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1. OBIIME MMOJIOXKXEHUA
1.1. Ha3nauyenue u 00;1aCTh NPUMEHEHUS
1.1.1. Hacrosimas WHCTPYKIMUS 1O JEIONpou3BOACTBY (masee - HWHcTpykuus)
YCTAHABJIMBACT E€IMHYK) CHUCTEMY JeJonpou3BojacTBa B DenepaibHOM TrOCYAapCTBEHHOM
010/ DKETHOM 00pa30BaTeNTLHOM YUYPEKICHUHM BHICIIEro o0pa3oBaHust «l 0CyqapCTBEHHBIH

YHUBEPCUTET MOpPCKOro u peyHoro ¢uora umenu agmupana C.O. MakapoBa» (nanee -
YHUBEPCHUTET), MOPSJAOK MOJArOTOBKH, OQOPMIICHHUS, NPOXOXKICHUS, KOHTPOJIS HCIOTHCHHS
JIOKYMEHTOB, yuyeTa, XpaHEHHUs, Ie4aTaHHs, KONMPOBAHUS M THUPAKUPOBAHUS CIIYKEOHBIX
JIOKYMEHTOB.

Ilenp MHCTpyKLMM — COBEpLICHCTBOBAaHHE pPAa0OTHI € JOKYMEHTaMHM, YIOpSAAOYECHUE
JIOKyMEHTOO00O0pOTa 1 ONTHMHU3ALIMS YIPABIECHUYECKOrO TpyAa.

TpeboBanust HacTosel MHCTpyKkunn 00s3aTeNIbHBI [J1 UCTIOJHEHUS! BCEMU CTPYKTYPHBIMHU
[0/Ipa3/IeJICHUs MU YHUBEPCUTETA.

JIOKyMEHTOOOOpOT 1O MpoLeccaM, pealu3yeMbiM B YHUBEPCUTETE, OIpelesseTcs
MOJIO’KEHUSMU O KOHKPETHBIX BUAAX ACSTEIbHOCTH.

1.1.2. TIlonoxenuss WHCTpyKIMM pacOpOCTpPaHSIOTCS Ha  OpraHu3anui  paboThbl
C JIOKYMEHTaMH HE3aBUCHMO OT BHUJIa HOCUTEIS], B TOM YHUCJIE C 3JIEKTPOHHBIMH JIOKYMEHTAMHU.

Cuctembl 00pabOTKH JOKYMEHTOB, IPUMEHsSIEMbIE B YHUBEPCUTETE, OJIKHBI 00€CIeunBaTh
BBITIOJTHEHHE TpeOoBaHuil HacTose NHCTpyKIuy.

1.1.3. Tlonoxxenust MHCTpyKUMM HE paclIpOCTPAHSIOTCS Ha OpPraHU3alUI0 PabOTHI
C JIOKYMEHTAMHM, COJIEP>KALUMHU CBEJIEHUS, COCTaBISIOUIMMHU rOCYAapCTBEHHYIO TaiiHy. [lopsiok
OpraHM3alMl U BEIEHUS CEKPETHOIO JEJONPOU3BOJACTBA B YHHMBEPCUTETE ONPEHEIACTCS
CHeHaIbHBIMU UHCTPYKLIMSIMH.

1.1.4. Tlopsinox oOpalieHust ¢ JOKYMEHTaMH, COJEpKalllMMHU IE€pPCOHAJIbHbIE JlaHHbIE,
OTpeeNsieTcsl CHelMaTbHBIMM HOPMAaTUBHBIMH aKTaMM (MHCTPYKUUSMH, MOJOKEHUSMU MU T.IL.),
YTBEPKAAEMBIMU PEKTOPOM YHUBEPCUTETA.

1.15. B yHuBepcurere MOryT pa3palaThiBaTbCs JOKaJbHbIE HOPMATUBHBIE aKThI
(MHCTPYKIMHM, TOJIOKEHHS U T.I1.), KOHKPETH3UPYIOLUE MOPsI0K paboThl C Pa3MTUYHBIMU BHJIAMH
JIOKYMEHTOB WJIM JOKYMEHTHPOBAHMS PA3IMUHBIX HANpaBiICHUH AESITEIbHOCTH YHHUBEpPCUTETA, HE
IIPOTUBOpEYaIlie HacTosAuel MucTpykumu.

1.1.6. Hacrosimast UTHCTpyKIIUST pacipOCTpaHsieT CBOE ACUCTBUE HA (DMIINATB] YHUBEPCUTETA.
B cnyuae HeoOxomumocTu (umman  yHUBEpPCUTETa MOXKET pa3padoTaTh  HMHCTPYKILHIO
IO JIeJIONIPOU3BO/ICTBY B COOTBETCTBYIOLIEM (puinane Ha OCHOBE AaHHOM MHCTpyKuMu M BBECTH
B JIEMCTBHE ITOCJIE COTJIACOBAHUS C YHUBEPCUTETOM.

1.2. HopmaTHBHBIE CCHLIKH

1.2.1. UucTpykuus pa3paboTaHa B COOTBETCTBHH C:

- @enepanbHbiM 3ak0HOM 0T 22.10.2004 Ne 125-®3 «O6 apxuBHOM jaene B Poccuiickoit
Denepanuny;

- ®enepanbHbiM  3akoHOM  OT 02.03.2016 No 43-®3 «O BHECEHHHU HW3MEHEHUH
B ®enepanbublii 3ak0H «O0 apxuBHOM nene Poccuiickoit Deaepannmy;

- IlpaBunamu JOenONpoM3BOACTBA B TOCYNApPCTBEHHBIX OpraHax, OpPraHax MECTHOIO
CaMOYTIPAaBIICHHUs], YTBEPKACHHBIMU Ipuka3zoM Pocapxusa ot 22.05.2019 Ne 71;

- Ilpukazom PocapxuBa ot 31.07.2023 Ne 77 «OG6 yrBepxnaenun IlpaBun opranuzanuu
XpaHEHUs, KOMIUIEKTOBAHHUS, y4€Ta U UCIOJIb30BAHUS IOKYMEHTOB ApxuBHOro (onaa Poccuiickoit




CPONTET g,
o g,
Fromd Crp. 7 w3132
g 1 ®dI'BOY BO « 'YMP® umenn agmupana C.O. MakapoBa»
g |~ H
}% & WHCTpyKIHMs 110 JeI0NPOU3BOICTBY YHHBEPCUTETA Bepcust 4
Lpap .08

Qenepallil U APYTUX apXUBHBIX JOKYMEHTOB B T'OCYIAapCTBEHHBIX OpPraHax, OpraHax MECTHOIO
CaMOYTIPABIICHUS U OPTaHU3AIUAX

- TOCT P 7.0.97-2025 «HanuonanwsHbiii cranmapt Poccuiickoir ®enepanuu. Cucrema
CTaHJapTOB 1O WHPOpMAIUU, OUOIMOTEUHOMY U U3JIATEIbCKOMy jeny. OpraHu3auoHHO-
pacnopsiauTenbHas JoKyMeHTauus. TpeOoBaHue K O(GOPMIICHUIO JOKYMEHTOBY», YTBEPXKIECHHBIM
npuka3zom Poccrannapra ot 26.06.2025 Ne 622-cr;

- IlpumepHOil HMHCTPYKIMEH 1O [AEIONPOU3BOJACTBY B BBICHIEM Y4eOHOM 3aBEACHUH,
YTBEP)KICHHON mpuka3oM MunucrepctBa obpaszoBanus Poccuiickoit @enepauun ot 24.07.2000
Ne 2286;

- IlpumepHON HMHCTPYKLMEW IO AEIONPOU3BOACTBY B IOCYAAPCTBEHHBIX OPIraHMU3ALUSX,
YTBEPKICHHOM nprka3zom PenepanbHoro apxuBHoro areHTcTBa ot 11.04.2018 No 44,

- MeTtoandeckuMu PEeKOMEHJANUSIMH TI0 pa3paboTKe WHCTPYKIUN IO AEIOMPOU3BOACTBY
B TOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIPAaBIIEHUS, YTBEPXKICHHBIX MPUKA30M
®enepalibHOTO apxUBHOro areHTcTBa oT 24.12.2020 Ne 199;

- «'OCT P 7.0.8-2025. HamnmonanwsHbiii ctanmapt Poccuiickoit ®enepanun. Cucrema
CTaH/IapPTOB M0 MHPOPMATH3AIMHU, ONOIMOTCYHOMY U M3JaTeIIbCKOMY neiy. Jlelonponu3BoaCTBO U
apxuBHoe neno. Tepmunsl u omnpeaeneHus» (yrB. I[Ipukaszom Poccranpmapra ot 28.02.2025
Ne 30-c1);

- IlocranoBnenueM I'ockomcrata Poccuiickoit ®enepaunu ot 05.01.2004 No 1
«O0 yTBepkIeHUH YHU(DUIIMPOBAHHBIX (OPM MEPBUYHON YUETHOW JOKYMEHTAIMH I10 YUETy Tpy/aa
U €ro OIUIaThI».

1.3. OcHoBHbIE TpeﬁoBaHI/Iﬂ IO OpraHu3anvu A€J0IpPoOu3BOACTBA B YHUBCPCUTETE

1.3.1. Tlopsaok MPOXOKICHHSI CIYKEOHBIX TOKYMEHTOB B YHUBEPCUTETE PETIIAMEHTUPYETCS
Hacroser MacTpykuuein.

1.3.2. B yHuBepcuTeTe IpUMEHSETCsl CMelIanHast (opMa OpraHU3aIHU JEJIONPON3BOJICTRA,
IpU KOTOPOH TEXHOJIOIMYECKHE OINEpaluy ¢ MOCTYNHUBIIUMH B apec YHUBEPCUTETA JOKYMEHTaMU
OCYIIECTBIISIOTCS KaK B 00IIIEM OT/IeJIe, TaK M B TPHEMHOW PEKTOPa, IIPOPEKTOPOB.

Jlenonpou3BOICTBO BEJETCS HA PYCCKOM SI3bIKE.

O6paboTka, coctaBiieHHEe U O(POpMIIEHHE JTOKYMEHTOB, (hOPMHUpPOBAHHE JE€J, MOATOTOBKA
U repesaya Jed B apXWMB YHHMBEPCHTETa B COOTBETCTBUU C HOMEHKJIATYPOH Jiel, ONepaTUBHOE
XpaHEHHE M HUCIOJIb30BaHHE JOKYMEHTOB B TEKYIIEH JeATeNbHOCTH MPOU3BOAATCA Kak B OOIIeM
OTJele, TaK U B CTPYKTYPHBIX MTOJIPA3/ICICHUSX YHUBEPCUTETA.

@dunmansl yHUBEPCUTETA BEAYT OT/AEIbHOE JIEIIONPOU3BOCTBO.

1.3.3. KoHTpoib BeIcHHS NEIONPOM3BOJICTBA B YHUBEPCUTETE  OCYIICCTBISIET OOIIWI
OTJe:

- 32 CpoKaMu 00pabOTKM MOCTyMNAIOIIEeH KOPPECTIOHICHIIUU B YHUBEPCUTET, €€ PeTUCTpaIusi,
pacripesielieHie 1O CTPYKTYpPHBIM IMOJpa3/eieHusIM, Mepeaaya Ha PacCMOTPEHHE PYKOBOJICTBY
Y HCTIOJTHUTEISIM;

- 32 UCTIOJHEHUEM 3aIpOCOB,;

- 3a TMpaBWIBHBIM H TOYHBIM O(OPMIICHHEM OTIPABIIEMOW KOPPECHOHCHIINH,
CBOEBPEMEHHOCTBIO, TOYHOCTBHIO M TOJHOTOM BBOAMMOM MH(OpPMAIMM B CHUCTEME 3JIEKTPOHHOTO
nokymeHtoobopota (mganee — CD/I);

- 3a (OpMHUPOBAHMEM HOMEHKIATYpbl Je€J, BKJIIOYAIOUIYI0 B ce0s CHUCTeMaTH3allMIo
JOKYMEHTOB, (hopMupoBaHue 1 0(hOpMIICHHE I U KX CBOEBPEMEHHYIO Tiepeiady B apXHB.
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1.3.4. OTBETCTBEHHOCTh 3a OpraHU3alMI0  JIEJIONPOMU3BOJACTBA B  CTPYKTYPHBIX
MOJPA3/ICICHUsIX, CBOCBPEMEHHOE M KA4YeCTBEHHOE HCIIOJIHEHHE JIOKYMEHTOB, UX COXPAaHHOCTh
BO3JIaraeTcsl Ha PyKOBOJIUTENEH CTPYKTYPHBIX MOJIpa3iesieHuil YHUBEPCUTETA.

1.3.5. PykoBoauTenun  CTPYKTYPHBIX  MOJpPA3JEICHUH  HECYT  OTBETCTBEHHOCTb
3a BBINIOJTHEHUE TpeOoBaHui MHCTPyKIMHM, 32 COXPAaHHOCTh HAXOSIIMXCS Y HHUX CIIY>KEOHBIX
nokyMeHTOB. OO0 yTpaTe JOKYMEHTOB HEMEMJICHHO JOKJIAJbIBAIOT HHCBMEHHO MPOPEKTOPY
0 MOAYMHEHHUIO.

1.3.6. Conepxanue Ciy>)kKeOHBIX JOKYMEHTOB HE TOIJICKUT pasriamenuto. Mudopmarus,
colepkamiasicss B JIOKYMEHTaX, MOXET HCIIOJNb30BaThCSl TOJNBKO B  CIYXKEOHBIX LEJsIX
U B COOTBETCTBHM C TIOJHOMOYHMSMH JOJDKHOCTHBIX JIMII YHHMBEpPCHTETa, pabOTaIOLINX
WJIM 3HAKOMSIIIIUXCS € 3TOW MH(pOpMaLnen.

