denepanpHOe rocyaapcTBeHHOe 00pazoBaTesbHOE O10KETHOE
yupeskaeHue Bpicuiero oopazoBanus

«®unancoBblii ynuBepcuret npu [IpaBureascree Poccuniickoit ®@eaepannn»
(PuHAHCOBBIN YHHUBEPCHUTET)

INNPUKA3

« 8y cectprrza 202 7 . Ne p,;//;zA

MockBa

06 yrBepxaennn UHCTpYyKIHH 110 1€JIONPOH3BOACTBY
B PHHAHCOBOM YHUBEpCHTETE

B coorBerctBuM ¢ IlpuMepHOH HMHCTPYKIMEH 110 JeJONpPOU3BOJCTBY B
rOCYJJapCTBEHHBIX OpPraHU3aLMAX, YTBEPKIAEHHON npukazoM dDenepajbHOr0 apXuBHOIO
arentctBa oT 11.04.2018 No 44, u B uensix coBepilieHCTBOBAHUS pabOThI ¢ TOKYMEHTAMHU B
DHHAHCOBOM YHHUBEPCUTETE TP UK a3 bl B A 10:

I. VrBepauts  MHeTpykuMio 1Mo eonpous3BOJACTBY B (peaepasibHOM
roCyJIapCTBEHHOM 00pa30oBaTelbHOM OO/DKETHOM YUPEKJEHHWH BBICHIErOo 00pa30BaHUS
«®unancoBslii yHuBepcurer npu [IpaBurensctBe Poccuiickoit ®enepaumu» (nanee —
WHCcTpyKIMs 1O 1e10NpPOU3BOACTBY) COTIACHO MPUIIOKEHHUIO.

2. PykoBoauTeNsIM CTPYKTYPHBIX MOAPA3AeIeHU 03HAKOMHUTh KaKI0ro pabOTHHKA
noapaszaeneHus ¢ MHeTpykuuei 1o J1e10npou3BoACTBY 101 POCITUCS.

3. [lpusnate yrtpatuBmMM cudy npuka3 @PunyHusepcurera ot 05.11.2013
No 1830/0 «O6 yrBepxaenud WMHCTpykuuM no jaenonpousBoiacTBy B (DHHaAHCOBOM
YHUBEpPCUTETEN.

4. Koutponb uWCHoNHEHUs NpHKaza BO3JOKHUTH Ha HavyaJbHWKa YIIpaBleHus
nenonpousBoacTsa u apxusa Cabyposy T.b.

PekTop M.A. DcKkuHaapoB
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[Ipuka3 noaroToBuUI:

HauansHuk Ynpasnenus
NIeJI0TPOM3BO/ICTBA ¥ apXHUBa

C,;%ﬁofﬁ./ T.b. Cabyposa
«OI» e 2021 r.

CornacoBano:

PyKW ,{é}{peTapuaTa pekTopa
(V77 [.f S/A.F. Xapamsuiu

« P> &> 2021 r.




[Ipunoxenue

YTBEPX/JEHA

I[IPUKA30M CDI/IHyHI/IBepCHTeTa
or 4F CEZREXT  No /4/7%
Z

NHCTPYKUMUS

Mo /1eJI0NPOU3BOACTBY
B (peepaibHOM rocyJapcTBeHHOM 00pa30BaTe/IbHOM 0I0KETHOM
yupexJIeHUH BbIcIIero o0pasoBaHust
«®uHaHcoBbIi yHHUBepcuTeT npu IlpaBurtenbcree Poceniickoii @epepaunm»

1. OBIIME ITOJIOXKEHMA

1.1. UHCcTpyKUMa 10  [eJONMpOU3BOACTBY B  (eAepaJbHOM TrOCyAapCTBEHHOM
oOpa3oBare/bHOM OIO/PKETHOM YUpeXJeHUM BbICIIero oOpa3zoBaHus «®PUHAHCOBBIN
ynusepcuteT Ipu [IpaBurensctBe Poccuiickoit @epepauuu» (ganee — UHCTpykuus no
JIeJI0TIPOU3BO/ICTBY) pa3paboTaHa B COOTBETCTBUU ¢ HOPMATUBHBIMU JOKYMEHTaMHU:

IIpumepHas MHCTPYKLUHUS 110 AEJIONPOU3BOACTBY B FOCY/1apCTBEHHBIX OpraHU3aLMsX,
yTBepKAeHHas npuka3zoM PenepasbHOro apxuBHoro areHTcTsa otT 11.04.2018 Ne 44;

HauMoHabHbIA cTanaapt Poccuiickoi @enepauuu I'OCT P 7.0.97-2016 «Cucrtema
CTaHJapTOB 1o UH(GOpMaLU, OUOINOTEYHOMY U U3AaTeNbCKOMY Aeny. OpraHu3aloHHO-
pacniopsauTenpHas  JoKymeHTauus. TpeGoBaHusi K O(OPMIIEHUIO JIOKYMEHTOBY,
YTBEPIKAECHHBIN NpuKa3oM MDenepanbHOro areHTCTBA M0 TEXHUYECKOMY PeryJIMpOBaHHUIO U
metpoJioruu ot 08.12.2016 Ne 2004-cT;

HauuoHalIbHbIA cTtanaapt Poccuiickoi @enepaunu ['OCT P 7.0.8 — 2013 «Cucrema
CTaHAapTOB 1O  HMH(MoOpMauuu, OUONIMOTEYHOMY M M3JATeJbCKOMY  Jely.
JlenonpousBoACTBO M apXMBHOE Jesio. TepMUHBI U ONpedeseHHus», YTBEPIKIEHHBIN
npukazom DeepaabHOro areHTCTBa M0 TEXHUYECKOMY PEryJIMPOBaHUIO U METPOJIOTHH OT
17.10.2013 Ne 1185-cT;

Ycra @DUHYHMBEpCUTETa, YTBEP)KAEHHBIM TmocTaHoBjieHHWeM IIpaBuTenbCcTBa
Poccuiickoit @enepauun ot 14.07.2010 Ne 510.

1.2. MHCTpYKLMSA 1O JA€JIONPOU3BOJICTBY pa3zpaboTaHa B LEJSIX COBEPIIEHCTBOBAHUS
JEJIONPOU3BOJICTBA M TOBBIIIEHUA 3()EPEKTUBHOCTH paboTbl € JOKYMEHTaMH IyTeM
pernaMeHTauMy Ha €IWHON IpaBOBOM M METOJMYECKOW OCHOBE NpaBHJI MOATOTOBKU
JIOKYMEHTOB, TEXHOJIOTMH paboTel ¢ HUMM, OpPraHM3alUM HMX TEKYyLIero XpaHeHHs W
MOATOTOBKH K Iepe/iaye B apXUB.

1.3. UHCTpyKUMsT 1O JeNONpPOM3BOACTBY  YCTaHaBiIMBaeT TpeOOBaHUSA K
JOKYMEHTHUPOBAHHUIO  YNPABIEHYECKONW JEATEJIbHOCTH M OpraHusaluu  paboTbl  C
JIOKYMEHTaMH B JI€JIONPOU3BOJACTBE (eepaTbHOro rocy1apCTBEHHOro 00pa3oBaTeIbHOrO
OIOKETHOTO y4pexJeHUs BelclIero oOpa3zoBaHusi «DUHAHCOBBI YHHUBEPCHTET IpU
ITpaButensctBe Poccuiickoit @enepauum» (nanee — @UHYHUBEPCUTET).

1.4. ITonoxenuss HMHCTpyKUMH 10 JEJONPOU3BOJACTBY PaclpOCTPAHSIOTCS Ha
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OpraHm3anuio  paboTbl €  OPraHU3aLMOHHO-PACIOPAIUTENBHBIMU  JTOKYMEHTaMH
HE3aBUCUMO OT BHUJA HOCHUTEINS, BKJIIOYAsl MOJArOTOBKY, PETUCTPALMIO, YYET U KOHTPOJIb
WCIIOJIHEHHS JIOKYMEHTOB, OPraHU3alMi0 MX TEKYIIEro XpaHEHHUs, OCYIIECTBIIIEMbIE C
MOMOIIBI0 UHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH.

1.5. OcoGenHoctn opranuzand  paboOTBl C  JOKYMEHTaMH, COJEPKallIMH
MH(GOPMALIMIO OTPAaHUYCHHOTO JTOCTyMa (KOMMEPUYECKYIO TaliHy, IIEPCOHANLHBIC TaHHBIC U
MHYI0 KOHOUACHINATIBHYI0O HHPOPMAIUIO), PETYIUPYIOTCS OTAEIHHBIMA HOPMAaTHUBHBIMU
aKTaMHM, YTBEPKIaEMBIMUA PEKTOPOM.

1.6. Opranu3zanusi, BeI€HUE U COBEPIIEHCTBOBAHHUE JEJIONPOU3BOACTBA HA OCHOBE
€IMHOM TOJUTHUKM U NPUHLHUIIOB, NPUMEHEHHUE COBPEMEHHBIX HH(OPMALMOHHBIX
TEXHOJIOTM B pPadoTe C JOKYMEHTaMHM, METOJUYECKOE PYKOBOJACTBO M KOHTPOJb
coONIOICHNS TIOpsiIKa pabOThl ¢ JOKYMEHTaMU B MojpasieiacHusX OUHYHHBEPCUTETA
BO3J1araeTcs Ha YIIpaBJIeHUE AEJIONPOU3BOICTBA U apxuBa (nanee — Y uA).

Y InA neicTByeT Ha OCHOBAHUH MOJIOKEHUS, YTBEPKIAEMOTO IPUKA30M PEKTOpa U
ONPEIENSIOIEro 3a/1a4d U PYHKIMHU MOAPA3IEIEHUs, €ro paBa U OTBETCTBEHHOCT.

1.7. OTBETCTBEHHOCTh 3a OpPraHU3ALMIO0 PAOOTHI C JTOKYMEHTaMH B CTPYKTYPHBIX
nojapasaeneHussx OUHYHUBEPCUTETA BO3JIAraeTCsl Ha PYKOBOJIUTENEH MOapa3aeIeHHM.

1.8. HemocpenctBeHHOE ~ BEACHHWE  JCIONMPOM3BOACTBA B CTPYKTYPHBIX
MO/APA3/ICIEHUAX OCYUIECTBISETCS PAOOTHUKOM, Ha3HAYEHHBIM OTBETCTBEHHBIM 3a 3TY
paboTy MpUKa3oM pEKTopa, a Mo (uiumasaM — MpPUKA3aMU AUPEKTOPOB (UIHAIOB
dunyHuBepcurera, corsacHo Ilepeunio oOs3aHHOCTEN paOOTHHMKA, OTBETCTBEHHOIO 3a
JeIIONPOU3BOACTBO (mpuiioxernue Ne 1).

[Ipy yBONBHEHMM WJIHM NEPEBOJAE B JAPYroe MOJApa3JeiICHUE OTBETCTBEHHOIO 3a
JIEJIOITPOU3BOACTBO COCTABIIIETCS aKT IMpUEMa-Iiepeadyn JOKYMEHTOB U JeN (IPUII0KEHHE
Ne 2), onun sx3emrutsip kotoporo nepegaetcs B Y JIuA.

1.9. Ha nepuoa oTmycka, KOMaHIUPOBKHU, OOJIE3HH WM B CIIy4ae YBOJIBHEHUS WITU
nepeBojia B JIpyroe Mojpas3/iefiecHne paOOTHUKM CTPYKTYPHBIX  MOJApa3JeleHui
OuHYHHBEPCUTETA 00s13aHbI MEpPEeJaBaTh BCE HAXOIALIMECS HA MCIOJHEHUU JTOKYMEHTHI
Ipyromy pabOTHUKY MO YKAa3aHUIO PYKOBOAMTEIIS MOAPA3IEICHUS.

1.10. Comepxanue CiIy)KeOHBIX JOKYMEHTOB HE TMOMJESKHUT pa3rIalieHHIO.
B3aumoneiicTBue co cpeacTBaMu MaccoBOM WH(oOpManuu, mnepeaada UM KaKou-iamoo
MH(pOpMaUK WIK TOKYMEHTOB U MX KOMHM JTOMYCKAETCs TOJBKO C pa3pelieHus] peKropa
WJIM UTHOTO YIOJIHOMOYEHHOT'O UM JTOJKHOCTHOTO JIMLA.

PaboTHukn @UHYHUBEpPCUTETa HECYT AMCLUMIUIMHAPHYIO, aIMUHUCTPATUBHYIO H
VHYIO YCTAaHOBJICHHYIO 3aKOHOJaTeIbcTBOM Poccuiickon @denepauu OTBETCTBEHHOCTD 3a
HapylIEHUEe CPOKOB XpaHEHUs JOKYMEHTOB, YyTpaTy M HECAaHKUMOHUPOBAHHOE
YHUUTOXKEHUE CIIY>KEOHBIX JOKYMEHTOB.

1.11.ITpu  yrpaTte JOKYMEHTOB OTBETCTBEHHBI 3a  JI€JIONPOU3BOJCTBO
uH(pOpMUPYET 00 3TOM PYKOBOIUTENS CTPYKTypHOTO moapasfenenus u YJuA, mocie
YEero OpraHu3yeTcsl PO3bICK JTOKYMEHTOB.

Ecnu po3bicK JOKYMEHTOB HE JaeT pe3yibTaTa, COCTABISIETCS aKT, B KOTOPOM
YKa3bIBAIOTCSl JAHHBIE YTPAUEHHOTO JTOKYMEHTa, & TaKKe OOCTOSITENIbCTBA, MPU KOTOPBIX
pOU30IIIa yTpaTa, MOCJe Yero NPUHUMAIOTCS MEPBI 10 3aMEIICHUI0 JAHHOTO JOKYMEHTa
3aBEPEHHOM KOIMEH TOKYMEHTA.

1.12. UucTpykuus o NEIONPOU3BOACTBY pa3pabaTbIBaeTcs Y uA,



4

COrJIaCOBBIBA€TCS C OJKCIepTHoM komuccuedt @uuynuBepcutera (mamee — 3IK),
[lenTpanbHOW SKCIEPTHO-IIPOBEPOUHON KOMHUCCHEW [JTaBHOrO apXWMBHOrO YNPABICHUS
ropoga Mockesl (nanee - LIDI1K [NmaBapxuBa MOCKBBI) B COOTBETCTBHH C COTJIAIIICHUEM O
cotpyauuuectse ot 02.11.2010 Ne 78 u yTBepxkaaeTCsA NMPUKA30M PEKTOPA.

Buecenne wusmeHeHnit B MHCTPYKIMIO 1O JEITONMPOU3BOACTBY YTBEPKIAETCA
MPUKA30M PEKTOpa IMOCJE COTJIacOBaHWs C [ JIaBHBIM apXWBHBIM YIPABICHHEM Topoja
MOCKBBI.

1.13.B memsx opraHuzanud  paboThl ¢ JOKyMEHTaMHM B  (duimanax
dunynuBepcuTeTa (nanee — duauansl) GuivaiaMu pa3padaThIBAIOTCSd MHCTPYKIIUUA IO
opraHuzainui  pabOThl €  JOKyYMEHTaMH,  JonojiHgwomue  WHCTpykiuioo 1o
JIEJIONPOU3BOCTBY, HO HE MPOTUBOPEUAIIUE €.

1.14. [IpaBuna  paboThl €  JOKyMEHTaMH B  CHCTEME  DJICKTPOHHOTO
nokymeHToob6opota DIRECTUM (nanee — COJ1 DIRECTUM) u nHbIX HHPOPMaIIMOHHBIX
CHUCTEMax, B KOTOPBIX OCYIIECTBIIICTCS CO3/IaHre (BKIIOUCHHUE) M XpaHCHUE TOKYMEHTOB,
OCYIIIECTBJISIOTCS B COOTBETCTBHH C MOJOXKEHUSIMHA VHCTPYKITUH IO JETONPOU3BOACTBY U
PernmamenTom nmpoxoxaeHus TOKYMEHTOB B DHHAHCOBOM YHHBEPCHUTETE.

2. JOKYMEHTHI ®DUHYHUBEPCUTETA

2.1. B cooTBeTcTBUHU ¢ 3aKoHOAATeILCTBOM Poccuiickoit denepannn, T0KaIbHBIMH
HOPMAaTHBHBIMM  akTamMd B  (DUHYHUBEpPCUTETE  W3JAIOTCS  OPraHU3aLUOHHO-
pacnopsAIUTEIbHbIE TOKYMEHTHI.

2.2. Oprann3aloOHHO-pacoPsSIAUTEIbHbBIE JOKYMEHTBI, CO3/]aBacMble B
nestenbHOCTH ~ (DUHYHHMBEPCHUTETA, JIOJDKHBI  ObITh  O(OPMIIEHBI 1O  IpaBUiIaM,
YCTaHOBJIEHHBIM MHCTpyKIIKEN IO AENONPOU3BOJICTBY.

BHocuth  kakue-nuOO  HCHpaBlieHUs WM J00aBIE€HHS B MOAMNHCAHHBIC
(YTBEpX IEHHBIEC) JOKYMEHTBI HE JOIYCKAETCS.

2.3. OcobenHoct 0GOpMIICHHS JOKYMEHTOB, CO3/1aBa€MBbIX B CTPYKTYPHBIX
nojapasaeneHussx OUHYHUBEPCUTETAa U OTPAXKAIOIIUX CHEUU(PUKY UX AESITENbHOCTH, a
TAaK)K€ MpaBWIA OpPraHU3aluyd padOThl C JaHHBIMU JIOKYMEHTaMH, YCTaHaBIIMBAIOTCS
OTJIEJBbHBIMU JIOKAJIbBHBIMU HOPMATHBHBIMU akTaMu OUHYHHUBEPCUTETA.

2.4. DUHYHUBEPCUTET U3/1aeT CleyIoume BU/IbI OpraHu3aluOHHO-
pacnopsAIuTEIbHBIX JOKYMEHTOB!

a) pacrnopsiAUTEIbHbIC — IPUKA3bl, PACHIOPSKEHHUS, PEIICHNUS;

0) opraHu3aliOHHbIE — YCTaB, IMOJOXKEHUs, MpPaBUJIa, HHCTPYKUUHU, MPOTOKOJIBI,
CTPYKTYpa, IITATHOE PaclCaHue, JOTOBOPHI, COMIAIIEHUS U Ap.;

B) UH(POPMAIIMOHHO-CIIPABOYHbIEC — IJIAHBI, ~ OTYEThl,  MPOTPAMMBbI,  CIPABKH,
3aKJIIOYEHUS, OT3bIBBI, AaKThlI, JOKJIAJHbIE (CIy>KeOHbIE), OOBACHUTENbHbBIC 3aIUCKH,
ciry>keOHbIe MUChMa U JIp.

2.5. EnuHcTBO mpaBui  OQOpMIIEHHMS  OpraHU3alMOHHO-PACIOPSAUTENbHBIX
JOKYMEHTOB 0OecreurnBaeTcsi MPUMEHEHUEM YHU(PUIUPOBAHHBIX (POPM JTOKYMEHTOB
(nanee — Y®OJI).

YOI — 5310 OMaHK C pEeKBU3UTAMH, OOS3aTEIbHBIMU I KOHKPETHOM
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Pa3HOBUAHOCTH JIOKYMEHTa, U YHU(DUIHUPOBAHHBIM TEKCTOM. Y D]l NOKHBI COAEpPIKATh
IOCTOSIHHYI0 HMH(OpMalnMio U npoOeisl i 3aloIHEHHUs NePEMEHHON MH(pOpMaluu 110
KOHKPETHBIM CUTYaLHsIM.

2.6. B menax cokpauieHusi KOJIMYECTBa NPUMEHSEMBIX (OpM JTOKYMEHTOB B
duHyHUBEpCcUTETE pa3paboTaHbl YHU(PULIMPOBAHHBIE (POPMBI JOKYMEHTOB, IPUMEHSEMBbIE
Il JTOKYMEHTUPOBAHUS  JACATEIBHOCTH B CTPYKTYPHBIX  IOAPA3AEICHUAX
PuHYHUBEPCUTETA.

2.7. Pazpabotrky Y®JI, pasmemenue B COJ[ DIRECTUM, BHecenwe B HUX
M3MEHEHMM, KOHTPOJIb IPUMEHEHUS OCYIIECTBIsAET Y J(HA.

3. TPABWJIA IIOAT'OTOBKHU U O®OPMJIEHMA JOKYMEHTOB
3.1. JlokyMeHTHpOBaHUE YIIPABICHYECKON JEATEIbHOCTH

3.1.1. JIOKyMEHTHpOBAaHUE YIPABICHUYECKON JEATEIBHOCTH 3aKIIOYacTCs B
¢ukcauum Ha Oymare WM JPYrUX HOCHUTENSX [0 YCTAHOBJEHHBIM IpaBUJIaM
VOPABJICHUYECKUX  JIEWCTBHUM, T.€. CO3JaHUM  OPraHU3aLMOHHO-PACIIOPSIAUTEbHBIX
JTOKYMEHTOB.

3.1.2. HHCTpyKmuMs 10 JOEIONPOU3BOJCTBY YCTAHABIMBAET €JWHBIE IPaBUIIA
JOKYMEHTUPOBAHMS YNPABICHUYECKUX JCUCTBUH H OQPOPMIIEHUS OpPraHU3alUOHHO-
pacnopsiANTEIbHBIX JOKYMEHTOB, a TakKK€ KOHKpPETHble TpeOOBaHUS K IOATOTOBKE
OTJIETBHBIX BUJIOB JOKYMEHTOB.

BrinonHeHne equHbIX npaBuil 0QopMIIEHUS TOKYMEHTOB 00€CIIeUNBACT:

a) IOPUIUYECKYIO CUITY IOKYMEHTOB;

0) KaueCTBEHHOE U CBOEBPEMEHHOE HCITOJIHEHUE U COCTAaBJICHNE JOKYMEHTOB;

B) BOBMOXXHOCTh ~ OOpa0OTKM  JOKYMEHTOB  C  MOMOILBIO  3JIEKTPOHHO-
BBIYHCIINTEIbHON TEXHUKH;

I') OpraHU3aIiIo ONEePaTUBHOIO MOUCKA IOKYMEHTOB.

3.1.3. JIokyMeHT WMeEeT OPUIUYECKYI0 CHIy TpU HaJUYUd PEKBU3UTOB,
00s13aTeNbHBIX AJIsl JAHHOTO BHJA JOKYMEHTAa: HAaWMEHOBAaHUE OpraHU3allMU — aBTOpa
JOKyMEHTa, HAMMEHOBaHMs B (YHUPUIIMPOBAHHON (POPMBI TOKYMEHTA), aTa, UHIEKC,
3aroJIOBOK K TEKCTY, TEKCT, BU3bI, IOJIUCH.

B npornecce noaroToBku U 0poOpMIIEHUSI COCTaB PEKBU3UTOB MOKET OBITh TIOMOJHEH
JIPYTUMHU PEKBU3UTAMHU, €CIIA TOTO TPeOYIOT Ha3HAUYCHUE JJOKyMEHTa, ero 00paboTKa U T.1.

CocTaB pPEKBU3UTOB, KOTOpPHIE HCHOJIB3YIOTCS HpPU MOATOTOBKE M O(OPMIICHUU
OpraHU3alMOHHO-PACTIOPSIAUTENBHBIX ~ JTOKYMEHTOB,  ONpPEAENseTcsd  HalMOHAJIbHBIM
crauaaptoM Poccuiickoit ®@enepammun ['OCT P 7.0.97-2016 «Cuctema cTaHmapToB O
nHpopmaruuy, OMOIMOTEYHOMY U M3JATEIbCKOMY  JICIY. OpraHu3aioHHO-
pacrnopsiauTenabHas JoKyMeHTauus. TpebGoBaHus Kk odopmiieHHIO JOKyMeHTOB». Kpome
storo gaHHbli ['OCT ycranaBnauBaeT TpeOoBaHUS K O(QOPMIIEHUIO PEKBU3UTOB,
3aKPEIUISIET CXEMbl WX PACHOJIOKEHUS W BBLACIAET PEKBHU3UTHI, KOTOPBIE JOJIKHBI
MCIOJIb30BaThCS IPU U3TOTOBJICHUH OJIAHKOB JOKYMEHTOB.
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3.1.4. Opranu3alMOHHO-PaCHOPSAUTENbHBIE  JTOKYMEHTBI, IOJTOTOBJICHHBIE B
CTPYKTYPHBIX NojpaznencHusix OUHYHUBEPCUTETA, JOJKHBI ObITh KPATKUMU, SICHBIMU T10
COJICP)KAHUIO,  BCECTOPOHHE  OOOCHOBAaHHBIMM,  OTPEAAKTUPOBAHHBIMU U IpHU
HEOOXOJMMOCTH COIVIACOBAHHBIMA CO BCEMH 3aMHTEPECOBAHHBIMU JIOJHKHOCTHBIMU
JULAMHM, CTOPOHHUMH OpraHu3aiusMu. TeKCTbl JOKYMEHTOB HE€ JOJDKHBI JOIyCKAaTh
Pa3HOPEUYMBBIX TOJIKOBAHUM U MPOTUBOPEUYUTD NEUCTBYIOLIEMY 3aKOHOAATEIbCTBY.

3.1.5. OTBETCTBEHHOCTh 32  HEKAYECTBEHHYIO  IOATOTOBKY  JIOKYMEHTOB,
HEJIOCTOBEPHOCTDb COACPKAIIMXCS B HUX CBEACHUN BO3JIAracTCs Ha JOJDKHOCTHBIX JIML,
KOTOPBIE€ YY4aCTBOBAJIM B IIOATOTOBKE, BUSUPOBAHUU U ITOAIIMCAHUU TOKYMEHTOB.

3.2. biianku TOKyMEHTOB

3.2.1. Jlokxymentsl DuHyHHBEpCUTETA JAODKHBI O(OPMIISITHECS Ha YCTAHOBJICHHBIX
OylaHKax, Ha CTaHAAPTHHIX Juctax Oymaru ¢opmara A4 (210 x 297 mm) unu AS (148 x
210 mMM) 1100 B BHJE 3JEKTPOHHBIX JAOKYMEHTOB M JIOJDKHBI UMETh YCTaHOBJICHHBIN
COCTaB 00s3aTeNIbHBIX PEKBU3UTOB, X PACIIONIOKEHUE U OPOPMIICHUE.

PacnonoxeHue peKBU3UTOB Ha OJIaHKAX OpraHU3allOHHO-PACIIOPSAUTEIbHBIX
JOKYMEHTOB JOJKHO cooTBeTcTBOBaTh 'OCT P 7.0.97-2016 «Cucrema craHmapToB IO
uHpopManuy, OUONIMOTEYHOMY U u3AarenbckoMmy  geny.  OpraHu3aluOHHO-
pacnopsiauTenabHas JOoKyMeHTanus. TpeOoBaHus K O(OPMIICHHIO JTOKyMEHTOB». Cxema
PacmojoKEeHUs] PEKBU3UTOB U IPAHULbI 30H — npuitoxkeHust Ne 3, 4.

JIOKYMEHTBI, n3/1aBaeMble OT UMEHU JBYX WIH 0oJiee OpraHu3anuid, opopMIIIIOTCs
0e3 0y1aHKa Ha CTaHIAPTHBIX JIUCTaX Oymardu.

3.2.2. bnanku noxkymenToB OuHyHHUBEpCUTETA TOHKHBI M3rOTABIUBATHCS Ha Oenon
Oymare win Oymare CBETJIbIX TOHOB.

braHKM JTOKYMEHTOB MOCTOSIHHOTO CpPOKa XpaHEHWs JIOJKHBI M3TOTaBIMBATHCS Ha
OyMare BBICIIMX COPTOB.

brnanku cienyer u3rotaBiauBaTh ABYX cTaHAApTHBIX (popmaToB A4 (210 x 297 Mm)
n AS (148 x 210 mm).

3.2.3. GunyHHBepcUTET HMeeT ONaHKM JOKYMEHTOB YHHBEpPCUTETa, OJIaHKH
JOKYMEHTOB (pHIINAJIOB, OJIaHKH JOKYMEHTOB JOKHOCTHOIO JIMIIA.

CoctaB BHIOB M 00pa3ubl OJaHKOB  JOKYMEHTOB, NPHUMEHSEMbIX B
OUHYHMBEPCUTETE, YTBEPKAAIOTCS PUKA30M PEKTOPA IO MPEACTABICHUIO PYKOBOJAUTEIS
Cexperapuara pekropa. PazpaboTKy 3cKH30B 0JIAHKOB JJOKYMEHTOB OCyIiecTBIsIeT Y JIuA.

YnoTrpebneHue 6J1aHKOB MPOU3BOILHON (OPMBI 3aITpEIIaeTcs.

3.24.B 3aBUCHUMOCTM OT pACIHOJIO)KEHUSI PEKBU3UTOB B {DUHYHUBEpPCHUTETE
YCTaHOBJICHBI JIBa BapruaHTa OJaHKOB:

a) mpoaobHbIA (Tpunoxenue Ne 5);

0) yrioBoii (mprinoskenne Ne 6).

3.2.5.B 3aBucumoct OT Ha3HaueHUs B DOUHYHUBEPCUTETE YCTAaHOBJICHBI
cJIeIyIolue BUIbl OJaHKOB JJOKYMEHTOB:

a) oOuui OJIaHK HCIIOJB3YIOT VIS U3TOTOBJICHUS JIFOOBIX BUIOB
JOKYMEHTOB (IIPOTOKOJIOB, PEUICHUM, MOJOXCHUH, MHCTPYKIUH, aKTOB U T.II.), KPOME



IChMa;

OOmmii 6mank BrirodaeT B cedst pexBusuthl 01 (02 wmm 03), 05, 06, 07, 13 u
OrpaHUYMTENIbHbIE OTMETKH 1 pexkBu3utToB 10, 11, 16, 17.

0) OJIaHK MMChMa Ha PYCCKOM SI3BIKE;

B) OJIaHK MMIChMa Ha PYCCKOM U aHTJIMACKOM SI3BIKE;

r) OJIaHK TUCbMa PEKTOpA.

brnank mmcema BrmrodaeT B cebs pekBm3uthl 01 (02 wmmm 03), 05, 08, Gmank
noJpkHOCTHOTO Jinia 07, orpaHUYUTENIbHBIE OTMETKH pacnojiokeHust pexsu3utos 10, 11,
12,15, 17.

1) OJIaHK TIPUKa3a;

¢) OJIaHK pactopsHKCHUS;

brnaHk KOHKpETHOTO BHJa JOKyMEHTa (TIprKa3a, pacropsDKEHUs) BKIIOYACT B CeOs
pexkBu3uthl 01 (02 wmu 03), 05, 09, 13 u, npu HEOOXOTUMOCTH, OTPAHUUYUTEIbHBIC
OTMETKH JJI TPaHMI] 30H pacmonoxenus peksm3utos 10, 11, 16, 17.

) OJIaHK JIOBEPCHHOCTH.

3.2.6. Kaxxnprii muct moxkymeHnTta, oopmiIeHHBI Kak Ha OyiaHke, Tak U 0e3 Hero,
JIOJDKEH UMETH TI0JI He MEHee:

20 MM — BEpXHEE;

20 MM — HUKHEE;

20 MM — JI€BOE;

10 mMm — mpaBoe.

JIokyMeHTBI JIUTENbHBIX (CBBIMIEe 10 JIET) CPOKOB XpaHEHUS JTOJKHBI UMETh JIEBOE
noJsie He meHee 30 M.

3.3. OdopmiieHre peKBU3UTOB JOKYMEHTOB

3.3.1. CoctaB peKBU3UTOB, MCIOJB3YyEMbIX MPU MOATOTOBKE M O(OPMIICHHH BCEX
BUJIOB JJOKYMEHTOB, YCTaHOBJICH B COOTBETCTBUH C [lepeuyHeM pEeKBH3UTOB JOKYMEHTOB
(mpuoxenue Ne 7).

3.3.2. CocTaB pEeKBU3UTOB KOHKPETHOTO JOKYMEHTa OMpPEIEIsIeTcs €ro BUIOM U
Ha3HAYCHHUEM.

Kpome mepeuncieHHbIX peKBU3UTOB, MPH MOATOTOBKE TOKYMEHTOB M B IPOIECCE
paboThl ¢ JOKYMEHTaMHU MOTYT HCIIOJIb30BaThCs JPYTUe PEKBU3UTHI, HAIPUMEDP, OTMETKA
«Cpouno», «Ilognexxut Bo3BpaTy» U Ip.

OTMmeTKa O KOH(PHUAECHUUATBHOCTH IPOCTABISAETCS Ha JOKYMEHTaX, COJEpKallux
nH(pOpPMaLIMI0, OTHOCUMYIO K CIIy>)KeOHOH TaiiHe WM K UHOMY BUIY KOH(HIEHIUAIbHON
uHopmaruu, BUIBI KOTOPHIX yCTaHOBIEHBI Yka3zom Ilpesumenta Poccuiickoi
Oenepariun - ot 06.03.1997 No 188 «OO yTBEepKIEGHUHM TIEPEYHS CBEACHUI
KOH(PUAEHIIMAIBLHOTO XapakTepa» (¢ usmeneHusimu ot 23.09.2005).

B coorBerctBun c Ilosmoxkenuem o0 mopsake oOpamieHuss €O CIIyXeOHOM
uHpopMaIMell  OrpaHWYCHHOTO  paclpoCTpaHeHus B ¢efepalbHBIX  OpraHax
VICTIOJIHUTEIBHOU BJIACTH, YTBEPXKIACHHBIM ITocTaHoBiIeHUeM [IpaBurenscTBa Poccuiickon
Oeneparuu ot 13.11.1994 Ne 1233¢ (¢ uwsmenenusmu ot 20.07.2012, 20.02.2016,
18.03.2016), ormeTka 00 mH(pOpPMAIMK, OTHOCAIICHCS K CIIy)KeOHOM TaliHEe, MMEET BH/I



«J1n1s ciy:xe0HOT0 MOIb30BAHUS.

OTMeTKa MPOCTaBISETCS B BEPXHEM MPAaBOM YIIIy MEPBOrO JHCTAa JAOKYMEHTa U
MOJKET JOMOJIHATHCS YKa3aHUEM HOMepa dK3eMIUIsIpa JOKYMEHTA.

3.3.3. Opranu3aioHHO-PaCHOPSAUTENbHBIC TOKYMEHTHI (IIPUKa3bl, PACIIOPSKCHHUS,
pelIeHusi, TPOTOKOJIbI, aKThl, MUCHbMa U 1p.), oTHOcsumecs kK YCOP/] u BKkItOUEHHbBIE B
OKVY ] (xmacc 0200000), nomxHbl 0GOPMISTECS B COOTBETCTBUU ¢ ['0oCcyaapCTBEHHBIM
craunaptoM Poccuiickoit ®enepaunu 'OCT P 7.0.97-2016 «Cucrema crangapToB IO
uHpopmanuy, OuUOIMOTEYHOMY M HU3IaTenbCcKkoMmy  jaeny.  OpraHu3aluoHHO-
pacriopsauTenabHas JOKyMeHTanus. TpeboBaHus K 0hOPMIICHUIO TOKYMEHTOBY, KOTOPBIii
yCTAaHABJIMBAET COCTAaB pEKBU3UTOB U TPeOOBaHUS K OQOPMICHHIO PEKBU3UTOB
JIOKYMEHTOB, TpeOOBaHUS K OJIaHKaM JIOKyMEHTOB:

PexBusur 01 — I'ep6 (I'ocynapcrBennblii repd Poccuiickoii @exepannm, repo
cyobekra Poccuiickoit @egepaunu, repd (repajbIu4eCKuil 3HaK) MYHUIIMIIAJIBHOTO
odpa3oBaHus)

INocynapctBennsiii repd Poccuiickoit ®denepanud BOCHPOU3BOIUTCS Ha OJIaHKaX
OuHyHUBEpCcUTETa B COOTBETCTBUH ¢ DenepanbHbIM KOHCTUTYLUHOHHBIM 3aKOHOM «O
rocysnapctBeHHOM Tepoe Poccuiickoit @eneparum» ot 20.12.2000 Ne 2-OK3.

bnankun noxkymeHTOB (DUHYHHBEPCHUTETA C HCIOIB30BaHHEM [ OCYyHapCTBEHHOIO
repba Poccuiickoit ®exepanuu H3roTaBIMBAIOTCA TOJIBKO THUIOTPAPCKUM CIIOCOOOM,
OCTaJIbHbIE OJaHKW — CPEJACTBaMU OIEPATUBHOM MOJUTpaduu WIHM KOMIBIOTEPHOMN
TEXHUKH.

Ha Onankax nmoxymentoB ®unyHuBepcuteta ['ocynapctBeHHsblil repd Poccuiickoi
®denepanuu M300pakaeTcsi B OJJHOIIBETHOM BapHaHTe 0€3 repayibInuecKoro muTa.

N3o0pakenne repba moMemniaeTcs mo cepemHe BEpXHEro moJis O6jlaHKa JOKyMEHTa,
HaJl pekBU3UTOM 05 — HAMMEHOBAHUE OpraHU3aIMU — aBTOPa JOKYMEHTA.

PexBusurt 02 — ymo0J1eMa

OMOsieMy BOCTIPOM3BOAT Ha OJaHKax JOKYMEHTOB B TOM CIIy4yae, €ClId yCTaBOM
PEIyCMOTPEHO €€ HaIUYHe.

N3o00paxkeHnre 3MOJEMbl MOMEIIAETCS HA BEpXHEM IoJjie OJlaHKa JOKYMEHTa Ha
pacctosinuu 10 MM OT BEpXHEro Kpas JINCTa, 3aXBaThIBasl 4acTh paboyuel 30Hbl JOKYMEHTA,
nocepeanHe Haj peKkBU3UTaMu OUHYHHUBEPCUTETA.

PexBusur 03 — ToBapHbIii 3HAK (3HAK 00CIY:KHBAHUSA)

ToBapHbBIii 3HAK (3HAK OOCIY)XKMBAHUs), 3aPETHUCTPUPOBAHHBIA B YCTAaHOBICHHOM
3aKoHOAAaTeILCTBOM Poccuiickoit deneparuu mopsijke, BOCIPOU3BOAUTCS Ha OJlaHKaX
OUHYHUBEPCUTETA B COOTBETCTBUM C YCTABOM M HA OCHOBAHUU JIOKAJIbHBIX HOPMATUBHBIX
akToB OUHYHUBEPCUTETA.

N300pakeHre TOBAPHOTO 3HAKA (3HaKa OOCITY>KMBAHMS) MOMEIIAETCS M0 CEPEeaANHE
BEPXHEro moJig OJaHKa JOKyMEHTa Ha paccTossHMM 10 MM OT BEpXHEro Kpas JIMCTa,
3aXBaThIBasl 4acTh paboyeil 30HbI JOKyMEHTa, HaJ pekBuzuTtamu DuHyHUBEpcUTETa WU



9

cjieBa Ha ypoBHE HauMeHoBaHUs1 OUHYHUBEPCUTETA, 3aXBaThIBasi 4YaCTh JIEBOT'O MOJIS.
ToBapHbIl 3HaK HE BOCIPOU3BOIAT Ha OJIAHKE JOKYMEHTA, €CJIM Ha HEM MOMEIICH
I'ocynapctBennsiii repd Poccuiickoit denepanumu.

PexBu3ut 04 — koa (popMbI JOKYMEHTA

Kon ¢opmer mokymeHTa mpocTaBisieTcss Ha YHU(DHUIMPOBAHHBIX (dopMax
JOKYMEHTOB B COOTBETCTBUU € OOIIEPOCCUUCKUM KIIACCU(PUKATOPOM YIPABICHYECKOU
nokymeHTanmu (OKVY/l) unu jgokanbHBIM KiIacCU(UKATOPOM, pacrojaraercs B MpaBoM
BEPXHEM YIIy paboyero mosisi JOKyMEHTa, COCTOUT U3 clioB «DopMa 1o (HauMeHOBaHUE
KJaccudukaTopa» 1 HUPPOBOro Koja.

PexBu3ur 05 — HaMMeHOBaHMe OPraHU3alMU — ABTOPA TOKYMEHTA

HanmenoBanne ®uHyHUBEpcUTETa HA OJIaHKE TOKYMEHTA JOJKHO COOTBETCTBOBATH
HAaVMEHOBAHMIO IOpUIMYECKOro Juia B ycrae @uHyHuBepcurera. Ha Omankax
JOKYMEHTOB YKa3bIBA€TCS MOJIHOE O(PHUIMAIIbHOE HAMMEHOBAaHUE IOPUAMYECKOrO JMLa C
YKa3aHUEM €ro OpraHU3allMOHHO-TIPaBOBOM (HOpMBI — efepanbHOE TOCYAapCTBEHHOE
oOpa3oBarenpHOE OIOHPKETHOE YUpeKIeHUE BbicuIero oOpazoBanus «DHUHAHCOBBIN
ynuBepcuter npu  [IpaBurensctBe  Poccuiickoit  ®enepaumm». Ilog  momHbIM
HauMeHoBaHHeM (PUHYHUBEpPCUTETA B CKOOKAaX YKa3bIBAETCS MPELYCMOTPEHHOE YCTaBOM
@UHYHMBEPCUTETA COKpAIlEHHOE HauMeHOoBaHWE — DHHAHCOBBIA YHHUBEPCHUTET,
DOUHYHUBEPCUTET.

HanMeHOBaHME Ha aHIVIMICKOM SI3bIKE pPacHoJlaral0T HWXKE WIA CIpaBa oOT
HAaWMEHOBAaHUs Ha rocyaapcTBeHHOM s3bike Poccuiickonn @enepaunu. [losHoe
HanMEHOBaHME Ha aHrimiickoM s3bike — Federal State-Funded Educational Institution of
Higher Education «Financial University under the Government of the Russian
Federationy», cokparmiennoe — Financial University.

HanmMenoBanue ¢unuana OUHYHUBEPCUTETA YKA3bIBAETCS B TOM CJIy4ae, €Clid OH
ABJISIETCS] aBTOPOM JIOKYMEHTA, U PACOJaratoT Huke HauMeHoBaHUSI OUHYHUBEPCUTETA.

PexBusur 06 — HauMeHOBaHUE CTPYKTYPHOI'O NOAPA3/IeJICHUS] — ABTOPA J0KYMEHTA

HanMeHnoBaHue CTpyKTypHOTO TojipasiesieHus (B TOM 4ucie (uinana, OTASICHHUS,
PEACTABUTENIbCTBA, KOJUIETHAIBHOTO, COBEIIATEILHOTO UM MHOTO OpraHa) yKa3bIBAeTCs
B OnmaHkax mHuceM W OJaHKaX KOHKPETHBIX BHUJOB JOKYMEHTOB, W3/1aBaEMbIX
COOTBETCTBYIOIIMMHU TOJPA3AECICHUSIMUA B COOTBETCTBUU C JIOKAJbHBIMU HOPMATHBHBIMHU
aktamu @uHyHuBepcuteTra. Han HamMmMeHOBaHMEM CTPYKTYPHOTO — IOJPa3AeiICHUA
YKa3bIBa€TCs MOJHOEC HauMeHOBaHHEe DUHYHUBEPCUTETA, YbUM (UIHAIOM, OTICICHHUEM,
MPEICTABUTEIILCTBOM,  KOJUICTHAJIBHBIM  WJIM  COBEIIATEIBHBIM  OPraHOM  JAHHOE
NOAPA3AEIEHUE SBIISIETCSL.

PexBu3ur 07 — HaMMeHOBaHHe J0JKHOCTH JIMIIA — ABTOPA JOKYMEHTA

HaumenoBanue AOJDKHOCTH JIMIAa YKAa3bIBACTCA B OJaHKax ITHCEM JOJDKHOCTHBIX
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JIUMIO M pacrojiaractcs moJ HaMiMCHOBAHUEM cI)I/IHYHI/IBepCI/ITGTa.
HaunmeHnoBanue AOJDKHOCTH JiMla YKa3bIBACTCA B COOTBCTCTBUMU C HAMMCHOBAHHCM,
MMPUBCACHHBIM B paCIIOPAAUTCIbHOM JOKYMCHTC O HA3HAYCHWHA HA JOJIZKHOCTD.

PexBusur 08 — cnpaBouyHble JaHHBIE 00 OPraHU3aLUU

CnpaBounbie JaHHble 0 DUHYHUBEPCUTETE YKa3bIBAIOTCS B OJIaHKaX MHUCEM H
BKJIIOYAIOT: TOYTOBbIN aapec DuHyHuBepcutTeTa, Homep TenedoHa, dakca, aapec
AJEKTPOHHOM TMOYThI, CETEBOM ajapec, a Takke koa DUHYHUBEpCHUTETA IO
Ob6mepoccuiickoMy kiaccudukaropy npeanpustuii u opranuzauuii (OKIIO), ocHoBHOM
roCyJapCTBeHHbIM  perucTpauioHHbii  Homep  ®unynuBepcutera (OI'PH) wu
UACHTU(UKAIIMOHHBI HOMEpP HAJIOTOIIATENbIIUKA/KOJ MPUYMHBl IOCTAHOBKU Ha
HajgoroBeii yuer (MHH/KIIIT), B coOOTBEeTCTBMM C JOKyMEHTaMH, BbIJaBacMbIMU
OUHYHUBEPCUTETY HAIOTOBBIMUA OPraHAMM.

PexBu3ur 09 — HauMeHoOBaHMe BH/1A TOKYMEHTA

HaumenoBanue Buaa JOKYMEHTa YKa3bIBaeTCS Ha BCEX JOKYMEHTaxX, 3a
WCKJIIOYEHUEM JICJIOBBIX (CIIY»KEOHBIX) MHCEM, U JIOJDKHO COOTBETCTBOBATH €r0
CoJIep>KaHMIO (aKT, CIpaBKa, 3aMMcKa, IPOTOKOJ U Jp.).

HauMenoBanne Bujaa  JOKYMEHTAa  paclojaraercss I0Ji HauMEHOBAaHHEM
duHyHHUBEpCUTETA (CTPYKTYPHOTO MMOIPA3ICICHHUS).

PexBusur 10 — 1aTa 10KyMeHTA

Jlata JOKyMEHTa JIOJDKHAa COOTBETCTBOBATH JaTe MOAMHUCAHHS (YTBEPKICHUS)
JIOKYMEHTAa WK (B MPOTOKOJAaX) JIaTe€ COOBITHS, 3apUKCUPOBAHHOTO B IOKYMEHTE.

JlaTtoii nmokymeHTa, wu3gaHHOrO @OUHYHUBEPCUTETOM COBMECTHO C JPYrou
opraHu3anuei (HeCKOJbKMMH OpPTaHU3allUsIMHM), SBIISICTCS JaTa IMOJNUCAHUS JOKyMEHTa
MOCJIETHEN CTOPOHOI.

Bce ciyxeOHbIe OTMETKM Ha JOKYMEHTE, CBS3aHHBIE C €r0 TMPOXOXKICHHUEM U
WCITOJTHCHHEM, JTIOJDKHBI TATHPOBATHCS W TTOAIMUCHIBATHCS.

JlaTa moKymMeHTa 3amHMChIBA€TCSl B MOCIEIOBATEILHOCTH: JIEHb MeCsAIa, MECSI, TOA
OJIHUM U3 JIBYX CIIOCOOOB:

apabckumu 1udpamu, pazaeneHubiMu Toukoi: 05.06.2020.

cioBecHO-1TU(PoBEIM crtocooom: 5 urons 2020 r.

[IpoctaBnsaTh HONb B O00O3HAYCHHWHM MHS MECAIA, €CIU OH COACPKUT OJHY Iudpy,
00s13aTeIBHO.

B Tekcrax MOKYMEHTOB, CcOJEp)KalUX CBEACHHS (PUHAHCOBOTO XapakTepa,
CJIIOBECHO-1IU(POBOH cr1ocod oopMileHHs 1aT MPUMEHSIETCS B 00s13aT€IbHOM MOPSIJIKE.

[Ipu moaroroBke 0CO0O0 BaXXKHBIX IJOKYMEHTOB BCE JJCMEHTBHI JaThl ITHIIYTCS
OyKBaMHU.

Ha noxymenTtax, odopmisieMbix Ha OJaHKe, JaTa JTOKYMEHTA MPOCTABISETCS MO
PEKBU3UTAMH «HAWMMCHOBAaHHE BHIA JOKyMEHTa» (B OJIaHKaX KOHKPETHBIX BHJIOB
JIOKYMEHTOB) «CIIPABOYHBIE JaHHBIE 00 Opranu3anum» (B OJaHKaX MUCEM).
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PexBusur 11 — perncTpaniMOHHbIH HOMEP TOKYMEHTA

PerucrpanioHHbli HOMEP JOKyMEHTa — IM(poBOM wWiM OYKBEHHO-IIUGPOBOI
UACHTU(PUKATOP JOKYMEHTA, COCTOAILIUN M3 MOPSAIKOBOTO HOMEpa OKYMEHTA, KOTOPBIN
MOXKET JOMOJIHATHCA HHIEKCOM CTPYKTYPHOTO TOApA3JEiICHUs IO KIacCHUPHUKATOPY
CTPYKTYPHBIX noapaszaencHui OUHYHUBEPCUTETA UM UHAEKCOM Jela MO0 HOMEHKIIAType
J€J CTPYKTYPHOTO MOJpa3/ICICHHUS.

Ha nokxymente, cocrtaBieHHOM @PUHYHUBEPCUTETOM COBMECTHO C OIHOM WIH
HECKOJIBKUMH OPTaHU3aLUSAMHU, MPOCTABISIOTCS PETHCTPALMOHHBIE HOMEpPA JTOKYMEHTA,
IIPUCBOCHHBIE KAXKJI0M U3 OpPraHU3alNN — aBTOPOB JOKYMEHTA. PerucrpanmoHHbie HOMepa
IIPOCTABIIAIOTCS B MOPSIAKE YKa3aHUSI HAMMEHOBAHWM OpraHU3alyid B 3ar0JOBOYHON YaCTH
(mpeam0yJie) JOKyMEHTa U OTAESIOTCS APYT OT Ipyra KOCOM 4epTOHu.

PerucrpanMOHHBI HOMEpP JOKYMEHTa IIPUCBAMBACTCA JOKYMEHTY IIOCIIE €ro
YTBEpKACHUS (IIOMUCAHUS).

He nomyckaetcst oTripaBka muceM, pacredaTaHHbIX Ha OnaHkax OUHYHHBEpCUTETA
Y HE UMEIOIINX PETUCTPALIMOHHOTO HOMEDPA U IATHI.

PexBH3HUT 12 — CCHIJIKA HA PErHCTPAIMOHHBII HOMEP W AaTy MOCTYNHMBIIEro
TOKYMEHTa

Cchulka Ha PErucTPallMOHHBIA HOMEpP W JaTy IOCTYIHUBIIErO JIOKyMEHTa, Ha
KOTOPBIA JAETCS OTBET, MPOCTABIISIETCS UCIIOJIHUTEIIEM MPH MOJATOTOBKE MMChMa-OTBETA B
Bujie otMeTk «Ha No ... oT ...» B Onanke muchMa. [Ipu 3TOM B TEKCT MUCbMa-OTBETA
JIAHHBIC CBEICHUS HE BKIFOYAOTCSI.

PexBu3ur 13 - mecTo cocrtaBiieHus (U31aHNUs1) JOKYMEHTA

Mecto cocTtaBneHusi (M3JaHUsl) JOKYMEHTa YKa3bIBA€TCSI BO BCEX JIOKYMEHTax,
KpOME JIeJIOBBIX (CIYKEOHBIX) TMHCEM, BHYTPEHHHX HH(POPMALMOHHO-CIPABOYHBIX
JOKYMEHTOB, a TakXe B Ciydyae, €Clii B HAaWUMEHOBAaHWM opraHu3auuu (duauana)
IPUCYTCTBYET YKa3aHHE HA MECTO €€ HAXOXKIACHUS.

Mecto cocrtaBneHus (M3gaHMs) JOKYMEHTa YKa3bIBAaeTCsI B COOTBETCTBUM C
OPUHATBIM aAMUHUCTPATUBHO-TEPPUTOPHAIBHOTO JEJICHUEM M BKJIIOYAEeT B CE€0sl TOJIBKO
oOwmenpuHsAThie cokpaiieHus: s DuHyHuBepcuTeTa — MockBa (YyTOYHEHHE «T.» HE
yKa3bIBa€TCs Mepe/ Ha3BaHUSIMU CTOJMI] TOCYAapCTB, a TaKKe ropoaamu (eaepaibHOro
3HadueHus: (MockBa, Cankt-IlerepOypr, CeBactomnosib). CokpalieHue «r.» He YKa3bIBaeTCs
TaKKe JUJIsl TOPOJIOB, B HA3BAHUU KOTOPBIX ecTh clioBO «ropo» (benropon, Hosropos).

PexBu3ur 14 - rpu¢ orpaHuyeHust 10CTyna K A0KyMeHTY

['pud orpanmyenus 1ocTyna K JOKYMEHTY MPOCTABISETCS B MPABOM BEPXHEM YTy
NepBOro JIMCTa JOKYMEHTa (IPOEKTa JIOKYMEHTa, CONPOBOAMTENBHOIO JHCTa K
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JOKYMEHTY) OT TpaHMIbl BEPXHEro MOJisi MpU HAIWYUU B JOKYMEHTE HH(OpMAalUU,
JOCTYIT K KOTOPOW OrpaHWYMBACTCS B COOTBETCTBHM C 3aKOHOAATENLCTBOM Poccuiickon
denepanum.

Bunbr ncnonp3yembix B @uHyHUBEPCUTETE TPUQPOB OTPAHUUCHUS TOCTYIIA TOHKHBI
COOTBETCTBOBAaTh 3aKOHOJATEJIbHBIM W HWHBIM HOPMATHBHBIM MPABOBBIM  aKTaM
Poccuiickoit denepanivi ¥ TOTKHBI OBITh 3aKPEIJICHBI B JIOKATbHBIX HOPMATUBHBIX aKTax
OdunynuBepcutera. B coctaB Tpuda orpaHudeHHs J0CTyna K JOKYMEHTY BXOJIUT
orpaHu4MTeNbHas Haanuch («Jms cimyxeOHOro monb3oBaHus», «KoHbuaeHmaibHOY,
«Kommepueckasi TaltHa» WA Jp.), KOTOpask MOKET JOMOJIHATHCS HOMEPOM 3K3EeMILIsApa
NOKYMEHTA U JIPYTUMHU CBEICHUSMHU B COOTBETCTBUU C 3aKOHOJATENbCTBOM Poccuiickoi
denepauum.

B nmoxymMmeHTax, comepKalluX CBEICHHS, COCTABISAIOININE KOMMEPUYECKYIO TailHy, B
cootBeTcTBUM ¢ DepepanbHbiM 3akoHOM OT 29.07.2004 Ne 98-03 «O kommepueckon
TailHe» Hapsay ¢ TpudoM YKa3bIBAIOTCS IMOJTHOE OQUIMAIBbHOC HAUMEHOBAHUE
IOPUIMYECKOTO JIUIA, MECTO €r0 HaXOXKACHUsI, HaPUMED:

Kommepueckast TaitHa
Ok3. Ne ...

«HanmeHnoBaHue opraHnu3anuun»
Mecto HaXO0XACHUA

PexBusur 15 - agpecar

AJnpecaT — PEKBU3UT, UCIOJb3YEMbId MpU OGOPMIIEHUU JEIOBBIX (CIIy>KEOHBIX)
MMCEM, BHYTPEHHUX MH(DOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

AJnpecaToM JAOKYMEHTAa MOXKET ObITh OpraHu3alus, CTPYKTYpPHOE MOJpa3/eicHHe
OpraHM3alyu, JOHKHOCTHOE WK (PU3HUECKOe JIULO.

PexkBu3ut «Anpecat» odopmisiercs Ha OJaHKE C YIVIOBBIM PAacloiOXKeHHEM
PEKBU3UTOB — B BEpXHEW MpaBOMl 4YacTW JOKyMEHTa, Ha OJaHKEe C MPOJOJIbHBIM
pacrojoKeHUEeM PEKBU3UTOB — CIipaBa MOJ pekBuU3uTamMu OnaHka. CTpOKM pEeKBU3UTA
«azxpecaTry BBIPAaBHUBAIOTCS IO JIEBOMY Kpar WJIM LEHTPUPYIOTCS OTHOCUTEIBHO CaMOM
JTUJTAHHOW CTPOKH.

IIpn angpecoBaHMM JOKYMEHTAa PYKOBOAMTENIO (3aMECTUTENI0 PYKOBOIUTEIS)
OpraHu3allMd  YKa3bIBalOTCS B  JAaTEIbHOM TNaJEKe HAUMEHOBAHHE JIOJDKHOCTH
PYKOBOAUTENS (3aMECTUTEIISI PYKOBOJIUTENS ), BKIIIOYAIOIEe HAUMEHOBAHUE OpraHU3allH,
(haMuUINI0, MHULIMAJIBI JOJKHOCTHOTO JIMIA, HATPUMED:

['enepasnibHOMY AUpPEKTOPY
ObY «HanmeHoBaHuEe OpraHu3alumn»

damvunua U.O.

HpI/I aJIp€COBaHNMN IIMCbMAa B OpraHU3aldI0 YKa3bIBACTCA CC TIIOJIHOC HIIH
COKpamCHHOC HAMMCHOBAHUC B MMCHUTCIIbBHOM IIaCHKC.
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[Ipu aapecoBaHuM JOKyMEHTa B CTPYKTYpHOE MOApa3/elieHue OpraHu3aluu B
pEeKBU3UTE «AJpecaT» YKa3bIBAIOTCS B HWMEHUTEIBHOM TaJIe)K€ HAUMEHOBAHUE
OpraHu3allii, HUKE€ — HAUMEHOBAHUE CTPYKTYPHOTO MOAPA3/IEICHUS, HAPUMED:

ObY «HanmeHoBaHME OpraHu3alumn»
DUHAHCOBOE YIIPABJICHUE

[Ippu agpecoBaHMHM NIMCbMA PYKOBOJMTENIO CTPYKTYPHOIO  IMOJPa3IEiICHUs
YKa3bIBAIOTCA B HWMEHUTEIBHOM IIaJIe’)KE HAMMEHOBAHME OpPraHMU3allMd, HWXKE — B
JNATEJBHOM  MAjeXe HAMMEHOBAaHUE JODKHOCTU — PYKOBOIHUTENS,  BKIIIOYAIOLIEE
HAaUMEHOBAHME CTPYKTYPHOTO MOApa3ATICHUs, HHULIUAJBI, (PaMUIIHIO, HAlpUMep:

ObY «HanmeHoBaHME OpraHu3alum»
PykoBoauTento 10roBOpHO-TIPaBOBOTO
oT/aena

damummg 1.0.

[lepen dhamunueit TOKHOCTHOTO JIUIA JIOMYCKAETCSl YIIOTPEOISATh COKPAILIEHUE «T-
Hy» (FOCIIOAMHY), €CIU aJpecaT MYXYWHA, WU «T-Ke» (TOCHOXKe), eclu aapecar
KEHIIIHA, HaIpUMep:

r-uy ®amumnmus 1.0.
r-xe ®amummus N.0.

[Ipu pacchuike JOKYMEHTA IpyIIe OpraHu3aluid OAHOTO TUIA WU B CTPYKTYPHBIE
MO/Ipa3/IeNICHUs] OJJHOM OpraHU3allMM, aapecaT yKa3bIlBaeTcs 0000IIEHHO, HATPUMED:

PykoBogutensm dunmanos
ObY «HanmeHoBaHME OpraHA3aLAN»

PykoBonurensm yrpaBieHui
Y OTZIEJIOB
ObY «HaumeHoBaHME OpraHA3alin»

[Ipu paccelike [JOKYMEHTa HE BCEM OpraHu3alusM WIH CTPYKTYPHBIM
NoJIpa3/ieJICHUsIM TI0JT PEKBU3UTOM «AJpecar» B CKOOKax yKa3bIBaeTcCs: «(IO CIHCKY)»,
HaInpumep:

PykoBoaurensaMm yrpaBieHun

Y OT/IEJIOB

ObY «HanmeHoBaHWE OpraHu3aum»
(o crucky)

Crncok PACCBIIIKH COCTABIIACTCA UCIIOJTHUTCIICM.
Ecimu nucemo HarpaBJIICTCSA B OpPraHU3alWIO WK JOJDKHOCTHOMY JIMIY W OJIA
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CBEJICHUS €llle Psily OpraHu3aluil UM JTOJKHOCTHBIX JIMI, 0011lee KOJIMYECTBO a/IpecaToB
HE JOJDKHO OBITh Oojiee 4YeThIpeX, MPH 3TOM OCHOBHOW ajpecaT yKa3bIBaeTCs MEPBHIM,
cinoBo «Konus» nepes BTOPbIM, TPETbUM, YETBEPTHIM aJpecaTaMy HE I1e4aTaeTCs.

B cocraB pekBu3nTa «AnpecaT» MOXKET BXOJIWUTHh INOYTOBBIM ajgpec. DJIEMEHTHI
[IOYTOBOIO aJpeca YKa3blBalOT B IIOCJIEIOBATEIbHOCTH, YyCTaHOBJIEHHOW [IpaBunamu
OKa3aHMsl YCIYT IOYTOBOM CBSA3H:

a) sl FOPUIAYECKOro JIMIAa — IOJHOE WM COKpAalleHHOE HAaMMEHOBaHHE (Npu
HAJIWYUHN), JJI TpaKJaHuHA — PaMuIns, UMsl, OTYECTBO (ITOCIEeIHEE MTPU HATUYHUH );

0) OaHKOBCKME  PEKBU3UTHI (Vi1  TOYTOBBIX  IEPEBOJOB,  HAMPaBISEMBIX
IOPUANYECKOMY JIUIY WM TPUHUMAEMBIX OT IOPUAMYECKOTO JIUIA);

B) Ha3BaHUE YJIUIIbI, HOMEP JI0OMa, HOMEP KBapTUPBHI,

I') Ha3BaHUE HACEJICHHOTO IMyHKTA,

1) Ha3BaHUE pailloHa,

€) Ha3BaHUE PeCIyOJIMKU, Kpasi, 00JacTH, Kpasi, aBTOHOMHOTO OKpyTa (001acTH);

) Ha3BaHHME CTPaHBI (JUIsI MEXTYHAPOJHBIX TOYTOBBIX OTIPABICHHN );

3) OYTOBBIN UHJICKC.

[TouToBBIN afpec HE yKa3bIBAETCS B JOKYMEHTAX, HAIIPABJISIEMBIX B BHICIINE OpPTaHbl
BJIACTH, BBIIIECTOSIINE OPraHU3ALMH, MOJBEIOMCTBEHHbIE OPraHU3alUU U MOCTOSHHBIM
KOPPECHOHJEHTaM (32 HWCKIIIOYEHHEM HallpaBJEHUsl MHCEM YKa3aHHBIM ajpecaraMm B
KOHBEPTAaX C MPO3PaYHbIMUA OKHAMH).

[Tpu oTmpaBke MmucbMa MO AJIEKTPOHHOM MOYTE WM (DaKCUMHIBHON cBsi3u (0e3
JOCBUIKH TI0 MOYTE) MOYTOBBIN aapec He ykaszbiBaeTcs. [Ipu HeoOX0uMOCTH MOXKET OBbITh
yKa3aH 3JeKTPOHHbIN ajpec (Homep Tenedona/dakca), Hampumep:

dBY «HammenoBauue
OpTraHU3AIU)

DIIEKTPOHHBIN aIpec
PexBusur 16 — rpud yrep:KaeHus JOKyMEHTa

['pud yTBEp)IeHHS TOKYMEHTa MPOCTABJISICTCSl HA IOKYMEHTaX B MPABOM BEPXHEM
yIJIy MEPBOro JINCTAa AJOKyMeHTa. CTPOKH PEKBU3UTA BBIPABHUBAIOTCS IO JIEBOMY Kparo
WJIY LEHTPUPYIOTCSI OTHOCUTEIIBHO CAMOW JNIMHHOM CTPOKH.

[Ipu yTBepkIeHUHM JOKYMEHTa COOCTBEHHOPYYHOM MOIMUCKHIO JOIKHOCTHOTO JIUIIA
rpud yrtBepxkaeHusi coctout u3 cioa «YTBEPXIAIO», nHauMmeHoBaHus JOTKHOCTU
JUIA, YTBEPXKIAIONMIETO JOKYMEHT, €ro MOJAMHWCH, WHHUIMAIOB, (GamMuind W JaThl
YTBEPKACHUSI, HAIIPUMED:

YTBEPXJIAIO
Pexrop ®uHAHCOBOIO YHUBEPCUTETA

lloonuco M.A. Dckunnapon
« » 20 T.
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[Ipy  yTBEepXIEHMH JOKYMEHTAa  PACHOPSAUTEIbHBIM  JIOKYMEHTOM  Tpud
yTBepxkaeHust  coctout w3 cioBa  ««YTBEPXJIEH»  («YTBEPXIEHA»,
«YTBEPXIEHbI», «YTBEPXJIEHO»), cormacoBaHHOro ¢ HauMMEHOBAaHMEM BHA
YTBEPKAAEMOTO JOKYMEHTA, Ha3BaHHWS BHUAA PACIOPSAAUTEILHOTO JOKYMEHTa B
TBOPUTEIBHOM NAJEKE, €r0 JaThl, HOMEpA, HAITPUMED:

(ITonoxenue) YTBEPXJIEHO
npuka3zom OuHyHHBEpCUTETA
ot 5 okTs0pst 2019 1. Ne205/0

(ITpaBuiia) YTBEPXJIEHBI
npuka3zom OuHyHHBEpCUTETA
ot 5 okTs0pst 2019 1. Ne 205/0

[Ipu yTBepkIeHMH MOKYMEHTAa KOJUICTHAIBHBIM, COBEIIATCILHBIM WIH HWHBIM
OpraHOM, peIIeHUs KOTOPOro (UKCHPYIOTCS B TIPOTOKOIE, B Tpude yTBEpKIACHUSI
YKa3bIBa€TCsl HAMMEHOBAHUE OPraHa, JlaTa U HOMEp MPOTOKoJIa (B CKOOKAxX), HalpUMep:

(ITepeuenp) YTBEPXJEH
CoBeroMm HayuHOTO (hOHAA
(mpotoko ot 05.10.2019 Ne 12)

[IpuMepHBIi TMepedYeHb TOKYMEHTOB, IOUICKAIINX YTBEPIKIACHUIO (IPUIOKCHUES
Ne 8).

OTBETCTBEHHOCTh 34 KA4eCTBO IMOJATOTOBKH JOKYMEHTOB H  JOCTOBEPHOCTH
COJICPXKAIIMXCS B HUX TAHHBIX BO3JIaracTCsl Ha JIUII, MOrOTOBUBIINX, 3aBU3UPOBABIIUX U
HOAMUCABIIAX JOKYMEHTHI.

PexBu3ur 17 — 3aros10BoK K TeKCTy

3aroyioBOK K TEKCTY — KpaTKO€ COjepKaHue JOKyMeHTa. ECu 3arojoBoK K TEKCTY
OTBEYAET Ha BOIMPOC «O ueM?», OH HauuHaeTcs ¢ npeasiora «O» («O6»). Ecnu 3aroioBok
TEKCTYy OTBEYAeT Ha BOMPOC «UYEro?» OH COCTABISIET OJHO II€JIOE C Ha3BaHUEM BHUJA
JOKYMEHTA, HallpuMep:

npukas (0 4uem?) 0 CO3/IaHUM aTTECTAllMOHHONW KOMUCCUU
nucbMo (0 9yem?) o TIpeocTaBieHnr nHhopMaIuu

aKkT (yero?) npuema-nepenadu aei

npoToko (dero?) 3aceqanus SKCIEPTHON KOMHCCUH

3arooBOK pacrmoyaraeTcsl TOJ PEKBU3WTaMU OJaHKa, TedaTaeTcsl depe3 OAH
WHTEpPBAI U HE JOJKEH 3aHMMaTh 0oJiee MITH CTPOK. 3arojloBoK odopmisiercs 0e3
KaBbIueK. ToUKa B KOHIIE 3ar0JIOBKA HE CTaBHTCS.

3arosoBoOK K JOKYMEHTaM, O(OPMJICHHBIM Ha OJJaHKax C YIJIOBBIM PacIiOiIOKEHHUEM
PEKBU3UTOB, UMEET YIII0BOE PACIOJIOKEHHE. 3arojIOBOK K JOKyMEHTaM, 0(pOpMIICHHBIM Ha
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0JIaHKax C MPOJI0JIbHBIM PACOJI0KEHUEM PEKBU3UTOB, BEIPABHUBAETCSI 110 LICHTPY.
PexBusur 18 — Tekcer J1oKyMeHTa

TekcT TOKyMEHTa COCTaBIISIETCS HAa PYCCKOM S3bIKE — TOCYJApCTBEHHOM SI3bIKE
Poccuiickon ®@enepanum.

TexcT JOKyMeHTa JOHKEH ObITh COCTAaBIEH TPAMOTHO, IOHATHO U MO BO3MOKHOCTH
KpaTko. TeKCT JOKYMEHTa JOJKeH COJAepX aTh JOCTOBEPHYIO M  aKTyalbHYIO
uH(bOpMAIINIO, JOCTATOUYHYIO Ui MPUHATUS PEHICHUM WU UX UCIOJHEHMS, HE JOJKEeH
JIOITYCKATh Pa3JIMYHBIX TOJKOBAHUI.

B Tekcte nokymeHTa, MOATOTOBJICHHOM Ha OCHOBAaHUHU 3aKOHOAATENbHBIX, WHBIX
HOPMATHUBHBIX IPABOBBIX aKTOB, paHee U3JIaHHBIX OUHYHUBEPCUTETOM
pacnopsIMTEIbHBIX JOKYMEHTOB, YKa3bIBAIOTCS UX PEKBU3UTHI:

HAaMMEHOBAaHHE JOKYMEHTAa, HAauMMEHOBAaHUME OpraHa BJACTU (OpraHu3anuu),
M3aBIIEro(-ei) JOKYMEHT, JaTa JOKYMEHTa, PErMCTPAalMOHHBIM HOMEp JIOKYMEHTA,
3aroJIOBOK K TEKCTY;

HAaMMEHOBAaHHUE OPraHM3alMy WU JTOJDKHOCTHOTO JIMIIA, YTBEPAMBILErO JOKYMEHT,
JlaTa YTBEPKIACHUS JOKYMEHTA.

TekcT TOKyMEHTa MOXKET COJEpKaTh pa3/eiibl, NOpa3aeibl, TyHKThI, MOJMTYHKTHI,
HyMepyeMble apaObckumu nudpaMu. Y poBHEN pyOpUKaIlMU TEKCTA HE JOJIKHO OBITh OoJiee
YETBIPEX.

TekcT oOKyMeHTa U31araercs:

B IpUKa3aX, U3aHHBIX E€IUHOJUYHO, — OT MEPBOrO JIMLA E€IUHCTBEHHOIO 4HCia
(«... IpUKa3bIBAIO»);

B [IPUKa3ax, U3JaHHBIX COBMECTHO JIBYMS WJIM O0Jiee OpraHu3alusMu, — OT IEPBOTO
JUI[a MHOKECTBEHHOTO YKCHa («... IPUKA3BIBAEM);

B IMPOTOKOJAaX 3acelaHhii — OT TPEThEro JHIla MHOXXECTBEHHOIO YHCIa
(«CIIYIIAJIA», « BBICTYITNIIN Y, «ITOCTAHOBUWJINY unu «PELLIINY);

B JICJIOBBIX MUCHbMaX, OPOPMJIEHHBIX Ha OJaHKAaX OpraHu3alud, OT MEPBOTO JIUIA
MHO>KECTBEHHOTO YHCJIA (CIPOCUM...», «HANPABISIEM...», «IPEAJIaraeM...») WIH OT
TPETHETO JIMLA €AUHCTBEHHOTO uucia («DUHAHCOBBIA YHMBEPCUTET HE BO3PAXKAET...»,
«DUHAHCOBBI YHUBEPCUTET CUUTAET BOBMOMKHBIM. ..»).

B JIEJIOBBIX MUCHbMax, 0()OPMJIEHHBIX Ha JOHXKHOCTHBIX OJJaHKaX, — OT EPBOTrO JIMIA
€IMHCTBEHHOTO YHCIIa (IIPOIILY. ..», KIIPEJIararo. ..»)

B JOKJIAIHBIX U CIYyKEOHBbIX 3alMCKax, 3asiBICHUSIX — OT TMEpBOro Jula
€IMHCTBEHHOTO YHCIIa («IPOTITY. ..», «CYUTAI0 HEOOXOIUMBIM. ..»);

B JIOKYMEHTaxX, YCTaHaBIMUBAONMX (YHKIMKU (0OS3aHHOCTH), TpaBa W
OTBETCTBEHHOCTb CTPYKTYPHBIX MOApa3/IeiICHH, paOOTHUKOB (TOJI0KEHHE, HHCTPYKIIHS),
a Tak)Ke COJEpXKaIuX OMUCAHWE CUTYyallui, aHanmu3 (aKTOB M BBIBOJBI (KT, CIPaBKa),
UCIIOJIb3yeTCsl (opMa H3JIOKEHUS TEKCTa OT TPEThEero JIMla EIUHCTBEHHOIO WU
MHO>XECTBEHHOTO 4YHCJa («OTAEN OCYIIECTBIAECT (PYHKIHUU...», «KOMHUCCHUA TMpoOBeJa
IIPOBEPKY...»).

[Ipy moAroToBKE TEKCTa JOKYMEHTA CIIeyeT COOJI0JaTh MpaBUjia HAlHUCAHUS
opuIMaTbHBIX HAMMEHOBAHUHN, YUCIUTEIBHBIX U €AMHUL] U3MEPEHUS.

B Tekcrax JOKYMEHTOB yHOTpEONSIOTCA OOLIENpUHAThIE a00peBUATyphl U
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rpaduyeckue COKpamieHus..
[Tpu ykazanuu B TekcTe aMUINU JIUIA MHUIIUABI CTaBITCS 1MOcie (haMUIiu.
B nenoBeix (cimy:ke0HBIX) MUCbMaxX UCIIONb3YIOTCS:
BCTYIIUTEIBHOE 0OpalieHue:

VBaxxaemblii roctionuH [Ipencenarens!
YBaxkaeMblii rocnioiud Munuctp!
VYBakaemblii TocrioinH MBaHOB!
YBakaemas rocrnoxa IlerpoBckasi!
VBaxaewmsbiii Cepreii [TetpoBuu!
VYBaxaemas AnHa HukosaeBHa!
YBaxkaeMmsble rocrnojal

3aKJIIOUUTENbHASA dTUKETHAs (pasa:
«C yBaxeHHEM, ...».

HanMeHOBaHME [OJKHOCTM B OOpAalllEHWH MHUIIETCS € MPONHCHOW OYyKBBI, B
oOpanieHuu 1no (paMUIMy MHULKAJBI TUIA HE YKa3bIBAIOTCS.

Jlns  Tekcta JOKYMEHTOB MCHOJIb3yeTcs TapHUTypa IupudTa, BXoasdmas B
CTaHAAPTHBIA MakeT O(HUCHOrO NOPOrpaMMHOrO  OOecrnedyeHus, HCMOIb3yEMOTO
OunynuBepcuteToM. Pazmep mpudra — Ne 12 — 14,

[Ipu cocraBneHuu TaOIUIl JOMYCKAETCS MCIOJIB30BAHME HIPUPTOB MEHBIINX
pasmepoB — Ne 12, 11.

TekcT nokymeHnTa neuaraercs uepes 1 — 1,5 MeKCTpOUHBIX HHTEpBAIA.

TekcT JOKyMeHTa BBIPABHUBAETCS 110 JIEBOM M MIPABOU I'PaHUIIAM TEKCTOBOIO IOJIS.
[lepBas cTpoka kaxxaoro ab3aia HaYMHAETCS Ha pacCcTOSHUU 1,25 CM OT JIeBOM T'paHUIIbI
TEKCTOBOTO ITOJISI.

WNutepBan Mexay OykBamMu B CJIOBaXx — OOBIUHBIA. MHTEpBan MeXIy CIOBaMH —
OJIH mpooOer.

CrpaHuupl TeKCTa HyMEpYIOTCS apaOCKUMH [UppaMu MMOCEPEIUHE BEPXHETO MOJIs
JYCTa Ha pacCcTOsHUM 10 MM OT BEpXHEro Kpasi JUCTA.

PexBusur 19 - oTMeTKa 0 NPUI0KEHUH

OTMeTKa O TMPUIIOKEHUU COJEPKUT CBEACHUS O JOKYMEHTE (JIOKYMEHTax),
MpUIaraéMoM K COMPOBOAUTEILHOMY MHChMY, WHOMY HWH(DOPMAIMOHHO-CIPABOYHOMY
JOKYMEHTY, WJIH O TOM, YTO JOKYMEHT SIBJIIETCSl MPUIIOKEHUEM K OCHOBHOMY JOKYMEHTY
(HOpMaTUBHOMY, paCHOPSIAUTEIIBHOMY U UHOMY).

B compoBomuTensHBIX MHChMAaxX W JIPYruX  UHGOPMAIIMOHHO-CIIPABOYHBIX
JIOKYMEHTaX OTMETKa O MPWIOKEHUH OGOPMIISETCS TOJA TEKCTOM OT TPAaHUIIbI JIEBOTO
MOJISI CJICAYIOIIMM 00pa3oMm:

€CJIM MPUJIOKEHUE HA3BaHO B TEKCTE:

[Tpunoxenue: Ha 10 1. B 3 7K3.
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CCJIM IIPUJIOKCHNEC HC HA3BaHO B TCKCTEC MUJIN C€CJINU HpI/IJIO}KeHI/Iﬁ HCCKOJIbKO:

[Tpunoxenue: 1. Ilonoxenne o CepTuuKalMOHHOM LEHTpe Ha 4 1. B 1 3K3.
2. IIpaBuiia moArOTOBKU U 0POpPMIICHUS TOKYMEHTOB CepTH(PUKAIIMOHHOTO
neHTpa Ha 3 1. B 1 3K3.

eclii TMPWIOKEHHE (MPHUIIOKEHUs) COPOIIIOPOBAHO(-bI), KOJUYECTBO JIHCTOB HE
YKa3bIBAIOT:

[Ipunoxenue: B 3 k3.
[IpunoxeHue: 0TYET O HAYYHO-HCCIIEIOBATENbCKOM paboTe B 2 IK3.

€CIM  JIOKYMEHT, SIBIAIONIUMNACS  TPUIOKEHUEM, HMEET MNPUIIOKEHUS C
CaMOCTOSITEJIbHOM HyMepalue CTpaHuIlL;:

[Tpunoxenue: AOrOBOp BO3ME3AHOTO oOKazaHus yciayr ot 05.09.2019 Ne 32-17/73
Y IIPUJIOKEHUS K HEMY, BCETO HA 7 J.

CCJIM IIMCbMO HAIIPABJICTCA HCCKOJBKHM aJipecaTtaM, a AOKYMCHT-IIPHUJIOKCHHC
TOJIBKO IICPBOMY aJApccCary:

ITpunoxkenue: Ha 7 1. B 1 9K3. TOJIBKO B MEPBBIN aJipec

CCIIM  TPUIOKCHHEM  SBJISIOTCS  JIOKYMEHTBI, 3alliCaHHble Ha  (U3HYECKU
000COOIEHHBIN TIEKTPOHHBIA HOCUTEIb:

[Tpunoxenue: DVD-R B 1 3k3.

[Ipu »ToM Ha BKIangbIe (KOHBEPTE), B KOTOPBIM IMOMENIACTCS HOCHUTEb,
YKa3bIBAIOTCS HAMMEHOBAaHMs JIOKYMEHTOB, 3alMCaHHBIX HAa HOCUTENb, UMEHa (aiyos,
o0beM B OaiiTax.

B pacnopsauTenbHbIX JOKYMEHTax (MpHUKazax, pacHoOpsLKEHUsX), JI0TOBOpax,
MOJIOKEHUSIX, MPaBUIaX, UHCTPYKUUSIX M APYTUX JOKYMEHTaX OTMETKA O MPHJIOKEHUH
oopMIIsieTCs CIASAYIOIUM 00pa3oM:

B TEKCTE JIOKYMEHTA MMPY MEPBOM YIIOMUHAHUU JOKYMEHTA-TIPUIIOKEHUS B CKOOKaX
yKa3bIBACTCA: .. .(MPHIOKEHHE) HITH .. .(TpuiioxkeHune Ne 1);

Ha MEPBOM JIUCTE JOKYMEHTA-MPUIIOKEHHUS B TPABOM BEPXHEM YIIIy YKa3bIBA€TCS:

[Tpunoxxenue Ne 2
K npukazy OUHYHUBEpPCUTETA
ot 15.08.2019 Ne 112/0

Eciu npuiioxkeHuem K npukasy sBISIETCS JOKAJIbHbIM HOPMATHMBHBIA AKT WX MHOU
NOKYMEHT, YTBEPXKIAEMbIM JAaHHBIM MPUKA30M, Ha TMEPBOM JIMCTE MPUIOKEHUS
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IPOCTABIIAECTCS OTMETKA O MPUIIOKEHHUH (0€3 CChUIKH Ha PACIOPSAIUTENbHBIA TOKYMEHT) U
rpud yTBEpXACHHSA, B KOTOPOM YKAa3bIBAIOTCS JaHHBIE MpPHKa3a, KOTOPHIM YTBEPXKICH
JOKYMEHT-TIPUJIOKEHNE, HAITPUMED:

[Tpunoxxenune Ne 2

YTBEPX/IEHO
npuka3zoMm OUHYHUBEPCUTETA
ot 16.02.2019 Ne 75/0

PexBusur 20 — rpug corjiacoBaHusi I0KyMeHTAa

['pud cormacoBanusi MpOCTaBISETCS Ha JOKYMEHTE B CJIy4dae €ro BHEIIHETO
corjacoBaHusi  (COTJlacOBaHME C OpraHamMH BJACTH, HWHBIMH  OpTaHU3AIMIMH,
JOJKHOCTHBIMU JIUIIAMHU ).

['pud cormacoBaHusi B 3aBUCUMOCTH OT BHUJAa JOKYMEHTa U OCOOEHHOCTEH €ro
0hOpMIICHUSI MOXKET TPOCTABISATHCS:

Ha TIEPBOM JIUCTE JOKYMEHTa (€Clyd JOKYMEHT HMEET THUTYJIbHBIM JIMCT, — Ha
TUTYJILHOM JIUCTE) B JIEBOM BEPXHEM YIUIy Ha ypoBHE Tpuda yTBEpKIACHUS WU TOA
HalMEHOBAHUEM JIOKYMEHTA OJIM)KE K HUYKHEMY TOJII0);

Ha MOCJIETHEM JIUCTE JOKYMEHTA MOJT TEKCTOM;

Ha JIMCTE COTJIACOBAHUS, SBIISIIOLIEMCS] HEOThEMIIEMOM YacThIO TIOKYMEHTA.

I'pud cormacoBanuss cocrout u3 cinoBa «COI'JIACOBAHO», pomxHOCTH Inula, C
KOTOPBIM ~ COIJIACOBaH JOKYMEHT (BKJIIOYash HaUMEHOBAHHE OpraHU3allH), €ro
cOOCTBEHHOPYUYHOU MOJMUCH, MHUIIMATIOB, (JaMUJINH, TaThl COTJIACOBAHUS, HATIPUMED:

COI''TACOBAHO

['eHepasibHBIN AUPEKTOP

ObY «HanmeHOBaHHUE OpraHU3aUN»
Tloonuce N.0. damunus
JlaTa

Ecnu cornmacoBaHue OCyIIECTBIISAETCS KOJUIETHAIBHBIM, COBEIIATEIbHBIM HIIM HHBIM
OpraHoMm, B rpude COIIaCOBaHMS YKA3bIBAIOTCA CBEIECHUS 00 OpraHe, COrjacoBaBIIEM
JOKYMEHT, JaTeé W HOMEpe NpPOTOKOda, B KOTOPOM 3a(UKCHUPOBAHO PEIICHHE O
cornacoBaHuu. Ecnm corimacoBaHue OCYHIECTBISETCS IMHCbMOM, YKa3bIBAIOTCS BUJT
JOKyMEHTa, HAaUMEHOBaHUE OpraHU3AllMM, COIJIACOBABILEW JTOKYMEHT, AaTa U HOMEp
NUCbMa, HaIlpUMeED:

COI'JTACOBAHO

Y4eHBIM COBETOM
DUHAHCOBOIO YHUBEPCUTETA
(IpoToKoJ OT No )
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COI''TACOBAHO

nuceMoM OBY «HanmeHoBaHnue opraHu3anum
oT No

PexBusur 21 — BHU3a

BHyTpeHHee corjacoBaHue JIOoKymMeHTa odopmisieTcs Bu30oM. Buza Bblpaxkaer
COTJIaCHE€ WJIM HECOrJacue JHIA, BU3HMPYIOWIETO MPOEKT IJOKYMEHTAa, W BKIIIOYAET:
JOJDKHOCTh  JIMIIA, BU3UPYIOIIETO JIOKYMEHT, TOJINUCh, PaCHIM(PPOBKY IOIIUCU
(vHUIMANB, (aMUTTUIO) ¥ ATy BUSUPOBAHMSI, HAIIPUMED:

PykoBogutens FOpuanueckoi ciyx0bl
lloonuce B.A. MupomnaukoBa
JlaTa

[Ipu Hanmuuuy 3aMeYaHul K JOKYMEHTY BU3Y O(DOPMIISIIOT CJIEAYIOINM 00pa3oMm:

3amedaHust pusIararoTcs.
PykoBogutens FOpuanueckoii ciy>k0bl
Iloonuce B.A. MupomHukoBa

Jlara

B nokyMeHTax, NOMIMHHUKUA KOTOPBIX XpaHATCA B (DUHAHCOBOM YHUBEPCUTETE,
BU3BI TPOCTABIAIOT HA TOCJIEIHEM JHCTe TOKyMEHTa IOJ] MOJNUChI0, Ha 000poTe
MOCJICTHETO JIMCTAa MOJJIMHHUKA JOKYMEHTa WJIM Ha JINCTE COTJAcOBaHUs (BU3UPOBAHMUS),
IIPUJIaraeMoM K JIOKYMEHTY.

B ucxomsmmx AOKyMEHTax BHU3bl IMPOCTABILIIOTCS HA SK3EMIUISAPAX JOKYMEHTOB,
ITOMEIIAEMBIX B JEJO0.

[Ipyn HEOOXOAMMOCTH MOXET MPUMEHSTHCS MOJIUCTHOE BU3UPOBAHUE JOKYMEHTA U
€ro NPUI0KEHUMN.

PexkBusur 22 — noanuch

Ilognucey BKIOYAET: HaMMEHOBAHHME JIOMDKHOCTH JIMIIQ, ITIOAIIMCBHIBAIOIIEIO
JIOKYMEHT, €r0 COOCTBEHHOPYYHYIO TIOJIMHUCH, MHUITHAJIBI, (PaMIIIHIO, HATTPUMED:

PexTop Iloonuco M.A. Dckunmapon

Ecnu JOKYMCHT OCI)OpMJ'IeH HC Ha 6J'IaHKe, B HAMMCHOBAHUC JOJDKHOCTHU BKIOYACTCA
HAMMCHOBAHUC OpraHU3allvi, HAIIPUMCECP:

PexTop
®UHAHCOBOTO YHHUBEPCUTETA Iloonuce M.A. DckuHnapos
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HpI/I O(I)OpMJIeHI/II/I JOKYMCHTA Ha OnaHKe JOJIZKHOCTHOI'O JIMIAa AOJIZKHOCTB 3TOI'O
JMa B IMOAIIMCHU HEC YKa3bIBACTCA.

Iloonuco M.A. DckunaapoB

[lpy moxamucaHuu  JOKyMEHTa  HECKOJBKUMH  JOJDKHOCTHBIMH  JIMIIAMH,

3aHUMAIOIIUMHU PA3HOE IOJOKEHHE, UX IMOAMNKMCH pacCIoJIararoTcs OAHa IMOJ JAPYyrod B
MOCJIEIOBATEIHLHOCTH, COOTBETCTBYIOIIEH CTATyCy JOJKHOCTH, HAIIPUMED:

Pextop Iloonuco M.A. DckuHAapOB

['maBHbI OyxTanTep Iloonucw JL.b. PazymoBcKkas

[Ipy noamucaHuu MOKYMEHTAa HECKOJBKUMHU JIMIIAMU PABHBIX JOJIKHOCTEH HX
MOJMKCH PacIoIaraloTcsi Ha OJJHOM YPOBHE, HAIPUMED:

[IpopekTop no Hay4HOl paboTe [IpopekTop 1o uudpoBU3aUU
Iloonuce  B.B. MacineHHHKOB Tloonucw A.A. AHOCOB

B AOKYMCHTAx, IIOATrOTOBJICHHBIX KOMHCCI/Ieﬁ, B ITIOAIIMNCH YKA3bIBACTCA CTATYC JIMIA
B COCTAaBC KOMHUCCHH, HAIIPUMC]P:

[Ipencenarens koMUCCUU Iloonucw E.A. Kamenena

YUneHsl KOMUCCUUT Iloonuco K.A. ApramoHnoBa
Iloonuce 3.J1. baGaeBa
lloonuco T.A. ITankpaTtoBa
Iloonucse C.I1. CongaHukoBa

[Ipu moanmucaHuu TOKYMEHTA JIMIIOM, UCTIOJIHSIIOIIUM OOS3aHHOCTH PYKOBOJUTES,
MOANKUCH O(POPMIISIETCS C yKa3aHHEM CTaTryca JOJKHOCTHOTO JIMI@ B COOTBETCTBUHU C
MPUKAa30M, HallpUMeED:

H.o. pexkTopa Iloonucw E.A. Kamenena
WJIH:

Hcnionusronnii 00s13aHHOCTHA
peKTopa Iloonuce E.A. Kamenena

[Ipy noanucaHuM JOKYMEHTA JIMIIOM, HUMEIONIMM IMpPaBO IMOJANMCHA B CIydae
BPEMEHHOTO OTCYTCTBHUSI PYKOBOJMUTENSL, WCIPABICHUS B HAMMEHOBAHUE JOJLKHOCTU H
pacdpoBKy (HaMIIIMM TOJATOTOBJIEHHOTO M COTJIACOBAHHOTO TMPOEKTa JIOKYMEHTa
BHOCSITCSI OT PYKH WJIM C UCTIIOJIb30BAHUEM COOTBETCTBYIOIIMX IITamIoB. He momyckaercs
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CTaBUTb KOCYIO 4YCpPTy, HAAIKCh «3a» IEpEa HAMMCHOBAHUCM JOOJDKHOCTH JIMA B
MMOAINMCH, €CJIIN JOKYMCHT IMOAIMCBIBACT MHOC JOJIZKHOCTHOC JIMIIO.

