaBHCHI/IC JCKaHaTa (I)aKyJ'ILTeTa.

PexTop ynuBepcurera

IIpoekT BHOCHT:

Jlexan QakynabTeTa

HUcnonuurens: meToaucT no Y MP

CoraacoBano:

[IpopexTop o y4ueOHoii padoTte

[IpopexTop 1mo 3a04HOMY U TOTIOTHUTEIHLHOMY 00pa30BaHUIO

Havanpank YMY

HavanpHuK 10puau4eckoro otaena
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MHUHOBPHAYKHU POCCHUHA
denepanbHOE rOCyIapCTBEeHHOE 0K0/I2KeTHOE 00pa3oBaTeibHOe

YIPECKIACHUE BLICHICTO Oﬁpa3OBaHHH

«JATECTAHCKHUI TOCYJAPCTBEHHBIA YHUBEPCUTET»
ITPUKA3 Ne

«  » 20

r.

r. MaxaukaJja

beiBiiero crynenta 1 roga o0yueHuss MarucTpaTypsl pU3HuecKkoro (akyyibTeTa JHEBHOTO

TOCOIOKETHOTO  OTHEJIEHUS

10

HanpasieHuto  03.04.02

«®uzuka»  (ypoBEHb

MarucTpaTypsl), oTurcieHHoro u3 yausepcutera Ip. Ne 6005 - C ot 29.11.2016 r. B cBs3H
C MpU3BIBOM B apMHIO, BOCCTAHOBUTh Ha JIHEBHOE TIOCOIOPKETHOE OTIEJICHUE 10
HanpasneHuio 03.04.02 «®uznka» (ypoBeHb MAaruCcTPaTyphl) TOTO K€ Kypca Ha BaKAaHTHOE

MECTO.
Ne ©.1.0. Yueba [pumeuanus
. |CAAIVEB Hanpasnenue 03.04.02|Boccranosutsb u3
JABY]I «Du3nKa (MarucTpatypa, | OTHCICHHBIX Ha ¢op. 00yu-1 -
MAT'OMEJIOBNY npodwmis: Teopernueckas u Ounas, bropicernas, 1 kype
Matemathdeckas  (U3NKa)»,
Kypc - 1, Ounas, bromxxeTHas

OcHoBanue: [IpencraBnenue nexkanara Gaxkynprera.

PexTop yHuBepcurera
IIpoexT BHOCHUT:

JlexaH ¢akynbTeTa

Wcnomaurens: MeToauct 1mo Y MP

CoraacoBano:
[IpopexTop no y4eOHoit paboTe

Hayanpauk YMY

HavyanpHUK 10puau4ecKkoro otaena
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MHMWHOBPHAYKH POCCHUHA

denepanbHOE rOCyIapCTBEeHHOE 0K0/I2KeTHOE 00pa3oBaTeibHOe
yupe:KIeHue BbICIIEero 00pa3oBaHus

«JATECTAHCKHUI TOCYJAPCTBEHHBIA YHUBEPCUTET»

« »

20

ITPUKA3 Ne
r.

beiBmiero crymenta 3 Kypca 3a04HOM TIaTHOM  (OpMBI

«["ocynapcTBeHHOE

U MYHUIUIIAIIBHOC

yIpaBJICHUE»

r. MaxaukaJja

OOyd4eHHsI HaIpaBJICHUS
(bakanaBpuar) (QaxynpTeTa

yIpaBJIeHUs,, BOCCTAHOBUTh U3 OTYMCICHHBIX (OTY. mp. Ne 3994-c 27.09.2017r. 3a akap.

HEYCIIEBaeMOCTbh) Ha 3 KypcC 3a04HOM M1aTHOU (opMBbI 00YUYEHHUS, TOTO K€ HAIPaBJICHUS:

@©.1.0.

Yueda

IIpumeyanus

1. IMYPTA3AJIMEB
TAM3AT

TAJDKUMATOMEJOBUY

Hanpasnenue 38.03.04

BoccranoButh u3 «1
0CYJapCTBEHHOE U

OTYHCIIEHHBIX Ha
MyHULMIIAJIbHOE i _
yIpaBlIeHUEe», Kypc - 3,
Urt

3 Kkype
v

J

3aouHas,

tdop.

”

T 00yu-1 - 3aouHasd,

i)

1 Ilnaruas,
1 1naTHas

OcnoBanue: [IpencraBnenue nexaHara ¢pakyJabTeTa yIIpaBIeHHs.