OrpanuyeHuss Ha HCIIOJIB30BAaHUE CIIY)KEOHOH WMHGpOpPMAlMK HE IOJKHBI MPOTHBOPEUUTH
3aKoHoaTenbcTBY Poccuiickoit @enepannu.

1.3.7. Benenue Tmepenuckd C OpraHaMU TOCYJAapCTBEHHON BIIACTH, BBIIIECTOSIIMH
OpraHU3aIUSIMH OCYIIECTBIISIETCS PEKTOPOM WITH MPOPEKTOPOM (TI0 TOPYUEHUIO PEKTOPa).

Benenue nepenucky OT UMEHH YHUBEPCHUTETA C IPYTUMHU OPTaHU3ALUSMHU OCYIIECTBIISIETCS
PEKTOPOM WM MTPOPEKTOPOM, WM 1O UX TMOPYYCHUIO PYKOBOJUTEISMH CTPYKTYPHBIX
IIOAPA3/ACIICHAMN.

BaumopeiicTBue Mexay CTPYKTYPHBIMH TOJpa3fefieHUSIMU YHHUBEPCUTETa IMOCPEICTBOM
oOMeHa CITy>)KeOHBIMH 3allMCKaMH, 3asBKaMH, HWH()OPMAIIMOHHBIMH MaTepHalaMH U JIPYTUMHU
crocobaMM  OCYIIECTBIISIETCS TMPU  HEOOXOJMMOCTH  PEIIEHUS BOIMPOCOB, OTHOCAIIUXCS
K KOMIIETEHIIMH CTPYKTYPHBIX TOApa3e/ICHI YHUBEPCUTETA.

1.3.8. OO0 yrpare wiM TOBPEKACHUU CIYy)KEOHOTO JIOKyMeHTa (lena) pabOTHHK
CTPYKTYPHOTO TOJIpPa3/ICICHUsI YHUBEPCUTETa O005S3aH HEMEMJICHHO COOOIIUTh PYKOBOIUTEIIO
MOIpa3/IesIeHu .

B ciyuae ecniu TOKYMEHTHI B TEUSHHH MECSIAa HE HAWJACHBI, PyKOBOJUTEIIEM CTPYKTYPHOTO
NOJpPA3JIeIEHUs] COCTaBIsETCS aKT 00 yTpaTe JAOKYMEHTOB, KOTOPBIH YTBEPXKAAETCS PEKTOPOM.
[Tocne yTBep:KIEHHUS akT Ha yTpadyeHHBIE JOKYMEHTHI ([ena) BpeMeHHoro a0 10 yer XpaHeHwus
nepefalTcs B OOLIMI OTAed, MOCTOSHHOrOo, BpeMeHHoro (cBbime 10 Jer) cpoka XpaHEeHHUs
U 110 JTUYHOMY COCTaBy — B apXWB yYHUBEpCUTETa sl BKIOUeHHUs B Aeno ¢ouma (IIpunmoxenne
Ne 24).

1.3.9. B cnyyae yBOJNBHEHHS PYKOBOJAUTENS CTPYKTYPHOTO MOJpPA3NENeHUs] JOKYMEHTBI
nepeaaTcs Mo akTy NpueMa-fepesaydu el JpyroMmy pabOTHHUKY Ha OCHOBAaHUU MPHKa3a peKTopa.

1.3.10. IIpoext MHCTpyKIIMN B YHUBEPCUTETE pa3padaThIBaeTCs OOLIMM OTAEIOM U HE pexe
OHOTO pa3za B 5 jer mpoxoaut cornacoBaHue ¢ Cankr-lIleTepOyprckum rocynapcTBEHHBIM
Ka3eHHBIM yupexaeHueM «LleHTpanbHblii rocynapcTBeHHbli apxuB Cankr-IlerepOypra» (nanee -
LI"'A CII0) u yTBep>KIaeTcsi MpUKa3oM peKTopa.

B cnydyae kopeHHOro H3MeHEHUs (QYHKIMH M CTPYKTYphl yHHBepcurera MHCTpykuums
COCTABIISIETCSI, COTJIACOBBIBACTCS M YTBEPIKIAETCSI BHOBH HE3aBUCHUMO OT CPOKA €€ COTJIACOBAHUS
¢ DKcnepTHO-NpoBepoyHOi MeToaudeckoil komuccueil Cankt-IlerepOyprekoro rocyiapcTBEHHOIO
Ka3zeHHOTO yupexzaeHus «llentpanpHblii rocynapcTBeHHbI apxuB Cankr-IlerepOypra» (manee —
SIMK LI'A CIIo).

Bnecenne namenennii B THCTpYKIMIO YTBEPKIA€TCS TPUKA30M PEKTOPA.

1.3.11. Bemonnenue Hactosiern WMHCTpyKuuu o00sS3aTeapbHO A KaXIOTo paboTHUKA
YHHUBEPCHTETA, C €€ TpeOOBaHUSIMH PAOOTHHUKH JOJDKHBI OBITH 03HAKOMIICHBI TTOJT TTOJIITHUCH.
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2. TEPMHUHBI U OITPEJEJIEHUSA

B nHacrosmen MHCTpYKIMY UCIIONIB3YIOTCS CIIEAYIOIIME TEPMUHBI:

aBTOP JOKYMEHTA - (PU3NYECKOE MU FOPUANYECKOE JINIO, CO3/IaBIlIee TOKYMEHT;

0JIaHK JOKyMeHTa — Ha0Op PEKBU3UTOB, HUIACHTU(HUIHMPYIOUMX aBTOpa O(PHIIMATBHOTO
IIMCbMEHHOTO JOKYMEHTA;

BHJ JIOKYMEHTAa — IPUHAJIEKHOCTh JOKYMEHTa K ONpPENEICHHON IpyNIe JI0KYMEHTOB
10 IPU3HAKAM COJEPKAHUA U LEJIEBOr0 Ha3HAYCHHUS,

AaTa opMUUATBHOIO JOKYMEHTa — PEKBU3UT O(DUIMAIBHOTO JTOKYMEHTa, COJAEp KAl
yKa3aHHO€ Ha JIOKyMEHTE BpPEMs €ro CO3/aHus W/WIN NOJNMCAHUS, YTBEpPXKIEHUs, NPUHSITHSA,
COIJIACOBAHUS, OITyOJIMKOBAHMS,

JAeJI0 — COBOKYIIHOCTb JIOKYMEHTOB HWJIHM JOKYMEHT, OTHOCAINIMECS K OIZHOMY BOIIPOCY
WM YYaCTKY AESITEIbHOCTH YHUBEPCUTETA,;

AeJIONPOU3BOACTBO — JICATENBHOCTh, OOeclednBaronias Co3/JaHue  OQHUIMATbHBIX
JIOKYMEHTOB M OpraHu3aluio paboThl C HUIMH B Y HUBEPCUTETE;
AOKYMEHT O(HMUHMAJBHBIA — CO3JAHHBIA TIOCYJapCTBEHHBIM OPraHoOM, OpIraHOM

CaMOYTIpaBIICHUS, FOPUANIECKUM U (PU3NIECKUM JIULIOM, OPOPMIICHHBIH B yCTAHOBJICHHOM TTOPSIIIKE
U BKJIFOUEHHBII B TOKYMEHTOOOOPOT YHUBEPCUTETA;

AOKYMEHT OPraHU3alMOHHO - PACHOPSAUTEIbHBIA — BHUJ NUCBMEHHOIO JOKYMEHTA,
KOTOpPbII (pUKCHpyeT pelleHHe aAMUHUCTPATUBHBIX M OPraHU3allMOHHBIX BOIPOCOB, a TAKKE
BOITIPOCOB YIIPABIICHUS, B3aUMOJICHCTBHUS, OOECIICUCHUS U PETYIUPOBAHUS JCATEIBHOCTH OPTaHOB
BJIACTH, YUPEIKIACHUM, IPEAPUATHI, OpraHUu3aluil, UX MOAPa3IeICHUNA U JOIKHOCTHBIX JIUL;

AOKYMEHT HMOJJIMHHBIN — JOKYMEHT, CBEICHHs 00 aBTOpE, BPEMEHH U MECTE CO3IaHUs
KOTOpOr0, COJEp)Karcsi B CaMOM JOKYMEHTE MWJIM BBIABICHHBIE WHBIM IIyTE€M, MOATBEPKIAIOT
JIOCTOBEPHOCTB €0 MMPOUCXOKACHUS;

AOKyMEeHTHpOBaHMe — (Qukcauus uHPOpPMALMKM HA MaTepUAIbHBIX  HOCHTEISIX
B YCTaHOBJICHHOM IIOPSIIKE;

AOKYMEHTO000pPOT — [BWKEHUE JOKYMEHTOB C MOMEHTa UX CO3JaHHUS WU IOJIYy4YEHHS
JI0 3aBEpLICHUS UCTIOJHEHUS, TOMEILEHUS B €0 U (WJIN) OTHPABKU;

AyOJIeTHBIN JOKYMEHT — OJJUH U3 3K3EMIUIIPOB KOIIUH JOKYMEHTA;

3aBepeHHasi KONMS - KONUS JOKYMEHTa, Ha KOTOPOW B COOTBETCTBHUU C YCTAHOBJICHHBIM
HOPSIKOM MPOCTABIISIFOT HEOOXOAUMBIE PEKBU3HUTHI, IPUAIOIINE €l IOPUANYECKYIO CUITY;

KOHTPOJIb HCIOJHEHUsS] JOKYMEHTOB — COBOKYIHOCTb JAEMCTBHH, 00ecreuyrBaONINX
CBOCBPEMEHHOE HCIIOJIHEHUE JOKYMEHTOB;

KONUSI IOKYMEHTa — JOKYMEHT, IIOJHOCTbIO BOCHPOU3BOIAIINN HHPOPMAIIUIO TIOJUTMHHUKA
JIOKYMEHTOB M €TI0 BHEIIHNE [TPU3HAKHU, HE UIMEIOLIUI IOPUINIECKON CUIIBL;

KJaccupUKanMsA — CHUCTeMaTHyeckas HJIEHTH(QUKaUd U  YIOpSJOYeHHE JIEeJIOBOM
JNEeSTeNIbHOCTH M (MJIM) JOKYMEHTOB IO KaTeropusiM B COOTBETCTBUM C  JIOTMUECKU
CTPYKTYPUPOBAHHBIMHU YCIOBUSAMH, METOAAMHU U IPOLEIYPHBIMU IIPAaBUIIAMHU, MPEACTABICHHBIMU
B KJIAaCCU(UKALMOHHON CUCTEME;

HOMEHKJIATypa JeJ — CHUCTEMaTU3UPOBAHHBIA II€pEYCHb HAMMEHOBAHUM  JEIl,
(bopMUpYyEMBIX B YHUBEPCUTETE, C YKa3aHUEM CPOKOB MX XpaHEHUS;

00bEéM JOKYMEHT0000pOTa — KOJMYECTBO JTOKYMEHTOB, NOCTYNUBLIMX B YHUBEPCHUTET
Y CO3JJaHHBIX UM 3a OIPEACIICHHBIN IEPUOLT;

0c000 HeHHBbINl JAOKYMEHT — JOKyMeHT ApxuBHoro ¢(onna Poccuiickoit Penepanumu,
KOTOpBI HMMEET HEeMpeXOAsIlyl0 KYJIbTYpPHO-UCTOPHUUYECKYI0 W HaydHYK LIEHHOCTb, OCOOYIO
Ba)XHOCTb JJIs1 OOIIECTBA U TOCYIapcTBa, U B OTHOIIEHHMHM KOTOPOTO YCTaHOBJEH OCOOBIA pEXUM
y4eTa, XpaHEHUS U UCIIOJIb30BaHUS;




TET I,
SEPOTET Mgy,
& ‘i,

5
A

®dI'BOY BO « 'YMP® umenn agmupana C.O. MakapoBa» Crp. 10 13 132

(OUIAPCTg,

”
by
h Y

204 001

WHCTpYKIHS 1O AETONPON3BOJICTBY YHUBEPCUTETA BepcHs 4

3

&
o
it .08

odopmileHHE JOKYMEHTa — IIPOCTAaBJICHHE HEOOXOIUMBIX PEKBU3UTOB, YCTAHOBIIEHHBIX
MpaBUIaMu JOKYMEHTHUPOBAHMS;

perucTpanus J0KYMEeHTa — [IPUCBOCHUE JIOKYMEHTY PErMCTPAallMOHHOIO HOMEpPA U 3alluCH
B YCTAHOBJICHHOM IOPSJKE CBEAEHUN O JTOKYMEHTE;

PEKBU3HUT JOKYMEHTA — 00s13aTENIbHBIN 3JIEMEHT 0(OPMIICHHS IOKYMEHTA;

CIY:KeOHBIH JOKYMEHT — O(HUIMANBHBIA JOKYMEHT, HCIOJIb3YeMbIi B TEKyIei
JIeATEIbHOCTH YHUBEPCUTETA;

CPOK HCHOJHEHHS JOKYMEHTAa — CPOK, YCTaHOBJICHHBI HOPMATHBHO-IIPABOBBIM AKTOM,
OpraHU3alMOHHO-PACHOPAAUTEIbHBIM TOKYMEHTOM WM PE30JIIOLHENH;