PexBu3ur 23 — oTMeTKa 00 3JIEKTPOHHOM MOANMUCH

OTmeTka 00 AMEKTPOHHOU MOAMUCH UCTIONIB3YETCS ISl BU3YAIU3alMU SJICKTPOHHOM
HOJANUCH IMOJIydaTeleM JOKyMEHTa Ipu OOMEHEe JJIEKTPOHHBIMU JIOKYMEHTAMH,
MOJMMCAaHHBIMU YCUJICHHOW KBAIM(UIIMPOBAHHOMN 3JIEKTPOHHOM MOAMKCHIO.

B  coorBerctBum ¢  TpeOoBaHusIMH K  OpPraHU3aMOHHO-TEXHUYECKOMY
B3aMMOJICHCTBUIO T'OCYJapCTBEHHBIX OpPraHOB M TOCYJAapCTBEHHBIX OpraHU3alui
MIOCPEJICTBOM OOMEHA JOKYMEHTaMH B 3JIEKTPOHHOM BHJIE, YTBEPKIAEHHBIMH IPHKA30M
MuHHCcTEepcTBAa CBA3M W MACCOBBIX KOMMYHUKauuu Poccuiickoin ®Pepepauuu u
®enepanbHOil ciry:x00i oxpanbl Poccuiickoit ®@enepaunu ot 27.05.2015 Ne 186/258,
OTMETKa 00 3JIEKTPOHHOW MOANUCH (OPMHUPYETCS U BU3YATU3UPYETCS MPOrPaMMHBIMU
cpenctBamu. OTMeETKa 00 AJIEKTPOHHOM MOANUCH BKIOYaeT Pppasy «JoxkymeHT nmoanucan
ANIEKTPOHHOM MOJAINHKCHIO», HOMEP CEPTUPHUKATA KIIF0UA SJIEKTPOHHOU MOANHUCH, (PaMUIIHIO,
UM, OTYECTBO BiaJeiblla cepTu(dUKaTa, CpPOK JEHCTBUS cepTUdUKaTa KIIHO4a
ANEKTPOHHOM moanucu. OTMeTKa 00 3JEKTPOHHOW MOJINKCH MOKET BKIIIOYATH AMOJIEMY
PUHAHCOBOI0 YHUBEPCUTETA, HAIIPUMED:

/aMﬁneMa JOOKYMEHT NOANMMUCAH \
®UHaHCOBOrO 3/IEKTPOHHOM NOAMNUCHIO
JupexTop YHusepcutera N.0. ®amumus
Ceptudukat  1alllaaa000000000011
Bnageneu, damumnna Mma OtyecTso
\ Deiicteutened ¢ 01.12.2020 no 01.12.2025 /

PexkBu3urt 24 — neyarb

[leyatp 3aBepsieT MOMJIMHHOCTh MOAMUCU JOJKHOCTHOTO JIMIIA HAa JOKYMEHTAaXx,
YAOCTOBEPSIONMIMX TMpaBa JHI, (HUKCUPYIOIUX (PaKThl, CBsI3aHHBIE C (UHAHCOBBIMU
CpPEACTBaMHM, a TaK)K€ Ha MHBIX JOKYMEHTax, MpPelyCMaTPUBAIOLINX 3aBEPEHUE MOJINUCH
[I€YaThi0 B COOTBETCTBUU C 3aKOHOAATENBCTBOM Poccuiickor denepannu.

[lewats ¢ wu3oOpakenuem ['ocymapctBenHoro repba Poccuiickoit Denepanmu
CTaBUTCA Ha  JOKyYMEHTaX, TIJI€ BOCIPOM3BEICHHWE OTTHCKAa JTOW  Me4yaTH
CIEUHAIIBHO TIpeAyCMaTpUBaeTCs JEHUCTBYIOIIUM 3aKOHOJATEIIbCTBOM; a TaKXke Ha
MOJAMKUCH PEKTOpa, MPOPEKTOPOB, TJIABHOTO OyXraiaTepa W APYTHX JOKHOCTHBIX JIHII,
KOTOPBIM JIOBEPEHHOCTHIO WIH MPUKa30M peKTopa MPEI0CTABIICHBI
COOTBETCTBYIOIIME  MOJHOMOYMS [leyatb  mpocTaBisieTCs, HE  3axBaTbliBas
COOCTBEHHOPYYHOM TMOAMMCH JIMIA, TMOJIMUCABIIEr0 JOKYMEHT, WM B MECTe,
o6o3naueHHOM «MID» («Mecto meyatm»).



23

PexBu3urt 25 — oTMeTKa 00 HCIIOJTHUTEJIE

OtMmeTka 00 HMCIOJTHUTENE BKIIOYACT (PaMUINIO, UMSI U OTYECTBO (MPU HATHYUHN)
UCIIOJIHUTEIS, HOMEp ero TenedoHa, Hanpumep:

.. Unbun
+7 (495) 924-45-67

OTMmeTka 00 HCHOJIHUTENE MOXKET JONOJHATHCS HAUMEHOBAaHUEM JIOJKHOCTH,
CTPYKTYPHOTO TOJpPA3/ACICHUs] U DJIEKTPOHHBIM ajapecoM HucnonHutens. OTMerka o0
UCTIONTHUTENIE OPOpPMIISIETCST HAa JHUIEBOM CTOPOHE TMOCIEIHEro JHUCTa TOKyMEHTa OT
IPAaHULIBI JIEBOT'O MOJISl WM, IPU OTCYTCTBUH MECTA, — HA OOOPOTHOM CTOPOHE JIMCTA BHU3Y
cJieBa, HapUMep:

Wnbun Unbs Unbny, bubnuoreuno-nHOOpMaIIMOHHBINA KOMITIEKC, TJIABHBIN CIICIIUAIUCT

+7 (495) 924-45-67, llyin@fa.ru

OTtMmeTka 00 HCIIOJHHUTENE MOXKET O(MOPMIATHCA KAK HIKHHM KOJOHTUTYN U
neyaTaThCsl PUPTOM MEHBILIETO pa3Mepa.

PexBu3HUT 26 — 0TMETKA 0 3aBepeHUM KONMU

OTMmeTKa O 3aBepeHUMH KONUHM O(opMmIIseTcs AJi MOATBEPHKIECHUS COOTBETCTBUS
KOIMM JOKyMEHTa (BBIMUCKM W3 JOKYMEHTa) MOJIMHHUKY J0KyMeHTa. OTMmeTKa o
3aBEpEHUHU KOIUU MPOCTaBISIETCS Ha CBOOOJHOM OT TEKCTa MECTE WM, NMPU OTCYTCTBHUU
CBOOOJHOTO MECTa Ha JIULIEBOW CTOPOHE IOKYMEHTAa, Ha 000pOTE JOKYMEHTA U BKJIIOYAET:
cnoBo «BepHO», HauMMEHOBaHME JOHKHOCTH JIMIA, 3aBEPUBILETO KOIHIO; €ro
COOCTBEHHOPYUYHYIO MOANKUCH; PacIIMPPOBKY MOANUCH (MHUIMANBI, (HaMHUINIO); JaTy
3aBEpEHUs KOMUU (BBITIUCKU U3 IOKYMEHTA).

Ecnu xomus BblgaeTcst JUisl MPEACTABICHUS] B APYTYIO OpraHu3alvio, OTMETKa O
3aBEPEHUM KOMUU JOIOIHIETCS 3aHUChI0 O MECTE XPAHEHUS JOKYMEHTA, C KOTOPOTo ObLia
M3TrOTOBJICHA KOIIHSI, U 3aBEPSIETCS MEYaThi0 OpraHu3aliy, HalpuMep:

[TognmuuauK nOoKymMeHTa HaxoauTcs B PunaHcoBoMm yHHBepcuTeTe B nene Ne 08-05 3a
2015 r.
Bepno

JIEJI0TPOU3BO, Iloonucw T.b. CabypoBa

JlaTta IHeuamo
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Ha komusix MHOTOCTpaHMYHBIX JOKYMEHTOB OTMETKa O 3aBEPEHUU KOIUU
MPOCTABIIACTCS HA KaXKJOM JINCTE JOKYMEHTA WJIM Ha MOCJIEIHEM JIMCTE MPOUIUTOTO WIIU
CKpEIUJICHHOTO WHBIM 00pa3oM MOKyMEHTa. 3amuch O MECTE HAXOXKICHUS IOJIMHHUKA
MIPOCTABJISIETCS TOJIBKO HA MOCIEIHEM JIUCTE JOKYMEHTA.

Jlnst 3aBepeHust KOMUU TOKYMEHTA, U3TOTOBJIECHHON Ha OYMa)KHOM HOCHUTENE, MOXKET
HCIIOJB30BaThCA IITAMII.

PexBu3uT 27 — oTMeETKA 0 MNOCTYIVICHUU TOKYMEHTA

OTmeTka O TIOCTYIUICHWW JOKyMEHTa CIY)KUT IS TOATBEPXKIeHUS (akTa
MOCTYIUICHUSI JOKYMEHTa B OPTaHU3AIMIO W BKIIOYACT ATy MOCTYIUICHUS W BXOJSIITUN
PETHCTPAllMOHHBI HOMEp MOoKyMmMeHTa. I[Ipum HeoOXOoIMMOCTH OTMETKAa O MOCTYIUICHUU
MOKET JOTOJTHATHCSA YKa3aHUEM BPEMEHHU TMOCTYIUICHHS JTOKYMEHTA B YacaX U MHUHYTax U
croco0a JI0CTaBKU JIOKYMEHTA.

OTMeTKa 0 IOCTYIJICHUH JTOKYMEHTA MOYKET IMPOCTABJIATHCS C TIOMOIIBIO IITaMIIA.

PexBu3uT 28 — pe3oJonusn

Pe3omronusa noipkHaA CoepKaTh YKa3aHUE 110 UCIIOJHEHUIO JOKYMEHTa. Pesonronus
oopMmIisieTcss Ha CBOOOJHOM MecTe paboyero moJisi JOKyMEHTa, Ha OJaHKe Pe30JIIOIUU
WJIM BHOCHUTCSI HETIOCPEACTBEHHO B CUCTEMY AJIEKTPOHHOTO JOKYMEHTOOOOpOTA.

Pesomronst  gopkHA — BKIIIOYATh:  (GAMUIIMIO,  MHUIMAIBI  MCTIOJHUTEIS
(ucnosmHUTENEH), TOPYYEHHE MO JOKYMEHTY (KOHKPETHOE 3a/laHh€ M0 HCIIOJHEHHIO
JIOKyMEHTa Ui (POPMYJIMPOBKA 11€JTM PACCMOTPEHUS TIOKYMEHTA), MPU HEOOXOJIUMOCTH —
CPOK MCIIOJIHEHHSI, TOAUCH JIMI[A, BBIHECIIETO PE3OIIOLUI0, 1ATy PE30IIOLUU:

®amvunus N.0., damummsa 1.0.
[Tporry MoArOTOBUTH MPEIIOKEHUS
k 10.11.2019 [loonucwe

Jlata

CpoK HCTIOJTHEHUS TOPYYCHHSI HE TOJDKEH YKa3bIBaThCs, €CITM OH Ha3BaH B TEKCTE
MOCTYIUBIIETO JOKYMEHTa U PYKOBOJUTENh HE CUUTAET HEOOXOIUMBIM H3MEHUTH €0 B
CTOPOHY COKPAIICHUS WJIH SIBJISETCS TUTIOBBIM JJIsl JAHHOTO BUIA JOKYMEHTA.

[Tpu yka3aHNM HECKOIBKUX UCIIOTHUTENEH (haMuIIns OTBETCTBEHHOTO UCIIOJHUTEIS
yKa3bpIBae€TCs  MEpBOM, TMOJYEpPKUBAeTcs MIM  00O3HAYaeTcs  CIOBOM  «OTB.»
(«OTBETCTBEHHBIN» ).

PexBu3uT 29 — 0TMETKA 0 KOHTPOJIE
OTMeTKa O KOHTpOJIE CBUJICTEJIBCTBYET O IMOCTAHOBKE JOKYMEHTa Ha KOHTPOJIb,

npocraBisgercs ImramnoM «KoHTposb» Ha BepxHeM moje JokymeHTa. KoHTposro
NOJJIekKAT BCE IOKYMEHTHI, TPEOYIOIINE UCTIOTHEHUS.
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PexBu3ut 30 - 0TMeTKA 0 HAIPABJIEHNHU JOKYMEHTA B /1€J10

OTMeTKka O HampaBlICHUM JIOKYMEHTa B JI€JI0 OIpEeaesieT MECTO XpaHEHUs
JOKYMEHTa TI0CJIe 3aBEPIICHHS paboThl C HUM M BKIIIOUACT: cJIoBa «B nemo», mamekc aema
10 HOMEHKJIAType Jejd, B KOTOpPO€ MOMEIIAeTCs JOKYMEHT Ha XpaHEHHUe, C yKa3aHUEeM
rojia, TOJLKHOCTH JIMIa, 0(DOPMUBIIIETO OTMETKY, MTOANUCH, JaThl, HATPUMED:

B nemo Ne 38-14 3a 2019 r.
[ maBHBIN crienUaInuCT
Otnena nonurpadun
Iloonucs Jlata

OtrMmeTKa o HaIIpaBJICHUU HOOKYMCHTA B JACJIIO0O MOXKCT HOOIIOJHATHCA KPATKHUMHU
CBCACHUAMM O XapPAKTCPC UCIIOJITHCHHA JOKYMCHTA.

3.4. [IpaBuia pacnoioXeHUs] pEeKBU3UTOB Ha JJOKYMEHTE

3.4.1.Tlpn pacmoio)KEHUH PEKBU3UTOB HAa JOKYMEHTE WCIOJIB3YIOT BOCEMb
nosioxeHui Tadbynstopa. IIpu 3ToM cueT BeeTcsl OT IpaHULIbI JIEBOTO MOJIS.
PekBU3UTHI HA JOKYMEHTE pacloJlaratoTcsl CISAYIOUIMM 00pa3oM:

HyJeBoe nosioxkenue tadyasropa:

a) HAMMEHOBAaHUE OPTaHU3alMU — ABTOPA JOKYMEHTA;

0) crpaBoYHbIC JaHHBIE 00 OpraHU3AINY;

B) HAUMEHOBAHWE BHJIa JOKYMCHTA,

') MECTO COCTaBlicHUs (M31aHUs) TOKYMCHTA,

(pu yTTIOBOM PACIIOJIOKEHUH BBIIICTIEPEUNCICHHBIX PEKBU3UTOB);

1) JaTa JOKyMEHTa, JlaTa 3aBepeHHs JOKYMEHTA,;

€) CChUIKA HA PETUCTPAIIMOHHBIA HOMED U JIATy MOCTYMHUBIIETO JOKYMEHTA;
) 3aroJI0BOK K TEKCTY;

3) TeKCT (Kpome Hadasa ab3areB);

1) OTMETKA O MPUJIOKEHUH;

K) JOJKHOCTb JIMLA, TOAMKUCABIIETO TOKYMEHT WM 3aBEPSIOIIETO TOKYMEHT;
) rpud coraacoBaHUsl JOKYMEHTA;

M) Bu3a (KpoMme paciii(poBKHU MOIIUCH);

H) OTMETKA 00 UCIIOITHUTEE;

0) 3aBepUTeIIbHAs HAAMUCh «BepHoy;

1) OTMETKa 00 UCIIOJTHEHNUH TIOKYMEHTA;

p) BTOpO# Tpud yTBEPKICHUS TOKYMEHTA.

IlepBoe mosoxkenue tadyasropa 1,25 cm:
a) Hayaso ab3aleB B TEKCTE (B TOM YKCIIE U HYMEPOBAHHBIX).

Bropoe nmoso:xenue tadyaaropa 4 cM:
a) perucTpallMOHHbIA HOMEP JOKYMEHTA;
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0) pacmudpoBka pamuauu B nepBomM rpude coriacoBaHus U BU3E JOKYMEHTA.

Tperbe nosio:kenune Tadyasiropa 6 cm:
UCIIOJIb3YIOT JJIsi COCTaBJICHUS TaOJIHII.

YeTBepToe nmoJio:keHne Tadyasitopa 8 cm:
a) aapecat (Kaxablii SJIEMEHT PEKBU3UTA M€YaTAOT HA OT/ACIBHON CTPOKE).

IIsToe mosioxkenue Tadyasropa 10 cm:

a) rpud yTBep>KIACHUS TOKyMEHTa (KpoMe paciiu(pPOBKHU MOIIMHICH);
0) BTOpOIi rpu COTITacOBaHMUS;

B) Hajnuch «IIpunoxenuer.

IlecToe noJsioxenue Tadyasaropa 12 cm:
a) pacumppoBKa MOAMKUCH BO BTOPOM rpude COrIacoBaHUS;

Ceabmoe nmoJio:kenue Tadyasitopa 14 cm:
a) HyMepaIlMOHHbBIN 3aroJIOBOK B TaOJHIIE.

3.4.2. Vicnonp3oBaHue MPOOETIOB:

[TpoGensl ynoTpeOsiroTes:

nocJye 3Haka Homep «Noy, Harpumep: Ne 432;

MOCJIE YUCIHUTENbHBIX, HarpuMep: 15 mapta 2010 1., 5 TIC. pyOIIei;

MeXAy MHULIKanaMu u ¢pamunuei, Hanpumep: O.U. BaHOB.

[Ipobenbl OTCYTCTBYIOT:

nepe] Ha3BaHMSIMHU HACEJIEHHBIX ITYHKTOB IIOCJIE€ COKPAIEHHOIO O0O3HA4YeHMs,
Hanpumep: r.MocCKBa;

MEXIy HOMEPOM TJOKyMEHTA U €ro uHAEeKCcoM, Hanpumep: 127/o;

nepel YUCIUTENbHBIMY, Harpumep: 1.1, 1.17.

3.4.3. MakcumainbHas JUIMHA CTPOKH MHOTOCTPOYHBIX PEKBU3UTOB — 28 MEYaTHBIX
3HAKOB.

3.4.4. Ecnu 3aroioBOK K TEKCTy mpeBbimaer 150 3HAKOB, TO €ro CTPOKY
JOIyCKAeTCsl MPOAJIEBaTh 10 TPAHUIIBI MPAaBOro MOJS WIM NEPEHOCUTh Ha CIEAYIOIIYIO
CTPOKY.

3arosioBOK K JOKyMeHTaMm, O(opMiIeHHbIM Ha OJaHKax C MPOJIOJIbHBIM
pPacnoJIoKEHUEM PEKBU3UTOB, BBIPABHUBAETCS 110 LIEHTPY.

3.4.5. PekBU3UTHI TOKYMEHTOB, COCTOSIIIME M3 HECKOIBKUX CTPOK (KpOME TEKCTa),
MeYaTaloTCs 4Yepe3 OAMH MEXKCTPOUHBIM HMHTEpBajl CTPOYHBIMH OyKBaMH, HaIlpuUMep
pekBU3UT 17 «3arosoBOK K TEKCTY», €CJIM OH COCTOUT U3 HECKOJIBKUX CTPOK.

3.4.6. CocraBHbIEC YacTH OAHOTO PEKBU3UTA MeYaTaroT yepe3 1,5 —2 MeXKCTPOUHbIX
MHTEpBaja, Hal[pUMEpP COCTABHbIEC YaCTH peKBU3HTA 15 «Anpecary.

3.4.7. PEeKBU3UT OT PEKBHU3UTA MEYATAIOT uyepe3 2 —4 MEeXKCTPOUHBIX HHTEpBaja,
Harpumep pekBu3nT 18 «Tekct mokymeHTay ot pekBuzuta 22 «Iloanucey.

3.4.8. TexcT TOKYMEHTOB PEKOMEH/IyeTCs medararh Ha OnaHkax gopmara A4 depes
1-1,5 MeXCTpouHBIX HHTEpBajia, Ha OnaHkax (opmata A5 u meHee — uepe3 |
MEKCTPOUHBIN UHTEPBAJ.

3.49. Ecnu B TeKCTe JOKYMEHTa HMEIOTCS TMPUMEUaHUs WM BbBIJCICHHAS B
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CaMOCTOSATENIbHBIA a03all CCchUIKa Ha JOKYMEHT, IOCIYKMBIIMH OCHOBaHHEM K €ro
u3nanuio, To cioBa «llpumeuanue» m «OcHOBaHWE» IMEUATAIOTCS OT JICBOM T'PAHUILIBI
TEKCTOBOT'O IOJIS.

3.4.10. [Ipn u3roToBIIeHWH JOKYMEHTOB Ha JABYX M 0Oojee cTpaHHIaX, BTOPYIO U
nocjenylrolue CTpaHulbl HyMmepyroT. Homepa cTpaHHMIl HpOCTaBIISIOT IOCEPEIUHE
BEPXHETO MOJIA JUCTa apadCKUMH Hudpamu.

3.4.11. [lommyckaeTcsi me4yaTaHWE JOKYMEHTOB C HCIIOJNb30BaHHEM O0OpOTHOM
CTOPOHBI.

4. IOAI'OTOBKA 11 O®OPMJIEHUME OTAEJIBHBIX BU/10B TOKYMEHTOB

4.1. Tlpukas (pacniopsbkeHUe)

4.1.1. [Ipuka3 — nOKanbHBIi HOPMATHUBHBIA AaKT, W3AABAEMbIIl PEKTOPOM WIH
NOJDKHOCTHBIMHM ~ JIMIIAMU M3 cocTaBa Pexropata [l pelIeHHsT OCHOBHBIX U
OpPraHMU3alMOHHBIX 33]a4, CTOSAIMX nepes OUHYHUBEPCUTETOM.

PacnopskeHune — JIOKJIbHBIM  HOPMATHBHBIM  AKT, H3JABAEMBIM II0 BOMNPOCAM
MH(})OPMATMOHHO-METOANYECKOT0 XapaKTepa, ONePaTUBHOTO YIPABICHUS AEATEIbHOCTHIO
@unyHuBepcuTeTa (IIPOBEJCHUE COBEIIAHUM, KOHQEpeHUUH H T.I.), a TaKxke s
OpraHU3alMH UCIIOJHEHUS IPUKA30B, MHCTPYKUMI U IPYTUX HOPMATHBHBIX aKTOB.

PacniopsokeHue He NOJDKHO COAEpPKAaTh IPEANUCAHHUNM, HOCAIIUX HOPMAaTUBHBIN
Xapaxkrep.

PacnopsbkeHueM Henb3s yTBEpKIaTb M BBOAUTH B JIEHCTBUE Kakue-IMOO
JOKYMEHTBI, JONOJHATh, OTMEHSTb, W3MEHATh Kakue-TMOO IyHKThl MPUKA30B WIH
IIPUKAa3bl B LIEJIOM.

PacnopskeHne mMeeTr orpaHU4YEHHbIN CPOK JAEHUCTBHS M, KaK IIPABUIIO, Y3KHU KPYyT
aZpecaToB.

[Mpukassl (pacmopsHKEHSI) U3AI0TCS:

PEKTOPOM;

JUIOM, HCIOJHSIONIMM OO0S3aHHOCTH pPEKTOpa B Cllydae €ro OTCYTCTBHS,
Ha3HAYEHHBIM [IPUKA30M PEKTOPA;

JNOJDKHOCTHBIMM JIMIIAMM M3 cocTaBa Pexkropata B COOTBETCTBHM C IIPUKA30M
@unynusepcutera «O AeIernpoBaHuU OPraHU3alMOHHBIX TOJIHOMOYHID.

4.1.2. Ilpukassl 1o coepkaHuio U criocodam opopMIieHUsT OBIBAIOT TPEX BUJIOB:

a) IO OCHOBHOM JI€SITEJILHOCTH;

B mpukazax mo OCHOBHOMW AESTEIBHOCTU PEIIAIOTCS BOIMPOCH YUCOHOW, HAYYHOM,
(¢buHAHCOBOM, OpraHU3aMOHHOMN, WH(HOPMAITMOHHON, TOKYMEHTAIIMOHHOMN JESTEIHHOCTH,
IJIAHUPOBAHHUSL, OTYETHOCTHU, PA3BUTHUSA U T.II.

0) 1O TUYHOMY COCTaBY;

[Ipuka3pl O JTUYHOMY COCTaBY PETYJIUPYIOT IMPHUEM (3aUMCIEHUE), epeMeEIICHHE,
yYBOJIbHEHHE (OTUUCIIEHHME), TMPEJOCTABICHHE BCEX BUJOB OTIYCKOB, BBIHECEHUE
JOUCLUIUIMHAPHBIX B3BICKAHWUM, MOOLIPEHNUM, HATPAXKACHUN U T.1. IIpukasel 1o auyHomy
COCTaBy NOAPA3AEIAIOTCS HA TPU TPYNIbI, KOTOPbIE H3NAIOTCS W PETUCTPUPYIOTCS
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OTJEJIBHO:

[0 JIMYHOMY COCTaBy paOOTHUKOB (IpUEM, MEPEMEILIEHNE, COBMEIIEHUE, TEPEBO,
YBOJIbHEHHUE, aTTECTallMs, TOBBIIICHUE KBaTU(UKALUY, TPUCBOCHUE 3BAHUN, U3MEHEHHE
damunuy, TOOIIPEHHs, HArpaXACHUs, OIJlaTa Tpyda, NPEeMHPOBAHUE, pa3IUYHbIC
BBIILIATHI, BCE BUJIBI OTITYCKOB);

0 KPaTKOCPOYHBIM BHYTPUPOCCHHUCKUM U 3apyOeXHBIM KOMaHIHUPOBKAM,
JUCUUIUIMHAPHBIM B3bICKAHUSAM, €KETOJHBIM OIUIAYMBAEMBIM OTIIyCKAaM, OTIIyCKaMm B
CBSI3U C O0OyUYEHHEM, JIEKYpPCTBAM;

M0 JIMYHOMY COCTaBy OOYyYalolUXC — CTYJIEHTOB, AacCHHpPAHTOB, Yy4alluXcs,
ciymaTesen u ap. (3a4ucieHue, nepeBoi, OTYUCICHNE, Ha3HAYCHUE CTUTICHIUN U IPYTUX
BBIILJIAT, JTUCLUIUIMHAPHBIE B3BICKAHMS, MOOUIPEHUS, HATPAKICHUSA, BCE BUJIBI OTITYCKOB,
nepeMeHa UMEHH, HalpaBJieHHE Ha CTaXUPOBKY, OOyueHUE, ydacThE B MEPOIPHUSTHUSAX,
BbIJaua JyOJUKATOB JOKYMEHTOB U JIp.).

B) 110 aIMUHUCTPATUBHO-XO3SIIICTBEHHOM J1€SITEIbHOCTH.

B nmnpukazax nmo agMHUHHCTPATUBHO-XO3SWCTBEHHOW JEATEIBHOCTH PELIAIOTCS
BONPOCHl AAMUHUCTPATUBHOW M XO3SMCTBEHHOW JEATEIBLHOCTH, HalpUMEP: O MEPEHOCE
pabouero naHs, O paboTe B TMpa3JHUYHBIE W BBIXOJAHBIE JHHU, O TIPOBEJIECHUU
WHBEHTAPU3ALMH U JIp.

4.1.3. lpuka3el (pacnopspKeHUs), HYXKIAIONIMECS B HM3MCHCHUW, OTMEHE WJIH
MPU3HAHUM YTPATUBIIMMH CUJTy, TOJJIEKAT H3MEHEHHUIO, OTMEHE WIH MPU3HAHHIO
yTpaTUBIIMMH CHJIy IyT€M HW3JaHUs NpuKkaza (pacropsbkeHus). M3MeHeHust BHoOcCATCS
TOJIbKO B NEPBOHAYAIIbHO M3JaHHBIA NpHKa3 (pacrnopspkeHue). BHeceHne u3MeHeHH B
npuka3 (pacnopsbKeHHE) O BHECEHUM M3MEHEHHM He J0MycKaeTcs. YTpaTUBLIMMH CUITY
pU3HAIOTCS NpUKa3bl (pacnopsikeHus) PUHYHUBEPCUTETA:

a) (paKTUYECKH yTPATUBIIKE CUITY;

0) B CBS3M C U3MEHCHHEM 3aKOHO/IaTEIIHCTRA.

4.1.4. Ilpukassl (pacnopsKEeHHUs) MeYaTaloTCAd Ha YTBEPXKICHHBIX OJJaHKaX MpHUKa3a
(pactiopsokerns) @unyHuepcutera (mpmnoxkenue Ne 9, 10). Ymorpebnenue OmaHKOB
MIPOU3BOJILHON (DOPMBI 3aIpeIaeTCs.

[Ipyka3pl 1O JMYHOMY COCTaBy paOOTHHUKOB MOTYT OQOPMIISATBCS  Kak
TPaJAMLIMOHHBIM CHOCOOOM, Tak W C HCIOJb30BaHUEM YHU(PUUIHUPOBAHHBIX (HOpPM,
BBEJCHHBIX B gaenictBue ¢ 05 ampens 2004 r. mocraHoBieHueM ['0oCyaapCTBEHHOIO
komutetra Poccuiickont denepaunn no cratuctuke ot 05.01.2004 Ne 1 «O nmepBUYHBIX
YUYETHBIX JTOKYMEHTaX».

4.1.5. [Ipuka3sl (pacmopspKeHHs) JIOJDKHBI UMETh  YCTAaHOBJICHHBIM  KOMILIEKC
00s13aTeIbHBIX PEKBU3UTOB M CTAOMIIbHBIN MOPSAIOK UX PACTIONOKEHHUS:

a) 1ata JTOKyMEHTa;

Hatoii mnpukaza (pacnopspkeHusi) sBIsieTcss jgata ero noxnucanus. IIpukas
(pacmiopskeHHE) BCTYNAeT B CHJIy C MOMEHTa €ro MOJNUCAHUS W PETUCTpaliH, €CIu B
TEKCTE HE OTOBOPEHBI IPYTUE CPOKH.

Jaty mnpukaza (pacrnopspkeHusi)) MOXHO oO(OopMIIsITH Kak LHUQPPOBBIM, TaKk U
CJIOBECHO-ITU(POBBIM CITOCOOOM.

Haty mnpukaza (pacnopspkeHusi) HeoO0XoauMo o¢GOopMIISITh B COOTBETCTBUU C
npaBuiamMu opopmieHus pexksusuta 10.

0) perucTpalMOHHbIM HOMEP T0KYMEHTA;
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PeructpalluOHHBIM  HOMEPOM  TIpUKa3a  ABJSETCS  TMOPSAKOBBIM  HOMEDP,
MIPUCBaNBAEMbIA U3 PETUCTPALIMOHHOTO MACCUBA MO KaXKJIOMY BUAY MPHUKA30B OTAEIBHO B
npeaenax KaJeHJIapHOro roja W JIOMOJHEHHBIH OYKBEHHBIM HHJICKCOM, 0003HAYarOIIUM
MIPUHAJITICAKHOCTD K ONPEICICHHOMY BUly IPUKa3a U MECTY PETUCTPALIUH.

PeructpalluOHHBIM HOMEPOM PACHOPSDKCHUS  SIBJISIETCS  TOPSKOBBIA  HOMED,
MIPUCBaBAEMbIN U3 PETUCTPALIMOHHOTO MAacCHUBA B Mpejeax KajleHJapHoro roja.

PerucrpanronHplii HOMEp TpuKa3a (pacmopspkeHHs) HeoO0xoaumo odopMIIITh B
COOTBETCTBUH C MpaBuiIaMu opopmieHus pekpuzuta 11.

B) 3ar0JIOBOK K TEKCTY;

3arojoBOK K TEKCTy TMpuKaza (pacmopspDKEHHUs)  COCTaBIISICTCS — JIMIIOM,
MOATOTOBUBIIUM MPOEKT MpHUKa3a (pacnopsKeHust), U TOKEH KPATKO U TOYHO OTPaKaTh
CoAEpKaHUE TEKCTA.

[Tpukasbl (pacmopsbKEeHUs) JOJDKHBI MMETh 3arojoBOK, KOTOPBIM HAYMHACTCS C
npeaiora «o (00)», Hanmpumep: O0 yTBep:KIAeHHH ..., O0 opranu3amum ..., O coznannu
.o, O0 oTuHCIIEHNH, O 3aKpeIVIeHUH ..., O 3a4uciieHuu ..., O HanpaBJieHUH B ..., O
nepesoae Ha ..., O0 yuyacruu... . KpoMe TOro, B mpukasax, KacarOIIUXCS JTHUYHOTO
CcOoCTaBa OOYYarOIIUXCs, YKa3bIBAa€TCA MPUHAMICKHOCTh K (haKkyabTeTy (JenmapTaMeHTy,
kadeape, HHCTUTYTY, LIKOJIE, LIEHTPY), T.€. €r0 Ha3BaHHUE, KOTOPOE MUILIETCS HA CTPOUKY
HIDKE 4Yepe3 OJWH MEXKCTPOUYHBIH MHTEpBal, B CKOOKaX, B MMEHUTEIBHOM NaacKe C
MIPOMUCHOM OYKBBI, HAIIPUMED:

O Ha3HAYeHMH CTYJAEeHTaM
rOCyIapCTBEHHOM aKaJeMHUYeCKOM CTUIICH UM
(PakyabTeT MEKIYHAPOIHBIX IKOHOMHYECKHX OTHOIIECHMIA)
IR0’

O 3akpenieHuM 3a CTyAeHTAMH
TeM KypPCOBbIX pa00T U Ha3HAYECHUM PYKOBOAUTEIEH
(PakyJabTeT JKOHOMUKH 1 OU3Heca)

B 3arosioBke mnpukaza (pacnopspKeHUsi), KOTOPbIA H3MEHSET paHee W3JAaHHBIN
npuKa3s (pacrnopsiKeHUe), yKa3bIBa€TCsl KOHKPETHBINA BOMPOC O COJICPIKAHUIO TTPUKa3a WU
pacropsiKEHUsl, MOJIEKANIET0 U3MEHEHUIO, HAIPUMED:

00 U3MEHEHUH TEM
BBINYCKHBIX KBAJTU(UKAIMOHHBIX PA0OT CTYI€HTOB

( )

(HauMeHOBaHMe JieTiapTaMeHTa/Kadepbl)

501041

O 3aMeHe pyKOBOJUTEJISAA KYPCOBOM PadOTHI CTy/IeHTA

( )

(HauMeHOBaHMe JieTiapTaMeHTa/Kadepbl)
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[Ipy HEBO3MOXKHOCTH C(OPMYIHUPOBATH 3aroJIOBOK IO KOHKPETHOMY BOMPOCY
COJIepKaHMsl TpuKaza (pacnopspKeHUs) B HAMMEHOBAHMM IpUKa3za (pacnopspKeHus),
KOTOpPBI M3MEHSIET paHee W3JIaHHBI TMpuKa3 (pacrnopsbKeHHe) Npu HEeoOXOAMMOCTHU
BHECEHMsS] W3MEHEHW B TMpuUKa3 (pacnopsyKEeHWE) H3-3a JOMYUIEHHOM TEXHHYECKOU
OIMUOKK YKa3bIBA€TCA TOJBKO JaTa M HOMEp IMpuKaza (pachopsikeHus), B KOTOPBIU
BHOCUTCA MW3MEHEHHE, IIpU OSTOM HAMMEHOBAaHWE IpUKa3a (paclopsDKeHHs) He
YKa3bIBa€TCsl, HAIPUMED:

O BHeceHMHU M3MEHEHUI
B nnpuka3 @UHyHMBEpPCUTETA OT No

3aroloBOK TMpHKa3a (pacnopspDKEHHs) IeyaTaeTcss 4Yepe3 JiBa MEKCTPOYHBIX
MHTEpBaja OT pekBu3HTa «MecTo cocTaBieHHsl (M31aHUA) JOKYMEHTa» CTPOYHBIMU
OykBamMM, HayMHas C MPOINUCHOM, 0€3 KaBblYeK, NOIYXUPHbIM IIpupTtom Ne 14 wu
BBIPAaBHUBAETCS MO LEHTPY TEKCTOBOIO MOJIA. 3arojloBOK MpHKa3za (pacrnopsiKeHus),
COCTOSAILMI U3 HECKOJIBKUX CTPOK, MI€YaTACTC YePe3 OJUH MEKCTPOUHBII HHTEPBAJL.

3aroyioBOK mIpuKaza (pacrnopsukeHus) HE0OXOAMMO O(QOPMIISITH B COOTBETCTBHH C
npaBuiaamMu opopMieHust peksusuta 17.

I') TEKCT JOKYMEHTAa;

B Tekcte npukazoB (pacHoOpsKEHUN)  JOJDKHBI  YHOTPEOJSATHCA — TOJIBKO
OOLIETIPUHATBIE B PYCCKOM S3bIKE OOO3HAu€HUs, TEPMHUHbI U cokpauleHus. llpu
HEOOXOJAMMOCTH YNOTPEOJEHUsI COKpPALIEHUs (COKPAIEHHOTO HAaUMEHOBAHMS) B TEKCTE
CHayaja IUIIETCS MOJHOE HauMEHOBAaHME, a 3aTEM, B CKOOKax, JAaeTcs €ro COKpAaIEHHUE
(cokpalieHHOE HaMMEHOBaHHWE), 3a MCKIIOUYEHHEM OOILIEHPUHATHIX COKpPAILLEHUH,
HaIpumep:

00 yTBep:KIeHHH COCTABOB IKCIEPTHHIX KOMHCCHH 110 Y4eTy
MHIAMBUAYAJTbHBIX J0CTHKEHUH (MOPTGOIHO0), MEKIYHAPOAHBIX CEPTU(PHUKATOB U
cepruduxkaroB PegepajbHOr0 HHTEPHET-IK3aMeHa /sl 0aKaJIaBpPoB, MOCTYNAKIIUX
Ha 00y4eHHe 1Mo 00pa30BaTeJIbHBIM IPOrPAMMAM BbICIIEr0 00pPa30BaHUA —
NMPOrpaMM MarucTparypsl B puimnanax @uHyHUBepCcUTETA

B cootBerctBun ¢ IlpaBunamu mnpuema B ¢eaepanibHOE TOCYJapCTBEHHOE
oOpazoBarenpbHOE OIOKETHOE YyUpexJeHUe BbIcHiero oOpa3oBaHus «DPUHAHCOBBIN
yauBepcuteT mpu IIpaBurensctBe Poccuiickoii @enepanun» Ha 0o0ydeHHE TIO
o0Opa3oBaTeNnbHbIM MpPOrpaMMaM BBICIIET0 00pa3oBaHUs — MporpaMmam OakanaBpHara,
nporpammaM Maructparypsl Ha 2018/2019 y4eOHbBIN TOM, YTBEP)KICHHBIMH MPUKA30M
Ounynuepcurera ot 28.09.2017 Ne 1663/0,mip U K a3 bI B a 10:

YTBEPAUTh COCTaBbl JKCIEPTHBIX KOMHUCCHMH 1O YYEeTy MHAUBUAYaIbHBIX
IoCTIKeHU  (MOpThONHMO), MEKIYHAPOAHBIX  CEPpTU(HUKATOB U  CepTU(]PHUKATOB
®denepanbHOr0 MHTEPHET-3K3aMeHa il OakanaBpoB (ganee — ®MOB), nocTynarommx Ha
oOydyeHre 1O oOpa30oBaTEIbHBIM MPOrpPaMMaM BBICHIETO O00pa30BaHUS — MPOTPaMM
MarucTparypsl B punuanax @unynusepcutera B 2018 rony (mpusoxxeHue).
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B tekcre npukas3oB (pacnopsiKeHUi) HAMMEHOBAHUS CTPYKTYPHBIX TOJIpa3IeIeHU,
KOJUIETHAIbHBIX OpraHoB (PHHYHUBEPCUTETA U JOJDKHOCTEM MX PYKOBOAUTENIECH JTOJKHBI
[I€YaTaTbCsi B COOTBETCTBUM C IIPAaBWJIAMM HAIIMCAHMS 4acTEH M OTAEIIOB OpPraHU3alluH,
JOJDKHOCTEH, yKa3aHHBIMU B IpaBuiiax opopmiieHus pekBusura 18.

Texct mnpukasza (pacmopspkeHusi), Kak MpaBUIO, COCTOMT M3 0OOCHOBAHHS
(mpeamOynbl) M pacoOpAIUTENBHON YacTH, UHOTAAQ — TOJIBKO M3 pacnopsauTensHoi. B
000CHOBaHUM YKa3bIBAECTCS OCHOBAaHWE, MPUYMHA WIM LIEJb W3JaHud JokymeHTa. OHa
MOXET HauyMHATHCA ciaoBaMu «B nemnsax», «B coorBerctBum», «BO MCIOTHEHHE» U T.A.
Ecin npuka3 (pacnopspkeHHE) H3AaeTcs Ha OCHOBAHMM JPYroro JOKYMEHTa, TO B
npeamMOyJie yYKa3bIBAa€TCsl BUJ 3TOr0 JOKYMEHTA B POJUTEIBLHOM IAJIEXKeE, €r0 aBTOp, Aara,
HOMEP U HAUMEHOBaHHE, HAIIPUMED:

O npenocraBjieHUN MOJHOMOYMIA pa0OTHUKAM (PUJINAJIOB
17151 padoThI B MoJACHCTEMe OI0IKETHOI0 IJIAHMPOBAHUA
«JICEKTPOHHBIN 0K01:KeT»

Bo wucnonnenune mnocranoBienus IlpaBurensctBa Poccuiickonn  ®enepannn
or 26.06.2015 Ne 640 «O mnopsimke ¢GopMHUpPOBaHUS TOCYJAPCTBEHHOTO 3ajJaHHs Ha
OKa3aHWE TOCYAapCTBEHHBIX YCIyT (BBIMIOJIHEHHWE pa0OT) B OTHOIIEHUU (eaepatbHbIX
rOCYy/IJapCTBEHHBIX ~ YUPEXJIEHUH U  (UHAHCOBOIO  OOEcreueHus BBITIOJTHEHUS
rocyJlapCTBEHHOTO  3ajaHusi» W nucbmMa Mundpuna Poccum ot  16.11.2015
Ne 21-10-07/65901 mpu kK a3 BI B a 1O:

MPENOCTaBUTh PAOOTHUKAM (DUIHAJIOB TMOJTHOMOYHUS NIl pabOThl B TOJICUCTEME
OIO/KETHOTO TJIAHUPOBAHMSI TOCYJAPCTBEHHON MHTETPUPOBAHHON HWH(POPMALIMOHHON
CUCTEMBI YIpaBJICHUS OOIIECTBEHHBIMU (pUHAHCAMU «IJEKTPOHHBIN OrOKET» (Hayee-
MH(}OpMaAIIMOHHAs CUCTEMA) COIIACHO MPUIIOKEHUIO.

[IpeamOyna mpuKa3za OKAHYMBAETCS CJIOBOM «IIPHUKa3blBawy, KOTOPOE
MUIIETCS B Pa3psaAKy CTPOYHBIMU OykBamMH 0€3 KaBBIYEK, M CTaBUTCS JBOETOYHE.
[IpeamOyna MOXXET OTCYTCTBOBATh, €CJIM MPEANUCHIBAEMbIC JCUCTBUS HE HYXKIAIOTCS B
pa3bsiCHEHUH. TeKkCT mNpuKa3oB B TaKUX CIydasx HA4YMHAETCS CO  CJIOBa
«IIpuxas3blBarw:» KOTOPOE MUIIETCS B Pa3psAIKy CTPOYHBIMU OyKBaMU 0€3 KaBBIUEK,
Ha4yWlHas1 ¢ MPONKUCHOM, U CTABUTCS ABOCTOUHE.

PacniopsiautenbHas 4acTh MpUKa3a JOJKHA HAYMHATHCA TIOCHEe TpeaMOyIibl Kak
HOBBIN a03all co CieyIoEel CTPOKH MOCTE CJIOBA «I1 P M K a 3 bl B @ F0:».

B Tekcre pacnopsauTeNbHOM YacTH NPUKa3a yKa3bIBAIOTCSA HCIIOJIHUTEIIH,
KOHKPETHBIE JICWCTBHS, CPOKHM MCIIOJHEHUS NPEAIUCHIBAEMBIX JEUCTBUUA. TeKkcT
pacropsiIuTeIbHOM YacTU JACNUTCS Ha NYHKThL. [IyHKTBI HyMepyroTcsi apaOCKuMu
muppamu. [lyHKTBI, KOTOpBIE BKJIIOYAIOT yMPABICHUYECKHE JIEUCTBHS, HOCAIINE
pacnopsIMTENbHBIN XapakTep, HAYMHAIOTCA C IJIarojia B HEONpEAeTIeHHOW ¢opme,
Hanpumep:
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O co3nannu copera PoHa pa3sBUTHSA
HAY4YHO-HMCCJIeI0BATEeIbCKON U IKCIIEPTHO-AaHAJIUTHYECKOH 1eATeJbHOCTH
duHyHUBepCcUTETA

B coorBerctBuu ¢ Ilonoxennem o PoHAE pa3sBUTHS HAYYHO-HCCIIEIOBATEIBCKON U
AKCIIEPTHO-AHAIUTUYECKON JIEATENbHOCTH PUHYHUBEPCUTETA, YTBEPKACHHBIM MPHKA30M
OunynuBepcurera ot 19.11.2019 Ne 2467/0o,mip Kk a 3 bl B A 10:

1. Co3zmate CoBer ®oHJa pa3BUTUS HAYYHO-HCCIIETOBATEIBCKOM M HKCIEPTHO-
aHanuThuecko nearenbHocT DuHyHuBepcutera (manee — CoBeT) B ClEAYIOIIEM
COCTaBeE:

B pacnopsbkeHnn B KOHIIE IpeamMOyJbl CTABUTCS ABOETOUHUE.
PacnopsinutenbHas 4acTh paclopsKEHUs JOJKHA HAYMHATHCS TOCIE MpeaMOyIbl
KaK HOBBIN a03al] co CIIEYIONIEeH CTPOKH, HAITpUMED:

00 00bsABJICHME HAYAJIA KOHKYpCa
110 ONpeJeIeHUI0 UCIIOJIHUTeIed npuKkjIagabix HUP
B PAMKAaX YTBEPKAEHHOI0 rOCyIapCTBeHHOro 3aaanus Ha 2019 rox

B coorBerctBuu ¢ pasgenom 3 Pernamenta mnpoBeneHuss B DUHAHCOBOM
YHUBEPCUTETE MCCIECNOBAHUA U TNPUEMKH PE3yJbTaTOB MPUKIATHBIX HAY4HO-
UCCJIEIOBATENLCKUX PAa0OT B paMKaxX BBIMOJHEHUS YTBEP)KICHHOTO TOCYJIapCTBEHHOTO
3aaHusi, yTBepkJaeHHoro mpukazom Ounynusepcurera ot 13.02.2019 Ne 0366/0:

1. OOBsABUTH ATy Hauajga KOHKypca MO OMPEIeTICHUI0 UCTIOHUTENCH MPUKIIATHBIX
HUP B pamkax yTBEpkKIAEHHOIO TrocynapcTBeHHoro 3amanus Ha 2019 rom -
05 mapta 2019 rona.

B mpukazax (pacnopsbkeHUsX) 3ampeliaeTcs JaBaTh IMOPYYEHUs, KOTOpbIC
BBIPAKAIOTCS TJIarojlaMyd «yCHJIMTBY», «YKPEIUThY», «IOBBICUTH», «YCKOPUTH» W T.II.,
UCTIOJIHEHUE KOTOPHIX HEBO3MOKHO MPOBEPHUTh.

Yka3zaHue Ccpoka HCIIOJHEHHUSI MaeTCs OTAECIbHOM CcTpokoi. Hammcanwe matel
JIOJKHO COOTBETCTBOBATh 0hopMIiIeHUIO pekBu3uTa 10.

Ecniu 3aganme wiM  fAeicTBUE TpeAnoJiaraeT KOHKPETHOTO  MCIOJHUTENS,
COOTBETCTBYIOIIMI IMYHKT MpHKaza (pacropsikKeHus) JOJDKEH HAYMHATBHCS C yKa3aHUs
JOJDKHOCTU Y (aMIIMKM ¢ UHHIMaIaMu (mocyie (pamMuanuu) HCIOJHUTENSI B JIaTeIbHOM
najexe (KoMy), Hampumep:

O nposenennu B PuHaHCcOBOM YHUBepcuTeTe MeKIyHAPOAHOI0 XaKATOHA
«XakaToH Xeznepa 18»

B uensx opranuszauuu W npoBeaeHus B DUHAHCOBOM  YHUBEPCHUTETE
Mex1yHapOoJHOTO XaKaToOHa «XakaToH Xeaepa 18» npu Kk a3 bl B a 10:
1. TlpoBectu 15-16 oxTsa6ps 2018 rtoma B DUHAHCOBOM YHHBEPCHUTETE
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MexyHapoIHbId XaKaToH «XakaToH Xeaepa 18» (majmee — XakaToH) IO ajpecy: YiI.
Onexo Hdynauua, 1.23, kopmyc 1, ayautopuu Ne A 207, A 209.

2. 3amectutemo aupekropa WHcTuTyTa pasBUTHA HUPPOBOM  IKOHOMHUKHU
MakcumoBoii  E.B. mpenacraButh B ciyxk0y KopropaTuBHoro moprana llentpa
OOIIIECTBEHHBIX CBS3EH B 3JCKTPOHHOM BHUJE Mpecc-penu3 (opyma uisi pa3MelieHus Ha
KOpIIOPaTUBHOM canTe OUHYHUBEPCUTETA.

Cpok — 05.10.2018.

3. PykoBoauTento ciayxkObl KopnopatuBHOro mnoptana lleHTpa oOIIeCTBEHHBIX
cesa3eir IlomoBy A.A. pa3MecTUTh Ha KOpIOpaTUBHOM caiTe @OuHyHUBEpCUTETA

Ipecc-pesu3 XaKkaToHa.
Cpok — 08.10.2018

B kadecTBe uCHOJHUTENEH MOT YT OBITH YKa3aHbl HANMMCHOBAHUSA I[OJI)KHOCTGﬁ
HCIIOJTHUTEJICH B 0606H16HHOM BHUAC, HAIIPUMCDP:

O Mepax mo odecre4eHU 0 MOKAPHOI 0€30MACHOCTH
HA TEPPUTOPHUAX, B 3[IaHUAX U NOMenleHnsiX @UHAHCOBOI0 YHMBEPCUTETA

B cootBercTBun ¢ @eaepanbHbiM 3aKOHOM OT 21.12.1994 Ne 69-®3 «O noxapHO
oe3zonacHocTn» U [lpaBunamu mpotuBonoxkapHoro pexuma B Poccuiickoir deneparum,
YTBEPKICHHBIMH  TOcTaHOBieHUEM IIpaButensctBa Poccmiickonn ®Penepannu  OT
25.04.2012 Ne 390, mpu Kk a3 bI B A IO:

1. Jupextopam ¢puinanoB OPUHYHUBEPCUTETA HA3HAYUTH!

OTBETCTBEHHBIX 3a coOnroieHne IIPOTHBOIIOXKAPHOTO pexuma Ha
[0JIBEJIOMCTBEHHBIX 00BEKTaX;

OTBETCTBEHHBIX 3a UCIPABHOE COCTOSTHUE CUCTEM M YCTAHOBOK IIPOTUBOIIOKAPHOU
3aIIUThI, COOJIIO/ICHNE TIPU PEMOHTE W OOCTY>KUBAaHUU CPEACTB OOECTICUCHUs TTOKAPHOM
0€30MacHOCTH 3[IJaHUM M COOPYKEHHI MPOEKTHBIX pEelIeHUil, TpeOOBaHUI HOPMATHUBHBIX
JIOKYMEHTOB IO MOXapHOi 6€30MaCHOCTH U (MJIN) CHEIUaIbHBIX TEXHUYECKUX YCIOBUM;

OTBETCTBEHHBIX 33 OCHAIEHHE IMOJABEJIOMCTBEHHBIX OOBEKTOB MEPBUYHBIMU
CpeICTBaMHM TMOXXKAPOTYLIEHUST B COOTBETCTBUM C HOPMATHUBHBIMU TpPEOOBAaHUSMU U
oOecrieyeHne TEXHUYECKOW MCIPABHOCTU MEPBUYHBIX CPEACTB MOKAPOTYILIECHUS NPU UX

AKCIUTYaTalUH.
Cpox — 01.03.2018.

Ecnu Heo0xo1uMo 0JHOMY HUCHOJIHUTENIO 00 KOJJIETHaJbHOMY OpraHy MOpY4YUTh
HECKOJIbKO 3aJaHui, TMOJIEKAI[UX HCIOJHEHUIO B OJMH M TOT JK€ CpOK, TO
OTBETCTBEHHOI'O HCIIOJIHHUTENSA M CPOK YKa3blBAIOT OJMH pPa3 B OCHOBHOM IIyHKTE, a
IIOPYYEHHUSI BBIACISIOT B OTJEIbHBIC TOAYHKTHI, HAIIPUMED:

O noaroroBke u npoBeAeHUM /[Hs1 OTKPBITHIX JABepei
«Bmecre Kk ycnexy!»

B nensx opranusanuu npuema Ha oOydenne B PunynuBepcuter B 2020 romy
ONPUKAa3BbIBal:
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1. TlpoBectu B ®unynuBepcutere 16 ¢espans 2020 r. B 11.00 JleHb OTKPBITHIX
neepeir «Bmecte k ycmexy!» (mamee — JleHb OTKpPBITBIX JBeped) MO ajpecy:
JlemmHrpaackuii mp-t, 1. 49, 51/1, 51/4.

2. 3aMecTUTENI0 HadaJbHUKAa YTPaBJICHUA MO OOECIEYEHUIO NPUEMHOW KaMIIaHUH
XapurtonoBy A.B. B cpok 10 10.02.2020:

2.1. CdopmupoBaTh COCTaBbl MNPE3UTUYMOB Ui TPOBEACHUS Pa3zbsCHUTEIHLHOM
paboTsl o npuemy Ha o0yuenue B Gunynusepcuret B 2020 roxy;

2.2. Opranu3oBaTh JEKYpPCTBO PaOOTHUKOB U CTyJAeHTOB PuHyHHBepcuTeTa Ha [[He
OTKPBITBIX JBEPEN.

Ecan HCO6XOIII/IMO OJHOMY HCIIOJIHUTCIIIO h1%(e10) KOJUICTHUAJIBHOMY OPraHy IOPYYHUTH
HCCKOJIBKO BaﬂaHHﬁ, MMOJICKAIIUX HCIIOJJHCHHUIO B PA3HBIC CPOKH, TO OTBCTCTBCHHOI'O
HUCIIOJIHUTCIIAL YKa3bIBAIOT OJWMH pPa3 B OCHOBHOM ITYHKTC, a IIOPYYCHHA U CPOKH
HUCIIOJIHCHUA BBIACIIAIOT B OTACIBbHBIC ITOAITYHKTEI, HAITIPUMCP!:

O noaroroske u nposeeHuy B PUHAHCOBOM YHMBeEpCUTETe
IV MexayHapoaQHOro KOHIpecca MOJOAbIX YYeHbIX M0 MpodiaeMaM
YCTOHYHBOI0 pa3BUTHA

B nemsax pa3zButvss O@UHAHCOBOrO YHMBEPCHTETA B KaueCTBE KPYMHOMACIITAOHOU
CETEBOM MPOEKTHO-UHHOBALIMOHHOW CTPYKTYPBI, a TaKKe MPOJBHXEHHUS PE3yJIbTaTOB
HAay4HBIX MCCJIEIOBAaHUN MOJIOABIX YYEHBIX B COOTBETCTBHM C KaJICHIApPHBIM IUIAHOM
NPUKAa3BblBalo:

1. ITpoBectn B PuHAHCOBOM yHHMBepcutere B nepuon ¢ 17 mo 27 masg 2018 .
IV MexayHapoaHblii KOHTPEeCC MOJIOBIX YUEHBIX MO MPo0IeMaM YCTOMYMBOTO Pa3BUTH A
(manee — koHrpecc) Ha Teppuropun @OHUHAHCOBOTO YHUBEPCHUTETAa, B TOM YHCIE Ha
Teppuropun 18 punnanoB OuHyHUBEpPCUTETA.

2. Ilpencenarento CoBeTa MONIOABIX YUEHBIX XapuTOHOBOM E.H. mOAroTOBUTS:!

2.1. Cmery pacxonoB Ha OpraHM3alMI0 W MPOBEACHUE KOHIpecca B CPOK 10
15.03.2018;

2.2. IIporpammy koHrpecca B cpok a0 01.05.2018.

Ecnu mpukas (pacmnopsbkeHHe) MMeeT MNPUIIOKEHHUs, TO B TOM IIYHKTE TEKCTa
npukasa (pacrnopsiKeHus1), B KOTOPOM yKa3bIBa€TCsl HAMMEHOBAHUE TIPUIIOKECHHSI, B KOHIIE
NPEAJIOAKEHUS] ICIAETCS CChUIKA HA YKa3aHHOE MPHJIOKEHHE «COTJACHO MPUIIOKEHUIOY,
«cormacHo mpuiiokeHnro No ...», MO0 yKa3plBaeTcs B CKOOKax (TPUIIOKEHHE),
(mpunoxenus Ne 1, 2...), Hanmpumep:

00 yTBep:kI1eHNH
IToJ10:keHUs1 0 MPAKTHKE 00y4YalOUIUXCS, 0CBAMBAIOIIUX OCHOBHbIE
npogeccuoHaIbHbIe 00pa3oBaTe/bHbIC IPOrPaMMbI CPeAHEro NpogecCHOHAJIBLHOI0
oOpa3zoBaHusi B DMHAHCOBOM YHUBEpPCUTETE

B coorBerctBUM ¢ @PepepanbHbiM  3akOHOM  oT  29.12.2012 Ne 273-®3
«0O06 obpazoBanuu B Poccuiickoit denepanun» mp M K a3 bl B a 10:
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1. VrBepauth [lonokeHne o mpakTHKE OOYy4YarOUIMXCs, OCBAWBAIOIIMX OCHOBHBIE
npodeccuoHanbHbie  00pa30BaTeNbHBIE MPOTPAMMBI  CPEIHEro MpodeccuOHATBEHOTO
oOpa3zoBanusi B DMHAHCOBOM YHUBEPCUTETE COTIACHO MPUIIOKEHHUIO.

Ecomu npuka3 (pacnopsbkeHuE) OTMEHSET WM MPU3HAET YTPATUBIIMM CHILY,
VM3MEHSET paHee U3JIaHHBI MpHKa3 (pacHOpSIKEHUE) WM KaKUe-TO €ro MOJIOKEHUs, TO
MOCTEAHUN MYHKT PaclOpSAIUTEIIbHOM YacTH TEKCTa MpHKasza (PacrlopsiKEHUs) HOJKEH
colepKaTh CCBUIKY Ha OTMEHsAeMbld (IIpU3HABAaE€MbI yTPAaTUBIIUM CHIIY) WIIHU
U3MEHICMBIN TIpuKa3 (pacropsbkeHue) (MyHKT TpHKa3a (paclopsyKeHHs) CO BCEMH
U3MECHEHUSIMH K HEMYy C YKa3aHMEeM €ero amTopa (opraHuzaluu), AaTbl, HOMEpa H
HaMEHOBaHUA. TeKCT MyHKTa IOJKEH HAUUHATHCA CIOBaMU «OTMEHUTS ...», «IIpu3Hath
yTPATUBILIUM CUITY ...», «BHecTH u3meHeHue(-s1) B MpUKa3y», HampuUMep:

2. Ilpu3Hare yTpaTuBIIMMH cuiay Ipuka3sl @PunyHusepcurera ot 21.05.2015
Ne 0040/0 «O6 ytBepxknenuu [lonoxkeHus o0 opraHu3alMM U MPOBEAECHUU y4eOHOU U
MIPOU3BOACTBEHHON MPAKTUKU CTYIEHTOB, OCBAaMBAIOIIMX 00pa30BATENIbHBIE MPOrPaMMBbI
CpeoHEero InpodecCHOHAIBHOTO 00pa3oBaHuss B DOUHAHCOBOM YHUBEPCHUTETE», OT
29.11.2018 No 2270 «OO0 yrBepxkaenuu IlonoxeHuss o mNpakTHKe OOydarouuxcs,
OCBaMBaKOIIMX O0pa30BaTENbHbIE MPOrPaMMbl BBICHIETO OOpa30BaHUS — MPOrPAMMBI
OakanaBpuaTa U MaructpaTypbl B DMHAHCOBOM YHUBEPCUTETE.

O BHeceHMHU M3MEHEHUI
B pacnopsi:kenne @unynusepcurera ot 20.02.2016 Ne 0082

B cBs131 ¢ KaipOBBIMH U3MEHEHUSIMH:

BHeCTH B pacnopsbkenne @PunyHuBepcutera ot 20.02.2016 Ne 0082 «O
(dopmupoBaHuU paboyeil rpymbl A BHITOJIHEHHS pabOThl IO TpaHTy «Erasmus+y:

1. BkitouuTs B cocTaB paboyeid rpyIibl CIETYIOIIMX paOOTHUKOB:

EpmakoB A.B., pykoBogutens Ciayx0bl HHPOPMAMOHHO-TEXHOJIOTMYECKOM
MO/AIEPKKU;

NnekeBuu C.B., noueHT JlenapramMeHTa MEHEI)KMEHTA;

Cwmut H.JIL., rnaBHBIN crienyaaucT Y OpaBIeHUSI MEKIYHAPOIHOTO COTPYIHUYECTBA.

2. ITyHKT 4 U3710KUTh B CIEAYIOLIEH PEAAKIIUN:

«4. KOHTpOJIb UCIHOJHEHHS paCIOpPSDKEHMsSI BO3JOKWATH Ha IPOpPEKTOpa IO
MEXKIyHapOIHOMY coTpyaHuuecTBy JInnankoBa A.C.».

Kaxmoe w3MeHeHHWe WM JIOMOJHEHHWE TpHKas3a (PacmopspKEHUs) JOJIKHO OBITh
0(OPMIICHO OTACIBHBIM ITyHKTOM (TIOJITYHKTOM ), HAIPUMED:

O BHeceHMH M3MEHEHU
B npuka3 @unynusepcurera ot 16.10.2019 Ne 2154/0

IIpukassiBaio:
BHecTH B mpuka3 dunyHuBepcutera oT 16.10.2019 Ne 2154/0 «O mnpoBeneHuu
Bcepoccuiickoit  onuMnuanbl CTyJIeHTOB «S — mpodeccroHan» 1Mo HampaBiIeHUSIM
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«Ynpasnenue mnepcoHamom» u «Typusm» B 2019/2020 ydyeOHOM TOIY» CIEIYIOIINAE
U3MEHEHUS:

1. JlonosHUTH pUKa3 TyHKTOM 11 ciemyromero coaepxaHus:

«11. Jupextopy mo sKoHOMHUYECKOW U (uHaHcoBoil pabore HBanoBy A.C.
YTBEPAUTh CMETY pacxXoJOB Ha MPOBEICHHE OJIUMIOMAABI B COOTBETCTBUHU C
YCTAaHOBJICHHBIM TOPSAJKOM 332 CYET TIpPAaHTOBOM MOJAEPKKH OT Accouuanuu
OpPraHU3aTOPOB CTYIEHYECKUX ONMUMIUaL «S — mpodeccuoHam».».

2. ITynktel 11 u 12 cuutarh nyHkTamu 12 1 13 cOOTBETCTBEHHO.

Brecenne n3MeHeHUN B MPUIOKEHUE K MPUKa3y (pacnopsKeHuio) ohopmiisieTcs B
TeKcTe mnpukaza (pacnopsbkeHus). Kaxmoe H3MeHEHHE MODKHO OBITh O(OpMIIEHO
OTJIETbHBIM MYHKTOM (ITOAYHKTOM ), HAIIPUMED:

O BHeceHNH M3MEHEHM I
B npuka3 Ounynusepcurera or 12.07.2019 Ne 2887/0
(BoeHHBII1 y4eOHBIIT LIEHTP)

Beasuc...mpuKa3blBalW:
BHecTH B mnpukaz PunynuBepcutera or 12.07.2019 No 2887/y-c «O nomycke

CTYJICHTOB K BOGHHOM moArotoBke (BoeHHBI yueOHbIN IIEHTP)» CIEIYIONUE N3MEHEHHUS:

1.B mpunoxenun Ne 1:

1.1. McknrounTh U3 cnucka cTyieHToB DakynbTeTa COUOIOTUN U MOJIUTOJIOTUU:
30. ITpokonbeB JJanuna [TaBnosuy I118-4.

1.2. Paznen «®akynbTET COLMOIOTUU U TTOJTUTOIOTUN UCKIIKOUYUT.

1.3. Bki1touuTh B CIUCOK CTyAeHTOB DUHAHCOBO-9KOHOMUYECKOTO (haKyIbTeTa:
JIucnukun CranucnaB Anekcanapopud GOD218-3.

2. B mpunoxennn Ne 2:

2.1. UckmounTh U3 crircka cTy1eHToB @UHAHCOBO-29KOHOMHYECKOTO (paKyibTeTa:
29. JIucnukun CranucnaB AnekcanapoBud @O 18-3.

2.2. BKIIounTh B CIIUCOK CTYIeHTOB DaKynbTeETa COUMONIOTUN U MTOJIUTOJIOTHU:
ITpokonbeB Jlanuna [TaBnoBuu I118-1.

Ecnu npunoxxeHueM K Mpukasy (pactopsiKEHHUIO) SIBJIIETCS CIHUCOK PaOOTHUKOB
(oOyyaromuxcsi) Wi COCTaB KOJUIETHMAJIIBHOTO WJIM COBEIIATEIbHOTO OpraHa, BHECEHHE
U3MEHEHUM B Hero odopmiisieTcs B TeKCTe mpukaza. CHavama yKasbIBalOTCS IMYHKTBI C
JIEHCTBHUEM BKJIIOYUTH C YKa3aHUEM (paMUJINK, IMCHH, OTYCCTBA, YICHOUN CTCTICHH, 3BAHUS,
JTOJDKHOCTH, a 3aTeM NyHKThl C JCHCTBHEM HCKIIOUNTh C YKa3aHWeM (aMmimd |

HMHHUIHNAJIOB, HAIIPUMCP:

O BHeceHMHU M3MEHEHUI
B COCTAB 3K3aMEHALMOHHBIX KOMUCCH 1151 IPOBeIeHUs] BCTYNHUTEJIbHbBIX
ucnbiTanuii B ®unyHusepcurere u ero ¢puiananaax B 2019 rogy

[Ipukasslo:
BHECTH B COCTAB 3K3aMECHAIMOHHOM KOMHCCUHU Ui TMPOBEICHUS BCTYNUTEIBHBIX
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ucnbiTanuii B~ ®@unynuBepcutere B 2019 roay, yYTBEpKIAEHHBIM  MNpPUKa30M
Ounynusepcutera oT 20.05.2019 Ne 1217/0, cnenyrouue u3BMeHEHUS:

B IYHKTE 3:

1. BKJ110YuTh B COCTaB KOMUCCHUU:

XotuHckyto ['.W., nokropa skoHOMHYECKMX HayK, mnpodeccopa JlemaprameHrta
KOPIOPATUBHBIX (PUHAHCOB ¥ KOPIOPATUBHOTO YIIPABIICHUS;

[{eramoBa HO.M., pomeHTa, JOKTOpa OJKOHOMHYECKHX HayK, mpodeccopa
JlenaprameHTa KOPIOPATUBHBIX (DMHAHCOB U KOPIIOPATUBHOIO YIIPABJICHHUS.

2. UckmounTth U3 coctaBa komuccuu baraeBy b.C.

Ecnu mpunoxenue Kk mnpukazy (pacnopsbkeHHio) odopMIIEHO B BUJE TaOMUIBI,
BHECEHHUE M3MEHEHUI B HETO OCYILECTBIISICTCS B MPUIIOKEHUU K BBIITYCKAEMOMY MPUKA3y
(pacniopsikenuto). B Tekcre npukasa (pacrnopspkeHusi) 1aeTcs yKa3aHue, HalpuMep:

OO0 u3MeHeHUH TeMbl
BbIIYCKHOM KBAJTU(PUKALMOHHON Pa0dOThI CTyACHTA

B coorBerctBuM ¢ IlonokeHreM O BBIMYCKHOM KBalW(DHUKAIMOHHOW paboTe IO
nporpamme OakanaBpuara B (DUHAHCOBOM YHUBEPCUTETE, YTBEPKIACHHBIM MPHUKA30M
®unynusepcutera oT 17.10.2017 Ne 1817/0,ipu K a3 bI B a 10:

BHecTH B npuka3 Ounynusepcurera ot 25.12.2018 Ne 2490/0 «O 3akperuieHuu 3a
CTyJCHTaMU T€M U PYKOBOJIUTEJICH BBIMYCKHBIX KBATM(PUKAIIMOHHBIX Pad0T» U3MEHECHUE:!

U3MEHUTh TEMY BBIMYCKHOM KBaTM(DUKAIIMOHHOW paboOThl CTyAEHTa, H3JI0KUB
NOPSAZIKOBBIA HOMEp 15 crucka ctyfeHToB yueOHou rpynnsl AB/[18-1M B npusioxxeHuu K
MpUKa3y B peJaklUU COTJIACHO MPUIIOKEHHIO K HACTOSIIEMY ITPUKA3Yy.

[Ipunoxenue
K npukazy OUHyHUBEpPCUTETA
OT Ne

BHecenue nzmeneHust
B PUJIOKeHHUE K nNpuKa3sy @uHyHHBepCcHTETA
o1 25.12.2018 Ne 2490/0

V4eHas cTereHsb,
Ddammus, . damunus,
Ne Tema BbITyCKHOM yueHoe 3BaHue/
MMs, OTYECTBO . MMsl, OTYECTBO
/11 KBaTM(UKAITHOHHON PabOThI JIOJKHOCTE
CTyJEHTa PYKOBOJHUTEIS
PYKOBOAUTES
1 2 3 4 5
Yuebnas rpynna ABJ[18-1m
15 | AmxeeB Annpeii | CpaBHUTEIbHBIN aHAIN3 Kouxkapos K.J.H.
BagumoBuu ITOPUTMOB MAIIMHHOTO 00yueHus | Pacyn
Ha (MHAHCOBBIX PHIHKAX AxmMaroBuu

[Ipy w3MeHEHWH peJaKIWK BCEro MPHIOKEHUS TpHUKa3 (pacrlopspkeHue) u
MPUIOKEHHUE K HeMY 0(OPMIISIIOTCS CIEAYIOIIUM 00pa3oMm:
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O BHeceHHH M3MEHEeHH
B npuka3 @unynusepcurera ot 16.10.2019 Ne 2154/0

Bepmuc..mpuka3sBamw:

BHecTH B mpuka3 ®dunynuBepcuteta oT 16.10.2019 Ne 2154/0 «O mpoBenenun
Bcepoccuiickoit onumnuanbl CTyAeHTOB «S1 — mpodeccroHan» Mo HampaBiICHUSIM
MOJATOTOBKU «YmpaBieHue mnepcoHasom» u «Typusm» B 2019/2020 yuyebHOM TOIY»
U3MEHEHME, U3JI0KUB ITpritokeHue Ne 6 K IIpukasy B peJakliMy COIJIACHO MPUIIOKEHHIO K
HACTOSIIIIEMY ITPUKA3Yy.

[Tpunoxenue
K npuka3y OUHyHHBEpPCUTETA
OT No

[Ipunoxenue Ne 6
YTBEPXIEH

npuka3zom OUHyHUBEpCUTETA
ot 16.10.2019 Ne 2154/0

COCTAB
padoueii rpynnbl Becepocceniickoii oiuMnuaabl CTYJA€HTOB
«51 — npodeccnona» MO0 HANPABJIECHUAM MOATOTOBKHU
«YnupasJjieHue nepcoHajom» u «Typusm»

[Ipy HE0OXOAMMOCTH JOMOJHEHUs TMpHuKaza (pacmopsKEHUs) MPHIOKEHUIMU
HOBOTO COJIEp’KaHUs TpHKa3 (pacmopspKEeHUE) M MPUIIOKEHHWE K HeMy OGOpPMIISIOTCS
CIEAYIOIIMM 00pa3oMm:

O BHeCceHMHU M3MEHEHUI
B npuka3 @unynusepcurera ot 02.10.2019 Ne 2021/0

[IpukassiBamw:

BHeCcTH B npukaz @unyHuBepcutera oT 02.10.2019 Ne 2021/0 «O0 yTBepkaeHUU
JOJDKHOCTHBIX ~ OKJIQJIOB  aIMUHUCTPATUBHO-YMPABIEHYECKOTO W BCIIOMOTAaTEIbHOTO
nepconana @duHaHcoBoro yHuBepcutera (r. MockBa)» HW3MEHEHHE, JMIOINOJIHUB €ro
npwioxeHueM Ne 21 B pelakiiiy COTJIACHO TPHIIOKEHHUIO K HACTOSIIEMY MTPUKA3Y.

[Tpunoxenue
K npuka3y OuHyHHBEpCUTETA
OT Ne

[Tpunoxenue Ne 21

K npuka3y OUHyHHBEpPCUTETA
o1 02.10.2019 Ne 2021/0
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PA3SMEPBI
TOJIKHOCTHBIX OKJIA0B Pa00THUKOB PHMHAHCOBOr0 yHUBepcurTera (r. MockBa)
(mpodeccnonanbHbI cTaHAAPT «@oTorpad» yreep:kaeH MUHUCTEPCTBOM TPYAA U
counaabHoi 3amuThl P® ot 22.12.2014 10771 perucTpaunonHbiii Homep 329)

B mpukasel (pacnopsbkeHus) He  cieayeT  Bkioudarh nyHKT  «llpukas
(pacniopsikeHHE) TOBECTU A0 CBENEHHUS ...». CTpYKTypHbIE MOJpa3/eieHus, 10 CBEACHUS
KOTOPBIX JIOBOJIUTCSI TPUKa3 (paclopsbKEHHE), MEPEUHCISIIOTCS B PEECTPE PaCChUIKU
IpHKasa.

B nocrnemHeM MyHKTE pacmopsauTeIbHOM YacTH TNpHKaza (pacrnopsiKeHUs)
YKa3bIBa€TCsl JOJDKHOCTHOE JIMLO, HAa KOTOPOE BO3JIAraeTcsi KOHTPOJIb HCIOJHEHUS
npuKasa (pacropsbKeHHUs) B LIETIOM, HalpuMep:

3. KonTponp ucnomHeHHWs] MpHKa3a OCTaBIsAO0 3a cOOOM (WM ... BO3Jararo Ha
MPOpeKTopa ...).

Ecniu npukas (pacmopsbk€HHE) UW3AaeTCsi Ha OCHOBAaHMU TMOCTYMNUBILIETO B
Mo/Ipa3/iesieHue JOKyMEHTa WM KOMIUIEKTa JOKYMEHTOB, TO OTMETKA O HUX O(opmiIsieTcs
BBIJIEJICHHBIM CaMOCTOSITENIbHBIM a03alleM IOCJie pPACIOPAIUTENbHOM YacTU TEKCTa
npukasa (pacnopsbKeHHs), a CcaMH JOKYMEHThl MPUKIAJbIBAIOTCA K  IPUKA3y
(pacnopspxkenuto). CinoBo «OcHoBaHuUE:» (B €IMHCTBEHHOM YHCJIE) NIEYaTaeTCs uyepe3 JiBa
MEXCTPOUYHBIX UHTEpPBaja OT OCHOBHOT'O TEKCTa MpHKa3a CTPOUHbIMU OyKBaMU, HAUMHAS C
MPOMHUCHOM, 03 KaBblueK OOBIYHBIM HIpu(pTOM pazmepom Ne 14, oT JIeBOW TIpaHUIIbI
TEKCTOBOI'O TIOJIA W CTaBUTCA JABoeroune. Jlanee mnepedyucisitoTcss HauMEHOBaHUS
NPUJIOKEHHBIX K TPUKa3y JOKYMEHTOB. MHOTOCTpOYHbIE HAaUMEHOBAHUS JIOKYMEHTOB
MeyaTaloTCsd 4Yepe3 OJUH MEXKCTpPOUYHbIM uHTepBan. [lpM HamMuuMm HECKOJIbKHUX
JOKYMEHTOB MX HyMEPYIOT, HallpUMED:

OcHoBanue: 1. 3asBneHue cTyAeHTa.
2. CrpaBka 06 00y4eHuu.
3. loroBop 00 okazaHUM IIATHBIX 00Pa30BaTEIbHBIX YCIIYT.
4, KButanius o0 oruiare.

TexcTt oTnmensiercss OT HaMMEHOBaHUS TMpHUKa3a (paclopsoKeHUs)  ABYMs
MEKCTPOYHBIMA HMHTEpBasiaMH, Teuataercs mpudrom Times New Roman Ne 14 (mis
opopmieHuss TaOIMYHbIX MaTepuasoB — wmpudt Nel2) yepe3 moaTopa MEKCTPOUHBIX
MHTEpBaJla OT HYJIEBOTO MOJIOKEHUSI TaOynsiTopa (JeBOW I'paHULbI TEKCTOBOTO TOJS) U
BBIPABHUBAETCSI 110 JIEBOM U MIPABOW I'PaHUIIAM TEKCTOBOrO moJis. [lepBas crpoka kaxxaoro
ab3alla HaYMHAETCS C MEepBOro MosioxkeHus Tadynstopa (1,25 cMm) OT JIeBOM TpaHHULIbI
TEKCTOBOrO mojs. TekcT mpukaza (pacnopsbkeHus) Heooxoaumo odopmisiTe B
COOTBETCTBHH C MpaBuwiaMu oGopmiieHus pekBu3nta 18.

1) TIO/IMHCH;

[loanuch COCTOUT W3 HAUMEHOBAHMS JOJDKHOCTH JIMILA, TOJIMUCHIBAIOIIETO
JOKYMEHT, MOJMUCH, paciiupoBKU moanucu (MHuULManbl, ¢amuius). HanmeHnoBanue
JOJDKHOCTH JIMIIA, TIOAMHMCHIBAIONIETO MpHKa3 (pacropsikeHue), ImedyaTaercss OT JIEBOU
IPaHUIIBl TEKCTOBOTO TMOJIS, MHULMAIBI U (pamMuins — OT MpPaBOM T'PAHMIBI TEKCTOBOIO
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nosst. Iloamucw oTaensercs OT TEKCTa MpUKa3a JBYMS — YETBIPbMS MEXCTPOYHBIMU
uHTepBaiamMu. llognuce mpukasza (pacmopspkeHus) HeoOxomumo  ohopMIIsTh B
COOTBETCTBHHM C MpaBujiaMu 0hOpMIICHUS peKBU3UTA 22.

¢) BU3a;

CornacoBaHue IPOEKTOB MPUKA30B 0(OPMIISIETCS BU3OM.

Buszbl cornacoBaHusi Ha MPOEKTaxX MPUKA30B Ha OyMaKHBIX HOCHTENISIX
oQOpMIIAIOTCST B HIDKHEH 4acTu OOOPOTHOM CTOPOHBI MOCJIETHEro Jincra mpukasa. [lox
BU30M PYKOBOAMTEINS, BHOCSIIETO WPOEKT TNpHKa3a, TMepe]] BHU3AMU OCTAIbHBIX
JOJDKHOCTHBIX JIML, BU3UPYIOIIKX MPOEKT MpHKa3a, Nuiercs cioBo «CorinacoBaHo:» (0e3
KaBbIUEK) M HWXKE JIPYr MOJ JIpyromM oQOpMIISIOTCS OcCTajibHbie BU3bl. Kaxmas Bu3a
COTrJIaCOBAHUS OTIENSAETCS OT IPYroil IByMs MEKCTPOUYHBIMU MHTEPBAIaMHu.

PacniopspkeHust UMEIOT OJIHY BU3Y — PYKOBOJUTENS CTPYKTYPHOTO MOIPA3ICICHHUS,
BHOCSILEIO NMPOEKT pacnopskeHus. BU3y pyKoBOIUTENS CTPYKTYpPHOTO MOAPA3ACIICHHUS,
BHOCSIILIETO MPOEKT PACIOPSHKEHUS, Ha MPOEKTaX pacHOpsKEHUM o(pOpMIIIIOT B HUKHEH
4acTH OOOpPOTHOM CTOpPOHBI MOCJIEIHEro Jucra pacnopsbkenusa. llepen Buzon
PYKOBOJHMTEIS, BHOCAILEIO MPOEKT PACHOPSLKEHMS, OT JIEBOM IPAHUIBI TEKCTOBOTO ITOJIS
neyararoTcs cioBa «PacnopsikeHue moAroToBuI:» (0e3 kaBbiuek). Huke odopmisercs
BH3a — HAaMEHOBAHME JIOJDKHOCTH BU3HMPYIOLIErO JULA OT JIEBOM I'PAHULBI TEKCTOBOTO
MoJIs, MOANMKUCH — OT JIEBOM TIpaHUIBl TEKCTOBOIO TMOJSA, MHUIMAIBI U (pamMuius — oT
BTOPOTO TOJIOKEHUS TadymsTopa (4 ¢M), 1aTa — OT JIEBOM I'paHUIbl TEKCTOBOTO nojisi. Kak
MpaBUJIO, COIJIACOBAHME IMPOEKTAa PACHOPSHDKEHUS C  PYKOBOJOUTEISIMU  JIPYTUX
CTPYKTYPHBIX HOJPA3/A€ICHUIN WU C JOJKHOCTHBIMU JIMIIAMH BU3aMH HE O(POPMIISIETCA.

Bu3y HeoOXoauMo oOQOpMIISTE B COOTBETCTBMM C IpaBuiaMu O(OpMIICHUS
pexBu3uTa 21.

) OTMETKa O TIPUJIOKCHHUU.

Ecnu npukas (pacnopsskeHHe) UMEeT NPUIIOKEHHs CIIPAaBOYHOTO XapakTepa, TO B
IPaBOM BEPXHEM YIJy NMPUIaraéMbIX JOKYMEHTOB, OT ISTOrO MojoxeHus Tadynaropa (10
CM) JOJDKHO ObITh HamewyaTaHo ciioBo «llpunoxxkenue No» (Bkirowas 3HaK HOMeEpa) C
yKa3aHWEeM HauMEHOBAaHHUS PACIOPSIUTENIBHOIO JOKYMEHTa, €ro aBropa (OpraHu3alun),
JaThl, HOMEPA, HAIPUMED:

[Tpunoxenue Ne 1

K npukazy OuHyHUBEpPCUTETA
oT 26.09.2012 Ne 1217/y

IIpusiokeHuss HYMEpPYIOTCS [PU HAJUYMU HECKOJBKUX MpUiIoKeHun. Eciau
MPUIIOKEHUE OJTHO, TO 3HAK HOMepa «Ne» u mudpa «1» He cTaBUTCS.

Ecnu npunokeHreMm K MpukKaszy SIBISETCS YTBEPXKIaeMblid JOKYMEHT (MHCTPYKIIMS,
rpaduk, npaBuia, MOJOKEHUE), TO OH OPOPMIIIETCA B BUJE MPHUIIOKEHHUS K MpHKazy. B
IpaBOM BEPXHEM YIJIy TaKOro JIOKYMEHTa, OT MSTOro mnojoxkeHus tadynaropa (10 cm)
JIOJKHO ObITh HameudaTtaHo cioBo «llpunoxxenue», a Huxe — rpud yTBEpKICHUS
JOKYMEHTA C YKa3aHUEM HaMEHOBAHUS PACTIOPAIUTEIIBHOTO TOKYMEHTA, HAIPUMED:
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[Tpunoxenue

YTBEPX/EHO
nprka3zom OUHYHUBEPCUTETA
oT Ne

[Ipunoxenuss K mnOpukazy (pacnopsHKEHUI0), pa3pabdOTaHHbBIE CTPYKTYPHBIM
NoJipa3/ieJICHUEM, JOJDKHBI OBITh TMOJANHMCAHBI PYKOBOAMTENIEM JAHHOTO CTPYKTYPHOTO
No/Ipa3/ieNICHusI.

Crpanunpl mnpukaza (pacnopsbKeHHsS) M TMPUIIOKEHUH K HEMY HYMEPYIOT Kak
€IMHBINA JOKYMEHT MOCEepEANHE BEPXHETO MOJIs JINCTA apaOCKUMU U dpamu.

OTMeTKy 0 MPUIIOKEHUSIX K MpHUKa3y (pacropsKeHHI0) HE00X0auMo o(popMIIsTH B
COOTBETCTBHHM C MpaBujiaMu odopmiieHus pekBusura 19.

4.1.6. IloaroroBka mpurkasa (pacropsKeHHsI) BKJIIOUAET B ceOs:

a) U3y4eHHUe CyIIECTBA BOMpPOca U cOOP HEOOXOAUMBIX CBEACHUM;

[IpoekTel  mpuKa30B  (pacmopspKEHHi) — pa3padaThIBAIOTCS  CTPYKTYPHBIMH
MO/APA3ICIEHUSIMHU MO MOPYUYEHUIO PEKTOpA WU JOJKHOCTHBIX JIMII U3 cocTaBa Pexropara
au00 MO COOCTBEHHOW WHUIMATUBE HA OCHOBAHMM COOTBETCTBYIOLIEIO JIOKYMEHTa
(IOKyMEHTOB).

[lepen pa3paboTkoi MpoekTa Mpukaza (pacHopsKEHHs) THIATEIBHO H3Y4aroTCs
3aKOHOAATeNbHble akThl Poccuiickoit @Denepaiu, JOKaJIbHbIE HOPMAaTUBHBIE aKThI
@uHyHUBEpPCUTETa U JIOKYMEHTBHI, SBJSIONIMECS OCHOBAHMAMM K HW3/aHUIO IPHUKa3a
(pacriopsikeHus).

0) MOATOTOBKY MPOEKTa MpHUKa3a (pacropsKeHHUs);

ObecnieueHre Ka4eCTBEHHOM MOJATOTOBKH MPOEKTOB MPHUKA30B (pacToOpsiKEHUN) U
UX COIVIACOBAHHME BO3JIAraeTCs Ha PYKOBOJWUTENEH CTPYKTYPHBIX IOJApa3JEICHUM,
MOATOTOBUBIUINX MPOEKTHI MPUKA30B (pACIOPSKEHU ).

[IpoekThl MNpPHUKA30B IO OCHOBHOM MAESATENBHOCTH WM IO aJMUHUCTPATHUBHO-
XO35MCTBEHHOM JESATENbHOCTA JOJDKHBI pa3paldaThiBaThCid B CPOK, YCTAHOBJICHHBIN
PEKTOPOM WJIM JIOJDKHOCTHBIM JIMLIOM, MOPYYMBIIMM MOATOTOBKY MpHKa3a, JTUOO B
COOTBETCTBUH CO CPOKAMH, YCTAHOBJIEHHBIMU HOPMATUBHBIMU JOKYMEHTAMH.

[IpoeKThl MpHKa30B MO JUYHOMY COCTAaBY PAaOOTHUKOB WJIM OOYYaIOIIHUXCS AOJKHBI
MOATrOTaBIMBATBECA B J€Hb MOCTYIUICHHS JOKyMEHTa (JOKYMEHTOB), SBIISIFOLIETOCS
OCHOBaHUEM JIJIsl U3JaHUsI IPUKa3a.

[IpoexThl mpuKa3zoB (pacmopsiKeHUi) 0 BHECEHUU U3MEHEHHI B paHee H3JaHHBIC
npuKasbl (pacrnopsoKeHus) Wi o0 MX OTMEHe JHOO MPU3HAHUM YTPATUBIIMMU CHITY
pa3pabaThIBalOTCsl TEMH CTPYKTYPHBIMU MOJPa3AesICHUIMU, KOTOPbIe TOTOBWINA MPUKA3HI
(pacnopsbxeHwsl ), MOJUIekKAIINEe U3MEHEHUIO UM OTMEHE JIN0O MPU3HAHUIO YTPATUBIIMMHU
CUITY.