PexTop yHuBepcurera
IIpoekT BHOCHT:

JlexaH ¢akynbTeTa

Ucnonaurens: meToauct o Y MP

CoracoBaHo:

[IpopexTop o y4ueOHoii padote

[TpopexTop 1Mo 3a04HOMY | JOTIOJIHUTEIILHOMY 00pa30BaHHUIO

Havanpauk YMY

HauanpHuk oTnena mo opraHu3aiioHHo yueOHo pabote u puinanam

HauanpHuk HOPpUIUYCCKOro OoTAciia
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MHUHOBPHAYKHU POCCHUHA
denepanbHOE rOCyIapCTBEeHHOE 0K0/I2KeTHOE 00pa3oBaTeibHOe
yupe:KIeHue BbICIIEero 00pa3oBaHus
«JATECTAHCKHH 'OCYJAPCTBEHHBIA YHUBEPCUTET»
MPUKA3 Ne
« __» 20 1. r. Maxaukana

Crynentky 1 kypca ouHo# OromkeTHOM (opmbel oOyueHus ¢akynpreta NHpOpMaTtuku u
nHopManmoHHBIX TexHosoruii 1o HampasieHuto 09.03.03 «IIpuxmannas wuHbOpMaTHKA
(OakanmaBpuar, npodwnb - IlpuknagHas wuHpopMmaTMka B SKOHOMHKE)», OTYHCIUTH W3

YHHUBCPCUTECTA 110 CO6CTBCHHOMy KCIIaHUIO:

Ne D.U.0. Yueba I[puunHa oTYMCIIEHUSI
ACAJZTYJIIAEBA Hampasnenue 09.03.03| Orumcnen 11.01.2018
KAMUWIIA «lIpuknanHas  uHpOpMaTHKa
ACAIYJIAEBHA (bakamaBpuar, mnpoduIL -

[lpuknagHas uHpOpPMaTHKA B

SKOHOMHUKE)», Kypc - 1, Ounas,

BromxerHas

OcnoBanue: [IpencraBnenue nexaHara ¢pakyabTeTa yIIpaBIeHHs.

PexTop yHuBepcurera

IIpoexT BHOCHUT:

JlexaH ¢akynbTeTa
Ucnonuurens: metoauct no Y MP
CoraacoBaHo:

[IpopexTop no y4ueOHoit paboTe

Haganpeank YMY

HavyanpHUK 10pUIU4ECKOro oTaena
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MHUHOBPHAYKHU POCCHUHA
denepanbHOE rOCyIapCTBEeHHOE 0K0/I2KeTHOE 00pa3oBaTeibHOe

yUpe:KIeHue BbICIIero 00pa3oBaHus
«JATECTAHCKHUI TOCYJAPCTBEHHBIA YHUBEPCUTET»

« »

20

ITPUKA3 Ne
r.

r. MaxaukaJja

CryneHTKy 2 Kypca HampaBieHus «MareMaTHka U KOMIbIOTEPHbIE HayKW» OYHON OIOJKETHOU

(bopmbl 00yueHus paKyIbTeTa MATEMATUKU U KOMIIBIOTEPHBIX HAYK IEPEBECTH Ha 2 KypC 3a0YHOM

ruiaTHOM opmbl oOyueHus HanpasieHus «[Ipuknaanas Maremaruka ¥ HHPOPMATHUKa» TOTO Ke

daxynpTera:
Ne | @.1.0. Yue6a HMpumeyanus
. IlepeBon: Ha  HampaBleHUE
CYJIAUBAHOBA DJIbBMUAPA Hanpasnenue 02.03.01 01.03.02 «IIpuxiagnas
WJIBACOBHA

«Marematuka u
KOMITBIOTEPHEIE HAYKU», KypC
- 2, OuHas, bromkerHas

MaTeMaTHKa W HH(POPMAaTHKaY,
3aounas, [lnatHas, 2 Kypc ¢

HarpaBJICHUE 02.03.01
«Maremaruka u
KOMITbIOTEPHBIE HayKny,

Ounas, bromketHas, 2 Kype

PexTop yHuBepcurera
IIpoexkT BHOCHT:

Jlexan QakynabTeTa

Wcnomaurens: Mmetoauct 1o Y MP

CoriacoBaHo:

[Ipopekrop o yuebHoi padbote

IIpopekTop 1o 3a04HOMY U JOIIOJIHUTEIIEHOMY 00Pa30BaHUIO

Havanpank YMY

HavanpHuk oTaema 1o opranu3aioHHo yueOHou padote u puimanam

HavanpHuK 10opuaudeckoro otaena
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MHUHOBPHAYKHU POCCHUHA
denepanbHOE rOCyIapCTBEeHHOE 0K0/I2KeTHOE 00pa3oBaTeibHOe
yupe:KIeHue BbICIIEero 00pa3oBaHus
«JATECTAHCKHH 'OCYJAPCTBEHHBIA YHUBEPCUTET»

« »

ITPUKA3 Ne
r.

r. MaxaukaJja

Crenyromero crynenTa 2 kypca 2017-2018 yuebHOro rojja 5KOHOMHUYECKOro (hakynbTeTa
OYHOTI'0 TJIATHOTO OT/AEJICHUS HalpaBJIeHUs OATOTOBKU « DKOHOMHUKa» OakanaBpuat npopuiib

«PernonanpHas 5KOHOMHKA NEPpCBCCTHU HA 2 KYpC 3a09HOTO IJIATHOT'O OTACJICHUSA TOI'O KC

HanpaBJICHUS U POQUIIS, B CBSI3U C CEMEHMHBIMU OOCTOSATEILCTBAMH, C ONPEACICHHEM Pa3HULIBI

B YUEOHBIX IJIaHAX:

Ne D.1.0. Yueba IpuyunHa oTYHCIEHUSsI
1. IMATOMEJIAJIMEB Hanpasienue 09.03.03|Ilepesoa: Ha dop. 0Oyy-1 -
XAHAINW ABJIVJIAEBUY  |([Tpuknagnas — undopmatika|3a0uHas, I[lnatHas, 2 kype ¢
¢dop. 00yu-s -Ounas, [InaTHad,
(bakanaBpuat, mnpodwib -

[lpuknagHas uHpOpPMaTHKA B

SKOHOMHKE)», Kypc - 1, Ounas,

bromxeTHas

2 Kypc

OcHoBaHue: MMpEACTAaBJICHUEC JCKaHATA SKOHOMUYCCKOI'O q)aKy.]'ILTCTa.

PexTop ynuBepcurera
IIpoekT BHOCHT:

Jlexan dakynbTeTa

Ucnomaurens: MeToauct 1o Y MP

CoracoBaHo:

[IpopexTop o y4ueOHoii padote

IIpopekTop 1o 3a04HOMY U JOIIOJIHUTEIIEHOMY 00Pa30BaHUIO

Havanpank YMY

HauanpHuk oTnena mo opraHu3aiioHHo yueOHol paboTte u puinanam

HavanpHuk 1opuaudeckoro otaena
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MHUHOBPHAYKHU POCCHUHA
denepanbHOE rOCyIapCTBEeHHOE 0K0/I2KeTHOE 00pa3oBaTeibHOe

YIPECKIACHUE BLICHICTO Oﬁpa3OBaHHH

«JATECTAHCKHUI TOCYJAPCTBEHHBIA YHUBEPCUTET»

« »

ITPUKA3 Ne
r.

Crnenytomero cryaeHta 2 kypea 2017-2018 yueOGHOTo To71a 9KOHOMHUYECKOTO (haKyJIbTeTa
OYHOTO IJIATHOTO OTJEJICHUS HampaBieHHs MOATOTOBKH «DKOHOMMKA» OakanaBpuaT MpoQuiib
«PervonanpHas SKOHOMHUKa» IMEPEBECTH Ha 2 KypC 3a0YHOTO IUIATHOTO OTAEJEHHUS TOTO >Ke
HaIpaBJIeHUs ¥ MPO(UIIs, B CBSI3U C CEMEHHBIMU OOCTOATEILCTBAMH, C ONIPEICTICHUEM Pa3HUIIBI B

y‘le6HI>IX IJ1aHax:

r. MaxaukaJja

Ne D.1.0. Yueda Ipuyuna a.o.
L AxME JIOBA JJUHAPA Hanpasnenue 45.04.02 A/o 110 COCTOSTHUIO
TEMMWPJIAHOBHA «JIunrBuctuka (mpoduiib 37I0pOBbsI
HHocTpaHHbIe SI3BIKU ulkypc - 1, Ounas,
MEKKYJIbTYPHBIN THATIO) bromxkerHas

OcHoBaHue: NpeAcTaBIeHUE IeKaHaTa IKOHOMUYECKOTO (PaKyIbTeTa.