YHUKAJIbHBII JTOKYMEHT — 0CO0O IEHHBIA JOKYMEHT, HE HUMEIONIHA cebe MOJT00HBIX
1o cojepkalieiics B HeM HHpopManuu U (WIM) €ro BHEHIHUM IMpPU3HAKAM, HEBOCIOJHUMBIN
IIPH yTpaTe, C TOUYKH 3PEHUS €r0 3HAYMMOCTH ¥ (WJIH) aBTOTPapUIHOCTH;

yHuunupoBannas ¢gopma nokymenrta (YPJ[) — COBOKYIHOCTh PEKBH3UTOB M THIIOBBIX
(GparMeHTOB TEKCTAa JJOKYMEHTA, YCTAaHOBJICHHBIX B COOTBETCTBUHU C PEIIaeMBbIMU B JaHHOU chepe
JESTENIbHOCTH 3a/1a4aMH U PACIIOIOKEHHBIX B OMPEICTICHHOM MOPSAKE Ha HOCUTeNe HHPOpMAIIH;

¢dopMupoBanue gesia — rpynInupoBKa UCIOJIHEHHBIX JOKYMEHTOB B JI€JI0 B COOTBETCTBUU
C HOMEHKJIaTypOl J1eT;

ma6gon Oaanka (yHUQUIMPOBAHHOW (OpPMBI JOKyMEHTa) - OJaHK JOKyMEHTa
(yaudunupoBanHas ¢hopma JOKYMEHTA), IPEICTABICHHBIN B 2JIEKTPOHHOU (opMe;

JIKCIEPTU3A LEHHOCTH JOKYMEHTOB — H3YYCHUE JOKYMEHTOB HAa OCHOBAaHWUU KPUTEPHUEB
WX LIEHHOCTH B IIEJIAX OMpEeNIeHUs] CPOKOB XpPaHEHUs JTOKYMEHTOB M O0TOOpa UX JJisi BKIIOUEHUS
B coctaB ApxuBHoro (onma Poccuiickoit deneparumy;

3JIeKTPOHHasi nudpoBas MNOANMCH —  PEKBU3UT  BJEKTPOHHOIO  JIOKYMEHTA,
MPEIHA3HAYEHHBIA ISl 3aIIUThl JAHHOI'O 3JIEKTPOHHOI'O JAOKYMEHTAa OT MOJJECIKH, MOJYYEHHbIN
B pe3yabpTaTe Kpunrorpapudeckoro npeoOpa3zoBaHus HHGOPMAIUU C UCIOIH30BAHUEM 3aKPHITOTO
KIIF0Ya DJICKTPOHHOW IMQPOBON MOANMKMCH W IO3BOJSIONIMA WIACHTH()HUIIMPOBATH BIAJETbIA
ceprudukaTa KIrOYa TOJMUCH, a TaKXKe YCTaHOBUTh OTCYTCTBHUE HWCKaKEHUS HWH(OpMAINH
B JIEKTPOHHOM JIOKYMEHTE;

JJIEKTPOHHBIH [OKYMEHT — JOKYMEHT, B KOTOpoM uHopMalus MpeacTaBieHa
B AJICKTPOHHO-IIU(PpOBOI hopme;

OpUanYecKasl CHJIa JOKYMEHTAa — CBOMCTBO OPHUIIMATLHOTO JOKYMEHTa, COOOIaeMOoe eMy
JICUCTBYIOIIUM 3aKOHOJATEIbCTBOM, KOMIIETEHIIMEN H3JABIIETO €ro OpraHa U yCTaHOBJIEHHBIM
MOPSIKOM O0(hOpMITEHUSI.

3. COCTAB JOKYMEHTOB YHUBEPCUTETA

3.1. B yHuBepcuTeTe M3Aal0TCs JOKYMEHTBI, OTPa)KaloIINe €ro OpraHu3allMOHHbIE OCHOBBI
U IeATEIbHOCTh (IJIAHUPOBAaHUE W OpraHu3alMio 00pa30BaTEIbHON JEATENbHOCTH, ABUKEHUE
KOHTUHI€HTa, IUIAaHUpOBaHHE, (PMHAHCUPOBAHME, Y4E€T M OTYETHOCTb, KaJpoBOoe oOecreueHue,
MaTepHaTbHO-TEXHUIECKOE OOecredeHue u ap.).

3.2. K pacnopsiuTeNbHbIM JOKYMEHTAM YHUBEPCUTETA OTHOCSATCS:

PacnopsigurenbHbIe:

- IPUKa3bl,

- pacropsiKeHus;

- peleHusl.

3.3. OT0op BHIIOB JOKYMEHTOB, HEOOXOJAUMBIX W JOCTATOYHBIX UIsi paOOTHl YHUBEPCHUTETA,
NPOM3BOIUTCS Ha OCHOBE yTBepxkJIeHHOM pektopoM u DIIMK LI'A CII6 HOMEHKIATypsl e,
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C YKa3aHHEM CPOKOB XPaHEHHUs, a TAaKXKe OMHCH JIeNl TOCTOSHHOro, BpeMeHHoro (cBbime 10 ner)
CpOKa XpaHEHUS U M0 JUYHOMY COCTaBY.

3.4. JloKkyMeHTBI, NOCTYHAIOUIME€ B YHHUBEPCUTET, JOBOAATCS JIO CTPYKTYPHBIX
HOJpa3AeTIeHUI TOCPEACTBOM:

- pa3MeIeHHs Ha KOPIIOPaTUBHOM IOPTajie YHUBEPCUTETA ISl O3HAKOMIICHUS,

- U3JaHUS PACHOPSIUTENBHOIO JOKYMEHTa, B KOTOPOM M3JIAaracTcsi COJEpXKaHUE
HOCTYIMBIIETO JOKYMEHTa IPUMEHUTENIBHO K 33/1a4aM yHUBEPCHTETa, U HAMEUAeTCs KOHKPETHOE
MEpOIpPUATHE, NTOUIEKAIIEE OCYIIECTBICHHUIO;

- CCBUIKM Ha HAaMMEHOBAaHHE, HOMEP M JaTy IOCTYMUBILETO JOKYMEHTa IPHU H3JaHUU
JOKYMEHTOB Ha UX OCHOBE.

3.5. B mensix ycoBepIIeHCTBOBAHHUS AEIONPOU3BOJICTBA B YHUBEPCUTETE YCTAHABIMBAIOTCS
elMHbIe TpaBuiIa oQOpMIICHUST JTOKYMEHTOB. J[JIsi COKpalleHusi KOJMYECTBa MPUMEHSIEMBIX (opM
JOKYMEHTOB HCIIOJIB3YIOTCSl YHUUIHMPOBaHHBIE (Gopmbl nokymeHTOB (Y®DJl), npeacraBusromue
COBOKYITHOCTh ~PEKBHU3HWTOB, YCTaHOBJIEHHBIX B coorBerctBun ¢ ['OCT P 7.0.97-2025
«Hammonaneueiii cranpapt Poccuiickoit ®denepanuu. Cuctema craHzapToB 1O HHGOpMaluy,
O6ubmmoTeyHOMY M H3jAaTenbcKoMy neny. OpraHu3alMOHHO-PACHOPSIUTENbHAS JOKYMEHTAIHS.
TpeOoBanume Kk OQOPMICHHIO JOKYMEHTOB», YTBEpXIEHHbIH mpukazoMm Poccranmapra ot
26.06.2025 No 622-ct, Tak ke WHBIE (HOPMBI JOKYMEHTAI[MH/OTYETHOCTH, YTBEP)KICHHBIC
(eneparbHBIME OpTaHaMU YIIPaBJICHHS 00pa30BAHUEM.

4. ITPABHUJIA IOATOTOBKHU U O®OPMJIEHUA JTOKYMEHTOB

4.1.  JlokyMeHTHPOBaHHe YNPaBJeHYeCKOii 1esiTeIbHOCTH

4.1.1. JloKyMEHTHpPOBaHUE YIPABICHYECKOW MAEATEJbHOCTH 3aKio4aeTcss B (uUKcanuu
Ha Oymare Wiu JpyruxX HOCHTEISIX YIPABICHYECKUX NEHCTBUN B yCTAaHOBJICHHOM MOPSIIKE, TO €CTh
CO3/aHHUs YIIPABIEHUYECKUX JOKYMEHTOB.

4.1.2. Tlpu monrotoBke W O(OPMIICHHH TOKYMEHTOB HEOOXOIMMO COOJIOAATh TpaBHIIa,
o0ecreynBaroIue IPUIMIECKYIO0 CHITY TIOKYMEHTOB, OTIEPATUBHOE U KAUECTBEHHOE UX HCIIOJHEHHUE
¥ TIOUCK.

4.1.3. JIOKyMEHT UMeeT IOPUINYECKYIO CHITY IIPU HAJIMYUU PEKBU3UTOB, 00S3aTEIbHBIX IS
JaHHOTO BHJA JoKymeHTa. K oOs3arensHbiM pekBusutam oTHocatcs ([Ipwnokenne Ne 1):
HalMEHOBAaHNUE YHUBEPCUTETA, J1aTa, PETUCTPALIMOHHBIN HOMEp, TEKCT, MOAIHUCH.

4.1.4. B nmpouecce MOATOTOBKU M 0(OPMIIEHHUS] COCTaB PEKBU3UTOB MOXET OBbITh JONOJHEH
JPYTUMHU PEKBU3UTAMHU, €CIIU TOTO TpeOyeT Ha3HaueHHWe JOKYMEHTa, OCOOEHHOCTH €ro 00paboTKu
u 1p. (ITpunoxenune Ne 2).

4.1.5. OTBETCTBEHHOCTh 3a HAJJEXKAIIYI0 TOATOTOBKY JTOKYMEHTOB, JIOCTOBEPHOCTH
CoJlep/KalluXcsd B HUX CBEICHUN BO3JIaraeTcsi Ha JOJDKHOCTHBIX JIML, KOTOPBIE Y4YacTBOBAJIU
B [IOJIFOTOBKE, BUBMPOBAHUU U MOJANNCAHUU IOKYMEHTOB.

4.2. OdopmiieHHe PEKBH3UTOB B Mpolecce MOAr0TOBKH I0KYMEHTOB

JIOKyMEHTBI, CO3/1aBacMble B YHHBEPCHUTETE, MMEIOT CTAOWUIBHBIN COCTaB 0O0s3aTEIbHBIX
PEKBU3UTOB, UX PACIIONIOKEHHE U 0POPMIICHUE.

4.2.1. HamMeHOBaHHMe YHHBEPCUTETA

HanmenoBanue YHUBCPCUTCTA, KaK aBTOpa MHOOKYMCHTA, YKAa3bLIBACTCA Ha OaHkax
JOKYMCHTOB B TOYHOM COOTBECTCTBHH C HAMMCHOBAHUEM, 3aKPCIIJICHHOM B Vcrage.
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COKpaH_IeHHOG HanMMCHOBAHUC YHHBEPCUTETA IIOMCINAOT B CKOOKax IoJ IIOJIHBIM
HaMMCHOBaHUCM.
Ha,[[ HAaNMMCHOBAaHUEM YHHUBEPCUTECTA YKA3bIBACTCA I1OJTHOC HAMMCHOBAHUC quez[I/ITeneﬁ:

MHUHTPAHC

POCMOPPEYDJIOT

DeepanbHoe TocyIapcTBeHHOE OI0:KeTHOE 00pa3oBaTebHOE YUpe:KAeHUue BbICIIero 00pa3oBaHus
«I"ocynapcTBeHHbIl YHUBEPCUTET MOPCKOI0 U peyHoro ¢giora umenun agmupaia C.0O. Makaposay
(®I'BOY BO «I'YMP® umenn agmupana C.0O. MakapoBay)

HJ'ISI NEPpCNCKNU C THOCTPAHHBIMU KOPPCCIIOHACHTAMUA B YHUBCPCUTCTC UCIIOJIB3YCTCA 0JaHK
mrucbMa, Ha KOTOPOM HAMMCHOBAHHNEC YHUBCPCUTCTA IMIPHUBCICHO TOJIBKO HA AHTJIMHACKOM SI3BIKE.

4.2.2. CrnpaBouHble JaHHbIe YHMBEPCUTETA

CrpaBouHble JaHHbIE 00 YHMBEpPCHUTETE YKa3blBalOTCS B OJIaHKaX IIMCEM, CIIPABOK
U BKJIFOYAIOT B ce0sl: MOYTOBBIHN ajpec, Homep TenedoHa, (pakca, opuuanbHbli aipec 3JIeKTPOHHON
MIOYTHI, UHTEPHET-a/Ipec OQUIIMATFHOTO caliTa M JPYTrue CBEACHUS 10 YCMOTPEHHIO YHUBEPCUTETA,
Hanpumep: kox opranuzanuu no OKIIO (mpoctasnsercs nmo O6mepoccuiickoMy KiaccupukaTopy
npennpustTuii U opranuzauuii), OI'PH (OcHOBHOI rocynapCTBEHHBIH pPErvMCTPAllMOHHBIA HOMED
IPOCTaBISETCI B COOTBETCTBMM C JIOKYMEHTaMHM, BbIJIAaBa€MbIMU HAJIOTOBBIMH OpraHaMH),
WHH/KIIIT (MnenTrnhuKanuoHHbI HOMEP HAIOTOIIATEIbINKA/KO TPUYUHBI TIOCTABKH Ha Y4YeT
IPOCTABJISIETCSA B COOTBETCTBUM C JOKYMEHTaMH, BbIJaBA€MbIMH HAJIOTOBBIMU OpPraHaMH).

4.2.3. HammeHOBaHHE BHIA TOKYMEHTA

HaumeHnoBaHue BHMJa U37]aBa€MOro JOKYMEHTa BKJIIOYAeTCs B OJaHK COOTBETCTBYIOLIETO
BU/JIA IOKYMEHTOB WJIM YKa3bIBA€TCSl COCTABUTENIEM IIPH MOATOTOBKE IOKYMEHTA.