B) COIJIaCOBaHUE MPOEKTA MpHKa3a (PacropsiKeHus );

[IpenocraBiieHre MPOEKTOB MPUKA30B (PACMOPSKEHH) HAa MPOBEPKY MPABUIIBHOCTH
opopMieHUsT M Ha  COIJaCOBAaHWUE  JOJDKHOCTHBIM  JIULAM  OCYUIECTBIISIETCS
HEMOCPEJCTBEHHO pa0OTHUKAMU CTPYKTYPHBIX TMOJpa3[eieHuii, MOArOTOBUBIINMU
IPOEKTHI MIPUKA30B (PACTOPSIKEHUN ).

[IpoexThl MpUKa30B MO JIMYHOMY COCTaBY, IO OCHOBHOM WM aJIMUHUCTPATUBHO-
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XO3MCTBEHHOM JIEATEIIbHOCTH, IPUCIAHHBIE HA COTIaCOBAHUE, TOJHKHBI pACCMATPUBATHCS
Y BU3UPOBATHCS JAOJUKHOCTHBIMHU JIMIIAMHU HE IMO3[HEE CIEAYIOLIEro padodero JHs Mocie
MTOCTYIUICHUS.

[IpoekThl MpUKA30B MO OCHOBHOM MEATEIBHOCTH OO0 YTBEPKIECHUU JIOKATBHBIX
HOPMATHUBHBIX aKTOB (DUHYHMBEPCHUTETA, MPUCIAHHBIE HA COTJIACOBAHWE M TpeOyrolue
VM3yYCHHS W TIPOBEPKH, JOJDKHBI PACCMATPUBATBHCS M BU3UPOBATHCS JIOJHKHOCTHBIMHU
JUIIAaMU B CPOK /10 5 pabouyuX JHEW CO THS UX TMOCTYIJICHUS.

[Ipouiecc  cormacoBanusi MPOEKTOB  IMPUKA30B  KOHTPOJUPYIOT  PAOOTHHUKHU
CTPYKTYPHBIX MOAPA3ACICHUMN, TOATOTOBUBIIINE TPOCKTHI IPUKA30B.

[Tpoekt mpukaza (pacmopsDKEHHs) BU3HPYETCS B OJCKTPOHHOM  BHUJC
JNOJDKHOCTHBIMH JIMLIAMU B COOTBETCTBHM C MApLIPYTOM MPOXOKJIEHHS mpukaza B CO/]
DIRECTUM, HaumHast ¢ pPYKOBOAMUTENS CTPYKTYPHOTO TMOJIpa3/ICICHUsl, BHOCSIIETO
MPOEKT MPUKA3a.

JIOJIDKHOCTHOE JTMIIO, HE COIVIACOBABIIEE MPOEKT IPHKa3d, BO3BpPALIAET €ro ¢
UCIIPaBJICHUSIMU U 3aME€UaHUSAMHU Ha TOPaOOTKY B CTPYKTYPHOE MOApa3ieiicHue.

BHecenne u3MEHEHMN WIM HCOPABICHUM B COTJIACOBAaHHBIA IPOEKT IIpHKa3a
(pacniopsiKeHHs1) He IOy CKaeTCsl.

B cinydae BHeceHus u3MeHEHHUs (MU3MEHEHHUM) B COIVIACOBAHHBIN MPOEKT IMpHKa3a
(pacmiopspkeHHs1) MHHUIIMATOP CO3/a€T HOBYIO (BTOPYIO) BEPCHIO JOKYMEHTAa M BHOBB
HAIIPaBJISIET HA COTJIACOBAHUE CO BCEMH JIOJKHOCTHBIMH JIMIIAMU.

I) OANMCAaHUE IPOEKTA MpUKa3a (pacnopsKeHus);

[Tocne cornacoBanus Mpukasza (pacropspKeHHs) BCEMU JIOHKHOCTHBIMU JIMIIAMM,
JOKYMEHT IMOCTYMAeT B OTHAEJI PETUCTPAMUA JOKYMEHTOB W KOHTPOJISI MCIIOJHECHUS
nopyuenuii (manee — OPIuKUIT) YV /IuA, pacrieuatpiBaercs Ha Oylanke DUHYHHBEpCUTETA
U TIepeaeTcs Ha MOANKUCh PEKTOPY WK JTOKHOCTHOMY JIMILY B COOTBETCTBUU C MPUKA30M
®unyHuBepcuteTa «O IeIerupoBaHUM OPraHU3alMOHHBIX TIOJTHOMOYHID).

[IpoekT mnpukaza (pacnopssKeHHs) MPEAOCTaBIAECTCS HA MOANUCH PEKTOPY WIIH
JOJDKHOCTHOMY JIMIYy TOJHOCTBIO O(OpPMIIEHHBIM, KpOME€ pPEKBU3UTOB «Jlata» wu
«PerucTpauOHHbII HOMEPY.

JIOIDKHOCTHOE JIUIIO0 TMOJNMUCHIBACT MpUKa3 (pacmopspkKeHHe) B CPOK HE TO37HEe
CJIeIyIOLEro paboyero JHs ¢ MOMEHTA MOCTYIUICHHsI PYUKa3a Ha MOAIHKCH.

Brecenne n3MeHeHUN WM MCTPABIICHUN B MOMUCAHHBIN MPUKa3 (pacmopsiKeHue)
HE JIOIYCKaeTCs.

1) pETUCTpalys MprKa3a (pacropsiKeHus).

[Toanucanubie MpUKa3bl (PACHOPSKEHUS) PETUCTPUPYIOTCA

1. B OPTuKUII Y IuA — npukassbi:

110 OCHOBHOM JI€SATEIILHOCTH;

110 AJIMAHUCTPATUBHO-XO03UCTBEHHOU JAEATEIBHOCTH,

0 JINYHOMY COCTaBy O0YyUYarOIINXCs, & TAKKE BCE BUJIbI PACTIOPSIKCHHM.

2. B llenTtpe mianupoBanus u pa3Butus nepcorana (naisee — [{[TuPIl) — npukassr
10 JINYHOMY COCTaBy paOOTHHUKOB.

3. B IlenTpe HOpMHpOBaHUS Tpyla, 3apaOOTHOMN TIaThl U JOTOBOPHOM pabOTHI —
MpUKa3bl 00 YCTAHOBJICHUH BBITIAT paOOTHUKAM.

[TognucaHnHbIM TpUKa3aM (pPACHOPSHKEHUSIM) MPUCBAUBAIOTCS PETUCTPALMOHHBIE
HOMEpa M TPOCTABJISAIOTCS JaThl peructpanuud. OpurHHaNIbl TPUKA30B XPaHITCS B
COOTBETCTBUM C HOMEHKJATypaMmu JeJl CTPYKTYPHBIX MOAPA3AECICHUN, B KOTOPHIX OHH
perucTpupyrorcs. JJOKyMEHTBI, SIBISIOIIMECS OCHOBAHMSAMHU [IJIsi W3JaHUS MPHUKA30B,
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NEepENAarTCs B CTPYKTYPHBIE MOIPA3IEIICHHs], OCYLIECTBIIOLINE X TEKYLIEE XPaHEHHUE.
4.1.7. CTpyKTypHBIE NOJpa3JEICHUS, OCYIIECTBIAIONIME PETHCTPALUIO MPUKA30B

(pacniopsbkeHMil), JIeNal0T BJICKTPOHHYIO PACChUIKY TPUKa30B  (paclopsuKeHUil) B

CTpyKTypHBIE ToApa3aencaus @unynuBepcuteta B cucteme C3JI DIRECTUM.

B o0s3aTenbHOM TOpSIKE NMPUKa3bl (PacIOpsHKEHHSI) JOJDKHBI HAIIPABIATHCS 10
peecTpy pacChUIKM B CTPYKTYPHBIE MOAPA3ICICHUSA-UCIIOJHUTENIN U B CTPYKTYpPHBIC
noJipa3/ieJIeHusl, TOJTOTOBUBIIME TMPOEKTHl MPHUKA30B (PaCMOpPsDKEHM), a Takke
3aMHTEPECOBAHHBIM  CTPYKTYPHBIM  MOAPA3JCICHUSAM U  JOJDKHOCTHBIM  JIMIAM
OUHYHUBEPCUTETA.

[IpuKa3pl 10 OCHOBHOW NIESITENBHOCTH PACcChUIAIOTCS B COOTBETCTBUU C PEECTPAMHU
PacCChUIKHA, KOTOPBIE COCTABJSIOTCA B CTPYKTYPHBIX MOJPA3AEIICHUSAX, MOATOTOBUBIINAX
MPOEKTHI puKa3oB (mpuioxkenue Ne 24). PeecTpbl pacChUIKU TOMKHBI MPUKIIAABIBATHCS K
MIPOEKTaM NPHUKA30B (PacCHOpPsKEHUI) MpPU MOATOTOBKE M HANPABJICHHHM IPUKA30B
(pacnopsbkeHMil) Ha COTJIACOBAHME U TOIMKUCAHUE.

[Ipukaspl M0 JIMYHOMY COCTaBY OOYYaIOIIMXCS PACCHUIAIOTCS B COOTBETCTBUM C
TUITOBBIMH peecTpaMu pacchbliku, pazpadotanubiMu OPIuKUIT V IuA.

[Ipuka3pl MO JHYHOMY COCTaBy pPAOOTHUKOB, pACChUIAIOTCS B CTPYKTYPHBIE
[0JIpa3/IEJICHUS B COOTBETCTBUU C PEECTPAMU PACCHIIKU.

Tunosele peecTpsl PaCCHUIKH IIPUKA30B K IIPOECKTaM IPHUKA30B HE MTPUKJIIAIbIBAIOTCS.

PeecTpbl pacchUIKM TNpPUKa30B (pacCHOpPsKEHUM) XpaHATCS B COOTBETCTBUU C
HOMEHKJIATypaMU JEJI CTPYKTYPHBIX MTOAPAa3ACIICHAN, B KOTOPBIX OHU PETUCTPUPYIOTCSL.

4.2. Pemtenne

4.2.1. Perienne — MOKaNbHBI HOPMATUBHBINA aKT, IPUHUMAEMbIN KOJIJIETHATbHBIMU
WM COBEUIATENIbHBIMU OpraHaMHu B IEJSX pa3pelieHuss HaubOojee Ba)KHBIX BOMPOCOB
nesaTeNbHOCTU. PereHus u3aarot oo1re coopanus, ydeHble, METOANYECKUE COBETHI U JIp.

4.2.2. Pemeane odopmisieTcs ¢ coOroaeHUEM TpeOoBaHWN K  OQOpMIICHUIO
MpPUKa30B, 3a HCKIOYEHWEM TOTO, YTO KJIKOYEBBIM  CJIOBOM,  OTIEJSIOLIUM
KOHCTATHPYIOIIYIO YacTh TEKCTa OT PACHOPAIUTEIIbHOW, SIBISETCS TJIAroyl «PEeLIniny,
«PEIINIIaY, «PELIAIINY.

4.2.3. PemieHnsiMA ~ Tak)K€  HA3bIBAIOTCS  COBMECTHBIC  PACTIOPSIUTEIIbHBIC
JOKYMEHTBI, TPUHUMAaeMble JIByMs W Oojiee opraHaMu, HMEIONMMHU TPaBO H3aBaTh
paznuyHbIe 10 GOpMEe PaCTOPSIIUTEIbHBIE TOKYMEHTHI.

4.2.4. CoBMecCTHBIE perieHus] OPOPMIISIOTCS TaK K€, KaK 1 COBMECTHBIC MPUKA3bI.

4.3. Tlonoxenue, mpaBuiia, THCTPYKITHH

4.3.1. [lonoxxenue (mpaBuiia, UHCTPYKIIMU) SIBISICTCS JIOKAJbHBIM HOPMATHBHBIM
akToM OUHYHUBEPCUTETA, YTBEPKIAEMbIM:

PEKTOpOM;

JIUIIOM, UCIIOJHSIIONIMM OO0S3aHHOCTH PEKTOpa B Cllydae €ro OTCYTCTBHS,
Ha3HAYEHHBIM MIPUKA30M PEKTOpA.
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JIOJKHOCTHBIE MHCTPYKIIMH, KPOME TOTO, YTBEPKAAIOTCS JOJDKHOCTHBIMU JIMIIAMU
u3 coctaBa PexTopara B cooTBeTcTBUU NpukazoM PunyHuBepcuteTa «O JIeierupoBaHun
OpraHU3allMOHHBIX  IOJHOMOYMI» W JIOKAIbHBIMA  HOPMATHBHBIMH  aKTaMu
OUHYHUBEPCUTETA.

[IpaBuna — TOKyMEHT, yCTaHABIMBAIOIIMKA HOPMBI U TpeOOBaHUA, O00s3aTEIIbHBIC
JUTSI BBITIOJTHEHHUSI.

[TonmoxkeHne — 3T0O HOPMATUBHBIN MPABOBOW aKT, ONPEACISIONIMN TPABOBOM CTAaTYC,
MOTYMHEHHOCTh, CTPYKTYPY, MECTO B CTPYKTYpe, 3a/la4y, QYHKIUA WU APYTUe aCHEKTHI
nesitenbHocT DUHYHHUBEPCUTETA UITK €€ OT/ACIbHBIX COCTaBHBIX YacTel (Moapa3aesieHuid,
JOJKHOCTEH, KOJUIETHaJIbHBIX OpraHoB). [lonoxeHue ompenensieT CUCTEMY YIpaBIEHUs
OpraHu3aluei.

HNHcTpyKIust — TOKYMEHT, B KOTOPOM H3J1araeTcs MopsiloK OCYIIECTBICHUSI KaKOu-
100 NeATEIbHOCTH UK TIOPSAIOK TPUMEHEHUS MTOJIOKEHUN U MHBIX HOPMATHUBHBIX aKTOB.

4.3.2. llonoxxenne (mpaBuia, HMHCTPYKIMH), 3a HCKIIOUYEHHUEM JIOJHKHOCTHOU
MHCTPYKIMU, YTBEPKAACTCS MPUKA30M U O(opMIIsIeTCsl Kak MPUIIOKEHUE K MpHUKa3y Ha
CTaHJAapTHBIX JIUCTax Oymaru popmara A4.

JIOIOKHOCTHAsT MHCTPYKIIMS YTBEpKAaeTcsi TpudoM yTBEpKIECHUS U Me4aTaeTcs Ha
yTBEpKIEHHOM o00meM yrioBoM Omanke @OunyHuBepcutera (mpminokenue Ne 11).
VYnotpebaeHue 0JaHKOB MPOU3BOIBLHON (POPMBI 3aITPEIIAETCS.

4.3.3. [lonoxxenue (mpaBuja, HMHCTPYKIMS) JIOJDKHO UMETh YCTaHOBJICHHBIN
KOMILJIEKC 00513aTeNIbHBIX PEKBU3UTOB U CTAOMIIBHBIN MOPSAIOK UX PACIIOIOKEHUS:

a) OTMETKa O MPUIIOKEHUHM (TOJBKO JUIsl TOJIOKEHHUS (TpaBWil, HHCTPYKIIHH),
0(OpPMIIEHHOTO KaK MPUJIOKEHUE K TIPUKa3y);

OtmeTKa 00 yTBEpKAAEMbIX NMPUIOKEHUSIX (IIOJIOKEHUE, TPaBUila, MHCTPYKIIHS) K
npukKasy oQopmisieTcss B IpaBOM BEPXHEM YIiy NpWIokeHUWd. OT MATOro MOJOKEHUs
ta0ynstopa (10 cM) nomkHO ObITh HamedataHo cyioBo «lIpunoxenue Ney (0e3 KaBbIYECK,
BKJIFOYAsl 3HaK HOMEpPA, €CJIM MPUII0KEHUN HECKOJIBKO).

Crpanuibl NpuKa3a U MPUIOKEHUNH K HEMY HYMEPYIOTCS KaK €IUHBIA JOKYMEHT
MOCEPE/IMHE BEPXHETO MOJIS JUCTa apaOCKUMU LU pamMu, HAYUHASI CO BTOPOTO JIUCTA.

OTMeTKy 0 MPUIOKEHUH HEOOX0IUMO O(OPMIISITH B COOTBETCTBHM C IpaBUIIaMU
opopmieHus pekBusuta 19 (B yacTu, OTHOCSIIENUCS K pacTIOPSANTEIBHOMY JTOKYMEHTY).

0) rpud yTBEpKAECHUS JOKYMEHTA;

JUist nonokeHust (MpaBW, WMHCTPYKIUHU), O(POPMIEHHOTO KakK NPHIOKEHHE K
npukazy, rpud yrBepxkaenus — ciaoBo «YTBEPXIEHO» («YTBEPXIEHBI»,
«YTBEPXJIEHA»), cormacoBaHHoe B poOJA€ M UHUCJIE C BHUIAOM YTBEPKIAEMOIO
JOKYMEHTa, [eYaTaeTcsl Yepe3 JIBa MEKCTPOUHBIX MHTEpBaja OT OTMETKH O MPHIOKEHUU
MPONMUCHBIMA OyKBaMH OObIYHBIM HIpuPTOM pasmepoM Ne 16 06e3 KaBblUeK U
BBIPABHUBACTCA IO JICBOMY Kpar OT MATOTO mosioxkeHus Tadynsropa (10 cm). Huxke
MeYaTaeTcsi CIOBO «IPUKa3» CTPOYHBIMU OyKBaMU B TBOPHUTEIIBHOM MaJEXKe, €ro aBTOp
(opranuzanus), gata 1 HoMep. CocTaBHbIE YaCTH JJAHHOTO PEKBHU3UTA MEYaTalOTCs Yepe3
OJIMH MEXXCTPOUYHBIA HHTEPBAJI, HAIPUMEDP:

ITpunoxenue
YTBEPXJIEHO

nprka3zom OUHYHUBEPCUTETA
ot 21.09.2019 Ne 0719/0
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s MOMKHOCTHOM MHCTPYKIMU Tpud yTBepkaeHus — cioBo «YTBEPXIIAIO»
nevyaraercss IpOMUCHBIMUA OyKBamMH OOBIYHBIM IIpuTOM pazmepoM Ne 16 Ge3 kaBbIUEK U
[I€YaTaeTCsl ILEHTPOBAHO OTHOCHUTENBHO JUIMHHOW CTPOKM OT IIATOTO IOJIOKEHUS
tabymnsTopa (10 cm). Huke meuaratorcss CTpOYHBIMH OyKBamMH, HauyWHas C MPOMUCHOMH,
HaVMEHOBAaHHWE JOJDKHOCTH JIMIA, YTBEP/KIAIOUIETO JOKYMEHT, HUXKE €r0 WHULHAIBI U
damunusa. [lox HUMU TIpocTaBisieTcs AaTa, B KOTOPOM MOTYT OBITh 3apaHee HareyaTaHbl
TOJIBKO MECALl M TOJ yTBEP)KJIEHUA NOKyMeHTa. COCTaBHbIE YAaCTH JAHHOIO PEKBU3HUTA
NIEYaTaIOTCS YEPE3 MONTOPA MEKCTPOUHBIX HHTEPBAa, HAIPUMED:

YTBEPXIAIO
Pextop ®rHAaHCOBOTO YHUBEPCUTETA

M.A. DcKknHIapoB

« » saBaps 2021 r.

I'pud yTBEepKIEHHUS TOJKHOCTHOW HWHCTPYKIIMM HEOOXOJMMO pacroyiaraTb Ha
BBICOTE HMKE YPOBHs pacronoxenus ['ocynapcreenHoro repda Poccuiickoit @enepanuu.

['pud yrBepkeHusa noyoxeHus (MpaBuil, MHCTPYKLIUN) HEOOX0IUMO 0(OPMIIATH B
COOTBETCTBUM C MpaBUIaMHU 0pOpMIIEHUS peKBU3UTA 16.

B) HAMMEHOBAaHUE BU/IA JOKYMEHTA;

Jig monokeHus (IpaBWI, WHCTPYKUUHU), O(OPMIIEHHOIO KaK NPUIIOKEHUE K
pUKa3y, HaMMEHOBaHHE BUIA  JIOKyMEHTa — CJIOBO «ITOJOKEHUE»

(«ITPABUJIA», «MHCTPYKLUS») neuaraercs depe3 1Ba MEKCTPOIHBIX

MHTEpBaja OT Tpuda YTBEPKACHUS MNPONUCHBIMU OyKBaMU MOIYXUPHBIM IIPU(TOM
pa3mepoM Ne 16 Oe3 KaBbIYEK U BBIPABHUBAETCS IO LICHTPY.

JUist  TOJDKHOCTHOW ~ MHCTPYKIMM HAMMEHOBaHWE BHUAA JOKYMEHTa — CJIOBO
«MHCTPYKILMUS» neuaraercs depe3 JBa MEXKCTPOYHBIX HHTEpBaja  OT
HauMeHoBaHUs @OuUHyHHMBEpcUTETa NPONUCHBIMU OyKBaMU MOJNYKUPHBIM IIPUPTOM
pazmepoM Ne 16 Oe3 KaBbIYEK M BBIPABHUBAETCA MO LIEHTPY OTHOCUTEIBHO PACTIONI0KEHUS
PEKBU3UTOB yriaoBoro oduiero 6ianka GuHyHuBepcUTeTa.

HanmenoBanue BHAa JOKyMEHTa HEOOXOAUMO O(OPMISATH B COOTBETCTBHM C
npaBuiiaMu oopmiienus pexsusurta 09.

) 1ata AOKyMEHTa (IJis MOJIOKEHUs (MpaBUi, MHCTPYKIHH), OPOPMIICHHOTO Kak
IPUIOKEHUE K TPUKa3y, OpOopMIIsieTCs Ha IPUKa3e);

JlaToi JOJDKHOCTHOM MHCTPYKIMH SIBJISIETCS Jara €€ yTBepxkiaecHus. Jlary
JIOJHDKHOCTHOW MHCTPYKIIMM MOXHO O(OpMIIATh Kak LHU(PPOBBIM, TaK U CJIOBECHO-
U (HPOBBIM CIIOCOOOM.

Jlaty JOMKHOCTHOM HWHCTPYKIMH HEOOXOIMMO OQOpPMIISTH B COOTBETCTBUHU C
npaBuiamMu opopmieHus pexkpusuta 10.

1) pETUCTPALIMOHHBIA HOMEP JMTOKYMEHTa ([JIs1 MOJIOXKEHHUS (IIPaBUII, HUHCTPYKILIHH),
0(OPMJIEHHOTO KaK MPUJIOKEHHE K MpUKa3y, ohopMIIsIETCs Ha MpUKas3e);

PeructpalilioOHHBIM HOMEPOM JOJIKHOCTHOW HHCTPYKLUMH SIBISIETCS MOPSIKOBBIN
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HOMEp, IPUCBAMBAEMBI W3 PETMCTPALMOHHOIO MAacCMBa HOMEPOB IO JOJKHOCTHBIM
MHCTPYKLUSM B MpeAeiax KaJeHIApHOrOo roja W JOMOJIHEHHBIM WHIEKCOM JeNla I10
HOMEHKJIaType Jen LleHTpa miuaHupoBaHUs U pa3BUTHA MEPCOHANA, B KOTOPOM XpaHUTCS
MO/JIMHHUK TOKYMEHTA.

PeructpanmonHblii HoMep IOJDKHOCTHOM MHCTPYKIIMM HEOOX0IUMO O(OpMIISTH B
COOTBETCTBUH C MpaBuiIaMu opopmiieHus pexksuzura 11.

€) 3aroJIOBOK K TEKCTY;

3aro0oBOK K TEKCTY HOJOKEHUs (MpaBuil, MHCTPYKLHHU) COCTABISIETCS JIMIIOM,
HNOJATOTOBUBIIMM MPOEKT MOJOKEHUS (MpaBUjl, HHCTPYKIUH), U JOJKEH KPaTKO U TOYHO
OTpa)kaThb COJIEPKAHUE TEKCTA.

[TonoxxeHue (mpaBuiaa, UHCTPYKLUS), 0QOPMIIEHHOE KaK NPUJIOKEHUE K IMPHUKa3Yy,
KaK IpPaBUJIO, UMEET 3arojOBOK, KOTOPBI HAaYMHAETCs ¢ Ipenora «o (00)» M mumieTcs
CTPOYHBIMH OyKBaMHU.

3aroyioBOK  MOJIOKEHUsT  (IIpaBWJ, MHCTPYKLMH) Tedaraercss 4epe3 JBa
MEXCTPOUYHBIX MHTEpBajia OT pekBu3uTa «HamMeHOBaHME BUAa JOKYMEHTa» CTPOYHBIMU
OykBaMu 0e€3 KaBbIYEK MOJYXUPHbIM IIpudToM Ne 14 u BbIpaBHUBAETCS MO LEHTPY
TEKCTOBOI'O IOJIsI, HAIIPUMED:

IHOJIO’KEHUE

o0 Boennom y‘l€6HOM HEeHTpE ®OUHAHCOBOIO YHUBEpPCUTETA

[lonoxeHue O CTPYKTYpHOM MOJPA3JACICHUM HWMEET 3arojioBOK, KOTOPBIM
HaunHaetcs ¢ npemsora «O (OO0)», Hanmpumep: 00 YNpaBJieHMH TapaHTHH KavecTBa
oOpasoBaHus, 0 Ciayx0e oxpaHbl TPyaA.

3aroyioBOK JOXKHOCTHOM MHCTPYKIMU OTBEYAET HA BOIIPOC «KOT0?», HAIPUMEDP:
IJIABHOT'O CIIELHAJNCTA, 3aMeCTUTENsl HAYAJbHUKA OTesa. 3arojl0OBOK JOJKHOCTHOM
MHCTPYKLIMM [1€YaTAeTCsl 4Yepe3 JBa MEXCTPOUYHBIX HMHTEpBaJa OT pekBu3zHuTa «Mecto
cocTaBlieHUs] (M37aHMsI) JTOKYMEHTa» CTPOYHBIMU OyKBaMM O€3 KaBBIYEK IOIYKHUPHBIM
mpudTom Ne 14 1 BeIpaBHUBAETCS TIO IIEHTPY TEKCTOBOTO TOJIA.

3aros0BOK MOJIOKEHUS (IPaBUJl, HHCTPYKIUH), COCTOSALIMN U3 HECKOJIbKUX CTPOK,
neyaTaeTcsl 4epe3 OAMH MEXCTPOYHBIA HMHTEpBal. 3arojlOBOK IOJIOKEHUS (TpaBuil,
UHCTPYKIIMH ) HEOOX0MMO O(POPMIIATH B COOTBETCTBHH C O(POpMIICHHEM pPeKBU3UTA 17.

) TEKCT TOKYMEHTa;

B Tekcrax mosoxkeHWil (TpaBWl, UHCTPYKUUNA) JTOJKHBI YNOTPEOIATHCS TOJIBKO
OOLIENPUHSATHIE B PyCCKOM $SI3bIKE 0003HAYEHUS], TEPMUHBI U COKPAILEHUSI.

[Ipu HEOoOXOAMMOCTH YNOTPeOIECHUS COKPAIICHUS (COKPAIIEHHOTO HAUMEHOBAHUSA)
B TEKCTE CHauaja MHUILIETCS TMOJHOE HAaMMEHOBAaHME, a 3aTeéM B CKOOKax [aercs ero
COKpallleHHe (COKpallleHHOE€ HaWMEHOBAaHME), 3a HCKIIOYEHHEM OOUIECHPUHSITHIX
COKpAILICHU, HATPUMED:

B COOTBETCTBUU C (emepanbHbIM TOCYJAPCTBEHHBIM 00pa30BaTEIbHBIM
CTaHAAPTOM cpeniHero npodeccuoHanbHOro oopazoanus (manee — GI'OC CIIO) ... .

B Ttekcrax mnonoxxeHud (mpaBWi, WHCTPYKIMI) HAUMEHOBAHUS CTPYKTYPHBIX
MOJpa3ACICHNUN, KOJUIETHAJIbHBIX OpraHoB @OuHyHHBepcUTETa W JOJDKHOCTEH MX
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pPYKOBOAMTEINEH JOJKHBI M€YaTAaThCA B COOTBETCTBUU C MPABWIIAMH HAMKMCAHUS YacTed U
OTJICJIOB OpTaHM3aIllH, JOJHKHOCTEH, YKa3aHHBIMHU B MpaBuiaX OQOPMIICHHUS PEKBH3UTA
18.

Texcr mnonoxeHuss (MpaBWI, WHCTPYKIMH) H3Jaraerca OT TPEThEro JIuua
€AMHCTBEHHOTO WJIM MHOKECTBEHHOIO YMCJIa. B TEKCTE MCMONB3YIOTCS CIIOBA: «JIOJKEH,
«CIIENYET», «HEOOXOAMMO», «3aNPELIACTCA», «HE IOMYCKAEeTCs», a TaKXKe IJIarojibl B
dopMe HACTOAIIETO BpEMEHH, NPUIAIONINE TEKCTY MPEANUCHIBAIONINN XapakTep,
HaAMIPUMEDP: «YyKa3bIBAIOTCS», «II€YaTatoT» U T.1.

KoHcratupyromieil 4actbio mosioxeHus: (MpaBujl, WHCTPYKIHMH) CIY>KHUT pasjel
«OO011IMe MONOXKEeHUs», B KOTOPOM YKa3bIBAIOTCS OCHOBaHUSA pPa3pabOTKH, OCHOBHOE
Ha3HAYE€HHWE HOPMATUBHOTO aKTa M cdepa ero pacrnpocTpaHEHHUs, OTBETCTBEHHOCTh 3a
HapylIEHUE YCTAHOBJEHHBIX MNpaBwil. B paznene «OOume mosoKeHUs» IMOJO0KEHUS O
CTPYKTYPHOM TMOAPA3ACICHUA WM JOJDKHOCTHOW WHCTPYKIIMM YKa3bIBAETCS TaKkKe
uHpopManuss O MNPU3HAHMM YTPATUBIIUM CUJy MPEIUIECTBYIOUIETO IOJOXKEHHUS O
CTPYKTYPHOM MOJPA3AECICHUH WU JOHKHOCTHOM MHCTPYKIIMH.

OCHOBHO# TEKCT MOJOXKEHUs (MPaBUII, THCTPYKIIMK ) MOXKET JEIUTHCS HA pa3zebl,
MO/Ipa3/Ieiibl, MyHKThl U MOJANYHKTHI. Pa3fensl TOMKHBI UMETh Ha3BaHUsS, HYMEpPOBAThHCS
apaOckumu ugpaMu U neyaraTbesi HeXXKUPHBIM mpudTom Ne 14,

[Tonoxenue (MpaBuiia, MHCTPYKIUS) UMEIOT YHU(ULIUPOBAHHYIO CTPYKTYPY TEKCTA.
[TonoxeHue o CTPYKTYpHOM NOJIpa3IeJI€HUU BKIIIOYAET pa3/ebl:

1. O61re noaoxKeHusl.

2. lenu u 3a1a4m.

3. OyHKIUU.

4. IlpaBa 1 OTBETCTBEHHOCTb.

5. B3auMOOTHOIIEHUS C IPYTUMU NOAPA3ICICHUSIMMU.

JIOMKHOCTHAS! MHCTPYKIIMS paOOTHUKA BKIIIOUAET pa3/iebl:

1. OGuIre Noa0KEeHHUs.

2. OyHKIUN.

3. O0s3aHHOCTH.

4. ITpasa.

5. BzauMooTHoeHus (CBA3M MO JOJKHOCTH).

6. OTBETCTBEHHOCT.

Texcr mnonoxeHust (MpaBW, WHCTPYKLUHU) OTHENSETCS OT 3arojioBKa ABYMs
MEKCTPOYHBIMA HHTEpBaiaMu, meuyataercs mpudrom Times New Roman Ne 14 yepes
HOJITOpa MEXCTPOUHBIX HHTEPBAJIa OT HYJIEBOTO MOJIOKEHHUS Ta0yssiTopa (JIEeBOM IpaHULIbI
TEKCTOBOI'O MOJIs1) U BBIPABHHUBAETCS IO JIEBOM M MPaBOM I'PAHMIIAM TEKCTOBOIO IOJIS.
[TepBas cTpoka kaxaoro ad3ara HaYMHAETCS C TIEPBOTO MOJIOKeHUs Tadysaropa (1,25 cm)
OT JIEBOM TPAaHULIbI TEKCTOBOT'O MOJIS.

TexcT nonoxxeHus (nmpaBuil, UHCTPYKIMH) HEOOXOUMO 0GOPMIISITH B COOTBETCTBUU
¢ mpaBuiIaMu ohopMIIeHHS peKBU3HTa 18.

3) MOJMHKCH;

[Tognuce mnonoxxkeHus (mpaBui, HWHCTPYKIMH) COCTOMT W3 HAMMEHOBAHUS
JOJDKHOCTH JIMIIA, TOJIMUCHIBAIOIIETO JOKYMEHT, MOJIMUCH, PacIIM(POBKU TMOIIUCU
(vHUIMANBL, (haMuTus).

HanmMeHoBaHuMe HNOKHOCTM JMIA, MOANKMCHIBAIOMIETO TMOJIOKEHUE (MpaBuiIa,
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MHCTPYKIMIO), II€YaTaeTcsl OT JIEBOM I'PaHUIbl TEKCTOBOIO MO, MHUIMAIBI U (paMuIus —
OT NpPaBOM TpaHULbl TEKCTOBOro mnoiisa. Iloamuck oTaenseTcss OT TeKCTa MOJIOKEHHS
(IpaBWII, MHCTPYKIMH) IBYMS — YETBIPbMS MEXCTPOUYHBIMH HHTEPBAJIAMHU.

[loamuce monoxkeHus (MpaBWJl, HMHCTPYKIMH) HEOOXOAMMO oOdopmIATh B
COOTBETCTBHUH C 0O(DOPMIICHHEM PEKBU3HTA 22.

1) BU3a (U1sl OJI0KEHUs (MIpaBujl, HHCTPYKIMH), OPOPMIICHHOTO KaK MPUIIOKCHUE
K MIpHKasy, ohopmIIseTcsl Ha IpUKase).

CornacoBaHu€e MPOEKTOB JIOJKHOCTHBIX MHCTPYKUMN opopMisieTcsi BU3od. Busbl
COTJIACOBAHUS Ha MPOEKTaX JOJDKHOCTHBIX MHCTPYKUMHM O(OPMIIAIOTCS B HM)KHEH 4YacTH
00OpPOTHOM CTOPOHBI MOCIEIHETO JIncTa JoKyMeHTa. CiioBO «CoriacoBaHO» HE MUIIETCS.
HaumeHoBaHMe JOKHOCTH BHU3UPYIOLIETO JIMLA II€YaTaeTcsl OT JIEBOM TI'paHULIbI
TEKCTOBOTO I10JIs1, UHUIHAJIBI U (DaMUJIUS — OT BTOPOTO MOJIOKEHUs TadynsaTopa (4 cm).
Kaxxnas Bu3a coriacoBaHusi OTAENAETCSA OT JPYrOi TpeMsl MEKCTPOUHBIMHU HHTEPBAIIAMH.

Bu3y cormacoBaHus JOKHOCTHOM MHCTPYKLIHMH HEOOXOAMMO OQOpMIISTH B
COOTBETCTBHHM C MpaBuiiaMu o0opmiieHus pekBusura 21.

4.3.4. TloaroroBka monoxeHus (paBuil, HHCTPYKITUHN ) BKIIFOYAET B CeOSI:

a) U3y4eHHUE CyIIECTBA BOMPOCa U cOOP HEOOXOAUMBIX CBEIACHUM;

[IpoekThl moNIOKEHUI (ITpaBUJI, MHCTPYKIUI) pa3padaThIBAIOTCS CTPYKTYPHBIMU
MOAPA3ICICHUAMH 10 TOPYYEHHUIO PEKTOopa WM JODKHOCTHBIX JIMI[ M3 COCTaBa
PexTopara, UMEIOIMX NpaBo yTBEPKICHUA MOJOKEHUN (IIpaBul, MHCTPYKIUI), JINOO 1O
COOCTBEHHOM MHUIIMATHBE HA OCHOBAHWU COOTBETCTBYIOLIETO JOKYMEHTA.

Ilepen pa3paboTkoil mHpoekTa MOJOXKEHUs (MpaBUJ, WHCTPYKUUHU) TIIATEIBHO
U3Yy4aroTCs 3aKOHOJATENbHbIE akThl Poccuiickoil Denepanni, JOKAIbHbBIE HOPMAaTUBHBIE
akTel DUHYHUBEpPCUTETa M JOKYMEHTBHI, SIBJISIOIIMECS OCHOBAHMSIMHM K pa3paboOTKe
HOJIOKEHUS (MPaBUI, UHCTPYKLIUN).

0) MOATrOTOBKY MPOEKTA MOJI0KEHU (TIPaBUil, UHCTPYKIUN );

ObecneyeHre KayeCTBEHHOM TMOATOTOBKM IPOEKTOB TMOJOKEHHHM  (MpaBuIL,
MHCTPYKIMH) M UX COIVIACOBAHME BO3JIAraeTcsi Ha PYKOBOJMUTENEH CTPYKTYPHBIX
MO/Ipa3/IesIEHU i, KOTOPbIE TOTOBST MPOEKTHI OJOKEHHUH (ITPaBUJI, HHCTPYKIIHIA).

[TpoekThl mosiokKeHUN (MpaBui, UHCTPYKLMM) JOJKHBI pa3padaThiBaThCsi B CPOK,
YCTAaHOBJICHHBIA PEKTOPOM WM JOJDKHOCTHBIM JIMLIOM W3 cocTaBa Pekropara,
MOPYYUBUIUM TMOATOTOBKY IMOJOXKEHUA (MpPaBUl, HUHCTPYKIUHU), TMOO B COOTBETCTBUHU CO
CpPOKamH, YCTaHOBJIECHHbIMH HOPMATUBHBIMHU JOKYMEHTAMH.

[Tpu HEOOXOAMMOCTH BHECEHUSI U3MEHEHU B MOJIOKEHUE (IIPaBUiia, MHCTPYKIIHIO),
YTBEpXKJACHHOE MPHUKA30M, pa3padaTbiBaeTCsl MPOEKT MpUKa3a O BHECEHUU U3MEHEHUH B
MPUIOKEHUE K TPUKa3y 00 yTBEPKICHUH MOJIOKEHUS (IPABUII, HHCTPYKIIUH).

[Ipy HEOOXOAMMOCTH OTMEHBI JMOO MPU3HAHUM YTPATHUBIIUM CHIIY MOJOXKEHUS
(MpaBuJI, HHCTPYKLMH), YTBEPKACHHOTO MMPUKA30M, pa3padaThiBaeTcsi MPOEKT MprKasza 00
OTMEHE MO0 TNPU3HAHWUU YTPATHBIIMM CHJIY NpHKa3za 00 YTBEPKACHUU MOJIOKEHUS
(IpaBuII, UHCTPYKIUH).

Ecnu paspabatrbiBaeTcsi HOBOE TOJIOKEHWE (MpaBWia, HHCTPYKIHMSA) B3aMEH
CYILECTBYIOIIET0, YTBEPKAAEMOE ITPUKA30M, TO B OJJHOM M3 IYHKTOB PacClOpPSAUTEIbHON
yacTHM TMpuKaza o0 yTBEPKIECHUU TOJIOKEHUS (MpaBWil, MHCTPYKIMH) JOJKHA
COJIepKaThCsl CChUIKA Ha YTPATHBIIMN CHIIY MpHUKa3, KOTOPbIM MOJOKEHHE (MpaBUIIa,
UHCTPYKIIMS) OBLJIO YTBEPIKJICHO.
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B) NOJANKCAHKE MMPOEKTA MOJIOKEHUS (MPAaBHJI, UHCTPYKLIMH );

[Tonoxxenue (mpaBmiia, MHCTPYKLHKA) TOJDKHO OBITh MOAMHCAHO PYKOBOIHUTENIEM
CTPYKTYPHOIO  IOAPA3ACICHUs, €CIA  PErJIaMEHTUPYET  JEATEIbHOCTh  JaHHOTO
[OJIpa3/IeIeHus, a TAKXKE, €CIIM B 337a4H CTPYKTYPHOTO ITOAPA3JEICHUs BXOIAT BOIIPOCHI,
YKa3aHHBIE B 3aI0JIOBKE K TEKCTY IMOJI0KEHUA (ITpaBUil, UHCTPYKLUN).

I') COTJIaCOBAHUE MPOEKTA MOJI0KEHUS (TIPaBUJI, UHCTPYKIIUHN);

[IpenocraBieHne MPOEKTOB MOJOKEHUM (MpaBUi, HHCTPYKIUI) HA HPOBEPKY
MPaBIWIIBHOCTH O(QOPMIICHHS M Ha COTJIACOBAHME JOJDKHOCTHBIM JIMIIAM OCYIIECTBISETCS
HETNOCPEICTBEHHO pPAaOOTHUKAaMH CTPYKTYPHBIX TMOJpPA3AEICHUM, MOArOTOBUBIINMU
IPOEKTHI MOJOKEHUN (IPaBUII, MHCTPYKIIHI).

[IpoekThsl mMoNOXEHUM (MpaBW, WHCTPYKLHI), NPHUCIAHHBIE HAa COIJIACOBAHHUE,
JOJDKHBI PACCMaTPUBAThCSI U BU3UPOBATHCS JOJKHOCTHBIMU JIMIIAMH B CPOK 710 5 pabounx
IHEHN CO IHS UX MOCTYIUICHHUS.

IIponiecc  cornacoBaHus  MPOEKTOB  TMOJIOKEHHM  (MpaBuj,  MHCTPYKIIUA)
KOHTPOJIUPYIOT PAOOTHUKM CTPYKTYPHBIX HOJpa3AeieHU, MOATOTOBUBLIME MPOEKTHI
MOJIOKEHUH (TMPaBUIl, HHCTPYKIIHM).

[IpoekThl MpuKa3zoB 00 yTBEPKICHUH MOJ0KEHUHN (TIPABUII, UHCTPYKIUI ) BUSHPYIOT
JOJKHOCTHBIE JIMIIA B CIIEYIOIIEM MOPSJIKE:

1. PykoBOaUTENb CTPYKTYPHOTO MOAPA3/IEICHUSI, BHOCSIINNA TPOEKT.

2. Haganpauk [InanoBo-(rHAHCOBOTO YIIpaBiIeHUS (MPOCKTHI MOJIOXKEHHUH (TIpaBU,
MHCTPYKIUH), UCTIOJTHEHUE KOTOPBIX TpeOyeT (PMHAHCOBOIO 00ECTICUEHNS).

3. JIOJDKHOCTHOE JIMIO U3 cocTaBa PekTopaTa B COOTBETCTBHUM C IPHUKA30M
@®unyHuBepcuteTa «O IEeIETHPOBAaHUY OPraHU3aUOHHBIX IIOJTHOMOYHI.

4. PykoBogutens FOpuandeckoii ciryxObl.

1) YTBEPKJICHHE MPOEKTA MOJIOKEHUS (TIPaBUII, MHCTPYKITUH ).

[IpenocTaBieHre NPOEKTOB MPUKA30B 00 YTBEPKICHUHM TOJOXKEHUM (TIpaBui,
MHCTPYKIMI) HAa MOAMNHCH PEKTOPY JMOO0 NPOEKTOB JOJKHOCTHBIX HWHCTPYKLMM Ha
YTBEPKIAECHUE PEKTOPY ocylecTBisieT Y JuA.

[IpenocraBiieHre MPOEKTOB JOKHOCTHBIX HMHCTPYKLIMM HAa  YTBEpXKICHHE
JNOJDKHOCTHBIM ~ JIMIaM M3 cocTaBa Pekropata OCYILIECTBISIETCS CTPYKTYPHBIMHU
NOoJIpa3IeJECHUSIMHU, TOATOTOBUBIIMMH MPOEKTHI.

€) perucTpaiusi MmojJoKeHus (paBuil, UHCTPYKIIUN).

[lognucanHele TpuKa3bl 00 YTBEPKICHUU TMOJIOKEHUH (MpaBUjl, MHCTPYKLIUN)
peructpupyrorcs B Y IuA.

[lonnucanHple MpUKa3bl 00 YTBEPKACHUM TMOJIOKEHUM O  CTPYKTYpPHBIX
MOAPA3AETIECHUAX PETUCTPUPYIOTCS B Y JIHA.

VYTBepkKACHHBIE JOJDKHOCTHBIE HMHCTPYKUMH perucrpupyrorcss B LleHtpe
IJIAHUPOBAHMS U PA3BUTHUS IEPCOHATIA.

OpuruHasel noJI0KeHUH (IpaBuil, THCTPYKIIMI), B T.4. TOJOKEHUH O CTPYKTYPHBIX
NOJIpa3/IeTICHUsX, SBIISIOIIMECS TMPUJIOKEHUAMH K TIpUKa3aM, XpaHITCS BMECTEe C
OpUTrMHAJIaMU TIPUKa30B B Y [uA.

OpurvHangbl JOJKHOCTHBIX HMHCTPYKUMN XpaHsrcss B lleHTpe miaHupoBaHusi u
pPa3BUTHS MEpCcOoHAaa.

4.3.5. Paccplika 3aperuCTpUPOBAHHBIX TPUKA30B 00 YTBEPKIACHUM MOJIOXKEHUN
(npaBui, uHCTpYKUMiA) ocymectBisiercs Y /uA depes CO/1 DIRECTUM B cooTBeTcTBUU
C TIOPSAJIKOM PAcChUIKH MPUKA30B IO OCHOBHOM J1€ATEIbHOCTH.
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4.4, I[TpoTokomn

4.4.1. TIpoTOKOJ — TOKYMEHT, B KOTOPOM (PUKCUPYETCS X0 0OCYKJIEHHS BOIIPOCOB
W TPUHATUS PEHICHW Ha COOpaHMsX, COBELIAHUSAX M 3aCEJaHUAX KOJUIETHAJIbHBIX
OpraHoOB.

[IpoTOKOIMPOBAHMIO TMOJIEKAT 3acCeAaHUsl KaK IOCTOSHHO JAECHCTBYIOIIMX, TaK U
BPEMEHHBIX KOJUIETHAIbHBIX OpraHoB MUHYHHUBEPCHUTETA (COBETOB, KOMUCCUH, COOpaHU,
KOH(pEpEeHLIUH U JIp.) U COBELIATeNIbHasA JeATeNbHOCTh PUHYHUBEPCUTETA (COBELIAHUS Y
JTOJKHOCTHBIX JIMI M PYKOBOJUTENIEH CTPYKTYPHBIX HOAPA3AEICHU).

[TpoTokon cocTaBisieTcs Ha OCHOBAaHMU JTUKTO(QOHHBIX (PYKONMCHBIX) 3aIMCEH,
IOPOU3BEJICHHBIX BO BpEMs 3acelaHusi, IMPEACTAaBICHHBIX TE3UCOB JIOKJIAJ0B MU
BBICTYIUIEHUH, CIIPABOK, IPOEKTOB PELIEHUH (IIOCTaHOBJICHUN).

[TpoTokon noikeH OBITH OQOPMIIEH HE MO3AHEE TpeX pabouyux AHEH mnocie
IIPOBEJEHUS 3aCEAAHNS, ECIIM CPOKH €ro MOATOTOBKU HE OTOBOPEHBI 0C000.

4.4.2. PexBU3UTaMH  TPOTOKOJA  SBISAIOTCS: HAUMEHOBAaHHME  OPTraHU3AIINH,
HAauMEHOBAHME BHJA JOKYMEHTA, 3aroJIOBOK K TEKCTy, Jara M MECTO 3acelaHus,
PEruCTPallMOHHBIN HOMEP MPOTOKOJIA, TEKCT, OAMKCH.

4.4.3. 3arooBOK K TEKCTY MPOTOKOJIAa OTBEUAET Ha BOIPOC «UEro?» M COACPKHUT
YKa3aHHE NOJpa3AeiiCHUsl WIN OpraHa, JAEATEIbHOCTh KOTOPOrO IPOTOKOJUPYETCH,
HaIpumep:

IIPOTOKOJI 3aCCAaHUA Yuenoro copeta @UHAHCOBOTO YHUBCPCUTCTA
IIPOTOKOJ 3aCCAaHUA aTTeCTaHHOHHOﬁ KOMHCCHU

JlaTol TpoTOKONa ABIAETCS JAaTa 3acedaHus. Eciu 3acemanue mpoaonKaeTcs
HECKOJIBKO JHEM, YKa3bIBAaETCs JaTa Hadajla 3aCelaHus U 4epe3 TUPE — JlaTa OKOHYAHMS:
12 - 13 mas 2019 r.

4.4.4. TekcT NpOTOKOJIAa TOJKEH COCTOSITh U3 JIBYX YacTeil: BBOJHOW U OCHOBHOU. B
BBOJIHOM 4acTH IpPOTOKOIA YKa3bIBAIOTCS bamunmn npeacenaTens
(npencenaTenbCTBYIOMIET0), ceKperaps, (aMUIMU YYaCTHUKOB, MPUCYTCTBYIOIIMX Ha
3acelaHuH; JIL, IPUTJIAIICHHBIX Ha 3aCeaHe; MOBECTKA AHS.

Ecam xonu4ecTBO NPUCYTCTBYIOIIMX HA 3acCE€JaHUMU IPEBBIIAET 15 demoBek, B
BBOJHOM YacTH MPOTOKOJIA JAENAETCsS CChUIKA Ha CIHCOK, SBJSIOMIUNACS HEOThEMIIEMOMN
4acThIO ITPOTOKOJIA, HAIPUMED:

[IpucyrcTBOBanu: 25 yein. (CNUCOK MpUIaraeTcs).

BBoaHAas 4acTh MPOTOKOJIA 3aKAHYUBAETCS MTOBECTKOW JIHS, COAEPKALIEH IEPEYECHb
paccMaTpUBaEMbIX BOIPOCOB, MEPEUUCICHHBIX B MOPSIIKE UX OOCYXXIEHHUS C yKa3aHUEM
JTOKJIATYMKa TI0 KaXJOMy pacCMaTpUBaeMOMY BOMpocy. Bompockl TOBECTKH IHS
bopMyIUPYIOTCS € TPEIOroM «o» («00»), TeyaTarTCs OT TPAHUIbl JIEBOTO MOJS U
HYMEpYIOTCA apaOCKUMK LUPpaMH.

B ocHOBHOI YacT MpoTOKOJIa (GUKCUPYETCS X011 3aCeTaHus.
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4.45. TTonHBIA TPOTOKOJI COJAEPIKUT 3aMHCh TOTO, YTO IPOMCXOJUIIO BO BpeMs
3acelaHusi, BKJIIOYAs BOIPOCHl K JIOKJIAIYMKy, OTBETHI Ha HHUX, BBICTYIUICHHS B XOJ€
00CYXKIeHUs BOIIPOCA, PE3YAbTAThl TOJIOCOBAHUS IO BOIPOCY U MPUHSATHIC PELICHUS.

[TostHBIE TTPOTOKOJIBI COCTABIIAIOTCS MO 00pa3iy oOpMIICHUS MMOJTHOTO MPOTOKOJIA
(mpunoxenue Ne 12).

Kparkue mnpoTokonsl BeAyTCS NP PACCMOTPEHUH BOIMPOCOB ONEPATUBHOTO
xapakrepa.

B xpatkom mpoTtokoiie puKcUpyeTcs TeMa o0CyXaeHus, paMuIus JTOKJIaIduKa 1o
BOIIPOCY U MPUHSTHIC PEIICHHUS.

Kpatkue mpoTOoKoJIbI COCTABIISIOTCS 110 00pa3iy opopMIICHUS KPaTKOTO MPOTOKOJIA
(mpmitoxxenue Ne 13).

4.4.6. OcHOBHas 4acTh IOJHOTO MPOTOKOJIAa COCTOUT U3 Pa3/eiioB, MOCBSIIEHHBIX
BOIIpOCaM TIOBECTKH JHSA. XOJ PAacCMOTPEHHUS KaXJIOro BOIMpPOCa 3alMChIBACTCS B
nocnegoBarenpHocTr: CJIYIITAJIN — BBICTYIIMJIN — PEIIJIN.

[locTtaHoBiieHHE (pelIEHHE) B TEKCT MPOTOKOJA BHOCUTCS TMOJHOCTBIO B TOM
dbopmyIupoBKe, KOTOpasi ObLTa MPUHSTA HA 3acCeJaHuU; IPU HEOOXOAUMOCTH TIPUBOASATCS
WUTOTH TOJOCOBaHUA: "3a — ..., IPOTUB — ..., BO3JIEPKAIOCH —...".

4.4.7. ITpotokon 3acelaHns ITOIITUCEIBAETCS npejceaaTeaeM
(mpeacenaTeNbCTBYIOMIMM) M CEKPETapeM 3acelaHusi, €CIM HHOE€ HE YCTaHOBJICHO
JIOKaJTbHBIM HOPMATHUBHBIM aKTOM.

4.4.8. IIpu HEOOXOIUMOCTH KOIHMHM IIPOTOKOJIOB FJIM BBHITIMCKH M3 IPOTOKOJIOB
pacchUIalOTCs 3aMHTEPECOBAHHBIM JIMIIaM B JJICKTPOHHOM BHIE B COOTBETCTBHHM C
PEECTPOM PaCChHUIKHU.

B BeImHMCKE W3 TPOTOKOJA JIOJDKHBI  BOCHPOU3BOIUTHCS BCE  PEKBU3UTHI
3aroJJOBOYHOM YacTH IPOTOKOJIA, BBOJHAS YacTh, BOIPOC IMOBECTKH JHS, MO KOTOPOMY
TOTOBHUTCS BBIIMMCKA, U TEKCT, OTPAXKAIOIINI 00CYXKIESHNE BOIPOCA U MPUHSITOE PEIICHUE.

4.5. JlenoBoe (ciayxeOHOE) MUCHbMO

4.5.1. [lenoBoe (cmykeOHOE) MUCHBMO (Jajiee — MHCbMO) — JIOKYMEHT, KOTOPBIU
CIIY’KHUT CpPeACTBOM OOHIeHUs Mexay DHUHAHCOBBIM YHMBEPCHUTETOM, OpraHu3alUsIMU U
YaCTHBIMH JIMLIAMU B MPOLIECCE OCYIIECTBICHUS UX ACSTEIbHOCTH.

IIucema, HampaBisieMble Ha WM PYKOBOJMTENS  BBIIIECTOSIIErO Oprasa,
HOJIHCHIBAIOTCS PEKTOPOM.

IIucema, Hanpasisiemble PUHYHUBEPCUTETOM B CTPYKTYPHBIE MOJpa3/ieiICHUs
BBIIIECTOSAIMX OPraHOB, IOANMCHIBAIOTCS PEKTOPOM WJIM 10 €ro INOPYYECHHIO
JNOJDKHOCTHBIMHU JIMLJAMU U3 cocTaBa PekTopara.

[Iucema, Hamnpasisiemble (DUHYHUBEPCUTETOM B aApeC IPYrUX OPraHU3alUN U
IpaKJaH, MOJMUCHIBAIOTCS PEKTOPOM WJIM JOKHOCTHBIMHU JIMIIAMU B COOTBETCTBHH C
nepevyHeM KOOPAMHUPYEMBIX MO/pa3iesieHui, cepoil 0TBETCTBEHHOCTH, AEIETUPYEMbIMU
UM OpraHU3allMOHHBIMU TIOJHOMOYHMSAMH M TOPSAKOM 3aMEILIEHUs, YTBEPKIAEMbIMU
npuka3zoM OUHYHUBEPCUTETA.

[lo mnopydeHuio pekTopa B OTHENbHBIX CIy4asX MHCbMa, HampaBlseMble
OUHYHUBEPCUTETOM B aJpec APYrMX OpraHu3aldid W TpaxaaH, MOANHUCHIBAIOTCS
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PYKOBOJUTEISAMHU CTPYKTYPHBIX MOPa3ACICHUMN.

4.5.2. [lucpbma nenarcs Ha BUJIBL:

1. TTo ¢pyHKIIMOHATFHOMY MPU3HAKY:

a) MMchbMa, TpeOyIolue MMChbMa-0TBeTa (MIPEII0KEHHS, 3aPOCHI, TPOCHObI);

0) mucbMa, He TpeOyIIIHEe MNHCbMA-OTBETa (IMOATBEPKICHUS, HAIOMUHAHUS,
MpEeAYNPEXICHUS, U3BEILICHUS, TPUTJIALICHHS], CONPOBOAUTENBHBIE MMChbMA, TAPAHTUIHBIE
nuchbMa, UH(popMaIMoHHbIE (PEKJIAMHBIC) TUChMA).

2. I1o conepxkarebHOMY MPU3HAKY:

a) UHUIIMATUBHBIC MMHCHhMA;

0) OTBETHBIC MHChMA.

[Tucbma OUHYHHUBEPCUTETA TOTOBSITCS:

KaK OTBETHI O BBINOJHEHUH MOopydeHuit AqMuauctpanuu I[Ipesuaenra Poccuiickoit
Oenepanmn 1 Anmapara IIpaButensctBa Poccuiickoit ®enepanuu, MuHHCTEpCTBa
oOpaszoBanus u Hayku Poccuiickoit Denepanuu;

Kak HWCIoJHeHHe nopydyeHud Anmuauctpauuu lIpesunenra  Poccuiickoi
Oenepanuun u Anmapara IlpaButennsctBa Poccuiickoit ®Depeparuu 1o oOpalieHus M
Ipa)KJaH 1o BOIIPOCAaM, OTHOCSIIMMCS K KoMiieTeHIIn DUHYHUBEPCUTETA;

KAaK OTBETHI Ha 3aMPOChI PA3IUYHBIX OPraHU3alUK U YACTHBIX JIULL;

KAaK MHULMATUBHbBIE TUCHMA.

4.5.3. Ilucpma, agpecoBaHHBIE OpraHU3aAlMsAM W YaCTHBIM JUIaM B Poccuiickoi
®denepanyu, JOHKHBI I€YATAThCS HA YTBEP)KJIEHHOM OJjaHKke nuchbMa OUHYHUBEPCUTETA,
MMEIOIIEM PEKBU3UTHI HA PYCCKOM si3bIke (mpriioskenue Ne 14).

[TuceMma, agpecoBaHHbIE 3apyOeKHBIM OPraHM3aALMSAM M YaCTHBIM JIMLAM, JOJDKHBI
[e4aTaThCsl Ha YTBEPKJIEHHOM OJlaHKe nrcbMa OUHYHHUBEPCUTETA, UMEIOIIEM PEKBU3UTHI
Ha aHTJIUMCKOM SI3BIKE.

YnotpebiaeHue 6J1aHKOB MPOU3BOILHOM (POPMBI 3aITpeIaeTcs.

4.5.4.1lucbMO JOJDKHO HMMETh  YCTAaHOBJIEHHBIM KOMILIEKC  00s3aTeIbHBIX
PEKBU3UTOB U CTAOMJIBHBIN OPSAIOK UX PACIIONOKEHUS:

a) 1aTa IOKyMEHTa,;

Jlata nmucbMma — JaTa NPUHATHS pelieHus, 3a(UKCUpPOBAHHOTO B Tekcre. JlaToi
MHACbMa SIBJIIETCS JaTa €ro MOANACAHUS.

Jaty nucbMa Heo0X0AUMO O(QOPMIISITH B COOTBETCTBUHU C MPaBUIIaMU OPOpMIIECHUS
pexBu3zuta 10.

0) perucTpalOHHbI HOMEP TOKYMEHTA;

PerucrpalluOHHBIM ~ HOMEpPOM  IIMCbMa  SIBJISIETCS  IOPSAKOBBIM ~ HOMED,
[IPUCBAaMBAEMBIA M3 PETMCTPALMOHHOIO MaccuBa B IMpeAeliax KaJeHJApHOro roja |
JOTOJTHEHHBIM MHJIEKCOM J€a 10 HOMEHKJAType AeNI CTPYKTYPHOTO MOJpa3leieHUs, B
KOTOPOM XPaHUTCS KOMHMS MUChbMa.

Peructpanmonselii HOMep mHUChbMa HEOOXOIUMO O(GOPMISTH B COOTBETCTBUU C
npaBuiamMu opopmiieHus peksusuta 11,

B) CChLJIKA HAa PETMCTPALIMOHHBIN HOMEpP U ATy MOCTYIHUBILETO JOKYMEHTA,

Ccbulka Ha pErucTpalMOHHBIM HOMEp U JlaTy [MOCTYNMBIIETO JIOKyMEHTa
UCIIOJIBb3YETCS TOJIBKO B TEX MHChbMAaxX, KOTOPBIE SBISIFOTCSA OTBETAMU Ha 3arpoc. CBeaeHus
B JJAHHBIA PEKBU3UT NEPEHOCSTCS C MOCTYMUBIIETO JOKYMEHTA.

CcbUIKy Ha pErucTpallMOHHBIA HOMEpP W JaTy TMOCTYNHMBUIErO JIOKYMEHTa
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HE00X0IUMO 0(OPMIISITH B COOTBETCTBUU C MPaBUIIAMH 0(DOPMIICHHS peKBU3UTA 12,

T) ajpecar;

[IucbMO HE MOJDKHO colep:KaTh OOJiee 4YeThIpeX aJpecaToB, MPHU 3TOM CJIOBO
«Konms» nepen BTOpbIM, TPETHUM, YETBEPTHIM aJpecaTaMy He yKa3biBaroT. [Ipu Oompmiem
KOJIMYECTBE a/IPECaTOB COCTABIIAIOT CIMCOK PACCHUIKM MHChbMa M HA KAXKJIOM 3K3EMILLIpPE
MMCHhMA YKa3bIBalOT TOJBKO OJAHOIO aJpecaTa.

[Ipu anppecoBaHny NUCbMa JOJDKHOCTHOMY JIMIY €r0 MHULMAIbl YKa3bIBAIOT MEPE
bamuiei.

Homyckaetcs nepea paMuiauet, UMEHEM, OTYECTBOM yIOTPEOJIEHUE COKPAILIEHHOTO
oOpallleHust «r-Hy» (TOCIIOIMHY), «T-3Ke» (TOCIOoXkKe), «rp.» (TpakaaHUuHY, TPaXKIaHKE).

B 3apyOexxHoil mepenucke cienyeT ynoTpeOsiiaTh TOJBKO MOJHOE HAWMEHOBAaHUE
azpecara, BKJIIOUarollee B ce0si 0OpallleHue «roCIOANHY», «Tocroxay 1 GaMuinio (ums,
bammmio).

PekBu3uT «Azapecar» pacrnonararoT B IPaBOM BEPXHEM YIJIy NEpPBOTO JIKCTa
JOKYMEHTa OT YETBEPTOrO MOJIOKEHU Ta0ymsTopa (8 cM), BBIpaBHUBAS IO JIEBOMY Kparo
WJIM 110 UEHTPY CAMOU JUNIMHHOU CTPOKH.

Ha Onankax mnumcem c¢ wu3oOpaxenueM [ocynapcrBeHHoro rep6a Poccuiickoit
®denepanivy Bce 3JIEMEHThI pEKBU3HTA « AJIpecaTy> HE0OXOAUMO pacnoJiaraTb HUKE YPOBHS
n3o0paxxenus ["'ocyaapctBenHoro repoa Poccuiickoit denepanuu.

AnpecoBanue nuchbMa HEOOXOAMMO OQOPMIIATH B COOTBETCTBUM C IpaBUIIaMU
odopmiieHus pekBusura 15.

1) 3ar0JIOBOK K TEKCTY;

3arojioBOK K TEKCTY MHChbMa COCTABIISIETCS JIMLOM, TOTOBSALIMM IPOEKT MHUChbMA, U
JOJDKEH KPaTKO U TOYHO OTPAXKATh COAECPKAHUE TEKCTA.

[TrucbMO JOMIKHO MMETh 3aroJjIOBOK, KOTOPBIM HaumHaercs ¢ mpeniora «O (O0)»,
Hanpumep: O npoBeaeHud ..., O6 yyactud ..., O npuodbperenud ..., O paCTOPKEHUH ... .

3aroyioBOK MUchbMa MevyaTaeTcsl Yepe3 JABa MEKCTPOUYHBIX MHTEpBaa OT PEKBU3UTA
«CcpllKa Ha PErucTpalMOHHBIA HOMEP U AaTy MOCTYNHBIIETO JTOKYMEHTa» CTPOYHBIMU
OykBaMH{, HauyuMHasi C MPOMHUCHOM, 0e3 KaBblueK OObIYHBIM MIpUpTOM Ne 14 oT neBoi
IPaHUIIBI TEKCTOBOTO MOJIS.

3aroyioBOK MHCbMAa, COCTOSILIMM M3 HECKOJIBKMUX CTpPOK, NedaTaeTcsl 4epe3 OJuH
MEKCTPOYHBIN UHTEPBAJL.

3aroyioBOK MuchbMa HEOOXOAUMO OQOPMIISAITH B COOTBETCTBUU C IpaBUIaMHU
odopmiteHUs pekBu3nTa 17.

€) TEeKCT JIOKYMEHTA;

TexcT nmucemMa AOMKEH OBITh JIAKOHUYHBIM, TOYHBIM, HCKIIIOYaTh BO3MOXXHOCTh
HEOJIHO3HAYHOT'O TOJIKOBAHMS, a TaKKe HEWTpPAJbHBIM IO TOHY M HE COJEpKalluM
SMOLIMOHAJIBHOW OKPACKH.

TekcT OTBETHOro MHUchbMa JIOJKEH TOYHO COOTBETCTBOBATH JAHHOMY NOPYHYEHHIO,
MOCTYIUBIIEMY 3aIpPOCy, PE30OIUH (YKa3aHHIO 110 UCITOJHCHHIO JOKYMEHTA).

Tekcr nucbMa, Kak MpaBUIIO, JIOJKEH KacaThbCsl OJHOIO BOMPOCA MM HECKOJbKHUX
BOIIPOCOB, €CJIM OHM B3aUMOCBSA3aHbl U OyAYyT paccMaTpuBaThCsl B OJHOM CTPYKTYPHOM
noJipa3/ieJIeHuy opranu3zanuu ajapecarta. Eciu HeoOXonuMo oOpaTUTHCS B OpraHU3ALNIO
10 HECKOJIbKUM Pa3HOPOJHBIM BOMPOCaM, TO HEOOXOJUMO COCTaBIIATh OTJAEIbHBIE MHUChMA
10 KaXI0MY U3 HUX.
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[luceMo, HampaBisieMO€ BHYTPH CTpaHbI, COCTABIIAETCSA Ha PYCCKOM S3bIKE.
[TuceMma, HampaBiisieMble 3apyOEKHBIM MMapTHEPAM, MOTYT COCTaBIISATHCS Ha A3BIKE CTPAHBI
azjpecara, Ha PyCCKOM WJIM aHTJIMHCKOM S3bIKaX.

B Tekcrax mucem IOJDKHBI YHOTPEOISATHCS TOJBKO OOIIEHPUHSATHIE B PYCCKOM
A3bIKE 0003HAYEHUS], TEPMHUHBI U COKPAIICHHUS.

[Ipu HEOOXOIMMOCTH YNOTPEOIECHUs COKpAIICHUS (COKPAIIEHHOTO HAUMEHOBAHUSA)
B TEKCTE CHauaja MHUILIETCA TOJHOE HAaWMMEHOBAaHME, a 3aTeéM B CKOOKax JaeTcs ero
COKpamieHne (COKpaIllleHHOEC HaWMEHOBAaHHE), 3a HCKIIOYECHHUEM  OOIIENPUHSATHIX
COKpAaIllCHUU.

B Tekcrax muceM HaMMEHOBAaHMS CTPYKTYPHBIX MOJApa3/IeNieHUuH, KOJUIeTHATbHBIX
opranoB dOuUHyHUBEpCUTETAa U JODKHOCTEM MX PYKOBOAMTENCH IOJKHBI Ie4YaTaTbCs B
COOTBETCTBUM C TNpPAaBWJIAMH HANUCAHUS YacTeH W OTMAENOB OpraHU3allMH, JTOJDKHOCTEH,
yKa3aHHBIMU B MpaBuiiax opopmieHus pekpusuta 18.

TexcT muchkMa m3maraeTcsi OT TPETHETO JIMIA €IWHCTBEHHOTO YHCIIA WM TEPBOTO
JUIa MHOXKECTBEHHOTO uucia, Hampumep: «DUHAHCOBBI yHHMBEPCUTET MPOCUT
PEeNOCTaBUTh...», «DUHAHCOBBIA YHHMBEPCUTET TMPEAJIaracT pPacCMOTPETh...» HIIU
«Coobmraem ...», «HanpasnsieM ...» u 1.1. Eciin mucbmMo oopmiieHO Ha O1aHKE peKTopa,
TO €ro TEKCT M3JIaraeTcsi OT MEpPBOrO JHIAa €IUHCTBEHHOTO umcia, Hampumep: «IIpomry
Bac ...», «Cuntato BO3MOXXHBIM...» U T.IL

TekcT mucbMa, Kak MpaBUiI0, COCTOUT U3 CIEAYIOMINX OCHOBHBIX YaCTEH:

a) oOpareHue;

[Ipu oOpaimeHun K aapecarty y4YUTBIBAECTCS €ro Cly:)keOHOe MojokeHHue, chepa
TSI TEIbHOCTH.

Haunboinee yacto ynorpebisieMbiMu popMaMu 0OpaILiEHUs ABISIFOTCS, HAIPUMED:

YBaxaewmsbiit Cepreni [lerposuu!

Cepreti [IerpoBuu!

I'ocnonun Turtos!

YBaxkaemast rocnioka [lerpoBckas!

VYBaxkaembie Tocnojga! (YmoTpeOsnsercs, Korjaa HEM3BECTHbI MMEHA MOJydaTesien
I1MChMa).

0) BcTyruieHue (000OCHOBaHUE);

Bo Bcrymienun dopMmynupyeTcs TeMa MUCbMa, OOBICHSIONIAS TPUYUHBI €r0
HaIUCAHUS.

Bcerynnenne MoxeT coliepKarh:

CCBUIKY Ha JOKYMEHT (OpraHW3allMOHHBIN, pacloOpsAIUTENIbHbIA, HOPMAaTUBHBINU,
JIOTOBOPHBIN, WH(GOPMAIMOHHBI WM CHPaBOYHO-AaHATUTHYECKUN) u  (WIH) ero
OT/ICJIbHBIC MYHKTHI, TOCITY>KUBIIHE IOPUIUYECKUM OCHOBAaHUEM WJIM TIOBOJOM JIJIs
1MChMa;

KOHCTaTanuo ¢Gakta, COOBITHS, CIIOKUBIIEHCS CUTYaITHH.

B) OCHOBHOE COJICp>KaHUE;

OcHOBHOE cojiepKaHue MUChMa HAYMHAIOT C ab3aria.

B ocHOBHOM cojiep:kaHuy TUChMa MPUBOSAT ONMUCAHUE COOBITUS WM CUTYAIlUU, UX
aHaJiu3 U MPUBOJAUMBIE JI0KA3aTEJIbCTRA.

T') 3aKJIF0YEHUE.



55

3aKIIF0YeHKE MMChMa HAYMHAKOT ¢ ab3aria.

3akioueHUe TPEACTaBIsieT COO0OM BBIBOABI B BHUJAE MPEAJIOKCHHUM, MHEHHM,
TpeOOBaHUM, MPOCKO, OTKA30B, HANIOMUHAHUMA. 3aKJIFOYUTEIbHAS YacTh MHUChbMa MOXKET
3aKaHUYMBaTbcd  (QOpPMYJIOW  BEXJIMBOCTH, Hampumep: «C  yBaxeHHeM,  ...».
3axmrounTenbHas (HopMysia BEXKIMBOCTA OTACISICTCS OT HAWMEHOBAHUS JIOJDKHOCTH
3aIATou, HAlpUMeED:

C yBaxxeHueM,
Pextop nOONUCYH M.A. DckuHAapOB

Tekcr oTaensercss OT HAMMEHOBAHUS TUCbMa JIByMsI MEKCTPOUYHBIMU MHTEPBaJIaMH,
neuyataercs mpudTom Times New Roman Ne 14 gepe3 monropa MeKCTPOYHBIX HHTEpBaa
OT HYJEBOTO TOJIOKEHHA Tabynaropa (JIeBOM TpaHMUIBI TEKCTOBOTO TIOJNsA) H
BBIPABHHUBAETCS I10 JICBOW M MPABOIl TpaHUIIAM TEKCTOBOTO MoJisi. [lepBas cTpoka Kaxka0ro
ab3alla HauMHaeTcs C MEepBOro mojoxkeHus talynsatopa (1,25 cMm) oT jeBoW I'paHHULBI
TEKCTOBOTO MOJIS.

Tekcr nucbmMa HEOOXOIMMO O(POPMIISITH B COOTBETCTBHH C MPABHIIAMH O(OPMIEHUS
pekBu3uta 18.

) OTMETKA O IPHJIOKEHUH;

CnoBo «lIpunoxxenue:» mnedaraercd HEXHPHBIM IIPUPTOM CTPOUYHBIMH OYKBaMH,
HauMHas C IPONUCHOM, OT JIEBOM T'PaHUIIbl TEKCTOBOIO MOJISL U CTABUTCS JBOETOUHE.

OTMeTKa O TPHIOKEHUW OTIEISIeTCS IBYMs MEXKCTPOYHBIMA HWHTEpBAJlaMU OT
TEKCTa MUChMA.

CnoBo «lIpunoxxeHue» HE3aBUCUMO OT KOJMYECTBA MPWIOKEHUM NUIIETCS B
€IMHCTBEHHOM YHCIIE.

MHorocTpouHble HAaMMEHOBAaHUS JTOKyMEHTOB, VYKa3aHHBIX B TNPUIOKCHHH,
[eYaTarTCs Yepe3 OJAUH MEKCTPOUHBIM HHTEPBAJL.

CrpaHuLbl THCbMA U KaXKJOTO U3 MPUIIOKEHUN K HEMY HyMEpYIOTCSI OTAEJIBHO JIPYT
OT JpyTa KaK CaMOCTOSITeTbHbIE JOKYMEHTHI.

OTMeTKy O NpPUJIOKEHUU K MUCBbMY HE0OX0IuMO O(QOpPMIISITH B COOTBETCTBUM C
npaBuiamMu oopmiieHus pekBuzuTa 19 (B 4acTu, OTHOCAIIEHCS K MUCHMY).

3) MOJIUCH;

[Toanuck muchbMa COCTOUT U3 HAUMEHOBAHUS JOJHKHOCTH JIMIA, 110 JIUCHIBAIOIIETO
JOKYMEHT, TUYHOU MOAMHUCH, pacIM(GPOBKU MOAMUCH (MHUIAAIIBI, (DaMUIIHS).

HaumeHoBaH#e TOMKHOCTH JIUIIA, TIOIMUCHIBAIOIIETO MMCHMO, TTEYaTaeTCs OT JEBOU
IpaHUIbl TEKCTOBOTO IMOJIS, MHUIMAIBI U (HaMUIIUs — OT MPaBOM TI'PaHUIBI TEKCTOBOTO
nosisa. [lognucek oTnensieTcss OT TEKCTa MHCbMa WM OTMETKH O TMPUJIOKEHUH IBYMS —

YETBIPbMSI MEKCTPOYHBIMU HHTEPBATAMHU.

[Toamuck mmMchMa HEOOXOAUMO OGOPMISTE B COOTBETCTBHH C TPaBUJIAMU
odopmIIeHHUS peKBU3HTA 22.

1) BU3Q;

Bussl cornacoBanus Ha MpoeKTe MUChMa OQOPMIIIIOTCS PYKOTIHCHBIM CIIOCOOOM B
HWKHEHW 4YacTH JIMLEBOM CTOPOHBI KOMHMH MHCHhMa, BBHIIIOJHEHHONW Ha CTAaHJAPTHOM JIMCTE
Ooymaru (opmata A4.

Busel cornacoBanuss nuchMa HeoOXoauMo O(OpPMIIATH B COOTBETCTBUU C
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npaBusiaMu opopmiieHust pekBusura 21,

K) 11e4aTh,

[leyats @UHYHHUBEPCUTETA NMPOCTABIIAECTCA HA MUCHhbMA (DMHAHCOBOIO XapakTepa U
MMCHbMa, COJIepXKaIIe 00sA3aTeNIbCTBA.

[leyatb HEOOXOAMMO MPOCTABIATH B COOTBETCTBHM C MpaBWJIaMHU O(OpMIICHUS
pekBu3uTa 24.

J1) OTMETKA 00 UCIIOJHUTENE.

OtMmeTka 00 MCHOJTHUTENE B MUChbME COCTOUT M3 MHUIMAJIOB, (paMUJIUU U HOMEpa
TenedoHa pabOTHUKA CTPYKTYPHOTO MOJIpa3JeieHUs, SBISIIOIETOCS HENOCPEICTBEHHBIM
UCIIOJIHUTENIEM M TMOJrOTOBUBIIMM TEKCT MucbMa. OTMeTKa 00 HCIHOJHHUTEIE MOXKET
NOTOJIHATBCA ~ HAUMEHOBAHUEM  JIOJDKHOCTH, CTPYKTYPHOTO  IOJpa3leliCHus U
AIEKTPOHHBIM aPECOM UCIIOJIHUTES.

OtMeTKy 00 UCTIOJTHUTENE B TUChME MeYaTaloT OT JIEBOW IPAHUIIBI TEKCTOBOTO MOJIS
B HIDKHEW 4acTW MUChbMa Ha JIUIEBOM MU OOOPOTHOM €ro CTOPOHE HEXUPHBIM HIPUPTOM
Times New Roman Ne 12 gepe3 oiuH MEKCTPOYHBIN HHTEPBAJL.

OtMeTky 00 HCIONHUTENE B MHChbME HEOOXOAUMO OPOPMIIATH B COOTBETCTBHH C
npaBuIaMu opOopMIIEHUSI pEeKBU3UTA 25.

4.5.5. Ilpu odopmienun mnucbmMa Ha JABYX M 0Oosiee CTpaHHIAX BTOpas U
MOCJIEIYIOUIME CTPAHMIIBI HYMEPYIOTCA MOCEPEAMHE BEPXHEro IMOJIsl JINCTa apaOCKUMU
uudpamu.

4.5.6. Ilucepmo, mnoamuceiBaeMoe pekTopoM DOUHYHHBEPCUTETA COBMECTHO C
PYKOBOIMUTENSIMU JIPYTUX OpraHu3anuii, opopmisieTcss Ha CTaHJapTHOM JIUCTE OyMaru
dopmata A4. Ilpu >TOM JaHHBIE O HAUMEHOBAHUM OpPTaHU3alUM, MMOANMCABIIEH MTUCHMO,
BKJIFOYAIOTCSI B HAMMEHOBAaHHE JJOJDKHOCTH B peKBU3HTE «Iloanucey.

45.7. Ilogroroska mucspMa BKJIFOYAET B ceOs:

a) M3y4YeHHE CYIIECTBA BOIPOca U cOOP HEOOXOAUMBIX CBEACHUI;

[IpoekTsl THCEM pa3pabaThIBAIOTCA CTPYKTYPHBIMU  MOJpa3JeiICHUSMU 10
MOPYYEHHUIO PEKTOPA WIIM JIOJKHOCTHBIX JIML, UMEIOUIMX MPABO MOJMNKUCH MUCEM, JTUOO MO
cOOCTBEHHOW MHULIMATHBE HA OCHOBAHUU COOTBETCTBYIOIIETO JOKYMEHTA.

Ilepen pa3pa®oOTKOM MpoOEKTa MUChbMA TIIATEIBHO HW3YYarOTCA 3aKOHOJATEIbHbBIC
akTel Poccuiickoii ®enepanuu, JIOKaJbHbBIE HOPMAaTUBHBIE aKThl (DUHYHUBEPCUTETA,
JOKYMEHTBI, SIBJISIOIIMECS OCHOBAHMEM JUIsl MOATOTOBKM MHChMa M Mpeablaylnas
Mepenucka 1no ykasaHHomy Bompocy. Ilepen pa3paboTkol MpoekTa OTBETHOTO MUCHMA,
KpOME TOTr0, THIATEIbHO W3YyYaeTcs MOCTYNUBLINH 3anpoc, MPeaIoKeHue, npochoa.

0) MOArOTOBKA MPOEKTa MUChMa;

ObecrieueHne KayeCTBEHHOM IMOATOTOBKU IMPOEKTOB MHCEM M HUX COIJIaCOBaHUE
BO3JIaraeTcsi Ha PYKOBOAMUTENIECH CTPYKTYPHBIX IOAPA3/EIEHUN, KOTOpPbIE TOTOBST
ITPOEKTHI IHCEM.

Cpokr TOArOTOBKM OTBETHBIX IIMCEM  YCTAaHABJIMBAIOTCS HOPMATUBHBIMU
NPaBOBBIMM aKTaMH JIMOO YKa3aHUSIMU IO HCIOIHEHUIO JOKYMEHTOB (PE30JIOLUSMH)
peKTopa WJIM JOJDKHOCTHBIX JUI. CpoKd TMOATOTOBKM HHMIMATHUBHBIX IHCEM
OMPENENSIIOTCA PYKOBOAUTESIMU CTPYKTYPHBIX MOApa3IeIeHUH.

B) COrJacoBaHHUE MPOEKTA MUCHhMA;

[IpoekT mnMCbMa BHU3UPYET PYKOBOAMUTENIb CTPYKTYPHOTO MOJApa3/eleHuUs,
BHOCSIIIETO TMPOEKT MuchbMa. B ciydyae MOArOTOBKM NPOEKTa MHChbMa COBMECTHO
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HECKOJIBKMUMH CTPYKTYPHBIMHM NOAPA3AECIECHUAMH, PYKOBOAUTEND KAXKIOT0 CTPYKTYPHOTO
MOApa3CJICHUS BUBUPYET IMPOCKT.

I') NOJINKCAaHUE MTPOCKTA MUChMA;

[IpoekT nmucbMa mogaeTcs Ha MOAMUCH PEKTOPY WIH JOJKHOCTHOMY JIUILY BMECTE C
KOMuel mucbMa, Ha KOTOpoi oopmiieHa Bu3a (BU3bl) COTTIACOBAHMS.

BHecenne n3MeHEeHN 1 UCTIPABJIEHUN B MTOAIMUCAHHOE MUCHhMO HE JJOMYCKAETCH.

1) perucTpanus MuChbMa;

[ToanucanHble MUCbMa PETUCTPUPYIOTCS B Y JHA.

[longnucanHbIM  OUCbMaM  MPUCBAMBAIOTCS  PETUCTPAllMOHHBIE HOMEpa U
IPOCTABJISIOTCS JaThl PETUCTPALIAH.

4.5.8. OpuruHaibl MKUCEM HaIPaBIIAIOTCS aJipecaTam:

o noute uepe3 YuA;

HAapOYHBIM OT CTPYKTYPHOT'O NOAPA3AECICHUS, TOATOTOBUBIIETO MTUCHMO.

[Tpu HEOOXOIUMOCTH MUChMA HAMPABJISAIOTCS ajpecaTaM:

I10 JIEKTPOHHOM noute uepe3 Y JIuA;

o (akcy uepes3 YIuA.

4.5.9. Komnu oTmpaBisieMbIX MHACEM C BHU3aMHU COTJIACOBAHMS XPAHATCS B Jiejax
CTPYKTYPHBIX MOJAPa3ACICHUN BMECTE C OpUTHHAIaMU MOCTYNUBIINX B OUHYHUBEPCUTET
MUCEM B COOTBETCTBUM C HOMEHKJIATYPOil JIEII.

OJNIeKTPOHHBIM 00pa3 WM KOMHUS MHUChbMa XPAHUTCS B CHUCTEME BJIEKTPOHHOIO
JIOKyMEHTO00O0pOTa yHUBEpcHUTETa MO0 B enie Y /A B COOTBETCTBUU C HOMEHKJIATYPO
nen.

4.6. 3anucka (HoKiagHas, CryeoHas, O0bsICHUTEIbHAs)

4.6.1. lns omepaTUBHOTO HMH(POPMAIIMOHHOTO OOMEHa MEXIy CTPYKTYpHBIMU
MOAPA3ICICHUSIMA M JIOJDKHOCTHBIMM JinuamMu B DHUHYHUBEpCUTETE HCIONb3YIOTCS
CJIEIYIOLME BUJIbI 3aITUCOK:

a) nokiaaHas 3anucka (nmpuioxenue Ne 15);

JloknanHasi 3amucKa COCTaBIIIETCA C LETb0 HMHPOPMUPOBATH PYKOBOJCTBO O
CJIOKUBILENCS CUTYyaIluU, 00 UMEBIIUX MECTO (PAKTaX, O BHIMOJHEHUHU UM HEBBIMOIHEHUN
3a/laHUi, TIJIaHOB, YKa3aHUH, pabOT WM NOOYAUTH K MPUHATHUIO ONPEIEIECHHOTO PEIICHHUS.

JlokamHble 3auCcKu 00€CTIeYNBAIOT CBS3h OOBEKTOB YIIPABJICHHS HA BEPTUKAIEHOM
YPOBHE, TO €CTh HANPABJISIIOTCS OT HMXKECTOSAILErO JOJKHOCTHOTO JIMLA BBIIIECTOSIIEMY
JNOJDKHOCTHOMY JIMILY.

JloknagHple 3alKUCKU HAIMpPaBIAIOTCA PEKTOPY, MOJKHOCTHBIM JIMIAM K3 COCTaBa
Pexropara, pykoBOauTEIISIM CTPYKTYPHBIX IOJIPA3AECICHUM.

0) cmykeOHas 3amucKa;

CnyxeOHble 3alMCKH — ATO MEpPEnucKa MEXIy CTPYKTYPHBIMU MOJAPA3/IEICHUSIMU,
KOTOpasgs OQOpMISIETCS TOJBKO B HCKIIOUHUTENBHBIX CiIy4asX, KOIJa HEBO3MOXEH
0e3/I0KYMEHTaIbHBIN crioco0 oOMeHa uH(popmaIue.

CnyxeOHas 3amMcka, B OTJIMYKME OT JOKJIAJHOW 3alHCKH, OOECIEeUYMBAET CBS3b
OOBEKTOB  yMpaBJIEHHUS] HAa TOPU3OHTAIBHOM YpPOBHE, TO €CThb COCTaBJISIETCS
PYKOBOJMUTENEM  CTPYKTYpPHOIO  TOJApA3JEJCHUsT Ha  PYKOBOJIUTENS  JIPYroro
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nonpasneneHusi. CiyxeOHas 3amucKa HanpaBIeTCsl OT OJIHOTO PYKOBOJUTENS K APYroMy
TOJIBKO B CIIy4ae WX PaBHO3HAYHOTO JOJKHOCTHOTO CTaTyca.

B) 0OBSICHUTEIIbHAS 3aIKCKA.

OObscHUTENbHAS 3alUCKa — JOKYMEHT, OOBSICHSIOMIMNA MPUYUHBI KaKOro-ianoo
coOBITHSA, (haKTa, TOCTYTIKA.

4.6.2. 3anucka COCTaBJISETCS HA CTaHAApTHOM Jiucte Oymaru popmata A4.

4.6.3. 3anucka JODKHA WMETh  YCTAHOBJICHHBIM  KOMIUIEKC — 00S3aTENIbHBIX
PEKBU3UTOB U CTAOMIJIbHBIN TOPSAIOK UX PACTIONIOKEHUS:

a) HAMMEHOBaHUE OpPraHU3allnu;

VYka3zbiBaeTcs COKpaIllEHHOE HAaMMEHOBaHUE YHUBEPCUTETA —
OUHYHUBEPCUTET, xoropoe neyaraercst MpONUCHbIME OyKBaMu 0e3 KaBbIYEK
noTy>KUpHBIM IpudTom Ne 16, OT 1eBO# TpaHUIIBI TEKCTOBOTO TMOJIS.

0) HaMMEHOBAaHUE CTPYKTYPHOTO MOAPA3/IEICHHs — aBTOPA 3aIIUCKU;

HaumeHoBaHMe CTPYKTYpPHOTO MOAPA3/IEICHHs — aBTOpa 3allMCKU eYaTaeTcs 4yepes
JBa MEXCTPOUHBIX HHTEpBaJla OT HauMeHOBaHUs OUHYHHUBEPCUTETA CTPOUYHBIMU
OykBaMH, HauMHas ¢ MPOMHUCHOM, Oe3 kaBbuek mpudrom Times New Roman pasmepom
Ne 14, oT neBoii rpaHuLbl TEKCTOBOTO MOJIS.

B) BUJ JOKYMEHTA;

Bun JOKYMEHTa — CJIOBa «TOKJIAJITHAS (CIY/KEBHA/SI,
OBBbACHUTEJIBHAS) 3AIINCKA» neuararorcs uepes 0iH-1Ba MEKCTPOIHBIX

MHTEpBaja OT HAMMEHOBAaHUS CTPYKTYPHOTO MOJAPA3/ENIECHUs] NPOIMUCHBIMU OyKBamMH 0e€3
KaBBbIUEK MOJTYKUPHBIM IpupToM Ne 16, OT JIeBOI rpaHHIIbI TEKCTOBOTO MOJISL.

) 1aTa TOKYMEHTa;

JlaToli 3amucKu SBISIETCA Jara €€ peructpauud u  HampaiieHus no COJ]
DIRECTUM.

Jlaty HeoO6xoaumMo oOQOpMISITh B COOTBETCTBUU C TMpaBWiIaMu O(DOPMIICHHS
pekBuzura 10.