PexTop ynuBepcurera

IIpoexkT BHOCHT:

Jlexan dakynbTeTa

Wcnomaurens: MeToauct 1o Y MP

CorjacoBaHo:

[IpopekTop o yuebHoi padbote

IIpopekTop 1o 3a04HOMY U JOIIOJIHUTEIIEHOMY 00Pa30BaHUIO

Havanpank YMY

HavanpHuk oTaena 1mo opranu3aiioHHo yueOHou padote u prmanam

HavanpHuk 10puaudeckoro otaena
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MHUHOBPHAYKHU POCCHUHA
denepanbHOE rOCyIapCTBEeHHOE 0K0/I2KeTHOE 00pa3oBaTeibHOe
yupe:KIeHue BbICIIEero 00pa3oBaHus
«JATECTAHCKHH 'OCYJAPCTBEHHBIA YHUBEPCUTET»
MPUKA3 Ne
« __» 20 1. r. Maxaukana

B cootBeTcTBHM ¢ DenepanbHbIM 3aKOHOM OT 29 nexadpst 2012 roga Ne273-
®3 «O6 obpazoanuu B Poccuiickoit deaeparuny, [Ipukazom Munobpuayku PO
Ne 1663 ot 27.12.2016 1. " OO6 yrBepxkaenun llopsnka Ha3zHaueHUS
rOCyJIapCTBEHHOM aKaJeMUYECKOW CTUIEeHIUH U (WIM) TOCYJapCTBEHHOM
COIMAJIbHON CTUTICHJIUU CTYyJICHTaM, 00y4aromuMcs 1Mo 09Hoi opme oOydeHus 3a
cYeT OIOKETHBIX AaCCUTHOBAHHM (efepabHOTO O0JKETa, TOCYAapCTBEHHOU
CTHUIICH/INM aCIIUPAHTAM, OPJIMHATOPAM, ACCUCTEHTAM-CTaXXepam, 00yUYaroIUMCs 110
o4HON (QopMe OOydeHHS 3a cueT OFOKETHBIX AaCCUTHOBAHUHN (eaeparbHOTO
OroJKeTa, BBIIUIATHl CTUNEHIUN CIyLIATEIsM MOATOTOBUTEIbHBIX OTICICHUN
dbenepanbHbIX TOCYJIapCTBEHHBIX 00pa30BaTENIbHBIX OpPraHU3AIMi  BBICIIETO
oOpa3oBaHusi, 00yJyarouuMcsi 3a cueT OIOPKETHBIX aCCUTHOBAaHUU (efepalibHOTrO
oromxera" u Ilonoxxkennem ot 27 ampens 2017 roma «O cTUneHIuaIbHOM
obecrnieueHuu u Apyrux popmax MmaTepuanbHoOu noaaepxku odydatomuxca GI'bOY
BO «/larecTtanckuii rocyiapCTBEHHbIH YHUBEPCUTET» HAa3HAUYUTH CIEIYIOIUM
CTyJIeHTaM JIHEBHOW OO/KeTHON (hOpMbl OO0yUYEHHS HOPUAUYECKOrO0 HHCTUTYTA
rocyJ1apCcTBEHHYI0 COUMAJLHYIO CTUIIEHIUI0O B MOBBILLIEHHOM pa3Mepe:

1. Taruposa Jlyuza MaromenoBna ¢ 4 nekabps 2017 roma mo 31

ssuBaps 2018 roxa.
OcHoBanue: CripaBKM  yYCTaHOBJICHHOTO  00Opaslia  BBIIIEyKa3aHHBIX
ctyneHToB. COBMECTHOE TMPEICTABICHUE CTUICHAMAIBHOM KOMUCCHM U
IOpUJINYECKOTO UHCTUTYTA.

PexTop yHuBepcurera M.X. PadaganoB

IIpoeKT BHOCHT: IcKaH
Coriacoano:

[TpopekTop 1o SKOHOMHKE 1 (PHHAHCAM
[IpopekTop 1o BocnUTaTENILHON

Y COIMaIbHOMN paboTe

['maBHBINA OyxTantep

Hauvanpauk YoOud

HavanbHuk 1opuandeckoro otaena
[Ipencenarens npodroma
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