HaumenoBanue Buaa JOKyMEHTa JOJDKHO COOTBETCTBOBAaTb €ro COJEp)KaHUIO. JlaHHBIN
PEKBU3UT 0POpMIISIETCS 110]T HAUMEHOBAaHUEM YHUBEPCHUTETA MPOMUCHBIMU OYKBaMU U BBIJIEISIETCS
nonyxupHeiM mpugToM, Hanpumep: IPUKA3, BBIIIMCKA M3 INIPUKA3A, APXUBHAS
CITPABKA u T.1.

HanmeHnoBanue BU1a M pa3HOBUJHOCTH JOKYMEHTA HE YKa3bIBAETCS B IMCbMaX.

4.2.4. Jlata noOKymMeHTa

Jlatra — o0sA3aTenbHbI PEeKBU3UT JIOOOTO JOKyMeHTa. J[aToil OKymeHTa SBJISETCs JaTa
ero noanucanus (MpUKa3, pacHopspKeHHe, MHCbMO, AOKJajaHas, CilIyXeOHas 3amucka Hu Ap.),
YTBEpkKACHUS (MHCTPYKIIHS, MOJIOKEHUE, MTPaBUIIO, PETJIAMEHT, IJIaH, OTYET U Jp.), A1 IPOTOKOIa
— naTa 3acefaHus (IPUHATHS PELIeHHUs), U aKTa — 1aTa COOBITHS.

[Ipn monaroroBke MpOEKTa JOKYMEHTa Jara JOKYMEHTa MOXeT O(QOpMISTHCS B BUJAE
3aroTOBKHU (TedaTaercsi 0003HaYeHHWE MecCsla U roja), KOTOPYI 3alOJHSIOT TOCIE IMOJITHCAHHS
JIOKYMEHTA.

Jlaty n1okyMeHTa oQOpMIISIOT apabCKUMHU IU(pPaMH B MOCIEI0BATEIBHOCTHU: J€Hb Mecsla,
Mecsll, Toa. Jlenp Mecsamna u Mecsi ohOpMIIIIOT IBYMs MapamMu apaOckux mudp, pasaeieHHbIMHA
TOYKOIM; TOJ] - 4YeTBIPbMsI apaOCKUMH LU(paMH.
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Hamnpumep, mary 03 ampens 2025 roga cienyer opopmisats 03.04.2025. Ilpu mudpoBom
HAITMCAHWH JAThI CJIOBO T'OJI UJIH T. HE CTAaBUTCS.

JlomyckaeTcsi  ClIOBECHO-IIU(PpOBON crmocod odopmiieHus natel, Hanpumep 03  ampens
2025 roma. MecTo npocTaBiieHHs JaThl HA IOKYMEHTE 3aBHCUT OT MCIOJB3YEeMOro OJIaHKa W BHJA
nokyMmeHTta. Ecnu Ha OJaHKe OTMEYEHO MECTO ISl JIaThl, TO OHA IPOCTABJISCTCS B OTBEIACHHOM
MmecTe. Ecim MecTo /it 1aThl HUKAaK HE OTMEUEHO, JaTa MPOCTABIISICTCS HUXKE TTOITHICH.

4.2.5. PerucTtpauuoHHbIii HOMepP TOKyMeHTa

PerucrpanmonHelii HOMEp JOKyMEHTa — 3TO0 LU(poBOe WM OyKBEHHO-IIU(PPOBOE
o003HaueHue, IpPUCBAMBAaEMOE JOKYMEHTY IpU ero perucrpauuu. Hamuune Ha JOKyMeHTe
PETUCTPAIIMOHHOTO HOMEpPA CBUAETENBCTBYET O TOM, YTO OH BKIIIOYECH B MH(OPMAIIMOHHBIA MacCuB
YHHUBEpPCUTETA.

Perucrpanmonnslii HOMEpP JOKYMEHTAa IIPOCTABIIIETCS B COOTBETCTBUHM C CHCTEMOWU
PETUCTPALIMU, IPUHATON B YHUBEPCUTETE.

[loctynatomiue, OoTHopaBiiieMble M BHYTPEHHUE JOKYMEHTBHl PErHMCTPUPYIOTCS OTAEIBHO
C CaMOCTOSATEIbHBIMA PETUCTPALMOHHBIMU HOMepaMu. [lopsakoBble perucrpaloHHBIE HOMEpa
IIPUCBaMBAIOTCS IOKYMEHTAM B IIpe/ieax PErucTpUpyEeMOi IPyYIIIIbI.

PeructpanmoHHbIl HOMEpP MOCTYHAIOLIETO JOKYMEHTAa COCTOMT M3 HMHJIEKCAa PYKOBOJICTBA
YHHMBEpPCUTETA WJIM CTPYKTYPHOI'O MOJpPA3/AEICHUs, B KOTOPOE MOCTYMIHJ JIOKYMEHT, Yepe3 TUpE
HOMEpa Jeja 10 HOMEHKJIAType JeJl JaHHOIO IOApa3[eNICHHus, Jajlee 4Yepe3 KOCYI uepTy
(cmemr  «/») TOPSAAKOBBIA HOMEp 1O OONICH pPErucTpalid MOCTYHNAMIMX JIOKYMEHTOB
B YHUBEPCUTET B IIpe/eax KaJeHIapHOTO roja.

PeructpanmoHHblii HOMEp OTHPABISEMOro JOKYMEHTa COCTOMT M3 HMHJEKCAa PYKOBOJICTBA
YHHUBEPCHUTETA UM CTPYKTYPHOI'O MOApA3eseHHs], 0T UMEHHU KOTOPOro 0(hOpMIIEH TIOKYMEHT, Yepe3
THpPE HOMEpa JieJia 10 HOMEHKJIATYpe, B KOTOPOM OyJeT XpaHUTHCS KOMUs (MIIM BTOPOH SK3EMILISD)
OTIIPABISEMOTrO JOKYMEHTa, uYepe3 KOCylo uepTy (oOpaTHbIM criem «/») TMOpSIKOBBIA HOMEp
1o 0o01Iel perucTpanuy OTIPaBISIEMOr0 TOKYMEHTAa M3 YHUBEPCHUTETA B Ipejaenax KajeHIapHOro
rojia, HaIpuMep:

125-18/564,

rae 125 — ungekc o0Iero oTaena,

18 — HOMep nema 1Mo HOMEHKJIAType, B KOTOPOM OyIeT XpaHUTHCS KOIMHUS OTIPABIISIEMOTO
JIOKYMEHTA,

564 — TOpANKOBBIA HOMEpP JOKyMEHTa IO OOIIed pEerucTpanud OTIPABIIEMBIX
U3 YHUBEpcuTeTa (IOCTYNAIOUINX B YHUBEPCUTET).

Ha otmpaBiseMbIX JOKyMEHTaX PETUCTPALMOHHBIN HOMEDP CTaBAT KaK Ha IOJUIMHHHKE,
TaK U Ha BTOPOM SK3EMILISAPE, OCTAIOIIEMCS B YHUBEPCUTETE.

PerucrpanmoHHBII  HOMEp IPUCBAaMBAETCS JOKYMEHTY IIOCIE€ €ro  yTBEpXKICHHUS
(moamucanwus).

OCHOBHBIM NPHUHIMIIOM PETUCTPAlMU JOKYMEHTOB SIBJISIETCS OAHOKPATHOCTh. Kaxkawlit
JOKYMEHT JOJDKEH pPEerucTpUpoBaThCcsl TOJNbKO oAMH pa3. llocrymaromue AOKYMEHTHI
PETUCTPUPYIOTCS B IEHb NOCTYIUIEHUS, OTIIPABIIIEMBIE B IEHDb IIOIIMCAHUS WIN YTBEP)KICHUS.

J1J11 BO3MOKHOCTH OIpe/IeIeHHs] OpUTrMHaNa JOKYMEHTa MpU PETUCTPALUU PEKOMEHYeTCs
IIPOCTABJISITH HOMEP PYYKOH C HAIlIOJIHUTEJIEM CHHETO I[BETA.

4.2.6. CcbLiKa HA PerucTPANMOHHBIH HOMEP M ATy JOKYMEHTA ajpecaHTa

Ccbulka Ha OTHpaBiIsieMbI PETUCTPALMOHHBIA HOMEpP U JaTy JOKyMEHTa aJpecaHTa
BKJIIOYAET B c€0sl pErUCTPAIMOHHBIA HOMED U J1aTy TOKyMEHTA, OCTYNUBIIETO B YHUBEPCHUTET,
Ha KOTOPBIN JOJKEH OBITh JaH OTBET.
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Hamnuue storo PEKBU3UTA HE HCKIHOYACT H€O6XOI[I/IMOCTB YIIOMUHAaHUS HOMEpPA U AAaThbl
MOCTYIIUBUICTO JOKYMCHTA B TCKCTC IIMCbMaA.

Ecnmun nmceMo He sBIseTcs OTBCTHBIM, PCKBU3UT HC O(bOpMJ'IHeTCﬂ HJIN OCTacCTCsAa
HC3aI10JIHCHHBIM.

4.2.7. MecTo cocTaBJieHHsI U U3IaHUsI JIOKYMEHTA

MecTo cocTaBiieHUs U M3JaHHs TOKYMEHTa YKa3bIBAIOT B TOM Cllydae, €ClId 3aTPyJHEHO
ero onpejeneHne 1Mo pekBu3utaM «HammeHoBanue opraHuzanun» U «CrpaBOYHBIE JJTaHHBIC
00 opranm3anumy. JlaHHBIA PEKBH3UT yKa3bIBaeTCsl B OJaHKaX JOKYMEHTOB, 3a HCKIIIOUCHUEM
OJIAaHKOB TTUCEM.

MecTo cocTaBlieHUS WIM W3JIaHUs B JOKYMEHTE HE YKa3bIBaC€TCs, €CIIH OHO BKJIFOUYEHO
B COCTaB HAUMCHOBAHUSI OpraHU3allNH.

MecTo coCTaBICHHS WM W3JIaHUs YKA3bIBAIOT C YYETOM TNPUHATOTO aIMUHUCTPATUBHO-
TEPPUTOPUATBHOTO JICJICHUSI, OHO BKIIOYAaeT B Ce0s TOJBKO OOIICTIPUHATHIE COKPAICHHS
(yrouHeHue: 00O3HAUEHHE TOPOAA «T.» MOXET HE MPOCTABIATHCS NMPU Ha3zBaHUU «MOCKBay,
«Cankr-IletepOypr»).

4.2.8. PexkBH3HUT «AxpecaT»

JIOKYMEHTBI aJIpecyIoT B OpraHU3alliK, UX CTPYKTYpPHBIE TOJIpa3AesieHus] I KOHKPETHOMY
JOJKHOCTHOMY JIUITY, TPaXKIaHaM.

[Ipn angpecoBaHMM [OKyMEHTa B OpraHM3AlMI0 WM €€ CTPYKTYpPHOE TMOpa3/iecHue
0e3 yka3aHus JIOJDKHOCTHOTO JIMIA, HAMMEHOBAHUE OPTaHU3AIMH MTUITYT B UMCHUTEILHOM MaJIeKe.

Hanpuwmep:

OTtpen 1o ynpapieHUIO OOIICKUTHIMU

[Ipn HampaBieHMH JOKYMEHTa JIOJDKHOCTHOMY JIMIy, Ha3BaHWE OpTraHH3AIWH,
CTPYKTYpPHOTO TIOJIpa3AeNieHus] YKa3bIBaIOT B UMEHUTEIHHOM WU JATEIFHOM MaJiexke, a TOMKHOCTh
1 haMWIHIO aJipecara — B JaTeILHOM.

Hanpuwmep:

Pextopy Cankr-IlerepOyprckoro

roCy/1IapCTBEHHOT'O YHHUBEPCUTETA

npodeccopy Pammiusa U.0.

[Ipu ampecoBaHWU JOKYMEHTa HECKOJIBKUM OJHOPOTHBIM OpTaHHW3aIUsM, HX Ha3BaHUS
CIeTyeT YKa3bIBaTh 00OOIICHHO.

Hamnpumep:
Hupekropam punuano @PI'BOY BO «'YMP® umenu agmupana C.O. MakapoBay.

IToHEBINA TOYTOBEIN aapecC yKas3bIBACTCA B COOTBETCTBHUH C IMTOYTOBBIMHU ITPaBUJIAMHU.

Hamnpumep:
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Penaknus ra3ersl
«Cankr-IlerepOyprckue BeIOMOCTHY
Mapara yi., 25,

Cankr-IlerepOypr,

191025

Anpec He NMPOCTaBIAETCS HA JOKYMEHTaX, HalpaBIsEMBbIX B IPABUTEIbCTBCHHBIE OPraHbI
U IMIOCTOAHHBIM PCCIIOHACHTAM, B OTHUX ClIydadX MOI'YyT HNPUMCHATHCA KOHBCPTBHI C 3apaHCC
Hale4aTaHHBIMU aJpecaMu.

[Ipu angpecoBaHuu AOKyMEHTa (U3NYECKOMY JIMIY YKa3bIBAIOT (DaMUIMIO M HMHUIMAIBI
II0JIy4aTelIs, 3aTeM IIOYTOBBIN aapec.

Hanpumep:

Anppeesy I1.C.
Konomenckas yi., 1. 5, kB. 28
Cankr-IlerepOypr,

191119

4.2.9. YTBep:KIeHHEe JOKYMEHTa

YTBepkaeHHe IOKYMEHTa SBISETCS OJHHUM W3 CHOCOOOB BBEICHHS €ro B JCiCTBHE.
IOpunnyeckyro cuiny JOKYMEHT MPHOOpETaeT ¢ JAaThl €ro yTBEP)KACHHUS, JINOO C IaThl, YKa3aHHOU
B PacHoOpsAIUTEIbHOM JOKYMEHTE.