1) pETUCTPALlMOHHBIA HOMEP TOKYMEHTA;

PerucTtpallMOHHBIM ~ HOMEpPOM  3alMCKM  SBJISIETCSL  IMOPSIAKOBBIM  HOMED,
OPUCBAaMBAaEMblii B Mpelenax KaJeHJAapHOro TIoJa, JOIOJHEHHBI HOMEpPOM Jiena II0
HOMEHKJIAType A€ CTPYKTYPHOI'O MOAPA3IEICHUS, B KOTOPOM XPAHATCA 3alIMCKU WM UX
KOIIUU.

PerncrpanvoHHBIE HOMEp 3alMCKH MHIIETCS HA OJHOM CTPOKE C JaToh |
ornensieTcs OT pekBu3uta «Buj TOKyMEHTa» OJHUM-ABYMS  MEXCTPOYHBIMU
UHTEpBaTAMH.

Peructpanrionssiii Homep HE0OX0AUMO O(POPMIISATH B COOTBETCTBUM C NMPaBUIIAMU
odopmiieHus pekBusuTa 11.

€) aapecar;

B pekBusuTe ykasblBaeTCs MIOJKHOCTb, WMHULMAIBI U (PaMIIIMIO JOIKHOCTHOTO
JM1A, HA paCCMOTPEHHE KOTOPOTO HAMPABIISETCA 3aIUCKA.

PexBu3utr «Apapecar» pacrosaratoT B IPaBOM BEPXHEM YINIy NEPBOrO JIMCTa
JOKyMEHTA, BBIPABHUBAS 110 JIEBOMY KPAK0 WJIH 10 UEHTPY CaMOMl JJIMHHOM CTPOKH.

AnpecoBaHue 3amuCKU HEOOX0AUMO O(GOPMIIATH B COOTBETCTBHM C IpaBUIIaMU
odopmiieHUs peKkBU3nTa 15.
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’K) 3aroJIOBOK IOKYMEHTA;

3aroyIoBOK K TEKCTY 3alIMCKH COCTAaBIIAETCS JINLIOM, TOTOBSAILMM 3alIUCKY, U JOJIKEH
KpPaTKO U TOYHO OTpaXkaTh COJEPKaHUE TEKCTA.

3anucka AO0KHA MMETh 3arojloBOK, KOTOPBIM HaumHaeTcsa ¢ npemiora «O (00)»,
Harpumep: O HampabJjieHuM Ha oOydeHue, OO0 yvactum B KoH(pepeHuuu, 00
ONO3aHUM HA padoTYy.

3aroyioBOK K TEKCTY 3allMCKH IE€YaTaeTCsl Yepe3 JIBa MEXCTPOUYHBIX MHTEpBaJia OT
pekBU3UTOB «Jlata JOKyMeHTa» U «PerucrpalMoHHBIN HOMEp TOKYMEHTa» CTPOYHBIMU
OykBamH, HauMHasl C IPOMUCHON, 0€3 KaBbIUYEK MOJIYKUPHBIM HIpUpTOM pasmepoM Ne 14,
OT JIEBOW I'PaHUILbI TEKCTOBOTO TOJISL.

3arojI0BOK K TEKCTY 3allUCKH, COCTOSIIUN U3 HECKOJIIBKUX CTPOK, [I€YaTaeTcs yepes
OJIMH MEXXCTPOUYHBI UHTEPBAJL.

3aroloBOK K TEKCTy 3allUCKM HEOO0XOAMMO OQOpPMIISITH B COOTBETCTBUH C
npaBuiaamMu opopMieHust peksusuta 17.

3) TEKCT JOKYMEHTA;

B Texcte noknamaHoi (Ciy:kKeOHOI) 3aMMCKUA BBIACISIOTCS JIBE WM TpU 4acTu. B
MEPBOIl 4acTH cooOIIar0TCs (PaKThl, HOCTY>KUBIIHE MTOBOJOM JJII COCTABIEHUS JOKIATHON
(city>xkeOHOM) 3amMCKHA, BO BTOPOM — KOHKPETHBIE BBIBOJBI, MPOCHOBI M MPEIIOKEHUS.
Ecnu TekcT cocToMT M3 TpeX 4acTeil, TO BO BTOPOW YacTU OyJET aHajau3 CIOXKUBLIEHCS
CUTYaIIMH, BO3MOKHbBIE BAPUAHTHI PEIICHUS, @ B TPEThEN — BBIBOJIBI M MPEJIOKEHUS.

Texcr otmensercs OT HAWMMEHOBAHWS  3allUCKM  JIBYMsS  MEKCTPOYHBIMH
UHTEepBaJiaMu, TmevaraeTcs mmpupTom Times New Roman Ne 14 wuyepe3 mnoaTopa
MEXCTPOUHBIX HMHTEpBaja OT HYJEBOrO MOJOXKEHUs TalOynaropa (JIEBOM TI'paHULIbI
TEKCTOBOTO TOJIs1) M BBIPABHMBAETCS IO JIEBOW M MPaBOl I'paHUI]AM TEKCTOBOTO IOJIS.
ITepBas cTpoka Kaxaoro ad3ara HauMHACTCS ¢ MIEPBOTO MOJI0KeHUs TadymsTopa (1,25 cm)
OT JIEBOM TPAaHULIBI TEKCTOBOT'O MOJIS.

TekcT 00bSICHUTENBHOM 3aMUCKHU A0MYyCKaeTCs 0(hOPMIIATh PYyKOITUCHBIM CIIOCOOOM.

Texcr 3amuMcku  HEOOXOAUMO OQOPMIISATH B COOTBETCTBUM C MpPaBHIAMU
odopmieHus pexkpusnTa 18.

1) OTMETKA O MPUJIOKEHUHU;

3anucka MOXET UMETh MPWIOKEHUE, TOrAa OTMETKAa O HEM JIENAeTCs TaKXKe Kak
OTMETKA O MPHUJIOKEHUHU K MHChMY.

CrnoBo «lIpunoxxenue:» neyaTaeTcsl yepe3 JiBa MEKCTPOUYHBIX MHTEpBaJIa OT TEKCTa
3aIUCKU CTPOYHBIMU OyKBaMHM, HauWHAs ¢ TIPOMKMCHOM, 0€3 KaBbIYeK MIPU(TOM pa3zMepoM
Ne 14, ot neBoil rpaHUIIbl TEKCTOBOTO MOJS U CTABUTCS JBOETOUHE.

CnoBo «IIpunoxeHnue» HE3aBUCHUMO OT KOJUYECTBA NPHUIOKEHUM IHILETCS B
€AMHCTBEHHOM YHCJIE.

OTMeTKy O MPUIOKEHHH K 3amucke HeoOXoauMo O(OpMIIITH B COOTBETCTBUH C
npaBuiamMu opopmieHus pekBuzuta 19 (B 4acTu, OTHOCSAIIEHCS K TUCHMY ).

K) MOJIIHUCh.

[Toanuck 3aMMCKK COCTOUT U3 HAUMEHOBAHUS JIOJKHOCTH JIMIA, TOANUCHIBAIOIIETO
JOKYMEHT, MOJIUCH, paciiu(@POBKH MOAMUCH (MHULMAIIBI, (PaMUITHS).

HanmMeHOBaHME JOJDKHOCTH JIMIA, IMOJNMCHIBAIOIIEIO 3alKCKy, IE€YaTaeTcs OT
JIeBOM TpaHUIbl TEKCTOBOTO TMOJS, WHULMANBI M (paMHIUsS —OT MPaBOil TpaHUIIbI
TeKcToBOro mnoiid. [loanuchk oTAensercss OT TeKCTa JAOKIJIATHOW 3aMUCKU WM OTMETKH O
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MIPUIOKEHUU ABYMS — YETBIPbMS MEKCTPOUYHBIMU MHTEPBATAMH.

[Ipu moamucaHuy 3amMCOK Ha OyMaKHOM HOCHUTENE HEOOXOAMMO HCIOJIb30BaTh
YepHMJIa CUHETO 1IBETa, YTOOBI HE 3aTPYAHATH ONpeeiIeHIe OpUTHHAIA JOKYMEHTA.

[Toanuce 3anuckd HEOOXOAUMO OGOPMIIATH B COOTBETCTBUM C IpaBUIIaMU
odopmiIeHUST peKBU3HUTA 22.

4.6.4. [loxnagnas (cimyxeOHas) 3amucKka PErHCTPUPYETCST B CTPYKTYPHOM
MOJIpa3/IeJIeHuH 0 MECTY MOJATOTOBKH, T€ €l MPUCBAUBAETCA JaTa U PErHUCTPAI[MOHHBIN
nHomep u Hampasmsgercs mo COJ[ DIRECTUM (moammceiBaercst DIl pykoBoauTens
CTPYKTYPHOTO MOJIPA3/ICIICHUS).

4.6.5. OpuruHabl 3aMMCcOK XpaHsTCS B nenax CTPYKTYPHBIX
1oJipa3/ieICHUNH-UCTIONHUTENIEH B COOTBETCTBUM C HOMEHKIIATYPOM Je.

4.7. CnpaBka

4.7.1. CnpaBka — 3TO JOKYMEHT, COAEP KAl OMUCAHUE U MOATBEPKICHUE TEX UIH
UHBIX ()aKTOB, COOBITUM, B TOM YHUCJe OMorpaduuecKkoro uin ciay>ke0HOro Xxapakrepa.

4.7.2. CipaBKY MOANMKUCHIBAIOTCS:

PEKTOPOM;

JUIIOM, HCIOJIHAIOIMM OO0S3aHHOCTH pPEKTOpa B Clydyae €ro OTCYTCTBUS,
Ha3HAYEHHBIM IIPUKA30M PEKTOPA;

JOJDKHOCTHBIMH JIMIIAMM W3 cocTaBa PekTropara B COOTBETCTBUU C MPUKA30M
@unyHuBepcuteTa «O IEeIETHPOBaHUY OPraHU3ALMOHHBIX IOJTHOMOYHIY;

PYKOBOJIUTENSAIMUA CTPYKTYPHBIX MOJApA3JEICHUN, HMEIOUMMU TMPaBO MOAMNKMCH
JTIOKYMEHTOB.

4.7.3. CnpaBkud 0o(OpMIISIIOTCS Ha YTBEPKIEHHOM OOIIEM YIJIOBOM OJlaHKe
OunynuBepcutera. [lo TpeGoBaHWIO OpraHU3alMM, 3alpalluBaiONIed CIPaBKy, WIA B
COOTBETCTBUHM C YKa3aHHEM BBILIECTOSALIEH OpraHu3aluu CHpaBKU O(QOPMIISIOTCS Ha
yTBEP)KICHHOM OjiaHke muchMa PuHyHuBepcuteTa (punoxkenne Ne 16).

4.7.4. CnpaBka JOJDKHA HWMETh YCTAaHOBJICHHBIH KOMIUIEKC 00S3aTeNIbHbIX
PEKBU3UTOB U CTAOMJIBHBIN OPSAJIOK UX PACIIONOKEHUS:

a) HAMMEHOBaHUE OPraHU3alMU — ABTOpA JOKYMEHTA;

0) HaMMEHOBaHKE CTPYKTYPHOTO MojipasaesieHus (puiuana) — aBTopa CpaBKH;

HanMeHoBaHME CTPYKTYPHOTO NOJAPA3IEIEHUs — aBTOPA CIPABKU I1€YaTAETCs Yepes
JIBA MEKCTPOUHBIX MHTEpBaja OT HauMeHOBaHUs {OUHYHUBEPCHUTETAa CTPOUYHBIMHU
OykBaMU, HaUMHAs C MPOMUCHOM, 0e3 KaBbIYeK OOBIYHBIM IIpudTOM paszmepoM Ne 14, ot
JIEBOM TPAHULIBI TEKCTOBOT'O MOJIS.

B) HAUMEHOBAHUE BUJA JOKYMEHTA;

Haunmenosanue Bupa nokymenta — ciioBo «CIIPABKA) mneuaraercs wepes nsa
MEXCTPOUYHBIX HMHTEpBaja OT HauMEHOBaHHS (DUHYHMBEPCHUTETa MPOMUCHBIMU OyKBaMU
0e3 KaBbIUEK MOTYKUPHBIM mpudTOoM pazmepom Ne 16.

r) 1aTa TOKYMEHTa;

JlaToii cipaBKu ABJISETCS JaTa €€ NOAMUCAHUS.

Jaty Heo06xoauMo oOQOpMIISITh B COOTBETCTBUM C MpaBWiIaMU O(OPMIICHHUS
pexBusuTa 10.

1) PETUCTPALIMOHHBIN HOMEP JOKYMEHTA,
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PeructpalliOHHBIM ~ HOMEpPOM  CIpaBKU  SBJISIETCS  MOPSAKOBBIA  HOMED,
MpPUCBaMBAEMbIi B TMpejaeNiaX KaJeHIapHOTO TOJa, JOMOJHEHHBI HOMEpPOM Jena IIo
HOMEHKJIAType JeJl CTPYKTYPHOTO MOAPAa3IeTICHHs, B KOTOPOM XPAHSTCS KOIUHU CIPABOK.

Peructpanuonssiii Homep HE00X0IUMO O(OPMIIATH B COOTBETCTBUH C MpaBHIIaAMU
opopmienus pexkusuta 11.

€) 3ar0JIOBOK K TEKCTY;

CnopaBka MOXKET MMETh 3arojOBOK, KOTOpbIM HauumHaetcs ¢ npeajora «O (O0)»,
HarpuMep: O0 o0yuenun, O nepuoge 00y4eHus.

3aroyioBOK K TEKCTY CIPAaBKU JOJKEH KpPAaTKO M TOYHO OTpaXkaTh COJiepKaHue
TEKCTa.

3aroyioBOK CIIpaBKH IE€YATAETCS Yepe3 JBa MEKCTPOUHBIX MHTEpBaIa OT PEKBU3UTA
«Mecto cocraBieHus (M3JaHUs) JOKYMEHTa» CTPOYHBIMH OyKBaMM, HauuHas C
IpOINUCHOM, 0e3 KaBblYeK OObIYHBIM HipudToM Ne 14, OT jeBOM TIpaHMIBI TEKCTOBOIO
TOJIA.

3aro0oBOK CITpaBKH, COCTOSIINI W3 HECKOJBKHX CTPOK, TeYaTaeTcsl 4epe3 OJWH
MEKCTPOYHBIN UHTEPBAIL.

3aroyioBOK CHpaBKH HEOOX0AMMO O(OPMIISITH B COOTBETCTBUHM C IIpaBUJIaMHU
odopmiieHUs: pekBu3nTa 17.

3) TEKCT JOKYMEHTA;

Texct cnpaBku OuorpaduU4eckoro WM CIY>KEOHOTO XapakTepa O YelIOBEKe
HAQUMHAETCs C YKa3aHWs B HMEHUTEIbHOM Majexe (aMuiaIuu, HMEHH, OT4ECTBa
(TOJTHOCTHIO) JINIIA, O KOTOPOM COOOIIAIOTCS CBECHHUSI.

B Tekcre cipaBKu HE CIE€IyeT UCII0JIb30BATh apXaudHble 000POTHI, HAIPUMED:

Hacrtosmass cnpaBka pgana ... , HacrosmmMm mDOATBEp)KOAeTCs, UTO
NeHCTBUTEILHO paboTaer ... .

TexkcT oTmensieTcss OT 3aroyioBKa CHPaBKH JBYMSI MEKCTPOUHBIMU HHTEpBAJIAMH,
nevartaercs mpudrom Times New Roman Ne 14 yepe3 monTopa MEeKCTPOYHBIX HHTEpBaja
OT HYJEBOTO TOJIOKEHUsA TaOynaropa (JIeBOM TpaHUIBI TEKCTOBOTO TMOJA) W
BBIPABHUBAETCS T10 JICBOW U MPaBOM rpaHMIlaM TEKCTOBOTO modisi. [lepBasi cTpoka Kakaoro
a03ala HaYMHAETCsl C MEepPBOro MOoJIoKeHua Tadynsaropa (1,25 cm) OT JeBoil rpaHUIIbI
TEKCTOBOTO MOJIS.

Texct cnpaBku HEoOX0aUMO O(OPMIISTE B COOTBETCTBHM C TpaBUJIAMH
odopmieHus pexkpusnTa 18.

1) TIO/IMHCH;

[Toamnuck cripaBKU COCTOUT U3 HAMMEHOBAHUS JOJKHOCTH JIMIIA, [10IUCHIBAIOIIETO
JOKYMEHT, MOMUCH, paciiu(pPOBKU MOJIUCH (MHULIUABI, (PaMUIINs).

HaumeHoBaHue MOKHOCTH JIMIIA, TMOANMMCHIBAIOLIETO CIIPaBKy, I€4aTaercs OT
JIeBOM TpaHUIBl TEKCTOBOTO TMOJS, WHULHUANBI M (paMHIUsS —OT MPaBOil TpaHUIIbI
TekctoBoro mods. Iloamuck oTaensercs OT TEKCTa CHPaBKUA JBYMS — YETBIPbMS
MEXCTPOUYHBIMHA UHTEPBAJIAMH.

[loamuck cmpaBku HEOOXOAMMO OQOPMIIATE B COOTBETCTBHUH C MPaBHIAMHU
odopmiieHUsT peKBU3UTA 22.

K) IeYaTh.

CrpaBku, TOATBEPXKIAIOIMINE CBEACHUS OMOTpadUUecKOro WU  CIYy>KEOHOTO
XapakTepa O 4YelIOBEKe, a TaKXKe CIPaBKH, COJAEp)KAllMe CBEIACHHUS (PUHAHCOBOTO
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XapakTepa, 3aBEPSAIOTCS MPOCTABICHUEM TEUATH.

[Teyatr mpocTaBiseTCS TMOCAE TMOAMHCAHUS  CIPABKH  YIOJHOMOYECHHBIM
JOJKHOCTHBIM JIUI[OM.

[leyatr Ha cnopaBke HeoOXoAMMO OGOPMIIATH B COOTBETCTBUM C IpaBHIIaMU
odopMiieHUsT peKkBU3UTa 24.

4.7.5. IToaroToBKa CIipaBKH BKJIFOYAET B CEOS:

a) U3y4EHUE CyIIECTBA BOMPOCca U cOOpP HEOOXOMMBIX CBE/ICHMUIA;

CrpaBKH COCTABIISIFOTCS CTPYKTYPHBIMH TIOJIpa3CICHUSIMU 10 YCTHBIM 3ampocam
paboTHUKOB U oOyuaromuxcss OUHYHUBEPCUTETA U MUCHMEHHBIM 3alpocaM rpak/iaH Mo
MOPYYECHHUIO PEKTOpa WIM JODKHOCTHBIX JIMIl M3 cocTaBa PekrTopara, MMErONMX MpaBo
MTO/IMHCH CTIPABOK.

0) MOJrOTOBKA CIIPABKH;

ObecneyeHre Ka4eCTBEHHOM MOATOTOBKU CIIPAaBOK BO3JIAraeTcsl HA PyKOBOAUTENEH
CTPYKTYPHBIX TIOJIpa3IeJICHUI, KOTOPHIE OTBEYAIOT 32 MPEOCTABICHHBIC CBEICHU.

Cpoxu MOATOTOBKH CIIPABOK, SIBJISIFONTUXCS OTBETOM Ha 3aIlpoOC, YCTaHABIUBAIOTCS
HOPMATHUBHBIMU TIPABOBBIMU aKTaMU JIMOO YKa3aHUSIMU [0 HCIIOJIHEHHUIO JIOKYMEHTOB
(pe3oronusiMu) peKTOpa WA JOJDKHOCTHBIX JIMIT U3 cocTaBa PexTopara.

I') OANUCAHUE CIIPABKU;

CrpaBku, cojepKaliue CBEICHUS, CBA3aHHBIE C OCHOBHOW JI€ATE€IbHOCTHIO
OUHYHUBEPCUTETA, UMEIOT OJTHY TTOJIITHCH.

CnpaBku, cojaepkaniue cBelieHus (PMHAHCOBOTO XapakTepa, JOJDKHBI UMETh [IBE
MOJITTHUCH:

pEKTOpa WK JOHKHOCTHOTO JIUIA M3 cocTaBa Pektopara,

IJIaBHOTO OyXranrepa.

CrpaBku OHOrpau4YecKOro WM CIYKEOHOTO XapakTepa O YeJOBEKE JIODKHBI
UMETh JIBE TTOATHCH:

YIOJHOMOYEHHOTO JOJKHOCTHOTO Jinila OUHYHHBEPCHUTETA,

PYKOBOJIUTENSI WM paOOTHUKA CTPYKTYPHOTO TOJAPAa3/IeNeHuUsI, OTBETCTBEHHOIO 3a
COCTAaBJICHHE CIIPABKU U COJIEpP)KAIIUECS B HEW CBEICHMsI, HAIIPUMED:

Hexan DakynbTeTa 5)KOHOMHUKHU U OM3HEca NnOONUCDH E.P. beacmeptHas

Cneunanuct o YMP 1 kareropumn
daxkynbpTeTa SKOHOMUKH U OM3HECa HOONUCD E.N. EBnokumoBa

CnpaBka-O0TBET Ha MUCBMEHHBIA 3alpOC MEPEAACTCS HAa MOJNKUCH PEKTOPY WIIH
JOJDKHOCTHOMY JIMI[y M3 cocTaBa Pekropara ¢ NpWIOKEHHMEM NOUCbMa-3ampoca u
PE30JIIOIHEN JTIOIPKHOCTHOTO JINIIA.

BHeceHne n3MeHeHur U MCTIPABIIEHUN B MOANIMCAHHYIO CIIPABKY HE JOITYCKAETCA.

1) MPOCTaBJICHUE MEeYaTH;

Ha cnpaBku, moamnucaHHble PEKTOPOM WM JOJKHOCTHBIM JIMIIOM M3 COCTaBa
Pexropara, uMmermuM TpaBO TMOANUCH, CTaBUTCA repOboBas TmeyaTb DOHUHAHCOBOTO
YHUBEPCUTETA.

Ha cnopaBku, mnoanucaHHele pPYKOBOJIUTENEM CTPYKTYPHOTO MOAPA3ICICHHUS,
CTaBUTCS M€YaTh C HAMMEHOBAHUEM COOTBETCTBYIOIIETO CTPYKTYPHOTO MopasaeieHus. B
ClIy4ae, €Cl CTPYKTYPHOE MOJpa3/IeICHHEe HE UMEET NIeYaTh CO CBOMM HAMMEHOBAHUEM,
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Ha JOKYMEHTE MPOCTABJISIETCS MPOCTas Kpyrias rnedyat @PUHAHCOBOTrO YHHUBEPCHUTETA.

1) pETUCTpalUs CTIPABKHU;

CrpaBku 3a MOANMKUCHIO PEKTOpa WJIM JIOJBKHOCTHOTO JiMIla M3 coctaBa Pekrtopara
peructpupyrorcs B Y IuA.

CnpaBku, TOATOTOBJIEHHBIE B CTPYKTYPHBIX TOJpa3JeieHUsIX, 3a MOAMUCHIO
PYKOBOIMTENEH MOApPA3ACICHUNA PEruCTPUPYIOTCS B COOTBETCTBYIOIIUX CTPYKTYPHBIX
MO/Ipa3/ICIICHUSX.

CrpaBKuU-BBI30BbI, JAIONIME MPAaBO HAa MPEJOCTABICHHE IO MECTY padOThI
JOMOJHUTENBHOIO  OTHYCKA M JIPYrMX JIbIOT, CBSI3aHHBIX C OOy4eHUEM B
OUHYHMBEPCUTETE, 3a MOANKMCHI0 PEKTOpPA WM JOJDKHOCTHOIO JIMIA M3 COCTaBa
PexTopara, wnm 3a moammchl0 JekaHa (akymprera (AMpEKTOpa  WHCTUTYTA)
PETHCTPUPYIOTCS B COOTBETCTBYIOIIMX CTPYKTYPHBIX MOAPA3IEICHUSX.

[lognucanHbiM  COpaBKaM  NPUCBAaUBAIOTCS  PETUCTPAIMOHHBIE HOMEpa U
IPOCTABIIAFOTCS AAThl PETUCTPALUU.

[lonHOCTBIO OQOpMIIEHHAs ClpaBKa 3a MOJNUCHIO PYKOBOIUTENS CTPYKTYPHOIO
NOJpa3/eICHUsl, HMEIOIIEro INpaBO MOMIUCH JOKYMEHTOB, PETHCTpUPYETCS B
CTPYKTYPHOM IIOAPA3ACIICHUN, OTBEYAIOIIEM 3a IOArOTOBKY CIpaBKH, TIne €M
IPUCBAaNBAETCS PErUCTPALIMOHHBIN HOMEP U IPOCTABIISIECTCA aTa PEruCTpaLiu.

4.7.6. OpuruHaibl CIPaBOK HAIIPABIISIIOTCA aJpecaTam:

1o noure uepe3 Y /IuA,;

BBIJIAIOTCA HAa PYKH paOOTHUKaM, 00y4JaromuMcs U TpaKIaHaM.

4.7.7. Konuu cipaBoK 3a MNOAMKUCHI0 PYKOBOJUTENEH CTPYKTYPHBIX MOAPA3ACIICHUN,
collepKallluX CBEACHMS, CBSI3aHHBIE C OCHOBHOHN JesaTenbHoCThi0 (DHUHYyHHBepcuTeTa,
XpaHATCS B J€JIaX CTPYKTYPHBIX MOJPA3/IEIC€HUN B COOTBETCTBUU C HOMEHKJIATYpaMH JAell
ATUX MOJPA3AECIECHUMN.

Koruu cnpaBok, MOATOTOBIEHHBIX 10 MHCBMEHHBIM 3alpocaM, XPaHITCS B Jejax
CTPYKTYPHBIX IOJIpa3IeJIE€HUI BMeCTE C 3aIpOocCamu.

4.8. Akt

4.8.1. AKT — TOKyMEHT, PUKCUPYIOIINI YCTaHOBIECHHBIE (DAKTHI U COOBITHS.

4.8.2. AKT TmleyaTaeTcsi Ha  YTBEPXKICHHOM  OOIEeM  yIrJIOBOM  OJaHKe
@OUHYHUBEPCUTETA B CIIy4asiX, €CIIU:

aKT TOMJICKHUT YTBEPKACHUIO PEKTOPOM WM JOKHOCTHBIMHU JIMI[AMH U3 COCTaBa
Pekropara B cooTrBeTcTBUM C npukazom @unyHuBepcurera «O AenerupoBaHUU
OpTraHU3aIMOHHBIX MOJIHOMOUM (puioxenue Ne 35, 40, 42);

AKT meyaTaeTcs Ha CTaHAapTHOM Jiucte Oymaru opmara A4 B cilydasix, €CIIu:

aKT TOJIJICKUT YTBEPKACHUIO PYKOBOJIUTEIEM CTPYKTYPHOTO MOAPA3CICHHS
dunynusepcurera (rmprioxeHust Ne 2, Ne 38,41);

aKT HE TOJUICKUT YTBEPXKICHUIO U COCTaBISETCS IO OAHOMY CTPYKTYpHOMY
nojpaszzenennto OUHyHUBEPCUTETA.

4.8.3. AKT JOJKEH UMETh YCTAHOBJIEHHBIH KOMIUIEKC 00s3aTeNbHBIX PEKBU3UTOB U
CTaOWJILHBINA TOPSAIOK UX PACIOJIOKEHUS:

a) HAMMEHOBAaHME OpraHU3alMy — aBTOpa JOKyMEHTa (1Ji1 aKTOB Ha CTaHIapTHOM
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JIUCTE);

VYka3piBaeTcs COKpAILlCHHOE HAauMEHOBaHHE YHUBEPCUTETA —
OUHYHUBEPCUTET, xoropoe neyaraercst MpONUCHbIME OyKBaMu 0e3 KaBbIYEK
MOy XKUPHBIM prdToM Ne 16, HauMHAs OT JICBOM TPAHUIIBI TEKCTOBOTO TIOJIA.

0) HaMMEHOBAaHUE CTPYKTYPHOTO MOAPA3/IEICHHs — aBTOpA JOKYMEHTA;

HanMeHOBaHME  CTPYKTYpHOrO  IIOApA3JENICHUs  IleyaraeTrcss  4epe3  JBa
MEXCTPOUYHBIX MHTEpBaja OT HauMeHOBaHUs DUHYHUBEPCUTETA CTPOUYHBIMU OYKBaMH,
HA4YMHAs C MPOMHUCHOM, 0e3 KaBblYeK OOBIYHBIM IIpudToM pazmepoM Ne 14, oT neBoi
I'PAaHMIIBI TEKCTOBOTO ITOJIS.

B) HAMMEHOBAaHUE BU/Ia JOKYMEHTA,;

HaumenoBanue Buma gokymenta —cioBo «AKT» newaraercs uyepes nBa
MEKCTPOUYHBIX MHTEPBaIa OT HauMeHOBaHNa PUHYHUBEpPCUTETA (7151 aKTa HA OJIAHKE) WK
OT HAaUMEHOBaHUs CTPYKTYPHOTO MOJpa3fiesieHus (IUIsl akTa Ha CTaHJapTHOM JIMCTE)
OPONUCHBIMU OyKBaMH, 0€3 KaBbIU€K MOJTYKUPHBIM pudToM Ne 16 OT neBOi rpaHULIbI
TEKCTOBOTI'O IOJIS.

HanmeHnoBanue BHIa JOKyMEHTa HEOOXOOUMO O(OPMIISITH B COOTBETCTBUU C
npasuiiaMu oopmiieHus peksusura 09.

I) AaTa JOKYMEHTa;

JlaToii aKkTa SIBJISETCS AaTa AKTUPYEMOIO COOBITHS.

Jlary akTa HE0OXO0AMMO O(QOPMIISTH B COOTBETCTBUHU C IMpaBWIaMU O(OpMIICHUS
pexBusura 10.

1) PETUCTPALIMOHHBIN HOMEp JOKYMEHTA,

PerncrpanioHHBIM HOMEPOM aKTa SBJISIETCS MOPSAIKOBBIM HOMEp, MPUCBAUBAEMBIN
B IpeJenax KaJeHAApHOIO roja, JOINOJHEHHBI HOMEpPOM Jela IO HOMEHKJIAType el
CTPYKTYPHOT'O MOJPA3JAEICHUS, B KOTOPOM XPaHATCS MOJIMHHUKYU WIN KOIIUH aKTOB.

PerncrpanroHHBIM HOMED aKTa MUIIETCS HA OHOW CTPOKE C AATOU U OTAENSAETCSA OT
pekBu3nTa «Bua JOKYMEHTa» ABYMsI MEXCTPOYHBIMU UHTEPBAJIaMHU.

PeructpanmonHbelii HOMep akTa HEOOXOAMMO O(OPMIISATH B COOTBETCTBHH C
npaBuiamMu opopmieHust peksusuta 11.

) rpud yTBep>KIeHUs JOKyMEHTa (TP HEOOXOIMMOCTH);

I'pud yrBepxkaenus — cinoBo «Y TBEPXKJIAKO» nmeuataeTcsi mnponucHbIME OyKBaMu
oObryHBIM IpUGTOM pazmMepoMm Ne 16 6e3 KaBbIUEK W BBIPABHUBAETCS IO JIEBOMY Kparo OT
nATOro mnojokeHust Tadynstopa (10 cm). Huke mnewartarorcs CTpOYHBIMH OYyKBaMH,
HayMHasi C MPONUCHOM, HAMMEHOBAHME JOJIKHOCTH JIMIA, YTBEPKIAIOUIET0 JIOKYMEHT,
HIDKE ero MHUIMab!l U Gpamuind. [log HUMH npocTaBiiseTcs naTa, B KOTOPOH MOT'YT OBITh
3apaHee HanedaTaHbl TOJBKO MECSLl M ToJl yTBEPKIEHUs AOKyMeHTa. COoCTaBHBIE 4acTh
JAHHOTO PEKBU3HTA MEYATAIOTCS Yepe3 MOJIITOpa MEXKCTPOUHBIX MHTEPBAJIA, HAIIPUMED:

YTBEPXIAIO

Pextop
PUHAHCOBOI0 YHUBEPCUTETA

M.A. DckuH1apoB

« » nexabps 2021 r.

['pud yTBepkmeHuss HEOOXOAUMO pacrmoyiaraTh Ha BBICOTE HUXKE YpPOBHS
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pacnionoxxenus ['ocynapctBernHoro repoa Poccuiickoit @eneparumu.

['pud yrBepxaeHus opopmMisieTcst B COOTBETCTBUU € OhopmiieHuEM pekBu3uTa 16.

) 3aroJIOBOK K TEKCTY;

3arojJoBOK K TEKCTY aKTa COCTaBISETCS JUIAMH, TOTOBSIIUMU akKT, U JOJDKEH
KpPaTKO ¥ TOYHO OTPAXKaTh COJICPIKAHHUE TEKCTA.

AKTBI JOJKHBI MUMETh 3arojOBOK, KOTOPBIM HaumHaeTcs ¢ mpemiora «O (O0)»,
Hanpumep, O nposepke ..., O0 oTkase ... .

3aroJ0OBOK aKTa IEeYaTaeTCs 4Yepe3 JIBa MEKCTPOUHBIX MHTEpBajla OT PEKBHU3UTA
«Mecto cocraBieHus (M34aHus) JOKyMEHTa» (IIJIsl akTa Ha OJaHKE) WM OT PEKBU3UTOB
«/laTra nokymeHTa» u «PeructpaluoHHbIA HOMEp TOKYMEHTa» (JJIs aKTa Ha CTaHJAapTHOM
JUCTE) CTPOYHBIMM OyKBaMM, HA4YMHAs C MPOMUCHOM, O0€3 KaBbIUEK IMOIYKUPHBIM
mpudTom Ne 14 ot 1€BO# TpaHUIIbI TEKCTOBOTO TOJIS.

3aroJoBOK aKTa, COCTOSIIMM K3 HECKOJIBKMX CTPOK, MEYaTaeTCs 4Yepe3 OAUH
MEKCTPOYHBIN UHTEPBAIL.

3aroJoBOK akTa HEOO0XoaAuMo OQOpMIIATH B COOTBETCTBUU C MpaBUIaMU
odopmiieHus: pekBusuTa 17.

3) TEKCT JOKYMEHTA;

TeKCT akTa COCTOUT U3 JIBYX YacTEH: BBOJHOM U KOHCTATUPYIOIIEH.

B BBOAHOI yacTu akTa yKa3blBaeTCsl PaCHOPSAUTEIbHBIN TOKYMEHT, HA OCHOBAaHUU
KOTOPOTO akTupyercs (akT, COObITHE WM JCUCTBHUE, €ro HOMEP U JaTa, a TakKe JIMIIA,
COCTABJIAIOIIUE aKT WX MPUCYTCTBYIOIIUE TTPU ITOM.

[Ipy mepeyuciaeHuy JUll, YYACTBOBABIIMX B COCTABJIICHHHM aKTa, YKAa3bIBAIOT
HAaMMEHOBaHHUE JTOJDKHOCTEH (¢ 0003HaYeHUEM OopraHu3aiuil), GaMuiInd U WHULUAIBL (B
UMEHUTENBHOM majexe). Ecnum akT cocTaBieH KOMHUCCHEH, TO TEPBBIM YKa3bIBACTCA
npencenaTe’ah KOMUCCHH, 3aTEM YJIeHbl KOMUCCHUU — B al()aBUTHOM TOPSJIKE, TTOCIECTHUM
YKa3bIBA€TCS CEKPETAPh KOMUCCHUHU.

B xoHcTatupyroiiei 4yacTu akTa u3aaraloTcsi CylHOCTh, XapaKTep, METOIbl U CPOKH
MPOJICJIAHHOM pabOThI, YCTAHOBIICHHBIC (DAKThI, BHIBOIbI, 3aKITFOUCHUS.

CnoBa «OcnHoBanue», «lIpencenarensy, «Unensl komuccun», «lIpucyrcTBoBamm»
MUIIYTCS ¢ MPOMUCHON OYKBBI 0€3 KaBbIU€K OT IPAHUIIbI JIEBOTO TOJIS.

TekcT akTa 3aKaHUYMBAETCS CBEJCHUSIMU O KOJUUYECTBE 0(OPMIICHHBIX IK3EMILISIPOB
Y MECTE X HAXOXKICHUS WU aJipecaTax, KOTOPbIM OHU HAMPABJICHBI.

KonnuecTBo 2K3eMIUIIPOB aKTa OMNPENEeseTcss KOJUYECTBOM 3aWHTEPECOBAHHBIX
CTOPOH WJIM HOPMAaTHUBHBIMH JOKYMEHTaMH, PETJIaMEHTHPYIOIIMMHU COCTaBIICHHE AaKTa,
HaIpuMep:

CocraBieH B 2-X 3K3eMILISIpax:

1-# sx3emrutsip — kadenpa «['ocygapcTBEHHOE U MyHUITUTIATIBLHOE YIIPABICHUEY,

2- DK3eMIUIAp — YTpaBJIeHUe METOIUYECKOTO oOOecredeHus: 00pa3oBaTEIbHBIX
IPOrpaMM.

Texcr akTa OTAENsAETCA OT 3arojoBKa JBYMsI MEXCTPOUHBIMU HHTEpPBAJIAMU,
neuyataercs mpudTom Times New Roman Ne 14 yepe3 moaTopa MeXCTPOUYHBIX HHTEpBaa
OT HYJIEBOTO TOJOXKEHUA TalynsaTopa (I€BOM TpaHUIBl TEKCTOBOIO TOJsA) U
BBIPABHUBAETCSI 110 JIEBOM U IPABOM I'PAHULIAM TEKCTOBOIO ITOJIS.
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TekcT akTta HE00X0aAUMO O(DOPMIISATH B COOTBETCTBUM C MpaBuiiaMu OGOPMIICHUS
pekBusuTa 18.

) TIO/MUC.

[Toamuce akTa COCTOMT W3 TOANMKHCEH W PacIIM(PPOBKH TOMNUCEH (MHUIUAIBI,
(haMuITHsT) JTUI, YYaCTBYIOIINUX B COCTABJICHUM aKTa WIJIM WICHOB KOMHUCCHUH, B TIOPSIKE UX
yKa3aHUs B TEKCTe akTa. HamMeHoBaHUS JOIKHOCTEH HE YKa3bIBAIOTCA.

[Toamuck akta HEOOXOAMMO OOPMITSITH B COOTBETCTBUH C TIPaBUIaMU 0(OPMIICHUS
pekBu3uTa 22.

4.8.4. TloaroroBka akta BKJIFOYAET B CEO:

a) 3aMuch HEOOXOIUMBIX CBEJIEHUN U (PAKTOB;

Brisicnenne HEOOXOAMMBIX CBEACHUUM W (PAKTOB M MX 3alKUCh MPOU3BOJIUTCS BO
BpeMsI aKTUPYEMOT'O COOBITHS;

0) opopmiieHHe aKTa;

OTBeTCTBEHHOCTh 32 O(OPMIICHHE aKTa BO3JIaraeTCs Ha JIMIl, YYAaCTBOBABIIHX B
COCTaBJIEHUH aKTa.

Odopmiterne akTa T0DKHO OBITH 3aBEPIIICHO B JCHL AKTUPYEMOTO COOBITHSI.

B) MOJMHUCAHNUE aKTa,

HeoOxogmmoe KOIMYECTBO JK3EMIUBIPOB aKTa TOJIMCHIBAIOT BCE JIMIIA,
YYaCTBOBABIIIUE B €T0 COCTABJICHHH. JIWII0, MMEIOIee 3aMEUaHmsl TI0 COJEPIKAHHUIO aKTa,
MOJIHUCHIBAET €r0 C OTMETKOM O CBOEM HECOrJaCcMHd M H3jJaraeT CBO€ MHEHHE Ha
OT/ICJIBHOM JIUCTE, MPUJIaraéMoOM K aKTy.

AKT TIOJAMMUCHIBAETCS B JICHb aKTUPYEMOT'O COOBITHS.

Buecenue n3aMeHeHuU 1 UCIIPABIICHUH B TTOAMUCAHHBIN aKT HE JIOITYCKaCeTCH.

') perucTpalys aKTa.

IToagnucaHHbIM  aKTaM  NPUCBAWBAIOTCS  PETUCTPAllMOHHBIE  HOMEpa U
IPOCTABJISIOTCS JaThl PETUCTPAIIUH.

AKTBI PETHCTPUPYIOTCS B CTPYKTYPHBIX MojapaszaeileHusx DOUHyHUBEpPCUTETa B
COOTBETCTBHUH C (PYHKITMOHAIBHON TIPHHAIICKHOCTHIO.

3aperucTpupOBaHHBIC JK3EMIULIPBI  aKTa TMepeJaloTcs YKa3aHHBIM B TEKCTE
aapecataM i WCIOJB30BaHWS M XPAaHCHHS B JelaX CTPYKTYPHBIX TOJpa3eicHU
OUHYHHBEPCUTETA B COOTBETCTBUH C HOMEHKJIATYPOU JCII.

4.9. JloroBop (cormnaimieHue, KOHTPAKT)

4.9.1. loroBop (cornamieHune, KOHTPAaKT) (PUKCUPYET COTJIAIIeHHEe CTOPOH 00
YCTaHOBJICHUH KaKUX-THOO OTHOIIEHUHN U PEryJIHPYET 3T OTHOLLIEHUSI.

4.9.2. JloroBop (cornarieHue, KOHTPAKT) MOAMUCHIBACTCS:

PEKTOpOM;

JUIIOM, HCIOJHSIOMUM OOS3aHHOCTH pEKTopa B Cllydae €ro OTCYTCTBUS,
Ha3HAYCHHBIM MPUKA30M PEKTOPA;

JIOJHDKHOCTHBIMU JIMIIAMH M3 cOcTaBa PekTropara B COOTBETCTBUU C MPHKA30M
OunynuBepcurera «O IeNerUpOBaHUU OPTaHU3AIMOHHBIX TIOJTHOMOYHU.

4.9.3. loroBop (cornamieHue, KOHTPAKT) I€YaTAaeTCs Ha CTaHAApPTHOM JIMCTE
Ooymaru (opmata A4.
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4.9.4. Jlorosop (coraiieHue, KOHTPAKT) oPopMIIIETCS B KOJIMYECTBE AK3EMILISIPOB
PaBHOM KOJIMYECTBY CTOPOH JOTOBOpA (COTJIAIICHMsI, KOHTPAKTA).

4.9.5. JloroBop (cornamieHrue, KOHTPAKT) TOJDKEH UMETh YCTAaHOBJICHHBIA KOMITJIEKC
00s13aTEIHHBIX PEKBU3UTOB M CTAOMIILHBIN MOPSAAOK X PACTIONOKCHHUS:

a) HAMMEHOBaHUE BUJA IOKYMCHTA;

HaumenoBanue Buma pokymenra — cioso «JOI'OBOP (COI'JIAILIEHMUME,

KOHTPAKT)» nmeuaraercs mnponucHbIME OyKBaMH, MOJYKHPHBIM  HIPH(GTOM
pazmepoM Ne 16 0e3 kaBbIYEK U BEIPABHUBAETCS 10 IIEHTPY TEKCTOBOT'O MOJIS.

HanmMenoBanue BHaa JOKyMEHTa HEOOXOIMMO O(OPMISATH B COOTBETCTBHHM C
npaBusiaMu opopmiienus pekusurta 09.

0) 1aTa TOKYMEHTa,

JlaToit moroBopa (corjamieHusi, KOHTPAKTA) SIBISETCS JlaTa MOANMUCAHUS JIOTOBOpa
(cornaiieHus, KOHTPAKTa) MOCJIEAHEN OpraHu3anuen, Kotopas o(popMIIsIETCsl CIOBECHO-
IU(POBBIM CIIOCOOOM.

JlaTy noroBopa (coriamieHusi, KOHTpakTa) He00XoauMo 0hOPMIISITH B COOTBETCTBUU
¢ mpaBuiamu opopmieHus peksusuta 10.

B) PETUCTPALIMOHHBIA HOMEDP TOKYMEHTA;

PeructpalimoHHBIM HOMEPOM JOroBopa (COTJIalllEHUsl, KOHTPAKTA) SIBISIETCS €ro
MOPSAJIKOBBIA HOMEp B Tpejesiax KaJeHIapHOTOo/ydeOHOTO Toja, MpUCBauBaEMbIN
OTJIEJIBHO MO KaXKIAOW IpyIIe JOTOBOPOB (COTJIAIIEHNH, KOHTPAKTOB).

Perucrtpamiionnsiii HOMep J0roBOpa (COTrJalieHHs, KOHTPAaKTa), 3aKII0YE€HHOTO
OUHYHUBEPCUTETOM C JPYrOd OpraHU3aluel, COCTOMT M3 PErMCTPAallMOHHBIX HOMEPOB
QOUHYHUBEPCUTETA U OPTraHU3ALMM, MPOCTABICHHBIX 4Yepe3 KOCYI0 4YepTy B MOPSIKE
yKa3aHUWs OpraHu3aluii B TEKCTE JOroBOpa.

PeructpaiimoHuslii HOMEp JOroBOpa (COrJIalleHus, KOHTpakTa) HeoOX0AUMO
0(OpMJISITH B COOTBETCTBUU C MpaBUiIaMu ohopmiieHus pekBusuTa 11,

I') MECTO COCTaBJICHUS (M31aHUS) JOKYMEHTA;

Vka3pIBaeTCs MECTO COCTABJIEHHS C YYE€TOM MPUHATOIO aAMUHUCTPATHBHO-
TEPPUTOPUAIIBHOTO JIETCHUS.

Mecto coctaBiieHHs JOTOBOpPA (COTJIalIeHUsl, KOHTPAKTa) HEOOXOAUMO OPOPMIISThH
B COOTBETCTBUH C MpaBmiIaMu opopMiIeHHs pekBu3uTa 13.

1) 3ar0JIOBOK K TEKCTY;

3aroloBOK K TEKCTY JOroBOopa (corjalleHusi, KOHTPaKTa) COCTaBIISETCS JHIIOM,
MOJITOTOBUBIIIMM TPOEKT OTOBOPA (COTJIAIIIEHUS, KOHTPAKTA), U IOJKEH COOTBETCTBOBATH
BUJY U COJEP>KAaHUIO JOrOBOpPA (COTIAIIEHUS, KOHTPAKTA).

€) TEKCT JOKYMEHTA;

Texcr moroBopa (cormamieHusi, KOHTPAKTa) UMeeT YHU(DHUIIMPOBAHHYIO CTPYKTYPY B
3aBUCUMOCTH OT BHJIa JOTOBOpa (COTJIaIeHHs, KOHTPAKTa) U MOAPAa3AeaeTCs Ha pa3eybl,
IYHKTHI M TIOATYHKTHI.

3) MOJMHKCH;

[Tongnuce moroBopa (corniamieHus, KOHTPAKTa) COCTOMT U3 HaWMEHOBAHUS
JOJKHOCTH JIMIIA, TMOJIMUCHIBAIOIIETO JOKYMEHT, JUYHOW MOIMUCH, paciIudpoBKU
noanucu (uHUIMANL], (amunus). Illoanmucu TOKHOCTHBIX JIMI, TOAMUCHIBAIOIINX
JOTOBOP (COrjalieHre, KOHTPAKT), paclojararoT Ha OJHOM YPOBHE.
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[Tongnucy nmoroBopa (corjamieHus, KOHTpakTa) HeoOxoaumMo odopMIsTh B
COOTBETCTBUH C MpaBUIaMU 0POPMIICHHS pEKBU3UTA 22.

1) TIeYaTh.

[lewats mpocTaBisieTcss MOCHE MOMANMMCAHUS JOroBOpa (COTJAIIeHHs, KOHTPAKTa)
JIOJHKHOCTHBIM JIUIIOM. Ha 10roBOpHI (CornaieHusi, KOHTPAKThI), MOAMUCAHHBIE PEKTOPOM
WIA JIOJDKHOCTHBIMHM JIMIIAMH M3 cocTaBa PekTopaTta, MMEIOIIMMHU JOBEPEHHOCTb OT
pEeKTOpa, MPOCTABIISETCS TepOOBast Mevarhb.

[leyatr Ha poroBope (COIVIALIEHWH, KOHTPAKTE) HEOO0X0auMO O(GOpMIsTH B
COOTBETCTBHH C MpaBuyiaMu 0opMIIeHUS peKBU3UTa 24.

4.9.6. Peructpanus MOJNMCAHHBIX JOTOBOPOB (COTJAIIEHUN) OCYIIECTBISETCS B
YIOJHOMOUYEHHBIX Ha 3TO CTPYKTYPHBIX MOJPA3ACICHUSIX.

4.10. 3aaBienue

4.10.1. 3asBnenne — mpochba TpakIaHWHA O COJCHCTBUU B peaTH3alUH €ro
KOHCTUTYIIMOHHBIX MpaB U CBOOOJ WU KOHCTUTYIIMOHHBIX IMpaB M CBOOOJ IPyruUx JIHII,
au00 COOOIEHUE O HApYUIEHWH 3aKOHOB M MHBIX HOPMATHBHBIX IIPABOBBIX AaKTOB,
HeJloCcTaTKax B pab0oTe roCy/lIapCTBEHHBIX OPraHOB, OpraHU3alMid U JOJLKHOCTHBIX JIMII,
00 KPUTHUKA JEATEIbHOCTH YKa3aHHBIX OpPraHOB, OpPTaHM3allMi U JOJLKHOCTHBIX JIMII,
HaAINpUMep: 3asBJICHUE O MpUeMe Ha paboTy, 3asBJICHUE O MEPEBOJIC U T.II.

4.10.2. 3asBinenue odopmisieTcsi, Kak MpaBUIO, PYKOIUCHBIM CIOCOOOM U
COJICPKUT CIIETYIOIINE PEKBU3UTHI:

a) cBeieHus 00 ajpecare;

B cBengenusix 00 agpecare yKa3bIBalOTCS HAMMEHOBAHUE JTOJDKHOCTH, WHUIIMATIBI U
dbamMunus JAOHKHOCTHOTO JiMIla B JareinbHoM manexe. CBemenus 00 angpecare
0hOPMIISIIOTCS] B TIPAaBOM BEPXHEM YTy 3asiBJICHUS.

0) cBeZicHUS O 3asIBUTEIIC;

B cBeneHusix o 3asBUTENE yKa3bIBAIOTCS (pamMuius, UMs, OTYECTBO U JOJDKHOCTD C
HaUMEHOBAHMEM  CTPYKTYpHOTO  mojpaszieneHuss  (mis  paOOTHUKOB),  CTaTycC
o0OyuJarolierocs ¢ ykazaHueM Kypca 00yueHHsl 1 HauMeHOBaHUEM (akysbTeTa (MHCTUTYTA,
IIKOJBI U T.I.) (I 00y4aroluxcs), ajpec MecTa >KUTEIbCTBA U KOHTAKTHBIN TenedoH
(ms rpaxkaan). CBelleHHMs] YKa3bIBalOTCSI B POAUTEIHLHOM Tajexe 0e3 Mmpeajiora «oT.
Caenenus 0 3asiBUTEIE MUIIIYTCS TIOJI CBEICHUSIMH 00 ajipecare.

B) HAUMEHOBAHWE BUJIa JOKYMEHTA,

HanmenoBanne Bupa nokymeHta — cioBo «3ASABJIEHUE» pacnonaraercss mno
LIEHTPY TEKCTOBOTO MOJIS JINCTA MOJ PEKBU3UTOM «CBEJICHUSI O 3asIBUTEIIEY.

') TEKCT JJOKYMEHTA;

Texkcr 3asBieHHs] WM3NaraeTcs OT | JWIa €IMHCTBEHHOTO YWCIA W MHIIETCS MO
pekBu3uTOM «HanMeHoBaHue BUIa TOKYMEHTA.

1) IOAMKCH 3asIBUTEJIS,

3asBUTENb MOAMKUCHIBACT 3asIBJICHUE O] TEKCTOM C IPABOU CTOPOHBI.

€) JaTa TOKyMEHTa;

3asBUTENb MPOCTABIISICT JIaTy HAMUCAHUS 3asBJICHUSA 107, TEKCTOM C JIEBOM
CTOPOHBI.
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) BU3a,;

Bu3y cormacoBaHuss ¢ PYKOBOOWTEIEM CTPYKTYPHOTO TOApa3aeieHus (Iis
3asiBJICHUI OT PaOOTHUKOB) WK JIeKaHOM (pakyibTeTa (IUPEKTOPOM WHCTUTYTA, KOl U
T.I1.) (7151 3asiBJCHUIN OT 00ydaromuxcs) opOpMIISIOT B HUKHEH YacCTH JINCTA C JINIIEBOU
CTOPOHBI 3asIBJICHUSI.

Ot neBOW TpaHUIIBI TEKCTOBOTO IOJS YKa3bIBACTCS HAWMEHOBAaHWE JIOKHOCTH
BU3UPYIOIIECTO JIMIA, HIKE OQOPMIISETCS TOMMWACh W WHUIUATBI ©  (aMUIus
BH3HUPYIOIIETO JIUIA, HIKE MMPOCTABIISACTCS J1aTa BU3UPOBAHUS.

Busa, xak npaBmiio, opopMIISETCS PYKOIUCHBIM CITOCOOOM.

Busy cormacoBaHus 3asBICHHS HEOOXOAUMO OGOPMIIATH B COOTBETCTBHH C
npaBuiIamMu opopmMIICHUS pekBu3uTa 21,

3) PE30JIIOIHS;

Pesomonuio 3asiBiacHUS HE0OX0AMMO OGOPMIIATH B COOTBETCTBHHM C IPaBHIIAMHU
odopMIieHUs peKkBU3UTA 28.

1) OTMETKA O HaIlpaBJICHUU JOKYMEHTA B JICTIO;

OTMeTKy O HampaBJeHWW 3asABIEHUS B JEI0 HEO0XoauMo OQOpMIIATh B
COOTBETCTBUH C MpaBuwiamMu opopmieHus peksuzuta 30.

4.11. Tenerpamma

4.11.1. TenerpaMmbl COCTaBISIIOTCS B TE€X CIy4yasix, KOI/Ia OTIPaBICHUE NOUYTOU HE
o0ecrieunBaeT  CBOEBPEMEHHOTO  pEIICHHs  BONPOCOB, U  HET  BO3MOYKHOCTH
BOCIIOJI30BAThCS APYTUMH BUIAMU CBS3H.

4.11.2. Tenerpammy o(OpMIISIIOT Ha CTaHJAPTHHIX JUcTax Oymaru ¢opmara A4
(mpunoxenne Ne 17).

4.11.3. B Tenerpammax JOJKHBI COJEPIKATHCS CIEAYIONINE PEKBUZUTHI:

a) CIy»eOHBIN 3aroJI0BOK;

Cry>xe0OHBII 3aroJ0BOK COCTABIISIET pa0OTHUK CBSI3HM, MPUHUMAIOIIUI TelerpaMmmy
IUTSl IepeadH.

0) ykazaHue Ha  KaTeropur0  TeierpamMmmbl  (Opy  MOJaye  KaTEropuu
«OOBIKHOBEHHAs», OTMETKA O KATETOPUHU HE YKa3bIBAETCH );

CKOpOCTh TPOXOXKIEHHUS TeNerpaMMbl 3aBUCUT OT YKa3aHUd €€ KaTeropuu.
Kareropust tenerpaMMbl NpOCTAaBISETCS COCTABUTENIEM U YKa3bIBAaeTCs IEpen agpecoM
«Cpounas». Tenerpammsel kateropuu «CpouyHas» NPUHUMAIOTCS U1 IEPEIAaYu TOJIBKO B
HACEJICHHbIE MyHKThI, UMEIOLIIE TeJIerpapHyIo CBSI3b.

Kareropuss tenerpammel, nepecsuraeMor B Tmpeneniax Poccuiickon ®depepanuu,
JOJKHA OBITh HAIMCaHa Ha PYCCKOM SI3bIKE.

B) OTMETKAa O HANMEHOBAHUU BUJIA TEJIETPAMMBI;

HaumeHnoBanue Bupa Ttenerpammsbl, II€pecbUIlaeéMOM B Ipenenax Poccurckoun
®denepanuu, JOJKHO ObITh HAITMCAHO HA PYCCKOM SI3BIKE.

Bun TtenerpaMMbl yKa3bIBaeTCd HUCIOJHUTENIEM TMEepel  aJlpecoM, HampuMep:
«YBenomienue tenerpadom», ¢ OTMETKOHN «JIroKC», ¢ oTMeTKoM « BpyuuTs (nata)» u ap.

Opna TenerpaMma MOKET UMETh OJIMH WJIM HECKOJIbKO BUJIOB.

I') aJipec C yKa3aHUEM aJIpecara;
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AJllpec oOTHpaBUTENsE W ajpecaTa TeJNerpaMMbl, IEPEChUIAEMOM B MpeAenax
Poccuiickoit @eneparuu, 10MKeH ObITh HATUCAH HAa PYCCKOM SI3bIKE.

Anpec TenerpaMMBbl JOJDKEH COJEPKaTh BCE aJpecHbIe JaHHbIC, HEOOXOIUMBIC IS
oOecrieueHus ee JOCTaBKHU apecary 0e3 po3bICKa U HABEACHUS CIPABOK.

B agpece TenerpaMMbl HAUMEHOBAHUE HACEJIEHHOT'O IyHKTA (TOPOJ, CEo, AEPEBHS
M T.II.) YKa3bIBA€TCSI B MMEHUTEIBHOM NaJEKe, a HAUMEHOBAaHUE PECIyOJIMKH, Kpasd,
o0JjacTU M pailoHa, Ha TEPPUTOPUM KOTOPBIX HAXOJWUTCA HACEIEHHBIA NYHKT, — B
POAUTENBHOM TAJEKE.

B agpece TemerpamMmbl mepel HOMEPAMH CTPOEHUM, KOPILYCOB, KBapTHUP
COOTBETCTBYIOIIUE CJIIOBA MUIITYTCS MOJHOCTBIO UM COKPALLIEHHO — «CTP», «KOPI», KKBY.

Takue cnoBa, Kak «IPOCHEKTY», IPOE3», «KBAPTA», «OylIbBap» U T.II., MHUIIYTCS
MOJIHOCTBIO.

CrnoBa «xpait», «00JIacThy», «palon», «Ceo», «ICPEBHI», «YIULa», KIIEePEyIOK» U
«JIOM» MOYHO MHCATh MOJHOCTBIO MJIM COKPAIIEHHO — «KpP», «O0ID), «PH», «C», «IEp»,
«YI», «Iep» U «I» WIM HE MUCaTh, €CIU 3TO HE NPUBEAET K HEONPENEICHHOCTU WIIU
HETOYHOCTH aJpeca.

Homepa 1omoB, cTpoeHHIA, KOPIIYCOB M KBApTUP MUIIYTCS LHUPPAMHU UM CIIOBAMHU.
JlpoOHble HOMEpa MUIIYTCA C HMCIOJIb30BAHHMEM CHUMBOJBHOIO 3HAKa «/» WU CIIOBAMH
«ZIpoOHast yepTay.

HanmMeHoBaHMSI HOMEPHBIX YJIHUIL U HOMEPHBIX OpraHU3alUid MUIIYTCS CIIOBAMH.

TenerpamMmMa MokeT ObITh aJIpeCOBaHa B OJIUH WJIM HECKOJIBKO aJpECcOB.

IIpn nopade TesnerpaMmbl B HECKOJIBKO aJpPECOB C OJHMM M TEM XK€ TEKCTOM
JOJDKHO MOJABaThCs CTOJIBKO 3K3EMILIIPOB TEJIETPaMMBI, CKOJIBKO apPECOB YKa3aHO.

JlommyckaeTcsi IpUeEM MHOTO3JPECHON TEJIErpaMMbl C OJHHUM TEKCTOM IO CIIUCKY
anpecoB, HO He Ooznee 20 agpecatoB B crnucke. CHHMCOK aJpecoB JOKEH IMOAaBaThCs
OIHOBPEMEHHO ¢ Tenerpammoil. K kaxxaomy cnucky mnpuiaraercs 1 3K3eMIusip
TeJerpaMMBbl.

Tenerpamma B OIMH ajgpec MOXET ObITh aJApecoBaHa OJHOMY WM HECKOJIbKUM
JULAM.

TenerpamMmmMbl MOTYT OBITH OTIPABIEHBI C YKa3aHUEM IIOJHOTO, YCIOBHOTO WU
COKpAILEHHOIO aJipeca.

VYCIOBHBI WM COKpAaLICHHBIM  aapec  ONpENeNsieTCd  MOJIb30BaTeleM |
PETHCTPUPYETCS ONEPATOPOM CBSI3H.

Anpec TenerpaMMsl Ie4aTaeTCs 4Yepe3 OAUH MEKCTPOUYHBINA HHTEPBAI.

B Tenerpamme ykasbiBaeTcsi TenerpaHblii agpec mojydaTens € yKa3aHUEM
HAaUMEHOBAaHMS aJpecara. YKa3bIBaeTCs: HAUMEHOBAHUE JTOJDKHOCTH, MHUIIMAIIBI, (haMUITHs
MOJTyYaTesl WIM TOJIbKO MHUIMANBI U (paMIIIKs, €ClIU TeJerpaMma aJpecoBaHa YaCTHOMY
Ty .

1) TEKCT IOKYMEHTA;

Texkcr Tenerpammbl AOJKEH OBITh HalKMCaH OyKBaMU PYCCKOTO WM JaTHHCKOTO
andasurta. TekcT TemerpaMmbl B aJpec MHOCTPAHHOI'O MPEACTABUTEIHCTBA MOXKET OBITh
HaIMCaH Ha JII0OOM si3bIKe OyKBaMU PyCCKOI'O WJIM JJATUHCKOTO ayipaBuTa.

Tekcr Tenerpammbl U3NaraeTcsi KpaTko, 0€3 MpesioroB, COI030B U MECTOMMEHUH.
[Ipensioru, coro3bl 1 MECTOMMEHHSI YHOTPEOJSIIOTCA TOJBKO B TEX Cyyasx, Korjga HxX
OTCYTCTBHUE MOXET U3MEHUTh CMbICJ COOOILIEHHUS.
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Tekcr TenerpaMmbl MOKET MeYaTaThCsl ¢ COKPAUIEHHBIMU 0003HAUECHUSIMU 3HAKOB
MpEeNUuHaHUs MO0 NOJHBIMU CIOBAMM, JTUOO COOTBETCTBYIOLIMMHU CUMBOJIAMU, HAIIPUMED:

touka — TUK;

3ansras — 3I1T;

kaBbluku — KBY;

cko0ku — CKb.

3HAKU «HOMEPY, «JIBOETOYHE)», «BOCKIIMLATEIbHBINA 3HAK» MOTYT OBITh HAaIlMCaHbI
100 MOJHBIMU CJIOBaMHU, JIMOO COKpAIIEHHO, HAIPUMED:

npoerouune — JIBTY;

BockJmiaTeabHbIN 3HaKk — BCKII;

Homep — HP.

3HaKU «TUpe» («MHHYC»), «IUIIOC», «IpoOHAas 4epTa» MOTYT YKa3bIBaThbCs JHOO
MOJIHBIMU CJIOBAMH, TMOO COOTBETCTBYIOIIIMMHI CUMBOJIAMH.

Hpyrue 3Haku MOTYT YKa3bIBaThCS TOJBKO MOJHBIMU CJIOBaMHU.

[{udpoBbie 1aHHBIE B TEKCTE MULITYTCS CIOBAMHU JIMOO 3HaKaMu Hudp.

Bce 3Haku, HamMcaHHbIE TOJHBIM WJIH COKPAII€HHBIM CIIOBOM, JOJKHBI OBITh
HAaIllMCaHbl C WHTEPBAJIOM MEXIY NPEALIECTBYIOIIMMH WM IMOCIEAYIOUIMMHU CIIOBAMM,
uudpaMu, 3HAKaMU.

TekcT medaraeTcss Ha OJHOW CTOPOHE JIMCTA YEPE3 JBAa MEKCTPOYHBIX MHTEpPBAJIA
MPONMHUCHBIMU OyKBamu, O€3 MepeHOCoB, ad3aleB U UCIPABICHUA U HE JOJKEH COAECPKATh
6oxee 300 cios.

€) PEruCTPalMOHHBII HOMEP JOKYMEHTA;

ITocne TekcTa, HO IEpe.T MOANKCHIO CTABAT PETUCTPALMOHHBIA HOMED TEJIETPaMMBI.

) JlaTa JOKYMEHTa;

Jary TenerpaMMbl HEOOXOAMMO OQGOPMISATH B COOTBETCTBUU C IpaBUIIAMU
odbopmieHus pexksusuta 10.

3) MOJIKUCH;

[lognuce B Tenerpammax oOQOpMIISieTCS OTIAEIbHOW CTPOKOM M HAuYMHAETCS C
a03ana. Yka3bIBaeTcsl JOJDKHOCTh M (DaMHIIMS JOJDKHOCTHOTO JIMIA, MOAMHCABIIETO
TeJIerpamMmy.

DTa 4acTh TeNerpaMMbl OTIENSETCS YepTOi, T.K. B HE€ BXOAAT TapU(HBIE CIIOBA,
MOJJIeXkAIIMe OIJIaTe U nepeaaye mno teaerpady.

4.11.4. B TenerpamMme moj 4epTON yKa3bIBAETCS:

a) TOJIHBIM MMOYTOBBIN aAPEC OTIPABUTEIS;

AJlpec OTIpaBHUTENs] Ha TeJlerpaMMax, IMepechblIaeMblXx B mpenenax Poccuiickoi
denepann, JOJDKEH YKa3bIBAE€TCSA HA PYCCKOM SI3BIKE.

VYka3piBaercs anapec @uHyHUBEpCUTETA 1A TeserpamM: JIEHWHIrpaiCKuii TPOCIIEKT,
1.49, Mocksa, 125319.

0) cokpallleHHO€ HAaUMEHOBAHNUE YHUBEPCUTETA,

Vka3piBaeTcs  O(QUIMAIbHOE  COKpPAIlEHHOE HAMMEHOBAaHUE  YHUBEPCUTETA!
DUHAHCOBBIM YHUBEPCUTET.

B) TIOJINKCB;

[Toanuck TenerpaMMmsbl 10KHA ObITH HaNMcaHa OyKBaMHU PYCCKOTO WIIM JJATUHCKOTO
andaBuTa.

[lognuce  TenmerpaMMbl  COCTOMT M3  HAMMEHOBAHWS  JOJDKHOCTH — JIMLA,
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MOJNMKCHIBAIONIETO TOKYMEHT, OANUCH, PACIIM(PPOBKU NOANUCH (MHUIMABI, (haMUIIKS).

HanmMeHoBaHMe NOJDKHOCTH JIMIA, IMOANUCHIBAIOLIErO TEJIErpaMMy, NedaTaeTcsl OT
JIeBOM TpPaHUIBI TEKCTOBOTO TMOJsI, WHUIHUANBI M (QaMHIuS —OT TMPaBOil TpPaHUIIBI
TeKcToBOro nojis. Iloamnuce oTaensercs OT NOYTOBOTO aApeca OTHPABUTEINS TEJIErpPaMMBbl
JIBYMSI MEKCTPOYHBIMH HHTEPBAJIAMU.

Tenerpammebl ¢ OTHUM M TEM K€ TEKCTOM M MOAINKCHIO, aJPECOBAHHBIE HECKOJIBKUM
aapecaraM, MOTYT HMMETh MOJNUCh TOJBKO Ha OJHOM 3K3eMIuripe. Ha ocTanbHBIX
AK3EMIUISIPAX JIeJaeTCs 3aBEpUTEIbHAS TIOJIMCh U CTAaBUTCS OTTUCK MedaTu « Y paBiieHue
JIEJIONIPOU3BOICTBA U apXUBAY.

[Toanuce TenerpamMmbl HEOOXOJIUMO O(GOPMIISITH B COOTBETCTBUMU C IMpaBUIIAMU
odopmIIeHUST peKBU3HTA 22.

') OTTUCK IE€YaTH.

[TeyaTs pocTaBIIAETCA MOCHE MOJMUCAHUS TEIETPAMMBI 10KHOCTHBIM JIULIOM.

Ecnu tenerpaMma moamucaHa peKTOPOM HIIM JOJDKHOCTHBIM JIMIIOM M3 COCTaBa
Pexroparta, TO MpoOCTaBIsAETCS OTTUCK FepOOBOM MevaTH.

Ecnu tenerpamma mojanucaHa pyKOBOIUTENEM CTPYKTYPHOTO MOJpa3JeieHHs, TO
MIPOCTABIISIETCS] OTTUCK ME€YATH « Y IPABJICHUE JEIONPOU3BOCTBA U apXUBAY.

[leyaTp Ha TenerpamMme HEOOXOAMMO OQPOPMIIATH B COOTBETCTBUHU C IMPAaBHIAMHU
odopmiieHUs peKkBU3UTa 24.

4.12. JlokymeHT, nepeaBaeMblii 0 (aKCUMHUIIBHON CBS3U

4.12.1. ®akcumuiabHas CBA3b oOecIieurBacT repenauy uHpopMamuu ¢ OyMa)KHOTO
HOCHTENA (TEKCThI, TAOIUIIbI, TPadUKHA U JIp.) U MPUEM dTOM MH(OpMAIMK B BUE KOIUU,
Ha3bIBaeMOM (hakcoM UiTu TesnedakcoMm.

4.12.2. TpeboBaHus K COCTaBICHUIO U O(POPMIICHHIO COOOIIIEHUH, MTepeIaBaeMBbIX C
MOMOIIBI0 (DAKCUMUIIBHOW CBSI3H, OMPENCISIIOTCS BUAOM OTIIPABISEMOTO JOKYMEHTA —
MO/JTMHHUKA (MTMCHMO, JOTOBOP, IPOTOKOI U T.1.).

4.12.3. O06BeM mepegaBaeMoro JOKYMEHTa, BRITOJIHEHHOTO Ha Oymare popmarta A4
YEPHBIM WJIM TEMHO-CHUHUM IIBETOM, HE JOJDKCH MPEBHIIIATh 5 JTUCTOB.

4.12.4. 3anpemaeTcs nepeaaBaTh TEKCT JOKyMEHTa ¢ moMeTkor « st ciy»xebHoro
MOJIb30BAHUSY.

4.12.5. OTBETCTBEHHOCTh 3a COJIEp)KaHKE TIepeaaBaeMoil nH(OpMaIuu Bo3iaraercs
HA WCIOJHUTENs, TMOATOTOBHUBIIETO JIOKYMEHT K Tiepenade, U PYKOBOJIUTEIS
COOTBETCTBYIOIIETO CTPYKTYPHOTO MOAPA3ACIICHHUS.

4.13. Tenedonorpamma

4.13.1. TenepoHorpaMmMbl PEKOMEHAYETCS HCIOJIb30BaTh [UJIi  ONEPATUBHOIO
pelieHust BOIPOCOB B ClIyyasx, KOT/1a COOOIIeHus, IepeaaBaeMbie o Teiaedony, TpeOyroT
NOKyMeHTaslbHOro odopmiienus. TenedoHorpamMmMoil mepenaroTcs HECIO0XKHbIE TEKCThI
(mpurnamieHust Ha COBEIAHUs, 3aCelaHus U T.1.).

4.13.2. Tekct TenedoHOrpaMMBbI IEpPEIA€TCA YCTHO O KaHajaaM Telae(OHHOU CBS3H,
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3aMKUChIBACTCS U 3aTEM Me4aTaeTCs MOTyYaTeIeM.

4.13.3. O0s3aTenbHBIMUA PEKBU3UTAMU MTOCTYHUBIICH TEIEPOHOTPAMMBI SBIISIOTCA:

a) HaMMEHOBaHHE OpraHU3alliy — aBTOPa JOKYMEHTA;

0) HauMEHOBaHNE BUJIA TOKYMEHTa — Tele(hOHOTpaMMa;

B) UCXOASIIUN PETUCTPAIIMOHHBIN HOMEP TOKYMEHTA;

r) agpecaT (HauMEeHOBaHUE OpraHu3allly, Kyia nepenaercs teaedoHorpaMma);

1) TEKCT IOKYMEHTA;

€) I0JDKHOCTD, (haMUJIus, MHUITUAIBI, JIUIIA, TOAMKMCABIIETr0 TeIePOHOIPaAMMY;

) IOJDKHOCTh,  (pamMmiiusi, WHUIMAIBI W T[OANMCH  JIMIA, TEpeJaBILIEro
TenedoHorpaMmy, HOMEp ero TenedoHa;

3) JOJDKHOCTh,  (haMuIIds, WHULUAIBl W  MOJANUCh  JIMIA, TPUHSIBIIETO
TenedoHorpammy;

1) BXOJSIIINI pErUCTPAILIMOHHBIN HOMEp JOKYMEHTA;

K) J1ata TesneoHorpaMMel (aTa U BpeMs €€ Iepeiadn).

4.13.4. TlepenaBaemasi TenedoHOTpaMMa COCTaBISIETCS HA CTAaHJAPTHOM JIMCTE
Oymarm Qopmata A4 B OJHOM DK3EMIUISIPE H TOAMHCHIBACTCS PYKOBOAUTEIEM
CTPYKTYPHOTO MOAPA3/ICICHHSI U OTBETCTBEHHBIM UCIIOJIHUTEIIEM.

Eciu tenedonorpamma mepemaercss HECKOJIBKHMM ajpecaraM, K HEl mpuiaraercs
CIIHCOK apecaToB M HOMEPOB UX TEIEPOHOB.

[lepenaBaemass TenegoHOTpamMMa [dODKHA HMMETh T€ K€ PEKBU3UTHL, YTO U
HOCTYTHBIIAS.

4.13.5. TenedonorpamMma 3amuchIBaeTCs B )KypHaJE WU €ro JIEKTPOHHOM aHaJiore
o o0Opasiry:

a) NOJDKHOCTh, MHULMAIIBI, (amMuins, HoMep TenedoHa pabOTHUKA, MEPENaBILEro
TenedoHOrpamMmy;

0) TOJDKHOCTh, MHUIMAIBI, (pamuinsi, HoMep TenedoHa paOOTHUKA, MPHUHSBIIETO
TenedoHorpamMmy;

B) Aara TenedoHOrpaMMbl;

I') BpeMsl Iepeauy;

1) TEKCT Telle(pOHOTpaMMBI;

€) IOJDKHOCTh, WHUIMANbBI, (aMuimus 1una, OT WMEHH KOTOpPOTO IMepenaeTcs
TenedpoHorpamMma.

4.14. Coobmienue, nepegaBaeMoe 1o JIEKTPOHHON TouTe

4.14.1. DnekTpoHHAs MOYTA UCIOJIb3YETCS, KaK ISl IEPECHIIIKA COOOIIEHUM MEXK Ty
nojapasaeneHusMu BHyTpu PUHYHUBEpPCUTETA, TAaK U JJIA TEpeladyd COOOIICHUN IPyruM
YUPEKICHUSAM, OPTaHU3ALUSIM U TPaKIaHAM.

4.14.2. 3anpemaercs nepenaBaTh TEKCT TOKYMEHTa ¢ TOMEeTKON «Jljist cimy»ke0HOTo
M0JIb30BAHUS.

4.14.3. Aapecat »JEKTpPOHHOM TMOYTHI MOJy4YaeT H300paKeHHE ITOKyMEHTa Ha
AKpaHe KOMIIbIOTEpa WJIM B BHJI€ KONMMU Ha OyMa)XHOM HOCHUTEJE, pacliedyaTaHHOW Ha
IpUHTEpE.

4.14.4. DnexTpoHHOE COOOIIIEHNE COCTOUT U3 UMEHU U aJipeca OTIpaBUTENIA, ajipeca
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WJIA HECKOJIBKUX aJJpeCcOB MOJIyyaTelsei, 3aroj0BKa U TEKCTa.

4.14.5. Anpec B cucteMe 3JEKTPOHHOW MOYTHI COCTOMT U3 MMEHHU 3JIEKTPOHHOIO
MOYTOBOTO ALIUKA U JIOMEHA, PA3/ICIICHHBIX 3HAKOM AJIEKTPOHHOMN MOYTHI «(@», HAIpUMED:
academy@fa.ru.

4.14.6. TpeboBanusi Kk OGOPMIICHHIO JOKYMEHTOB, IOCBHUIAEMBIX JJIEKTPOHHOMN
MOYTOM, aHAJOTHYHBI TPEOOBAHUSAM, MPEIBABISIEMBIM K OPOPMIICHHIO YIPABICHUYECKUX
JOKYMEHTOB, 3a()MKCHPOBAHHBIX HA OYMa)KHBIX HOCUTEIISX.

4.14.7. DneKTpOHHOE NHCbMO HMMEET CTaTyC JOKYMEHTa, €CIM OHO IOJIHCAaHO
YCUJIEHHOW 3JIEKTPOHHOM MOJIHUCHIO.

4.15. Konus nokymeHTa (BBIITUCKA U3 JIOKYMEHTA)

4.15.1. Konuu noapasiensitoTcs Ha CIAEAYIOIINE BUABL:

[To crtocoOy U3roTOBIEHUS:

a) (hakCUMUJIbHAS;

dakcuMHIbHAS ~KOMHUS TOYHO BOCIPOW3BOAUT BCE BHEIIHWE TPU3HAKH,
XYI0KECTBEHHBIE OCOOCHHOCTH O(QOPMIICHHS PEKBH3UTOB, WX pacmoijiokeHue. Takue
KOMUU HW3TOTABIMBAIOT TUHOTPAPCKUM CIIOCOOOM WM C TOMOIIBIO KOIMHMPOBAIBLHOM
TEXHUKH.

0) cBoOOTHAS.

CBoOoHast KOTHUSI U3TOTaBIMBACTCA PYKOIUCHBIM WA MAIIMHOIKUCHBIM CIIOCOOOM.
Takas komusi MIOJTHOCTHIO BOCIIPOU3BOAUT HH(POPMAIKIO O(DUIIUATIEHOTO JOKYMEHTA, HO HE
TOYHO BOCIIPOM3BOJIUT BHEIIIHUE €r0 MPU3HAKH.

ITo crtocoby odopmiIeHUS:

a) TMoJHasi;

[Tomnast xomusi OQUIIMATBHOTO TOKYMEHTa JOJHKHA TMOJHOCTBIO BOCIPOU3BOIUTH
nHpopmaluo opUIIMaATFHOTO JOKYMEHTA U ObITh 3aBE€peHa 1o OJIHOM dopme.

0) Beimucka (mprtoxkeHue Ne 18);

Breimcka u3 mokyMeHTa oQOpMIIsSeTCS B CIIy4asX, KOTJa HM3TOTOBJICHHE KOIWU
JOKYMEHTa HEBO3MOXKHO (Hampumep, B CHIy KOH(PUACHIUAIHLHOCTH COAEPIKAIIUXCS B
JIOKYMEHTE CBEJICHUI) WK Helenecoo0pa3Ho (K3-3a 3HAUUTEIBHOTO 00beMa CoIepKaHus
JTOKYMEHTA).

Brinucka u3 nokymenTta oopmiisieTcst Ha CTaHAapTHOM Jucte Oymaru gopmara A4
CICAYIOIIUM 00pa3oMm:

a) BOCIIPOU3BOJISATCSA PEKBU3UTHI OJTaHKA TOKYMEHTA 32 UCKIIFOUEHUEM PEKBU3HUTOB:

INocynapctennsiii rep0 Poccutickoit @eaepanuu;

HAaWMEHOBAHUE BHJIa JOKyMEHTA.

0) B HAaMMEHOBAaHWM BHUJA JIOKYMEHTa YKa3bIBaeTcs, Hampumep: «Bwimucka wu3
npukasza», «BeImucka u3 npoTokoiay (0e3 KaBbIueK);

B) BOCIIPOM3BOIATCS PETUCTPAIIMOHHBIN HOMEpP U JIaTa OpUTHHAJIA JOKYMCHTA,

T') BOCIIPOU3BOANUTCS TOJHOCTHIO BBOAHAS WJIM KOHCTATHUPYIOMIAs 4acTh (€ciid OHa
€CTh) IOKYMEHTA;

1) 3 OCHOBHOHM WJIM PACTOPSAUTEIBHON YacTH TEKCTa JOKYMEHTA BBIITUCHIBACTCS
TOT IYHKT, HH(OpPMAIHs KOTOPOTo He0OX0IMMa;
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€) BOCIIPOM3BOIUTCS pekBU3UT «[loamnucky» 6e3 TUYHOMN MOIICH;

) MPOCTABJISETCS OTMETKA O 3aBEPEHUM KOTIHH TI0 TTOJTHON WM KPaTKOU (opMme.

B otTmenpHBIX chmydasx B COOTBETCTBHM C TPEOOBAaHUSAMH HOPMATHUBHBIX
JOKYyMEHTOB WJIM TI0 TPEOOBAHHIO BBINICCTOSIIEH OpPraHW3alliy BHITUCKA W3 JOKYMEHTA
opopMisieTcss HE KaK KOMHs YacTH JOKYMEHTa, a KaK CaMOCTOSITCIIbHBIA JOKYMEHT,
BOCITPOM3BOAAIINK WH(POPMAIIMIO OCHOBHOTO JTOKYMEHTa IO YCTaHOBJICHHOW (dopme, Ha
YTBEPKICHHOM o0meM Onanke @OUHyHUBEPCUTETAa W TOAMHCAHHBIA JOJKHOCTHBIM
JUIIOM, UMEIOIIUM TIPABO MOAMKUCHA OCHOBHOTO JOKYMEHTA, C TIPOCTaBJICHUEM IedaTu. B
ATOM CJIy4ae JaToOd BBIMHUCKH SIBIISACTCS JaTa e¢ MOANHMCAHWsA, HampuMmep: «Brimucka u3
3a4eTHOU KHIKKWY», « BBITICKa 13 pabouero yueOHOro riaHa» u JIp.

4.16.2. Komuu nokyMeHTOB @DUHYHHUBEPCUTETAa BBIJAIOTCA TIpaxiaaHaM |
OpTaHM3AIVSIM T10 3asBJICHHUSIM W MHUCHbMEHHBIM 3alpocaM MPU HATUYHHA PA3peUIUTeILHOM
PE30ITIONMH PEKTOpa WIIK JIMIIA U3 cocTaBa PexTopara.

5. OPTAHM3ALMA JOKYMEHTOOBOPOTA
N NCITOJIHEHMA JTOKYMEHTOB

Opranuzanusi pabOThl ¢ JOKYMEHTaMH B J€JIONPOU3BOACTBE MPEICTABIsAET COO0M
COBOKYITHOCTh BHUJIOB pa0oOT, 00€CleuMBaIOUINX JIBUKEHHE JOKYMEHTOB C MOMEHTa HUX
CO3JaHUsl WIM IOIYYEHUS A0 3aBEPLICHUs HCIIOIHEHUS WIA OTIPABIICHUS, XPAHCHUS U
UCIIOJIB30BAHUS JIOKYMEHTOB B TEKYIIEH JAeATeabHOCTH PUHYHUBEPCUTETA, COXPAHHOCTD,
y4eT, CHCTEMAaTH3allMI0 JIOKYMEHTOB, (opmupoBaHue u odopmieHUe JAea Ha
JIEJIOIPOU3BOACTBEHHOM CTAaANM U X NIEpefady Ha apXUBHOE XPAHEHNUE B COOTBETCTBUU C
TpeOOBaHUSIMHU, YCTAHOBJICHHBIMH HOPMATHUBHO-METOJWYECKUMHU JIOKYMEHTAMH IIO
apXMWBHOMY JEJIy U I€TONPOU3BOJICTBY.

5.1. Opranusaiusi JOKyMEHTO000pOTa

5.1.1. JIBuxenue noKyMeHTOB B (DUHYHUBEpCUTETE C MOMEHTA MX CO3JIaHUS WIIU
MOJIyYEeHUS 10 3aBEPILICHUSI UCIOJHEHUSI WM OTHPABICHUS 00pazyeT JTOKYMEHTOOOOpOT
OUHYHUBEPCUTETA.

B JOKYMEHTO000poTe PUHYHHUBEPCUTETA BBIJICIIFOTCS ClIeIyronme
JTOKYMEHTOIIOTOKHU:

MOCTyMammas JOKyMeHTauus (Bxomsauias) B DuHyHuBepcuteT (maiee —
MTOCTYTIAIOIIA);

oTopamisieMass JokyMeHTanus (ucxonsias) u3z DunHyHuBepcurera (ngaiee —
OTIpaBiisieMas);

BHYTpEHHsIs JokyMeHTauuss OunyHuBepcuTeTa (1anee — BHyTPEHHS).

5.1.2. [lopsiAiok MpoXoxkASHUSI JOKYMEHTOB U ONEpaliu, MPOU3BOJIUMBIE C HUMH B
noapasaeneHusaXx OUHYHUBEPCUTETA, pPErVIaMEHTUPYIOTCS Hacrtoswmen MHerpykuuen,
MOJIOXKEHUSIMU O  CTPYKTYPHBIX TOJAPA3JEICHUSAX, JIOJDKHOCTHBIMU HMHCTPYKLMSIMU
PabOTHUKOB U JIPYTUMU JIOKAJIbHBIMA HOPMATUBHBIMHU akTaMu OUHYHUBEPCUTETA.
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5.1.3. JIokyMeHT J0DKEH HaXOIUTHCS TOJBKO B T€X CTPYKTYPHBIX MOAPA3ICICHUIX
OUHYHUBEPCUTETA, TJ€ 3TO 00YCIOBIECHO HEOOXOIUMOCTHIO paOOTHI C HUM.

5.1.4. JlokyMeHT JOJDKEH OBITh B CTPYKTYPHOM Tojipa3aeiieHun OUHyHHBEPCUTETA
VI Y UCTIOJTHUTENS] OJJHOKPATHO.

5.1.5.B ®unyHuBepcurere oOCylecTBIseTcs paboTra ¢ JOKyMEHTaMH Ha
AIIEKTPOHHBIX U OYMa)KHBIX HOCUTEJISIX.

5.2. OcobeHHOCTH PabOTHI C AICKTPOHHBIMU JOKYMEHTAMHU

5.2.1. B ®uHyHUBEPCUTETE CO3AIOTCS U UCTIOIB3YIOTC:

AJIEKTPOHHBIE  JOKYMEHTHI, CO3/laBaéMble B  DJIGKTPOHHOW  (opme  0Oe3
IPEeIBAPUTEIHLHOTO JOKYMEHTUPOBAHUS Ha OYMa)KHBIX HOCUTEISX;

ANIEKTPOHHBIE O0pa3bl JOKYMEHTOB, MOJYyYECHHBIE B pE3yJbTaTe CKAHUPOBAHUS
OYMa>KHBIX TOKYMEHTOB M XPaHSIIUECS B CUCTEME JIEKTPOHHOTO JJOKYMEHTO000pOTA.

5.2.2. DNeKTpOHHBIM AOKYMEHT JOJDKEH OBITh OGOpMIIEH MO OOIIMM IpaBHUIIaM
JITIONIPOU3BOICTBA U UMETh PEKBU3UTHI, YCTAHOBJIICHHBIC NJII AaHAJIOTMYHOTO JIOKYMEHTa
Ha OyMaXXHOM HOCHUTENIe, 3a MCKIIOYEHHEM OTTHCKAa Tie4aTh U U300paKeHUs
I'ocynapctBenHoro repoa Poccuiickoii denepanum.

5.2.3. DNEeKTPOHHBIN TOKYMEHT JODKEH COACPKATh WM IMMOCTOSHHO OBITH CBSI3aH C
METaJIaHHBbIMH, OTPAKAIOIIMMH OIEpPALMH, COBEPIIAEMBIE C JOKYMEHTOM B MPOLECCE
JEJIOBOU JIeSITENbHOCTH. 1Ipu aTOM:

CTPYKTypa JIOKYMEHTa, €ro QopmaT M B3aUMOCBSI3U MEXIY COCTaBJISIIOIIUMHU
JOKYMEHT DJIEMEHTaMH [IOJDKHBI OCTaBaThCs HEU3MEHHBIMHU, HE HCKAKEHHBIMU
MeTaJJaHHBIMU;

B METAJaHHBIX O JOKYMEHTE JOJDKEH OBITh OTpPaKeH KOHTEKCT €ro CO3/IaHuf,
MOJYYEHUS] M UCTOJL30BaHUS (B TOM YKCJIE TMPOIECC ACIOBOU JEATENbHOCTHU, YacCThIO
KOTOPOTO SIBIIACTCS JJAaHHAS OTIEpaIlvs, 1aTa U BpeMs JaHHOU ONEpaIy U €€ YYaCTHUKH);

B METAQJaHHBIX O JIOKYMEHTE JOJKHBI OBITh TPEACTABICHBI CBA3U MEXKIY
OTIIETbHBIMU JIOKYMEHTAMH, COCTABJISIOIIMMU B COBOKYIMMHOCTU E€IUHBIM KOMIUIEKC
JIOKYMEHTOB.

5.2.4. DnekTpoHHBIE TOKYMEHTHI CO3AaroTcsi, 0OpabaThiBatoTcs U xpansatcs B COJ]
DIRECTUM.

5.2.5. B 97eKTpOHHOM BHJI€ MOXKET OCYIIECTBIISITHCS:

a) IpHeM MOCTYNAIOIIUX JOKYMEHTOB;

0) nBMKEHUE JOKYMEHTOB BHYTpU DUHYHUBEPCUTETA;

B) BHECEHHE YKa3aHUH MO UCIIOIHEHUIO JOKYMEHTa (PE30II0LUi);

I') UICTIOJIHEHUE JJOKYMEHTOB;

1) TOCTaHOBKA JIOKYMEHTOB Ha KOHTPOJIb;

€) MOJATOTOBKA OTIPABIISIEMBIX U BHYTPEHHHUX JOKYMEHTOB;

) corjiacoBaHue (BU3MPOBAHUE) TOKYMEHTOB;

3) y4ET TOKYMEHTOB;

1) PETUCTpAIHS TOKYMEHTOB;

K) pacchlika JTOKyMEHTOB;
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J1) OTIpaBJeHUE TOKYMEHTOB;

M) OTMETKa 00 UCIIOJIHEHUH JJOKYMEHTOB;

H) XpaHEHUE JTOKYMEHTOB.

5.2.6. lns moAaTBepKIECHUS  MOJJIMHHOCTA  AJEKTPOHHBIX  JIOKYMEHTOB B
OUHYHUBEPCUTETE UCTIOIB3YIOTCA JIEKTPOHHbBIE ToanucH (fanee — I1I).

DNeKTpOHHBIEC TOJAMUCH CEPTUPUIUPYIOTCS B YCTaHOBICHHOM B DUHYHUBEPCUTETE
HOpSJIKE.

5.2.7.Ilpu mepenaye 5>JIEKTPOHHBIX JOKYMEHTOB B TOCY/IapCTBEHHBIE OpraHbl,
YUPEXKJIEHUSI U OpPraHMU3allMM JOKYMEHTHI 3aBEPSIOTCS YCHJICHHOW KBaNIU(DPUIIMPOBAHHON
AJIIEKTPOHHOM TMOJNHUCHI0 B COOTBETCTBUU C (QenepanbHbiM 3akoHOM oT 06.04.2011
Ne 63-®3 «O06 37€KTPOHHON MOAMIUCKY.

5.2.8. Co3naHHbIE WM BU3UPYEMbIE TOKYMEHTHI MOAMUCHIBAtOTCS D11 KOHKpEeTHOTO
JIOJHKHOCTHOTO Juiia OUHYHUBEPCUTETA.

5.2.9. Ilpu 06paboTke, pacCMOTPEHUH, COTIACOBAHUH JIEKTPOHHBIX TOKYMEHTOB, a
TaK)KE TMPU TOANUCAHUM BHYTPEHHUX HWH(OPMAIMOHHO-CIPABOYHBIX SJICKTPOHHBIX
nokymeHToB B COJl DIRECTUM Bo BHyTpeHHEM JoKkyMeHTooO0poTe DuHyHUBEpCUTETA
MOTYT HCIOJb30BaTbCSl CHOCOOBI TMOATBEPXKACHUS JEUCTBUH C  DIEKTPOHHBIMU
JOKYMEHTaMHU, MPU KOTOPBIX AJIEKTPOHHAS MOJAINUCH HE UCIOJIb3YETCs, IPU YCIOBUHU, UTO
IpOrpaMMHBIE CPEJICTBA, NMpUMEHseMble B DUHYHUBEPCUTETE, MO3BOJIAIOT OJHO3HAYHO
UACHTU()ULIMPOBATH JIULIO, MONUCABIIEE WIHA 3aBU3UPOBABILIEE TOKYMEHT.

5.2.10. CocTaB 31eKTpOHHBIX JOKyMeHTOB, oOpamaromuxcs B COJI DIRECTUM,
OTIpE/IETISICTCSl PEKTOPOM Ha OCHOBE pekoMeHAanuii degepaibHOro apXUBHOTO areHTCTBA
U B COOTBETCTBHUH ¢ [lepeduneM BUIOB TOKYMEHTOB, CO3/IaHUE, XPAHEHNE U MCIIOIh30BaHHE
KOTOPBIX OCYIIECTBIISIETCS B (hopMe JIEKTPOHHBIX JOKYMEHTOB (mprutoskenne Ne 19).

[lepeueHr TOKYMEHTOB, CO37aHHE, XpaHEHWE U HCIOJb30BaHWE KOTOPBIX
OCYIIECTBISIETCS B (OpME DIEKTPOHHBIX JOKYMEHTOB, YTBEPXKAAETCS PEKTOPOM TIO
cornacoBanuto ¢ LIDIIK I'maBapxuBa MOCKBBI.

5211.1lpueMm u oOTHOpaBiCHHE OJICKTPOHHBIX JOKYMEHTOB OCYIIECTBISIOTCS
Y IuA.

5.2.12. Tlpu nepenadye MOCTYMUBIINX JICKTPOHHBIX JTOKYMEHTOB Ha PaCCMOTpPEHHE
PEKTOpY, HaNpaBJICHUHM 3JIEKTPOHHBIX JOKYMEHTOB B CTPYKTYPHbBIE IOJApA3JEICHUS U
OTBETCTBEHHBIM HUCIOJHUTEISIM PUHYHUBEPCUTETA, OTIPABKE NEKTPOHHBIX IOKYMEHTOB
M XpaHEHWU BMECT€ C HHUMH INepeJaroTcs (HampaBlAIOTCS, XpaHATCS) HX
pETrUCTpallMOHHbIE JaHHbIE.

5.2.13. lokyMeHTsI, co3aaBacMble B OUHYHUBEpPCUTETE, W (WMIJIM) MOCTYNUBIINE B
OuHyHHMBEpPCUTET Ha OymMakHbIX HocuTensx, BkioudaroTes B COJl DIRECTUM mnocne
CKaHWPOBAHUS U CO3/IaHUS DJIEKTPOHHBIX 00Pa30B JOKYMEHTOB.

5.2.14. Bximouenune saekTpoHHoro obOpaza pgokymeHnta B CDJI DIRECTUM
BO3MOXKHO TIOCJI€ ero BepuduKaiuu (CpaBHEHHS SJEKTPOHHOrO 00pa3a JTOKyMEHTa C
NOJUTMHHUKOM JIOKYMEHTa) ¥ TIOJITBEPXKIEHUS COOTBETCTBUS DJIEKTPOHHOTO 00pasa
NOJJIMHHUKY JOKyMeHTa. [loaTBepkneHrne COOTBETCTBHSI AJIEKTPOHHOTO  oOpasa
MNOJJIMHHUKY JOKYMEHTa OCYIIECTBIseTCs paboTHUKOM Y ]JIMA, BBIIOJHSIOIUM
mporenypy BepuduKaimm.

5.2.15. B C3/1 DIRECTUM He pa3memiatoTcsi TOKYMEHTHI ¢ TPU(POM CEKPETHOCTH.

JIOKYMEHTBI, coJep Kallie MepCOHANbHbIE U WHbIE KOH(PUACHLUAJIbHBIC NaHHBIE,
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moryT pasmematrbcss B CDOJI DIRECTUM mnpu coOmoieHMH  yCTaHOBJIEHHBIX
3akoHoAaTenscTBOM Poccuiickoit deaeparnu TpeOOBaHUMN O 3aIIUTE HHPOPMAIUH.

Jokymentsl ¢ Tpudom «Jlyig ciayxkeOHOTO TMOJIb30BAaHUS) CKAHUPYIOTCS, HO
pasmeniatorcss B COJ] DIRECTUM B mamke orpaHW4eHHOTrO JOCTyNa W HE MOJUIEkKaT
paccChUIKe.

Ha nmokymentsl, mnomiexamme peructpauun B COJI DIRECTUM  6e3
CKaHUPOBAHUS, 3aBOJSATCS PErHCTPAIIIOHHBIE KAPTOUKH CO BCEMH PEKBU3UTAMH.

Copnepxxanue peructpupyembix u pazmemiaemMbix B C3J[ DIRECTUM wunbIX
JIOKYMEHTOB HE MOJUICKUT Pa3rIIallleHUIO.

5.2.16. B nensix yuera u noucka gokymeHtoB B COJ] DIRECTUM wucnons3ytorcs
oOs3aTeNIbHBIE CBEJIEHUS O JIOKYMeHTax coriacHo I[lepeunto oOs3aTeNbHBIX CBEACHUHN O
JOKyMEHTaX, HCIOJIb3yeMbIX B IIeJISIX ydeTa U TOHCKa JOKYMEHTOB B CHCTEMax
3JIEKTPOHHOTO JJOKyMeHTOooOopoTa (mpuiioxerue Ne 20).

5.2.17. Equaunield y4yeta SJEKTPOHHOTO JOKYMEHTa SBISIETCS  AICKTPOHHBIN
JTOKYMEHT, 3apeructpupoBannbiii B COJ] DIRECTUM.

DNEKTPOHHBIA JOKYMEHT, WMEIOIIMN IPUIOKEHUS, PETUCTPUPYETCS KaK OJIHH
JTOKYMEHT.

B C3Z DIRECTUM nOKyMEHT perucTpupyercss C TOMOIIBI0 CO3JaHUs
AJIEKTPOHHOMN PETUCTPAIMOHHO-KOHTPOJIbHOU KapToukH (nanee — PKK).

5.2.18. CoctaBinenne u odopmiieHHE TMPOEKTOB OSICKTPOHHBIX JIOKYMEHTOB
OCYIIECTBISAIOTCA 1O OOLIMM MpaBWiaM JEJONPOU3BOJACTBA, YCTAHOBJIEHHBIM B
OTHOIIIEHUHU aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)KHBIX HOCUTEIISX.

5.219.B C3JI DIRECTUM nokyMmMeHT mepemaeTcss MeXIy paOOTHUKaMU
CTPYKTYPHBIX Mojpa3aencHuii @UHYHUBEPCUTETA U B €ro (pUiInajbl B 3JIEKTPOHHOM BUJIE
B (hopMe DIIEKTPOHHOM KapTOYKW-3a/auu (-3aanHus) (najgee — I3) ¢ TEKyIIMM HabopoM
PEKBU3UTOB U MIPUKPETUICHHBIMU (DaitiaMu TOKYMEHTOB.

5.2.20. UcnionHeHHBIE DJEKTPOHHBIE JOKYMEHTHl (OpMHpYIOTCS B Jena B
COOTBETCTBUHM C HOMEHKIJIATYpOW M€ ¥ MHACKCHPYIOTCS B MOPSAIKE, YCTAHOBJICHHOM B
OTHOIICHUH /eI, COCTaBJICHHBIX U3 TJOKYyMEHTOB Ha OyMa)KHBIX HOCUTEJISIX.

[Tpu cocraBneHNr HOMEHKIATYpHI aen B rpade «lIpumeuanue» ykaspiBaeTcs, 4yTO
JIeJI0 BEIETCS B DIIEKTPOHHOU opMe.

B cnyuae cymecTBoBaHMS OyMa)KHOTO aHajora JOKyMEHTa Jeno GpopMupyercs Ha
OyMaxHbIX HOcuTeNsX 1 ¢ momompio COJ[ DIRECTUM.

5.2.21. DnexTpoHHBIE JOKYMEHTHI TOCIE HUX HCIIOJHEHHS TMOMAJIekKaT XPaHCHUIO B
TEYEHHWE CPOKOB, MPEIyCMOTPEHHBIX JMJI aHAJOTUYHBIX JOKYMEHTOB Ha OyMa)KHbIX
HOCHUTEJISIX.

CpokHu XpaHEHUsS! B3JEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKaM XpaHEHHUS
JIOKyMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATEILHBIMUA M WHBIMA HOPMATUBHBIMH TPABOBBIMU
aktamu Poccuiickont @enepanuy, TUNOBBIMA WM BEAOMCTBEHHBIMHM IIEPEUHSIMU IS
aQHAJIOTUYHBIX JTOKYMEHTOB Ha OyMa)KHBIX HOCHUTEIISX.

DONEeKTPOHHBIE JTOKYMEHTHI, WMCIOIINE CPOK XpaHEHUS TIOCTOSHHBIA WM
nosroBpeMmeHHbli (cBbimie 10 net), unu ¢ orMmerkoit DIIK, moanexar odpopmieHuo Ha
OyMa)XHOM HOCHTEJIE CO BCEMH PEKBU3UTAMH, YIOCTOBEPSIOIIUMH UX TOIJTHHHOCTb.

5.2.22. DxcnepTU3a IEHHOCTH DJEKTPOHHBIX JIOKYMEHTOB OCYIIIECTBISETCS B
00IIIeM MOpsIZIKe, YCTAaHOBJICHHOM B OTHOIIIEHUH JTOKYMEHTOB Ha OyMa)kKHBIX HOCUTEISX.
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5.2.23. Ilocne ucTeueHus Cpoka, yCTAHOBJIEHHOTO JJIsi XPAHEHUs AJIEKTPOHHBIX /el
(3TIEKTPOHHBIX JOKYMEHTOB), Ha OCHOBAaHWU aKTa O BBIJACICHHH MX K YHHUYTOXXCHHIO,
YTBEP)KICHHOTO PEKTOPOM, YKa3aHHBIE 3JICKTPOHHBIC Jena (DIEKTPOHHBIE TOKYMEHTHI)
MO/IJICKAT YHUUTOKCHHUIO.

5.2.24. Opranuzanuio, BEIECHHWEC W COBEPIICHCTBOBAHHWE JIECIOMPOU3BOJICTBA C
ucnons3oBanueM COJ[ DIRECTUM, weroanueckoe pyKOBOJICTBO M KOHTPOJIb
cOOJI0O/IEHNsT YCTAaHOBIIGHHOTO Topsizka padotel ¢ mokymentamu B COJ[ DIRECTUM B
CTPYKTYpHBIX nozipasnieneHusix GunynuBepcurera ocyiectsisier Y JIuA.

5.2.25. Texunueckoe  compoBoxkaeHue COJI  DIRECTUM  ocymiecTBistoT
paboTtHukH Y JIuA.

5.2.26. HenocpencTBeHHOE BEACHHUE JIETONPOU3BOJICTBA ¢ HcHoib3oBaHueM COJ]
DIRECTUM B cTpyKTypHBIX mnojapazacieHusix DOUHYHHBEPCUTETa OCYIIECTBISICTCS
pabOTHUKaMHU, OTBETCTBEHHBIMH 3a BEACHHE JIEJONMPOU3BOJCTBA B CTPYKTYPHBIX
MOJIpa3IeIICHUsX.

5.3. Opranu3zanus noJy4eHHUs U OTIIPABICHUS JOKYMEHTOB

5.3.1. B ®unyHHBEpPCUTETE OCYIIECTBISIETCS [ICHTPAIN30BaHHAs (popMa MOTydeHUs
Y OTIPaBJIEHUS TOKYMEHTOB uepe3 Y [IuA.

5.3.2. llonyyenne ¥  OTHpaBi€HHE  JOKYMEHTOB B  (DuUHYHHMBEpCUTETE
OCYLIECTBJISIOTCS CPEIACTBAMU ITOYTOBOM, KypPbEPCKOU U AIEKTPUUECKON CBSI3H.

5.3.3.C noMompbi0 MOYTOBOM  CBSI3U  JOCTaBISIETCST U OTIPABISETCS
KOPPECIOHEHIUS B BUJIE MPOCTHIX, 3aKa3HBIX (PETUCTPUPYEMBIX B OTACICHUSAX TOYTOBOM
CBSI3M), 3aKa3HBIX C YBEIOMJICHUEM ITUCEM, TUCEM C OOBABIEHHOM LIEHHOCTbHIO, POCTHIX U
3aKa3HbIX OaHIEpoJell, MOCBIIOK, MEJIKHUX IIaKeTOB, IOYTOBBIX KApTOUYEK, a TaKxkKe
MeyaTHbIC U3IaHUS.

5.3.4. Ilo kaHanmam IEKTPUUECKON CBSI3U MOCTYHAIOT M OTIPABIISIOTCS:

TeJIerpaMMBbl;

TenedaKchl;

Tene(pOHOTrPaMMBl;

ANIEKTPOHHBIE JOKYMEHTHI.

5.3.5. Ilopsaok pabotel ¢ moctynaromuMu B OUHYHUBEPCUTET U OTIPABIISEMBIMH
13 OUHYHUBEpPCUTETA TOKYMEHTAMH B AJIEKTPOHHON (hOpME aHAJIOTHYEH MOPSAKY paOdOThI
C IOKyMEHTaMH Ha OyMaXHbIX HOCUTEJISIX.

5.4. lIpuem u nepBuuHasg 00pabOTKa MOCTYNAIOMINX JOKYMEHTOB

5.4.1. [IpuemM, nepBuuHy0 00pabOTKYy U pacrpeesieHre JOKYMEHTOB, B TOM YHCIIE
oOpamieHuii rpaxziaH, BKJOuYas JOKYMEHTHI B 3JEKTPOHHOW (opme, MOCTymarolue B
OUHYHUBEPCUTET, OCYLIECTBISIET Y J{HA.

5.4.2. KoHBepThl C JOKYMEHTaMHU BCKpPBIBAIOTCS, 32 HMCKIOYEHUEM KOHBEPTOB C
NOMETKON  «WIMYHO», «KOH(DHUICHUHMATBLHO» WJIM  aJApPECOBAHHBIX  OOIIECTBEHHBIM
OpraHu3aLMIM.
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ITomyie’)KUT BCKPBITUIO BCS KOPPECIOHACHLMSA, AaXKe, €CIU B ajpecare yKa3aH
KOHKPETHBIN paOOTHUK.

5.4.3. IlpoBepsieTcst MpaBUIBHOCTD aJIpecallii, JOCTABKH, IIEIOCTHOCTh YIIaKOBKHU U
KOMILIEKTHOCTh JJOKYMEHTOB.

Ommnb0YHO AOCTaBIEHHBIE JOKYMEHTBI MEPECHUIAIOTCS MO MPUHAJICKHOCTH WIIU
BO3BPAILAIOTCS OTIPABUTEIIIO.

[Ipu oOHapyXeHUM NOBPEKIACHUS, OTCYTCTBUS JIOKYMEHTa WJIA HPHIOKEHUS K
HEMY, a TAK)KE HECOOTBETCTBUS HOMEpPA, YKa3aHHOI'O HAa KOHBEPTE, HOMEPY BIIOKEHHOTO
JNOKYMEHTA, COCTABJIIETCS aKT B TPEX JK3EMIULIPAx, OJAWH U3 KOTOPBIX IpUiaraercs K
[OJIy4EHHOMY JOKYMEHTY, JAPYTOM HaIpaBJIsI€TCS OTIPABUTEINIO, & TPETHM OCTAeTCs B
YIuA.

5.4.4. KouBepThl OT TIOCTYNMBIIEH  KOPPECIOHACHIMH  COXPAHAIOTCS U
IPWIArarTcs K JOKYMEHTaM B CIIydasx:

€CJIM aJIpec OTIPABUTENS YKa3aH TOJIBKO Ha KOHBEPTE;

€clM JaTta JOKyMEHTa W JaTa €ro OTIPaBKH COTJACHO IMOYTOBOMY IITEMIIENIO
MMEIOT OOJBIIINE PACXOXKICHUS BO BPEMEHM;

€CJIM KOHBEPT HEOOXOAMM B KaUECTBE ONPABAATENIBHOTO JOKYMEHTA K pacxojiaM 110
OIIaTe KOPPECTIOHAEHIU Y.

5.4.5. KoppecnoHIeHIUsI COPTUPYETCS HA PETUCTPUPYEMYIO U HEPETUCTPUPYEMYIO
B COOTBETCTBHM C IlepedyHeM HEpErnCTpUpyeMON MOCTYIAOUIEH KOPPECIIOHACHIINH
(mpuitosxkenue Ne 21).

5.5. HpCI[BapI/ITGJ'II)HOG PaCcCMOTPCHHUC ITOCTYIIAOIMUX JOKYMCHTOB

5.5.1. Bce nocTynuBiye 1OKyMEHTHI U OOpaIlleHus TpaxaaH, BKItOYas JOKYMEHTHI
B DJIGKTPOHHOM (opMe, MpenBapuTeIbHO paccMarpuBaroTcs paboTHukamu Y J[uA, c
LEJIbIO BBIJEICHUS TOKYMEHTOB:

a) MOJUIeKaIUX 0053aTeIbHOMY PaCCMOTPEHHUIO PEKTOPOM;

Ha o0s13aTenbHOe paccMOTpEeHHE PEKTOPY MEePEatoTCsa TOKYMEHTBI, MOTYyYEHHBIE OT
BBIIIECTOSIIIMX OPTaHOB, JTOKYMEHTHI, CoepKalue nHGOpMAIHIO MO MPUHIMITHATIHLHBIM
BOIpocaM JesTesibHocTH DUHYHUBEPCUTETA, JOKYMEHTBI, TPEOYIOIINE PEIICHUs PEKTOpa,
JOKYMEHTBI, TPEOYIOLINE UCTIOJTHEHHUS.

0) momyiexanmx 00s3aTeTbHOMY PACCMOTPEHHUIO JTOJDKHOCTHBIMHM — JIUIIAMU U3
cocrasa Pexropara;

Ha o6s3atenbHOE paccMOTpeHHE JODKHOCTHBIM JIMIAaM M3 cocraBa Pekropara
NepealoTCs JOKYMEHTBI, TpeOyIOUIMe peuIeHUs] M HCIOIHEHUS B COOTBETCTBUHU C
nepeyHeM KOOPAMHUPYEMBIX MOIpa3/iesieHui, cepoil OTBETCTBEHHOCTH, AEIErUPyEMbIMU
UM OpPTaHU3AIMOHHBIMU TIOJITHOMOYMSIMH W TIOPSAKOM 3aMEIEHUS, YTBEPKIaeMbIMU
IPUKA30M PEKTOPA;

B) HaIpaBJISIEMBIX CPa3y HA UCTIOJHEHUE B CTPYKTYPHBIE MOAPA3/IEICHUS.

B crpykrypHble noapasaeneHus PUHYHMBEPCUTETA NEPENAIOTCs TOKYMEHTHI, HE
TpeOyIolue Pe30II0IUN PEKTOpa WK TOJKHOCTHBIX JIMI] U3 cocTaBa Pekropara.

5.5.2. OcHOBaHMEM [JIs TPUHSTHS pELIEHUS B XOJ€ MPEeIBapUTEIHLHOTO
pPacCMOTpPEHHUs SABJISIETCS COJAEpKAHUE JIOKYMEHTa, a HE€ aJpecoBaHUE JIOKYMEHTa
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KOHKPETHOMY JTOJKHOCTHOMY JIMILY.

5.5.3. Ilocne IPEIBAPUTEILHOTO PaccCMOTpPEHHUS U BBIJICJICHUS
JOKYMEHTOB,  TpPEOYIOIIMX  pPACCMOTPEHUS  PEKTOPOM  WIH  JOJDKHOCTHBIMU
JuuaMM K3 cocraBa  Pekropara, Takue JOKYMEHTBI perucTpupyrorcs B Y] IWA,
a 3aTeM HampabiAOTCA depe3 YJIMA pekropy WM JOJDKHOCTHOMY JIMILy U3 COCTaBa
Pexropara.

5.5.4. JlIokyMeHTBI, HE TPEOYIOIINE PACCMOTPEHUS PEKTOPOM U JOJHKHOCTHBIMHU
ounamMu U3 coctaBa  Pekropara, pabotHuku  Y]/IMA, OCYyLIECTBISIOIIME  UX
[IPEIBAPUTEILHOE PACCMOTPEHUE, 3aIIMCHIBAIOT B PEECTP U HAIIPABIAIOT B MOJAPA3LCIICHHE.

5.6. Peructpaiys nmocTymnarpImx J0KyMEHTOB

5.6.1. Ilognexamue perucTpanuy MOCTyHAloIIe JOKYMEHTBl M OOpaiieHus
IPaXXIaH PETUCTPUPYIOTCSA LIEHTPAIN30BAHHO B Y J[HA.

5.6.2. Ilognexamme perucTpanuy MOCTYMAIOMIMe JOKYMEHTBI M OOpaiieHus
IpaXKJaH PErUCTPUPYIOTCS OJHOKPATHO.

5.6.3. [lognexamme perucTpany MOCTYMAlOIMIMe JOKYMEHTBI W OOpaiieHus
Ipa)KJaH PErUCTPUPYIOTCS HE3ABUCUMO OT CIIOCO00a UX TOCTABKHU WIIN MOIYYEHUSI.

5.6.4. Ilognexamme perucTpanuy MOCTYMAIOMIMEe JOKYMEHTBI M OOpaiieHus
I'PaKJaH PETUCTPUPYIOTC MOCIE NPEABAPUTEIBHOTO paccMOTpeHus B Y JIHA.

5.6.5. [loanexaiye perucTparyuy  IOCTYIAONMe JOKYMEHTBI W oOpaleHus
rpaxaan peructpupytores B COJl DIRECTUM

5.6.6. JIokyMeHTbI, NOCTYNMBIIME Ha OYMaXXHBIX U 3JIEKTPOHHBIX HOCHUTESIX,
ckanupyrotcs B YIMA. He ckanupyroTcs JOKyMEHTHI, ojuiexamue peructpanuu B COJ1
DIRECTUM, yka3aunnbsie B Ilepeune nOKyMeHTOB, mojyiexkamux peructpamuu B COJ]
DIRECTUM 6e3 ckannpoBaHuUs.

5.6.7. DnexTpoHHBIE 00pa3bl JTOKYMEHTOB MPOXOIAT BepUPUKAINI0 PAOOTHUKOM
YuA, oCylIECTBISIONINM 3Ty padoTy.

5.6.8. Ha momyexamieM peructpaiuy MOCTYNUBIIEM JOKyMEHTe odopmisercs
pekBU3UT «OTMETKA O OCTYIUIEHUHU TOKYMEHTa.

OTMeTka O MOCTYIJIEHUH JOKyMeHTa B (DUHYHUBEPCUTET O(DOpMIISIETCS B BHJE
mTamna ¢ YyKa3aHheM JaThl IOCTYIUICHHS, BXOJSIIEr0 PErUCTPALMOHHOIO HOMepa
JOKYMEHTA M pacreyvaThiBaeTCs Ha JOKYMEHTE.

OTMmeTKa O MOCTYIUIEHHM JOKyMeHTa B (DHHYHHBEPCUTET AONOJHSAETCS IITPUX-
KOJIOM, COJIepKaiuM uaeHTUuuKarmonasle gaHHbie qokymenta B COJ DIRECTUM.
HTpux-Koa pacmnonararoT MO/ IITaMIIOM.

OTMmeTKa 0 MOCTYIJICHUH TOKyMeHTa B DUHYHUBEPCUTET pacroyiaraeTcsi Ha IepBoi
CTPAHMIIE TOKYMEHTA.

Ha koppecnionaenmu, He nojiexaiieid BCKpbITHIO, IITaMI CTAaBUTCS HA KOHBEPTE.

OTMeTka O TOCTYIUIEHMHM JOoKymMeHTa B @OuUHyHHBEpCUTET odopmisieTcss B
COOTBETCTBHUHM C MpaBujiaMu 0hOpMIICHUS PEKBU3UTA 27.

5.6.9. [logyIMHHUK JOKYMEHTa Ha OyMa>KHOM HOCHUTENIE C PE30JIIOLIMEN PeKTopa Win
OpOpEKTOpa MepeaaeTcsl JUisl UCIOMHEHUS U TOCIEIYIONIero XpaHEHUsi B CTPYKTYpHOE
1oJipa3/ieJIeHUEe-UCTIOTHUTENb.
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5.6.10. JlokyMeHThI, oCTynuBIIKE ¢ oTMeTKaMu «CpodHoy», «OnepaTuBHO» U T.II.,
PETUCTPHUPYIOTCS HE3aMEJIUTENBHO.

JIOKyMEeHTBI, TIOCTyNUBIIHE B pabouee BpeMs, PETHCTPUPYIOTCS B J€Hb
MOCTYIUICHUS.

JIOKyMEHTBI, TTOCTYNHBIINE B Hepabouee BpeMsl, pETUCTPUPYIOTCS Ha CICAYIOIMINN
pabouuii 1CHb.

5.6.11. Cpean momiexammux pETUCTpaIMi TOCTYMAIOMUX JOKYMEHTOB OTICIHHO
PETUCTPUPYIOTCS JABA JOKYMEHTOIIOTOKA!

JOKYMEHTBI, TMOCTYNHBIIME W3 TOCYIJapCTBEHHBIX OPraHoB U  Pa3IUYHBIX
OpraHHU3alni;

oOpalieHus rpaxaaH.

5.6.12. Tloxnexat peructpaidu oOpamieHus rpaxkjaaH, B TOM 4HUCie PaOOTHUKOB M
oOyuaronuxcst GuHaHCOBOrO YHUBEPCUTETA!

MIPEJIOKCHHS;

JKaJI00KI;

X0J/1aTalCTBA;

KOJUIEKTUBHBIE OOpaIleHMS;

3asIBJICHUSI.

5.6.13. JIokyMeHTBI HYMEpYIOTCS TMOPAAKOBOM HyMepamuweil B  Mpezaenax
KaJICHJapHOTO rojia.

5.6.14. B cocTtaB peructpaiimoHHOr0 HoOMepa JUIsl TMOCTYHAarolUuX JIOKYMEHTOB
BXOJIUT TOPSAKOBBII HOMEp B TMpejesiax JaHHOTO JOKYMEHTOINOTOKA, KOTOPBIM s
oOpamieHuil rpak/aH JOMOJHIETCS OYKBEHHBIM HHACKCOM «I», a TakKKe, HCXOIsS W3
UH(OPMAITMOHHBIX MOTPEOHOCTEN, MOKET T0OABIATHCS OYKBEHHBIN MHJEKC BHYTPEHHETO
CTPYKTYpHOTO mojpazaeneHus YA, perucTpupyomero 10KyMeHTHI.

5.7. PaccMOTpeHHE MOCTYAOMINX TOKYMEHTOB

5.7.1. TlocTtynuBiive TOKYMEHTBI IOKJIAJIBIBAIOTCS] PEKTOPY U TOJIKHOCTHBIM JIUIIAM
n3 coctaBa PekTopara, MMEKIIMM IMPaBO PACCMOTPEHHUS TOKYMEHTOB, B JEHb HUX
MOCTYIUICHUS, & CPOUHbBIC JOKYMEHTBI JOKJIAbIBAIOTCS HEMEIJICHHO.

5.7.2. Tenedakcel, TenerpaMmbl,  TeledOHOTpaMMBI  TOCIE€  PETUCTPALUU
nepeaarTcs Ha paCCMOTPEHUE PEKTOPY WK UCTIOTHUTEISAM HEMEJIEHHO.

5.7.3. IlocTynuBiime JOKYMEHTBI JJOJDKHBI ITepe/IaBaThCs Ha pACCMOTPEHHUE PEKTOPY
Y JOJKHOCTHBIM JIMIIAM U3 cocTaBa PektopaTta Ha OyMa)XHBIX U DJIEKTPOHHBIX HOCUTEIISIX.

5.7.4. IloctynuBiive  AOKYMEHTBHI,  MOJJIEKAIIUE  PETUCTPALMH,  JIOJDKHBI
NepeaBaThCsl HA PaCCMOTPEHHUE PEKTOPY U JOJKHOCTHBIM JIMIIAM U3 cocTtaBa Pexropata
ToJsibko nocie peructpammu B COJ[ DIRECTUM B VInA.

5.7.5. 3apeructpupoBannbie B Y/IMA TOKyMEHTHl MOCTYMAIOT Ha aHAIUTHYECKOE
paccMoTpeHue HayaabHUKy Y [{uA.

5.7.6. Havanpauk VYJIMA mocine O3HaKOMJIEHHUsS C JOKyYMEHTaMu W Tojadopa
HE0O0X0UMON UH(POPMAITUHU TI0 HUM HaIPaBIISIET TOKYMEHTHI:

JUJIS PACCMOTPEHUS PEKTOPOM — pyKoBouTento Cekperapuara peKkTopa,

JUIS pACCMOTPEHUSI TIOJDKHOCTHBIMM JIMIIAMH M3 cocTaBa PexropaTta — mOMOIIHUKAM
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JIOJDKHOCTHBIX JIMII M3 cocTaBa Pekropata B COOTBETCTBUM C JI€JIETUPYEMBIMU
MOJIHOMOYMSIMH,  TEpeUYHEeM  KOOPAMHHUPYEMBIX  TojpasfelieHuid U chepoit
OTBETCTBEHHOCTH, YCTAHOBJIEHHbIMH Ipuka3oM DunyHuBepcurera «O IeIerupoBaHUU
OpraHU3aLMOHHBIX TOJTHOMOYHI.

5.7.7. PykoBogutenb CekperapuaTa pEeKTOpa MNPOCMATPUBAET, AaHAIM3UPYET U
CUCTEMATU3HPYET MOCTYNUBIIME JOKYMEHTBI, NpPU HEOOXOJAMMOCTH BHOCUT B HHUX
MIPOEKTHI YKa3aHUM 10 UCIOJHEHUIO IOKYMEHTOB (PE30JIIOLMI) U MepeaaeT NOCTYHUBILINE
JOKYMEHTBI PEKTOPY Ha PACCMOTPEHUE.

5.7.8. IloMomHMKN AOHKHOCTHBIX JIMII M3 cocTaBa Pekropara mpocMaTpuBaIoT,
CUCTEeMATU3UPYIOT, MOAOMPAIOT HEoOXoauMyr0 HHGPOpMAIUIO, TpPU HEOOXOIAUMOCTH
BHOCAT B HUX MPOEKTHI YKA3aHUI MO UCIOJHEHUIO JOKYMEHTOB (PE30IOLUI) U EPEAAIOT
MOCTYNHBIIHE JOKYMEHTHI IOJDKHOCTHBIM JIMLIAaM Ha PaCCMOTPEHUE.

5.7.9. PekTop W JODKHOCTHBIC JHMIIA W3 COCTaBa Pekropara paccMaTpHBaIOT
MOCTYNHBIINE JOKYMEHTHI W O(GOPMISIOT yKa3aHUS MO UCIHOJHEHHUIO JIOKYMEHTOB
(pe3ostronun).

5.7.10. IloMOITHUKK  PEKTOpa HANPABISIIOT JIOKYMEHTBI €  O(QOpPMIICHHBIMU
yKa3aHUSMHU [0 UCIIOJIHEHUIO JJOKYMEHTOB (pe3onouusiMu) B Y JInA.

5.7.11. Ecnu B pe30iIOLMU YKa3aHO HECKOJIbKO MCIIOJIHUTENEH, TO MOJIMHHUK
OyMaXHOrO JTOKyMEHTa HaIlpaBiisieTcs paOOTHUKY, YKa3aHHOMY B PE30JIIOIUHU IEPBbIM,
T.K. OH SIBJISIETCS] OTBETCTBEHHBIM HCIIOJIHUTEIIEM.

5.8. Pabota ucnoaHuTeNIeH ¢ MOCTYHAIOMKUMH JOKYMEHTaMH

5.8.1. [lonmyunB mocrynaromue JOKYMEHTHl B 2JJIeKTpoHHOM Buae B COJ]
DIRECTUM wumu Ha OyMaXHBIX HOCUTENSX, paOOTHHUK, OTBETCTBEHHBIM 3a
JIEIOMTPOU3BOICTBO, JTOJIXKEH:

a) HEMEJICHHO O3HAaKOMUTBCSI C UX COJIEPKAHUEM, BBIJCIUB JOKYMEHTHI,
TpeOYIOIIHE CPOUHOTO HCIIOJTHCHHUS;

0) HaMpaBUTh PYKOBOJIUTEIIO W 3aMHTEPECOBAHHBIM JIMI[AM  CTPYKTYPHOTO
mojapasaeNeHuss JOKyMeHTHl B 3jekTpoHHoOM Buue B CDOJl DIRECTUM wmm mo ero
yKa3aHUIO pacrevyararh U rnepeaaTh €My B JICHb MTOTYYEHUS JOKYMEHTOB.

5.8.2. PykoBoauTenu CTpyKTYpHBIX MOAPA3ACICHUA OCYIIECCTBIISIOT:

a) ONIepaTUBHOE PACCMOTPEHHE TOKYMEHTOB U OQOpMIICHHE YKa3aHWUW 10
UCIIOJTHEHHUIO JOKYMEHTOB (PE30IOLIHi);

I[Ipu  paccMOTpeHMHM  JIOKYMEHTOB H  KOPPECIOHACHIIMHM  PYKOBOJIUTEIb
CTPYKTYPHOTO  TIOJIpA3JCJICHUS  BBIACISICT  JOKYMEHTHI, TpeOyIolmue  CpOYHOTO
UCIIOJTHCHHS.

0) He3aMeIUTEILHYIO TIepeIady UX HEIOCPEICTBEHHOMY HUCIIOJTHUTEITIO;

HermocpencTBeHHBI HMCIOJHUTEIL TOJy4YaeT JOKYMEHTBI B COOTBETCTBUH C
YKa3aHUSAMHU TI0 MCTIOJTHEHUIO JTOKYMEHTOB (PE30JIIONHUSIMU) PYKOBOIUTENSI CTPYKTYPHOTO
noJipas/ieJicHus] B JICHb IMOCTYIUICHHUS TOKyMEHTOB. CpoYHBIC JOKYMEHTBI TEPEIarOTCs
WCTIOJTHUTEITIO HEMEIJICHHO.
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B) KOHTPOJIb KAYECTBA MCIOJHEHUS JOKYMEHTOB U UCHOJHUTEIbCKON AUCIUILIAHBI
M0 TOKYMEHTaM.

PykoBonuTenb CTPYKTYpHOTO MOJpPAa3/eiCHHs €KETHEBHO MPOBEPSET KAaueCTBO U
CPOKHU UCTIOTHEHHUS 33/IaHU TIO MMOCTYIMUBIINM TOKYMEHTAM.

5.8.3. Cpoku UCTIOTTHEHHUSI MOCTYTHBIINUX B dunyHUBEpCUTET
JOKYMEHTOB HCYHCIIIOTCS B KaJICHIAPHBIX WM pab0OuuX THSAX B 3aBHCHUMOCTH OT BUJA
3amnpoca.

CpoK HCIIONHEHHUsI JAOKYMEHTa MOXKET YKa3bIBaThCs B TEKCTE JOKYMEHTa WA B
PE30I0IUU PYKOBOAUTENA. Eciu cpoK MCOTHEHUSI B JOKYMEHTE HE yKa3aH, OH SIBIIsIETCS
TUIIOBEIM U cocTtaBiiieT 30 aHel.

He gBisitoTcs TUTIOBBIMU CPOKHM HUCIIOTHEHUS JOKYMEHTOB C TIOPYUYECHUSIMU PEKTOPA,
MIOCTABJICHHBIC HA KOHTPOJb. Takue JOKYMEHTHI MOJUIeKaT UCIIOJHEHUIO B CPOK HE Oojiee
10 xaneHnapHbIX THEH, €CIIU CPOK UCIOJIHEHUS HE yKa3aH B JOKYMEHTE.

5.8.4. UcnionHeHue TOKyMEHTa MpeaycCMaTpUBaET:

a) cOop u 06paboTKy HEOOX0UMOM UH(MOPMALIHH;

0) MOATrOTOBKY M O(POPMIIEHUE MPOEKTA TOKYMEHTA;

B) COTJIACOBAHUE MPOEKTA TIOKYMEHTA;

r) 10pabOTKy TMpOEKTa JOKYMEHTa 10 3aMEYaHHsIM, I[IOJIyYeHHbIM B XOJ€
COTJIACOBaHUS;

1) IPEACTaBICHUE MPOEKTA JOKYMEHTA Ha MOJANUCH (YTBEPKIEHUE);

€) noanucaHue (yTBEpXKACHUE) PEKTOPOM, AOKHOCTHBIMU JIMIIAMH M3 COCTaBa
Pekropara 1100 pyKOBOIUTENSAMHU CTPYKTYPHBIX MOApA3JEICHUN, HUMEIOIMIMMH IPaBoO
HOJIITUCH TOKYMEHTOB;

) MMOJATOTOBKY PEECTpa PacChUIKU JTOKYMEHTA,

3) ompeIeTICHUE MECTa XpaHEHHUs JOKyMEeHTa (KOIHH IOKYMEHTA).

5.8.5. Ecn B pe30JIroun yKa3aHO HECKOJIBKO VCIIOJTHUTENEH,
TO paOOTHHMK, VYKa3aHHBI B PE3OJIIOLMU TEPBBIM, SIBISETCA OTBETCTBEHHBIM
WCTIOJTHUTEIIEM.

5.8.6. OTBETCTBEHHBIN HCIOMHHUTEIh O000OIIAeT BCE TMPEAOCTABICHHBIE €My
OCTaJIbHBIMU COUCIIOIHUTEISIMH IOKYMEHTHI (IPOEKTHI TOKYMEHTOB, CIIPABOK, CBEJICHUH U
T.JI.) ¥ CO3J]a€T OKOHYATEIbHBINA MPOEKT JOKYMEHTA.

5.8.7. OTBeTCTBEHHBIN UCTIOTHUTENb UMEET MPABO CO3bIBATH COMUCIIOJIHUTENCH IS
BBIPAOOTKH COBMECTHOTO PEIICHUSI.

5.8.8. OTBETCTBEHHBIN HWCIOJHUTENb OTBEYACT 3a OPTaHWU3ALUI0 HUCTIOTHEHHUS
JOKYMEHTA B YKa3aHHBIN CPOK.

5.8.9. Coucnonuuren 0053aHbl CBOEBPEMEHHO M KaU€CTBEHHO IPOBOAMUTH aHAJIHU3
uH(GOpPMallMd U TPEJOCTABIATh OTBETCTBEHHOMY HCIIOJHUTENIO B YCTAHOBJICHHBIE UM
CPOKU HEOOXOUMbIE JOKYMEHTHI.

5.8.10. UcnioiHUTENTM WMEIOT TPaBO TMOJIb30BAThCA HMH(POPMAIMOHHBIMH Oa3amMu
naHHbIX ~ DUHYHUBEPCHUTETa,  CIPaBOYHO-MH(MOPMAIIMOHHBIMM  MaTepuajamMu U
OuOIMOTEYHBIM (DOHAOM JIJISl TIOJTYUYEHUSI HEOOXOUMOI HH(POPMALIMH.

5.8.11. UcnonHuTeNMM HE MOJDKHBI pasriamiath COAEp)KaHHWE TOCTYMHBIIMX K HUM
JOKYMEHTOB W MOATOTOBJICHHBIX MPOEKTOB CITYKEOHBIX TOKYMEHTOB, C HUIMH MOTYT OBIThH
03HaKOMJICHBI TOJIBKO JIMIIA, UMEIOIINE OTHOIIEHUE K MX UCTIOTHEHHIO.

5.8.12. VicnoyiHUTEIM UMEIOT MPABO JIeJIaTh OTMETKH Ha JOKYMEHTE:
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a) JlaTta MOCTYIJICHUS;

0) maThl MPOMEKYTOYHOTO MCIOJHEHUS (3ampoc  CBENCHMMA, TelIeOHHBIC
MIEPErOBOPHI U T.1.);

B) JaTa W pe3ybTaT OKOHYATEILHOTO UCTIOTHEHUS.

5.8.13. VcnioytHUTENTM UMEIOT MPABO MPEACTABUTH HA UMS PYKOBOJUTENS, JABIIETO
yKa3aHus 1[0  HWCIOJHEHUIO  JIOKYMEHTa,  MOTHBHUPOBAaHHYIO  TPOCKOy O
MPOJIJICHUU CPOKa HWCIIOJTHEHHS JOKYMEHTa HE TMO3aHee 3-X JHEW 0 MCTEUEHHUS 3TOTO
CpoKa.

5.8.14. B cmy4yae OTCYTCTBUSA HCIIOJTHUTENS (KOMaHIUPOBKA, OTITYCK, OOJIC3Hb)
HAXOJSALIMECS Y HEro Ha MCIOJHEHWU JOKYMEHTBI JOJDKHBI OBITH MEPElaHbl JAPYyroMy
PabOTHUKY IO YKa3aHUIO PYKOBOJIUTENSI CTPYKTYPHOIO MOAPA3ACIICHHUS.

[lepenadya TOKYMEHTOB B CTPYKTYPHOM MOJPA3JEICHUH OT OJHOTO HMCIOJHUTENS
IPYrOMYy MOXET MPOU3BOAUTHCS TOJBKO dYepe3 padOTHUKA, OTBETCTBEHHOTO 3a
JEJIOMPOU3BOACTBO.

5.8.15. OTBeTCTBEHHBIN HUCIIOJHUTEIh HECET TMEPCOHATBHYI0 OTBETCTBEHHOCTH 3a
JIOCTOBEPHOCTh HMH(POpPMAIMH, HWCIOJIB30BAHHONW TIPH TOATOTOBKE TOKyMEHTa, 3a
cobmoaeHne  TpeOOBaHUN  KMCIOJHUTEIBCKONW  JUCIHUIUIMHBI, 3a  IMPaBHIbHOE
HCITOJIB30BaHNE JICUCTBYIOMNUX HOPMATUBHBIX JJOKYMEHTOB B MTOATOTOBKE, O(hOpMIICHHH U
WCITOJTHCHUH TOKYMEHTa B CPOK.

5.8.16. Jlo mepemaum TpoeKTa JAOKYMEHTa Ha TIOANKCH OTBETCTBEHHBIN
UCIIOJIHUTENb TIPOBEPSET €ro COJACp)KaHHue, MPaBUILHOCTh O(OpPMIICHHS, HAIAYUE
HEOOXOIUMBIX BU3 U MIPUIIOKEHUH.

5.8.17. OTBETCTBEHHOCTh 332 Kau€CTBO MOJTOTOBKH JJOKYMEHTOB M JJOCTOBEPHOCTh
coJiepKaluXCcsi B HUX JIAHHBIX BO3J1araercs Ha JIMII, MOJATOTOBUBIINX U 3aBU3HPOBABIINX
JIOKYMEHTBHI.

5.8.18. JIokyMEeHT mpeaoCTaBlIsIeTCs Ha TOANMKHCH (YTBEPXKICHHE) BMECTE C
MOCTYNHUBIIMMH TOKYMEHTaMH, HA OCHOBAHHH KOTOPBIX OH TOTOBHJICS.

5.8.19. Buocutes kakue-muOO0 U3MEHEHHUST W JO00aBIEHHWS B NOIIHCAHHBIE
(YTBEpKI€HHBIE) JTOKYMEHTBI 0€3 paspelleHus Julla, MOANUcaBiiero (yTBEpPIUBIIETO)
JOKYMEHT, HE JIOTTyCKaeTCsl.

5.8.20. [locne pemieHHs TOCTaBICHHBIX B MOJIYYEHHOM JOKYMEHTE BOIIPOCOB
OTBETCTBEHHBIN WCIOJIHUTEIh, PYKOBOIUTEIh CTPYKTYPHOTO TIOApA3NCICHUS WU
pabOTHHUK, OTBETCTBEHHBIM 3a JACIIONMPOU3BOJICTBO, ClIEBa BHHU3Y TIEPBOM CTPAHMIIBI
OYMa)KHOTO JJOKyMEHTa JieJIaeT OTMETKY 00 MCIIOJIHEHUH IOKYMEHTA U HAIPaBJICHUH €T0 B
TENO.

OtMmeTky 00 HWCIONMHEHWH JOKYMEHTAa W HAIpPaBJICHUU €ro B JEJI0 HEOOXOIMMO
0o(OopMIISITH B COOTBETCTBUU C opopmiieHrem pekBusuta 30.

5.9. IloaroroBka OTIpaBIsiEMbIX JOKYMEHTOB

5.9.1. [IpoekTsl oTnpaBisieMblx U3 DOUHYHMBEPCUTETa JOKYMEHTOB TOTOBSATCA
OTBETCTBEHHBIMU  HUCIIOJIHUTENSIMM TI0  YKa3aHUIO PYKOBOJUTEIEH  CTPYKTYPHBIX
noapasaesicHuii @UMHYHUBEPCUTETA.

5.9.2. OTBETCTBEHHOCTh 3a COCTaBJ€HHE W O(OpPMIIECHHE JTOKYMEHTAa, a TaKkKe
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COrJJacoBaHUE TMPOEKTa JOKYMEHTa BO3JIaraercsi Ha CTPYKTYpPHOE MOJApa3/ieleHue-
UCIIOJIHUTEITb.

5.9.3. Ecnu B pe3ononnu yKa3aHbl CTPYKTYPHBIE TOIpa3AeIeHUs-COUCIIOTHUTEH,
TO KKl COMCHOJIHUTENb yepes PYKOBOJHUTEIA CBOET0
CTPYKTYPHOIO MOAPA3ACICHHUS] HANpAaBIsAE€T CBOM MPEIJIOKEHUS OTBETCTBEHHOMY
HCIIOJIHUTEITIO.

5.9.4. OtmpaBnsieMble  JOKYMEHTBI ~ TOTOBATCS HA  OJaHKax  JTOKYMEHTOB
YCTaHOBJIICHHOM (OpMBI, cly)keOHbIE TIMChbMa — Ha COOTBETCTBYIOIIMX BHAAX
YTBEPKJICHHBIX OJIAHKOB MHUCEM. [l OTIpaBKM JTOKYMEHTOB, HE HMMEIOIIMX aJApEeCHOMN
YacTH, TOTOBSITCSI CONPOBOIUTEIbHBIE MUChMA.

5.9.5. [loaroToBka mMpoeKTa OTHPABIIEMOr0 JOKYMEHTa OCYIIECTBISETCS Ha
OYMa>KHBIX HOCUTEJISIX.

5.9.6. [logroToBnieHHbIE  MPOEKTHI  OTHPABISAEMBIX  JOKYMEHTOB  MOJJIEKAT
COrJJaCOBAaHUIO C PYKOBOAUTEISIMU TE€X CTPYKTYPHBIX MOAPA3EIECHUN, KOTOpbIE
YYaCTBYIOT B MOATOTOBKE A3THUX IPOEKTOB WM CTPYKTYPHBIX MOAPA3ACICHUN, chepy
JEeSATEIbHOCTH KOTOPBIX 3aTParuBatoT BONPOCHI, pACCMAaTPUBAEMBbIE B ITPOEKTE TOKYMEHTA.

5.9.7. CornacoBanue (BH3UPOBAaHWE) TMPOEKTA OTHPABISAEMOTO  JTOKyMEHTa
OCYUIECTBJISIETCS HA OYMayKHBIX HOCUTEISIX.

Bu3bl mpocTaBiAOTCS HA JIMIIEBOM CTOPOHE IMOCIEIHEro JHUCTAa JIOKYMEHTa B
HIDKHEH €ro 4acTU Ha BTOPOM 3K3EMIUISIpE JOKYMEHTA, BBIIIOJHEHHOM Ha CTaHJApPTHOM
mucte popmara A4, UK HA JUCTE COTIACOBAHUS.

5.9.8. B cimyuae BHeceHMsI B INPOLECCE COTJACOBAHUSA B MPOEKT JIOKyMEHTa
M3MEHEHUH MPOBOJIUTCS €r0 MOBTOPHOE COTJIACOBaHKUE (BUSHPOBAHUE).

5.9.9. 3aBU3NpOBaHHBIH MPOEKT OTIPABISIEMOIO JIOKYMEHTa  BO3BpAILACTCS
MCTIOJTHUTEII0, IOJITOTOBUBIIEMY IPOEKT JOKYMEHTA.

5.9.10. [loagnucanme  TPOEKTa  OTHPABIAEMOTO  JOKYMEHTAa  PEKTOPOM M
JOJDKHOCTHBIMUA JIMIIAMU K3 cocTaBa Pekropara ocyiiecTBiseTcss Ha OyMasKHBIX
HOCHUTEJISIX.

5.9.11. [loanucanHblii W 3apETHCTPUPOBAHHBIA  OTMHPABISAEMBIA  JOKYMEHT
BO3BPAILAETCS UCIOJHUTEIIO, TOATOTOBUBIIEMY MPOEKT JOKYMEHTA.

5.9.12. [Ipn mOATOTOBKE MPOEKTa OTMPABISIEMOTO JOKYMEHTa OTBETCTBEHHBIM
VCIIOJTHUTEIIb:

a) meyaraer MpOEKT JOKyMEHTa Ha CTaHJapTHOM JucTe Oymaru (popmata A4 u Bce
HEOOXOAMMbIE IPUITIOKEHUS K HEMY;

0) mepenaeT MPOEKT TOKYMEHTA Ha COrJIaCOBaHUE B CTPYKTYpPHBIEC MOJAPa3/eIICHNUs-
COUCIIOJIHUTEIH;

B) MOJIy4aeT MPEeAJIOKEHUS OT CTPYKTYPHBIX MOJIpa3iesIeHU -COUCTIOHUTENEH;

I') CO3/1a€T OKOHYATENIbHBIN BapUaHT MPOEKTa TIOKYMEHTA;

1) IEpEAEeT MPOEKT JOKYMEHTAa PYKOBOJIUTEIIO CTPYKTYPHOTO IMOAPA3ACICHUS Ha
BU3UPOBAHME;

€) mepeaceT MPoeKT JOKYMEHTa B CTPYKTYPHbIE MOAPA3/IeICHUA-COMCIIOIHUTENN Ha
BU3UPOBAHME;

) TMOJY4YaeT 3aBU3UPOBAHHBIN MPOEKT TOKYMEHTA, MPOBEPSET MPaBUIBHOCTh €0
oopMiieHUs, TPaBUIBHOCTh A/IPECOBAHUS, HAJIMYME BHU3 COIJIACOBAHUSA, MPUIOKEHUH,
npy HEOOXOIUMOCTH — CIPABOK, MOSCHUTENbHBIX 3alHUCOK, PAa3bSICHSIONIUX COAECpPHKAHUE
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IOJrOTOBJIEHHBIX JOKYMEHTOB;

3) pacrieyaTbiBaeT MPOEKT JOKyMEHTa Ha OJaHKe JOKYMEHTa YCTaHOBJICHHOMN
dopMeI, AeitoBoe (CiTy’)kKeOHOE) MUCHMO — Ha YTBEPKJICHHOM OJIAHKE ITHCHMA;

W) IepelaeT paclieyaTaHHbli Ha ONaHKe TPOEKT JOKyMEHTa BMECTE C
3aBU3HPOBAHHBIM IPOEKTOM JOKYMEHTA HA MOJIUCAHUE!

JNOKYMEHT 3a IIOAIMUCHIO pekTopa — B Y IHA;

JOKYMEHT 3a TMOANUChIO JOJDKHOCTHBIX JIMIl M3 cocraBa Pekropara —
HETNOCPEICTBEHHO B PUEMHBIE JOJKHOCTHBIX JIULL.

Eciu mpoekT oTmpaBisieMoro JTOKYMEHTa SIBJIIETCS OTBETOM Ha KOHTPOJIBHBIN
JOKYMEHT, TO J0 Iepelayd INpoeKTa JOKYMEHTa Ha TMOANHMCAHHE PEKTOpY WM
JNOJDKHOCTHOMY — JIMIy M3  cocTaBa PekTopara  OTBETCTBEHHBI  HCIIOJIHUTENb
IPEJOCTaBIsAET IOATOTOBICHHBIM MPOEKT AOKyMeHTa B YJIMA a1 mpoBepkH Xoja
UCTIOJTHEHMSL.

5.9.13. VIuA mepenaer NPOEKT OTHPABISEMOTO0 JOKYMEHTa PYKOBOAMUTEIIO
Cekperapuara peKTopa Jisl HOJNUCAHUS PEKTOPOM.

5.9.14. Pextop ¥ IODKHOCTHBIE JIMIIA M3 cOocTaBa PekTopaTa COOCTBEHHOPYYIHO
MOANKCHIBAIOT OTIPABISEMBIE TOKYMEHTHI.

[ToMOIIHKUKN peKTOpa M JOJKHOCTHBIX JIMI[ M3 cOocTaBa PekropaTta HampaBisiOT
ITOJIIMCAaHHbIE OTIIPABIIIEMbIE TOKYMEHTHI B Y JIHA.

5.9.15. YIuA peructpupyeT MNOANUCAHHBIC OTMpaBisieMble AOKyMeHTHI B CDJ]
DIRECTUM wu Bo3BpamaeT WX B CTPYKTYpPHBIE TMOJpPAa3/ClICHUs] OTBETCTBEHHBIM
UCTIOJTHUTEIISIM.

5.10. Perucrparus oTrpaBiseMbIX TOKYMEHTOB

5.10.1. [Toanexamue peTUCTpaliyd OTMPABISEMble TOKYMEHTHI, TOIMHCAHHbIC
PEKTOpPOM M JOJKHOCTHBIMH JIMLIAMM U3 cocTaBa PekTopara, peructpupyrorcs B Y JIuA.

5.10.2. [Toanexamue perucTpaldyd OTMIpaBIsEMble TOKYMEHTHI, TOIMHCAHHbIC
PYKOBOJMUTENSIMA ~ CTPYKTYPHBIX  MOJPA3ACICHHUM, HMMEIOIMMUA MpPaBO  MOJIMNUCU
COOTBETCTBYIOIIUX JOKYMEHTOB, PETUCTPUPYIOTCS B CTPYKTYPHBIX MOIPA3ICTICHUSX.

5.10.3. [Moanexamme perucTpamnuu OTIIpaBJIsIeMbIe JTOKYMEHTBI
PETHCTPUPYIOTCS OJTHOKPATHO.

5.10.4. Tlonnexamye perucTpanuy OTIPABISEMbIE JTIOKYMEHTHI PETHCTPUPYIOTCS
HE3aBUCHMO OT croco0a uX OTIPaBICHHUS.

5.10.5. Ilopgnexamme peructpanuu B Y/UA  oTmpaBisembie  JOKYMEHTBI
peructpupytotcs B COJ] DIRECTUM.

5.10.6. B Y/IuA otnpasisiemble JOKYMEHTHI, CO3JJaHHbIE HA OyMa)XHOM HOCHTEIIE,
CkaHMpyroTcsi. He ckaHMpyroTCs MJOKYMEHTBI, Mojuexamue peructpaunn B COJ]
DIRECTUM, yka3anubie B IlepeuHe NOKyMeHTOB, mojyiexkamux perucrpauud B COJ]
DIRECTUM 6e3 ckaHupoBaHus.

5.10.7. ITopnexaniyie perucTpaluy OTIPaBIIsieMble JTOKYMEHThI PETUCTPUPYIOTCA B
JI€Hb UX MOANUCAHUS WIH YTBEPKICHHUS.

JIOKyMeHTBI, MOJNUCAaHHbIE WM  YTBEpXKICHHbIE B  Hepabouee BpeMs,
PETUCTPUPYIOTCS HA CIEIYIOMINNA pabounii 1eHb.
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5.10.8. OtnpaBisieMble JTOKYMEHThI HYMEPYIOTCS TOPSIKOBOM HyMmepalnuen B
npeeax KaJeHIapHoro roja.

5.10.9. B coctaB perucTpaliOHHOIO HOMEpa IS OTIPABISIEMBIX JOKYMEHTOB
BXOJIUT TOPSAKOBBIA HOMED, TOCIE KOTOPOTO Yepe3 KOCYI0 YepTy MPOCTABISAETCS HOMEP
CTPYKTYpPHOTO TOAPA3JICICHNs, CO3AABIIECTO JAOKYMEHT, M 4epe3 TUpEe HOMEp Jena o
HOMEHKJIAType e, Tae OyAeT XpaHUTHCS €ro KOTHSL.

5.10.10. OtnpaBnsieMblii JOKYMEHT UMEET OJWH PETHUCTPAI[MOHHBIM HOMEp U JaTy
HE3aBUCUMO OT KOJIMYECTBA aJ[pecaToB.

5.10.11. PerucrpaniioHHBI HOMEP TOKYMEHTA U JaTa PETUCTPALIMH ITPOCTABISIOTCS
Ha TOJJIMHHUKE JIOKYMEHTa B PEKBU3WUTax OJlaHKa M Ha KOIMHH, OCTAIOLIEHCS B JieJie
OuHYyHUBEPCUTETA.

5.10.12. Koiust oTmpaBisieMoro JOKyMeHTa 3aBepsercs paboTHukoM Y JIHA,
OTBETCTBEHHBIM 3a OTIIPABJIEHUE JOKYMEHTOB, C OTMETKOM O 3aBepeHHMH Komuu 0e3
MPOCTABJICHHUS TI€YATH.

5.10.13. Konust  oTmpaBisieMoro JOKYMEHTa C BH3aMH MOJANIMBACTCS B JIEJNO
CTPYKTYpHOTO TIOJpa3AeiieHus] B COOTBETCTBUU C HOMEHKIarypoil aen. Ilpu stom
MOCTYNUBIIMKA JOKYMEHT TepeAacTcs Ha XpaHEHHWE B JIeJI0 BMECTE€ C JOKyMEHTOM-
OTBETOM.

5.11. OrnpaBneHue JOKyMEHTOB

5.11.1. JlTokyMeHThI nepeatoTcs AJs OTIpaBieHus B Y /MA 1o yka3zaHUIO peKTopa
WIM JOJDKHOCTHOIO JIMIIA W3 cocTaBa Pekropara W pyKOBOAMTENEH CTPYKTYpPHBIX
OApa3ICIICHUMN.

Pemenue o crioco6e JOCTaBKU MPUHUMAET PEKTOP, JOJKHOCTHOE JIMIIO U3 COCTaBa
PexTopara, pykoBOAUTENb CTPYKTYPHOTO MOAPA3/IEICHUS.

5.11.2. KoppecrnonneHiusi HeCIy)keOHOTO XapakTepa K oTmpasieHuto YIuA He
MIPUHUMAETCA.

5.11.3. OtmpaBnsieMble JOKYMEHTHI 00pa0aThIBAIOTCSCS U OTHpaBisioTes YA B
JI€Hb MX MOANMCAHMS (PErucTpalvy) WIA HE MO3AHee CIeAYIOIero padouero AHS (s
ornpasiieHus 1o noute). CpoyHas KOPPECHOHJEHILHUs JOJIKHA OTIPABIATHCS B MEPBYIO

ouepenp.
5.11.4. JlokyMeHTBl IS OTIpaBieHUs Tmiepenarorcss B YJMA  MOTHOCTHIO
o(pOpMIICHHBIE: C yKa3aHUEM MIOJIHOTO MOYTOBOTO azpeca/Homepa

TenedOoHa/3JIeKTPOHHOT0 ajpeca.

5.11.5. IlpaBunbHOCTE ~ OOpPMIICHHSI  JIOKYMEHTOB  TPOBEpPSIET  paOOTHHK
YIuA.

Heodopmiennble win HenpaBWIbHO OGOPMIICHHBIE JOKYMEHTHI —TMOJJIeKaT
BO3BPATY UCIOJHUTEIIO HA JOPAOOTKY.

5.11.6. JIokyMeHTbI, aipeCOBAaHHbIE B BBIIIECTOSALIME OpPraHU3alUU, KaK MPaBUIIO,
JOCTABJISIFOTCS B MPEZieNiax TOpoia KypbepoM.

5.11.7. JlIokyMeHThI, OTIIpaBisieMble TOYTOBOM CB3BIO, clatoTcs B Y /IUA BMecTe ¢
pEeCTpOM TIOUYTOBBIX OTIPABJICHUM, TMOAMUCAHHBIM PYKOBOAUTEIEM CTPYKTYpHOTO
nojpasaesneHus (nmpunoxenue Ne 22).
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YInA npoBepSIET COOTBETCTBUE KOJMYECTBA OTHPABISAEMBIX JOKYMEHTOB PEECTPY
ITIOYTOBBIX OTITPABIICHUM.

VYnakoBka KOPPECHOHJIGHIIMM B  KOHBEPTHl  MPOU3BOIAUTCS  PaOOTHUKAMU
CTPYKTYPHBIX IoapasaencHuii OruHyHUBEPCUTETA.

Y/IuA TpOBOAUT COPTHPOBKY IIOYTOBOM KOPPECIOHJACHLIHMH Ha MPOCTYIO,
3aKa3HY10, HIEHHYIO, MEXIYHAPOAHYIO U T.II.

[Inucema-3anpockl, NUCHMA-TIPEITIOKEHUS, MUCbMA-OTBEThl M T.IMI., KaK MPaBUJIO,
ITOJUIEKAT OTIIPABIICHHUIO KaK MPOCTasi KOPPECITOHACHIINS.

JlokyMeHTBI (MMChbMa-TIOATBEPKICHUS, CIIPABKH, JI0TOBOPHBI, aKThl, OT3bIBHI U T.I1.) U
UX 3aBEPECHHBIE KOIMM, IOJUIEKAT OTIIPABICHUIO KAaK 3aKa3Has KOPPECIIOHICHIIMS.
AJlpecat noiay4aeT TaKyr KOPPECIIOHAEHINIO MO POCIIUCH.

I[Ipy HEOOXOIMMOCTM TOJYyYEHHs] PACHUCKH aJpecaTa O BpPYYEHHH €MY
KOPPECIIOHACHIINH, 3aKa3HOE OTIPABJIICHUE BBICBUIACTCSA C YBEAOMIICHUEM O BPYUYECHUHU.

[lognuHHBIE JWYHBIE JOKYMEHTHl TPAXKIAH MOJJIEKAT OTIPABICHUIO Kak
KOPPECHIOHJEHIIMS C 00BSBIEHHON LIEHHOCTBIO.

OO0paboTka JOKYMEHTOB MJi1 OTIIPABICHUS IMOYTOBOM CBA3BIO OCYIIECTBIISIETCS
YJIuA B COOTBETCTBUM C JICHCTBYIOIIMMH ITPAaBUJIAMHU OKA3aHMS YCIYT IOYTOBOM CBSI3H.

5.11.8. O6paboTKa TOKYMEHTOB MJIsi OTIIPABJICHUS IO Telerpady OCyIecTBISETCS
VYJIMA B COOTBETCTBUU C JEHCTBYIOIIMMHU IpaBUIaMH OKa3zaHUS yCIyr TenerpagpHoit
CBSI3U.

[Ipu ormpaBieHun TenerpaMMbl B 4eTbipe ajapeca u Oosiee (10 20 aapecoB)
IPWJIAraeTcsl CIUCOK PACCBHIIKH, COCTABIISIEMBIN UCIIOJTHUTEIEM.

Komua TtenerpamMbl ¢ OTMETKOM O BpPEMEHM IIpUe€Ma BO3BpAIlACTCA B
COOTBETCTBYIOIIIEE CTPYKTYPHOE ITOAPA3AECIICHUE.

5.11.9. lokyMeHTBI, MOAJEKAIIME TMepenade IO KaHajlaM MEeXIyropoaHe/
MEXIYHApOJIHON TeNneOHHOU CBsI3U, caaroTcs B YJIMA ¢ 3adBKOM yCTaHOBJIEHHOTO
oOpasia, MOJNUCAaHHON PYKOBOJIWTEIEM MOAPA3AEICHUs MO Pa3peUIEHUI0 PEKTOpa WU
JIOJDKHOCTHOTO JIMIa M3 cocTaBa Pekropata (mpuioxenue Ne 23).

OpuruHanbl JOKYMEHTOB, MEPEJaHHbIX MO KaHajgaM (PAKCUMUIBHON CBSI3U 110
3asiBKE CTPYKTYPHOI'O MOJpa3feleHus, Bo3Bpauatorca U3 YIMA B COOTBETCTBYHOLIEE
Mo/Ipa3/iefiecHue C TOJATBEpX ACHUEM (akTa mepeaayd M yKa3aHUEM JaThl U BPEMEHHU
nepesayu.

HeoOxoaumocTh A0CBUIKM OyMa)XHOTO OpUrMHANa ajapecary oOmpenesercs
PYKOBOIUTENIEM CTPYKTYPHOTO ITOAPA3IAEICHUSA, 3aKa3aBIIErO OTIIPABJICHUE JOKYMEHTOB
110 KaHAJIaM 3JIEKTPOCBS3H.

Koutpons  ucnonb3oBanus  (HaKCUMHIBHOM  TEXHHMKH, YCTAaHOBJIEHHOH B
CTPYKTYPHBIX MOAPA3AEIEHUAX, OCYIIECTBISIETCSA UX PYKOBOAUTEISIMU.

5.11.10. Tlpu ortnpaBnenun TeneoHOrpaMMbl HECKOJIBKAM ajpecaraMm K He
OPUJIaraeTcsi CIUCOK aJpecaToB C YyKa3aHUEM HOMEpPOB Telle(POHOB 3a MOAMHUCHIO
PYKOBOIUTENSI CTPYKTYPHOTO MOAPAa3IeICHUs, MOAMUCABLIETO TeIe(hOHOTPaMMYy.

5.11.11. ToxyMeHTBI, OAJICKAIIIKME TIepeade Mo SJAEKTPOHHON MoUTe, MepearoTcs
B Y/IMA Ha D3JEKTPOHHOM HOcUTeNne HWH(OpMalMU, KOTOPBIA TMOCHE OTHIpaBICHUS
COOOIIIEHHUs] BO3BpAILAETCS B CTPYKTYpPHOE MOApa3/ieieHne ¢ OTMETKOM O mepeaaye.
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5.12. Opranu3zanus paboThl C BHYTPEHHUMH JIOKYMEHTaMU

5.12.1. [IpoxoxxaeHre BHYTPEHHUX JOKYMEHTOB Ha JTalax WX MOATOTOBKH U
o(opMIIeHHUs TOJKHO COOTBETCTBOBAThH MPOXOKICHUIO OTIIPABIIAEMBIX JOKYMEHTOB, a Ha
3Tane UCHOJHEHUS — OCTYNAOIINUX JTOKYMEHTOB.

5.12.2. llopsaaox pabOTHl HCIOTHUTEINEH MO UCTIOHEHUIO MOJTYYCHHBIX BHYTPEHHUX
JOKYMEHTOB, B TOM YHCII€ pPACHOPSAAUTENBHBIX JIOKYMEHTOB (KONUH MPUKA30B,
pacnopsDKeHU), AaHAJOTMYEH TMOPSAKY paldOThl MCHOJIHUTENEH C IOCTYHNAIOLIUMU
JTOKYMEHTaMHU I1.5.8.

5.12.3. Cpoku uCHOJHEHHS] BHYTPEHHUX JOKYMEHTOB UCUUCIISIFOTCS B KaJ€HIaPHBIX
THSX OT JaThl HOJANUCAHUS (YTBEPKICHHS) JOKYMEHTOB.

5.12.4. Tlepenaua BHYTPEHHUX IOKYMEHTOB PUHYHUBEPCUTETA PAOOTHUKAM JIPYTUX
OpraHM3alMil Jomyckaercs 1o O(QUUIUANbHBIM 3allpocaM OpraHMU3alUil TOJBKO C
pa3penieHus: peKTopa.

5.13. IloaroToBKa U perucTparusi BHyTPEHHUX PACTIOPSIIUTEIBHBIX TOKYMEHTOB

5.13.1. [loarotoBka TMpOEKTa BHYTPEHHETO paCHOPSAUTENBLHOTO JTOKYMEHTa
(mpukasa, pacmopspkerusi), ocymiectsiasiercs B COJ[ DIRECTUM, B uckimounTenbHBIX
cllydasx 1o pelieHuto pykooaurens Cekperapuara peKTopa — Ha OyMa)KHbIX HOCUTESX.

5.13.2. CornacoBanue  (BU3MPOBaHUE) IMpOeKTa Mpukaza  (pacmopspKEHUs)
OCYILIECTBIISIETCS B TOM ke (popme, B KOTOPOM cO3aeTCsl MPOEKT JOKYMEHTA:

B COJ] DIRECTUM Bu3upytoiye 10KHOCTHBIC JIMIAa BUSUPYIOT MPOEKT MpUKa3a
(pacnopspkeHus1) SIEKTPOHHOUN MOIMKCHIO;

Ha OyMa)KHBIX HOCHUTENISIX BM3bl MPOCTABISAIOTCS Ha OOOPOTHOW CTOPOHE TOrO
JUCTA, HA KOTOPOM 0(OpMIISIETCS] TOANUCH TPUKa3a (PacoOpsKEHHUS ).

5.13.3. CornacoBanue (BM3MpOBaHWE) U TMOAMNHCAHWE MPOEKTOB TMPUKA30B
(pacnopspKeHU) OCYILECTBIISIETCS:

JUIS HETHNOBBIX TMPHUKa30B — TIO0 MapumpyTy, CQOPMUPOBAHHOMY CaMHUM
WCTIOJTHUTEIIEM;

JUTSL TUTIOBBIX MTPUKA30B — B COOTBETCTBHUHU C MEPEYHEM MAPIIPYTOB COTIACOBAHUS H
MOJIMUCAHUSI TPUKA30B, COCTaBIeHHBIM YJIMA ¥ yTBEpKICHHBIM PYKOBOJIUTEIEM
Cekperapuara pekTopa.

5.13.4. Tlonnucanue TpoOeKTa TpUKa3a WM PACHOPSDKEHUS]  OCYIIECTBISETCS
PEKTOPOM U JOJKHOCTHBIM JIMIIOM U3 cocTaBa PekTopaTta Ha OyMa)KHBIX HOCUTEIISX.

5.13.5. TIpukassl U pacmoOpsKEHUST PETUCTPUPYIOTCS OJTHOKPATHO.

5.13.6. Ilpuka3pl ¥ pacmoOpsKEHUST PETUCTPUPYIOTCS HE3aBUCHUMO OT CIoco0a HX
coznmanus B COJ] DIRECTUM.

5.13.7. Pacchlika NpyKa30oB U PACHOPSKEHUN OCYIIECTBISETCS:

JUTSL HETUTIOBBIX MIPHUKA30B M PACTIOPSHKEHUN — MO0 peecTpaM, COCTaBICHHBIM CaMUM
UCTIOJTHUTEIIEM;

JUIS THUMOBBIX TIPUKA30B W PACMOPSHKEHUH — B COOTBETCTBUU C THIIOBBIMH
peecTpamu, cocTaBlieHHbIMU Y /IMA W yTBepkIeHHbIMH pyKoBomutTenem Cekperapuara
peKTopa.
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5.13.8. IIpukasbl U pacnopsiKEeHUs! UCIIOJIHUTEh TOTOBUT B CIEIYIOLIEM MOPSIIKE:

a) CO37aeT MPOEKT JOKYMEHTA;

0) COCTaBJISIET PEECTP PACCHUIKH IOKYMEHTA;

B) popmupyer D3 K MPOEKTY JOKYMEHTa M BBHIOMpACT MAapIIPYT COTJIACOBAHUS U
MOANKMCAHUS JOKYMEHTA;

) IPUKPEIUISET TMPOEKT JOKyMEHTa K D3 ¥ HampaBiseT €ro Io 3aJaHHOMY
MapuipyTy PYKOBOJMTENIIO CTPYKTYPHOTO TNOJpa3AeieHus, AOHKHOCTHBIM JIMIIAM Ha
BU3UpoBaHue u noanucanue JlI.

5.13.9. [Ipukassl (pacnopspKeHHUs), KpOME MPUKA30B 00 YTBEP)KJACHUHU JIOKAJIbHBIX
HOPMATHUBHBIX AaKTOB, MPHUCIAHHBIC JUIS COIJIACOBAHMS, BU3HPYIOTCS HE I03]IHEE
cleyIoero paboyero AHs Mocie UX MOCTYIICHHUS.

[Tpukassl 00 YTBEPKJICHUU JIOKaIbHBIX HOPMATHUBHBIX aKTOB,
IpUCIIaHHbIE NJIi COTJIacOBaHUS, BU3HMPYIOTCA HE To37Hee 5 paboumx AHEH mocie Hux
MOCTYTLICHUS.

5.13.10. 3ameuanusi K IPOEKTY MpHKa3a (pacrmopspKeHHs) BHOCITCS B D3 MpoeKTa
MpUKa3a B BUJE NPUMEUYAHUN U TPUKPEIUICHHBIX (PaiIoB.

5.13.11. B cmydae BHeceHHSI B TIPOIECCE COTJACOBAaHMS B IMPOEKT IMPHUKa3a
(pacniopsikeHMs) K3MEHEHUI MPOBOIUTCA €0 IOBTOPHOE BU3UPOBAHHUE.

5.13.12. 3aBU3UpPOBaHHBIA B COOTBETCTBHHM CO CIHMCKOM BH3HWPOBAHHUS IPOCKT
npukasa (pacnopspKeHus) B 3JIGKTPOHHOM BHE HampasisieTcs B Y [UA uimu CTpyKTypHOE
NoJIpa3JICICHHE.

5.13.13. Y/IuA unu CTpyKTYpHOE MOJpa3feiCHHE paclieuaThbIiBaeT MPOCKT MpHUKa3a
WIA PacHopsKEHUs] Ha COOTBETCTBYIOIIEM OJIaHKE JTOKyMEHTa M HampaBisieT €ro Ha
NOJAIKCH PEKTOPY WM JOLKHOCTHOMY JIMILYy M3 cocTaBa Pekropara.

5.13.14. PexTtop wuiau AOMKHOCTHOE JIMII0O M3 cocTaBa PekTopata moamuchiBaeT
OPOEKT MpHKa3a WM PaclopssKeHUs Ha OyMaKHOM HOCHUTeNle COOCTBEHHOpPYYHO, Oe3
ncnoap3oBanusa Ol u mepenaer 1uisl perucTpanym.

5.13.15. ToanucaHHble PEKTOPOM M JAOJDKHOCTHBIM JIMIIOM U3 cocTaBa Pekropara,
MpHUKa3bl U PACHOPSLKEHUS] PETUCTPUPYIOTCS MO MPUHAMJIEKHOCTH, 3aTEM CKAaHUPYIOTCS U
pacceutatorcss B COJl DIRECTUM B Buae 57€KTpOHHBIX OOpa3oB MPUKA30B WU
pPacnopsKEHUN B CTPYKTYPHBIE TIOJIpa3IeICHUS.

5.13.16. Ilpuka3sl u pacnopspokeHust DuHyHHBEpCHUTETa TOCIE PETUCTPAMA |
pacChUIKM  XpaHATCS Ha OyMaXXHbIX HOCHUTENIIX B Jellax B COOTBETCTBUU C
HOMEHKJIaTypaMHu JIeJl.

5.14. TloaroroBka U perucTpanus TOKIATHBIX (CITy>KEOHBIX) 3aMHCOK
U JPYTUX BUJIOB BHYTPEHHUX IOKYMEHTOB, KPOME PaCIOPsAUTENbHBIX

5.14.1. lloaroToBka NnpoeKkTa BHYTPEHHEro JOKYMEHTa (JIOKJIaJHas 3amucka U JIp.
BUJBl BHYTPCHHUX JOKYMCHTOB: aKThl, 3aJaHUs, CIHCKU, CBEICHUS H T.IL.)
OCYIIECTBISICTCS Ha OyMaXXHbIX HOCUTENAX B CTPYKTYPHBIX MOApPAa3ICICHUSIX MU
AJIEKTPOHHOM BHUJIE HAITPABJISIETCS IO MAPLIPYTY.

5.14.2. loxnanubie (CiayxeOHbIE) 3allMCKU M Jpyrue BHYTPEHHHE JAOKYMEHTHI,
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nojJieXxalire perucTpaluu, MoAMMcaHHble (YTBEpKICHHbIE) PYKOBOIUTENIEM CTPYKTYPHOTO
MOJIpa3/IeICHUs, PETUCTPUPYIOTCS B CTPYKTYPHOM IOJIPa3ACICHUH IO MECTY COCTABIICHUSL.

5.14.3. Jloknaaubie (Cy>KeOHBIC) 3alUMCKH, MOIIMMCAHHBIC TOKHOCTHBIMH JIHIIAMU
u3 coctaBa Pekropara, perucTpupyroTcsi IOMOIIHUKAMU TOJDKHOCTHBIX JIHII.

Jpyrue BHYTpEHHHE JIOKYMEHTBI, TMOJJIeKAalllue PErucTpaluu, MOJIMUCAHHbIC
(YTBEpXIECHHbIE) JOJDKHOCTHBIMU JIMLIAMU M3 cocTaBa Pekropara, perucTpupyrorcs B
YCTAHOBJIEHHOM TOPSI/IKE B 3aBUCUMOCTH OT BHUJIA IOKYMEHTA.

5.14.4. loxnagabie (CayxeOHbIE) 3allMCKU M Jpyrue BHYTPEHHHE JAOKYMEHTHI,
MO/JIEXKAIIUE PETUCTPALIMH, PETUCTPUPYIOTCS OJHOKPATHO.

5.14.5. loxnanubie (cinyKeOHbIC) 3alUMCKH W JIPyTHe€ BHYTPEHHUE JIOKYMEHTBI
WCIIOJIHUTEIIb TOTOBUT Ha OCHOBAHUU PE3O0JIIOIIUU WIIH IOPYUYEHU S PEKTOPA, JOHKHOCTHBIX
Jun, U3 cocTtaBa  Pekropara, pyKOBOJIUTENS  CTPYKTYpPHOrO  MOApa3elieHUs
au00 MO COOCTBEHHON WHUIMATUBE HA OCHOBAaHMM COOTBETCTBYIOIIETO JOKYMEHTa
(1OKYMEHTOB).

5.14.6. Cy>xe0HyI0 3aMHiCKy UCIIOJHUTENb TOTOBUT B CIEAYIOIIEM MOPSAKE:

a) CO37aeT MPOEKT JOKYMEHTA;

0) coriacoBbIBaCT MPOCKT JIOKYMEHTa C  PYKOBOAHTEIEM  CTPYKTYpPHOTO
MO/Ipa3/IeNICHNUS;

B) PETUCTPHUPYET JOKYMEHT: IPHCBauBacT HOMEP H JAaTy;

r) hopmupyeT O3 K JOKYMEHTY;

) HarpaeisieT I3 ero 1o 3aJaHHOMY MapIIpyTy ajapecary (agpecaram).

5.14.7. CnyxeOHyr0 3amuCKy, TMOJYyYEHHYI0O B 3JeKTpoHHOM Buiae B COJ]
DIRECTUM, agpecat pacreyaTsiBaeT Ha OyMaXHBI HOCUTEh U OCYIIECTBIISIET paboTy ¢
HOCHEAYIOUMM O0()OPMIICHUEM PEKBU3UTOB PACCMOTPEHMSI, UCIIOJHEHHUS U HaIlpaBJICHUS
ee B JeO.

5.15. PaccmoTpenue BHYTPEHHHUX JOKYMEHTOB

5.15.1. BHyTpeHHHe  JIOKyYMEHTHl  (TpUKa3bl, PACHOPSHKEHUS,  JOKJIAJHbBIC
(ciy>xkeOHbBIC) 3aMUCKU, CBOJKHA M JP.) PACCMATPUBAIOTCA TEMH JOKHOCTHBIMU JIMIIAMU,
KOMY OHH HaIlpaBJICHBI.

5.15.2. PykoBoauTENM CTPYKTYPHBIX MOApa3iefieHui 00eCIeunBaroT:

OIIEpaTUBHOE PACCMOTPEHNE BHYTPCHHUX JTIOKYMEHTOB, (MPUKA30B, PACTIOPSKECHUH,
JOKJTaTHBIX (CITy>KeOHBIX ) 3aMMHUCOK U . );

nepenavy BHyTPEHHUX JIOKYMEHTOB OTBETCTBEHHOMY HCTIOJTHUTEIIO;

KOHTPOJIb Ka4eCTBa UCTIOJTHEHUS JOKYMEHTOB;

KOHTPOJIb UCTIOJTHUTEIECKOU JTUCITUTIIMHBI TTO JIOKYMEHTaM.

5.15.3. PykoBoaurenu CTPYKTYPHBIX NOAPA3AEIECHUN paccMaTpHUBaIOT
BHYTPEHHHE JIOKYMEHTHI U 00€CTIeUnBaTh UX MEpenady OTBETCTBEHHOMY HCTIOJHUTEIO B
JICHb TIOCTYIIJICHUSI BHYTPEHHHUX JOKYMEHTOB.
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5.16. Ilepenava u mony4yeHue JOKYMEHTOB
CTPYKTYPHBIMH TOJIPA3ACICHUSIMHU

5.16.1. [lepenaua gokymeHToB u3 YJIMA B CTpYKTypHbIE TOJpa3AeiCHUS
MIPOU3BOJIUTCS Yepe3 pabOTHUKOB, OTBETCTBEHHBIX 3a JECIONPOU3BOICTBO B CTPYKTYPHBIX
MO/IPa3/ICICHUSX.

5.16.2. [lonyuenne noxkymeHToB u3 Y/IMA ocymectBisercs pabOTHUKaMHU,
OTBETCTBEHHBIMHU 3a JI€JIONPOU3BOJICTBO, CAMOCTOSTENBHO!

B asekTpoHHOM BHjie yepe3 COJI DIRECTUM exenHeBHO, HECKOJIBKO pa3 B JI€Hb, B
YCTaHOBJIEHHOE PYKOBOJIUTENIEM CTPYKTYPHOIO IOJIpa3AesICHUs] BpeMs;

Ha OyMa)XKHBIX HOCUTEJIAX €XKEIHEBHO, HE MEHEE JIBYX pa3 B JIEHb, B YCTAHOBJICHHOE
Y IuA Bpewmsi.

5.16.3. JlokyMeHTbl Ha OyMa)XHBIX HOCHUTENAX nepenatoTcs u3 YA paboTHHKaM,
OTBETCTBEHHBIM 3a JEJOMPOU3BOJCTBO, MOJ POCHUCH B pEECTpe yuyera mepeaaBacMbIX
JTOKyMeHTOB (rpritoskenne Ne 25).

5.16.4. [lepenava ¥  MONy4YCHHE  JOKYMEHTOB  MEXIy  CTPYKTYPHBIMH
MOJIpa3JeICHUsIMA  TIPOU3BOAUTCA TOJBKO dYepe3 pabOTHUKOB, OTBETCTBEHHBIX 3a
JEJIOTPON3BOACTBO B CTPYKTYPHBIX MOJIPa3ACICHUSX:

a) B anektporHoM Buze B COJ[ DIRECTUM;

0) Ha OyMaXHBIX HOCHTESIX HEMOCPEACTBEHHO W3  MOJApa3ieicHHus B
nojJpaszesieHue, BKI0Yas IPUEeMHbIE JOKHOCTHBIX JIMI U3 cocTaBa Pexropara,

B) Ha OyMa)kKHBIX HOCUTEIsIX uepe3 Y IMA B ciieqyromux cirydasx:

U1 TIepelayu JOKyMEHTOB B IPUEMHYIO PEKTOPa;

U1 IEPECBUIKU IOKYMEHTOB Ha Jpyrue Teppuropun OUHYHUBEPCUTETA;

IUIA Tiepeiadl JOKyMEHTOB U3 OJIHOTO CTPYKTYPHOIO IMOJpa3felieHus B Oojee yem
JECSITh  CTPYKTYPHBIX  MOJApA3JECICHUN, HAXOAAIIUXCA Ha OJHOW  TEpPPUTOPHUU
OunyHuBepcuTeTa, ¢ OQOPMIICHHEM TEpealoiM CTPYKTYPHBIM TOpa3ieiIcHIEM
peecTpa pacChlUIKK JoKyMeHTa (mpuioxeHue Ne 24),

5.16.5. Kaxapiii mepemaBaeMblii WM TiepechbliaeMbiii uepe3 YA HOKyMEHT
3aMUChIBACTCS] PaOOTHUKOM, OTBETCTBEHHBIM 3a JEIOMPOM3BOJCTBO B CTPYKTYpHOM
MoJIpa3/ielIeHNuH, B COOTBETCTBYIOIINI peecTp yueTa NepeaBacMbIX TOKYMEHTOB.

5.16.6. lokyMeHTsl 17l Tepeladyd W TEPEeChUIKM B JIpyrue MOoJpa3iesieHUs
npuHUMaroTcss B YJIMA OT CTPYKTYpHBIX NOAPA3AECICHUN pPacTUPaKUPOBAHHBIMU,
0 OpMIIEHHBIMH, ITPY HEOOXOIUMOCTH YIaKOBAaHHBIMHU.

5.16.7. YIuA ocymiecTBiser ydeT mnepemaBaeMbix depe3 YA HTOKYMEHTOB Ha
OyMakKHBIX HOCHUTEINIIX IO PEeecTpaM ydeTa IepelaBaeMbIX JOKYMEHTOB M IO peecTpam
PacChbUIKU TOKYMEHTOB.

5.17. leyaTanue U TUPAKUPOBAHUE JOKYMEHTOB

5.17.1. Tleyatanue NOKYMEHTOB HJi PEKTOpa U AOJPKHOCTHBIX JIMI[ M3 COCTaBa
Pexropara ocymecteisgerca Y IuA.

5.17.2. Tleyatanue TOKYMEHTOB CTPYKTYPHBIX MOJPa3JEICHUN OCYIIECTBIAETCS MO
MECTY TTOATOTOBKHU JOKYMEHTOB B CTPYKTYPHBIX MOJIPa3ICICHUSIX.
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5.17.3. TupaxxupoBanre JAOKYMEHTOB, TmpouszBoautrcs B Otaene mnoaurpaduu
YHUBEPCUTETA, a TAKXKe B CTPYKTYPHBIX MOJpPA3ACICHUIX Ha MHOXKHTEIBHBIX ammaparax
IS OTIEPATUBHOTO KOTIMPOBAHMSI.

5.17.4. TupaXupoBaHUIO TIOJUIEKAT JOKYMEHTBI, OTHOCAIIUECS K CIIy:KeOHOI
aesitenbHocT OUHYHUBEPCUTETA.

5.17.5.B ciIy4ae IIPOU3BOJICTBEHHOM HEOOXOIUMOCTH JIOITyCKaeTCs
TUPOKUPOBAHUE JOKYMEHTOB, H3TOTOBJICHHBIX Ha TepOOBOM OJlaHKE, CpEeACTBAMHU
ornepaTuBHOU nonurpadun OUHYHUBEPCHUTETA.