JIOKyMEHTBI, U3/1aBacMble B YHUBEPCUTETE, YTBEPKIAIOTCS PEKTOPOM WIH MPOPEKTOpaMU
YHUBEPCUTETA, BBIIIECTOSIIMMHU WM MEXBEAOMCTBEHHBIMU OpPraHaMH, B KOMIIETEHLIMIO KOTOPBIX
BXOJMT pELICHUE BOIPOCOB, U3JI0KCHHBIX B YTBEPKIAEMbIX TOKYMEHTaX.

VYTBepkIeHHe JOKyMEHTa IpPOM3BOJAMUTCA  IMpOCTaBIeHUEM rpuda  yTBEp>KACHUSA
WIM W3/JaHUEM  paclopsiAMTENBHOTO  JIOKyMEHTa (B TeX clydasx, Korjma TpeOyroTcs
JIOTIOJTHUTEIIbHBIE MTPEJITUCAHUS U Pa3bsICHEHUS).

I'pud yrBepkaeHus npocTaBiseTcs B IPaBoi BEpXHEW YaCTH TOKYMEHTA, COCTOUT U3 CJIOBa
YTBEPXJIAK 0e3 kaBblueK, MOJHOTO HAUMEHOBAHUS JTOJDKHOCTH YTBEPHKIAIOIIETO JTOKYMEHT
JM1a, €ro JUYHOM MOANUCH, pacCIM(PPOBKH MOANKUCH U AAThI YTBEPKICHUS:

YTBEPXAIO

Pextop ®I'bOY BO «I'YMP®
umenu aamupana C.0. MakapoBa»

noonuce N.0. Gamunus
20

[TonoxkeHnss MOTYT YTBEpPXKJaThCsl IMPHUKA30M PEKTOpa YHHBEPCUTETa M NPUOOpETaroT
IOPUIMYECKYIO CUJTY C JaThl, YKa3aHHOM B mpukaze. Eciu B mpukasze gata BBEACHHS MOJOKEHUS
HE YKa3bIBA€TCS, TO MMOJIOKEHUE (JOKYMEHT) BBOAMUTCS CO JIHS MOIMHMCAHUS MIPHKa3a.

[Ipu yTBepkaeHIHN TOKYMEHTA pEelIeHNuEM, IPUKa30M, TpU@ YTBEP>KICHHUS COCTOUT U3 CJIOBa
YTBEPX/JIEH (YTBEPXIEHO, VTBEPXIEHA, VYTBEPXJ/IEHbI), HaumeHoBaHus
YTBEPKAAIOIIET0 JOKYMEHTa B TBOPUTEIBHOM Ma/Iexke, ero JaThl 1 HOMEpa, HallpuMep:
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YTBEPXIEHO

[Tpuxazom

OI'bOY BO «'YMPO® umenu
anmupana C.O. MakapoBa»
ot 07.06.2024 Ne 567

4.2.10. Pe3onronus

Vka3aHus 10 HCIOJHEHHIO JOKYMEHTa JaroTcsi B (OpME pPE30NIIOLUH  PEKTOPOM,
IIPOPEKTOPAMU WM PYKOBOAUTEISIMU CTPYKTYPHBIX OAPA3IeICHUN YHUBEPCUTETA.

Pe3oumronusi, Kak mpaBuiIo, MAMIETCS OT PYKU B BEpXHEW CBOOOIHON OT TEKCTa YacTH NEepPBOi
CTpaHMIIbI JOKyMeHTa. [lomyckaercss opopmieHne pe30IoUu Ha OTJEIBHOM JIMCTE C YKa3aHUEM
PEruCTPALIMOHHOIO HOMEpPA U 1aThl JOKYMEHTA, K KOTOPOMY PE30JIFOLHS OTHOCUTCS.

B cocraB pe3ontonuu JOKHBI BXOAUTH CIEAYIOLIME 3JIEMEHThI: (paMuiIMs HCIIOJHUTENS
(ucrionHUTENEH), COAEpIKAHUE TTOPYUEHUS], CPOK UCTIOJIHEHMS, TMYHAS [TOANKCH aBTOPA PE3OJIIOLINY,
JlaTa pe3oIIIOLHH.

IIpn Hanuuuu B PE3OJIIOLUU HECKOJIBKHMX HCIIOJIHUTENICH YKa3bIBa€TCS OTBETCTBEHHBIN
UCIOJIHUTENb (KaK MpaBWJIO, 3TO JIMLO, Ha3BaHHOE B PE30JIIOLMHU IEpBbIM). TeM He MeHee,
OTBETCTBEHHOCTb 33 CBOEBPEMEHHOE U MPABWJILHOE HCIIOJHEHUE 3aJaHUsI B PABHOM CTEIIEHHU HECYT
BCE YKa3aHHBIE B PE3O0JIIOLIMH UCIIOJHUTEIN.

Ha noxymenrax, He TpeOyIOUIMX AONOJHUTENbHBIX YKa3aHUM 110 MCIOJHEHUIO U UMEIOIINX
TUIIOBBIE CPOKM MWCIIOJHEHHs, B PE30JIIOLMM YKa3blBa€TCS WCIOJHUTENb, IOAINUCH aBTOpPA
pe30IIIonuy, 1aTa.

4.2.11. HaumeHOBaHHUe JOKYMEHTA (3ar0JI0OBOK K IOKYMEHTY)

HaumenoBaHue JOKyMeHTa — KpaTKO€ COJEp)KaHHE (3arojloBOK K TEKCTY) JOKYMEHTA.
3arojoBOK K TEKCTY JOKYMEHTa JOJDKeH OBbIThb KpaTKUM, TOYHO IepelaBaTh COJepiKaHue
JIOKYMEHTA. 3arojoBOK K TEKCTY COIJIACOBBIBAETCSI C HAMMEHOBAHUEM BU/IA IOKYMEHTA.

Hanpumep:

[Tpuxka3s (o yem?) O co3qaHUM ATTECTAIMOHHONW KOMUCCHH,

ITpoTokon (uero?) 3aceqanus YUeHOIro COBETa.

3aroioBoK K HAOKYMCHTaM, O(I)OpMJIeHHBIM Ha OJlaHKax ¢ YIJIOBBIM  PACIIOJIOKCHUCM
PCKBU3UTOB, UMECT YIJIOBOC PACIIOJIOKECHUC. 3aroao0BoK K HAOKYMCHTAaM, Oq)OpMJIeHHBIM Ha OJaHKax
C IMPOJOJBbHBIM PACIIOJIOKCHUEM PCKBHU3UTOB, BEIPABHUBACTCA 110 HCHTPY.

3aroa0BoK O(i)OpMJ'I}IeTC}I 0e3 kaBbIUEK. B 3aroioBke Helab3s ACJIaTh EPEHOC CJIOB. Touka
B KOHIIC 3arojJOBKa HE CTaBUTCA.

4.2.12. OpopMiieHr e NPUJIOKEHUH K JOKYMEHTY

Ecmu JOKYMEHT UMECT IMPUTIOKCHUSA, HA3BAHHBIC B TCKCTC, TO OTMCTKA O HUX O(l)OpMJ'I?IeTC?I
1o cuenyrouien popme:

[Tpunoxxenus: Ha 10 nmucrax B 3 dK3eMIUIApax.

Eciu MMPUITIOKCHUSA B TCKCTC HC HA3BAHBI, TO HCO6XOIII/IMO MNEpCUUCINThL UX Ha3BaAHUA,
KOJIMYCCTBO JIMCTOB U OK3CMILIAPOB KAXKIO0TO.
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[Ipyn HanMMUUK HECKOJIBKUX MPUIIOKEHUN OHU HyMEpYIOTCs apabckumu nudpamu:

[Tpunoxenue:
1. IraTHOoe pacnucaHue .... Ha4 1. B3 3K3.
2. CmMerta pacXofloB ............. Ha 2 1. B 3 DK3.

Ecnu mpusioxeHue, B CBOIO O4Yepeab, HMEET MPUIOKCHHUE, TO OTMETKA 00 MX HAIWYUU
odopMIsIETCS CIETYIOIIIM 00pa3oM:

[Tpunoxenue: JJorosop ot 31 mapta 2025 rozna Ne 7 u npuioxeHue K HeMy, BCEro Ha 5 JI.

Ecnu npunoxeHust COpOIIIOPOBaHbI, TO YHUCIO JIMCTOB HE YKa3blBalOT. B 3ToM ciyuae
yKa3bIBAETCS TOJIBKO KOJUYECTBO SK3EMILISIPOB OJHUM U3 JIBYX CIOCOOOB, B 3aBUCUMOCTH OT TOTO,
MMEETCsI CChUIKA Ha MIPUJIOKEHUE B TEKCTE UJIU HET:

[Tpunosxenue: B 3 3K3.
HIJIN

[Tpunoxxenue: TexHnyeckoe 3ajjaHue Ha pa3paboTKy THUIIOBOW MHCTPYKLUU
[0 JJOKYMEHTAIMOHHOMY 00€CIIeUeHHIO YIPaBIECHUS OpraHu3aluii B 2 9K3.

Ecau JAOKYMCHT HAIIpaBJISAACTCA B HCCKOJIBKO aJIp€COB, a IPUIIOKCHUC TOJIBKO B OJJUH aJIpeC,
OTMCTKA O NPUJIIOKCHHUU UMECT BU!

[Ipunoxenue: Ha 2 1. B 1 5K3. B IEPBBIii azipec.

Ha npunoxxeHun K pacnopsaUTEeNbHOMY JOKYMEHTY B NPaBOM BEPXHEM YIJy CTaBUTCS
OTMETKA O MPUJIOKEHUH.

Ecnu npunoxenue o1HO, MOPSIAKOBBIA HOMEP HE YKa3bIBaeTcs (3HaK Homepa «Ne» u nudpa
«1» He craButca). Ecin mnpuioxeHuil HECKOJIbKO, OHHM HYMEpYyIOTCS apaOCKUMM IUdpaMu
(mpunoxenne Ne 1, mpwioxkenne Ne 2 u T.4.). B oTMeTke O NpHIOKEHUH YKa3bIBAETCS
HAaMMEHOBAHME BHUJIa OCHOBHOTI'O JOKYMEHTA, €r0 JlaTa U PETUCTPALIMOHHBIA HOMED, HAIlpUMED!

[Mpunoxenne Ne 3

K npuka3zy Munucrepcrsa
TpaHCIIOpTa

Poccniickoit ®enepanun
ot 02.05.2024 Ne 723

AHaNOrn4HbIM 00pa3zoM opopMIIseTCs IPUIIOKEHNE K JI0TOBOPaM:

[Ipunoxxenue

K JIOTOBOPY
ot 10.06.2024 No 472

[Ipy HaNMuYMKM TOPUIOKEHUN K MPOTOKONAM (IIpUKa3aM, PaCHOPSKEHMSIM), JOKaJIbHBIM
HOPMAaTUBHBIM akTaM (IpaBWJIaM, IOJIOKEHUSM, HHCTPYKLUMSIM U Jp.) PEeKBU3UT «OTMeTKa
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O HAUIMYMM TPHIOKEHUs» OTAeNbHO He odopmisercs. CCbUIKM Ha TNPWIOKEHHUsS JeNaroTcs

B COOTBETCTBYIOIIMX  IIyHKTaxXx JOKYMEHTa. «COIVIACHO NPWIOKEHUIO», «lIpuiioxenuer,

«[Ipunoxenue Ne 1», «...npeACcTaBUTh epeueHb JOKYMEHTOB M0 IpuiaraeMoi opme» u ap.
Hanpumep:

1. Beectu B jeiictBue PernamMeHT HWCIONB30BaHUS, XPaHEHUs, W3TOTOBJICHMS, Yy4eTa
u yauutoxkenuss nedared u mramnoB OI'BOY BO «I'YMP® wumenu agMupana
C.0O. Makaposa» (ITpunoxxenne Ne 1).

2. YTBepAuTb CHUCOK paOOTHHKOB, HMEIOIIUX MpPaBO TMOJIUCH JOKYMEHTOB
(Ipunoxenue Ne 2).

HIJIN

1. PykoBoautensiM CTPYKTYpPHBIX IMOJAPA3JCI€HUN OPOPMUTH AOKHOCTHBIE MHCTPYKIUU
paOOTHUKOB B coOoTBETCTBHH ¢ [Ipunoxxenuem Ne 1.

HYMepaI_II/IH HpI/IJ'IO)I(CHI/Iﬁ JOJDKHA COOTBCTCTBOBATH ITOCJICAOBATCIBHOCTH HMX H3JIO0XXKCHUA
B TCKCTC JOKYMCHTA.
HpI/IJ'IO)I(eHI/ISI SIBJISTFOTCST HEOTHEMJIEMOM YacCThIO AOKYMCHTA.

4.2.13. Ioanuch TOKyMeHTAa

PexBusut «lloanuce» pacronaraercss nojJ TEKCTOM JOKyMeHTa. B cocTaB moAnmucu BXOASAT:

- HAUMEHOBaHUE JOKHOCTHU JIMLA, TTOANKCABIIETO TI0KYMEHT;

- TUYHAS MTOJIHUCH U ee paciudpoBKa.

HaumenoBanue nommxkHoctn B pekBusute «lloamuce» mnedaraercs OT KpallHEW JIEBOU
TpaHUILIbl TEKCTOBOTO MOJIA.

Hamnpumep:

Pekrtop noonucy N.0. ®amunus

Ecin HanMeHOBaHME JIOJDKHOCTH B IOANKMCH COCTOUT U3 HECKOJIIBKUX  CTpOK,
OHM I1€YaTal0TCsl Yepe3 OJMHApHBbIM HHTepBai. PacmmdpoBka moamucu mnevyaTaeTcs Ha YpPOBHE
NOCNeAHEW CTPOKM HaMMEHOBAaHMSI JTOJKHOCTU OT IPaBOW I'paHUIlbl TekcToBoro noss. Ilocneanss
OykBa B pacmIM(ppOBKE MOAMUCH OrPAaHUYMBACTCS MPaBbIM MoJeM. Mexay HWHUIMaIaMU
U GpamMuInen ctaBuTcs Mpooes, Harpumep:

HavanbHuk cimyx0b! KauecTBa noOnUCch N.0. ®amunus

[lpr moammcaHW¥M JOKYMEHTa HECKOJBKUMH OJDKHOCTHBIMH JIMIIAMH Pa3HOTO YPOBHS,
UX MOJMKUCH pPAacIojliaraloT OJHY IM0Jl JAPYrod B MOCIEI0BATEIbHOCTH, COOTBETCTBYIOLICH
3aHUMAEeMOM TOJDKHOCTH TI0 TIOJYNHEHHOCTH.

JIOKyMEHTBI KOJUIETHAJIBHOI'O OpraHa MOJNHMCHIBAIOTCS TpeAceqaTeIeM 3TOro opraHa
U, KaK [PaBUIIO, CEKPETapEM.

JIOKyMEHT MOXeT OBbITh IMOANUCAH JIMIIOM, WCHOJHSIOUUM OOS3aHHOCTU JOJDKHOCTHOTO
JUIa ¢ yKazaHueM ero (pakTHUYeCKOM JAOHKHOCTH M (paMMIIUM WM yKa3aHUEM, YTO OH BPEMEHHO
UCTIOJIHAET 00513aHHOCTH AOJKHOCTHOTO juna. Hampumep:
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. o. pexropa NnOONUCDH N.0. ®amunus

B pexBu3uTe «IIOANKCH» HE AOIYCKACTCs JONUCBIBAHUE OTMETKH «3a» WIIU IPOCTABJICHUE
KOCOM 4epThl I1epe/l HAMMEHOBAHUEM JJOJKHOCTH.

[lonnuck Henb3s OTPBIBATH OT TEKCTAa JAOKYMEHTa U IEPEHOCHTHh Ha JPYI'yl0 CTPAHHILY.
Ecnu Ha nucTe He XBaTaeT MecTa Ul MOJIUCH, TO Ha CIEAYIOLIYIO CTPAHUIY IEPEHOCAT HE MEHEE
OJIHOW CTPOKH TEKCTa MM OTMETKY U IOCJIE 3TOr0 O(hOPMIISIFOT ITOIIHUCH.

JlJ11 BO3MOYXKHOCTH ONPEJENICHNs OpUTHMHaNa JOKyMEHTa MpU MOANKUCAHUN PEKOMEHIYETCs
IPOCTABIIATH OANUCH PYYKON C HAITOJHUTEIEM CUHETO WK (PUOJIETOBOrO L[BETA.

OnHuM U3 CrocoOOB MOJAMUCAHUS JOKYMEHTa SBISICTCS HMCIOJBb30BaHUE (haKCUMHUIIE
KaK aHajiora coOcTBeHHOpY4HOH mnoxanucu. Ilopsinok wucnonp3oBaHus (AKCUMHIBHONW MOANUCH
YCTaHABJIMBAETCS IIPUKA30M PEKTOPA YHUBEPCUTETA.

DJNEeKTPOHHBIE TOKYMEHTBI, pa3MellaeMble Ha OQHUIMATIbHOM CaiiTe YHUBEPCUTETA, JOJDKHBI
OBITH OJIMCAHBI IPOCTON ANEKTPOHHON MOIIHUCHIO.

JIOKyMEHT, pa3MeUIeHHbIH Ha O(QUUUAIbHOM caiiTe yHHBEpCUTETa C 3JIEKTPOHHOU
MOJIUCHI0 JACUCTBUTENECH TOJBKO IPU HAJIMYMU OPUIMHAJIa JOKYMEHTA, NOIINUCAHHOTO JINYHOU
NOJIMUCHI0 PEKTOpa WIM JIMIA, UCIOJIHSIOMIEro 00s13aHHOCTH pekTopa. OpuruHan JOKyMEHTa
XPaHUTCS B COOTBETCTBUM C HOMEHKIJIATYPOH J1€]1 YHUBEPCUTETA.

Konuu nokymeHTOB, pa3MeliaeMble Ha CaliTe YHUBEPCUTETAa B COOTBETCTBHM C MPUKA30M
YHHMBEPCUTETA, IOANMCHIBAIOTCS IPOCTON IEKTPOHHON NOIIUCHIO B CIIEIYIOIIEM HOPSIKE:

1. Wudpopmanus o 3a4uCl€HUU, O pe3yJbTaTaX BOCCTAaHOBJIEHHUS, O pe3yJbTaTax
nepeBosia, 00 OTYMCIEHHSX, O Mepexoie C IUIAaTHOro o0y4yeHHsl Ha OeCIUIaTHOE, O 3a4MCIIEHUU
B IIOPSAJIKE NIEPEBOJIA U3 IPYroro By3a, 00 yCTAHOBIEHUHM CTOMMOCTH O0yUYEHHUS.

Ilocne perucrtpanuu Ipukasa B OTJA€NE KaapoB/oOIieM oThene MNOMJUHHHMK IpHKa3a

Ha OyMa)XKHOM HOCHTEJIE XPAaHHUTCS B COOTBETCTBUM C HOMEHKJIATYpOH €. B areKkTpoHHOH Kommuu
nprKa3a B I0JIe TOJNKHCH PEKTOpa OTIEIIOM KaJpOB/OOIIMM OTIEIOM BCTABISETCS MpOCTast
AJIEKTPOHHAsl TMOAMUCH OTHeNa KaJapoB/oOmero otaena. [lpuka3, noAnMMCaHHBIA MPOCTOMN
AIIEKTPOHHOM MOJIKUCHIO, NepelaeTcsl B JenapTaMeHT LU(GPOBOro pa3BUTUS W MH(OpMaTU3ALUU
JUIsl pa3MELICHMsI Ha COOTBETCTBYIOIIEM pa3zelie caiTa.

2. JlokyMeHThl  (IIOJIO)KEHUST ~ MHCTPYKLUWH, TOPSAIKU, PpErJIaMEHThl, IpaBHJIa)
10 HaIlPaBJICHUSAM JESATEIBHOCTH, MTOJIOKEHUS O CTPYKTYPHBIX ITOAPA3IEICHUSIX.

[Tocne peructpamuu mnpukaza 00 YTBEp)KIEHWHW W BBOJIE B JIEHCTBHE TMEPEUUCICHHBIX
JIOKYMEHTOB B O0IleM OTJelie MOJJIMHHUK MpHKa3za ¢ MPHIOKEHUSIMU Ha OyMaXHOM HOCHTENe
XPaHUTCS B COOTBETCTBUM C HOMEHKJIATYpou zAen. Ha mocnenHeil cTpaHuLe 3JIEKTPOHHOM KOIHMH
KaXJI0r0 JIOKyMeHTa (NpWJIOKEHHs K MpHKa3y) OOIIMM OTJEJIOM BCTaBIseTCs  MpocTas
AJIEKTPOHHAsi NOAMMCh o0mero otnaena. JIoOKyMeHT, MOANUCAHHBIM MPOCTOM 3JIEKTPOHHOMN
MOJMUCKHI0, OOLIMI OTAEN mepedaeT B JenapTaMeHT LU(PPOBOTO pa3BUTHUS U MH(OpMaTU3ALNN
Ha COOTBETCTBYIOIIEH CTPAHULIE CANTA.

3. OcHoBHast mpodeccruoHanbHas obOpa3zoBarenbHas mnporpamma (naiee - OIIOIN),
BKJIIOYas ONMCaHUe, pabouue MporpaMmbl JAUCHUIUIMH, MPAKTUK, TOCYJapCTBEHHON HMTOroBOM
aTTeCcTallld, IMOJANUCHIBAETCS MPOCTOM 3BJIEKTPOHHOM MOJNHUCHI0 JTUPEKTOPOM MHCTUTYTA,
peammsytomero oty OIIOII, u mepemaercs B JenapTaMeHT LU(POBOrO  pa3BUTHA
U MHGOpMaTH3aluu  JUIsl pa3MElIeHHUs] Ha COOTBETCTBYIOLIEH CTpaHUIE caliTa YHHUBEPCHUTETA.
ITpocTas 2n€KTpOHHAs MOANMCH JUPEKTOpAa HMHCTUTYTA CTAaBUTCA Ha KaKJIOM IEPEUNCICHHOM
anemente OIIOIIL.

4. CBeneHuss O TEPCOHAIBHOM COCTaBe MEAArornyecKux pabOTHUKOB KayKIOM
peanu3yeMoil 00pa3oBaTeNbHON MPOrpaMMbl B (hOpME IJIEKTPOHHOTO JOKYMEHTa MOJIHCHIBACTCS
IIPOCTOM DJIEKTPOHHOM MOJANKCHI0 AUPEKTOPOM HMHCTUTYTA, peanusyromero nanHyro OIIOII,
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U repeaercd B JENapTaMeHT LU(PPOBOro pa3BUTUS W HMHGOpMATH3ALMU JUISL Pa3MELICHUs
Ha COOTBETCTBYIOIICH CTPAHHUILIEC CaliTa YHUBEPCUTETA.

S. Konuu yueOHBIX IJIaHOB, KaJleHAApHble YydeOHble IpaduKd  [OJIIUCHIBAIOTCS
IPOCTOH 3JIEKTPOHHOM MOIMUCHIO MIEPBBIM IPOPEKTOPOM U TMEPENAIOTCS B A€TIapTaMEeHT [IU(PPOBOTO
pasBuTHs ¥ UWHPOpPMATHU3ALMHU S pa3MEIICHUsT Ha COOTBETCTBYIONICH CTpaHUIE caiiTta
YHHUBEpCHUTETA.

He nomyckaetcst pa3MerieHust Ha caiite (MINanoB JOKYMEHTOB C OPUTHHAIBHON MOIMTUCHIO
PEKTOPA U MPOPEKTOPOB, & BO3MOKHO TOJBKO € IPOCTOM JIEKTPOHHON MOAMUCHIO.

4.2.14. CornacoBaHue JOKYMEHTA

[Ipy HeoOXOoIMMOCTH OILIEHKH 11eJeco00pa3HOCTH JOKYMEHTa, €ro O0OOCHOBAHHOCTH
Y COOTBETCTBUS JICUCTBYIOIIEMY 3aKOHOIATEILCTBY, HOPMATUBHO - MPABOBBIM aKTaM U JIOKAJIbHO —
HOPMAaTHBHBIM aKTaM YHHMBEPCHTETa IPOBOJIUTCA coOIlacoBaHWe JokyMmeHTa. (CoriiacoBaHue
JIOKYMEHTa MOKET IIPOBOJUTHCA, KaK BHYTPH YHUBEPCHUTETA C JOKHOCTHBIMU JIMIIAMH, TaK U BHE
ero (¢ B3aMMOJICICTBYIOIMMHU OPTaHU3AIUSIMU ).

BuszupoBanue npousBOAUTHCS A0 MPEAOCTABICHUS JOKYMEHTA Ha TOJMUCH (YTBEPKIICHHUE).

BuyTpenHee cornmacoBaHue NPOBOAUTCS IYTEM BU3UPOBAHMS JOKYMEHTA WM IPOEKTa
JIOKYMEHTa JOKHOCTHBIM JIMIIOM. Bu3a BKIIOUaeT yka3aHuE AOKHOCTH BU3HMPYIOUIETO JIHIIA,
ero MoJnuck, ee pacmudpoBky. Hampumep:

COT'JTACOBAHO:

ITepBrlii mpoekTop nOONUCh N.0. ®amunus
20

Busmr IMPOCTABJIAIOTCA HaA O60pOT€ MOCJICOHETO JIUCTA MOJJIMHHUKA JOKYMCHTA.

HpI/I H€O6XOJII/IMOCTI/I 3aMCUaHUA W HAOIOJHCHHUA K IPOCKTY HOKYMCHTA HM3JIaratoTCsa
Ha OTACJIBHOM JIMCTC, O YC€M IIPHU BU3UPOBAHHUHN CTABHUTCA OTMCTKaA «3aMeuaHus MpUIararoTCs».
3amMeuaHus 00513aTEIHHO JOKJIAABIBAOTCA JINLY, ITOANUCBIBAOIIEMY HJOKYMCHT.

4.2.15. Bu3sl coryiacoBanus JOKyMeHTa

CornacoBaHue JOKYMEHTa C JOJDKHOCTHBIMM JIMIIAMHU M CIIELUATUCTaMU YHHUBEpPCHUTETa
odopmIIseTcs BU30M.

BusupoBanue npon3BoauTCs 10 MPEIOCTaBICHUS JOKYMEHTA Ha OJAMKCH (YTBEPXKICHUE).

[IpencraBnsiemple Ha TOIMKMCH TOKYMEHTHI B 3aBHCHMOCTH OT XapaKTepa M COACpIKaHUs
JIOKYMEHTa BHU3HMPYIOTCS PYKOBOJUTENEM CTPYKTYPHOTO MOApAa3JeNieHHs], Iie TOTOBHJICS MPOEKT
JOKYMEHTa, pyKOBOJUTEISIMU 3aMHTEPECOBAHHBIX CTPYKTYPHBIX TTOAPa3ACTICHHA.

JIOKyMEHTBl 10 (PMHAHCOBBIM BOIPOCAM COTJIACOBBIBAIOTCS C IUIAHOBO-(DMHAHCOBOU
CITY»00M, OyXranTepcKou ciry>k00i.

JIOKyMEHTBI,  3aTparvBaiolIe  3aKOHHbIE TMpaBa M  HMHTEPEChl  YHUBEPCUTETA,
YCTAaHABJIMBAIONINE TpaBa W OOS3aHHOCTH YHHBEPCHTETA, COTJACOBBIBAIOTCS C FOPUANYECKHM
OTJICJIOM.