5.17.6. MHOrOoTHpaXXHBIE ~ JTOKYMEHTBI ~ Pa3MHOXXAIOTCS, KaK  MpaBWio, C
YMEHBIIIEHUEM U C 000POTOM.

5.17.7. JlIokyMeHTbI, pa3MHOXCHHbIe paHee B (DUHYHHUBEPCHUTETE, MOBTOPHO HE
pa3MHokaroTcs. [IoBTOpHOE THpa)KMPOBAHKWE U TIOBTOPHAS pacchlika JOKyMeHTOB B CO/]
DIRECTUM pomyckaeTrcsi B HCKIIOYUTEIBHBIX CIYYasX C Pa3pelIeHus] PyKOBOIUTEIS
Cexkperapuara pekropa.

5.17.8. KoHTponb THpaXUpOBaHUS JOKYMEHTOB B CTPYKTYPHBIX MOJpa3ieliCHUsIX
@OuHYHUBEpPCUTETA BO3JIAraeTCsl Ha UX PyKOBOJUTEIEH.

5.17.9. lna  TUpaXUpOBaHUS  NPUHUMAIOTCS CIIyKeOHBIE  JIOKYMEHTHI,
M3rOTOBJICHHBIE MAIIMHOMUCHBIM CIIOCOOOM, Ha IIEPCOHAILHOM KOMITBIOTEpE.

5.17.10. TupaxupoBanue JOKyMEHTOB ¢ Tpudom «JlJjig CayKeOHOTO MOTB30BAHUS
npousBoauTcs B Otaene nonurpaduu C paspenieHus HadanbHuka [lepBoro otaena.

5.17.11. Ha TtupaxxupoBaHue JOKYMEHTOB 3aIlOJHICTCS 3aKa3-Haps, Ha KOTOPOM
oopmiisercs MNOANKMCH PYKOBOAUTENS CTPYKTYPHOTO IMOJAPA3JelICHUss U pa3pelieHHe
peKTOpa WIM JOJDKHOCTHOrO JmMua u3 cocraBa Pektopara (mpunoskeHue Ne 26). Ha
000pOTe 3aka3a-Hapsjla pacIoyiararoTCs CBEJCHHs, HeoOXxomaumble miisa pabotel Otaena
nosurpaduu.

5.17.12. PactupakxupoBaHHBIE TOKYMEHTHI BBIJIAIOTCS 3aKa3YHKY O] POCIHUCH.

5.17.13. Opurunansl pacTUpaXHUPOBAHHBIX JOKYMEHTOB BO3BPAIIAIOTCS 3aKa3UUKY
Y TOJTYYEHUN TUPAXKA.

5.17.14. TupaxupyeMble NTOKYMEHTHI mojyiexkar ydery B Otaene nonurpaduu B
KypHaJle yueTa Ui €ro 3JIEKTPOHHOM aHaJIore.

5.18. Beimaya xonuii JOKYMEHTOB U BBIITUCOK U3 JJOKYMEHTOB

5.18.1. Konuu [OKYMEHTOB WJIM BBIITMCKM M3 JIOKYMEHTOB (B TOM YHCIE KOIUU
apXMBHBIX JOKYMEHTOB) BBIJAIOTCS TpaXJaHaMm IO 3asBICHUSAM WM [0 3ampocam
OpraHu3alMii C pa3peuieHusi peKTopa M € T€X JOKYMEHTOB, KOTOpbI€ OBbLIM M3AaHbl B
DUHYHUBEPCUTETE.

5.18.2. Ilpu pemeHun pAels, KacaroUIUMXcs IMpUeMa TrpaxkIaH Ha padory, yuely,
YIOBIETBOPEHUS] HMX TPYIAOBBIX W JAPYTUX TpaB, Npu (HOPMUPOBAHUM JIUYHBIX JIEJT
OUHYHUBEPCUTET MOXET M3TOTABIMBATh KOMUU JOKYMEHTOB, BBIJAHHBIX JPYTUMHU
OpraHu3alMsIMU U HEOOXOJUMBIX JIsi PEIICHHS] COOTBETCTBYIOIIMX BONPOCOB, (KOMUU
JTUIUIOMOB, CBUJETENBCTB O TIOJy4eHHMH OOpa3oBaHUs M T.A.), B COOTBETCTBUHU C
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JEMCTBYIOLUM 3aKOHO/1aTEIbCTBOM.

5.18.3. [Ipu odopmiieHnn KOmuil AOKYMEHTOB, KacaroIIMXCS MpaB M HHTEPECOB
rpaX<JaH, Ha JOKyMEHTE, C KOTOPOTO CHSTA KOMUs, ANal0T OTMETKY O TOM, KOMY U KOTJa
OHa BbIJIaHa, @ HA CAMOM KOIIMU OTMETKY, YTO MOATUHHUK XpaHUTCS B DUHYyHUBEPCUTETE.

5.18.4. [Ipu mepecbuike B Apyrue OpraHU3alMM WIM BbIaue Ha PyKd TpakIaHam
KOMUIO JOKYMEHTA CIIeAYyeT 3aBEePATh MO MOJTHOU (popMe ¢ mpOCTaBICHUEM MIEYATH.

Ecnu komusi JOKyMeHTa MepechlaeTcsl B OpraHu3allii, OHA 3aBEpsieTCs] MPOCTOM
MevyaTblo, €ClIM BBIAACTCS TPaXIAaHUHY HAa PYKU IS 3alIUTBl €r0 MHTEPECOB B CylE —
repOOBOM MEYATHIO.

5.18.5. Konun MOKYMEHTOB, H3rOTOBJICHHBIX Ha TepOOBOM OJlaHKe, CleayeT
3aBepATh repOOBOW MeUaThiO Ul NPUIaHUs UM IOpUANYECKOi cuiibl. CIIMCOK PAaCChUIKH
TaKUX KOIHUHI C KOJIMYECTBOM OTIIPABJIEHHBIX JK3EMIUIIPOB JOKYMEHTa XPAaHUTCS B JIeJie
BMECTE C MMOJJMHHUKOM PacChlJIaeMOro JOKYMEHTA WM KOIUEH pacchlIaeMoro MuchbMa.

6. PETUCTPALIMA JOKYMEHTOB

6.1. OCHOBOI MOCTPOCHMSI TTOMCKOBBIX CHUCTEM SIBIISICTCS PETHCTPAINS JOKYMEHTA —
3alUCh YYETHBIX JAHHBIX O JOKYMEHTE MO yCTaHOBJIEHHOU ¢opme, dukcupyromas (axkt
€ro CO3/IaHHsl, OTIPABIEHUS WJIA MOJYYEHHS C IMOCIEAYIOLIEH 3aluChi0 HEOOXOAMMBIX
ceeaeHuii o fokymenrte B PKK.

6.2. Peructpanuu mojasie’xxkaT Kak TPaJUIMOHHBIE MAIIMHONUCHBIE (PYKOIHCHBIE)
JOKYMEHTHI, CO3JaBacMbI€ CPEACTBAMU DJIEKTPOHHO-BBIUMCIUTEIBHON TEXHUKHU, TaK U
MOCTYMUBIIKE (PAKCOM, KyphEPOM H T.].

6.3. JIoKkyMEHTbl PETUCTPUPYIOTCS OJWH pa3 B PETUCTPAMOHHO-KOHTPOJIBHBIX
dbopMax — TPAAUITMOHHBIX WM JIEKTPOHHBIX JKypHAJIax, KapTOUKaXx.

6.4. JlokyMeHThI HyMEpPYIOTCS TIOPAIKOBOM HyMepaluen B mpeneniax KaJleHIapHOTro
roja.

HckitoueHre COCTABISIIOT JOKYMEHTHI, (POPMHUPYIOUIMECS B JeNa MO Yy4yeOHOMY
rojay, a Tak»e JOKYMEHTHI BHIOOPHBIX OPraHOB, JCMCTBYIOIIUX OMPEACICHHBIN MEPUOI,
I/Ie UCUMCIIEHHE MOPSIKOBBIX HOMEPOB HAUMHAETCS C Hadajia paboThl BEBIOOPHOIO OpraHa
U J10 €€ OKOHYaHUSI.

6.5. [lepBpiM B cocTraBe I OOOTO PETHCTPAIIMOHHOTO HOMEpa YKa3bIBaCTCS
MOPSAAKOBBIA HOMED B NpEEax JAaHHOM TPYIIIIbL.

Ucxons w3 wuHPOpPMAIMOHHBIX MOTPEOHOCTEH, TOPSAIKOBBIH HOMEpP MOXKET
JIOTIOTHSATHCS TU(PPOBBIMU WIIH OYKBEHHBIMU WHIEKCAMH.

6.6. Peructparius ~ gokymeHToB B (DUHYHUBEPCUTETE  OCYIIECTBIISICTCS
JELIEHTPAIN30BaHHO.

6.7. JIns co3maHusi CHPaBOYHOTO arapaTa, MOUCKOBBIX CHUCTEM M JIOCTHKCHHS
WH()OPMAITMOHHOW COBMECTUMOCTH YCTAHABJIMBACTCS CIEAYIONIUNA COCTaB OCHOBHBIX
PEKBU3UTOB PETUCTPALIMM U TOPSAOK PETUCTPAllMM JOKYMEHTOB B CTPYKTYPHBIX
NoJIpa3/ieJICHUsIX 10 KypHaJlaM COIJIaCHO HOMEHKJIAType Jed (C MHIEKCOM M HOMEpPOM
nena):

a) B YJIuA peructTpupyroTcs Caeayromme JOKyMEHTHI:
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MOCTyHAaoNHe (BXOIAIINE) JOKYMEHTHI:

B KypHane «lloctynaromue» — CONPOBOAUTEIbHBIE MHCbMA, MOCTYNUBIIUE U3
roCyJAapCTBEHHBIX OPraHOB, YUPEKAECHUN U PA3IMYHbBIX OpraHu3alui;

B XypHaie «OO0paieHus rpaxaan» (¢ MHIEKCOM «T») — 3asBIICHUSI, TOCTYIHBIINEC
oT 3asiBUTENEH (00yJarOIMMXCs, COTPYAHUKOB U T.1I.);

B xkypHane «JCIl» (¢ wamekcom «JICII») — compoBomUTENbEHBIE MHUCHMA,
MOCTYIHBIIKNE U3 TOCYTAPCTBEHHBIX OPraHOB, YUPEXKIACHUN U PA3TUYHBIX OPraHU3alni;

OTHpaBJIIEMbIC (UCXOSIINE) TOKYMEHTHI:

B XKypHane «OTopaBisieMbley» — OTIpaBiIsieMble MUCbMa (CONPOBOAUTEIBHBIE,
MH(POPMALIMOHHO CIIPABOYHbBIE, CIIPABKYU U T.J.), MOANNUCAHHBIE PEKTOPOM, IIPOPEKTOPAMH,
JUPEKTOPaMHU II0 HAIPaBJICHUIO, JEKaHaMH, JOJDKHOCTHBIMHM JIMIIAMM H3 COCTaBa
Pekropara;

B xypHane «lMcxomsgmue muchMa TrpaxaaH» (C MHISKCOM «I») —  HUCXOJSIIUC
OTBETHBIE MHCHbMA MO OOpPAIIECHUSIM TPa)JaH, MOJIUCAHHBIE PEKTOPOM, MPOPEKTOPAMH,
JUPEKTOpaMHU IO HaINpaBJCHUIO, JI€KaHaMH, JOJDKHOCTHBIMHU JIMIIAMH H3 COCTaBa
Pexropara;

B xypHane «ACII» (c uamexcom «JICII») — oTmpamiseMbie MuchMa, OTBETHBIC HA
MMCbMA TOCYJApCTBEHHBIX OPraHOB, YUYPEXICHUA M PA3NMYHBIX OpraHU3aluii,
MOANKMCAHHBIE PEKTOPOM, IMPOPEKTOPaMH, IUPEKTOPAMH [0 HAIMPABICHUIO, JEKaHAMU,
JOJDKHOCTHBIMU JIMIIaMU U3 cocTaBa Pekropara;

B xypHane «[Tucema Pextopa» (¢ mHmexcom «IIP») — oTmpaBnsiemble muchbma B
(unnanbl, HOJMUCAHHBIE PEKTOPOM;

BHYTPEHHHE JIOKYMEHTHI:

IIPUKA3bl U PACTIOPSHKEHUS

B kypHaie «[Ipuka3bl 1O OCHOBHOW JESTEIBHOCTH» (C HHACKCOM «O») —
pacnopsIUTENbHbIE JTOKYMEHTHI, IOAMUCAHHBIE PEKTOPOM, MIPOPEKTOPAMH, JUPEKTOPAMHU
10 HANPAaBJICHUIO, IEKAaHAMHU, JIOJDKHOCTHBIMM JIMLIaMU U3 cocTaBa Pexropara;

B kypHaine «llo numyHOMY cocTaBy» — pacnopsIuTEIbHbIE JOKYMEHTHI,
MOANKUCAHHbIE PEKTOPOM, MPOPEKTOpPaMH, TUPEKTOpPAMH [0 HAMpPABICHUIO, JEKaHAMU,
JOJKHOCTHBIMU JIMIIAMU U3 cocTaBa PekTopaTa co ciaeayromuM1i HHIEKCaMU:

«y-C» — TIpUKa3bl MO CTyIeHTaM (aKyJbT€TOB, HWHCTUTYTOB IO 3a0YHOMY
00y4eHHI0;

«y-K» — MIPUKa3bl MO CTyICHTaM KoJiieakeid MOCKBBI, TOATOTOBUTENIBHBIX KYPCOB;

«y-J» — IpUKa3bl 110 o0yyaroummcs Jlumes;

«y-W» — IPUKA3bI 110 CIYIIATEISAM HHCTUTYTOB, LIEHTPOB, IEMAPTAMEHTOB, IIKOJT;

«y-(» — npuKasbl MO CTYJEHTaM U CIylIaTeNsM (UIHaioB;

«y-a» — IPHUKa3bl 110 ACIIUPAHTAM;

«II» — MIPUKA3BI 10 TOKTOPAHTaM;

«aHK»— MPUKA3bl O IPUCYXKICHUU YUYEHON CTENEHU W BbIIAaye JAUIUIOMA KaHIWJATa
HayK.

B kypHasie «IIpuka3pl Mo agMUHUCTPATUBHO-XO3SIMCTBEHHOW AEATENBHOCTH» (C
MHIEKCOM  «@») — PpAaCHOPSAUTENBHBIA  JIOKYMEHT, TIOJANUCAHHBI  PEKTOPOM,
OPOPEKTOPaMH, AUPEKTOPAMU IO HAMPABIEHHUIO, JODKHOCTHBIMHU JIMIIAMU W3 COCTaBa
Pekropara;

B JKypHaie «PacmnopspkeHus» — pacnopsiAMTENbHBIA JTOKYMEHT, MOJMMUCAHHbBIN
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PEKTOPOM, MPOPEKTOPAMH, AUPEKTOPAMU O HAIPABJICHUIO, JOKHOCTHBIMU JIMIIAMU U3
coctaBa Pekropara;

B XypHaie «Jlokmamaeie 3anucku» (¢ uHAEKcoM «02.04») —IIOKyMEHTHI B ajpec
pEeKTOpa U3 CTPYKTYPHBIX MOJIpa3/IeTICHUN;

B sxypHaie «/loxnaaubie 3amucku JICII» (¢ maaekcom «02.04-11CIT»);

B XXypHasie «['070BbIe MiIaHbl pabOT CTPYKTYPHBIX MOIpa3AeTICHHUI» (C MHIAEKCOM
«I1JT»);

B JKypHane «['omoBble OTUeThl O paboTe CTPYKTYPHBIX MOApa3ieiIcHUD (C
ungaexkcoM «OTU»);

B skypHaie «[Ipotokonb (¢ uamekcom «I117»),

B )KypHaie «JloBepenHoct» (¢ uaaekcom «02.03»).

B cTpyKTypHBIX MOApa3AENEeHUAX IO MECTY COCTABIEHUS PETUCTPUPYIOTCS:

BHYTPEHHHUE JIOKYMEHTBI: JOKJIaJHbIE (CIyXkeOHbIE), OOBICHUTEIbHbBIE 3aIUCKH,
aKThI, CIUCKU U JIp.;

oTnpaBiisgieMble U3 OUHYHUBEPCUTETA JIOKYMEHTHI (CIPaBKU U T.I1.), TIOJIIIMCAHHBIE
PYKOBOJUTEISIMUA CTPYKTYPHBIX MOAPA3ACIICHUN;

JIOTOBOPHl C FOPUAUYECKUMH U (U3MUECKUMHU JUI[AMH, JTOTOBOPHI O IIEJIEBOM
npueme B OUHYHUBEPCUTET;

WHPOPMAIIMOHHO-CIIPABOYHBIE JTOKYMEHTHI (IIPOTOKOJIBI, CIIPaBKU, aKTBl W JIp.),
MOIMMCAHHBIC WIH YTBEPKACHHBIEC PYKOBOIUTEIEM CTPYKTYPHOTO TOpa3IeICHHS;

1) B KOJUICTUAJIbHBIX M COBEIIATEIbHBIX OpraHax pPErUCTPUPYIOTCS JOKYMEHTHI,
CO3/laBa€MbI€ ITUMHU OpraHamu (IIPOTOKOJIbI, PEIICHHUS);

e) B LIITuPII peructpupyrorcs:

JOJKHOCTHBIE MHCTPYKIIUU PaOOTHUKOB;

MIPHUKA3bI 110 JINYHOMY COCTaBy paOOTHUKOB;

k) B IOpunnueckoii ciry:0e OCYIIECTBISICTCSI PETHUCTPAIUsl JOBEPEHHOCTEH Ha
COBEpILIECHUE JECUCTBUM OT UMEHU PUHYHUBEPCUTETA.

NHpaekc CTpyKTypHOro TMOApAa3leNieHus W 4Yepe3 TUpEe HOMep Jena 1o
HOMEHKJIaType, Ize OyleT XpaHUTbCA NTOKYMEHT, 00aBIseTCS K HOMEpY BXOSILEro
JOKYMEHTA MOCJIe €ro UCIOJIHEHUS, HallpUMED:

«JIC» — MIPUKa3 MO JUYHOMY COCTaBy pabOTHUKOB, 3apeructpupoBaHHbiid B L{ITuPII,
uMeeT Homep 348/1c-52,;

«ID» — MOOUIPEHUs PAaOOTHUKOB;

«K» — KpaTKOCPOYHBIE ~ BHYTPUPOCCHUICKHME ¥  3apyOeKHBIE  KOMaHAHPOBKU
PabOTHUKOB,

«B» — TUCIUIUIMHAPHBIE B3bICKAHUS paOOTHUKAM;

«OTID» — €XKETOJIHbIE OIJIAYMBAEMbIC OTIYCKa paOOTHHUKAM, OTITyCKa paOOTHHKAM B
CBSI3U ¢ 00yYEHHUEM.

6.8. dns perucrpanuu pacrnopsauTEIbHBIX JOKYMEHTOB ¢unmanos
OUHYHUBEPCUTETA YCTAHOBJICH CIEAYIONINI COCTaB PErMCTPAlMOHHBIX HOMEPOB:

a) TP PEruCTpaIy PACTIOPSHKCHHI MTPOCTABIISIFOTCS TOJIBKO MOPSIIKOBBIE HOMEPA,

0) mpu perucTpaluuyd MPUKa30B TOCIE MOPSAKOBOTO HOMEpa 4epe3 KOCYI0 4epTy
no0aBisgeTcst OyKBEHHBIN MHJEKC COACPIKAHUS:

«0» — OCHOBHasl ICSITENIbHOCTD;
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«a» — AAMIHACTPATHBHO-X03SIICTBEHHAS IS TEIILHOCTD;

«y» — TUYHBIN COCTaB 00YYJaIOIINXCS,

«JIC» — TNYHBIN COCTaB PaOOTHHUKOB,

«K» — KpaTKOCPOYHBIE ~ BHYTPUPOCCHICKHE ©  3apyOekHble  KOMaHIMPOBKH
PabOTHUKOB;

«B» — TUCIUTUIMHAPHBIE B3BICKAHUSI pa0OTHUKAM;

«OTI» — ©XKETOJIHbIC OIUIAaYMBAacMbIe OTIyCKa pPaOOTHHKAM, OTITyCKa paOOTHHUKAM B
CBsI3H C 00yUeHHUEM.

7. KOHTPOJIb UCIIOJIHEHM A JOKYMEHTOB (IIOPYUYEHMIA)

7.1. Opranuzanusi KOHTPOJISI UCTIOJHEHUS JOKYMEHTOB (MOPYYEHUIA )

7.1.1. Opranu3aimOHHO-PacOPAIUTEIbHBIE TOKYMEHTHI, TPEOYIOLIUE UCIIOTHEHUS
Y TIOATOTOBKHU OTBETA, MOJJIEKAT KOHTPOJTIO.

7.1.2. KoHTpONb HCIONHEHUS JOKYMEHTOB (MOpYyYEHH) BeHeTcs B IENAX HX
CBOEBPEMEHHOTO ¥ KaYE€CTBEHHOI'O UCIIOJIHEHMUS.

7.1.3. JlokyMeHTBI (IOpYYCHHS ) TTOJICKAT UCTTOTHCHHUIO B CIICIYIONTHE CPOKH:

C KOHKPETHOW 1aTOW MCTOJHEHHS — B YKAa3aHHBIN CPOK;

0e3 yKa3zaHHsl KOHKPETHOW JaThl UCIIOIHEHUS, UMEIOLUIUE B TEKCTE «CPOYHO» — B
3-THEeBHBIN CPOK, OCTAIBHBIC — B CPOK HE Oostee 10 mHel;

10 APJIAMEHTCKUM 3a1pocaM — HE MO3AHEE YeM depe3 15 nHer co qHS MOMydYeHHs;

no 3anpocam uieHoB Coera ®enepaumu, aenyratoB [ocynapctBeHHOM JlyMbl
(menmytatckoMy 3ampocy) He mo3aHee yeM yepes 30 aHel co THS MOJy4YeHus;

0 MEXBEJIOMCTBEHHbIM 3alpocaM O NPEACTAaBICHUH JOKYMEHTOB U (WJIM)
MHpOpMaIMU B LESIX MPEAOCTaBICHUS FOCYIapCTBEHHBIX U MYHUIMIAIbHBIX YCIyr He
MOXKET TMpeBblIaTh S5 pabouynx JHEM Cco JHA TOJy4YyeHHUs 3ampoca, eciu
3aKkOoHOIaTenbCcTBOM Poccuiickon @denepani He YCTAaHOBIIEH MHOM CPOK;

110 TUCHbMEHHBIM OOpAaILEHUsIM IrpakaaH — B TeueHue 30 qHell co JHS peructpaiuu
MTUCBMEHHOTO 00paIeHusl.

CpokH UCTIOJIHEHUSI JOKYMEHTOB (IIOPYUYEHHIT) UCUUCISIOTCS B KAJICHAAPHBIX JHSX.

Ecnu nocnennuil 1eHb Cpoka UCIIOIHEHUS TOKyMEHTa (IOPYyYEHHUs) PUXOAUTCS Ha
Hepabouuii J€Hb, TO JOKYMEHT TMOJJICKHUT HCTIOJHEHUIO B ONVDKAWIIMN TpEeablIyIui
pabouuii 1eHb.

Jlata wucnomHenus gokymeHTta (mopyuenus) ¢uxcupyercas B PKK COJI
DIRECTUM.

7.1.4. KoHTpOJIb  HUCHOJHEHHS  JOKYMEHTOB (IMOPYYEHUI)  OCYIIECTBISIETCS
pabotHukamu Y /IuA, pykoBogutenem Cekperapuara peKTopa, AOHKHOCTHBIMU JIMLAMHU
u3 cocraBa Pextopara 8 COJl DIRECTUM.

7.1.5. KoHTpOJIb UCTIOTHEHHUS JOKYMEHTOB (ITOPYUYEHHI ) BKITIOYAECT:

a) MOoJy4YeHue JaHHBIX MOCTAHOBKHU JOKYMEHTa (MMOPYYEHUs) HA KOHTPOJIb;
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0) MOCTaHOBKY JOKYMEHTa (IMMOPYyYEHUS) HA KOHTPOJIb;

B) IPOBEPKY  CBOEBPEMEHHOI'O  JOBEICHHUS  JOKyMEHTa (MOpydYeHusd) J0
WCTIOJTHUTEJIS;

I') IPEIBAPUTENIbHYIO IPOBEPKY U PETYIMPOBAHUE X0/1a UCTIOIHEHNUS;

1) IPEAYNPEIUTENBHBIA KOHTPOJIb (HAIIOMUHAHUE);

€) CHATHE UCTIOJHEHHOTO JOKYMEHTA (TMIOPYUYEHHUsI) C KOHTPOJIS;

’K) HaIlpaBJICHUE UCIIOJIHEHHOTO JOKYMEHTA B JIEO;

3) yueT, 00OOIIeHHEe W aHaIM3 XOJa U PE3yJbTaTOB HCIONHEHUS TOKYMEHTOB
(nopyueHuit);

1) UHQOPMHUpPOBAHUE PYKOBOJIUTENEH O COCTOSHUU HCIIOJIHEHUS JOKYMEHTOB
(mopy4eHwuit) U COCTOSIHIUM UCTIOTHUTENbCKOU AUCIIUTLITNHBI.

7.1.6. PykoBoauTenu CTPYKTYPHBIX TMOJPA3ACNCHUI KOHTPOJIHPYIOT COCTOSIHUE
UCTIOJHUTENBCKON JMCHMIUIMHBL 10 JIOKYMEHTaM C TOPYYEHMSIMH pEKTopa U
JIOJHKHOCTHBIX JIMII M3 cOocTaBa Pekropara, a TakKe MO JOKyMEHTaMm, MOCTYNHBIIUM B
aJipec CTPYKTYPHOTO MOAPa3IeICHUs U TPEOYIOIIUM UCTIOTHEHHS U TOATOTOBKH OTBETA.

7.2. OYHKIIMOHUPOBAHNUE CUCTEMBI KOHTPOJIS UCTIOTHEHUS JOKYMEHTOB (TOPyUEHUH)

7.2.1. B nensix CBOEBpEMEHHOTO UCTIOTHEHHs JOKYMEHTOB, IOPYUYCHHH (YKa3aHHi),
MIOCTaBJIEHHBIX HA KOHTPOJb, paOOTHUK Y /IMA, OTBETCTBEHHBIN 3a BEJIEHHWE KOHTPOJS
UCTIOJTHEHUSI JIOKYMEHTOB (IIOpY4Y€HUH), TpOBEpPAET CBOEBPEMEHHOCTb JIOBEICHMUS
JOKYMEHTA (TMOPY4EHHUs) 10 UCTIOTHUTEIIS.

7.2.2. HamoMyuHaHWe WCHOJHUTENSAM O TPUOIIKEHUH CPOKOB HCIOJHEHUS
JOKYMEHTOB (TIOpYYEHHil) OCYLIECTBISIETCSI B aBTOMATHUYECKOM PEXHUME IOCPEICTBOM
Co/1 DIRECTUM.

HanomuHaHue UCTIONIHUTENSAM, a TaKkke UHPOpMalus 00 MCIOIHEHUU JTOKYMEHTOB
(mopyuenuii), monydeHHas oT ucnonHuTeneu, ¢puxkcupyrorces B PKK C3J1 DIRECTUM
VI UHBIX PETUCTPALMOHHO-YUYETHBIX (POpMax, UCIOJIb3YEMbIX JUIsl KOHTPOJISI UCIIOTHEHHUSI
JOKYMEHTOB (ITOpY4YEHUH ).

7.2.3.B cinyyae HE0OXOAMMOCTH H3MEHEHUSI CpOKAa MCIOJHEHUS JOKYMEHTa
(mopydeHus) OTBETCTBEHHBIM wHcHosHHTENb 3anpammBaer B CDOJ DIRECTUM
«IIpoanenne cpokay», ¢ 0OOOCHOBAHMEM U YKa3aHMEM IMPUYUH W3MEHEHUs CpPOKa U JaThl
UCTIOJTHEHMSL.

7.2.4. lokyMeHT (MOpy4YeHHE) CUUTACTCS MCTOIHEHHBIM, €CITU MPUHATHI PEIICHUs
[0 MOCTaBJIEHHBIM BOMPOCAM, MOJTOTOBIEHBI COOTBETCTBYIOIIUE JOKYMEHTHI, HAIIPUMED,
HaIpasjeHa ClpaBKa 00 UCTIOJHEHUU B COOTBETCTBYIOLIME OPraHbl BIACTH (OpraHU3aIiuN)
WJIM JJaH OTBET MO CYIIECTBY 3aMHTEPECOBAHHBIM JIUIAM.

Pemenne 00 MCHONHEHWH JAOKYMEHTa (MOpYYEHMs]) MPUHUMAET PEKTOp WU
JIOJDKHOCTHOE JIMIIO U3 cocTaBa PekropaTa, MoOCTaBUBIIEE AOKYMEHT(IIOpY4YEHHUE) Ha
KOHTPOJIb, C 00s3aTeIbHBIM HH(pOpMUpoBanuem Y J[uA.

Ha ncrnonHeHHOM IOKyMEHTE MPOCTABIISIETCS] OTMETKA O HAMPABJICHUU TOKYMEHTA B
JIEJI0 B COOTBETCTBUU C MpaBuiamMu opopmieHus peksusuta 30, cBeieHnst 00 UCTIOJIHEHUN
nokyMeHta (nmopyuenus) BHocarcst B PKK CO/1.

7.2.5. lokyMeHTbl (TIOpYy4YEHHsI), HE CHSATbIE C KOHTPOJIS, a TaKKe JOKYMEHTBI
(mopyueHust), CpOK UCIOJHEHUSI KOTOPBIX HE MPOJJIEH, CYUTAIOTCS HEMCIIOJHEHHBIMHU.
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7.2.6. Y/IuA ananu3upyer COCTOSHHE M pE3yJIbTaThl MCIOJHEHUS JOKYMEHTOB
(mopydeHHii) W COCTOSHHE  HUCIOJHHUTEIBbCKOW  JUCUMIUIMHBI, B  TOPSAKE
MIPEABAPUTEILHOIO KOHTPOJISL HAIIPaBJIsET B CTPYKTYPHBIE MOAPAa3EICHUs HAIIOMUHAHUS
0 IOKyMEHTAaX, CPOKU MCIOJHEHHUS] KOTOPBIX UCTEKAIOT (32 1 — 3 qHS 10 OKOHYAHUS CPOKa
WCIIOJIHEHHSI IOKYMEHTA).

7.2.7. CHATh JOKyMEHT (MOpY4YeHHE) C KOHTPOJS MOXKET TOJBKO PEKTOp WU
JOJDKHOCTHBIE JIMIIA U3 cocTaBa PekropaTa, KOTOpbIE€ MOCTABUIIM IOKYMEHT Ha KOHTPOJIb.

8. POPMHNPOBAHUE TOKYMEHTAJIBHOI'O ®OH/JIA

dunyHUBEepcUTET GOPMHUPYET CBOW JOKYMEHTAIbHBIM (POHJ M3 OOpa3yOLIUXCs B
npouecce AesATeIbHOCTH JOKYMEHTOB.

dopmHupoBaHUE JOKYMEHTalIbHOro (oHna @OUHYHUBEPCUTETA OCYLIECTBISAETCS
CTPYKTYPHBIM MOJpa3JeiIeHUEM, OCYUIECTBISIOIMMM (QYHKIUU JEIONPOU3BOACTBA B
OUHYHUBEPCUTETE TMOCPEACTBOM COCTABJICHHS HOMEHKJIATyphl Jeinl DOUHAHCOBOTO
yHUBEpcUTETa, (GOPMUPOBAHUS U O(POPMIICHHS [, 00ECEYEHUsI UX COXPAHHOCTH, y4eTa
Y niepenayu Aen B apxuB OUHYHUBEPCUTETA Ha apXUBHOE XPaHEHHE.

@opMUpOBaHUE  JTOKyYMEHTalIbHBIX  (QoHIOB  QummanoB  DuUHyHUBEpCUTETA
OCYILIECTBIISIETCA CTPYKTYPHBIM ToApa3zzeicHueM (paOOTHUKOM), OCYIIECTBIISIIOIIUM
(YHKIIMM AET0NpOU3BOCTBAa B (MiIMale MOCPEICTBOM COCTaBICHHMS HOMEHKIATYp el
¢unnanos dunyHHBepcuTeTa, (GopMHUpoBaHUS U O(OPMIIEHHUS JeJ, OOecredeHus ux
COXPAHHOCTH, yueTa U Mepeaayu Aei B apxuBbl puiananioB OUHyHUBEpCUTETA.

8.1. CocraBieHrne HOMEHKIATYp Ae

8.1.1. Homenkmatypa pmen TmpeaHa3HaueHa IS TPYIIAPOBKA  HCIIOTHEHHBIX
JTOKYMEHTOB B JI€Jla, CUCTEMAaTHU3alNU U y4eTa JEJ, ONPENCICHUS CPOKOB UX XPAHECHUS U
SIBJISIETCS OCHOBOM JIJI1 COCTABJICHHS OMUCEH JIeNl TOCTOSIHHOTO M BpeMeHHOro (cBbimie 10
JIeT) XpaHEHWs, a TakKe /i ydera Jeidl BpemeHHoro (1o 10 JieT BKIIOYUTEIBHO)
XPaHCHMUS.

8.1.2. Homenkiatypa aen sBIS€TCSI OCHOBOW (pOpMUpOBaHHUS JTOKYMEHTAIBLHOTO
donma dunynuBepcutera. JlokymMeHTanpHbI ¢GoHA DOUHYHUBEPCUTETA COCTABISIOT
JOKYMEHTBI, co31aHHble B OUHYHHBEpPCUTETE W MOJYYECHHBIE UM B pE3yJbTare
B3aUMOJICHCTBUS C APYTUMHU YUPEKICHUSIMU, OPTaHU3ALMSIMU, TPAXKIAHAMMU.

8.1.3. [Ipu cocraBieHnr HOMEHKIATYPHI [ CIEAYeT PYKOBOJCTBOBATHCS YCTAaBOM
OUHYHUBEPCUTETA, TOJIOKECHUAMU O CTPYKTYPHBIX TMOJPA3ACICHUSIX, IITATHBIM
pacnicaHueM, IUlaHAMA W OT4YeTaMHM O paboTe CTPYKTYPHBIX MOApa3IeieHUN,
HOMEHKJIATypoM Jed 3a NPOLIECAIINNA ToJ,  JIOKaJIbHBIMA HOPMATUBHBIMH aKTaMH
OUHYHUBEPCUTETA, COJICPXKAIUIUMU CBEJACHUS O JOKYMEHTaX, O0O0pa3yloluxcs B
NEATEIbHOCTH  CTPYKTYPHBIX  IOAPA3ACJIECHUKA,  TUINOBBIMM W NPUMEPHBIMU
HOMEHKJIaTypaMu Jell (Ipu UX HAJIWYWW), BEIOMCTBEHHBIMHU W THUIIOBBIMU MEPEUHSIMU
JIOKYMEHTOB C yKa3aHHUEM CPOKOB UX XpaHEeHMs. M3ydaroTcs JOKyMEHTHI, 00pa3yromrecs
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B JesarenbHOCTH DuHYHHBEpcHUTETa, (CO3JaHHbIE M TIOJYYEHHbIE B pe3yJbTaTe
B3aMMOJICUCTBHUSL C JIPYTMMU OpraHu3alysMH, TpaxJaaHamMH) UX BHUIbI, COCTaB U
COZIEp/KAHME.

8.1.4. CocTaBnslOTCS HOMEHKJIATYphl JIeJl CTPYKTYPHBIX TMOJApa3ieleHUud U
HOMEHKJaTypa Aes1 DMHaHCOBOTO YHUBEPCUTETA (CBOJHAS).

HomeHknatypsl e CTpyKTYypHBIX MOApa3ieiaeHuii oQpOpMIISIOTCS Ha CTaHAApTHBIX
nuctax oymaru opmata A4 (npunoxenue Ne 27).

Homenxknarypa nen ®uHaHCOBOTO yHUBEpCHUTETa OPOPMIIIETCS HA yTBEPKIACHHOM
obmem yrimoBoMm Omanke @OunyHuBepcutera (mpuiokenme Ne 28). VYmorpebienue
0JIaHKOB MPOU3BOJIBHOM (hOPMBI 3aIlperaeTcs.

8.1.5. HomeHnknaTypa Aen CTpYKTYPHOTO MOAPA3/ICICHUsI COCTABIACTCS €KEroHO B
cpok He mo3gHee 10 OKTAOps TeKymero roja paOOTHUKOM OTBETCTBEHHBIM 3a
JIEJIOIIPOU3BOACTBO, IOJIMCHIBAECTCS PYKOBOJMUTEIEM CTPYKTYPHOTO IOAPA3ACICHNUs,
corsacoBbiBacTcsa ¢ YJIMA, peructpupyercsi B CTPYKTYPHOM MOJPA3ACIICHUU H
npeAcTaBisieTcs B BUje konuu B Y [{uA.

BHOBb cO3/1aHHOE WM PEOPraHM30BAHHOE MOJpa3fesieHue 00s3aHO B MECSUYHBIN
CPOK pa3paboTaTh HOMEHKIATYPY J€] CTPYKTYPHOIO MOAPA3ACIICHUS U IPEACTABUTh €€ Ha
coryiacoBanue B Y JIuA.

8.1.6. Homenknatypa nen PUHAHCOBOTO YHHBEpcuUTeTa cocTaBiserca Y/IuA Ha
OCHOBAaHMM HOMEHKJIATYp JeJl CTPYKTYPHBIX MOAPA3ACICHUA, a HOMEHKJIATypa el
¢unmana  DdunyHHBepcuTeTa COCTaBJISIETCS CTPYKTYPHBIM NOJIpa3JICICHUEM
(pa®bOTHUKOM), OCYIIECTBISIONIUM (PYHKIIUU JIETONMPOU3BOJICTBA B (hUHATIC.

Homenknatypa nen @PUHAHCOBOTO YHUBEPCUTETA COCTABISETCA B IOCIECIHEM
KBapTajie TEKyLIEro rojia Ha NPEeACTOSAIINN KaJICHAapPHBIN TOI.

8.1.7. Homenknatypa nen  DduHaHCOBOTO  yHHUBEPCHUTETa,  IOAMHCHIBACTCS
HayaiabHUKOM Y [IuA, BU3MpyeTcs HayalbHUKOM OTAeNa apxuBa Y IuA, cormacoBeiBaeTcs
¢ moctosiHHO AeicTByromeit DK ®unynuBepcutera, L[OIIK ['maBapxuBa MOCKBBI U
YTBEP>KIAETCSI PEKTOPOM.

Homenknatypa nen ®uHaHCOBOro yHHBEpcuTeTa corjacoBbiBaetcss ¢ [[OIIK
I'maBapxuBa MOCKBBI HE pe’Ke OJIHOTO pa3a B 5 JieT, €CJIM He ObLJI0 KOPEHHBIX U3MEHEHUN
B PyHKIUSIX U cTpyKType OUHYHUBEPCUTETA.

Homenknarypa nen ¢unmana OUHyHUBEPCUTETA TOJIUCHIBACTCA PYKOBOJUTEIEM
(paOOTHUKOM)  CTPYKTYpPHOTO  MOJpa3leNieHUsl,  OCYIIECTBISIOMIET0  (PyHKUIUH
JeNoNpon3BoACTBa B (unuane, coriacoBbiBaetcsa ¢ YuA, DK ¢unmana, skcnepTHo-
IPOBEPOYHON KOMHCCHEN TOCYAapCTBEHHOrO apXuBa IO MECTY HAaXOXXIeHUs (uiauana u
yTBEpKJIaeTCa qupekTopoM (unuana OUHyHUBEPCUTETA.

8.1.8. Homenkinatypa nen GruHaHCOBOTO YHUBEPCUTETA MEUATACTCS] B HEOOXOAUMOM
KOJIMUYECTBE IK3EMIUISIPOB, HO HE MEHEE 3-X IK3EMILISIPOB.

IlepBbiii  DK3eMIUIIP  YTBEPXKIACHHOW  HOMEHKIATypbl aen  DOUHAHCOBOIO
YHUBEPCUTETA SIBISAETCS JOKYMEHTOM IMOCTOSSHHOTO CPOKa XpPAaHEHUs W BKJIKOYAETCS B
HOMEHKJIATypy J1en YJIuA, BTOpPOH SK3EMIUISIp YTBEPXKICHHONM HOMEHKIATypbl A€
nepenaercs B [ocymapcTBeHHOe — OO/DKETHOE — yupekaeHue ropoda  MOCKBBI
«lleHTpanpHbIl TOCyAapCTBEHHBIM apxuB ropoia MockBel»y (manee - [I'BY «I'A
MOoCKBBI»), C KOTOPBIM COTJIACOBBIBAJIaCh HOMEHKJIATYpa JIeJ, TPETHH — UCIONb3YeTCs B
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YIuA B KauecTBe paboYero sK3eMIuisIpa.

8.1.9. Homenkinarypa nen dDuHaHCOBOro yHHMBEPCHTETa B KOHIE KaXXIOro Troja
yTOYHSIETCA, YTBEpXkKAaeTcss W BBoaAMTcs B jneiictBue ¢ 01 sHBaps clieqyroniero
KaJIeHJapHOTO roJia.

8.1.10. Homenknatrypa gen @OUHAHCOBOTO YHHMBEPCHUTETa COCTAaBISCTCS U
COTJIaCOBBIBA€TCS ~ 3aHOBO B Cllydyae M3MEHEHMH  (PYHKIMIA U CTPYKTYphI
OUHYHUBEPCUTETA.

8.1.11. Homenknatypa nen OUHAHCOBOTO YHUBEPCUTETA CTPOUTCS MO CTPYKTYPHOMH
cxeme. Ha3Banusamu paszgenoB (moApas3feiaoB) HOMEHKJIATYpPhl JIENl SIBISAIOTCS Ha3BaHUS
CTPYKTYPHBIX TMOJpa3JeiI€HU, PACHOJIO)KEHHbIE B COOTBETCTBUM C YTBEPKJICHHBIM
KJIACCU(UKATOPOM CTPYKTYPHBIX MMOAPA3ICTCHUMA.

8.1.12. B HoMeHKIaTypy Jen BKIIOYAIOTCS BCE JOKYMEHTBI, OTpasKarollue
JESTeNIbHOCTh CTPYKTYPHBIX TMojapasfencHnii OUHYHHBEPCUTETa U TOCTOSHHO WM
BPEMEHHO JICHCTBYIOIIMX OPraHoB (KOMHUCCHIl, COBETOB, KOMMTETOB), B TOM YHUCI]E
JOKYMEHTBl OrPaHMYEHHOIO JOCTya, PETUCTPALMOHHBIE U YUYETHbIE KypHaJIbl U
KapTOTEKH, B HEOOXOIUMBIX CIy4asX — KOIUU JOKYMEHTOB (€ClIi KOIUS — €AMHCTBEHHBIH
SK3EMIUIIP AOKyMeHTa B (UHYHHMBEPCUTETE, a TAKXKE €CIU KONUU HEOOXOIUMBI IS
OpraHM3alMM JEATEIbHOCTH CTPYKTYPHOIO MOjApasfesieHus). JJoKyMeHThl, co3JaHHbIE B
AJIEKTPOHHON (hopMe, BKIIIOUAIOTCS B HOMEHKJIATYpY JeNl MO TeM K€ IpaBHiiaM, 4TO U
JOKYMEHTBI Ha OYMa)KHOM HOCHTEJIE.

He BKiIIO4aroTCs B HOMEHKIIATYPY /1€l NEPUOINYECKHUE U3TAHMS], KHUTH, OPOLIIOPHI.

8.1.13. I'pacdb1 HOMEHKIATYp J1eJ 3aMOTHSIIOTCS CIETYIOINUM 00pa3oMm:

a)B rpady 1 mnOpoOCTaBIAIOTCS MHIEKCHl KaXKIOTO JieNla, BKIIOYEHHOTO B
HOMEHKJIATypy;

WNHpekce nena cOCTOUT U3 MHJIEKCA CTPYKTYPHOTO MOAPA3/IEIEHUS B COOTBETCTBUU C
YTBEPKJACHHBIM KJIACCU(PUKATOPOM CTPYKTYPHBIX TMOJPA3AEICHUN M KOJUIETHATIbHBIX
opraHoB @DUHAHCOBOTO YHHBEPCUTETa U TMOPSJIKOBOIO HOMEpa Jeja B pasjene
HOMEHKIATyphl Aen. MHaekcel nen o0o3HayaroTcs apaOCKuMu IudpamMu, HampuMep:
12-05, rne 12 — uHOEKC CTPYKTypHOTO noApasaenenus, 05 — mopsakoBblid HOMED Jena B
paszjiesie HOMEHKJIATYPhI J1e1.

B HomeHkiaType [en peKOMEHAYETCsl COXpaHATh OJWHAKOBbIE HHJIEKCHI st
OJTHOPOJIHBIX I B MpeJeiaxX pa3HbIX CTPYKTYPHBIX MOAPA3JEICHUN; IS NePeXOoasuInX
JIeJT UHJIEKC COXPAHSETCS.

Jist ynobctBa pabOThI, ONEPaTUBHOIO MOUCKAa HMH(OpManuu Tpedyercs, 4ToObI
MHJEKCALMs pa3fenoB (CTPYKTYpHBIX MOApPA3AesieHHi) Oblla MOCTOSHHOM, a TaKXke IO
BO3MOXHOCTH M3 TOJa B TOJ] COXPAHSIIACh U MOCTOSIHHAS HyMepauus €.

0) B rpady 2 BKJIFOYAIOTCS 3ar0J0BKH JieJ (TOMOB, 4YacTei);

3aroyioBOK Jena JOJDKEH YeTKO, B 0000LIeHHOW (opMe oTpaxaTh OCHOBHOE
COJZIepKaHUE U COCTaB JOKYMEHTOB JEJIa.

He nomyckaercsi ynorpebiieHre B 3arojioBKe Jejla HEKOHKPETHBIX (HOPMYITHPOBOK
(«pa3Hble MaTepHalbl», «OOIIas MePEenucKa» U T.1.), & TAaKKE BBOJHBIX CJIOB U CIIOKHBIX
CUHTaKCHMYecKux o0opoToB. He momyckaercst ynoTpeOjieHHE COKpAICHHBIX CJIOB U
COKpAIlIEHHBIX HAUMEHOBAaHUI

3aroyioBOK Jieja JIOJKEH COCTOATh M3 3JIEMEHTOB, PACIOJIAraéMbIX B CIEIYHOLIEH
MIOCJIEI0BATEIbHOCTH:
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HaMMEHOBaHME BHJa Jena (Mepenucka, *ypHail W T.J1.) WIH BHUAA JTOKYMEHTOB,
BKJIFOYEHHBIX B JI€JI0 (IPOTOKOJIBI, IPUKA3bl U T.11.);

COKpallleHHOe HauMmeHoBaHWe (DHHAHCOBOIO  YHMBEPCUTETA, CTPYKTYPHOTO
MO/IPA3/ICNICHUs, MOCTOSHHO JIEWCTBYIOIIETO WM BPEMEHHOTO OpraHa, JIO0JXKHOCTHOTO
JIU1IA, CO3/IaBIINX JTIOKYMEHT (bl);

HaVMEHOBAaHHE KOPPECHOHIECHTA (OpraHu3aliy, JIMLA, KOTOPOMY aJIpeCOBaHbl WU
OT KOTOPOTO MOJTYYEHbI IOKYMEHTHI,

KpaTKoe coJiepKaHue TOKYMEHTOB JIea;

Ha3BaHUE MECTHOCTH (TEpPUTOPHUH), C KOTOPOU CBSI3AHO COAEpPKaHUE IOKYMEHTOB
nena;

nata (mepuo), K KOTOPbIM OTHOCSTCS IOKYMEHTHI JIeTa;

yKa3aHUe Ha KOMUIHHOCTh TOKYMEHTOB JIefa.

B 3aronoBkax gen, coaepxamux JAOKYMEHTBHl 1O OJHOMY BOIIPOCY, HO HeE
CBA3aHHBIX IOCJIEA0BATEILHOCTHIO MCIOJHEHUS, B KayeCTBE BHUJAA Jejla yHnoTpeOiseTcs
TEPMHUH «JOKYMEHTBD», a 3aT€M B CKOOKax YKa3bIBalOTCSI OCHOBHBIE Pa3HOBHIHOCTHU
JOKYMEHTOB, KOTOPBIE JOJKHBI ObITh CTPYIIUPOBAHBI B Aeiie (IU1aHbl, CIUCKH, JOKIAAbl U
T.J.), HAIpUMeED:

JlokyMeHTBI (IIJIaHbl, CIIMCKHU, JOKJIaAbl, MH(POpMALMK) O IPOBEIECHUA CEMUHAPOB,
KOH(epeHLUii 1o BonpocaM AesTenbHOCTH OUHYHUBEPCUTETA

TepMI/IH C(IAOKYMCHTBD» IIPUMCHACTCA TAKIKC B 3drOJIOBKax HOCJI, COACPIKAIINUX
JOKYMCHTBI-IIPUIIOKCHUSA K KaKOMy-J'II/I6O AJOKYMCHTY (BI/II[I)I I[OKYMGHTOB-HpI/IJIO)KGHI/Iﬁ HC
Hepe‘lI/ICHHIOTCH), HaIIpUMCpP:

JIOKyMEHTBI K POTOKOJIaM 3aceannii CoBeTa MOJIOJIBIX YUEHBIX;
[IpoTOKOIBI ONEPATUBHBIX COBEIIAHUMN Y AUPEKTOPA MO MEPCOHAILY U JOKYMEHTHI K

HUM

B 3aronoBkax ACJI, IPCAHASHAYCHHBIX IJIA I'PYIIIMPOBKU OJHOTHUIIHBIX JOKYMCHTOB,
9Ta rpymuia 10KyMEHTOB YKa3bIBACTCA BO MHOKCCTBCHHOM YUCIIC, HAITPHUMCP!:

[IpoTokossl 3acenanuii kKageapbl

B 3aronoBkax ACJ, COACPIKAIIUX IICPCIIMCKY, YKA3BbIBACTCA, C KEM U II0 KAKOMY
BOITPOCY OHA BCJACTCA, HAIIPUMCP:

[Tepenucka ¢ oOpa3oBaTEIBHBIMH YUPEKACHUSIMHU O TIOBBIIIEHUU KBaJTIU(DHUKAIIIN
PabOTHUKOB

B 3aronoBkax ACJ, coacpIKaluX MEPEIUCKyY ¢ OJHOPOJHBIMU KOPPECIIOHACHTAMMU,
IMMOCJACAHUC HC YKA3bIBAIOTCA, 4 YKA3bIBACTCA NX BUJOBOC HA3SBAHUC, HAIIPUMCEDP:

ITepenucka ¢ denepaibHBIMU OpraHaMu MUCTHIOJIHUTEIIBHOM BJIACTH O 3aKIIOYEHUU U
WCTIOJIHEHUU TOCYAAapPCTBEHHBIX KOHTPAKTOB
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B 3aronoBkax ACJ, COACPKAIIUX MEPEIIUCKY C Pa3HOPOAHBIMH KOPPECIIOHACHTAMMU,
IMOCJICAHUC HC IICPCUHUCIIAIOTCA, HAIIPHUMCP!

HepCHI/ICKa O 3aKJIFOUYCHUH U UCITIOJIHCHHUH I'OCYJAaPpCTBCHHBIX KOHTPAKTOB

B 3arosioBke gena yka3bIBaeTCd KOHKPETHBIM KOPPECIOHAEHT, €CIH NEepenucKa
BEJIETCA TOJIBKO C HUM, HallpuUMep:

ITepercka ¢ Poccuiickoii akagemMuel rocyiapcTBeHHOM ciry»0bl nipu [Ipe3uaente
Poccuiickon denepanuu 1o Borpocam moAroTOBKU KaJapoB

[Ipu o0o3HaueHun B 3arosioBkax Jen ¢puinanioB OUHYHUBEPCUTETA YUUTHIBACTCS
CJIeyIOIIee: eclii CoJIep KaHKe Jesia KacaeTcsd HECKOIbKUX OJHOPOAHBIX MOAPa3ACIICHUN,
B 3aroJIOBKE JIeJla HE YKa3bIBAIOTCA MX KOHKPETHBIC Ha3BaHUs, a YKa3bIBACTCS UX 0OIIIee
BHJIOBOE Ha3BaHUE, HAIIPUMED:

[lepenicka ¢ pupektopamu  puiauanoB DOUHYHHBEpPCUTETa IO BOIMpPOCaAM
XO3SUCTBEHHOH JIEITEIHLHOCTH

Ecmm copepkanue nema kacaercss OJHOW aJIMHHUCTPATUBHO-TEPPUTOPHAIBHOU
€MHHULIBI (HACEJIEHHOI0 IyHKTa), ee (ero) Ha3BaHHE YKa3bIBAE€TCS B 3aroJIoBKe Jiena,
HaIpumep:

[lepenucka ¢ KpacHonapckum ¢puiinaaoM o MiIaHUPOBAaHUU OTYETHOCTH

B 3arosoBkax Jei, coAep)KallMX IUIAHOBYHO WJIM OTYETHYK) JOKYMEHTALMIO,
yKa3bIBaeTcsl mnepuoi (Mecsi, KBapTaj, IoJ), Ha (3a) KOTOPbIA COCTaBJICHBI ILJIAHBI
(0TYeThI), HAIPUMED:

OTuetsl cTpYKTYpHBIX noapasaenenuit 3a 2020 rox
CTaTHCTHYECKHI OTYET O YHCIICHHOCTH, COCTaBe M ABMXKEHUHU Kaapos 3a 2020 rox

(b. Ne27-ron)

Ecimu geno Oymer coCcTOSTh M3 HECKOJIBKMX TOMOB WJIM YacTeH, TO COCTABIIACTCS
oO1uii 3aroJI0BOK JIeja, a 3aTeM MPU HEOOXOJUMOCTH COCTABJISIOTCS 3ar0JIOBKH KaXKIIOTO
TOMa (4acTH), YTOUHSIIOIINE COJIep )KaHre TOMOB (YacTeil) aena.

3aroyioBOK TMPWIOKEHUSI K ey, CHOPMHUPOBAHHOTO B OTICIBHBIA TOM, IOJIKEH
COOTBETCTBOBATH 3ar0JIOBKY TTOMEIIEHHOTO B 3TOT TOM JIOKYMEHTA.

[Topsimok pacmoyioKeHHsT 3arojIOBKOB JIJI BHYTPH pPa3lieJioOB MU TOAPA3IEIIOB
HOMEHKJIATYpPbI JIe7T OMpPEAENsAeTCS CTENEHbI0 BAXKHOCTH JIOKYMEHTOB, COCTaBIISIOIIMX
7ieNa, ¥ UX B3aUMOCBSI3BIO.

Brauane pacrosararoTcsi 3arojIoBKU e, COACPkKAIIUX 3aKOHOAATEeIbHbIC W MHBIC
HOPMAaTHBHBIC MPABOBBIC AKTHI (3aKOHBI, YKa3bl, TOCTAHOBJICHUS U T.II., YCTaB, JIOKAJILHBIC
HOPMAaTHUBHBIC aKThI). 3aT€M CJICAYIOT PACIOPSAIUTEIbHBIC JOKYMEHTH DHHYHUBEpPCUTETA
(TpuKa3pl, pacIopsDKCHHS), Jajee — OpraHW3alMOHHBIE (TTOJOKEHUS O CTPYKTYPHBIX
MOJIpa3/ICJICHUSAX, JIOJDKHOCTHBIC HWHCTPYKIIMM pPaOOTHUKOB, IIPOTOKOJBI), jJajiee —
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IUIAHOBBIE U OTYETHBIE JIOKYMEHTHI. 3aTeM pacrojiarairoTcsi 3arojioBKM el O
NEATENbHOCTH CTPYKTYPHOI'O MOJApAa3eieHus. 3aKaHYMBAaeTCd HOMEHKIATypa el
3arojlOBKaMu JieJl O BHEIIHEW W BHYTPEHHEW (IOKIAgHBIE M CIIyKEOHBbIC 3alHCKH)
MepenucKe, 00 y4eTHO-PETUCTPAIIMOHHBIX (hOpMax, OTUCSX JE] U aKTax 00 YHUUITOKESHUU
JIOKYMEHTOB, O HOMEHKJIaType JIeJ CTPYKTYPHOIO MOIpa3IeJICHHUS.

3aroJIoBKH €] MOTYT YTOUHSTRCS B TIporiecce popMupoBaHus U oPopMIICHUS JIEII.

3aroJIoBKM JIeJ MO BOIIPOCAaM, HE pa3pelIEHHbIM B TEYEHUE OJAHOIO TOJa, SBIISAIOTCS
NEePEXOASAIIMMHI U BHOCSTCS B HOMEHKJIATYPY JIEJ CIEIYIOIIET0 T0/1a C TEM K€ MHIECKCOM.

B) rpada 3 HOMEHKJIATYpPhI JIe] 3aM0JIHIETCS 10 OKOHYaHUH KaJIeHIapHOTO T0/a;

[To mocTmxeHuu enoM, BKIKOYAIOIIUM JOKYMEHThl BpeMeHHbIX (cBbIiie 10 jeT) u
MIOCTOSIHHOTO CPOKOB XpaHeHHs, o0bema B 250 JIMCTOB, TOM 3aKpbIBACTCS U OTKPBIBACTCS
HOBBIM TOM. B rpade 3 HOMEHKIATyphbl Jen MOCIEAOBATENIbHO YKa3bIBAIOTCS HOMEpa
TOMOB M KpailHHE J1aThl TOKYMEHTOB Ka)KJI0OTO TOMA:

T.1.11.01.2017 — 30.06.2017

OJIEKTpOHHBIE Jejla Ha Toma (4YacTh) HE pasaensiorca. Bce 3lIeKTpoHHbIE
JIOKYMEHTBI, HE3aBUCUMO OT UX 00beMa, BKIIFOUAIOTCS B OJTHO 3JIEKTPOHHOE JEJIO.

r) B rpade 4 yka3pIBaeTCsl CPOK XpaHEHUS JieJla © HOMEpa CTaTei 10 TUTIOBOMY HJIH
BEJIOMCTBEHHOMY IEPEUYHIO JOKYMEHTOB C yKa3aHHWEM CPOKOB XpaHEHHUs, (elepaabHOMY
3aKOHY WJIM MHOMY HOPMAaTHBHOMY MPABOBOMY aKTy, a IMPHU €r0 OTCYTCTBUU — IO TUIIOBOM
WJIM TIPUMEPHON HOMEHKNaType nen uinu coryiacoBanHblil ¢ L[DIIK ['maBapxuBa MOCKBBI
CPOK XpaHEHUS;

JIns onpenesieHusi CPpOKOB XpaHEHUs IOKYMEHTOB IpuMeHsieTcs [lepedueHb THIIOBBIX
yIPABJICHUYECKUX APXUBHBIX JIOKYMEHTOB, OOpa3yIOIIMXCS B MPOIIECCE MESITEIbHOCTH
rOCyJIJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CAaMOYIIPABICHUS M OpraHu3alui, C
YKa3aHHEM CPOKOB XpaHEHUs, YTBEPKICHHbIA Mpurazom @DeaepajibHOTO apXUBHOIO
arearctBa oT 20.12.2019 Ne 236.

n) B rpadpe 5 «llpumeuanue» yka3bIBalOTCS Ha3BaHUE MEPEUHEN JOKYMEHTOB,
WCTIOJB30BAHHBIX TIPU  OMNPEJEICHUH CPOKOB XpaHEHHUS JeJl, O BEJICHUM Jeja B
AJIEKTPOHHOM (hopMe, O MeCTe HaXOXKACHUS MOJIMHHUKOB, JAIOTCS pa3bsICHEHUS K CpOKaM
XpaHeHUs TOKYMEHTOB U JIp.

IIpy mnpakTUYECKOM HCMHOJIb30BAHMM HOMEHKJATYpPhl Jie1 B 3ToiM rpade
IPOCTABIIAIOTCS OTMETKH O 3aBEJCHUU JIeJ, O TMepexosuuX Jenax (Hampumep,
nepexogsmiee ¢ 2019 r.), o BeIEICHUHN JIe]T K YHHUTOXEHHIO, O JIMIAaX, OTBETCTBEHHBIX 3a
dbopmupoBaHue e, O Tepenaye Ael B APYryl0 OPraHU3AIMIO JJIS MPOJOIIKEHUS U JIp.
Ecmu neno dopmupyercs B wHGOPMAIMOHHONW CHUCTEME M BKIIOYAET JJICKTPOHHBIC
nokyMeHThl, B rpade «lIpumedanue» oTmedaercs, 4TO €O BEACTCS B AJICKTPOHHOU
dbopme ¢ ykazaHuEeM HauMEHOBaHUS WH(POPMAITMOHHOW CUCTEMBI:

Benercs B anexkrponnoit popme B COJI DIRECTUM Monayns «Kanuenspus».
8.1.14. Eciu B TeueHnue rona B DUHYHHBEPCUTETE BO3HUKAIOT HOBBIE

JOKYMEHTUPOBAHHbIE  yYaCTKM paOOThl WJIM  HENPEAYyCMOTPEHHBIE JleJla, OHHU
JOTIOJIHUTENIBHO BHOCSITCS B HOMEHKJIATYPY J€.
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J171s1 BHOBB 3aBOJIUMBIX J€JT HOMEHKJIATYPhl BHOCSTCS PE€3€pBHBIC HOMEDPA.

[Ipu HEOOXOaUMOCTH Nielia, BHECEHHBIE B HOMEHKJIATYPy JieJl TEKYIIEro rojia moj
PE3CPBHBIMU HMHJCKCAMH, BKJIOYAIOTCS B HOMEHKIIATYPY Jed MPEeJCTOSIIero roja Ha
0OIIMX OCHOBAHUIX.

8.1.15. Tlo 3aBepiiieHHH ACIONPOU3BOJICTBEHHOIO TOJIa B KOHIIE HOMEHKJIATYPHI JIe]T
B KaXJOM CTPYKTYPHOM TMOApPA3ACICHUH O(DOPMIISETCS WTOTOBas 3alrCh, B KOTOPYIO
BHOCSATCSI CBEJICHHMS O KAaTErOpHsIX M KOJIMYECTBE 3aBEJICHHBIX Jeil (TOMOB, dYacTel),
OT/ICJIBHO TTOCTOSIHHOT'O U BPEMEHHBIX CPOKOB XPAHEHHUSI, BPEMEHHBIX CPOKOB XPAHEHUS C
ormetkoir «OIIK» u mnepexoxsumux. MToropas 3amuch JOMOJHSACTCS JaHHBIMH O
KOJIMYECTBE JICKTPOHHBIX JI€J COOTBETCTBYIOIIUX CPOKOB XPaHEHHUS.

Komust nucra ¢ wroroBoi 3ammchio mnepemaetcss B YIMA  paboTHHUKOM,
OTBETCTBEHHBIM 3a JEJIONPOU3BOACTBO, 10 25 sTHBaps KaXA0r0 roja.

B wuToroByro 3anuch HOMEHKIATYphl Jesl PUHAHCOBOIO YHMBEPCHUTETA CBEACHUS
BHOCSITCSI HA OCHOBAHHMH JTAHHBIX, IEPEJAHHBIX U3 CTPYKTYPHBIX MOAPA3ICICHUN.

CBenenusi, coaepkaliydecss B UTOrOBOM 3allMCH HOMEHKJIATypbl Je1 PUHAHCOBOIO
YHUBEpPCUTETA, NepeaaroTcs apxuB OUHAHCOBOrO YHUBEPCUTETA, O YEM B HOMEHKJIAType
JIe7l MPOCTABIIACTCS OTMETKA C yKa3aHWMEM JOJDKHOCTH M TOIIUCH JIMIA, MepeIaBIIero
CBEJICHMUS.

8.2. (DOpMI/IpOBaHI/Ie ACIT U UX TCKYIICC XPAaHCHUC

8.2.1. llena ¢dopMupyroTCcs B COOTBETCTBHM C HOMEHKJIATYpOHl Jeid, a Takxke C
COOJTI0/IEHEM TIPUHITUTIOB CUCTEMATU3AIMH IOKYMEHTOB U UX pacipeesieHus Ha Jena.

8.2.2. llena dopmupytorcas B DUHYHUBEPCUTETE [EIEHTPAIU30BAaHHO, T.C. B
CTPYKTYPHBIX TIOJIpa3IeICHUSIX.

8.2.3. Jlena ¢ MOMEeHTa 3aBeJicHUS U JI0 TepeJlayi Ha apXMBHOEC XpaHCHHE WJIM Ha
YHUYTOXKEHUE XPAHATCS 110 MECTy UX (DOPMHUPOBAHHS B CTPYKTYPHBIX TIOJIpa3ICICHUIX.

8.2.4. Jlema cuWTarOTCS 3aBEACHHBIMH C MOMEHTa BKIIIOUCHHS B HHX IIEPBOTO
HCITOJTHCHHOTO JJOKyMEHTA.

8.2.5. [locne ucronmHEHUS TOKYMEHTOB M OKOHYAHHS padOTHl ¢ HUMU JOKYMEHTHI
MOMEIIAIOTCs (TTOAIIMBAIOTCS) JJIsi oOecTiedeHUsT (PU3NIECKON COXPAaHHOCTH B TBEpAbIC
00JI0’KKH WITH TTAITKU-PETUCTPATOPBI.

8.2.6. McrionHeHHbIE TOKYMEHTHI JIOJDKHBI CJIaBaThCS HCIOJHUTENIEM pPaOOTHHUKY,
OTBETCTBEHHOMY 3a JIEJOMPOU3BOACTBO B CTPYKTYPHOM IMOJpPA3ACIICHUN, B 3-ITHEBHBIN
CpOK 117151 GOPMHUPOBAHMSI UX B JIEA.

8.2.7. Homep nema, B KOTOpO€ IOJDKEH OBITh MOIIIUT JOKYMEHT, OMPEIEseT
PYKOBOJMTENb CTPYKTYPHOTO TOApasfefieHuss © pabOTHUK, OTBETCTBEHHBIN 3a
JIEIOTIPOU3BOICTBO, B COOTBETCTBUU C HOMEHKJIATYpPOH JIEII.

8.2.8. Koutponb mpaBuibHOCTH (POPMUPOBAHUS, TMPOBEPKU HATUYHS W COCTOSIHUS
nen ocymiectsisiercs Y J{uA.

8.2.9. Ilpu ¢dopmupoBanumn Aen B CTPYKTYPHBIX MOJPA3ACICHUIX HEOOXOIUMO
COOJTIOIATh CIEMYIOIINE MPaBHUIa;

a) MOMEIIaTh B JIEJI0O TOJIBKO HWCITOJIHCHHBIC JOKYMEHTBHI, COOTBETCTBYIOIIHE ITO
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CBOEMY COJIEPKaHUIO 3ar0JIOBKY JieJia 10 HOMEHKJIATYPE;

0) moMemniaTh BMECTE€ BCE JOKYMEHTBI, OTHOCSIIHECS K Ppa3peleHruI0 OHOTO
BOIIPOCA;

B) MOMEIIATh NPUIJIOKEHUS BMECTE C OCHOBHBIMH JIOKYMEHTAMU;

I') TPYIIIAPOBATh B JEJIO JOKYMEHTHI OJTHOTO KaJEHAAPHOT0 rojaa (y4eOHoro rojaa —
JUIs1 y4eOHBIX TIO/Ipa3/iesICHUi ), 32 UCKIIIOUEHUEM NEPEXOIAIINX CT,;

1) pa3aeiabHO TPYNIUPOBATH B Jiesia IOKYMEHTHI IOCTOSIHHOTO M BPEMEHHBIX CPOKOB
XpaHEHUs;

€) BKJIFOYATh B JIEJIO MO OJHOMY 3K3EMIUISIPY KaXJ0Tr0 JOKYMEHTA;

K) IOMEMIaTh B JIET0 JOKYMEHT, MPAaBUILHO H TOJHOCTHIO O(GOPMIICHHBIN
(umeromuii He0OXO0IUMbIE PEKBU3UTHI);

3) moMmemaTh B jAena (akcorpaMMbl, TeJIerpamMMbl, Tele(OHOrpaMMbl Ha OOIIHUX
OCHOBAHMUSIX;

1) B JI€JI0 HE JOJKHBI MOMEIIATHCS JOKYMEHTHI, MOJIeKaIIie BO3BpATY, JIUIIHUE
AK3EMILISIPhI, YePHOBUKH (32 UCKIIFOYEHUEM 0CO00 1IEHHBIX);

K) 0 00BEMY JIeTI0 HE JIOJDKHO MpeBbImarh 250 JTUCTOB NpH TOJIIIMHE HE Oosee 4
cM (TOoMNIIMHA JIe] cOo cpokamu XpaHeHus 1o 10 jmer He momkHa npesbimath 10 cm). [pu
MPEBBIIICHUN TAHHOTO 00beMa 3aBOAUTCS BTOPO ToM. [Ipu HalMuuu B Jejie HECKOIbKUX
TOMOB (4acTeil) Homep (MHIEKC) M 3aroJOBOK Jiela MPOCTABISIOTCS Ha KaXXJIOM TOME C
noOasinenueM «T.1», «T.2» u 1.1.

8.2.10. JlokyMeHTbI BHYTpH JieJia PacoaratoTCsi CBEpXy BHU3 B XPOHOJIOTUUYECKOH,
BOITPOCHO-JIOTMYECKOM MOCIEA0BATEIbHOCTH UM UX COUYECTAHUHU.

8.2.11. PacniopsinutenbHble JOKYMEHTHI TPYNIUPYIOTCS B Jelia IO BUIAM U
XPOHOJIOTUM C OTHOCSIIIUMHUCS K HHUM MPUIOKEHUSMU. J[OKYMEHTBI — OCHOBAHUS K
pacrnopsauTENbHBIM JOKYMEHTAM BKIIFOYAIOTCS B OTAEJIBHOE JIETIO.

[Ipuka3bl MO0 OCHOBHOM JEATEIIBHOCTH TPYNIUPYIOTCA OTIEIBbHO OT MPHUKA30B IO
JUYHOMY COCTaBY M MPUKA30B MO aIMUHUCTPATUBHO-XO35ICTBEHHOU €SI TEbHOCTH.

[IpaBuia, MONOKEHUS, UHCTPYKIMU W JPYTHE JIOKAJIbHbIE HOPMATHUBHBIE AKThI,
YTBEPAKIACHHBIE PACIIOPSAIUTEIbHBIMU TOKYMEHTAMU, SIBJISIOTCS MPUIIOKEHUSIMH K HUM U
TPYNIUPYIOTCS BMECTE C YKa3aHHBIMU JOKyMeHTaMmH. [Ipuioxenus: oobemom cBbite 250
JIUCTOB COCTABJISIIOT OTACBHBIN TOM, O YEM B IOKYMEHTE JEJIaeTCsl OTMETKA.

LlenecooOpa3zHo mpu OoyibIIMX 00bEMaX JIOKYMEHTOB MpHUKa3bl IO JUYHOMY
COCTaBY, Kacarolllecsl pa3JIMuHbIX CTOPOH JACSATEILHOCTH (IIpUeM Ha paboTy, YBOJILHEHHUE,
nepeMeIeHre, KOMaHIMPOBKH U T.J.) TPYIIUPOBATH B OT/ACJIbHBIC JIeTa.

8.2.12. B otnenpHbIe Jiefia IO XPOHOJIOTHUH, B 3aBUCUMOCTH OT BUJIa JOKYMEHTOB,
bopMUPYIOTCS KOMUM MPUHATHIX (heiepaabHbIX 3aKOHOB, akToB [Ipe3unenta Poccuiickoi
O®enepaunu, aktoB IIpaBurenscrBa Poccuiickon @enepanuu.

8.2.13. JIokyMeHTBI K 3aceaHusiM (COBELIAHUSIM) TPYIIIUPYIOT B OTACIBHOE JEJ0,
KaK ¥ MIPUJIOKEHUS K MPOTOKOJIaM, €CJIM OHH CoJiepkKaT OoJiee 25 CTpaHHuII.

[IpoTokonbl B nene pacrnojiaraloTcsi B XPOHOJIOTHYECKOM TMOPSJIKE MO0 HOMEpaM.
JIOKyMEHTBI K MPOTOKOJaM, CTPYIIIUPOBAHHBIC B OTJIEIbHBIC JI€]Ia, CUCTEMATU3UPYIOTCS
10 HOMEpPaM IPOTOKOJIOB.

8.2.14. YTBepK/I€HHbIC TUIaHBI, OTYETHI, CMETHI, JIUMHUTHI, TUTYJbHbIC CIUCKH U



108

ApyTHe JOKYMEHTBI TPYIIHUPYIOTCS OTACIBLHO OT MPOESKTOB.

[InanoBast M OTYETHAS] MOKyMEHTAIMs (TUIAHBI, OTYETHI, 3aABKU, CMETHI, PacUeThI)
MMOMEIIAIOTCSA B JieJa TOrO rojia, K KOTOPOMY OHAa OTHOCHTCSI TI0O CBOEMY COJIEPIKaHHUIO,
HE3aBHUCHUMO OT BPEMEHHM €€ COCTABJICHHS WJIW JaThl MOCTYIUICHHS, HapuMep, OTYET 3a
2020 rox 6yzaet coctasier B 2021 roxay, Ho momemaercs B aeno 2020 roga. U, Haobopor,
miad Ha 2021 tox cocraBmsercs B 2020 romy, a momemaercs B neno 2021 ropa.
[TepcrieKTUBHBIC TITIAHBI JOJDKHBI OBITH OTHECEHBI K TOJTY MX YTBEP)KICHHUS.

8.2.15. JIoKkyMeHTHI B TMYHBIX JIEJIaX pacHoJaratoTcs Mo Mepe UX MOCTYIUICHHUS.

8.2.16. IlpennoxkeHusi, 3asBICHUS € SKAJOOBl TpaKJaH IO BOMpPOCaM pPadOTHI
OUHYHHBEPCUTETA W BCE JOKYMEHTHI 10 WX PACCMOTPEHHIO W  HWCIIOJHCHHIO
TPYIIUPYIOTCS OTICIBHO OT 3asABJICHHUN TPakK/IaH Mo JIMYHBIM BOIIPOCAM.

8.2.17. Ilepenmcka rpynmupyeTcs, Kak MPaBUiio, 3a MEPUOa KaJeHIAPHOTO Toaa U
CHUCTEMATHU3UPYETCS B  XPOHOJIOTHUECKOW  IOCJIEIOBATCILHOCTH; JOKYMEHT-OTBET
MOMEIIAeTCsl 32 JOKYMEHTOM-3alpOCOM. XPOHOJOTHSI COOJIFOAAETCS MO MHUIIMATUBHBIM
nokymeHTaM. [Ipu BO30OHOBICHUH TIEPETIMCKH IO OIMPEACIICHHOMY BOTIPOCY, HadaBIIICHCs
B MPEABIAYIIEM TOJy, TOKYMEHTHI BKJIOYAIOTCS B JIENIO TEKYIIEro roja ¢ yKa3aHUEM
MHJIEKCa Jiesa MPpebIIyIIero roja.

8.2.18. Kaprouku-cripaBku 1o 3apabOTHOM Tuiate paOOTHUKOB TPYNIHUPYIOTCS B
OTJICTIbHBIC JIeJIa M PACIIONIaraloTcs B HUX 10 aipaBuUTy.

8.2.19. 3akoHuYEHHbIE JEI0NPOU3BOACTBOM AIEKTPOHHBIE JOKYMEHTBI
dbopmupytoTcs B naena (Manku, TUPEKTOPUHU) B COOTBETCTBUU C HOMEHKIIATYpOH Jiel
OUHYHUBEPCUTETA, OTAEIBHO OT JOKYMEHTOB Ha OYMa)KHBIX HOCHUTENSIX, Ha >KECTKOM
JIUCKE CIICIIUANIbHO BBIJIEIEHHOTO KOMIIBIOTEPA.

8.2.20. PykoBoauTENN CTPYKTYPHBIX TOJIpa3/ieJICHU U paOOTHUKHU, OTBETCTBEHHBIE
3a JIeJIOMPOU3BOJICTBO, 00s3aHBI 00ECTIEUNBATh COXPAHHOCTH JJOKYMEHTOB U JIE.

8.2.21. Jlna obecnieyeHus: COXpPAaHHOCTH U y4ueTa IOKYMEHTOB U JIeJl, JOCTYIa K HUM
IIPOBOJIUTCST KOMITJIEKC PaboT:

a) CO3IaHNE ONTUMAIBHBIX TEXHUUYECKUX ((DU3UYECKUX) VYCIOBUM XpaHEHUS
JIOKyMEHTOB U JIET;

Jlena pa3meniaroT B pabouMx KOMHATaX WJIM CIHEIUATIbHO OTBEICHHBIX I ITOMN
e TOMENICHUAX B 3amuparomuecs: mkadbl, ceidbl U T.M., YTOOBl O0ECHEeUYUTh UX
COXPaHHOCTh M 3AIIUTY OT BO3JCHCTBUS MBI U COJTHEYHOTO CBETA.

0) pa3meleHue Jed;

Jlema B mikadax st X ydera M OBICTPOTO MOMCKA PACIIONIATAIOTCS BEPTHKAIBHO,
KOpEIIKaMU Hapy)Xy M B COOTBETCTBHM C HOMEHKIaTypou aei. HoMeHkmarypa nen wiu
BBINIMCKA W3 HEEe MOMeIIaeTcs Ha BHyTpeHHel cTtopoHe mkada. [Ipu moncke kakoro-mmuoo
JOKyMEHTa BHaJaje CJeAyeT HaWTH B HOMEHKJIATYpE JeJl HYXXKHBIM 3aroJIoOBOK Jeja, a
3aTeM I10 UHICKCY JieJla — COOTBETCTBYIONTYIO TANKY Ha TOJIKE.

Ha xopernkax 00J105keK 7€l 0053aTeIbHO YKa3bIBAIOTCS WHIEKCHI 10 HOMEHKJIATYpe
nen. J{ns obecrieueHust ONIEPaTHBHOTO TIOMCKA HA KOPEIIKax 00JI0KEeK JIeIT MO HHIeKCaMHU
JOTIOJTHUTEIPHO YKa3bIBAIOTCS 3ar0JIOBKH JICIT.

Jlnst ynoOcTBa BeICHHS Jiella B TEKYIIEM JCIIONPOU3BOICTBE HA JIUIIEBYIO CTOPOHY
OOJIOKKH TTallKu TTOMEIIAETCS JINCT C PEKBU3UTAMH OOJIOKKH Jieia, O(hOPMIICHHBIH I10
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yCcTaHOBJICHHOM opme (mpuoxerue Ne 29).

B) IIPOBEpPKa HATMYHUS U COCTOSIHHSI IOKYMEHTOB U JICT;

Hlena moxymeHTanbHOTO (oHma DUHYHHUBEPCUTETA, HAXOMSIIUECS HA TEKYIEM
XPaHCHHUH TIOJICKAT yUETy.

[Tepuonuueckn, Kak MpaBWIO, MEpes Mepenadeii B apXuB, MPOBOJUTCS MPOBEPKa
HAJIUYHs ¥ COCTOSTHUS IOKYMEHTOB | JICJT B IEJISAX YCTAHOBJICHHS (DAKTUIECKOTO HATTUIMS
JIT U COOTBETCTBUS UX KOJIMUECTBY, YACIAIIEMYCS TI0O HOMEHKIIATYpe Je.

[IpoBepka Hamu4Wsi W COCTOSIHUS JOKYMEHTOB U J€J TIPOBOJUTCS TPHU
MepeMeNnIeHNN JIeJl, TPHU BO3BpaTe e, MNPH CMEHE PYKOBOIAUTENS CTPYKTYPHOTO
MOApA3ICNCHUs, MPU pPEOpPraHM3aluu W JHUKBHUAANMM OWHYHUBEPCUTETa WJIA €T0
CTPYKTYPHOTO MOAPA3ICICHHUS.

[IpoBepka Hamu4usi MPOBOIUTCS ITyTEM CBEPKU CTAaTed HOMEHKJIATYPHI T C
OMHCaHWeM JeNl Ha OOJOXKe, a (PU3UYECKOe COCTOSHHE e OMpeeNsieTcs MyTeM HuX
BH3YaJIbHOTO MTPOCMOTPA.

Bce oOHapyxeHHBIC HENOCTAaTKH (UKCHPYIOTCS B aKTe MPOBEPKH HAIWUYHSI U
COCTOSIHUSI JIETI.

B ciyyae yTparbl JOKyMEHTOB U Jie] IIPOBOJUTCS CIy:KEOHOE pacciieioBaHue, 10
pe3ynbTaTaM KOTOpPOro JIMIIO, BHHOBHOE€ B YyTpaTe€ HECET OTBETCTBEHHOCTh B
YCTaHOBJICHHOM TOPSIJIKE.

T') COOJIIO/ICHHE TTOPSAKA BbIAAUU JEI.

Boimaya nen qpyrum CTpyKTYpPHBIM MOJPa3IeICHUsIM MPOU3BOUTCS C pa3perieHus
pEeKTOpa WM JIOJDKHOCTHOTO JIMIIa M3 cocTaBa Pekropara, KOOPIMHUPYIOIIETO paboTy
CTPYKTYPHOTO MOIpa3CICHHUS.

Boimaua gen paboTHUKaM  CTPYKTYPHBIX — TOJApa3ieNeHud  ais  paldoThl
OCYIIECTBJISIETCS TIOJT PACITUCKY.

Ha BbimanHOe pAemo 3aBOJIMTCA KapTa-3aMECTUTENb, TMOMEIlaeMas Ha MECTO
BBIJIAHHOTO Jiesia. B He#l ykas3bIBaeTCsl CTPYKTYpHOE MOpa3zesieHne, UHACKC Jea, AaTa
€ro BbIJIaud, KOMY BBIJIaHO, JlaTa €ro BO3BpAICHHUS, MPEAyCMaTpUBAIOTCS Tpadbl s
PACIUCOK B TIOJIYYCHHUH U TPUEME Jiea.

Jlena BbIJAIOTCS BO BPEMEHHOE TIOJb30BaHUE PAOOTHUKAM CTPYKTYPHBIX
noJipa3fielieHuii Ha CpPOK He Oojiee OJHOTO Mecsia M TOCEe €ro MCTEUEHHUs MOAJIeKar
BO3BparTy.

['ocynapcTBeHHBIM OpraHaM W MHBIM OPTaHHW3AIUSM JIeJIa BBIIAIOTCS Ha OCHOBAaHUHU
WX MMICBMEHHBIX 3aIPOCOB C Pa3pelIeHUsT PEKTOPa MO aKTaM.

Ecnu otnenpHBIC TOKYMEHTHI, YKE BKIIFOUCHHBIC B JICJI0, HAXOAIICECS Ha TEKYIEM
XpaHCHHH B CTPYKTYPHOM TOJpa3/eICHIH, BPEMEHHO TpeOyeTcss paOOTHUKY, OHH MOTYT
OBITH BBIJAHBI W3 Jieja paOOTHUKOM, OTBETCTBECHHBIM 3a JICJONPOM3BOJICTBO, a HA WX
MECTO BKJIQJBIBACTCS JTUCT-3aMECTUTENb, C YKa3aHUEM — KOTJa, KOMYy M Ha KakKOW CpOK
BBIIaH IOKYMEHT.

W3bsiTHiE NMOKYMEHTOB W3 JIeJ TIOCTOSHHOTO CpOKa XPaHCHHs JIONMYCKAeTCs B
UCKITIOUMTEIBHBIX CIIydasX W IMPOM3BOIUTCS C pa3pelicHHs PEKTOpa C OCTaBJICHHEM B
JieJie 3aBEPECHHOM KOIMH JJOKYMEHTA M aKTa O MPUYMHAX BBIJAYM IO THHHUKA.
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8.3. [loaroroBka JOKYMEHTOB U JIeJ K Iepelaue Ha apXUBHOE XpaHEHHUE

8.3.1. lna xpanenus nokymeHToB ApxuBHoro (onma Poccuiickoii denepanumu,
OTHOCSIIUXCSI K TOCYIapCTBEHHON COOCTBEHHOCTH, TOKYMEHTOB BpeMEHHOTO (cBbImie 10
JIET) CpOKa XPaHEHHWsI, COCTABJISIIOIIMX JOKYMEHTaIbHbIM (DOHJ OpraHu3alluu, a TaKKe
JIOKYMEHTOB MO JJUYHOMY COCTaBy, UX y4€Ta, MUCIOJb30BaHUS, OTOOpAa U MOATOTOBKHU K
mepefadye Ha rocyJapcTBEHHOe XxpaHeHue DHUHYHHBEpCHTET 0OpasyeT apXuB
OunyHuBepcutera, punuansl GuHyHUBEPCUTETA 00Pa3yIOT apXUBbI (DUITHATIOB.

8.3.2. JIokyMeHTBI OuHYHUBEPCUTETA ABJISIIOTCS roCyJ1apCTBEHHOM
COOCTBEHHOCTBIO.

JoxymeHTsl OUHYHUBEPCUTETA MOAJIEKAT 0053aTEIbHON Mepeaye Ha TOCTOSHHOE
xpanenue ['BY «III'A MockBbl», kak yactb ApxuBHoro ¢onaa Poccuiickoii denepanuu,
NOCJI€ TPOBEACHUSI SKCIEPTU3bl LIEHHOCTH B MOPSAKE, YCTAaHOBICHHOM dDenepalibHbIM
APXUBHBIM ar€HTCTBOM.

[Ipyn HanM4YMM BO3MOMXHOCTH TOCYHAPCTBEHHBIX apXUBOB IO MECTY HAXOXICHUS
bunuanoB MPUHATH JOKYMEHTHI GuinanoB OUHYHUBEPCUTETA, JOKYMEHTHI ITOCTOSTHHOTO
CPOKa XpAaHEHUs IMEpENalOTCi B TOCYJAPCTBEHHBIE AaPXMBBI, II0CIE IPOBEACHUS
JKCIIEPTHU3bl HMX IEHHOCTH B TOPSAKE, YCTAaHOBIECHHOM {DenepaibHbIM apXUBHBIM
areHTCTBOM.

[Ipu oTcyTCTBHM BO3MOKHOCTH FOCYAAPCTBEHHBIX apXUBOB MO MECTY HAXOXKICHUS
buaranoB NpUHATH JOKYMEHTHI (pryinanoB OUHYHUBEPCUTETA, JOKYMEHTHI TOCTOSITHHOTO
CpOKa XpaHEHHUs U IO JIMYHOMY COCTaBY XPaHSTCS HEMOCPEJICTBEHHO B apxuBe (uiuana
no gnukBupanmu Quimana. B cioywae nukBuganuu - ¢unuana  DUHYHUBEpPCUTETA
JOKYMEHTBl IIOCTOSIHHOI'O CpOKa XpaHEHHUsS MEPEeJaloTCd Ha XpaHEHHWE B aApXHUB
@OUHYHUBEPCUTETA, JOKYMEHTBHl II0 JIMYHOMY COCTaBy IIEPENAIOTCS B AaApXUB WIIH
CTPYKTYPHBIE MOAPA3ACIICHUS 110 TPUHALIICKHOCTH.

8.3.3. IloarotoBka JOKYMEHTOB K IEpeAadye Ha apXMBHOE XPAHCHUE BKIIIOYAET B
ce0s1 paboOTy OTBETCTBEHHBIX 3a JEJIONPOM3BOJICTBO IO MPOBEICHHUIO HKCIEPTU3bI
LIEHHOCTH JOKYMEHTOB, O(OPMJIEHUIO JI€1 W COCTaBJIECHUIO OIHCEH, a TaKxke
METOINYECKYI0 TOMOIb apxuBa u JK.

8.4. DxcnepTrsa HEHHOCTH JOKYMEHTOB

8.4.1. DkcniepTh3a IMEHHOCTH JOKYMEeHTOB B duHyHuUBepcuTeTe Ha CTaIuu
JeJIONPON3BOACTBA MPOBOJUTCS: MPH COCTAaBICHUM HOMEHKJIATYpbl J€JI; B IpOILECCe
(dopMupoBaHus Je1 U MPOBEPKE MPABHIBHOCTH OTHECEHHs JOKYMEHTOB K JelaM; MpHu
MOJIFOTOBKE JIeJT K Mepelaye B apXUB.

8.4.2. lna opraHu3aiMyd W IMPOBEIEHUS SKCIEPTH3bl IIEHHOCTH JOKYMEHTOB
OuUHYHUBEPCHUTETA CO3/IAETCS TMOCTOSHHO ACWCTBYIOIIAs JKcrepTHas kKomuccus — K
@UHYHUBEPCUTETA, COCTAB KOTOPOU YTBEPKAACTCS IPUKA30M PEKTOPA.

Jlis opraHu3anuu ¥ TPOBEICHHS AKCIEPTHU3bI IIEHHOCTH JOKYMEHTOB (DHUIHAIOB
OUHYHUBEPCUTETA CO3/1aeTCs TOCTOSHHO ACHCTBYIONIUE JKCTIEepTHbIe Komuccuu — K
¢unmmanoB OUHYHUBEPCUTETA, COCTABBI KOTOPHIX YTBEPKAAIOTCS MPUKA3aMU JUPEKTOPOB
bunmnanos.
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8.4.3. ®yuknun u mpaBa DK, a Taxke opraHuzaius ee pabOThl OMPEACIISIOTCS
MTOJIOKEHUEM.