Buza BkirodaeT B ce0si HAMMEHOBAaHUE JOJDKHOCTH, BHU3HMPYIOMIETO JOKYMEHT, MOJIIHCH,
pacuppoBKy NOANUCH (MHULIUAIIBI, (haMHIIIUS).

Hanpumep:
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HauanpHuk 1aHoBO-(pUHAHCOBOM CITY>KOBI
Ha nokymeHTax, NOMJMHHUKA KOTOPBIX IIOMEIIAIOTCS B Jiejla YHUBEPCUTETa, BU3bI

MPOCTABJISIIOTCSL HA 0OOPOTHON CTOPOHE JIMCTA IOKYMEHTA (MPUKA3bl, PACTIOPSKEHUS U Ap.).
JlomyckaeTcsi MOJMCTHOE BU3UPOBAHME JOKYMEHTAa U €ro MNPUIOKEHUH I 3aIlIUThI

OT BO3MO>KHOU 3aMEHBI JINCTOB.

4.2.16. OTTHCK me4YaTu
HpI/I HCO6XOI[I/IMOCTI/I [[OKYMGHT 3aBepHCTC$I IIC4YaThIO yHI/IBepCI/ITeTa NI IICYaTbIO

CTPYKTYPHOTO MOJpa3ieIeHusl.

Ileuatr cTaBUTCS Ha CBO60HHOM OT TCKCTa MCCTC, HC 3axXBaTbIBasid JIMIHOM IIOAIIMCH
JOJDKHOCTHOI'O JIMIIA. ITeyatr MoOXKET 3axBaThIBaTh YacTh HAWMMEHOBAHMS JOJDKHOCTH JIMIIA,

MOAMKCABIIETO JOKYMEHT.
Ha nokymenTax (hrHaHCOBOIrO XapakTepa meyaTh IPOCTABISIETCA B CIICIUAIBHO OTBEIEHHOM
MecTe (KaK IpaBUJI0, 3TO MECTO MPOCTaBJICHUs neyaTH obo3HauaeTcst cumBoioM «MII» Ge3 3axBara
HAaUMEHOBAHUS TOJKHOCTH JIUIIA, MTOMUCABIIEr0 JOKYMEHT, U MOJIUCH).
MOXXET CTaBUTHCSI Ha KOMHUAX JIOKYMEHTOB,
Pa3MHOXKEHHBIX 9K3eMIUISIpaX PaclopsIUTEIbHbBIX

[leyaTp CTPYKTYpHOrO MOIPA3AECICHUS
HaIlpaBIsEMBbIX B JAPYIME€ YUPEKICHUS;
JIOKYMEHTOB IIPU UX PACCBUIKE; HA CIIPaBKax, MOATBEP)KIAOIIMUX (PaKThl, CBSI3aHHBIE C TPYJOBOMI

JeSITeIbHOCTBIO U O0YYEHHEM TpaX</iaH.
4.2.17. OT™MeTKA 0 3aBepeHHH KONUU JOKYMEHTA

Jlis CBUAETENbCTBOBAHUS BEPHOCTH KOMMM JIOKYMEHTAa Ha JIUCTE€ KOIMHU, Ha CBOOOJHOM
MECTe O]l TEKCTOM JMO0 Ha 000poTHOH cropoHe «BepHo» mnn «Komnus BepHa», HaMMEHOBAaHUE

JOJDKHOCTH  JIMIIA, 3aBCPUBIICTO KOIIHWIO, JIMYHYIO IIOJIIHMCH, paCIJ_II/I(I)pOBKy noAmnucu, naary

3aBEpPEHUs, N1eYaTh.
Hanpumep:

N.0. ®amunus

Konus BepHa
noOnuch

HaganpHuk oOmiero ormena
Jara reyaTh
JIMCTBl MHOTOCTPaHMYHBIX KOMUN HYMEPYIOTCS, MPOIIMBAIOTCS (COPOIIIOPOBHIBAIOTCS),
OTMETKA O 3aBEPEHUU KOIIMU JOIOJIHAETCSA YKa3aHUEM KOJIMYECTBA JIUCTOB KOomuu: «Bcero B konuu
1.». Jlomyckaercs 3aBepATh OTMeTKOW «Komms BepHa» KaXIbpld JIMCT MHOTOCTPaHUYHOU

I[OHYCKaCTCSI OTMCTKY O 3aBCPCHHH KOIIMKU JOKYMCHTA YIAOCTOBCPATH KaK II€YaTbIO

KOIIMU JOKYMCHTA.
YHUBCPCUTECTA, TaAK U IICHATHIO CTPYKTYPHOT'O MOAPA3ACIICHUS.
Kommuu JOKYMCHTOB 3aBECPAIOTCA PEKTOPOM YHUBCPCHUTECTA, YIIOJITHOMOYCHHBIMHU
UM JOJKHOCTHBIMHM JIMIIAMH HJIA pa6OTHI/IKaMI/I O6H.ICFO OTACIa YHUBCPCUTCETA B COOTBCTCTBUU

C IOBEPEHHOCTBIO.
[Topsimok BeIIauu KOIUM ONpeenseTcs B paszaene 5.7. Hacrosamen Mucrpyknuu.

4.2.18. OrMeTKa 00 UCIIOJHUTEIE
OtmeTka 00 HCTIOTHHUTENE TOKYMEHTa (32 UCKIIOYEHHEM PaCHOPSAUTEIbHBIX JOKYMEHTOB)

MMPOCTaBJIACTCA B JICBOM HMXHEM VYIIY HHHeBOfI CTOPOHBI TIOCJICAHErO JIMCTAa NOAJTWHHUKA
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JIOKyYMEHTa 0€3 JIOTOJIHUTENIbHBIX IOMETOK «HCIL», «T€JL.», U [le4aTaeTcs OT JEBOro MoJjsl pudToM
Ne 10-12.

OTrmerka BKIOYaeT (aMHUIMIO, HUMs, OTYECTBO MCIOJHHUTENS, JOJDKHOCTb, HOMEpP
ero pabouero TeiaedoHa U KOPIIOPATUBHBIN 3JEKTPOHHBIN aJpec, HapuMep:

damuans, UM, OTYECTBO,
JIOJI’KHOCTb,
HOMeEp TelieOH, IICKTPOHHBIN ajipec

Ha pgokymeHTe, MOArOTOBIEHHOM TPYIIION HCIONHUTENCH, B OTMETKE 00 HCIIOJIIHUTEIE
YKa3pIBalOTCA (aMuiusi, UMs, OTYECTBO, pabouuii HoMep TelnedoHAa U DIIEKTPOHHBIN aapec
OCHOBHOTO HCIIOJTHHUTEIIS.

4.3. O6mue TpedGoBaHUs K 0()OPMIIEHHIO PACTOPSANTEIBLHBIX IOKYMEHTOB

4.3.1. bymara, npuMeHseMas 1Ji1 U3TOTOBJICHHS TOKYMEHTOB, I0JKHA ObITH O€JI0T0 1BETA.

OcHOBHBIMU TIapaMeTpaMu O(OPMIICHUS PACIIOPSIUTEIBHBIX JTOKYMEHTOB YHHUBEPCHUTETA
SBIISIOTCS:

mpudrt — Times New Roman;

pasmep mpudra — 12-14 (mpuMeHseTcs Ko BCeMy TEKCTY TOKYMEHTA);

HadyepTaHUE C TOUYKH 3PCHUS HAKJIOHA - MPSMOE;

HayepTaHUe ¢ TOUKH 3PEHHUS HACBIIIEHHOCTH — CBETJIOE;

a63amHbIi oteTy — 1,25 M (5 meYaTHBIX 3HAKOB);

MEXCTpouHbIi uHTepBaT — 1-1,5 (uotu 18 nr3);

BBIPABHUBAHKE CTPOK — MO HIUPHHE.

4.3.2. Kaxnaplii JMCT pacTopsIuTeNbHOTO IOKYMEHTa, O(GOpMIICHHBIH Kak Ha OJaHKe,
Tak ¥ 0e3 Hero, Kak MpaBuJIo, T0JKEH UMETh MOJISl He MeHee:

20 MM — 1€eBoOE;

10 mm — npaBoe;

20 MM — BEpXHEE;

20 MM — HUXKHEE.

JIOKyMEHTHBI JUTHTENbHBIX (CBbIImIE 10 J1eT) CPOKOB XpaHEHHUs TOJHKHBI UMETh JIEBOE TOJIe HE
meHee 30 MM.

4.3.3. TekcT otnensieTcs OT 3arojioBKa, KakK MPaBUIIO, 2-3 MEKCTPOUHBIMH HHTEpBATAMHU
Y TIeYaTaeTcs OT JIEBOM TPaHUIIBI TEKCTOBOTO TOJIA.

Pa30buBath mepeHocoM cI0Ba HE PEKOMEHTYETCs.

Touky B KOHIIE 3aT0JIOBKA HE CTaBAT.

bes oTcTyma ot 1eBoii rpaHUIIbI TEYaTArOTCS PEKBU3UTHI:

0- «HanmeHoBaHwme (3arojoBOK) JTJOKyMeHTa», « TekcT nqokymeHnTa (0e3 ab3ameB), «OTMeTKa
0 HAIMYUH MPUIOKEHHI», «OT™MeTKa 00 ucnoiaHuTene», «OTMerka 00 UCMOMHEHUU JOKYMEHTAY,
HAaMMEHOBaHME JODKHOCTH B pekBu3uTax «lloamuce» m «['pud cormacoBanms», 3aBEpUTEIHHON
Hagnucu «Bepno», Takke cnoB <« [IPEMJIATAIO», «CIIYIHAJIN», «BBICTYIINIIN»,
«PEIINIIN».

-5 - JUTsl Hayaa ab3aia B TEKCTe;

- 40 - u1st pexkBuzuta "['pud yrBepxkaeHus JoKyMeHTa'";

-34-48 - ma pacumdpoBku noanucu B pekBusute "Tloamuce".
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PexkBu3nTBl JOKYMEHTa, COCTOSLIME W3 HECKOJBKO CTPOYEK, IIe4aTaloT 4Yepe3 OIMH
MEXIyCTPOYHBIN UHTEPBAI.

Pacmm¢poBky noanucu B pekBusute «lloanuce» mnedararoT Ha ypOBHE MOCIEIHEH CTPOKH
HaMMEHOBAHHUS JOJDKHOCTH € TIPOOEIOM MEX1y HHUIHATIAMH U (haMIITHEH.

IIpy moAroTroBke NOKYMEHTOB cCieqyeT u30eraTtb «BHCAYMX CTPOK» (HAIpUMEp, OTPHIB
3arojIOBKOB OT TEKCTa), IMEpexo/Ja pPEKBH3UTOB <«IIOJIMUCHY, «BU3a», «TpH(] corimacoBaHus
JIOKYMEHTa» Ha CIICAYIOIIYI0 CTPAaHUIy B OTPBIBE OT TEKCTa M JPYrMX HETOYHOCTEH, NMPUBOAAIIUX
K HEKOPPEKTHOMY BUY TOKYMEHTA.

Crnenyer usberarh paspbiBa (HAIMCaHUS Ha Pa3HbIX CTPOKax) JaTy UM HaMMEHOBAaHUE
MECsALA, YUCIIO U EAUHUILY H3MEPEHUSL.

4.3.4. Tlpu cozgaHuM JOKyMEHTa Ha JBYX M OoJjiee CTpaHMLAX BTOPYIO M IOCIEAYHOIINE
cTpaHuLbl HyMepyroT. HoMepa cTpaHuI] IPOCTaBIIAIOTCSA 110 CEPEIMHE BEPXHETO IOJIA JTOKYMEHTa
Ha paccTosHUU 10 MM OT BEpXHEro Kpas JIMCTA.

He nomyckaercst U3roToBiI€HNE NOJIMHHUKOB JTOKYMEHTOB C UCIOJIb30BaHUEM OOOpPOTHBIX
CTOPOH JIUCTOB, 332 HCKJIIOUYEHUEM OJIaHKOB, YTBEPXAECHHBIX JIOKAIbHBIM HOPMATUBHBIM aKTOM
YHUBEPCUTETA WIM HOPMATUBHO-IIPABOBBIM aKTOM.

3arnpelaercss BHOCUTh UCIIPABIICHUS U U3MEHEHUS B TEKCT IOANMCAHHOTO TIOKYMEHTA.

4.4. BiaHKHM 10KYMEHTOB

4.4.1. JlokyMeHTbl, coO3/laBaeMble B yHUBEpcUTeTe, OQOPMIAIOTCS Ha OJaHKax
Ha CTaHJAPTHBIX JHcTax Oymaru ¢opmata A4, AS, A3 U UMEIOT CTAOWIIbHBIN COCTaB PEKBU3UTOB,
UX pacIoiokeHue U 0(hopMIICHHE.

4.4.2. Boibop ¢dopmata OnaHka 3aBUCHT OT Oo0beMa TEKCTa M KOJMYECTBA PEKBU3UTOB,
KOTOPbIE JTOJDKHBI OBITh pa3MeIleHbl IPU MOJArOTOBKE JOKYMEHTA.

Ha Omankax M3roTaBiIMBaeTCsl TOJBKO IEpBas CTPAaHUIA TOKYMEHTA, JUISI W3TOTOBIICHUS
HOCJEIYIOIMX CTPAHHIL UCTIONB3YIOTCS CTaHAapPTHBIE YUCThIE JIUCTHI OyMaru.

4.4.3. B 3aBUCHMOCTH OT PAacIIOJIOKEHHUSI PEKBU3UTOB B YHHBEPCHTETE YCTAHOBIJICHBI JBA
BapHaHTa OJIaHKOB: MPOJIOJIbHBIN U YTIOBOM.