[Tonoxxenne 06 DK @dunyHuUBEepcHTETa YTBEPKIACTCS PEKTOPOM, TMOJIOKEHHUS 00
OK ¢unuanoB yrBepKAar0TCs TUPEKTOpaMu (GUIHATIOB.

8.4.4. DxcniepTH3a IIECHHOCTH JOKYMEHTOB IOCTOSSHHOTO M BPEMEHHOTO XpaHEHHS
OCYULIECTBJISIETCS. B TE€YEHUE Tofa B CTPYKTYPHBIX mHonpasieneHusix duHyHuBepcurera
pabOTHUKOM  OTBETCTBEHHBIM 3a  JIEJIONMPOM3BOJACTBO coBMecTHO ¢ OK  mon
HETNOCPEICTBEHHBIM METOAMYECKUM PYKOBOICTBOM apXHBa.

8.4.5. Ilpu npoBeeHNH 3KCIEPTU3bI LIEHHOCTH JOKYMEHTOB OCYILECTBIISETCS] OTOOP
JieJl MOCTOSIHHOTO M BpeMeHHoro (cBeimie 10 7eT) XpaHeHus uisl mepeAadyd B apXuB
@dunHyHuBepcuTeTa Wi (uianana; oroop Aed ¢ BPEMEHHBIMU CPOKAMU XPAHEHUS U C
nomeTtkon «Jlo MuHOBaHMA HaAOOHOCTH», «Jl0 3aMeHbl HOBBIMHUY», MOIJIEKALUX
JaJIbHEHIIIEMY XPAaHEHHUIO B CTPYKTYPHBIX MOAPA3JIECICHUSX; BbIICICHUE K YHUUTOKEHUIO
JIeJ1 3a MPEbIIYIINE TObl, CPOKH XPaHEHHUS! KOTOPBIX UCTEKIIN.

8.4.6. OTO0p MOKYMEHTOB Jis MOCTOSIHHOTO XpPaHEHHs MPOBOJUTCS HA OCHOBAHUHU
3aKOHOAATEIbHBIX W WHBIX HOPMATHBHBIX IPAaBOBBIX akTOB Poccuiickont denepanmu,
MEpEeYHE JOKYMEHTOB C YKa3aHHEM CpPOKOB HMX XpaHEHUS M HOMEHKIATYpbl €]l
OUHYHUBEPCUTETA ITyTEM MOJIMUCTHOTO TPOCMOTpa JIEd.

B nenax mOCTOSIHHOrO XpaHEHHWs MOJIEKAT H3BATHIO AYOIETHBIE SK3EMILISPHI
JOKYMEHTOB, YEPHOBUKH, HEO(POPMIIEHHBbIE KOMHH JOKYMEHTOB M HE OTHOCAILMECA K
BOIIPOCY TOKYMEHTHI C BPEMEHHBIMHA CPOKAaMU XPaHEHHS.

8.4.7. Ilo pe3ynpraTaM 3KCHEPTU3bl LIEHHOCTU JOKYMEHTOB COCTaBIISIOTCS OIMUCH
JIeJl TIOCTOSIHHOTO, BpeMeHHoro (cBbimie 10 jieT) XpaHeHHs M MO JUYHOMY COCTaBy, a
TAK)X€ aKThl O BBIICJICHUU JOKYMEHTOB M €1 C UCTEKIIMMH CPOKAMHM XPAaHECHMs WIIU
YTPaTUBIIMMHU NIPAKTHYECKOE 3HAYEHHE K YHUUYTOKEHHUIO.

8.5. CocraBiieHHE ONMMUCEH 1€ ITOCTOSHHOTO,
BpeMeHHOTO (cBbIte 10 1eT) XpaHeHUs U 10 JIMYHOMY COCTaBY

8.5.1. OtnenpHass ommch JedM  TPEACTABISICT COOOW TEpPedeHb Jen ¢
CaMOCTOSTENIbHOM  BaJoOBOM  (MOPSAAKOBOM) 3aKOHYEHHOW Hymepauueir. (OcHOBOMI
COCTAaBJICHMSI OIUCEN Je SABJISIETCS] HOMEHKIIATypa JIedl.

8.5.2. Oncu COCTaBISAIOTCSA OTHAEIBHO Ha JieJla TIOCTOSIHHOTO XpaHCHHS; Jelia
BpeMeHHOro (cBbiiie 10 jieT) XpaHeHus; JIea 1o JIMYHOMY cocTaBy. Ha niena BpeMeHHOro
(10 10 neT) XxpaHeHHUs] ONTUCHU HE COCTABJISIOTCSL.

8.5.3. B ®unyHuBepcuTeTe B KAKJIOM CTPYKTYPHOM TOJIpa3AiesieHUH ONKCH Ha Jieja
ITOCTOSIHHOTO XPaHEHUSI COCTABJISIIOTCS €KEr0JTHO MOJT HEITOCPEICTBEHHBIM METOINYECKUM
PYKOBOJICTBOM apXHBa.

8.5.4. Onucu f1en, MOATOTOBIIEHHBIE CTPYKTYPHBIMU MOJAPA3JIECICHUSMHU, CIIyXkKaT
OCHOBOW U1l TIOATOTOBKM CBOJHOM omucu aen PHUHAHCOBOIO YHUBEPCUTETA, KOTOPYIO
TOTOBUT apXHB U MO KOTOPOM OH CHIAET Jiejia Ha TocygapcTBeHHoe XxpaHeHnue B [ bBY «LI'A
MocCKBBD.

8.5.5. Onucu fen CTPYKTYPHBIX MOAPA3ACICHUI COCTaBISIOTCS MO YCTAaHOBJICHHOM
(dopMe U MpeAOCTaBIISAIOTCS B apXUB MPHU NIEepeiaye Aell.
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Onucu Jien CTPYKTYPHBIX MOApa3AeieHuid opOpMIISIIOTCS Ha CTaHAAPTHBIX JINCTAX
oymaru popmara A4 (mpuosxkenue Ne 30).

CBopnHas onuch nen OuHAHCOBOrO YHUBEpPCUTETa 0(DOPMIISIETCS] Ha YTBEPKIECHHOM
obmem yrimoBoMm Omanke OunyHuBepcutera (mpuiokenme Ne 31). Vmorpebienue
0JIAaHKOB TIPOM3BOJILHOM (POPMEI 3aIIPEIIAcTCS.

8.5.6. B ommcsax men ykaspiBaeTCs TOJIHOE IEUCTBUTENBbHOE (0€3 COKpalieHu)
HAaMEHOBAaHHE CTPYKTYPHOTO TMOAPA3ACIICHUs, KOTOPOE BEJIO Jella W 3aKOHYWIO HX
JIEJIONPOU3BOACTBOM. B citydasix, Korja CTpyKTypHOE Mopa3jiesiecHue B TeUeHUE NepHo/ia,
3a KOTOpBIM BHOCSTCS Jiela B OMNHUCh, OBLIO MEPEeUMEHOBAHO (IpeoOpa3oBaHO), MO
PEKHUM HAMMEHOBAHUEM MHIIETCS] €T0 HOBOE HAMMEHOBAHMUE.

8.5.7. OnucarenpHas CTaThd ONUCH JEJI CTPYKTYPHOTO TOJpa3/iejeHUs] HUMeEeT
CJIEIYIOILIUE DIIEMEHTHI:

a) OPSIIKOBBIN HOMED Jieia (ToMa, YacTH) IO OIHCH;

0) uHJeKC Aena (ToMa, 4acTH),

B) 3aroJIOBOK Jiefia (Toma, 4acTH);

r) nata jena (Toma, 4acTH);

1) KOJIMYECTBO JIUCTOB B Jiejie (TOME, YaCTH);

€) CPOK XpaHEHHUS Jena.

8.5.8. IIpu cocTaBiaeHnn onucHu Jiej COOIIOIAI0TCS CIICIYIOMNE TPEOOBAHUS:

a) 3arOJIOBKM JI€JI BHOCSTCS B ONUCh B COOTBETCTBUM C TMPUHATONM CXEMOM
CUCTEMATHU3AIMN Ha OCHOBE HOMEHKJIATYPHI JIET;

0) KakJ10€ JEJI0 BHOCUTCS B OIMHCH MOJT CAMOCTOSITEIHHBIM MOPSAKOBEIM HOMEPOM
(ecyu 1e710 COCTOUT U3 HECKOJIBKUX TOMOB (YacTeil), TO Kax bl TOM (4acTh), B TOM YHCIIE
c(hOpMHPOBAaHHOE B OTIEILHBIM TOM TPHWIOKCHHE K €Ty, BHOCHTCS B OITUCH IO
CaMOCTOSTEIbHBIM HOMEPOM;

B) TIOPSJIOK HyMEPAIIMH JIS] B OTIMCH — BaJIOBBIH;

r) rpadgpl OMHCH 3aMOJHSIIOTCS B TOYHOM COOTBETCTBHM C TEMH CBEICHUSMH,
KOTOPBIE BEIHECEHBI Ha TUTYJIBHBIN JIUCT JIeTIa;

1) TPY BHECEHUM B OMHUCH TOMAPS] JEN C OJMHAKOBBIMU 3aroJIOBKaMU MHUIIETCS
MTOJTHOCTBIO 3ar0JIOBOK TIEPBOTO JIejIa, & BCE OCTaJIbHBIC OJHOPOIHBIC Jeia 0003HAYAr0OTCS
cioBamu «To ey, MpU STOM JAPyTUE CBEACHUS O JieJiaX BHOCSTCS B OIKCH MOJTHOCTHIO (Ha
Ka)XJIOM HOBOM JIMCTE OIMCH 3ar0JI0OBOK BOCTIPOM3BOIUTCS MTOJTHOCTHIO);

€) MHOTOTOMHBIE JIeJla B OMHUCh BHOCSTCS IO TMOPSAKY HOMEPOB TOMOB. B sTom
CIydae B ONHUCH TMHIIETCS HAUMEHOBAHWUE TOJIBKO TIEPBOTO TOMA, a HAWMEHOBAHHUS BCEX
OCTAJILHBIX TOMOB, €CJIM OHHM TOMEIIEHbI Ha OJIHOM CTpaHMIle, 0003HAYAIOTCS CIOBAMU
«To xe». Ecnu ke HaMMEHOBaHUE MHOTOTOMHOTIO J€JIa TIEPEXOAUT HaA CIIEAYIOLIUM JIUCT,
TO HEOOXOJUMO 3arojIOBOK Jejia TMOBTOPHUTH IMOJHOCTHIO. [lpr BHECEHWHM B OMUCH
MOCJIEIHETO TOMa TOCJie HoMepa ToMa Jio0asisieTcs cioBo «Ilocaeauuiiy;

) B OMKMCH MEXAY HAaUMEHOBAHUSIMU (3aroJIOBKaMM) J1€J1 OCTaBJISETCS UHTEPBAJ HE
MeHee 1 cwM;

3) rpada ommcu «IIpuMeuanue» UCHONB3yeTCS IS OTMETOK O TIpHUEMe e,
OCOOEHHOCTSIX WX (PU3UYECKOTO COCTOSHHUA, O TepeAade ael JAPYTuM CTPYKTYPHBIM
MOIPA3AEIIEHUSAM CO CCBUIKOM HAa COOTBETCTBYIOIIMM AKT, O HAJTUYNUU KOTIUHU U T.II.

8.5.9. B xoHie ommcu BCien 3a MOCIEIHEH OIMCATEIbHOM CTaThbel enaeTcs
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UTOroBasi 3alKChb, B KOTOPOM yKa3biBaeTcs (UM@paMu U MNPONMCHIO) KOJIUYECTBO A€,
YUCISIIIMXCA T0 ONUCH, NEPBBIM M TOCIEOHUN HOMEpa JeNl IO OMNHCH, a TaKke
OrOBapUBAIOTCSI OCOOEHHOCTHM HyMeEpaluu Jied1 B ONUCU (JUTEpHblE HOMeEpa H
MPOITYLIEHHBIE HOMEPA).

8.5.10. Omnuce aen CTpyKTYpHOrO MOAPA3ACICHUS MOANUCHIBAETCS COCTABUTENEM C
yYKa3aHUEM  €ro  JOJDKHOCTH,  YTBEPXKIAETCS  PYKOBOJIUTEIEM  CTPYKTYPHOIO
HOJpa3esieHus], a TAK)KE COIVIACOBBIBAETCS ¢ HAYaJIbHUKOM Y JIuA.

8.5.11. Omuck nen CTpyKTypHOro nojpasaeiacHuss OuHyHUBEPCUTETa COCTABISETCS
B JIByX JK3EMIUIIpaxX, OAMH U3 KOTOPBIX OCTAETCS BMECTE C JE€JIaMU B apXMBE, a BTOPOM
OCTaeTCsl B KAYECTBE KOHTPOJIBHOIO AK3EMIUISIpA B CTPYKTYPHOM MOApa3AesiecHud. B apxuB
TaK)Ke MEpPeNaeTcs Mo SK3EMIUIAPY ONUCEH JIed B JIEKTPOHHOM BHUJE B PEIAKTUPYEMOM
dbopmare.

8.6. OdopmiteHre nen s epeiavu Ha apXUBHOE XpPaHCHHE

8.6.1. [lo 3aBepiieHMH JAETOMPOHW3BOACTBEHHOTO ToJa M IO pe3ylbTaTaM
HKCIIEPTHU3BI IEHHOCTHU JTOKYMEHTOB Jiesia OUHYHUBEPCUTETA MOIJIEKAT OPOPMIICHHIO.

Odopmnenue nena — TNOArOTOBKA Jella K XPaHEHUI0O B COOTBETCTBUU C
YCTaHOBJICHHBIMU TTPaBUJIAMHU.

8.6.2. Opopmrnenne gen  nOpoBOAUTCS  PaOOTHUKOM, OTBETCTBEHHBIM  3a
J€JIONPOU3BOACTBO B CTPYKTYPHOM MOJPA3AEICHUH, IPU METOINYECKON MOMOIIU U TOA
KOHTPOJIEM apXHUBa.

Heodopminennble wuim  HenmpaBWiIbHO O(OpPMIIEHHBIE Ji€jla  BO3BpALIAOTCS
WCTIOJTHUTEIIO Ha I0paboTKYy.

8.6.3. B 3aBHCHMOCTH OT CPOKOB XpaHEHHsI MPOBOAUTCS IMOJHOE WJIA YaCTHUYHOE
odopmiIeHUE ACI.

YactuuHoMy 0(pOPMIIEHUIO MOAJIEKAT Jiesia BpeMeHHOTo (10 10 JeT BKIIFOUUTETBHO)
XpaHeHusl.

[TonHOMYy OopMIIEHUIO MOAJIEKAT AeJia MOCTOSIHHOTO, BpeMeHHOro (cBbiiie 10 ser)
XpaHEHUs U 10 JIMYHOMY COCTaBY.

8.6.4. [TonHoe odopmiieHre Aena NpeayCMaTprUBaET:

1. Odopmiienue 00,10:KKH /1eJ1a 0 YCTAHOBJIEHHOH dopMe.

OO6JI0XKKH JIe] ¢ TIOKYMEHTaMU, UCIIOJIHEHHBIMU Ha CTAHJAPTHBIX JIUCTAX, JTOJKHBI
uMeTh pasMepbl 229x324 M. OOIOXKKH JIeT ¢ JOKYMEHTaMH, W3TOTOBJIECHHBIMH Ha
HECTaHJAPTHHIX JIMCTAX, MOTYT UMETh Pa3Mephl, COOTBETCTBYIOIINE pa3MepaM MO IITUTHIX
B HUX JIUCTOB.

Hanmucu Ha 06510%kKax 7€ (TOMOB) CieAyeT BBINIOJIHSATh YEpHUIaAMH, pa300pUnBO,
6e3 cokpamenuii. O60)kka opopMIISIETCS Ha Kaxao0€ J1eJ0 (TOM, 4acTh) MOCTOSIHHOTO,
BpeMeHHOTO (cBbite 10 JieT) XpaHeHus U 10 JUYHOMY COCTaBY M MMEET YCTaHOBIICHHBIN
cOCTaB pEeKBU3HUTOB (mpuiioxeHue Ne 32):

a) HauMeHoBaHue OuHyHuBepcuTeTa (hoHI000pa30BaTENS);

HaumenoBanne DOUHYHHUBEPCUTETAa YKa3bIBACTCS IMOJHOCTHIO B COOTBETCTBHH C
yctaBoM DOUHYHUBEPCUTETAa, B HMMEHUTEIBHOM TAaJeXKe, C YKa3aHHEeM OQUIIHATHHO
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OPUHATOTO COKPAIIEHHOTO HAMMEHOBAHUS, KOTOPOE YKa3bIBae€TCsi B CKOOKax Ioclie
MTOJTHOTO HAUMEHOBAHMSI.

[Ipu w3meHeHnnn HanMeHoBaHUS @DUHYHHBEPCHUTETa B TEUCHHE IIEPUOJA,
OXBaTBHIBAEMOTO JTOKYMEHTAaMHU Jejla, WJIM TPU Tepenade Jena B APYyrod By3 (Ipyroe
CTPYKTYpHOE TMOJpa3JeieHne) Ha OOJIOKKE Jieja YKa3blBaeTCs HOBOE HaWMEHOBAHHE
OUHYHHBEPCUTETA, a TPESKHEE 3aKITF0UACTCS B CKOOKH.

HanmenoBanwus hoHm000pa3oBaTesiss MOKET MPOCTABIATHCS HA 00JI0KKE IIITAMITOM.

0) HaMMEHOBAaHME CTPYKTYPHOT'O MOIPA3/ICTICHUS;

HanMeHoBaHMe CTPYKTYpHOrO MOJpa3feieHHs] 3alHiChIBA€TCS B COOTBETCTBUU C
YTBEPKICHHOU CTPYKTYPOM.

[Ipu nu3MeHeH HAMMEHOBAHUS CTPYKTYPHOTO MO/Ipa3ieJieHusl B TEUCHUE MEPUOIa,
OXBaThIBAEMOI'0 JIOKYMEHTaMHU Jeja, WM TMpHU Tepenade Jena B APYyrod By3 (Ipyroe
CTPYKTYpPHOE TMOJpa3/elicHne) Ha OOJIOKKE Jejia YKa3bIBaeTCsi HOBOE HAMMEHOBaHUE
CTPYKTYPHOTO TOIpa3/IeICHHUS, a MPEKHEE 3aKIIF0YaeTCs B CKOOKH.

HanMeHoBaHMS CTPYKTYPHOTO MOIPA3ACICHIS MOXKET MPOCTABISITHCS HA OOJI0XKKE
IIITaMIIOM.

B) HOMEp (MHJIEKC) Jiena;

Homep nena — umdpoBoe oOo3HaueHue (MHIEKC) JAella MO0 HOMEHKIAType Ael
OUHYHUBEPCUTETA.

Homep nena MoXXeT NpOoCTaBIsATHCS Ha O0JI0KKE IITAMITOM.

B Tex ciydasx, Korjia J1IeJ0 COCTOUT M3 HECKOJbKUX TOMOB (YacTeil) Ha 00JIOXKKe
MIEPBOT0 TOMAa YKa3bIBAETCSI KOJMYECTBO TOMOB ATOTO JIela, a HA TOCIEAYIONINX TOMaX —
HOMEpP OYEPEeIHOr0 TOMa, Ha MOCJIEIHEM TOME TOCiie €ro HoMmepa J00aBIseTCs CIOBO
«ITocnenunit.

I') 3aroJI0BOK Jiea;

3aroyioBOK Jieja MepeHOCUTCSl U3 HOMEHKIIATYphI jies1 DUHYHUBEPCUTETA.

3aroyioBoK Jena JOJDKEH OBITh KPaTKUM W B TOXKE BPEMs TOJHO PacCKphIBATh
coJiepkaHUe TOIIMTHIX B HEM JOKyMEHTOB. Ecim HamMeHOBaHME Jiela HE PacKpbIBacT
colepKaHUE TOIIIUTHIX B HEM JOKYMEHTOB, COCTaBJISETCS HOBOE€ HAaWMEHOBAHHUE,
OTpaXkarolllee COJAEpKaHWE TMOAIIMUTBIX B JeJie JOKYMEHTOB, M OO0JOXKa Jena
nepeoopmisiercs. Ecnu neny Henb3s JaTh OJHO 0OIee KpaTKOoe HaWuMEHOBAHHE, TO
3aroJIOBOK COCTABIJISIETCSI ITyTeM OOOOIICHMS CXOJHBIX JOKYMCHTOB WIIA TIEPCUUCICHUS
HanOoJIee BaKHBIX.

B Tex ciywasx, korza €70 COCTOUT M3 HECKOJBKUX TOMOB (YacTeil) Ha 0OJIOXKKe
KaXXJI0OTO TOMa (4acTH) BBIHOCUTCSA OOIIMN 3arojIOBOK Jejia M 3arojIOBOK Ka)Joro Toma
(qactm).

1) nata nena (ToMa, 4acTH);

VYka3zbiBaeTcs To/1(bI) 3aBEICHHS 1 OKOHYAHUS Jiejia B IeTIOMPOU3BOJICTBE.

JlaToii nen, comepiKamux paclopsAUTENIbHYI0 TOKYMEHTAIMI0, a TaKkKe IS Je,
COCTOSIINX M3 HECKOJIBKUX TOMOB (YacTel), SBJISIFOTCS KpallHWE JaThl JOKYMEHTOB JIiela,
T.€. JaThl (YHUCIIO, MECSI], TOJ) PEruCcTpalu (COCTaBJIEHHUS) CaMOTO PAHHETO U CaMOro
MO3HETO JIOKYMEHTOB, BKJIIOYCHHBIX B jeio. JlaTo TpWIOKEHHS K eIy,
chOpMHUPOBAHHOMY B OTICIBHBIM TOM, SBISETCS JaTa PETHCTPAIlMd OCHOBHOTO
JTOKYMEHTa, MPUJIOKEHHE K KOTOPOMY IOMEIIEHO B 3TOT TOM. [Ipm 3TOM 4YHCIIO M TOJ
o0003HayaroTcs apabCkumu IudpamMu, Ha3BaHUE MECSIA MUIIETCS MOJTHOCTHIO CIIOBAMM.
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Ecnu B neno BKIIOYEHBI JOKYMEHTHI (IIPUIIOKEHUS U T.I.), IaThl KOTOPBIX BBIXOAT 32
KpaitHue aaThl Jena, TO Mo JaTaMH JieJia C HOBOM CTPOKH JiefiaeTcs 00 3TOM 3anuch: «B
JIeJie UMEIOTCA IOKYMEHTHI 32 ... ToA(bI)». JaThl Jema MOryT He yKa3bIBaThCsl HA OOJIOKKE
7ieN1, COAeprKalluX, HalpUMep, TOAOBBIE IJIAHbI M OTYETHI, TAK KaK OHHU OTPAKAIOTCS B
3aroJioBKax Jiedl.

s gen, copMUpPOBAaHHBIX U3 JOKYMEHTOB MO HOMUHAIBHOMY MPHU3HAKY, TO €CTh
[0 BHUJAM JIOKYMEHTOB (IIpUKa3bl, PacCHOpPSIKEHHs, aKThl M T.I.), aTOMl Hayaia Jena
ABJISIETCSL JaTa TOJIMUCAHUS WA YTBEPXKICHHS CaMOTO paHHEro JOKyMEHTa, a JaTou
OKOHYaHMSI — JaTa nmojanucanus (yTBep>KIeHuUs) caMOro MO3/JHEr0 T0KYMEHTA.

JlaToii nena, coaeprariero MpOTOKOJIbl 3aceaHul, SIBISAETCA JaTa YTBEPKIACHUS
(ecyii OHU YTBEPKIAIOTCA) UM COCTABIICHUS MEPBOTO U MOCIEIHEr0 MPOTOKOJIA.

Kpalinumu gatamu JJMYHOTO Jiena SIBISIOTCS AaThl MOAMUCAHUS IPUKA30B O IIpHEMe
U YBOJIbHEHUM JIMI]a, HA KOTOPOE OHO 3aBeieHO. B ciydae cmeptu sMila, Ha KOTOpPOE
3aBEACHO JEJI0, KOHEYHOM JaToil sBIAETCS JaTa JOKYMEHTa, HW3BEHIAIOUIEr0 O €ro
KOHUYMHE, WJIH 3aIIMCh 00 3TOM paOOTHHKA Y TIIpaBIECHUS KaIpOBOTO 00ECTICUEHUSI.

JUist nen, coneprKaliux NepenucKy, 1aToi Havyana Jiea siBJIsSeTcs JaTa MOCTYIICHUs
MEPBOT0 BXOJSLIEr0 WM JaTa MEePBOr0 MUCXOIAUIEr0 JOKYMEHTa, a JAaTOM OKOHYaHHUS —
JaTa camoro MO3JHEr0 BXOJSLIEr0 WM MCXOJSIIET0 JOKYMEHTAa HE3aBUCHMO OT MECTa
HAXOXKJEHUS UX B JIETE.

JlaTa nena MOKET MPOCTABIISITHCS HA O0JI0KKE IITAMITOM.

€) KOJINYECTBO JINCTOB B JIEJIE;

KonnuecTBo IMCTOB B JieN€ MPOCTaBIAETCS HA 00JI0KKE JieJla HAa OCHOBAaHUU JIMCTa-
3aBEPUTEIIS Jea.

) CPOK XpaHEHHUS JIeIa;

PexkBuszutr «Cpok XpaHeHUs Jeja» MEepeHOCUTCS Ha OOJOXKY Jena u3
COOTBETCTBYIOIIEH HOMEHKJIATYPBl JEJN IIOCIE CBEPKU €ro €O CPOKOM XpaHEHHS,
YKa3aHHbIM B IMIE€PEYHE THIOBBIX JOKYMEHTOB (IIpM BBEIECHUU B JIEHCTBHE HOBBIX
MEepeYHEN JTOKYMEHTOB CO CPOKaMU XpaHEHUs CTapble 3alliCU 3a4ePKUBAIOTCS, & CBEPXY
WM pAIOM TUIIYTCS HOBblE JaaHHble). Ha nenax MOCTOSIHHOrO XpaHEHWs MUIIETCS:
«XpaHUTh ITOCTOSTHHOY.

3) apXMBHBIN WKdp Aena;

ApxuBHbIi mMdp aena (CocTouT U3 HoMepa (poHIa, HOMEpa OMKUCH U HOMEpa Jiena
[0 ONHCH) Ha OOJIOKKAaxX JeJl IOCTOSIHHOTO XpaHEHUs TMPOCTABISETCI B apXuBe
OUHYHMBEPCUTETA YEPHUIIAMU TOJIBKO ITOCJIE BKJIFOUEHHS ITHX JI€JI B TOJOBBIE PA3EIIbI
CBOJIHBIX OoMHCeH, yTBepkIeHHBIX DK (110 3TOr0 OH MpOoCTaBIsAETCS KapaHIalioM).

Ha oOnoxkax pgen NOCTOSHHOTO XpaHEHUA TMPeayCcMaTpUBAEeTCd MECTO IS
HAaMMEHOBAHMS TOCYJapCTBEHHOTO apXuBa, B KOTOPBIA OyayT mepeaaBaTbes Jieia, KOJIOB
rocynapcTBeHHOro apxusa 1 @uHyHuBepcutera no O061epoccuiickoMy KiacCu(pUKaTopy
npeanpusatuil u opranuzanuii (OKIIO).

Odopmiienne 00J10kKeK e MOCTOSTHHOTO XPaHEHUS! OCYLIECTBISIETCS apXUBOM.

Odopmiienne 005105keK Aesl BpeMeHHOTo (cBoiiie 10 jeT) XxpaHeHHus U 1m0 JTUYHOMY
COCTaBY OCYILIECTBISIETCA CTPYKTYPHBIMHU TMOJPA3ACICHUSIMHU 1O MECTy (POopMUpOBaHUS
Jen.

2. O¢dopmiieHHE TUTYJIBHOIO JIUCTA.

TutyneHblil TUCT odopMIIIeTCsl Ha Kaxaoe neno (TOM, 4YacTh) MOCTOSIHHOTO,
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BpeMeHHOTO (cBbilie 10 JjieT) XpaHeHUs U MO JMYHOMY COCTaBYy UM HMMEET CJIEeAYIOLIUe
PEKBU3UTHI:

HalMEHOBAaHUE OpraHU3AIlNH,

HalMEHOBAHUE CTPYKTYPHOIO MMOpa3/ieNICHuUsI,

MHJIEKC JieJa 10 HOMEHKJIAType Ael,

HOMep ToMma (4acTH) NpHU HAIMYUH,

3aroJIOBOK Jiejia (ToMa, 4acTH),

nata (KpaiHHe 1aThl) Aena (ToMa, 4acTH).

Odopmienue TUTYJIbHBIX JIUCTOB OCYIIECTBIISIETCS CTPYKTYPHBIMU
noJipa3/ieJICHUSIMU IO MeCTy (hOPMUPOBAHUS JIETT.

3. Hymepanusi JIUCTOB B J1eJie.

B uensx obOecrniedeHHs COXpaHHOCTH M 3aKPEIUICHHS MOPSAKA PACIONIOKEHUS
JIOKyMEHTOB, BKJIOYEHHBIX B JI€JI0, BCE €ro JIMCThI, KPOME TUTYJBHOIO JIUCTA, JIKUCTA
3aBEpUTENsT M BHYTPEHHEW OMHUCH, HYyMEpYyIOTCs apaOCkumu nudpamMu, BaJIOBOU
HyMEpalueu.

JIucTtel HYMEpPYIOTCS MPOCTHIM KapaHJalloM CBEpXy BHHU3 B BO3pacTalolIEM
MOPSIKE HOMEPOB, HAUYUHAS CO BTOPOTO, T.K. MIEPBBIM SIBJISCTCS] TUTYJIbHBIN JIUCT.

Hudpel mpocTaBisilOTCS B NpPaBOM BepXHEM YIriay JUCTa, HE 3ajJeBas TEKCTa
JIOKYMEHTOB. JIUCThI BHYTpEHHEU ONMUCH HYMEPYIOTCSI OT/ACJIBHO.

UucTtele TUCTHI U3 Jella U3bIMAlOTCs (0€3 MOBPEXKIACHUS IEIOCTHOCTH JieNla) U
YHUYTOXKAIOTCA.

Cnoxennblii et Oombiioro ¢opmara (dbopmata A3, A2) pa3BopauuBaercs M
HyMepyeTCsi B IIpaBO yacTu BepxHero mojs jucrta. [lpu stom nucr nroboro ¢opmara,
MOJIIUTHIN 32 OIMH Kpail, HyMEpYIOTCSl KaK OJMH JIUCT. A JIUCT, CIIOKEHHBIA U MOIIUTHIN
3a CepenHy, MOJIKUT NEPEIINBKE U HYyMEPYETCS KaK OJIMH JIUCT.

JIuct c HarIyxo HaKJICCHHBIMU JOKyMeHTaMu (doTtorpadusiMu, BBIPE3KaMH,
BBITIUCKAMHU U JIp.) HyMEpYyeTCs KaK OJIUH JUCT. B HIbKHEN yacTu uiam Ha 000pOTe TaKOTro
JIMCTa JIeJIaeTCsl OMUCh HAKJIECHHBIX HAa HEro JI0OKyMEHTOB. Bo BHyTpeHHEW omucH u B
3aBEpPUTEIBLHON HAAMUCH B KOHIIE Jejia O TaKUX JIMCTaX JeNaeTcsi OrOBOPKa, HarpuMmep:
«Ha nucte 6 HakneeHo 5 ¢potorpaduii coraacHO ONMKUCH HA 00OPOTE JIUCTAY.

KapTbl 1 cxeMbl, CKJIEEHHbIC U3 HECKOJBKUX JINCTOB, HYMEPYIOTCS KaK OJIMH JIUCT.
Ha Takux nucrax Ha 000poTe WK CBOOOJHOM OT TEKCTa MECTE YKAa3bIBACTCS KOJIMUYECTBO
JMCTOB B CKJIeike. BO BHYTpEHHEN ONMCHU M B 3aBEPUTEIIBHOW HAAIMCU B KOHIIE JENa O
TaKuX JINCTAaX JIEJAETCs OroBopka, HarpuMep: «JIuct 7 — kapra-ckiuelika u3 10 1ucToBy.

Ecnu x nokyMeHTy (JIMCTY) TIOAKIICEHBI OJHUM KpaeM JPYTHue TOKYMEHTHI (BCTaBKU
TEKCTa, TEPEBOJbI, BBIPE3KH, CIPABKA W Jp.), TO KAXKABIA JTOKYMEHT HYyMepyercs
OT/ICJIBHO, OYEPEIHBIM MOPSTKOBBIM HOMEPOM.

JIucTel Aen, COCTOAIIMX W3 HECKOJBKHX TOMOB WM YacTe, HYMEpPYIOTCS IO
KaKJIOMY TOMY WX 9aCTH OTJEIbHO, HAYMHAS C TIEPBOTO.

doTtorpadun, YEPTEKU, AUATPAMMBI U JIPYTHUe ULTIOCTPATUBHBIC U crieliupUIecKue
JIOKYMEHTBI, TIPEACTABIAIONINE CaMOCTOSATENBbHBIM JIUCT B JieJie, HYMEpYyIOTCS Ha
000pPOTHOM CTOPOHE B JIEBOM BEPXHEM YTITY.

[ToammTeie B A0 KOHBEPTHI C BIOXKEHUSMH HYMEPYIOTCS: CHaudajia KOHBEPT, a
3aTe€M OYEpEIHBIM HOMEpPOM KaKJ0€ BJIOXKeHHE B KOHBepTe. HaumbOolsiee IeHHBIE B
UCTOPUYECKOM M XYJ0KECTBEHHOM OTHOIICHUW JIOKYMEHThI (YE€pTEKU, PYKOIUCH,
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rpaduka u T.J.) HE TOJIIIMBAIOTCS, a BKJIIbIBAIOTCS B KOHBEPTHI.

[lpunoxkenus K Jeny, TOCTYNUBIIME B TMeEperuiere, OQOPMIIOTCS  Kak
CaMOCTOSTENbHBII TOM U HyMEPYIOTCS OTAENBHO.

JIOKyMEHTBI C COOCTBEHHOW HyMepaIruei JUCTOB, B TOM YHCJIE MTeYaTHBIC U3/IaHUs,
HYMEpYIOTCS B O0IIIEM MOPSIKE.

Ecmu B mymepamum muctoB gomymeHo Oosee 10 ommbOOK, Bce €710 HYMEpPYIOT
3aHOBO. [Ipu 3TOM cTapsie HOMEpa 3aYEPKUBAOTCS OJHOM HAKJIOHHOM YE€pPTOW, U PSIIAOM
CTaBUTCSI HOMEP JIMCTA. B KOHIIE /eiia COCTaBIIAETCS HOBasl 3aBEPUTEIIbHASL HAAMUCH, IPH
ATOM CTapas 3aBEpUTEIIbHAS HAJIMCh 3aYEPKUBACTCA, HO COXpaHseTca B Aene. BHocsaTcs
TaK>K€ UCIIPABIICHUS BO BHYTPEHHIOK ONUCH, UJIM OIUCh COCTABIIIETCS 3aHOBO.

[Ipu HanMuuu OTAENBHBIX OMIMOOK B HyMEpalluu JIMCTOB B JiejaX MPHU MOJATOTOBKE
UX K cllaye B apXUB JIOMYCKAETCA MO COMIACOBAHMIO C HUM YMOTpeOJICHHUE JUTEPHBIX (C
OYKBEHHBIMU JIOMIOJIHEHUSIMU) HOMEPOB JIUCTOB.

4. CocTaBjieHHe JIHCTa-3aBepuTels aea (mpmwioxeHune Ne 33).

[locne 3aBepiieHHs HyMEpalMH JHCTOB COCTABIISIETCS 3aBEPUTENbHAs HAJIHUCH,
KOTOpasi pacIioyiaraeTcsi B KOHILIE Jena.

3aBepuTeNibHAs HAJIMUCh COCTABJISETCS B JEJI€ HAa OTIEIbHOM JIMCTE-3aBEPUTEIE
nena.

B 3aBeputenbHOW Hagnucu LHUPpaMud M IPOMUCHIO YKa3bIBAETCS KOJIMYECTBO
JUCTOB B JIAHHOM JieJie, OCOOCHHOCTU OTIEIbHBIX JOKYMEHTOB (4epTexH, (pororpaduu,
PUCYHKH M T.M.) U (PU3NYECKOTO COCTOSHUS JIOKYMEHTOB (IIOMapKu, Hepa300puuBBIN
TEKCT, IOPBAHHBIE JIUCTHI U JIP.).

3aBepuTeNnbHAasT HAANUCh TMOJIUCHIBAETCS €€ COCTABUTEIEM C YKa3aHUEM
pactpOBKY MOANMUCH, TOJKHOCTH U JJAThl COCTABIICHUSI.

3anpemniaeTcss BBIHOCUTD JIMCT-3aBEPUTENh HAa OOJIOXKKY Jeia WU YUCThIA 000pOT
JIUCTA TOCJEeIHET0 ToKyMeHTa. Ecinu neno moamuro uiu nepervieTeHo 0e3 Oj1aHka JiucTa-
3aBEpUTENIA, OH HAKIEUBAETCS HAa BEPXHIOID YacTh JUCTA HAa BHYTPEHHEH CTOpOHE
0OJIOKKH JIeTa.

Bce nocneayromiye u3MeHEHUsI B COCTaBE U COCTOSIHUM Jiena (MOBPEXKACHMS, 3aMEHa
MOJ/UIMHHBIX ~ JOKYMEHTOB) OTMEYaeTCsi B JIMCTE-3aBEpUTENIE CO CCHUIKOM Ha
COOTBETCTBYIOIIMM aKT.

KonuyecTBO NMCTOB B JIe7i€ MPOCTABISAECTCA HA OOJIOKKE JieJla B COOTBETCTBUU C
3aBEPUTEITHLHON HANMUCHIO.

5. CocTaBiieHHe B HEOOXOAUMBIX CJy4asiX BHYTPeHHeld ONHMCU JIOKYMEHTOB
neaa (mpunoxkenne Ne 34).

JIns ydera JIOKYMEHTOB ONPENEIICHHBIX KATErOpUM MOCTOSTHHOIO U BPEMEHHOIO
cpokoB (cBeimie 10 seT) XpaHEHUs, Y4eT KOTOPBIX BBI3BIBACTCS CHEIUMUKON TaHHON
JTOKyMeHTaIMu (0co00 IIEHHBbIC, JIMYHBIC JeNa, Jeja C JOKyMEHTAaMH OTrPaHUYEHHOTO
JOCTyTa U T.JI.), COCTaBIS€TCS] BHYTPEHHSSI ONMKUCh JOKYMEHTOB J€a.

BHyTpeHHsI1 onuch JOKYMEHTOB Jejila COCTAaBJSIETCS TaKKe Ha OOBbEMHBIE nena
NOCTOSIHHOTO M BpeMeHHOro (cBbimie 10 jer) xpaHeHus, eciau OHU C(HOPMHUPOBAHBI IO
PA3HOBHUJIHOCTSIM JIOKYMEHTOB, 3aroJIOBKM KOTOpPBIX HE PAaCKPBIBAIOT KOHKPETHOE
CoJIep’)KaHue JOKYMEHTOB. Bo BHYTpPEHHIOIO ONMUCH MOMHMO JOKYMEHTOB, MOIIIUTHIX B
JI€J10, TOJHKHBI OBITh BHECEHBI U BCE MPUIIOKEHUS, OTHOCSAIIUECS K HEMY.

JIucThl BHYTpEHHEN ONMUCH MOJIIMBAIOTCS B Havane aena. Eciau neno nepemnsiereHo
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WM noamuTo Oe3 ONaHKa BHYTPEHHEW ONUCH JOKYMEHTOB, TO COCTaBJIEHHas 10
YCTaHOBJICHHON (OpME OMHCHh MOJKIECUBACTCS 3a BEPXHUN Kpall K BHYTPEHHEH CTOpOHE
JUIEBON 0OJIOKKH Jena.

BHyTpeHHsS onKCh COCTABISAETCS HA OTJEIBHOM JIMCTE MO0 YCTAaHOBJIEHHOW (opme,
KOTOpasi COAEPKUT CBEACHUS O IMOPSAAKOBBIX HOMEpPaxX NOKYMEHTOB JI€JId, UX UHACKCAX,
JlaTax, 3aroJ0BKAaX U HOMEpPAxX JINCTOB JE€Na, HA KOTOPBIX PACIIOI0KEH KaXKIbIA JTOKYMEHT.
K BHyTpeHHElH OMHMCH COCTaBISETCS WTOTOBAS 3alCh, B KOTOPOU yKa3bIBaeTCs IUppamMu
U TPONHUCHIO KOJMYECTBO BKIIOYEHHBIX B HEE JOKYMEHTOB, MPUJIOKEHUN K €Iy H
KOJIMYECTBO JIMCTOB BHYTPEHHEH OIKCH.

[Ipu u3MeHeHUH cocTaBa JOKYMEHTOB Jena (M3bATUU, BKIIOUECHUU JOKYMEHTOB,
3aMEeHE UX KOMHUSMHU U Jp.) 3TH U3MEHEHHs OTPa)XaroTcs BO BHYTPEHHEN OmucHU B rpade
«IIpumeyanus» €O CChUIKAMH HA COOTBETCTBYIOIIME AaKThl M TpPU HEOOXOJIUMOCTH
COCTABJIIETCS] HOBAsi UTOTOBAs 3aINCh.

BHyTpeHHs onuch TOKYMEHTOB JA€Na MOAMUCHIBAETCS COCTABUTENEM C YKa3aHUEM
pac(ppOBKU MOAMKUCH, JOJKHOCTH M JAThl COCTABIIEHUS OMKUCH U MPU HEOOXOAUMOCTHU
CKPEIUIAETCS NIEYaThIO.

6. IlogmuBKa MK NepenJieT Aea.

JIOKyMEHTBI B JieJ1aX MOCTOSHHOIO, 1OJTOBPEMEHHOTO (CBbIlIe 10 J1eT) XpaHeHUs U
[0 JIMYHOMY COCTaBY, COCTABJISIOIIME JEJNO, IOAIIMBAIOTCA HA YETBIPE MPOKOJa
MPOYHBIMU HHUTKaMU B TBEPAYIO OOJIOKKY M3 KapTOHA WM NEPEIUIETaIOTCS C y4eTOM
BO3MOKHOTO CBOOOJIHOTO YTEHHUS TEKCTa BCEX JIOKYMEHTOB, JaT, BU3 M PE30JIIOLMHA Ha
HUX. TEKCT HE JOJDKEH MOAXOAUTh K JIMHUU NOJIMBKY (TeperieTa) omxe 2 cM, a JTUCTh
HE JIOJDKHBI BBICTyHaTh 3a Kpas OOJOXKHU. B ciydasx, korga TEKCT Ha JIOKyMEHTE
pacnojoxeH OJM3KO K Kparo JINCTa, K TAKOMY JIMCTY MOJAKJIEUBAaeTCs Mojlocka Oymaru, 3a
KOTOPYIO JOKYMEHT MOJIIMBAETCS (MEPETIETAeTCs) B AENO0.

VkazaHus IO HUCHOJHEHHIO JOKYMEHTAa PYKOBOJACTBA, BU3bl, COCTABJIICHHBIE Ha
OTJAEJIBHBIX JIMCTAX, Pa3MEIIAOTC NEPES JOKYMEHTOM, K KOTOPOMY OHH OTHOCATCS, U B
TaKOM MOPSJIKE MOAIIMBAIOTCS B JIETIO.

[Ipu monaroToBke Aesl K MOJIIMBKE B OOJIOKKY (MEPEIIeTy) BCE IUIACTUKOBBIC U
METaJUIMYECKHE CKpEIUIEHHUS (CKpENKH), a TaKXKe TEpPMOIEPEIUIEThl W3 JOKYMEHTOB
YAAQISIOTCS.

B nenax mOCTOSIHHOrO XpaHEHWs MOJJIEKAT H3BATHIO AYOJETHBIE SK3EMIUISPbI
JOKYMEHTOB, YEPHOBHUKHU, HEAOO(OPMIICHHBIE KOMUHU JTOKYMEHTOB U HE OTHOCSIIHECS K
BOIIPOCY IOKYMEHTHI C BPEMEHHBIMHA CPOKAaMU XPaHEHHS.

Jlena TMOCTOSIHHOTO XpaHEHMs, COCTOSILIME M3 JIOKYMEHTOB OCOOON Hay4HO-
HMCTOPUYECKON, XYJO0KECTBEHHOW W WHOW IIEHHOCTH WM HE(POPMATHBIX TOKYMEHTOB
(kapTbl, CXEMbl, IUIaHbI, YEepPTEXH, (POTOCHUMKH U JAPYTrU€ JTOKYMEHTHI OOJIBIIOrO
(dopmaTta), B LIENIAX UX COXPAHHOCTU U y100CTBa MOJIH30BaHUS HE MOIIIMBAIOTCS B J€a, a
XPAHSTCS CJIOKEHHBIMU B 3aKPBITBIX TBEPABIX MANKaxX ¢ TPEMs KJIallaHaMH U C 3aBsI3KaMU
WIK B KapTOHHBIX (QyTisipax (kopoOkax) B KauecTBe NMpHIIOKEHUH K Jenam. Ha kaxmayro
nanky (KOpoOKy) COCTaBIE€TCS BHYTPEHHSIS ONMUCh HAXOIAIIUXCS B HEH JTOKYMEHTOB.

Eciu B pgeno B xozme ero ¢opMupoBaHUs ObUIM MOAIIUTHI JOKYMEHTBI C
pPa3IMYHBIMK CPOKAMHU XPAHEHUs, TO JEJIO paclluBaeTcs, U (POPMUPYIOTCS HOBBIE JEIa,
UCXOJISl U3 CPOKOB XPaHEHHUs TOKYMEHTOB. [Ipr 3TOM NOKYMEHTHI C UCTEKIIUMHU CPOKAMU
XPAaHEHUSI YHUUYTOKAKOTCS MO AKTaM B YCTAHOBJIIEHHOM MOPSJIKE.
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[TonmmBka B 00J0XKY (MEperuieT) Aesl MOCTOSHHOTO XPaHEHHs OCYIIECTBISETCS
LEHTPAIU30BaHHO apXUBOM DUHYHHUBEPCUTETA.

[TonmmBka B 00J10KKY (TEeperieT) 1ed BpeMeHHOTO (cBbiiie 10 jieT) XpaHeHHs U 110
JUYHOMY COCTaBY OCYIIECTBIISIETCS CTPYKTYPHBIMU TMOJPA3JACICHUSIMU [0 MECTY
(dbopMupoBaHus Al

/. BHeceHre HEOOXOAMMBIX YTOYHEHHM B PEKBU3UTHI 00JI0KKH /ieJ1a.

[lo oxoHuaHWM TOJa B HAAMUCH HA OOJOXKKAX €N MOCTOSIHHOTO U BPEMEHHOTO
(cBbimie 10 neT) XpaHeHUs] BHOCATCA YTOUHEHMS: IIPU HECOOTBETCTBHUM 3arojloBKa /el Ha
00JI0KKE COAECPKAHUIO MOJUIUTHIX JIOKYMEHTOB B 3ar0JIOBOK Ji€Jla BHOCSITCSI UBMEHEHUS U
JOTIOJIHEHUSI.

8.6.5. Jlena BpeMEHHOT0 CpoKa XpaHEHHUs], MoAJIeXkKAallie YACTUYHOMY O(hOpPMIIEHUIO,
JIONyCKAeTCsl XPAaHWUTh B MalkKaxX, B KOTOPBIX JeJia XPaHWIUCh B JI€JIONPOU3BOJICTBE,
nepecucTeMaTH3alus JOKYMEHTOB B JIeJI€ Ha MPOBOJIUTCS, JIUCTHI JieJla HE HyMEpYIOTCH,
3aBEpUTENIBHBIE HAINUCH He cocTaBisAtoTcs. Ha 00mokke 1ema B COOTBETCTBUHU C
HOMEHKJIaTypol jaen @OUHYHMBEPCUTETA YKA3bIBAIOTCA CIEAYIOIIHE PEKBU3UTHI:
HAaMEHOBAHHME OpraHU3allii, HANMEHOBAHHE CTPYKTYPHOIO MOApA3JENIEHUsl, HHACKC
JieJ1a, 3ar0JI0BOK JIENIa, CPOK XPAHEHUS TOKyMEHTOB.

8.7. llepenadya TOKyMEHTOB Ha apXUBHOE XPAHEHUE

8.7.1. B apxuB mepenaroTcs Aejla ¢ HUCIOJHEHHBIMH JTIOKYMEHTAMU MOCTOSIHHOTO,
BpeMeHHOTO0 (cBbilIe 10 eT) XpaHeHus U MO JIUYHOMY COCTaBY.

8.7.2. Ilepenaya TOKyMEHTOB B apXUB IMPOU3BOJIUTCS TOJBKO IO YTBEPKACHHBIM
OINMCSM JIEJI.

8.7.3. llena ¢ MCTIOTHEHHBIMH JOKYMEHTAMHU MOCTOSHHOTO W BPEMEHHOTO (CBBIIIE
10 neT) XpaHeHus MepealoTcs B ApXUB HE paHee, YEM Yepe3 roJl U He MO3HEE YeM Yepes
TPH ro/ia MOCJe UX 3aBEPIICHUS B I€JIONPOU3BOJICTBE.

8.7.4. Jlena Bpemennoro (10 10 et BKIIOUMTENTHHO) XpaHEHUs MEpelaye B apXuB
He nojuiekar. OHM XPAHATCS B CTPYKTYPHBIX MOJPA3ACICHUSIX U MO UCTEUYEHUH CPOKOB
XpaHEeHHMsI MOJJIEKAT YHUUYTOXKEHHUIO B YCTAHOBICHHOM TOPSIIKE.

8.7.5. Ilepenada men Ha apXWUBHOE XPAHEHUE B apXHUB OCYIIECTBISIETCS MO TpaduKy,
COCTABJICHHOMY  apXWBOM, COIJJaCOBAHHOMY C  PYKOBOJIUTENSIMU  CTPYKTYPHBIX
NOAPA3AEICHUN U YTBEPAKICHHOMY HadalbHUKOM Y J[HA.

8.7.6. B mepuos moAroTOBKU e CTPYKTYPHBIM MOApAa3eNieHHeM K Tepeaade Ha
apXUBHOE XpaHEHHE PAOOTHUKOM apXuBa IMPEIBAPUTEILHO MPOBEPSIETCS MPAaBUIBHOCTD
ux popMUpoOBaHusi, 0POPMIICHHS U COOTBETCTBUE KOJIMYECTBA JeJl, BKIIFOUEHHBIX B OIHCH,
KOJIMYECTBY JIeJl, 3aBEJCHHBIX B COOTBETCTBUM C HOMEHKJIATypoi nen OuHyHHUBEpCUTETA.
Bce BbIsBICHHBIE MPU MPOBEPKE HEAOCTATKM B (POPMHUPOBAHUM U O(DOPMIICHUHU €]
PaOOTHUKH CTPYKTYPHOTO MOAPA3ACICHUS 0053aHbl YyCTPAHUTD.

8.7.7. IlpueM kaxzaoro nena MPOU3BOAUTCS PAOOTHUKOM apXuBa B MPUCYTCTBUU
paboOTHUKA CTPYKTYpHOro mnojapaszfeneHus. [Ipm 3ToM Ha 000MX HK3EMIUISpPAX OIUCH
IPOTUB KaXKJOT0 JIeNa, BKIFOUEHHOTO B HEe, JIeJaeTcsl OTMETKA O HAJIM4YuK Jiena. B koHue
KOKJIOT0 SK3EeMIUIIpa OINUCH YKa3bIBAIOTCS LHUPpPaMH U MPOIMUCHIO  KOJUYECTBO
(akTHUECKH MPUHATHIX J€]1, JaTa NpueMa — Mepeayu Jiell, a TakKe MOANUCH padOTHHUKA
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apxuBa U pabOTHUKA, epeaBILIEro Jea.

Bmecte ¢ ngenamMum B apXMB IEpENAOTCS PETUCTPALMOHHBIE KapTOTEKH Ha
JOKYMEHTHI M (WJIM) IPOTpaMMHBIE CPEICTBA M 0a3bl JAaHHBIX, COAEpXKaIIe HHHOPMAIIIIO
O PpErucTpallid M HCIOJHEHUU IEPENABAEMBbIX JOKYMEHTOB. 3arojioBOK KaKI0H
KapTOTEKH WJIM 0a3bl TaHHBIX BKIFOYACTCS B OIHUCH.

8.7.8. lena um omucu HaA cHaBaeMble JOKYMEHTBHI JOCTaBISIOTCS B apXHB
paboOTHUKAMU CTPYKTYpHBIX TofpasaencHuil @uHyHuBepcutera. Jlema B apxuB
nepesatoTcsl (JOCTABISAIOTCA) YBSI3aHHBIMUA B CBSI3KM. OTBETCTBEHHOCTb 32 COXPAHHOCTb
NOKYMEHTOB IIpU TPAHCIIOPTUPOBKE M Clladyy HX B apXUB HECET CTPYKTYPHOE
NoApa3AeIeHUE, IEPEAAIOIIEE JOKYMEHTBHI.

8.7.9. B ciyyae nuKBHAAIMM WIM PEOPraHU3alMUd CTPYKTYPHOIO TOJpa3aeiaeHUs
OuHYHHBEPCUTETa, pPAOOTHUK, OTBETCTBEHHBIM 3a JIEJIONPOU3BOJICTBO B JIAHHOM
CTPYKTYpPHOM TMOJpa3JIeJICHUH, B MEPUOJ MNPOBEACHUSA JUKBUIALUMOHHBIX MEPOIPHUATHIA
MIPOBOJIUT KCIEPTU3Y LIEHHOCTU IAOKYMEHTOB, (pOpMUpPYET OTOOpAaHHBIE JOKYMEHTHI B
nena, opopmisieT uX U nepenaetr B apxus. [lepenaya aenn ocymecTBIsS€TCs MO ONUCIM eI
Y HOMEHKJIAType Jedl.

8.8. YHnuToxxeHune JOKYMCHTOB U JI€JI C HCTCKIIMMU CPOKaAMH XPAHCHUA

8.8.1. llena BpemenHoro (mo 10 yeT BKIIOUUTENIBHO) CpPOKa XPaHEHHS IOCIE UX
3aBEpUICHUS B JIEJIONPOU3BOJICTBE XPAHATCA B CTPYKTYPHOM MOJIPA3JICIIEHUH 110 MECTY UX
(dbopMHUpOBaHUS B COOTBETCTBUU C YKa3aHHBIM B HOMEHKJIAType JIeJ CPOKOM XpaHEHUsI, HO
HE MEHEE OJTHOTO I0/ia, a 3aTEM YHUUYTOKAKOTCS MO aKTaM.

8.8.2. Jlena BKJIIOYAKOTCSA B aKT, €CIM YCTAHOBJICHHBIA IS HUX CPOK XPaHEHHS
uctek k 01 ssHBaps roga, B KOTOpoM coctasieH akT. Hanpumep, 3akonuennsie B 2016 roay
nena ¢ 3-JISTHUM CPOKOM XPaHEHHSI MOTYT OBbITh BKJIFOUEHBI B aKT, COCTABJICHHBIA HE
panee 01 suBaps 2020 rona.

JIoKyMeHTBI, UMeroIme cpok xpaHeHust ¢ otmerkon JIIK, momyexar nommctHoMy
MPOCMOTPY B IEJSIX BBISBICHUSI JOKYMEHTOB, MOJICKAIIMX IMOCTOSHHOMY XPaHEHUIO.
BoisiBneHHble B TakuxX Jenax JOKYMEHTbl TOCTOSTHHOTO XpaHEHUs BBIACISAIOTCS U
MPUCOEIUHAIOTCS K OJHOPOJIHBIM JieJiaM Uiu (OPMHUPYIOTCSA B CAMOCTOSITENBHOE JENO.

OcranbHble TOKYMEHTBI ¢ OTMETKON «IITK» BKITIOUarOTCS B aKkT, MPU 3TOM OTMETKA
«OIIK» B aKTe HE yKa3bIBACTCH.

8.8.2. OT60p MOKYMEHTOB 3a COOTBETCTBYIOIIMI TMEPUOJ K YHUYTOKEHUIO U
COCTAaBJICHHE aKTa O BBIACICHUU UX K YHUUYTOKEHUIO MPOU3BOJUTCS MOCIE COCTaBICHUS
OmuceH JIeN MOCTOSTHHOTO XPAaHEHHUsS 3a 3TOT K€ MEPHUOJl U Mepeaayde esl Ha XpaHEHHUE B
apXuB. YKa3aHHbIC OMUCH U aKThl paccMaTpuBaroTcs Ha 3aceganuu DK OuHyHHBepcuTeTa
OJIHOBPEMEHHO.

8.8.3. Ha JokyMeHTBl CO CpOKaMu XpaHEHHUs S5 JIeT M MEHee JOIMyCKaeTcs
COCTaBJIATh aKT O BBIJICJICHUM JOKYMEHTOB K YHUUYTOXXEHHIO TIO OTACIBHOMY
CTPYKTypHOMY mojapazzeneHuto (mpuioxkenune Ne 36). B aTom ciydae akT O BBIICICHUU
JOKYMEHTOB K  YHUYTOXXCHHUIO  YTBEPXKJAETCS  PYKOBOJAMTEIEM  CTPYKTYPHOTO
noJipa3/ieJieHus1, ocie Yero paccMarpupaercs Ha 3acegann DK OuHyHUBepCUTETA.

AKT O BBIJICJICHUU JOKYMEHTOB K YHHYTOXKEHHIO C MCTEKIIUM CPOKOM XpaHEHUS,
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HAXOJAIIUXCS Ha XpaHEHWW B apXHMBE, COCTaBIIICTCS Ha Jeja Bcero MUHYHUBEpCUTETA
(mpunokerre Ne 35). 3arosoBKM OZHOPOMHBIX €T BHOCSATCS B akKT TOJa OOIMUM
3aroJIOBKOM C YKa3aHUEM OOIIEero KOJUYECTBa JeJ, OTHECCHHBIX K JaHHOU Tpymime. AKT O
BBIJICICHNH K YHHYTOXXCHHUIO JOKYMEHTOB, HE TMOJICKAININX JAIbHEUIIIEMY XpaHEHUIO,
YTBEPKIACTCSI PEKTOPOM, TTOCTIE YETO JeJia, BBIJCICHHBIC TT0 aKTy K YHUYTOKEHUIO, MOT'YT
OBITb YHUYTOXKCHBI.

8.8.4. Jlena, mojiexaniue yHHYTOKEHUIO, MOTYT TE€peaaBaThCs Ha mepepadboTKy
(YTHIM3AIMIO) IO MPUEMO-CIaTOYHOW HAKJIATHOW MO0 YHUYTOKAIOTCS JIOOBIM JIPYTHUM
JOCTYITHBIM CIIOCOOOM.

8.8.5. AKTBI O BBIJICICHUU K YHHYTOXKCHHUIO JIOKYMCHTOB, HE TOJJICKAIINX
XPaHECHHIO, XPAHATCS IMTOCTOSIHHO B Jiesie GoHIa.

9. UBTOTOBJIEHUE, YYET,
UCTIOJIb3OBAHUE, XPAHEHUE 1 YHUYTOXEHUE
[NEYATEMN, LITAMIIOB U BJIAHKOB IOKYMEHTOB

9.1. Bunasl meuatel, mTaMIioB U OJTAHKOB JTOKYMEHTOB

9.1.1. Ileyatpto DPHUHAHCOBOTO YHUBEPCUTETa B COOTBETCTBHUM C €r0 YCTaBOM
ABJISIETCS Tevath ¢ u3o0paxkeHueM ['ocymapcrtBeHHoro repba Poccuiickoit ®exnepanuu
(manmee — repboBast meyaTh).

90.1.2. dwmanel  OuHyHHUBEpCHUTETa  KaK  O0OCOOJIGHHBICE  CTPYKTYpPHBIC
NOJpa3/IeJICHUs, HAJCICHHbIE TOJHOMOYUSAMH B COOTBETCTBUU C JIOBEPEHHOCTSIMHU
peKTopa, HMMEIT TepOoBble NedaTh (UINAIoB, Ha KOTOPBIX BOCIPOU3BOIATCS HX
HaMMEHOBAHHUS B COOTBETCTBUHU C ycTaBOM DUHYHUBEPCUTETA.

9.1.3. Hamuume repOoBoil mneuatu 3akperuisiercss B Ilomokenun o Quauane
O®unyHuBepcuteTa. Hanuume mnpocTol TmedaTh 3aKkpeluisieTcss B IOJOKEHUU O
CTPYKTYPHOM MOJPA3AEICHHUH.

CTpyKTypHbIE TOApA3JENEHUsT MOTYT HMMETh NPOCTbIE I€YaTH, Ha KOTOPBIX
BOCIIPOM3BOJATCS HAUMEHOBAHMUS CTPYKTYpHbIX noapasaenenui: YIIPABJIEHUE
JHEJIOITPON3BO/JCTBA " APXUBA, YITPABJIEHUE KAJZIPOBOI'O
OBECIIEYEHU A, ITPUEMHAA KOMUCCHA u ap., a Takke A1 OTACIBHBIX KaTEropui
JNOKYMEHTOB: «/[1s1 cipaBok» H T.1I.

9.1.4. Tlo pa3pelieHHI0O peKTOpa WM JOJDKHOCTHOTO JIMIIA U3 cocTaBa PekxTopara
COOTBETCTBYIOIIME CTPYKTYpHbIE MOAPA3ACICHUs MOIYT HMMETh pPa3IW4YHbIe BHUIbI
LITAMIIOB.

Ha mrammnax BocmpousBoasTcs Hambojee 4acto ynoTpeOssieMbie B 0hOpMIICHUN
3anucH, oHU (OPMAIbHO 3aMEHSIIOT PYKOIMCHYIO 3alMCh WM OTNEJbHbIE PEKBU3UTHI B
NOKyMeHTax, Hanpumep: «B mnpukasz», «Ounas ¢dopma o0yueHus», «llepeBegeH Ha
cienyromui Kypey, «Konus BepHa» u Jip.

9.1.5.Ilo pa3pemuieHn0 peKTOpa MOKET HM3rOTABIMBATHCA IMITaMI-(PaKCUMHUIIE C
BOCIIPOU3BEAECHUEM TOJNUCH JOJKHOCTHOTO JIMLA.

9.1.6. bnankamMu OpraHU3alMOHHO-PACTIOPSIAUTENBHBIX TOKYMEHTOB (PHUHAHCOBOTO
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YHUBEpPCUTETA SIBISIIOTCA OJIAaHKM JIOKYMEHTOB, MMEIOIIME B KauyeCTBE PEKBU3UTA
locynapctBennsii  Tep0d Poccuiickoit ®enepanuum (ganee — repOoBbIe  OJaHKH
JOKYMEHTOB).

9.2. Ucnonb3oBaHue nevarei, TaMIOB U OJIAHKOB JJOKYMEHTOB

9.2.1. 'epOoBast me4yaTh NPOCTABIACTCS Ha JOKyMeHTax (mpuioxenue Ne 37),
MNOJAMHUCAHHBIX PEKTOPOM WJIM JODKHOCTHBIMU JIMIIaMU U3 cocTaBa Pekropara,
UMEIOIIUMH MPABO MOMUCAHUS TOKYMEHTOB.

9.2.2. [Ipoctast kpyriasi ne4arb ¢ HaMMEeHOBaHUEM «DUHAHCOBBIM YHUBEPCUTET»
OpOCTaBIACTCS HAa JOKYMEHTaX, TMOJMUCAHHBIX PYKOBOAMUTEISIMH  CTPYKTYPHBIX
nojipasieIeHu i WIH ux 3aMECTHUTEIISIMH. OHna IIPOCTaBIISIECTCA
Ha CIpaBKaX, XapaKTePUCTUKAX, BBHIITUCKAX, 3asIBKAX, KOMUAX O(QUIIUATHHBIX JOKYMEHTOB
u Jp.

9.2.3. [IlpocThie TmeyYaTH TPOCTABISAIOTCS HAa JOKYMEHTAaX, TOJIMHACAHHBIX
PYKOBOJMTEISIMA WJIM 3aMECTUTEISIMUA PYKOBOJIUTENEH CTPYKTYPHBIX MOAPA3ACICHUH, y
KOTOPBIX TIOJIOKEHUSIMH O CTPYKTYpPHBIX MOJpa3AeNeHUsIX MPEeayCMOTPEHO HaIUYUe
Takux  nevared. Hampumep, medars «/lma  cmpaBok» — mpocTaBiseTcs  Ha
CIOpaBKax, MOAMHUCAHHBIX JeKaHaMH (aupekropamu) (aKyapTeTOB  (KOJUIEIKEH,
UHCTUTYTOB U T.IL.).

9.2.4. llltamnbl IPOCTABIIAIOTCS HAa JTOKYMEHTAaX B MOBTOPSIOLIUXCS OJHOTUITHBIX
CUTYaIIHSIX.

9.2.5. llltami-pakcumMuie ¢ BOCIPOU3BEACHUEM IOIAIUCH PEKTOpPa HMCIOJIB3YEeTCs
JUIS 3aBEPEHUs] MO3JPaBUTENIbHbIX M MHBIX IHUCEM U JOKYMEHTOB, HE TpeOyIoLuX
IOPUINYECKON UIECHTU(UKALIUY.

9.2.6. IleuaTtn, mTaMmbl 1 TepOOBBIE OJIAHKH TOKYMEHTOB JIOJDKHBI MCTIOIB30BATHCS
CTPOTO M0 HA3HAYEHUIO.

9.2.7. Tlepenaua meuyaTeili M IITaMIIOB H TepOOBBIX OJAHKOB JOKYMEHTOB
MOCTOPOHHUM JIMIIaM M BBIHOC MX M3 TIOMEIUICHHH, 3aHNMaeMbIX OUHYHUBEPCUTETOM, HE
JOITYCKAETCs.

9.2.8. B ciyuae yTpaThl me4yaTH, IMTaMIa WIIH HEMTPABOMEPHOTO WX HMCIIOJIb30BaHHUS
paOOTHUKM HEMEMJIEHHO JOKJIAJbIBalOT 00 3TOM pPYKOBOAMUTENIIO CTPYKTYPHOIO
nonpaszaeneHusi. PykoBoauTenb CTPYKTYpPHOIO MOApAa3JEiICHUs] MPOBOAUT CIIyKeOHOe
paccieoBaHne, 0 pe3yiabTaTax KOTOPOro JOKIaAbIBalOT HadyalbHUKY Y JIuA. HauansHuk
YJIuA nepenaetr mMaTepuaisl pacciieoBaHus pykoBoauTento Cekperapuara pekTopa s
JIOKJIaJia pEKTOpYy.

9.2.9. HenpaBoMepHOE HCIOJIB30BAHUE TI€YATEH, IITAMIIOB M TepOOBBIX OJIAHKOB
JOKYMEHTOB  BJI€Y€T  HEJNEHCTBUTENIBHOCTh  JOKYMEHTa ¥  OTBETCTBEHHOCTD,
IIPEYCMOTPEHHYIO IEUCTBYIOLIMM 3aKOHOAATEILCTBOM Poccuniickoit denepannu.

9.2.10. OTBETCTBEHHOCTh 32 3aKOHHOCTh MCIOJIb30BAaHUSI U HA/IEKHOCTh XPAHEHUS
repOOBOIl MeyaTy BO3JIaraeTcsl Ha peKTopa.

9.2.11. OTBETCTBEHHOCTh 3a HEMOCPEJCTBEHHOE XpPAaHEHHWE U HCIOJb30BaHUE
repOOBbIX MedaTred HEeCyT MAODKHOCTHBIE JIHMIA, 32 KOTOPHIMH OHHU IEPCOHAIBHO
3aKperUIeHbl IPUKA3aMHU PEKTOpa.
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9.2.12. JIo/>KHOCTHOE  JIMII0, OTBETCTBEHHOE 3a XPaHEHHE W UCIOJIb30BAHUE
mrammna-(hakCUMUIIE, ONPEIEISIETCS YCTHBIM PacoOpsHKEHUEM PEKTOPA.

9.2.13. OTBETCTBEHHOCTh 32 3aKOHHOCTH HCIIOJB30BaHUS U HAJACKHOCTh XPaHCHUS
MPOCTHIX Te4yaTe BO3JaraeTcss Ha PYKOBOAMTEICH COOTBETCTBYIOIIUX CTPYKTYPHBIX
MTOAPA3AETICHUN.

9.2.14. OTBEeTCTBEHHOCTh 32 HEMOCPEICTBEHHOE XpaHEHHE U HCIOJIh30BaHHUE
MPOCTHIX MEYaTeld W IITAaMIOB B CTPYKTYPHBIX MOJPA3ACICHUSIX HECYT OTBETCTBEHHBIE
7M1, Ha3HAYEHHbIE 10 MPEACTABICHUSAM PYKOBOJIUTENEW CTPYKTYPHBIX MOJpPa3AeiICHUM
OpUKa30M peKTopa, a Mo ¢QuauansaM — MpUKa3aMd JAUPEKTOPOB  (UIMAIIOB
@uHYHUBEpCUTETA.

9.2.15. OTBETCTBEHHOCTh 32 HEMOCPEICTBEHHOE XPAHEHUE U MCIOJIb30BaHHUE
repOOBbIX OJAHKOB JIOKYMEHTOB B CTPYKTYPHBIX IOAPA3JEICHUAX HECYT pPaOOTHUKU
OTBETCTBEHHBIE 3a JIEIOIPOU3BOJICTBO.

9.2.16. Ha mepuon oTmycka, KOMaHAUPOBKHU, OOJIE3HH WU B Clydae yBOJHHEHHS
WIK TIEpEeBOAa B JIPYroe MOJpa3/ielieHHe OTBETCTBEHHOE JIMIO MEpPEeAacT MO YKa3aHHUIO
PYKOBOAUTENSI CTPYKTYPHOTO MOApA3JEICHUs APYroMy pabOTHHKY MPOCTHIE MEYaTH U
IITAMITBI TI0 aKTy, YTBEPKIAEMOMY PYKOBOAHMTEIEM CTPYKTYPHOTO TOAPA3ICICHHUS
(mputoskenne Ne 38).

OnuH >K3eMIusIp akta nepenaercs B Y JIuA.

9.3. 3rorosiienue HG‘I&TGI?I, IITAMIIOB 1 OJJAHKOB AJOKYMCHTOB

9.3.1. I'ep6oBas nmeuats goipkHa cooTBeTcTBOoBaTh ['OCT P 51511-2001 «Ileuatn ¢
BocmpousBezeHueM ['ocynapctBenHoro repoa Poccuiickoit @enepammu. @opma, pasmepsl
Y TEXHUYECKUE TPEOOBAHUS.

9.3.2. B mpocThix TmeyaTsX B IIEHTPE IM€YaTH YKa3bIBAIOTCS HAUMEHOBAHUS
CTPYKTYPHBIX MOJpa3esieHui, MO OKPYXKHOCTU YKa3bIBAETCsl MOJHOE U COKPALIEHHOE
HauMeHoBaHne OUHYHUBEPCHUTETA.

9.3.3. 'epOoBasi meuaTh MOJDKHA M3TOTABIMBATHCS HA IITEMIIEIHHO-TPABEPHBIX
NPEANPUATUAX, UMEIOIMUX CEPTUDUKAT O HATMYUM TEXHUUYECKHX M TEXHOJIOTHYECKUX
BO3MOKHOCTEH ISl U3TOTOBJICHUS POAYKIIUY Ha I0JKHOM KaueCTBEHHOM YPOBHE.

9.3.4.T'epboBbIc OJIAHKK JTOKYMEHTOB H3TOTABIMBAIOTCS B COOTBETCTBYIOIIEM
noapaszaeneHnu OuHyHuBepcuTeTa 0)CETHBIM CIIOCOOOM C NMPUMEHEHUEM CIEIHAIbHBIX
TUICHOK, U3TOTOBJICHHBIX HAa MOJUTpadUUYECKUX MPEANPUITUIX, UMEIOIUX CepTUPUKAT O
HAJIMYUH TEXHUYECKUX U TEXHOJIOTUIECKUX BO3SMOKHOCTEH JIJIs1 M3TOTOBJICHHUS MTPOYKITHH
Ha JI0JDKHOM Kau€CTBEHHOM YPOBHE.

9.3.5. IleyaTn U3roTaBIAMBAIOTCS B CTPOrO OrPAHUYCHHOM KOJMYECTBE M
HCKJTIOYUTENILHO B CITY>KEOHBIX LIEJSIX MO COTJIacoBaHMIO ¢ pykoBoauTeneMm Cekperapuara
pekTopa.

9.3.6. B ciyuae cimyxeOHOM HEOOXOAMMOCTU IO PEIICHUIO PEKTOpa JOMYyCKaeTCs
M3TOTOBJICHHUE JOTIOTHUTEIbHBIX 3K3EMIUISIPOB TedaTei.

Kaxnprit sx3emMIuisip medaTd € OJMHAKOBHIM HAMMEHOBAHUEM JOJDKEH HWMETh
HETIOBTOPSIOIIUICS HOPSAKOBBIN HOMED.

9.3.7. UsroToBiienne ayOivKaTta Me4yaTH OCYIIECTBISIETCS TOJIBKO B CIy4yae ee
yTpaThl MM M3HOCA 10 PELIEHUI0 PEKTOpa U COIJIACOBAHUIO C PYKOBOIUTEIEM
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Cekperapuara pexTopa.

9.3.8. llltamm-dakcumuie v BOCITPOM3BEICHUEM MOAITUCH peKTopa
M3TOTABIMBAETCS TI0 €ro MOPYUYEHHUIO.

9.3.9. Opranuzanusi ¥ KOHTPOJIb M3TOTOBJIEHUS, XpaHEHWsS, ydeTa W BbIJIAYu
neyaTeu, MTamMrnoB U repOOBbIX OJAHKOB JOKYMEHTOB B (DMHYHUBEPCUTETE BO3JIaracTcs
Ha Y]IuA.

9.3.10. 3asBKH Ha U3TOTOBJICHHUE T€UATEH U IMITAMIIOB U MX dCKU3bI OPOPMIISIOTCS B
CTPYKTYPHBIX TMOJpA3JIECNEHUsAX, IEpPelaloTcsl Ha COTJacOBaHUE C PYKOBOJUTEIEM
Cexperapuara pekropa u gaiee B Y {uA.

9.3.11. 3asaBKkM Ha W3TOTOBJICHHE OJIAHKOB JOKyMEHTOB (DUHYHUBEPCUTETA U €TO
bunranoB oOpMIISIIOTCS. B CTPYKTYPHBIX MOAPA3ACICHUSX, IEPEIAI0OTCs HA COTJIAaCOBAHUE
C PYKOBOJMTENEM CEKpeTapuara u nanee B Y JuA.

9.3.12. 3aka3 Ha WU3rOoTOBJIEHUE TMeYaTed M IITAMIIOB Ha MNPEANPUATHIX-
U3TOTOBUTEIAX ocyliecTBisieTcss Y uA.

9.3.13. 3aka3 Ha U3rOTOBICHHUE OJIAHKOB OCyIIecTBiIsIeTcs Y J[UA B yCTaHOBICHHOM
MOPSJIKE.

9.4. Ydyer nevaTel, ITaMIIOB U 0J1aHKOB JIOKYMEHTOB

9.4.1. T'epOoBbie ONaHKK [OKYMEHTOB W TM€YAaTH SABISAIOTCA MONUTpaduuecKoit
OPOAYKLMEN, OJJIeKaIeH 00513aTeIbHOMY YUETY.

9.4.2. Ha rep0OoBbIXx ONaHKax JOKYMEHTOB THUIOTPa@CKUM CIIOCOOOM  WITH
HYMEpaToOpOM JIOJKHBI IPOCTaBJIATHCS MOPSAAKOBbIE Homepa. [IpocTaBisiTh ydeTHbIE
HOPSAKOBBIE HOMEpa ClelyeT Ha OOOpOTHOW CTOpOHE OJaHKa WM B IPABOM, JIEBOM
HUKHEM TT0JIe OJIaHKa.

9.4.3. O6s13aTenbHOMY yUYeTy TOJJiekKaT BCE BHUJBI ME4YaTeH, MITaMIOB, TepOOBBIX
0J1aHKOB JOKyMeHTOB (DUHYHUBEpCHUTETa, a TaKKe OJaHKU YJOCTOBEPEHUM, AUIIIOMOB,
CBUCTENHCTB, CTYJICHUECKUX OUTIETOB, 3a4ETHBIX, TPYAOBBIX KHIKEK H T.II.

9.4.4. Yyer mneuarel, mTamnoB (KpoMme Tmedareid M IITaMIrioB 1 otxaena) c
MPOCTABJICHUEM HMX OTTHCKOB M TepOOBBIX OJaHKOB JOKYMEHTOB HEOOXOIMMO BECTH B
CHEIHAbHBIX )KypHalaxX ydera.

OTnenbHO BeneTcs *KypHaJl ydyeTa IMOCTYIUIEHHS M BbIJA4d Me4yaTe U IITamIloB,
KypHaJI ydeTa MOCTYIJICHUSI TepOOBBIX OJIAHKOB JOKYMEHTOB M KypHAJl ydeTa BbLIauu
repOOBBIX OJIAHKOB IOKYMEHTOB.

JIMCTBI )KypHAJIOB HyMEPYIOTCS, IPOIIMBAIOTCS, ONIEYaThIBAIOTCSI.

XKypHansl yueTa BKIIOYAIOTCS B HOMEHKIIATYPY A€ ToIpa3acieHusI.

9.4.5. Yyer meuareid, mTamMroB U TepOOBBIX OJAHKOB JOKYMEHTOB HEOOXOIUMO
BECTH pa3JIelbHO MO UX BHUJIaM MO CJIEAYIOIINM PEKBU3UTAM:

1. IloctynieHnue: HauMeHOBaHUE BUJa OJlaHKa/ OTTUCKA MeYaTH (1ITaMIia);

JaTa MoCTYIUJICHHUS;
KOJIMYECTBO IK3EMILISIPOB;
HOMepa OJIaHKOB;
2. Beigauga: HaMEHOBaHME BUa OJIaHKa/TiedaTH (IITaMIia);
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NoJTyyaTeNb OJaHKOB/IeuaTH (HaMMEHOBAaHHE MOAPA3ICICHNUS,
TOJDKHOCTB, (haMUITHsI, HHAITHAIIE ),

KOJIMYECTBO OJIAHKOB;

HOMepa OJIaHKOB;

POCIIUCH B TIOJyYEHUH;

JaTa BO3BpaTa M OTMETKA 00 YHUUYTOXKEHHUH (7]aTa, HOMEp aKTa).

9.4.6. Beimaua mevareld ¥ mTamnoB pabOTHHKaM, Ha3HAYCHHBIM OTBETCTBECHHBIMHU
3a HEMOCPEICTBEHHOE XpaHEHHE M HCIIOJIb30BAHME TeuaTel, MITaMIIOB, MPOU3BOAUTCSA B
Y JIuA non pocnuch B COOTBETCTBYIOIIUX KypHaIaX ydera.

9.4.7. Beitaua repOOBBIX OJJAaHKOB JOKYMEHTOB pa0OTHUKAM, OTBETCTBEHHBIM 32
NEIONPOU3BOACTBO, MPOU3BOAUTCS B Y [IMA 1OA pOCIIHCH B COOTBETCTBYIOIIMX KYpPHAIAX
yJeTa.

9.4.8. IlpoBepka Haau4us MeyaTei, MTAMIIOB U TepOOBbIX OJIAHKOB JOKYMEHTOB, a
TAK)KE TIOPSAAKA WX XpaHEHUS H MCIOJb30BaHUS B CTPYKTYPHBIX IOpPA3ACIICHUSIX
OCYIIECTBIISIETCS. KOMHCCHEW TIO TIPOBEPKE HAIW4YMs, HCIOIb30BAHUSA, XPaHEHUS W
YHUYTOXEHUIO TepOOBBIX OJIaHKOB JJOKYMEHTOB, IeYaTel U MITAMIIOB €KETOJIHO.

9.4.9. OT™MeTKH O MPOBEIEHHBIX MPOBEPKAX JOJDKHBI I€TaThCS B COOTBETCTBUHU CO
CJICTYIOIIMMU TIPaBUIIaAMHU U O(DOPMIIATECS aKTOM, YTBEPKIAEMBIM PEKTOPOM:

HanmenoBanue XpaHuTCS IIpumensiercs
I'epboBas 1. PykoBoautens CekpeTapuara JIOKYMEHTBI, IMOAMUCAHHBIC
revaTh peKTopa WA YTBEPKICHHBIE

2. I'maBHbIit Oyxrantep PYKOBOJICTBOM

DUHYHUBEPCUTETA

Ileuatun J1O0JDKHOCTH OTBETCTBEHHOTO JIMIIA, JIOKyMEHTBI, ONMCAaHHbIE
CTPYKTYPHBIX | HA3HAYEHHOTO MPUKA30M PEKTOpa WJIA YTBEPKJICHHBIC
MOJIpa3AeICHUM PYKOBOAUTEIIAMU

CTPYKTYPHBIX MOJpa3ACICHUN
Y UX 3aMECTUTEIISIMU

I'epboBrIe JlOKHOCTh OTBETCTBEHHOTO JIMIIA, CyxeOHbIC TMChMa, CIIPABKH,
OnaHKu Ha3HAYEHHOTO MPUKA30M PEKTOpa MPUKa3bl, PACTIOPSIKEHHUS,
JIOKYMEHTOB MIPOTOKOJIbI, aKThI U JIP.

9.5. Xpanenue nevarei, MTaMIIOB ¥ OJTaHKOB IOKyMEHTOB

9.5.1. T'epboBasi meuaTh XpaHUTCA B JIMYHOM celde MOMKHOCTHOTO JIHMIA, 3a
KOTOPBIM OHA IMEPCOHAIBHO 3aKPEIUICHA.

[lo okonwanuu pabodero nHs cedd U CiaykeOHbI KaOMHET OIevyaThIBAIOTCA U
CHAIOTCS MO/ OXPaHy.

9.5.2. IIpocThie TeyaTH, MWTAMIbl U TEepOOBBIC OJAHKU JTOKYMEHTOB JIOJKHBI
XPaHUTHCS B HAJICKHO 3amuparomuxcs mkadax, cerdax.

9.6. YHHUTOXXEHHE MeUaTei, MTaMIoB 1 0JaHKOB JJOKyMEHTOB
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9.6.1. UcniopueHHble W ycrapeBiiHe repOOBble OJIAHKM JIOKYMEHTOB, a TaKxkKe
neyaTtd M IUTaMIIbl, NpPUILEIINe B HEroJHOCTh M YTpPaTHBLIME 3HAYeHWe, MOJIeKar
BO3BpATy 110 MECTY BbIJIaUU U YHUUTOKEHHUIO.

9.6.2. YHuuTOX€EHHME nevarei, TaMroB U repOooBbIX OJaHKOB JOKYMEHTOB JIOJKHO
MPOU3BOJUTHECS KOMMCCHEH I10 IPOBEpPKE HAJIM4YUsl, MCIOJIb30BAHUSA, XpaHEHUs WU
YHUUTO)XKEHUIO repOOBbIX OJIAHKOB JIOKYMEHTOB, INedaTel M LITaMIOB LIEHTPaU30BaHHO
METOJOM H3MeJbUeHUsI He peke OAHOro pasa B roJ IO COOTBETCTBYIOIMM aKTaM C

OTMETKaMH B )KypHaslax yuéra.
9.6.3. AKT 00 YHWYTOXXEHUU HCIOPYEHHBIX M YCTapeBIUMX repOOBbIX OJIaHKOB

JIoKyMeHTOB odopmiasiercss B Y/IMA, no MecTy BblAauu U BO3BpaTa 0JIaHKOB IOKyMEHTOB,
no ycraHoBiieHHOU ¢opme (nipunoxenue No 39). K axty npukiaabiBaloTcsi CHMCKU Ha
YHUYTOXKEHHE repOoBbIX O1aHKOB JOKYMEHTOB (npuioxenue Ne 40).

9.6.4. Cniicki Ha YHHUYTO)KEHHE repOOBBIX OJaHKOB JOKYMEHTOB O(OPMISIOTCS B
2-X JK3eMIUIspax pabOTHUKaMH, OTBETCTBEHHBIMHU 3a JENONPOU3BOACTBO B CTPYKTYPHBIX
noapaszzaenenusx OUHYHUBEPCUTETa, W MEPEIaloTCs BMECT€ C MCIOPYEHHBIMH M

yCTapeBLIMMU repOOBbIMH OJlaHKaMH.
OnauH 3K3eMIUISIp CIUCKAa XPaHUTCS BMECTE C aKTOM 00 YHHUYTOXKEHHM repOOBBIX

OnaHkoB nokymeHToB DuHyHHBepcuteTa B Y /IMA, BTOpOi mepenaercs Ha XpaHEHUE B
CTPYKTYpHOE MoJApasieeHHe.

9.6.5. AKT 00 YHUUYTOXKEHMM MCIIOPYEHHBIX M YCTApeBLIMX MNevyaTedl W ILITaMIlOB
opopmisiercs B Y/IMA, mo MecTy BblgauM W BO3BpaTa Iedarei M IUTaMIIOB, 10
ycTaHoBleHHOH ¢opme (mpunoxenue Ne41). B akre B o00s3aTenbHOM  MOpsiKe
MPOCTABJISIFOTCS OTTUCKH YHUUYTOXKAEMBIX IedaTeil U IITaMIIoB.

9.6.6. Komuccus mno npoBepke  HaJIW4Ms, HUCIOJB30BaHUS, XpaHEHUs H

YHUYTOXKEHHIO TepOOBbIX OJIAHKOB JOKYMEHTOB, MeYareil W IUTaMIIOB Ha3HA4aeTcs
npuka3om pekrtopa @DuHyHHBepcuTeTa, a mno ¢QuinaraM — TNpHKa3aMH AUPEKTOPOB
¢bunmnanoB @uHyHUBEpCUTETA.

Havanbuuk YnpasieHus _ﬂz
JIeJIONPOU3BO/ICTBA U apXHBa Cdajf/ - T.b. Cabyposa

. COrNTACOBAHO
M DOTOKON
Tipororon JK LleHTpanbHOM 3KCNEpTHA-NDOBEPOYHO!
duHyHUBEpPCUTETA KOMUCCAN
or 01.02.2021 Ne 01 Masapxuoa viocKabl

OVZM%‘ o Sa—



127

[Tpunoxenue Ne 1
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

HEPEYEHD

00s13aHHOCTel pa0OTHUKA, 0TBETCTBEHHOI'0 32 /1eJIONPOU3BOIACTBO

PaboTHUK, OTBETCTBEHHBIN 3a AEJONPOU3BOACTBO B CTPYKTYPHOM MOJpa3eICHUN
OCYUIECTBIISIET:

1. [IpuemM, MOCTYNUBIIUX B CTPYKTYPHOE MOJpa3/iesicHUe JTOKYMEHTOB, U Meperavy
UX PYKOBOJUTENIO.

2. Y4eT JOKYMEHTOB W CBEICHHUN OO0 yKa3aHUSAX I10 HWCIOJHCHHIO JOKyMEHTA
(pe3oonusiX) pyKOBOJUTENSI CTPYKTYPHOTO TOJIpa3/IeJeHUs, O ABUKEHUU JIOKYMEHTOB,
00 WX HCTOJHEHUHU.

3. [lepenauy 1OKYMEHTOB HEIOCPEACTBEHHBIM HUCTIOTHUTESIM.

4. TIpoBepky MPaBUJIBHOCTH oopMIeHus IIPOEKTOB JIOKYMEHTOB,
pa3pabaThIBa€MbIX B CTPYKTYPHOM TMOAPA3ACICHUN U TIPEIOCTABISEMbIX Ha COTJIACOBAHKE
WJIM Ha TOAMUCK.

5. [lepenauy 1OKyMEHTOB Ha IMe4yaTHble pPaOOThl, THPAKUPOBAHUE WIM Ha
OTIpaBJICHUE.

6. [TomydyeHnue, xpaHeHHE, BbIJAYY MCIOJHUTEISIM MW CIHCAHWE OJIAHKOB
nokyMeHtoB OuHyHUBEpCUTETA.

/. Peructpanuio JIOKYMEHTOB, TMOJICKAIIUX PETUCTPAllMd B CTPYKTYPHOM
MO/Ipa3/IeICHUN.

8. KoHTposib 3a CpokamMH HCIIOTHEHHS TOKYMEHTOB M TOPYYCHUN PYKOBOJMTEIS
CTPYKTYPHOTO MOJIPa3/ICIICHUS.

9. UndopmupoBaHre pyKOBOAMUTENS CTPYKTYPHOTO MOJPA3JICICHUS O COCTOSHUU
JeJ1 IO UCTIOJIHEHHIO JJOKYMEHTOB.

10. CooOrmieHne B OTAEN PErHCTpallid JOKYMEHTOB U KOHTPOJIS HCIIOTHEHUS
nopyueHuil Y J[MA cBelleHHI O UCTIOJHEHUIO JOKYMEHTOB, IOCTABIEHHBIX HA KOHTPOJIb.

11. CocTaBneHre HOMEHKIIATYPHI JIeJ CTPYKTYPHOTO MOJIpa3JeieHUs] COBMECTHO C
PYKOBOIMUTENEM W  JPYTMMH  KOMIIETEHTHBIMH  pPAa0OTHHKAaMU  CTPYKTYPHOTO
MO/Apa3iesICHuU .

12. ®opmupoBaHHe 1e1 B COOTBETCTBHUM C HOMEHKJIATYpPOH M€ CTPYKTYPHOTO
MO/Ipa3/IeNICHUs.

13. IToaroToBky, odopMieHrne U Tepeaady Jejl CTPYKTYpPHOTO MOJpa3ieiCHUs] Ha
apXMBHOE XpAaHCHUE WJIM HA YHUYTOXKECHHUE.

14. O3HakoMJieHHE BHOBb NPHUHATHIX pabOTHUKOB ¢  HMHcTpyknued 1o
JEI0NpOn3BOACTBY B DUHAHCOBOM YHUBEPCUTETE MO/ POCIIHCH.

15. O3nakomsieHrne pabOTHUKOB C HOPMATUBHBIMU U METOJMYECKUMU JTOKYMEHTAMH
10 JAEJIONPOU3BOJICTBY.
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[Tpunoxenue Ne 2
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

(I)opMa aKTa NnpuemMa-nepeaavim 10KyMEeHTOB 1 €J1

OUHYHUBEPCUTET VTBEPXJAIO
(HauMeHOBaHUeE MOAPA3ACIICHHUS ) (HaMMEHOBaHUE TOJDKHOCTH
PYKOBOUTEIIS TTOIPA3ICIICHHS)
AKT
No (moamucek) (1.0. damuust)
« » 202 T

npueMa-nepeaadu J10KyMEeHTOB U J1€J1

OcHoBanue: nyHKT 1.8 HMHcTpykuuu 1o JI€JONPOU3BOJACTBY B (henepabHOM
roCy/1apCTBEHHOM 00pa30BaTEIbHOM OIOKETHOM YUPEXKICHUU BBICIIErO0 00pa3oBaHUs
«DunaHcoBbli  yHuBepcurer npu  lIpaBurensctBe  Poccumiickon = Depeparumn»,
YTBEPKIAECHHOU Npuka3zoM OHHYHHBEpPCUTETA OT No

CocragiieH: N
(manmenoBanue gomxHoctH, ®amunusa U.O. nepenaroniero)

(manmeHnoBanue nowkHoct, @amunusa M.O. npuHUMaronero)

(HaumeHoBaHue nooKkHOCTH, @amumns 1.O. mpucyTCTBYIOIIEro)
B CBA3U CcO CMEHOM pa6OTHI/IKa, OTBETCTBCHHOI'O 3a ACTIOIIPOU3BOACTBO

nepenan(-a), B NMPUCYTCTBUU
(mara) (Pamumus 1.0.) (komy- @amunusa 1.0.)
JIOKYMEHTHI U [eiia
(xoro — ®amunus 1.0.) (HauMEHOBaHUE OIPA3/ICITHHUS)
B COOTBETCTBUU C HOMEHKJIATypaMH J€I1 3a IT.
(rozpr)
Hroro npunsToO: JIeH.

(unpaMu ¥ IPOIHUCHIO)
CocraBiieH B 2-X 9K3eMIUTSIpax:
1-# sx3emMIuIsIp — ;
(HaMMEeHOBaHWE CTPYKTYPHOTO TTOAPA3ICIICHNUS )
2-1 DK3eMIUISIp — YTIPABJICHHE JISTOMPOU3BO/ICTBA U apXUBa.

[epenan(-a):

(HaUMEHOBaHKE JOJIKHOCTH) (moxmuch) (N.0. ®amwumus)
[Mpunsui(-a):

(HaMMEHOBaHHUE JTOJDKHOCTH) (moamuce) (1.0. ®amumnus)

[IpucyrcrBoBasn(-a):

(HaUMEHOBaHHE JIOJIKHOCTH) (moxmuchk) (N.0. ®amumus)
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[Tpunoxxenune Ne 3

K MHCTpyKIMHU 1O 1€T0NPOU3BOJICTBY

CXEMA

PaCIoJIOKEeHUsI PEKBU3UTOB U T'PAHUIIBI 30H
Ha ¢popmaTte A4 MPOIOJIBHOIO OJIaHKA
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[Tpunoxenue Ne 4
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

CXEMA

PAaCIoJIOKEeHUsI PEKBU3UTOB U I'PAHUIIBI 30H
Ha ¢popmate A4 yrjioBoro 0J1aHKa
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O6pa3en o011ero 6;1aHka (MPo0JILHOIO)



denepanbHOE roCy1apCTBEHHOE 00pa30BaTEeIbHOE OFOIKETHOE
YUPEKJICHUE BBICIIETO 00pa30BaHUS

«®PuHaHcoBbIll YHUBepcuTeT npu IllpaBurtenbcrBe Poccuiickoun @enepanumn»
(PMHAHCOBBIH YHUBEPCUTET)

« » 202 T Ne

MockBa
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[Tpunoxenue Ne 6
K MHCTpYKIIUU IO TE€TOTPOU3BOJICTBY

O6pa3en o0uIero 6;1aHka (yrjioBoro)

denepanibHOE rOCYIaPCTBEHHOE
o0Opa3oBatenbHOE OFOKETHOE
YUPEKICHUE BBICIIIErO 00pa30BaHMS

«DUHAHCOBBIH YHHBEPCUTET
npu IlpaBurtesbcrBe
Poccuiickou Peaepanmm»
(PuHAHCOBBII YHMBEPCUTET)

MockBa



133

[Tpunoxenue Ne 7
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

HEPEYEHD

PEKBU3UTOB TIOKYMEHTOB

01 - rep6 (I'ocymapctBennsiii Tep0 Poccuiickoit ®deneparuu, repd cyObekTa
Poccutickoii @eaepannu, repd (TepaabandecKuii 3HaK) MyHUIIAIATLHOTO 00pa30BaHuUs);

02 - smbaema;

03 - ToBapHBIii 3HAK (3HAK OOCTYKUBAHMUS);

04 - kox popMBI JOKYMEHTA;

05 - HanMeHOBaHUE OPTaHU3AIIUHN - ABTOPA JJOKYMEHTA;

06 - HanMeHOBaHUE CTPYKTYPHOTO MOAPA3CICHHS - aBTOPa TOKYMCHTA;

07 - HaMeHOBaHUE TOJKHOCTH JIMIIA - aBTOPA JIOKYMEHTA;

08 - cipaBouHBIC TaHHBIC 00 OpraHU3allNH;

09 - HamMeHOBaHUE BUA IOKYMEHTA;

10 - mara TOKyMEHTa;

11 - peructpaniioOHHBIN HOMEP JIOKYMEHTA;

12 - cchuika Ha PErUCTPAIIMOHHBIN HOMEP U JaTy MOCTYIUBIIETO JTOKYMEHTA;

13 - MecTo cocTaBiieHUs (M31aHUSI) TOKYMEHTA;

14 - rpud orpaHnyYeHUs JOCTyIA K TOKYMEHTY;

15 - appecar;

16 - rpud yTBEepKICHUS JOKYMEHTA,;

17 - 3aronoBOK K TEKCTY;

18 - TeKCT NOKyMEHTa;

19 - oTMeTKa 0 MPUIIOKECHUU;

20 - rpud cornmacoBaHus JOKYMEHTA,

21 - Bu3a;

22 - TIOJIINCE;

23 - oTMETKa 00 AJIEKTPOHHOM MOIHCH;

24 - meyarn;

25 - oTMeTKa 00 UCIIOJIHUTEIE;

26 - OTMETKa O 3aBEPEHHUH KOIIHH;

27 - OTMETKa O TIOCTYIJICHUH JTOKYMEHTA;

28 - pe3omtonus;

29 - oTMETKa O KOHTPOJIE;

30 - oTMeTKa O HaNpaBJICHUU JOKYMEHTA B JIEJIO.
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[Tpunoxxenue Ne 8
K MHCTpyKIIMU IO IEITOTIPOU3BOICTBY

INPUMEPHBI NEPEYEHDB

YTBEPKAAECMBIX TOKYMECHTOB

1. AxTbl (NIPOBEPOK, pEBHU3UM; CHOUCAHUS; OSKCIEPTU3bl; Mepefayd Jed; O
BBIJICJICHUH K YHUUYTOKEHUIO IOKYMEHTOB U T.JI.).
2. I'paduku paboT, OTHMYCKOB, CMEHHOCTH.
3. 3aganus (TeXHHYECKHUE, HA MPOBEICHHE HAYYHO-HCCIIEIOBATEIbCKIX PadoT,
U T.J.).
4. WHCcTpyKUMH, JOTKHOCTHBIE HHCTPYKIUH.
5. Knaccugukarop CTpyKTypHBIX OJIpa3AeieHUIl U KOJUIETHAJIbHBIX OPraHoB.
6. MeTtoauueckue peKOMEHIalNN, METOANYECKUE YKA3aHUs U METOUKH.
7. Homenknarypa fesn opraHu3anuu.
8. HopMbl n HOpMaTuBbI (BpEMEHH, YUCIECHHOCTU PAOOTHUKOB, Pacxona ChIpbs U

MaTepUasoB, ANEKTPOIHEPTUN).

9. Otuetsl (0 paboTe, KOMaHAMPOBKAX, HAYYHO-HCCIEIOBATEIBCKUX paboTax u
T.J1.).

10. Onucu gen (MOCTOSHHOTO, BpeMeHHBIX (CBhIIE 10 JeT) CpOKOB XpaHEHHS U 110
JUYHOMY COCTaRBY).

11. Ilepeunu (IOJKHOCTEH, CTPYKTYPHBIX MOAPA3ACIICHUNA, OpraHu3aluii, BUIOB
uH(pOopMauu, T0KYMEHTOB).

12. Tlnansl (paboT; yueOHbIE, HAYYHO-UCCIEA0BATEILCKUX PaboT, paboThl YUEHOTO
COBETa W T.1.).

13.ITporpammsr (pabot, oOpazoBaTeIbHBIEC U T.1.).

14. CmeTsl (pacxod0B; Ha KaUTaILHOE CTPOUTEIILCTBO H T.J1.).

15. CrangapTsl OpraHU3aIMH.

16. CtpykTypa 1 mTaTHasi YUCICHHOCTb.

17. Ycras.

18. YuudunupoBanubie GOpMbI JOKYMEHTOB.

19. IllTatHOE pacmucaHue.
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[Tpunoxxenune Ne 9
K MHCTPYKIMK TIO 1EIOTPOU3BOJICTBY

Oo0pa3zen opopMiieHHs IPUKA3A

denepaibHOE TOCYAAPCTBEHHOE 00pa3oBaTesibHOE OI0KETHOE
yUpeKIASHHUE BHICIIETO 00pa3oBaHUs

«@PuHaHcoBbIl yHuBepcuTeT npu IlpaBurenbcrBe Poccuiickon @enepanum»
(PUHAHCOBBIH YHHUBEPCUTET)

NPUKA3
« » 202 . Ne

MockBa

O Ha3HaAYeHMM OTBETCTBEHHBIX 3a ACJOIIPON3BOJACTBO

B cootBercTBrU ¢ myHKTOM 1.8 MHCTpyKIIMU 1O J1€7101PpOM3BOACTBY B PHHAHCOBOM
YHHUBEpPCUTETE, YTBepKAeHHON mpukazom PuayHuBepcutera ot 03.03.2021 Ne 0417/o,
NpHUKa3HblBaIo:

1. Ha3HaunuTh pabOTHUKOB OTBETCTBEHHBIMU 3a JAEJIONPOU3BOACTBO B CTPYKTYPHBIX
MOJIPA3JICIICHUSAX COTIIACHO CITUCKY (Tipriokenune Ne 1).

2. PykoBOIUTENSIM CTPYKTYPHBIX MOJApa3elieHnii He3aMeIUTEeIbHO MPEACTaBIIATH
B YNpaBiieHUE J1€JIO0MPOU3BOJICTBA U ApXHBa:

IpU YBOJBHEHWW WM TEPEeBOAEe B APYroe MoJpa3ielieHue OTBETCTBEHHBIX 3a
JeJIONPON3BOACTBO — aKThl IpUEMa-Tiepeaun TJOKyMEHTOB U JieJl Ha OyMa)kHOM HOCHUTEJIe
no ¢opme corigacHo mnpuwiokeHuto Ne2 k MHCTpyKuuu 1O AENONpPOU3BOJACTBY B
®UHAHCOBOM YHHBEPCUTETE;

OpU CO3JaHUM U PEOpraHU3alMu CTPYKTYPHBIX MOAPA3JEICHUNA — CIIy)KeOHbIe
3aMKUCKU O HA3HAYaeMbIX 3a JEJIOMPOU3BOACTBO PAOOTHUKAX, MOAMUCAHHBIE 3JIEKTPOHHOU
MOAMKCHI0 B CHCTEME DJICKTPOHHOTO MokymMeHTooOopota DIRECTUM (mamee — CDJ]
DIRECTUM), cornacuo ¢opme (punoxenune Ne 2).

3. Hauanenuky VYmpasnenus pgenomnpousBoictBa u apxuBa CaOyposoit T.b.
obecieunts B COJI DIRECTUM moanepkaHue B aKTyaJllbHOM COCTOSHUM TPYII
M0JIb30BaTese — paOOTHUKOB, OTBETCTBEHHBIX 32 JAEJIONPOU3BOICTBO.

4. llpusHats yTpatuBmIMM cuily npukaz3 @uuyHuBepcutera oT 25.03.2020
Ne 0637/0 «O Ha3HaUYEHUM OTBETCTBEHHBIX 3a JICJIOMPOU3BOJICTBOY.

5. KonTposb ucnonHeHus NpuKa3a BO3JIOKHUTh Ha pykoBoautens Cekperapuara
pekTopa Xapamsuiu AL

OcnoBanue: 1. Cny»xeOHbIe 3aNTUCKA PYKOBOJIUTEINICH CTPYKTYPHBIX MOIpa3IeTICHUM.
2. AKTHI IpreMa-Tiepeiadi JOKyMEHTOB U JeJ.

PexTop M.A. DcknHaapoB
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[Tpunoxxenue Ne 10
K MHCTpYKIIUU IO TE€TOTPOU3BOJICTBY

Oobpa3sen opopmiieHNsI paCcCTIOPSIKEHUS

denepanbHOE rocynapcTBeHHOE 00pa30BaTEIbHOE OIOKETHOE
YUPEKJICHUE BBICIIETO 00pa30BaHUS

«®PuHaHcoBbIll yHUBepcuTeT npu IllpaBurtenbcrBe Poccuiickoun @enepauun»
(PuHAHCOBBIH YHHUBEPCHUTET)

PACHOPAXKXEHHNUE

« » 202 T. Ne

MockBa

(0) NnpeacraBJICHNNA CBe)IeHI/Iﬁ AJISI IIPOBEACHUA MOHHTOPHUHI A EJIEBOT'O oﬁyqemm

Bo ucnonnenne mucema MunoOpHayku Poccuu ot 13.07.2016 Ne AK-1703/05 o
POBEJCHUN MOHUTOPUHTA LIEJIEBOTO OOYUEHUS:

1. Hawanpauky otaena mo pabore ¢ opranamu Biactu JlutoBkuny HO.U. B cpok mo
20 aprycra 2019 r. npeacTaBuTh 3aMECTUTENIO HavajdbHUKa OrepalroHHO-aHAIUTUYECKOTO
ynpasienus GunaroBoit M.A. nadopmaruio o auiax, 3a4ucieHbix B 2019 rony B pummans
OUHYHHBEPCUTETA W 3aKJIIOYMBIIMX JOTOBOPHI O IIEJIEBOM OOYYEHHWH B COOTBETCTBHM CO
crarbeil 56 enepanbHoro 3akoHa ot 29.12.2012 Ne 273-03 «O06 oOpazosanuu B Poccuiickoi
denepanyny, Ha OyMaKHOM HOCHTEIEe M Ha ajpec 3JekTpoHHo noutel Mfilatova@fa.ru B
cooTBeTcTBUH ¢ (hopmamu (riputoskerne Ne 1) u pekomeHnarmsmu (mpuioxkenue Ne 2).

2. KoHTpoib UCHONHEHHs pacropsbKEHHsT BO3JIOKUTH Ha TIPOPEKTOpa MO CTpaTerud U
pabote ¢ opranamu Biactu Cadonona A.JL.

Pexrop M.A. DckunaapoB


mailto:mfilatova@fa.ru
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[Tpunoxenue Ne 11
K MHCTpYKIIUU IO TE€TOTPOU3BOJICTBY

Oo6pa3sen popMbI 10/ZKHOCTHOM MHCTPYKIIUMA

desiepanbHOE TOCYJAPCTBEHHOE YTBEPX/IAIO
o0Opa3oBatenbHOE OFOKETHOE
YUPEXKJIEHUE BBICIIETO 00pa30BaHUS

«DUHAHCOBBIH YHUBEPCUTET
npu IlpaBurtesbcrBe
Poccuiickou Peaepanmm»

PexTop (10IKHOCTHOE JIULIO
u3 cocraBa Pextopara)
@UHAHCOBOIO YHUBEPCUTETA

(PUHAHCOBBII YHUBEPCHTET) (Tmoiuce) (H.0. Oamuus)
JOJIKHOCTHAS « » 202 T.
NMHCTPYKIUS
Ne
MockBa

(HaMMEHOBaHHE JIOJKHOCTH)

CTpykTypa Tekcra

1. OOume nonoxeHus
2. OyHKIIUA
3. O6s3aHHOCTH
4. IlpaBa
5. B3aumMooTHOIIIEHUS (CBSI3H 11O TOJHKHOCTH)

6. OTBETCTBEHHOCTH

PykoBoaurens lloonuco N.O. Gamunns
CTPYKTYPHOTO NOJAPAa3ACICHUS
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[Tpunoxenue Ne 12
K MHCTpYKIIUU TTO TE€TOTPOU3BOJICTBY

Oo6pa3sen opopmileHNs IOJTHOTO IPOTOKOJIA

denepanbHOE TOCYAaPCTBEHHOE 00pa30BaTeIbHOE OI0IKETHOE
yUpEKJICHUE BBICIIETO 00pa30BaHUs

«@PuHaHcoBbld YHUBepcureT npu IllpaBurenbcrBe Poccuiickon @eaepanum»
(PUHAHCOBBIH YHHUBEPCUTET)

HPOTOKOJI

« » 202 . Ne

MockBa
3aceJaHusA Y4eHOro coBera MakyibTeTa IKOHOMMKM 1 OM3Heca

[Ipencenarens — beacmeprtHas E.P.
Cexkperapp — SAposas H.C.
[TpucyrcTBOoBanu: 17 yenoBek (CNUCOK MpUIAraeTcs).

I[TOBECTKA AHA:

1. O pexomenganuy ... .
Coobmenue (mokian) aekaHa DakypTeTa SKOHOMUKH B On3Heca aoi. bescmeprtHoii E.P.

2. ...

1. CIIYIIAJIN:

bescmeprtras E.P. — TekcT coobmienus (qokiana) npuiaaraercs.
BbBICTYIIUJINA:

Po3zanoBa T.II. — kpaTkas 3anuce BBICTYIICHUS.

Jlebene U.A. — kpaTKkas 3alUCh BBICTYTIJICHHUS.

PEIINJIN:

1.1. PexoMeHnoBaTh ... .

1.2. [IpuHATS ... .
2. ...

[Ipencenarens Iloonuce E.P. be3cmeptHas

CexkpeTapb Iloonucw H.C. Sposas
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[Tpunoxenue Ne 13
K MHCTpYKIIMA 110 TETOTIPOU3BOICTBY

Oo6pa3sen opopMileHNsI KPATKOT0 MPOTOKOJIA

denepanbHOE rocyJapcTBEHHOE 00pa30oBaTeNbHOE 0I0IKETHOE
YUpEKJICHHE BBICIIETO 00pa30BaHU

«@P@uHaHcoBbIll yHUBepcuTeT npu IllpaBurtenbcrBe Poccuiickoun @enepauun»
(PuHAHCOBBIH YHHUBEPCHUTET)

HPOTOKOJ

« » 202 r. Ne

MockBa

ONEePATUBHOIO COBEIIAHMS Y MPOPEKTOpA
M0 Pa3BUTHIO HH(PPACTPYKTYPHI

[TpopekTop no pazBuTHio HHPpacTpyKTyphl — Jlobaesa T.B.
Cekperaps — Kymmanosa E.E.
IIpucyrcTBoBanmu: Yyrynos 10.B., 3aiinesa 3.C., CenuepcToB A.U.

1. O cTpouTenbCcTBE YICOHOTO KOpITyca ... .
(JIob6aepa T.B.*, CemuBepcroB A.U., Uyrynos 10.B.)

1. Pa3paboTarh NpOEKT TEXHUYECKOTO 3aJaHUS ... .
2. llopyuuts CenuBepcroBy A.M. ... .

2. O 3akynke 000pyaI0BaHUS JUIS CTOJIOBOM ... .
(Uyrynos 10.B.*, JIo6aesa T.B., 3aiiuena 3.C.,)

1. Ono6puTh NpeasIoKEHNE O 3aKyIKe MIUT U nmopyuuTh Yyrynosy 10.B. ... .
2. ...

ITpopekTop no pa3BUTHIO
UHPPACTPYKTYPHI Tloonuce T.B. JIobaea

Cexkpetapb Tloonucw E.E. Kymmanoa

*I’l@pGOZZ yKasvleaemcs qbamwzwz U uHUYyualbl OCHOBHO2O OOKJZCZOUMKCI, 3amem — qbamwzuu u uHuyuasl jiuy,
yuacmeoesasuiux 6 06Cy9fC()€HMM eonpoca.
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[Tpunoxxenue Ne 14
K MHCTpyKIMK No IeI0nponu3BOICTBY

O6pa3en opopmieHns 1eJI0BOT0 (CIy:KeOHOr0) mMIchbMa

®DeneparabHOE TOCYAAPCTBEHHOE 3aMeCTHTEIIO JUpeKTOpa
00pazoBaTeNbHOE OFOHKETHOE
P o komMmepiuu Y OIIC r. MockBbI —
YUPEKICHHE BBICIIIETO 00pa30BaHuUs
«@UHAHCOBLI YHHBEPCHTET PH ¢mmana OI'VII «Iloura Poccuny
IIpaButeancTBe Poccuiickoii @enepamum» Mopo3sosoii C.B.

(PuHAHCOBBIN YHUBEPCHUTET)

Jlenmnrpanckuii np-1, 1.49, Mocksa, I'CII-3, 125993
Ten. (499) 943-98-29, 943-98-55, daxc (499) 157-70-70
e-mail: academy@fa.ru http://www.fa.ru
OKIIO 00042493, OI'PH 1027700451976,

HMHH 7714086422

No
Ha Ne oT

O pacTopskeHuu J0roBopa

VBaxaemasa Csetiiana BacmibeBHa!

OUHAHCOBBIM YHUBEPCUTET cooliaeT o Hamepenuu ¢ 18 mas 2018 r. pacTopruyTh
JIOTOBOP HAa OKa3aHHWE YCIYyr Ha JOCTABKY Me4aTH U KoppecnoHaeHuuu no cucreme I'CII
or 04.03.2017 Ne 2/T'CIT 6-41778, 3akmouenublii Mexay PI'YII «lloura Poccunm» u
(denepabHBIM  TOCYJApCTBEHHBIM  00pa30oBaTEIbHBIM  OIOJKETHBIM  YUPEKACHUEM
BbICIIET0 0Opa3oBaHusi «@PuHaAHCOBBIM yHHUBepcuteT npu IlpaBurtenbctBe Poccuiickoi
®denepauuny», B CBA3U CO CTPYKTYPHBIMU U3MEHEHHUSIMU B ODUHAHCOBOM YHHUBEPCUTETE.

[Ipocum Bac npenctaBuTh cuet [isl MOTralieHusi KpeAUTOPCKOM 3a0JIKEHHOCTH.

[TpunoxkeHue: akT CBEPKH B3aMMHBIX pacueToOB Ha 2 J1. B 2 JK3.

Pexrop Iloonucw M.A. DckuHAapoB

Cabyposa TartbsiHa bopucoBna
8(499)922-34-76


mailto:academy@fa.ru
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[Tpunoxxenue Ne 15
K MHCTpYKIIUU IO TE€TOTPOU3BOJICTBY

Oo6pa3sen opopmiteHNs1 TOKJIATHOM 3aNIMCKHU

OUHYHUBEPCUTET Pekropy ®unyHuBepcurera
npod. M.A. DcKkuHIapoBYy

praBHCHI/Ie 110 00ECIICUCHUTO
HpHGMHOﬁ KaMIIaHHUH

JOKJIAITHAA 3AIIMCKA

20.03.2020 No 52/23 — 11

O xomMaHIUPOBAHNHU PA0OTHUKOB
JJI y9aCTHS B CeMHHAape

VYBaxxaemblii Muxann A6aypaxmaHoBuy!

[Tpomry Bamero paspemenuss Ha KoMmaHaupoBaHue B T. Coun paOOTHHMKOB
VYrpaBiaeHuss 1Mo 0OECIEUYECHHUIO MPUEMHON KaMMaHUM — 3aMECTHUTENs HadajJbHUKA
YIPABJICHHSI IO OPTaHU3alMy TpUeMHON Kamnanuu JInapkoBy C.A. M HayalbHUKA OTAEIA
no paborte ¢ mocrynatoummu As3uzoBy A.H. nns yyacTuss B ceMHMHape 1o BONpocam
OpraHM3alyH U NPOBEACHUS NMPUEMHOM KamIaHuu, opranusyemsiM HOY «9Bpuka» ¢ 01

no 03 anpens 2020 rona.

[Tpunoxenune: npurnamenue HOY «3Bpuka» ot 18.03.2020 Ne 345/9 na 1 1. B 1 2K3.

Hauvansuuk
VYmpaBieHus: o 00eCreUeHHUIO
MIPUEMHON KaMIIaHUH Iloonuce A.B. XaputoHon



142

[Tpunoxenue Ne 16
K MHCTpYKIINA 110 TETOTPON3BOICTBY

Oo0pa3zen opopMiIeHHs CIIPABKH ¢ MeCTAa PadOThI

®denepalibHOE TOCYIAPCTBEHHOE
00pa3oBaTelIbHOE OFOIKETHOS
YUPpCIKACHNUC BBICHICTO 06p330BaHI/I$1
«@®UHAHCOBBIN YHUBEPCUTET MPH
IIpaBureancTBe Poccuiickoin @enepanum»
(PuHAHCOBBI YHMBEPCHUTET)
Jlennurpanckuii np-t, 1.49, Mocksa, I'CII-3, 125993
Ten1. (499) 943-98-29, 943-98-55, dakc (499) 157-70-70

e-mail: academy@fa.ru http://www.fa.ru
OKIIO 00042493, OI'PH 1027700451976,

MHH 7714086422
Ne
Ha Ne oT

CIIPABKA

CremanoB Cepreii CremaHoBud paboTaeT B (eAepalbHOM TOCYIapCTBEHHOM
o0pa3oBaTebHOM OIOJKETHOM YUYPEKICHUH BBICIIETO 00pa3oBaHus «DHHAHCOBBINA
yauBepcuter npu IlpaBurensctBe Poccuiickoit ®enepammun» ¢ 01.12.2013 (mpukas
®dunynusepcurera ot 01.12.2013 Ne 6121/m¢-52);

B JOJDKHOCTH noueHTa kadeapsl «lIpeanpunumarensckoe npaso» c¢ 01.12.2013
(mpuka3 @unynusepcurera ot 01.12.2013 Ne 6121/51¢-52) mo 11.09.2016;

B JIOJUKHOCTH JOLEHTa JlermapTaMeHTa MpaBoOBOIO PEryJIUPOBAHUS SKOHOMUYECKOU
nesitenbHOCTH ¢ 12.09.2016 (puka3 @unynusepcutera ot 12.09.2016 Ne 3319/n1¢c-52) no
30.06.2020;

B JIOJDKHOCTH JOLIEHTa JlemapTaMeHTa MEXJIyHApOJHOTO M MyOJIMYHOTO IMpaBa
KOpunnueckoro dakynsreta ¢ 01.07.2020 (mpuka3z dunynusepcutera ot 01.07.2020 No
1779/n¢c-52) o Hacrosiee Bpems.

CrnpaBka J1aHa Jijis IpeI0CTaBICHUS B

Havanbauk
YupasieHus KaapoBOToO

gbecreueHus Tloonucw N.JI. AHOCOBA

ommuck neuamu
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[Tpunoxenue Ne 17
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

Oobpa3sen opopmiieHNs TeJIerpaMMBbI
TEJIETPAMMA
C YBEJAOMJIEHUEM

353807 KPACHOJIAPCKUM KPAN1 KPACHOAPMENCKNN PAIOH
CTAHMULIA [TOJITABCKAS VJIULIA JKJIOBBI 41 KBAPTHPA 9

KAPITEHKO TATBAHE IMUTPUEBHE

B CJIIYVUHAE HEIIPEJOCTABJIEHMA OBBACHUTEJIBHBIX JOKYMEHTOB 3IIT
INOATBEPXKXIAIOIINX VYBAXUTEJIBHYIO IIPUUMHY OTCYTCTBUA BOJIEE
JIECATU JHEM HA YUYEBHBIX 3AHATHAX U IIPOMEXYTOYHOM ATTECTALIMU
3IIT BBI BYAETE OTUUCJIEHBI THK

JEKAH OAKVYIIbTETA S9KOHOMUKU 1 BUSHECA E.P. BESCMEPTHAA

PUHAHCOBBI YHUBEPCUTET

JlenuHrpaackuii np-T, A. 49,
Mocksa, 125

Ioonuce E.P. be3cmeptHas
PMMUCK nevyamu
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[Tpunoxxenue Ne 18
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

Oopa3sen opopmJieHUs BHINMUCKHU M3 MPOTOKOJIA

denepanbHOE rocyapcTBEHHOE 00pa30BaTEIbHOE OI0KETHOE
YUPEKJICHUE BBICIIETO 00pa30BaHUS

«®PuHaHcoBbIll yHUBepcuTeT npu IllpaBurtenbcrBe Poccuiickoun Denepauun»
(PUMHAHCOBBIH YHUBEPCUTET)

BBIIIMCKA U3 ITPOTOKOJIA

« » 202 T Ne

MockBa
3aceJaHus Y4eHOro copera Makyiabrera « Bpicias HIKoJIa ynpaBieHUsD

[Ipencenarens — Tpauyk A.B.
Cekperaps — Anapromikosa N.T.
[IpucyrctBoBanu: 17 yenoBek (CIUCOK MpUIaraeTcs).

I[TOBECTKA AHA:

1. O pexomeHganuy ... .

Coobmenne (moknam) gexkana Dakynprera «Bpicmas 1mkonma  ympaBleHUSD)
npod. Tpauyka A.B.

2. O pa3paboTke ... .

CoobOmienue  (mokisian)  pykoBojautens — JlemaprameHta — ympaBieHUs — OU3HECOM
no1. [lo3zmaskosa K.K.

1. CJIVIIAJIN:

[TosnaskoBa K.K. — TekcT coobmienns (mokiana) npuiaraeTcs.
BBICTVYIIUJIN:

JIunnep H.B. — kpaTkas 3anuch BBICTYIIJICHUS.

PEIINJIN:

1.1. lTopyuuts ... .

1.2. Onobpurs ... .

IIpencenarens A.B. Tpauyk
CexkpeTtapb N.T. AnaproimikoBa

Bepno
HanmenoBanue JOIKHOCTH TToonuce N.0. Gamunusa

ommuckK neuamu

oama
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[Tpunoxenue Ne 19
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

HEPEYEHDb

BUI0B YIIPABJICHYECCKUX TOKYMEHTOB, CO3AAaHUE, XPAHCHUE, HCITOJIB30BaAHUE
KOTOPLIX OCYHIECTBJIACTCH B (l)opMe AJICKTPOHHBIX TOKYMECHTOB

(HEe UMEIOIINX MOCTOSHHOTO, BpeMEHHOTO (cBhIie 10 ser)
cpoka xpaneHus unu otMetky JIIK B cooTBeTCTBUU C
[lepeuyneM THMOBBIX yIPaBIECHYECKUX ApXUBHBIX JOKYMEHTOB, 00pa3yIOIIUXCS B
MpOIECCE ACATEIBHOCTH FOCYAaPCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CaMOYIIPaBIICHUS
Y OpTaHU3aIHN, C YKa3aHHEM CPOKOB MX XPaHCHHSI)

Ne /i Bung nokymenta Cpok xpaHeHHs [Ipumeuanus
JIOKyMEHTA (HOMEpa
cTaTei)
1 2 3 4
1. TIpoeKThl JOKYMEHTOB
1.1 IIpoekThl mpuKa30B, pacloOpsHKEHUN U lr. cT.20

JIOKYMEHTHI (JOKIJIaIHbIE, CITyKeOHbIE
3aIHUCKH) K HUM (K TIPOCKTaM)

1.2 [IpoexTsl HOMEHKNATYp AeN, J1o MuHOBaHMS cT.9
KJ1acCU(UKATOPOB, MEPEUHEH HaJI0OHOCTH
JOKYMEHTOB

2. UndopmarimoHHbie JOKyMEHTBI

2.1 Joxnanbl, 0630pbl HHOOPMAITMOHHOTO 5 1. JIIK cT.361
XapakTepa

2.2 Nudopmarimonnsie, TeMaTU4YECKUE, 3r. cT.360
oubmorpaduueckre moa00pKu
uH(popMauu.

2.3 Coo0111eHus, CTaTbU O PEKIIAMHON 3r. cT.360

ACATCIIbHOCTH YHUBCPCUTCTA

3. CripaBOoUYHBIE JOKYMEHTHI

3.1 Cnucku aapecoB, Tene(pOHOB 3r. cT.160 (1)
MO/Ipa3ieNIiCHN i YHUBEPCUTETA U IPYTUX MOCJIC 3aMEHBI
OpraHHu3aIun HOBBIMU
3.2 Crmcku aapecoB 00s13aTeIbHOM 3r. cT.160(1)
PACCBHUIKH JIOKYMEHTOB (CITUCKH MIOCJIC 3aMCHBI
MIOCTOSTHHBIX KOPPECIIOH/ICHTOB) HOBBIMH
4. Noxnanueie (ciyxeOHbIC) 3aITUCKH
4.1 BryTtpennss nepenmucka:
4.1.1 | O peanuzanuu MPUHITHIX PEIICHUN 5. c1.3350
3r. cT.3358

1. cT.3351r
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1 2 3 4
4.1.2 | Ilo opraHu3aluOHHBIM BOIIPOCAM 5. JIIK cT.368
JIEATEIILHOCTH, B TOM YHCJIE IO 3r. cT.635
MPOBEICHUIO PA3IMYHBIX MEPONPUATHN 5. cT.430
4.1.3 | Ilo Bompocam obecrnieueHus S cT.527
000pynoBaHUEM Sr. cT.519
3r. cT.615
3r. cT.427
lr. ctT.327
4.1.4 | Ilo Xx034iCTBEHHBIM U 5. cT.186
aIMUHUCTPATUBHBIM BOIIPOCAM 3r. cT.362
3r. cT.539
3r. CT.656
3r. cT.543
3r. cT.362
S cT.542
4.1.5 |Ilo obecnieueHHIO TPAHCIIOPTOM, CBSI3bIO 3r. cT.556
3r. CT.558
3r. CT.555
MOCJIE CITUCAHUS
TPAHCIIOPTHBIX
CpPEACTB
lr. cT.559
[Ipu ycnoBun
MIPOBEJCHUS
IPOBEPKHU
4.1.6 |Ilo xagpoBOoMy OOECTICUCHHUIO 3r. cT.399
S cT.406
S cT.421
S cT.449
3r. cT.499
3r. cT.388
3r. cT.383
3r. cT.455
5o cT.457
3r. ct.454
4.1.7 | Ilo 5KOHOMUYECKUM, HAYYHBIM, 5. cr.354
KYJIbTYPHBIM ¥ HHBIM CBSI3SIM
5. JIOKYMEHTBI 0 PErucTpaluu, y4eTy U KOHTPOJIIO
5.1 Kuuru (xypHasbl, 6a3bl TaHHbIX ) S cT.177, 4630
perucTpalyu BblJ1auu CIIPaBOK, KOMHUM,
BBINKHCOK U3 JIOKYMEHTOB
5.2 KypHaisl peructpanuu S cT.182B
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pacnopsiANTENBHBIX TOKYMEHTOB MO
aIMUHUCTPATUBHO-XO35IMCTBEHHOU
eI TSIILHOCTHU

5.3 XKypHaibl peructpaiyu npruKa3oB Mo 5. cT.1826
JUYHOMY COCTaBY O €XKETrOJAHO
OIJIAYUBAEMBIX OTITYCKaX, OTITYCKaX B
CBSI3U C O0yUEHUEM, JEKYPCTBAX, HE
CBSI3aHHBIX C OCHOBHOH (TIPOQUILHOM)
JESITEIbHOCTHIO
5.4 JKypHaiibl peructpaiuy BHyTPEHHUX S cT.182r
JTOKyMEHTOB, ITOJATOTOBICHHBIX
CTPYKTYPHBIM MOPA3ACIICHUEM
9.5 XKypHaiel peructpanuu o0opameHui S cT.182¢
rpaKIaH
5.6 KypHansl peructpauuy nocTynarnmx S cT.182r
(BXOJISIIINX ) TOKYMEHTOB
5.7 KypHamsl peructpanuu OTIPaBIIEMbIX S cT.182r, 4631
(MCXOonSIIMX) U BBIJITaBAEMBbIX
JIOKYMEHTOB
5.8 KapTouku KOHTpOIS NCHOJIHEHUS 3r. cT.1821
MOPYYECHUN
5.9 KapTouku 1OKyMEHTOB 1 MOPYUYEHHU, 3r. cT. 18271
MMOCTaBJICHHBIX HA KOHTPOJb
5.10 | PeecTpsl pacchlIku paciopsIuTEIbHBIX lr. cT.1830
JIOKYMEHTOB
5.11 | Peectpsl yuera nepeaaBacMbIxX lr. cT.1830
JIOKYMEHTOB M KOPPECTIOH ICHIIUU
5.12 Bba3bl maHHBIX: B coorsercTeHum co cT.187
eAMHOM HMHPOPMALIMOHHOM CpeIb CpOKOM
y4eGHOr0 TpoIlecca YHUBEPCHTETA XPAHCHITA
JaHHBIX,
«EHC»; IIOMCIICHHBIX B 633y
B cooTBeTcTBUU CO
CpOKOM
aBTOMATHU3UPOBAHHON OMOTMOTEUHO- XpaHCHUA cr.187
JAHHBIX,

nH(}OpMaITMOHHOU cucTeMbl «Pycnany,

CHUCTEMBI JISKTPOHHOTO
JOKYMEHTO000pOTa U yIpaBiIeHUs
B3aumoaercTeueM «DIRECTUM»y

INOMCIICHHBIX B 6a3y

B cootBeTcTBHM CO
CPOKOM
XPaHCHUS
JAHHBIX,
TTOMEIIEHHBIX B 0a3y

cT.187
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[Tpunoxxenue Ne 20
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

HEPEYEHDb

00513aTeJIbHBIX CBe)IeHl/Iﬁ 0 TOKYMCEHTAaX, HCIMOJIb3YEMbIX B LICJIAX YU€Ta H MIOUCKA
AOKYMEHTOB B CUCTEMAX IJICKTPOHHOTO I[OK)’MCHTOOﬁOpOTﬁ

HanmenoBanue XapakTeprucTuka nH(pOpMaIiH, BKIOYAEeMON B JJIEKTPOHHYIO
CBEJICHUM O TOKYMEHTE PErUCTPAMOHHO-KOHTPOJIbHYIO KAPTOUYKY
1 2
1. Aapecant [lonHnoe oduIManTbHOE W  COKpAIIEHHOE HaWUMEHOBAHME
OpraHu3aluy Wik (pamMuwivsg, UHALKAJIb! JTMIA — OTIPABUTENSA
JOKYMEHTa (Ha OCHOBaHMM OJlaHKa JIOKyMEHTa WIH B
COOTBETCTBUM C JIaHHBIMM, YyKa3aHHbBIMM B OOpallleHuu
IpakJIaHNHA)
2. Anpecat [lomHoe odunMansHOE U COKpalleHHOE HAauMEHOBAaHUE

OpraHu3alvd Wik (pamMuaus, MHULIUAIBI JUla — MoJydyaTens
JIOKYMEHTa (B COOTBETCTBUM C PEKBU3UTOM «AapecaTy)

3. JIOJDKHOCT®,
baMuIig ¥ UHHUIHAIIBI

B cootBercTBUM ¢ pekBU3UTOM «lloamucey

JuLa,  HOANMCABLIETO

JOKYMEHT

4. Bug nokymeHTa B cooTBeTrcTBHM C yKa3aHWEM BHJIa JIOKYMEHTa Ha OJaHKe
JOKYMEHTA WJIMA Ha OCHOBAaHUM OLEHKU COJEpKaHUs
JIOKYMEHTa

5. Jlata nokymeHTta

B cootBerctBUM ¢ pgaTtoi, 0O0O3HAYEHHOW B JOKYMEHTE
aBTOpPOM, WJIM Ha OCHOBAaHUU T[OYTOBOrO IITEMIENs Ha
KOHBEpTE, €CJIM B JIOKYMEHTE JaTa OTCYTCTBYET

6. Homep moxymenTa

B coorBeTrcTBUM C HOMEPOM, IPHUCBOCHHOM JIOKYMEHTY
aBTOPOM

7. lata  moctymienus | Jlata, yka3aHHas B OTMETKE O TMOCTYIUICHUU (BXOMSIIEM
JOKYMEHTa ITamIe)

8. Bxomsmmii HoMep | Homep, mipocTaBieHHBIM B OTMETKE O IMOCTYIUICHUU
JOKYMEHTA (BXOSIEM IITAMIIE)

9. Ccblnka Ha |B  cooTBeTcTBUM CO  CBEACHUSMH, YyKa3aHHbIMH B

UCXOISIIMA  HOMEp |
JaTy TOKYMEHTA

COOTBCTCTBYIOIIEM PECKBU3UTC
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1

2

10. 3aron0BOK K TEKCTY

Kpatkoe cojepxanue TOKyMeHTa

11. Nanekc nena

I/IHILGKC ACJIa 110 HOMCHKIJIATYpPC IOCII, YKaSLIBaIOHII/If/'I Ha MCCTO
XPaHCHUA JOKYMCHTA

12. CBenenus o | Ha ocHOBaHMHM pe30iONMM Ha JOKYMEHTEC (PEKBHU3HUT
nepeaapecanuu «Pe3omronusy»)

JOKYMEHTA

13. KomuectBo ymmctoB | Komu4yecTBO TUCTOB OCHOBHOTO JJOKyMEHTA

OCHOBHOT'O JJOKYMEHTA

14. KonnuecTBo KonnuecTBo npunoxeHuin

MPWIOKECHUHI

15. O6miee koamdecTBO | OOIIEE KOTUYECTBO JUCTOB MPUIOKCHUI

JIUCTOB NMPUJIOKCHUH

16. Ykazanus 1o | Yka3zaHue 10 UCIOJTHEHUIO JOKYMEHTa WM IOPYYCHHE
VICIIOJTHCHHUTO PYKOBOJUTENSA,  ONpPEACNSIONIMe  XapakKTep  HCIOJHEHUS
JIOKYMEHTa JIOKYMEHTA M CPOK MCIIOJTHCHUS

17. JomKHOCTB,
dbaMmisi U WHULUAIBI

I[OH)KHOCTB, CI)aMI/IJII/IH W MHUIUAJIbl UCIIOJTHUTCIIA

HACIIOTHUTES
18. Ot™meTka o | B cootBercTBUM ¢ pekBU3uTOM «I'pHud orpanmuenus mocryna
KOH(PUICHIUAIBHOCTH | K JOKYMEHTY» («Js CITy>K€OHOT0 MMOJIL30BAHUSY,

«Kondunennumansno», «Kommepueckas TaitHa» u ap.)
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[Tpunoxenue Ne 21
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

IHNEPEYEHDb
HePerucTpupyemMbIX NOCTYNAKIIUX JOKYMEHTOB*

1. AukeTsl (pe3tome), HalpaBIsieMbI€ B IEJISIX TPYAOYCTPOMCTBA.

2. byxranrepckue TOKyMEHTHI (OyXxraiarepckas OTYETHOCTh, CUeTa, cueTa-PaKTyphl,
aKThl CBEPKM B3aMMOPACUETOB, aKThl MPHUEMKHU-TIEpPEaud OCHOBHBIX CPEICTB, TOBapHBIC
HaKJIaJHbIC).

3. T'OCTs1, TeXHUYECKHE PEIIAMEHTHI, PYKOBOISUIME M JAPYTrU€ JOKYMEHTHI I10
TEXHUYECKOMY PETYJINPOBAHUIO U CTAaHAAPTU3ALIUY.

4. I'pacuku, Hapsibl, 3asIBKU, Pa3HAPSIKU.

5. JlokyMeHTBl (IIPOEKThI JOKYMEHTOB), TpeOyroIlMe MOANUCAHUS (COTJIACOBAHMUS,
YTBEPXKACHUS) U TIOCIENYIOIIETr0 BO3Bpara.

6. KonkypcHas ToKyMeHTausl.

7. HayuyHo-TexHMYECKasl U IPOEKTHAs JOKyMEHTAIHS.

8. Koppecnonaennus, aapecoBaHHass paOOTHUKAM OpraHMU3alMd ¢ TIOMETKOM
«JImano».

9. Ilevatnpie w3maHusi (KHUTH, SKypHadbl, OpOIIIOPBI, Ta3eThl), KaTaJOrH,
TEXHUYECKas TUTEPATypa, TEMATHUIECKHUE U CIICIIUAIbHbIE COOPHUKH, TUTAKATHI.

10. [To3apaBuTenbHBIE MHCHMA, TEJIETPaMMbl, OTKPBITKH, OJaroJapcTBEHHBIC
MUChMa U TEJIETPaMMBbl, IPUTIIACUTEIbHBIC OUIIETHI.

11. IIpelickypaHTHI.

12. TIporpamMmbl KOH(MEPEHIUH, COBEIIIAHMI.

13. Pexnamubie MaTepuanbl (MTUCbMa, TUCTOBKH, IPOCIEKTHI, OYKIIETHI).

14. YuyeOHbI€ MIaHbl, IPOTPAMMBI.

15. ®opmbl 1 O6J1aHKH, B TOM YUCIIe POPMBI CTATUCTUYECKONW U MHOM OTYETHOCTH.

*ecnu  ykazanmvie OOKYMEHMbl NOCMYNUAU C  CONPOBOOUMENbHLIM — NUCLMOM, NUCbMA
PecUCmpupyiomcsi 8 YCmaHo81eHHOM NOPsOKe.
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[Tpunoxenue No 22
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

d)opMa peecTpa moYTOBLIX OTHpaBJIeHI/Iﬁ

OUHYHUBEPCUTET

(HaMMeHOBaHUE MOJPA3/ICICHHUS)

PEECTP
No

MNOYTOBBIX OTIIpaBJ'IeHI/Iﬁ

(BHJI TIOYTOBOTO OTIIPABIICHUS
/mpocToe/3aka3Hoe/3aKa3HOe C YBEIOMIICHIEM )

HaumenoBanue agpecara
Ne Ha3BaHUE OpraHu3aluu OJDKHOCTh o Hcxoasmuit |Bxoasimit
( P 1, A > | IlouToBbIl agpec I AL
n/m | @amwms WN.0. paborHmka wim Damumnus HOMEp HOMEP
N.0. rpaxxganunHa)
1 2 3 4 5
HUTOI'O:
(HaMMEHOBaHUE JIOJDKHOCTU (moamuce) (1.0. ®amunus)

PYKOBOJUTENS OIpa3iesieHus)

[Tepenan:

(mata) (TOIKHOCTBD) (TTomuch) (N.0. damuust)

[Ipunsn:

(mara) (1OMKHOCTD) (TToAmmcCH) (N.0. damumus)
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[Tpunoxxenue Ne 23

K MHCTpyKIMHU 1O 1€T0NPOU3BOJICTBY

dopma 3aaBKH Ha nepeaavy Tejedaxca (TejedoHHbIE TEPErOBOPHI)
10 MeKAYropoaHeii/MeKIyHAPOAHOH Tejie()OHHOM CBSI3HU

OPUHYHUBEPCUTET PA3PEIIAIO

(HamMeHOBaHUE MTOAPA3ACIICHHUS )

PexTop (10:mKHOCTHOE JIUIIO
u3 coctaBa PexTopara)

3ASBKA DHUHAHCOBOIO YHUBEPCUTETA

No

(moamuck)

« »

(1.0. ®amumnus)

202 I.

Ha nepeaauvy rejedakca
(TesieoOHHBIE IEPETOBOPHI) MO
MEKIYTOPOAHEH/MeKTyHAPOIHOM
TeJIe()OHHOU CBA3M

Hata nepenaun nHdopmaimu (IIeperoBOpoB) « » 202 1.

HaumenoBanwue nepenaBaeMoit mHGopmarmu (00cyk1aeMbie BOIIPOCHI):

Crpana KOJI CTpaHsl
T'opon KOJ ropoja
Tenedon
Komy
O06bem nepenaBaemMoi HHGOpPMAITUU JIUCTOB.
(HaMMEHOBaHUE JI0JKHOCTHU (moamuce) (1.0. ®amunus)

PYKOBOJUTES TOIpa3cieHus)

« » 202 1.
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[Tpunoxxenue Ne 24
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

dopmMa peecTpa paccblIKU JOKYMEHTA

OPUHYHUBEPCUTET

(HaMMeHOBaHUE MOJPA3IETICHUS)

PEECTP

No

PACCBLIIKA JOKYMEHTA

(BU 1 HAUMEHOBaHUE JOKYMEHTA)

OT « » 202 1. Ne
No HanmeHnoBanue KonnuecTBo [Toanuck Jara
/11 IIoApa3aACJaCHHU A IK3CMILIISIPOB IIOJIYy4aTCJIA IMOJIYUCHUA
Hroro: JK3.
Peectp cocraBun:
(HaMMEHOBaHUE TOJKHOCTH) (moamuce) (1.0. ®amunus)
JIOKyMEHT pa30CJIaH:
(HaMMEHOBaHUE TOJKHOCTH) (moamuce) (1.0. ®amunus)
« » 202 T.
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[Tpunoxenue Ne 25
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

(I)opMa peecTpa yuera nepeaaBaceMbiX JOKYMECHTOB

OPUHYHUBEPCUTET

YmpasneHue AeI0nponu3BOACTBA
Y apXuBa

PEECTP
No

Yue€Ta nnepearaBacMbIX TO0KYMECHTOB

Ha
(ampec mosydarerns)
C
(ampec oTmpaBUTEIIA)
Haumenosanue Haumenosanue
No | CTPYKTypHOTO HaumeHnoBanue CTPYKTYPHOTO Momcs Jlata
[/ | TOAPAs/ICIeRys | OTMPABIACMBIX IOKYMEHTOB noipa3iesieHus HomyyaTes [moydeHus
U hamMmas 1 KOPPECTIOHICHIIUN U hamMuus
OTIIPABUTEIIS MOJTyYaTest
1
2
3
4
5
6
7
8
9
10
OtnpaBui:
(1OJIKHOCTB) (moamuce) (N.0. damuinus)
[Tpuns:

(TOKHOCTB) (moamuch) (1.0. ®amunus)
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[Tpunoxenue Ne 26
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

OUHYHUBEPCUTET PA3PEIIAIO
Pexrop (Ilpopekrtop)
(HaMEHOBaHHME MOJIpa3/ICIICHNU)
(nmoamnuce) (1.0.Damunust)
« » 20 r
3AKA3 — HAPSI ]
(HaMeHOBaHUE TOKYMEHTA)
OT « » 20 T.
Ha TUPAXKMPOBAHUEC MaTepHUaJIOB
No , I

HanmmeHnoBaHue THPAKHUPYCMOT'O JOKYMCHTA!

[TapamMeTpbl TUPAXKUPYEMOTO JOKYMEHTA (OTMETUTH HYKHOE):

[ | ¢ yMEHbIIEHUEM C 00JI0KKOU ] | CKpETIUTh

] | ¢ yBeTHYCHHEM neperuieT TBeP bl ] | HaJIMYKE AIIEKTPOHHOMN BEPCHU
[] | c obopoTOoM NeperuieT MATKH

Nwms daitna

Bun 6ymaru

[TnoTHOCTH OymMaru

®opmar Oymarun

3aKa34yuk

Kosnn4yecTBo cTpanun opurnHajia crp. Tupax IK3.

(HaI/IMeHOBaHI/Ie JOJIKHOCTH

PYKOBOJIHUTENS IOAPA3/ACICHN)

COI''TACOBAHO
Havansauk Otaena nonurpadun

«

(mommuck)
»

(Toammce) (N.0.Damuust)

(M1.0.Pamumns)
I

(3anoJiHsieTcs ¢ 060poTOM)
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Oo0opoTHasi cTOpOHA 3aKa3a-HapsAa
Pacuer pacchliIKH THpaxa

Ne HanmenoBanue cTpyKTypHOTO KosmnuectBo onMeanme
/11 nojipasaeiacHust (oJIy4aTeib) IK3EMILISIPOB P
IMoanucek 3akazyuka

(moamnuce) (1.0.Damunus)

Pacuer 3aTpaT HAa UCITOJJHCHUE 3aKa3a
Ne | BemmosHsiembie [Ipumensemas Hcnonbszyempie Komnu- [Ipume-
n/n paboThI TEXHHUKA MaTepHUabl YEeCTBO YaHUE
BrinosHeHHBIN 3aKa3 MOMY4Yns (a) « » 20 T.
(HauMeHOBaHUE JAOKHOCTH) (momuck) (1.0.damums)

BrinonHeHHbIM 3aKa3 nepeaan Ha ckiag Ne , TpeOOBaHMUE-HAKIIATHAS OT « »

20 r. Ne

(moamuCck epenaBIIero 3akas) (1.0.damunms)



@opMa HOMEHKJIATYPHI J1eJ] CTPYKTYPHOI'O NOAPa3ieIeHus

OPUHYHUBEPCUTET

(HaMMeHOBaHUE MOJPA3/IETICHMS)
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[Tpunoxenue Ne 27
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

HOMEHKJIATYPA JEJI
No
HaA roj
Hnnexc 3aroJIoBOK Jeiia Kon-Bo |Cpok xpanenus u | [Ipumeuanue
aena aen NoNe crareit 1o
MIEPEYHIO
1 2 3 4 5

Hazpanue pa3aciia

HasBanue paznena

(HaMMEHOBaHUE JIOJDKHOCTU
PYKOBOJUTENS OIpa3iesieHus)

« » 202 r.

COI'JTACOBAHO

HauanbHauk oTena pa3paboTku
JIOKYMEHTOB T10 JICJIONPOU3BOICTBY
1 TeXHUYecKou mogaepxku CIJ]

(moamuce)

YnpasneHus Ae100POU3BOICTBA U apXHUBa

E.C. AreeBa

(moamuce)

« » 202 T

(1.0. ®amunus)




COI''TACOBAHO

HauvanpHuk OTAc)a apXUBa
praBHCHI/IH ACIOIIPON3BOJACTBA U apXUBa

H.H. Ka3rmokosa

158

(moamnuce)
« » 202 T.
HrtoroBas 3anuch 0 KaTeropusix U KOJIUYECTBE A€,
3aBEJICHHBIX B roay B (Ha)
(HauMeHOBaHUE MOAPA3/IEICHMS)
ITo cpokam xpaHeHuUs Bcero B ToMm umncre:
MEPEXOAAIINX ¢ otMeTKOor «IITK»
[TocTtostHHOTO
Bpemennoro
(cBbrmie 10 er)
Bpemennoro
(o 10 et BKIIOYUTENHHO)
UTOI'O
(mamMeHOBaHME TOKHOCTH (moamnuce) (N.0. ®amumnus)

OTBETCTBEHHOIO 32 JEJI0NPOU3BOCTBO)

« » 202 T

Htoroseie CBCACHMAA IICPCAAHbI B praBHeHI/Ie ACIOIIPON3BOJACTBA U apXHBa

(sanmenoBanue noMmKHOCTH
TepeAaBIIEeTro CBEICHNUS )

« » 202 r.

(moamucek) (N.0. damumnus)




159

[Tpunoxenue Ne 28
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

(I)opMa CBOI{HOﬁ HOMECHRJIATYPBI J1€J1 ®OUHAHCOBOIO YHUBEPCUTETA

®denepanbHOE TOCYIapCTBEHHOE

YTBEPX/IAIKO
oOpa3oBaTesbHOE OI0KETHOE
YUPEKICHUE BHICIIETO 0OPa30BaHHUS Pexrop
«®DUHAHCOBBINi YHHUBEPCHUTET DUHAHCOBOTO YHUBEPCUTETA

npu IlpaBurtennscrBe

M.A. DcknHnapos
Poccuiickon ®Penepauum»

(moamnuce)
(PuHAHCOBBII YHMBEPCUTET) « » 202 .
HOMEHKIJIATYPA JIEJI
Ne
MockBa
Ha rox
NHupekc 3aroJyIoBOK zaena Kon-Bo | Cpok xpanenusa u | Ilpumedanue
Jiera Jien NoNe crareit o
[IEPEYHIO
1 2 3 4 5

HaszBanue paznena

HaszBanue paznena

Hauvansuuk Ynpasnenus

JIEJIOTIPOU3BO/JICTBA U apXHBA T.b. CabypoBa

(moamuce)

« » 202 r.
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COI''TACOBAHO

HauvanpHuk OTAc)a apXUBa
praBHCHI/IH ACIOIIPON3BOJACTBA U apXUBa

H.H. Ka3rokosa

(moamuce)
« » 202 T.
COI''TACOBAHO COI''TACOBAHO
[Iporokon DK [Tporokon LIDTIK
OUHYHUBEPCUTETA I'maBapxnBa MOCKBBI
OT Ne OT Ne
Nrtorosas 3anuch 0 KATETOPUAX U KOJIUYECTBE JIET,
3aBEJICHHBIX B roay B ®MHAHCOBOM YHUBEPCHUTETE
ITo cpokam xpaHeHus Bcero B Tom yucie:
IIepEXOALINX ¢ otmeTkon «IIIK»

[TocTtostHHOTO

BpemenHnoro

(cBbrmie 10 er)

Bpemennoro

(o 10 net BKIIOYUTENHHO)

UTOI'O

Havanpauk Ynpasienus

JEJIONPON3BOCTBA U ApXUBA T.b. CabypoBa
(moamuce)

« » 202 T

Htorossie cBeieHus nepenansl B apxuB OUHAHCOBOIO YHUBEPCUTETA

(nanmenoBaHue TOMKHOCTH (moamnuce) (N.0. ®amumnus)
repe1aBUIero CBEeICHNs)

« » 202 r.
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[Tpunoxenue Ne 29
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

®opma 00J10KKH /1eJ1a B TEKYILeM XPaAHCHUH

DengepaabHOE rocyIapcTBeHHOE 00pa3oBaTe/ibHOE OKOJAKETHOE
y4peskIeHHue BbICIIero oopasoBaHus
«@PuHaHcoBbId YHUBepcureT npu IllpaBurenbcTBe Poccuiickonn Deaepanumn»
(PUHAHCOBBIH YHHUBEPCUTET)

(HaMMEHOBaHUE CTPYKTYPHOIO MOAPA3/IEIICHNUS)

JAEJIO Ne ToM Ne

(3arosioBOK Jerna)

(mara)

XpaHUTh
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[Tpunoxxenue Ne 30
K MHCTpyKIIMU IO IEITOTIPOU3BOICTBY

dopma onucH e NOCTOSTHHOTO M BPEMEHHOT 0
(cBbIme 10 J1eT) XpaHeHUsI WJIM 10 JJHYHOMY COCTABY
CTPYKTYPHOI'O NOAPa3/ieeHust

OPUHYHUBEPCUTET

(HaMMeHOBaHUE MOJPA3/IETICHUS)

OIIUCDH Ne

YTBEPXIAIO

(HanMeHOBaHME JTOJKHOCTH
PYKOBOIUTENS TIOAPA3ICICHHS)

JeJ1 IOCTOSTHHOTO M BPeMEHHOT0 (monmmcy) (M.O. Gavmnus)
(cBbIme 10 JeT) XpaHeHus: WK » 202 .
110 JIMYHOMY COCTABY o
C I.
Ne | Hupekc | 3aronoBok nena (ToMa, 4acT) [ara Kon-Bo Cpok [Ipumeuanus
n/m nena nena JHWCTOB B | XpaHEHHS
(ToMma, (ToMma, nene neia
YacTH) YacTH) (Tome, (Toma,
YaCcTH) YJaCTH)
1 2 3 4 5 6(%) 7
B nannyro onuck BHECEHO nen ¢ Ne

o Ne

JIUTEPHBIE HOMEPA —
IIPONYIIEHHbIE HOMEPA —

(tmudpamMu ¥ IPOIUCHIO)

, B TOM 4HCJIE:

«

(HaI/IMCHOBaHI/Ie JIOJ'DKHOCTI/I)
COCTaBUTCIIA OHI/ICI/I)

»

202 r.

(moamnuce)

(1.0. ®amumnus)
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COI''TACOBAHO

Havaneauk Ynpasienus
JEJIONPOU3BOACTBA U ApXUBA

T.b. CabypoBa

(moamnuce)

« » 202 T.

ITepenan el u
(dpamMu ¥ TPOTHCHIO) (mrdpaMu 1 TPOTHCHIO)
PETUCTPAIIMOHHO-KOHTPOJIBHBIX KAPTOTEK K JTOKyMEHTaM (**).

(HaMMeHOBaHUE HOKHOCTH (moamuce) (N.0. ®amuius)
paboOTHUKA ITOIpa3/iesICHuUs)
« » 202 1.
[Tpunsin Jenu
(unpaMu ¥ IPOITUCHIO) (umudpamu 1 IPONUCHIO)

PETUCTPAIIMOHHO-KOHTPOJIBHBIX KAPTOTEK K JIOKyMeHTaM (**).

(HaMMEeHOBaHUE JTOJKHOCTU (moanuck) (N.0. damuus)
paboTHUKA apX1Ba)
« » 202 T
[Ipumedanus: *— rpada 6 omyckaeTcsl B OMMMUCSX JIe] IOCTOSHHOTO XPaHCHHMS.

**— mepenaroTcs € 1eIaMu Y IpaBieHUs AeIONPOU3BOICTBA U apXUBA.
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[Tpunoxxenue Ne 31
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

d)OpMa CBOI[HOﬁ OonmMcH 1€J1 MOCTOAHHOI'O XpaHCHUSA
@DUHAHCOBOIO YHUBEPCUTETA

®denepanbHOE TOCYIAPCTBEHHOE
00pa3zoBaTenbHOE OFOIKETHOE
YVUPEKICHHUE BBICIIIETO 00Pa30BaHUs
«DUHAHCOBbIN YHUBEPCUTET

npu IlpaBurtennscrBe

YTBEPXJIAIO

Pextop
PUHAHCOBOIO YHUBEPCUTETA

M.A. DcknHIapoB

Poccuiickou ®@exepauum» (moamuce)
(PuHAHCOBBII YHMBEPCUTET) « » 202 T.
Doug Ne
OIIUCH
Ne
MockBa
A€ MOCTOAHHOI'O XPaHCHUA
3a rog
Ne | Munekc | 3arosnoBok gena (Toma, yactu) | Jlara Kon-Bo Cpok [Ipumeuanus
n/n nena nena JHUCTOB B | XpaHEHUS
(ToMma, (Toma, nene nena (Toma,
4acTu) 4acTH) (Tome, 4acTH)
4acTu)
1 2 3 4 5 6(*) 7

HasBanue paznena (CTpyKTYpHOTO MOJIpa3Ie/ICHMs)

HasBanue paznena (CTpyKTYpHOTO MOJpa3IeICHHs)

B naHHyr0 onuch BHECEHO

nen ¢ Ne

(T pamMu 1 TPOIUCHIO)
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o Ne , B TOM YHCJIE:
JUTEPHBIE HOMEpa —

IIPONYIICHHbIE HOMEPA —

(1.0. ®amunus)

(HaI/IMeHOBaHI/Ie JIOJI>)KHOCTH (moamucek)
COCTaBUTEJSI OITUCH)
« » 202 .
(mamMenoBaHME TOKHOCTH (monmucek)

PYKOBOJUTENIS apXUBa
DUHAHCOBOTO YHUBEPCUTETA)

« » 202 T

COI'JTACOBAHO

[IpoToxon OK
PuHYyHUBEPCUTETA
oT Ne

(1.0. ®amunus)

YTBEPXKXJIEHO

ITporokon LIDIIK
I'maBapxuBa MOCKBBI
OT No
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[Tpunoxenue Ne 32
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

®opma 00J10KKH /1eJ1a IOCTOSIHHOTO ¥ BpeMeHHOTo (cBbie 10 JieT) XxpaneHus

KOJ| TOCYZapCTBEHHOI'0 apXHUBa
KoJ PUHAHCOBOI0 YHUBEPCHUTETA

dD. No
Orm. Ne
J1. No

(HaMMEHOBaHUE TOCYapPCTBEHHOTO apX1Ba)

PenepajbHOe roCyAapcTBEHHOE 00pa3oBaTebHOE OI0IKETHOE
yYpexxJAeHHe BbIcIIero 00pa3oBaHus
«®DuHaHncoBblil YHUBepcuTeT npH IlpaBureancrBe Poccuiickoin @exepanun»
(DUHAHCOBBIH YHHUBEPCHUTET)

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3/ICICHNUS)

JAEJIO Ne ToM Ne

(3aroso0BOK aerna)

(mara)
@. No
Om. Ne Ha JIACT
A. Ne XpaHUTh
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[Tpunoxxenue Ne 33
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

<I)0pMa JUCTA — 3aBEPUTEIA dCJIa

JIucr — 3aBepureJb aena Ne

B nene noammTo u mpoHyMepOBaHO

JINCTOB,
(unpamu 1 IPONHUCHIO)

B TOM YHUCJIC JINTCPHBIC HOMCPA )
IIPONYIICHHEIE HOMEPA ,

JIUCTOB BHYTpCHHCﬁ OIINCHU

Ocob6eHHocTH (PU3UYECKOTO COCTOSHUS Howmepa nucroB
u hopMHpOBaHUS Jiea
1 2

(mamMeHOBaHME TOKHOCTH) (moamuce) (M.0. ®amumnus)

« » 202 T
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[Tpunoxenue Ne 34
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

@dopma BHyTpeHHel ONUCH I0OKYMEHTOB J1eJ1a

BHYTPEHSAA OIIUCH

AOKYMEHTOB J€J1a Ne

Nen/m | WMnpexc Hara 3aroJ0BOK JOKYMEHTA Howmepa | [Ipumeuanue
JOKYMEHTA | TOKYMEHTa JIMCTOB
1 2 3 4 5 6
Htoro JIOKYMEHTOB.

(mmdpamMu 1 TPOTNHCHIO)

KosnuecTBo mMcTOB BHYTPEHHEN ONUCH

(unpamMu ¥ IPOTTUCHIO)

(HanMeHOBaHME TOMKHOCTH JIMIIA, (moamnuce) (M.0. ®amumnus)
COCTaBHBILET0 BHYTPEHHIOIO ONUCh
JIOKYMEHTOB Jieja)

« » 202 T
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[Tpunoxxenue Ne 35
K MHCTpyKIIMHU 0 IETONIPOU3BOICTBY

dopma aKTa 0 BblIeJIeHUH K YHUYTOKEHUIO IOKYMEHTOB
DOUHAHCOBOI0 YHUBEPCUTETA, HE MOAJIEKAIMNX XPAHEHHUIO

deiepanbHOE TOCYIAPCTBEHHOE YTBEPX/AIO
o0Opa3oBaTesibHOE OI0KETHOE
YUPEXKIICHHUE BBICIIIETO 00pa30BaHMUs

«DUHAHCOBBIH YHHBEPCUTET

npu IIpaBurteabcrBe M.A. DcknHIapoB
Poccuiickoun @enepaum» (moanuce)

(PuUHAHCOBBIN YHMBEPCUTET) « » 202 T

Pextop
PUHAHCOBOIO YHUBEPCUTETA

AKT

No

MockBa

O BBIZCJIEHUH
K YHUYTOKEHHUIO IOKYMEHTOB,
He MOJIeKANUX XPAHEHHU IO

Ha ocHOBanun
(Ha3BaHI/Ie, BbBIXOAHBIC JAHHBIC nepeqHﬁ ,[[OKYMGHTOB C YKa3aHI/IeM CpOKOB nux XpaHCHI/Iﬂ)

OTOOpaHbl K YHMUYTOXXEHHMIO KaK HE HUMEIIIUME HayYHO-UCTOPUYECKON IIEHHOCTH |
yTPATUBIIIKE MMPAKTUYECKOE 3HAUCHUE TOKYMEHTHI (hoHa Ne

(na3BaHue GoH/A)

Ne 3aroyI0oBOK ziena Hara Homepa Wnnexc nena | Kon-Bo Cpoxu ITpumeua-
n/m WJIY TPYNIOBOU nena onucein (TOMa, yacTH) nen XpaHEeHUus HUE
3aroJIOBOK JI€J WIH (HOMEH- 10 HOMEH- | (TOMOB, | Jena (Toma,
Kpaii- | Kiaryp)3a | KiaType Wik | yacrtei) 4acTu) U
HHUE roji(bl) Ne nmena o HOMeEpa
aTBI ONHNCH cTaTeH 1mo
Jen NIEPEYHIO

1 2 3 4 5 6 / 8
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Uroro: Jen 3a TOJIBL.
(dpaMu ¥ TPOTIHCHIO)

Onucu aen NoCTOSITHHOTO XPaHEeHUS 3a rOJIbl YTBEPKJEHBI, a TI0 JINYHOMY
cocTaBy coryiacoBasl ¢ DIIK

(HaMMEHOBaHUE apXUBHOT'O YUPEXKICHNUS)
(IpoToKOoJI OT No ).

(HaMMeHOBaHUE JTOJDKHOCTH JIUIIA, (moamnuce) (1.0. ®amunus)
MTPOBOIMBIIIETO IKCIIEPTH3Y
IICHHOCTH JIOKYMEHTOB)

« » 202 T
COI'JTACOBAHO
[Iporokon JIIK (2K)
oT Ne
JIOKYMEHTBI B KOJIMYECTBE nell,
(undpamu 1 TPONHUCHIO)
BECOM KT CIaHbI B
(HaMMEHOBaHUE OpPTraHU3aluN)
Ha TIepepadoTKy MO0 MPUEMO-CATOYHON HAKIaAHOU OT No
(HauMeHOBaHUE JTOJKHOCTH (moamuce) (1.0. ®amunus)
pabOTHUKA, CAABILIEr0 JOKYMEHTHI)
« » 202 T

HN3MeHeHus B YUCTHBIC TOKYMCHTBI BHCCCHBI.

(HaMMEHOBaHUE JI0JKHOCTHU (moamnuce) (N.0. damuust)
paboTHHKa apxrBa PUHAHCOBOTO
YHUBEPCUTETA, BHECILIETO U3MEHEHUS
B yUETHBIEC JOKYMEHTBI)

« » 202 r.




171

[Tpunoxenue Ne 36
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

(I)opMa AKTa 0 BBIACJICHUH K YHHUYTORKCHUIO JOKYMCHTOB
CTPYKTYPHOT'O moaApasa€JeHusl, HE MMOJICKAIUX XPAHCHUTIO

OUHYHUBEPCUTET VTBEPXIAIO
(HamMeHOBaHUeE MOAPA3ACIICHHUS ) (HaMMEHOBAHME JIOJDKHOCTH
PYKOBOJHTEIIS [TOJIpa3IeIICHNUS)
AKT
No (moamuce) (1.0. ®amunus)
« » 202 T.

O BbIe/IeHUM K YHHYTOKEHUI0
AOKYMEHTOB, He MO/JIesKANX
XpaHEeHUI0

Ha ocnoBannn

(Ha3BaHUE, BBIXOJIHbIE JaHHBIC IEPEUHS IOKYMEHTOB C YKa3aHUEM CPOKOB X XpaHEHUs)
U B COOTBETCTBMM C mnpukazoM OPuHyHHBEpcUTETA OT Ne
«O0 yTBEp)KIEHUU COCTaBa IMOCTOSHHO JAEWCTBYIOLIEH SKcrepTHOM komuccun DuHaHCOBOTO
YHHUBEPCHUTETa» OTOOPaHbl K YHUUTOXKEHHUIO KaK HE UMEIOIINE HayYHO-UCTOPUYECKOI 1IEHHOCTH
U YTpaTHBIIME NPAKTUYECKOE 3HAYEHUE JIOKYMEHTBI CTPYKTYpPHOTO IOApPA3AcIICHUs

(HanMEeHOBaHUE CTPYKTYPHOTO MOJpa3IeIICHHs)

No 3aroyI0BOK Jena MHara Nunexc nena Komn-Bo Cpoxu [Tpumeuanue
/i nena | (Toma, yacTH) MO nen XpaHeHus Jerna
HOMEHKJIaTtype | (TomMoB, | (TOMa, YacTH)
qacreil) U HOMepa
crareu mo
MIEPEYHIO
1 2 3 4 5 6 7
Hroro: Jen 3a TOJIBI.

(mdpamMu ¥ IPOITHCHIO)
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CocraBieH B 2-X 9K3CMILIApax:

1-1 sx3eMIuIsIp —

2-11 sx3eMIuTsIp —apXxuB OUHAHCOBOTO YHUBEPCUTETA.

[Ipencenarens komMuccuun

YJieHbl KOMUCCUU

(HauMEeHOBaHUE CTPYKTYPHOTO MOAPA3/ICIICHNUS )

(monmuce)

(monmuce)

(U.0. ®damuinus)

(moamuck)

(1.0. ®amunus)

(moamnuce)

(1.0. ®amunus)

(1.0. damunus)

(moamnuce)

(1.0. ®amunus)
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[Tpunoxenue Ne 37
K MHCTpYKIIUA 110 TE€TOTPOU3BOJICTBY

INPUMEPHBIN TIEPEYEHD
JTOKYMEHTOB, HA KOTOPbIX CTABUTCS rep0oBasi neyaTb

1. AkThl (Mpuema 0060pyJOBaHUS, BBHIMOJTHEHHBIX pa0OT, CIHMCAaHUA, SKCIEPTU3BI U
T.J.).

2. ApXUBHBIE€ KOTIMH JOKYMEHTOB.

3. Jlumnomsl, AyOIUKaThl AUIIOMOB, MPWJIOKEHUS K JUILUIOMaM, YJOCTOBEPEHHS,
CBUJICTEIBCTBA, CEPTUPUKATHI.

4. JloBepeHHOCTH (Ha COBEpLICHHE JEWCTBUN, Ha IMOJIy4EHHE TOBApHO-
MaTepHUalbHbIX [IEHHOCTEW U T.1.).

5. JloroBopsl (coriamieHusi, KOHTpakThl) (00 OKa3aHMM IUIATHBIX 00pa30BaTEIbHBIX
yCIyr, O MAaTepUaJIbHONM OTBETCTBEHHOCTH, HAyYHO-TEXHHUYECKOM COTPYIHHYECTBE,
apeHjie TOMEIIEHUI; 0 TPOU3BOICTBE PadOT U T.1.).

6. 3aganus (TEXHHMYECKUE U T.1I.).

7.3aKkiroueHuss W OT3BIBBI OpraHM3alMii Ha JUCCEepTaIlH, aBTOpedepaTsl,
HaIpaBJIsieMbI€ B BBICIIYIO aTTECTAIMOHHYIO KOMHUCCHIO.

8. O0pasupl OTTUCKOB TedyaTed W TOANUCEH paOOTHUKOB, HMEIONINX MPaBO
coBepIIeHUs (PUHAHCOBO-XO03MCTBEHHBIX OMEpPAIIHi.

9. IlpeacraBnenuss U XojaTaiicTBa (O HArpakJICHUH OpJICHAMU U MEIAJSIMU;
MPEMUSIMU U T.1.).

10. Tluchma rapanTuiinbie (Ha BBITIOJIHEHUE PabOT, YCIyT U T.1.).

11. Cornamenusi O TPEAOCTABICHUU CYOCHUIUM, CBElIEeHUS OO0 oOmepanusix ¢
L[EJIEBBIMU CYOCHUIUSMU.

12. Inan ¢puHAHCOBO-X035UCTBEHHOM JEATEILHOCTH.

13. CopaBku (00 oOy4yeHuu, mepuoje OOydeHHs, apXHMBHBIC, BOCHHO-YYCTHBIC,
COJZIeprKalllie CBEeICHUs, ISl PEOCTABICHUS JIbIOT U T.1I.).

14. KanennapHsie yueOHble Tpaduky, yueOHbIE MJIaHBI.

15. TutynbHBIE CTUCKH.
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[Tpunoxxenue Ne 38
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

d)opMa aKTa npuemMa-nepeaadu nevyared M MITaMIoB

OUHYHUBEPCUTET YTBEPXJIAIO
(HauMEHOBaHHE MOIPa3IeICHHUs) (HaMMEHOBAHHE JIOJIKHOCTH
PYKOBOJUTEIIS TTOIPA3ICIICHHS)
AKT
(moamuck) (1.0. damwuust)
No
« » 202__ 1.

npuemMa-mepeaadu
neyare v HITAMIIOB

OcHoBanme: 1.9.2.16 HMHCTpyKuMHM 1O  JAEJIONPOM3BOJACTBY B  (heaepaabHOM
roCy/1apCTBEHHOM 00pa30BaTENIbHOM OIOKETHOM YUPEXKJIEHUU BBICIIET0 0Opa3oBaHUs
«DunaHcoBbli  yHuBepcurer npu  lIpaBurensctBe  Poccumiickon = Depeparumn»,

YTBEPKIACHHOU Npruka3zoM OHUHYHHBEPCUTETA OT Ne

CocrasieH: ,
(manmenoBanue nowkHoctr, @amunus M.O. nepenatroiiero)

(maumenoBanue nokHOCTH, @amunus M.O. npuHUMAIOIIETo)

(HanmeHoBaHHe H0KHOCTH, Pamunus 1.O. mpUCyTCTBYOIIETO)

B cBsi3u ¢ paboTHHKA, OTBETCTBEHHOTO 32
(npuumnHa)
HCIIOJIb30BAHHC U XPAHCHHC reyaTey v ITaMIoB IIPpONU3BCACHA
(mara)

repenayda neyaTeu v mraMIosB.
nepenan(-a), a

(Pamunus 1.0.)

npuHsI(-a) B

(Gamunus 1.0.)
MMPpUCYTCTBUHU

(Pamuus 1.0.)
neyaTtu U mTamMIIbl

(HauMeHOBaHUE MOPa3/ICICHHUS)
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B COOTBCTCTBUMH C IIpUIaracMbIMU OTTHUCKaMH.

Uroro npunsToO: reyaren u LITAMIIOB.
(urdpaMu 1 TPOIHUCHIO) (T paMu ¥ TPOTIHCHIO)

CocraBiieH B 2-X 9K3eMIUISIpax:

1-# sx3eMIuIsIp — ,
(HaMMEHOBaHWE CTPYKTYPHOTO MOAPA3ICIICHHUS )
2-11 SK3eMIUISIp — YTIpaBJiIeHHE JEIONPOU3BOCTBA U apXHUBA.

[Tepenauy npoussen(-a):

(HaUMEHOBaHHUE JOKHOCTH) (moamuch) (1.0. ®amumnus)

[Ipuem npoussen(-a):

(HaMMEHOBaHHUE JTOJKHOCTH) (moamnucs) (1.0. ®amumus)

[IpucyrcrBoBasi(-a):

(HaMMEHOBaHKE JOJIKHOCTH) (moxmuch) (N.0. ®amumus)
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[Tpunoxenue Ne 39
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

d)opMa aKTa 00 YHUYITOKCHUN FCpﬁOBLIX 0JIaHKOB HOKYMEHTOB

denepaibHOE TOCYIAPCTBEHHOES YTBEPXIAIO

o0Opa3oBateNbHOE OIOIKETHOS
YUpEKIICHHE BBICIIIEr0 00pa30BaHuUs

«DUHAHCOBBIN YHUBEPCUTET

npu IIpaBurtesbcTBe M.A. DckuHAapoB
Poccuiickoii ®@emxepanum» (mozmuce)

(PuHAHCOBBI YHHMBEPCHUTET) « » 202 T.

Pexrop
@UHAaHCOBOIO YHUBEPCUTETA

AKT

Ne

MockBa

OO0 yHMUYTOKEHUH
repooBbIX 0JIAHKOB JOKYMEHTOB

OcHoBanue: 1.9.6.3 HHcTpykuuMM 1O  JEJIONPOU3BOACTBY B  (eaepabHOM
rocyJapCTBEHHOM 00pa30BaTEIbHOM OFOKETHOM YUPEXKICHHH BBICIIETO OO0pa3oBaHUs
«DunaHcoBbli  yHUBepcurer npu  lIpaBurensctBe  Poccumiickonn = Depeparumn,

YTBEPKAECHHON npukazoM DOHUHYHUBEpPCUTETA OT No , ¥

npuka3 @OUHYHUBEPCHUTETA OT No «O co3gaHuM KOMHCCHUM IO

ITPOBCPKEC HaJIN4YMWA, HCIIOJIB30BAHHA, XPAHCHHUSA W YHHUUYTOXKCHHIO rep601351x 0J1aHKOB
JAOKYMCHTOB, rneyaTei v IITaMIIOBY.

CocraBJeH: npeaceanaTrciib KOMUCCHUU , YJICHBI KOMHCCHUH
(Damunus 1.0.)

(®amummu K.0.)

(®amummu K.0.)
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Komuccus ITPpON3BLIIa YHHUYTOXCHHUC NCITIOPYCHHBIX U YCTAPCBIINX I‘ep6OBBIX
(mara)
OJIaHKOB JOKYMCHTOB duHaHCOBOTO YHUBCPCUTCTA, BBIIAHHBIX 34 IICpUOO C

1o , IO CJIEAYIOIIMM BHJIAM U MPUJIATa€MbIM CIIHCKAM:
Bun 6ianka Kon-o Homepa 6:1ank0B
OJIaHKOB, IIT.
biank [To mpuitaraemeiM ciuckam No
MAChMa
biank [To mpuitaraemeiM ciuckam No
MAChMA PEKTOpPa
biank [To mpuitaraemeiM ciuckam No
MpUKa3a
biank ITo mpuiaraemeiM ciuckam No
pacnopsiKEHUs
biank ITo mpuiaraembeiM ciuckam Ne
OOIIMI MPOI0JIBHBIN
biank [To mpuiaraemeiM ciuckam No
o0l yrioBon
biank ITo mpuiaraemeiM cnuckam No
JIOBEPEHHOCTH

Bcero yanuroxeHo:

(undpamMu ¥ IPOIHUCHIO)
repOOBbIX OJIAHKOB JOKYMEHTOB PDUHAHCOBOTO YHUBEPCHUTETA.

[Ipencenarens koMuccuu

(moamnuce) (1.0. ®amunus)
Unensl KOMUCCHU

(moamnuce) (1.0. ®amunus)

(moamuce) (N.0. ®amunus)

(moamucek) (N.0. damumus)

(moamuck) (1.0. ®amumnus)

(moamucek) (N.0. ®amumnus)

(moamuck) (1.0. ®amumnus)
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[Tpunoxxenue Ne 40
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

d)opMa CIIMCKAa HA YHHYTOKECHUE I‘GpﬁOBbIX 0JIAaHKOB AOKYMEHTOB

OPUHYHUBEPCUTET

(HaMMeHOBaHUE MOJPA3/IETICHMS)

CIIMCOK
No

HA YHHUYTOXKECHHUE
repOoOBbIX 0JIAHKOB IOKYMEHTOB
3a

(mepron)

1. brask nmucema:

Bceero AK3EMILISIPOB.
2. bnaHK nucbMa pekTopa:

Bcero 3K3EMILISIPOB.
3. bnank npukasa:

Bceero AK3EMILISIPOB.

4. bnaHk pacnopsKEeHHUS:

Bcero

AK3EMILISIPOB.
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5. OO0t Mpo0JIbHBIN OJIaHK:

Bcero AK3EMIUISIPOB.

6. OOt yriioBoi OJaHK:

Bcero 9K3CMILIAPOB.

7. biank 1OBEpEeHHOCTH

Bcero 3K3EMILISPOB.

Uroro: 0JIaHKOB.
(mdpaMu ¥ TIPOIHUCHIO)

(HaMMEHOBaHUE JI0JKHOCTU (moamnuce) (M.0. ®amunus)
PYKOBOJUTENS MOAPA3ICIICHUS)

« » 202 T.

Ilepenan 0JIaHKOB.

(dpamMu ¥ TPOTUCHIO)

(HaMMEHOBaHUE JIOJKHOCTU pabOTHHKA (moamnuck) (M.0. ®amumnus)
NOJIpa3ieJIEHNUs, OTBETCTBEHHOTO
3a JIeTTOTPOU3BOJICTBO)

« » 202 r.
[Tpunsin 0JIaHKOB.
(dpamMu ¥ TPOMHCHIO)
(HaMMEHOBaHUE JTOJDKHOCTU (monmuce) (1.0. ®amunus)

paboTHUKa YTpaBiaeHUs
JETONPOU3BOICTBA U apXUBA)

« » 202 1.
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[Tpunoxenue Ne 41
K MHCTpYKIIUU IO TE€TTOTPOU3BOJICTBY

®opma akTa 00 YHUUTOKEHHUH MeYaTeid M TaMIOB

denepaibHOE TOCYIAPCTBEHHOES YTBEPXIAIO

o0Opa3oBatelbHOE OIOIKETHOS
YUPEKICHHE BBICIIETO 00pa30BaHUs

«DUHAHCOBBIH YHUBEPCUTET

npu IIpaBurtesbecTBe M.A. DckuHIapoB
Poccuiickoin @enepauum» (monmucs)

(PuHAHCOBBI YHUBEPCHUTET) « » 202 T

Pextop
PUHAHCOBOTO YHUBEPCUTETA

AKT

No

MockBa

OO0 yHMYTOKEHUH
neyare v HITAMIIOB

OcHoBanue: 1m.9.6.5 MHWHCTpykiuM 1O  JEJIONPOM3BOACTBY B  (eaeparbHOM
rocyJapCTBEHHOM 0O0pa30BaTEIbHOM OIOJKETHOM YUPEXKJACHHHM BBICIIETO OOpa3oBaHUA
«@uHaHCcOBbIM  yHHBepcureT T1ipu  IIpaBurensctBe  Poccuiickoit ~ Denepaunmny,

YTBEPKIACHHOW mnpuka3oM DOHHYHHBEpPCUTETA OT Ne , ¥

npuka3 OUHyHUBEpPCUTETA OT Ne «O co31aHNM KOMHUCCHUH IO TIPOBEPKE

HaJIU4Msl, UCTIOIh30BAHUS, XPAHCHHUS] U YHUYTOKEHUIO TepOOBBIX OJAHKOB JOKYMEHTOB,
meyaTey 1 IMITaMIIOB).

CocrasiieH: npeaccaarciib KOMUCCUNU , YJICHBI KOMUCCHHU
(Pamummms U.0.)

(Pamummu 1.0.)

(®amummu 1.0.)
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Komuccus ITPpON3BLIIa YHHUYTOXCHHUC NCITIOPYCHHBIX U YCTAPCBIINX rneyarey u
(mara)
mramMnoB POUHAHCOBOTO YHUBCPCUTCTA, BBIAAHHBIX CTPYKTYPHBIM IIOAPA3ACIICHHUAM 3a

nepuoJ ¢ 1o , IO CJICAYIOIIMM HAaUMEHOBAHUSIM U TMpUIaracMbIM
OTTHCKaM:
HaunmenoBanue Kon-Bo
HaumenoBanue . Ottuck
CTPYKTYPHOTO neyarei
neyartu (1ramia) neyarty (1ITamMia)

no/ipa3eicHus (ITamMmnoB), IIT.

Ileyatm u 1ITAMIIBI IMPUBCACHLBI B COCTOAHHMC, MCKIIIOYAIOIICC BO3MOXHOCTH HX
BOCCTAHOBJICHUA U UCITOJIBb30BaHUA.

Bcero yanurtoxeHo: reyvaren
(1mdpamu 1 IPOMUCHIO)

u mraMnoB @UHAHCOBOTO YHUBCPCUTCTA.
(T paMu 1 IPOITUCHIO)

[Ipencenarens koMuccuu

(moamvick) (1.0. ®amumus)
UneHsl KOMUCCHU

(moamvick) (1.0. ®amumus)

(moammch) (1.0. damummst)

(moammce) (1.0. Odamummst)

(moammce) (1.0. Odamummst)

(moamuch) (1.0. damumnms)

(moamuch) (1.0. damumnms)
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