Hcnonb30BaHue yrioBoro Wid MPOJOJIBHOTO OJlaHKa HE BIMSET Ha IOPUAMYECKYIO CHUITY
JIOKYMEHTa WM TPaBOBOM CTaTyC.

PexBu3nThl O1aHKa pa3MeNIatOTCs IEHTPUPOBAHHBIM CIIOCOOOM.

OrpaHu4uTeIbHBIE OTMETKH JUIS MOJIEH M OT/AEIbHBIX PEKBU3UTOB HAHOCAT Ha OJIaHK B BUJIE
YTOJIKOB MJIH IpYTUX 0003HAUYEHU.

4.44. B 3aBUCUMOCTM OT Ha3HAYCHHUS B YHHUBEPCUTETE YCTAHOBJIEHBI CIIEIYIOIINE BUIbI
0JIaHKOB TOKYMEHTOB:

- o0mwmit 6mank (Ipunokerue Ne 5);

- 6nmank nuceMa (I[punoxerne Ne 6);

- onank npukasa ([Tpunoxenue Ne 7);

- 6mank pacniopspxenust (ITpunoxenne Ne 8);

- OJlaHK MUChbMa CTPYKTYPHOI'O TOJpa3feNieHUus YHUBEpPCUTETa (CO3/1aeTcsl MpU HaJIU4UU
Y PYKOBOJUTEISL CTPYKTYPHOT'O TIOJpa3IesieHHs] JOBEPEHHOCTH Ha MPABO OCYIIECTBIISATH MEPENUCKY
co croponHrmu opranu3anusiMu) (Ipunoxkenne Ne 9);

- OmaHK mnHMchMa Ha AHTJIMHCKOM SI3bIKe JJIi HMHOCTPAHHBIX KOPPECHOHICHTOB
(ITpunoxenune Ne 10).

4.4.5. OTBETCTBEHHOCTh 3a W3TOTOBJICHME, HAIJIEKAIHME HCIIOJIb30BaHHE M COXPAHHOCTh
0JIaHKOB CTPYKTYpPHOTO MOJpa3/ieIeHHs] HECET PYKOBOAUTEh CTPYKTYPHOTO MOAPA3IEIECHHUS.

4.4.6. be3 0naHKOB O(QOPMIISIOTCS JAOKYMEHTHI, M3JlaBaeMble OT MMEHH JIBYX WU Oosee
OpraHM3aluii, a TakKe TeJerpaMmbl U TeleOHOTrpaMMBbI.
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BHyTpeHnHue 10KyMeHThI (3asBlICHUS, €CIIU HE TIPETyCMOTPEHbl YHU(DUIIUPOBAHHBIE (JOPMBI,
O0OBSICHUTEIIBHBIC 3aIMCKN) MOTYT IHCATHCS OT PYKU HA CTAaHAAPTHBIX JIMCTax Oymaru opmara A4.

4.47. bnaHku JOKyMEHTOB JOJDKHBI HCIOJIb30BATbCS CTPOrO IO  HAa3HAUYEHHUIO
1 0€3 COOTBETCTBYIOIIETO pa3pelICHHsI HE MOTYT MePeIaBaThCs APYTUM OpTraHU3aIUsAM U JIUIAM.

3anperniaercs UCIOJIb30BaTh OJaHKU YHHUBEPCUTETA ISl MEPENUCKUA MEXAY CTPYKTYPHBIMU
HOJIpa3/ieJICHUSIMU.

5. O®OPMJUIEHHME OTAEJBbHBIX BUJOB JOKYMEHTOB

5.1. Ilpuka3bl ¥ pacnopsizKeHUs

5.1.1. Ilpuka3 — mnpaBOBOW aKT, M3JaBacMblii €IUHOJUYHO PEKTOPOM YHHUBEPCUTETA
(MM JIMIOM, HUCHOJHSIOUMM OO0S3aHHOCTH pPEKTOpa B MEPUOJ €ro OTCYTCTBHUS, Ha3HauUCHHBIM
IIPUKA30M PEKTOPA) IO OpraHU3alMOHHbBIM, KaIpOBBIM U IPYTUM BOIIPOCAM YHUBEPCUTETA.

IIpuka3sl u3gaOTCAd TaKkKe B CiydasX, KOrja HEOOXOJUMO JOBECTH TpeOOBaHUS
JUPEKTUBHBIX IOKYMEHTOB BBIILIECTOSIIIIUX OPraHU3alui JUisl CBeIeHUS! paOOTHUKOB YHUBEPCUTETA.

5.1.2. PacnopspkeHue — pacnopsAMTENbHbBIM JTIOKYMEHT, W3JaBacMblil NMPEeHMYILECTBEHHO
10 BOpocaM  MH(OPMAIIMOHHO-METOJAMYECKOTO  XapakTepa,  ONEpaTHBHOTO  YIPaBJICHHUS
JEATEIIBHOCTBIO YHUBEPCUTETA, HOCALIMM €JUHOBPEMEHHBIN XapaKTep, B TOM UMCIIE 110 BOIIPOCaM,
CBSI3aHHBIM C OPraHU3alKEH UCIIOIHEHUS IPUKA30B, NHCTPYKIUN U APYTMX HOPMATUBHBIX aKTOB.

Pacniopsikenue He JOJDKHO COIEprKaTh NPENIIMCaHU, HOCSAIIMX HOPMAaTUBHBIN XapakKTep.

PacrniopsikeHueM Hemnb3sl yTBEpKAaTh U BBOAUTH B IEHCTBUE KaKUe-THMOO0 TOKYMEHTBHI.

PacniopspkeHreM Henb3sl IONOJHATh, OTMEHSATh, U3MEHSTh KaKHe-TM0O MyHKTHI NMPUKA30B
WIK MPHUKa3 B LEJIOM. PacnopsbkeHus, HY)KIAIOUMecs: B U3MCHEHUU (JOMOJIHEHHH) WM OTMEHE,
HoJyIeXKaT U3MEHEHUIO (JIOTIOJIHEHUIO) ITyTeM U3aHUs PACIOPSHKEHUS.

PacnopsoxkeHne mMeeT OrpaHMYEHHBIM CPOK JCHCTBUSA M, Kak IPABWIO, Y3KHMH KpyT
azpecaros.

Pacniopsixenust MoANMCHIBAKOTCS:

10 YHUBEPCUTETY - PEKTOPOM, IIPOPEKTOPAMH;

[0 CTPYKTYpHBIM mnojapazaeneHusM (¢puwmmanam, Komnemxy I'YMP®, wunctuTyTaMm,
JIeKaHaTaM) — UX PYKOBOJUTENISIMU B MpeJieax MOJHOMOYUMN, ONPEICIEHHBIX B IOBEPEHHOCTSIX.

5.1.3. Tlpuka3sl U pacmOpsHKEHHS IO COACPIKAHHIO U MO0 CPOKaM XpaHEHHS Pa3IelsIOTCs
Ha TPU OCHOBHBIE I'PYIIIIbIL:

1) mpuKasbl M0 OCHOBHOM JIESITEIBHOCTH — CPOK XPAHEHHS TIOCTOSIHHO;

2) TpHKa3bl, PACHOPSHKEHUS MO JIMYHOMY cocTaBy — cpok xpanenust 50 ner OJIIK,
OTZEIIbHBIE BUIBI CO CPOKOM XPaHEHUS S JIET;

3) pacmopspKeHUs 10 aJAMUHHCTPATHBHBIM M XO3SHCTBEHHBIM BOIPOCAM — CPOK XPaHECHUS
5 n;er.

IIpuka3pl MO OCHOBHOM JeSITEIBLHOCTH HW3JAIOTCA IPU CO3/IaHUM, PEOPraHU3aLINH,
JUKBUJALIMU YHUBEPCUTETAa B IEJIOM WM €r0 CTPYKTYPHBIX IOAPA3JEICHUN; YTBEPKICHUU
OpPraHU3aIMOHHOMN CTPYKTYpPBI, IITATHOI'O PACHIUCAHUS U UX KOPPEKTUPOBKE; YTBEPKIECHUU U (MIJIN)
BBEJICHUU B JCWCTBUE YUYETHBIX (OPM, JIOKAIBHBIX HOPMAaTHBHBIX aKTOB (TpaBHJI, IMOJIOKEHHIH,
UHCTPYKIUH), pEerJjaMeHTHPYIOIIUX pa3JIMyHble HaNpaBleHUs JAESITeIbHOCTH YHUBEPCHUTETA;
UCIIOJIHECHUE PEIICHUM YYEeHOro COBEeTa YHHMBEPCUTETA U JAPYTHX KOJUICTHMAJIbHBIX OpraHOB
YHUBEPCUTETA.

[Ipuka3sl MO OCHOBHOW JESATEIBHOCTH PETYIUPYIOT BOIPOCHI Y4eOHOH JAeATeNbHOCTH,
BHEYYeOHOW M  BOCHHTATENbHOW  pabOThl, TOPANOK (PUHAHCUPOBAHHS  YHHBEPCHUTETA,
€ro MaTepUaIbHO-TEXHUYECKOT0  0oOecreueHusi, Hay4yHOH JesTelnbHOCTH, HH(pOpMaIMOHHOE
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U JIOKYMEHTAIIMOHHOE Oo0ecrieueHue IeATeIbHOCTH, COLIMAIbHBIE U IPYTHe BOMPOCHI, BHITEKAIOIINE
U3 creun(uKA yHUBEPCUTETA.

IIpuka3pl 10 KaAPOBOMY COCTABY M KOHTHMHIEGHTY OOyYarolIuXcsl M3Jar0TCs
JUI JOKYMEHTUPOBAHMS IPUEMa/3a4MCICHUs, YBOJbHEHUS/OTUUCICHUS, TEpeBoja H APYroro
JIBUKEHHUSI KaJpOB/KOHTUHTEHTa OO0YyYaroIIuXcsl. JlanHast KaTeropus MPUKA30B CIYKUT
OCHOBAaHHUEM BHECEHHUS COOTBETCTBYIOLIMX 3alUCed B TPYAOBBIE KHMKKH, JINYHBIE KapTOUKU
pabOTHUKOB, JApYyrue KaJpoBble JIOKYMEHTHI, a TaKXe B Yy4YeTHble U Yy4eOHbIe KapTOUKH
00y4aroluXcsl U UHbIE TOKYMEHTHI.

PacnopsizkeHHsT 10  OTAeJbHBIM  HANPABJEHUSIM  JIeSATEJIBHOCTH  M3/aI0TCS
JUIsl OIEPATUBHOI'O PELIEHUS BOIIPOCOB.

OcHOBHbIE TpYNIBl  PACIOPSAUTENbHBIX  JOKYMEHTOB B  YHHBEPCUTETE  JENSTCA
Ha NOArpYMIIbI (Pa3HOBUAHOCTH).

Kaxxnas pa3sHOBUIHOCTH MpHUKa3a, PacHoOpsHDKEHHUS HMMEET CaMOCTOSITENIbHYI0 HYMEpaIuio
B IIpeJieax KaJeHJAapHOIo roja, KOTopas MPHUHITA B YHUBEPCUTETE, MOJIIMBACTCA U XPaHUTCS
OTJIEIbHO B COOTBETCTBUM C YCTAHOBJICHHBIMU CPOKAMHU XpaHEHUSI.

5.1.4. Tlpukassl (pacnopsbkeHus) OPOPMIIAIOTCS B OJTHOM JK3EMIUISIPE C MCIOJIb30BAaHUEM
3JICKTPOHHOTO 111a0JI0Ha OaHKa MpuKa3a (pacropsHKeHHS ).

JIOKYMEHTBI, SIBJISIFOIIMECS OCHOBAHUEM JUISl U3/1aHUS IpHKa3a (pacnopsuKeHUs ), HAXOAATCs
HA XPaHEHUU B CTPYKTYPHOM IMOAPAa3/IeICHUH, TOTOTOBUBIIEM IIPOEKT MpHKa3a (PacropsKeHus).

B yHuBepcurere aelcTByeT ILEHTpalIM30BaHHAs OJHOKpATHAas CHCTEMa pPErUCTpaluu
MPUKA30B U PACTIOPSIKCHHI.

PerucrpanmonHslii HOMEp IIPUKA3y PEKTOpa II0 OCHOBHOM JAEATENBHOCTH YHUBEPCHUTETA
U PACIOPSDKEHUIO PEKTOopa MO aIMUHUCTPATUBHO-XO3SHUCTBEHHOW JESATENLHOCTH YHUBEPCHUTETA
IpucBaMBaeTcs I10ocie ero mnoanucanud. OTBETCTBEHHOCTh 3a CBOEBPEMEHHYIO Iepefady
MOJAMUCAHHOTO TpHKa3a (pacmopsDKeHHs]) Ha perucTpanuio B OOMMI  OTHen BO3Jaraercs
HAa PYKOBOJUTENSI ~ CTPYKTYPHOIO  IOJpa3fiefieHus,  IMOJTrOTOBMBILIEIO  IPOEKT  IpHKa3a
(pacriopsixeHus).

Peructpanuss npuka3oB  pekTopa IO  OCHOBHOW  JI€ATENbHOCTH  yYHHMBEpPCUTETa
Y PACIOpSKEHUN pEKTOpa 10 aJIMUHUCTPATUBHO-XO3SHCTBEHHOW JAESITEIbHOCTH YHUBEPCHUTETA
OCYIIECTBIISIETCS pabOTHUKaMM OOIIEro OT/Ae’Na B PErUCTPALMOHHBIX JKYpHajlaX COIJIAaCHO
HOMEHKJIaType JIe]1 MoCIe MOJIyuyeHHs MOAIMHHNKA PUKa3a (paclopsuKeHHs).

Pacnopsbkenusi, u3gaBaeMble  NPOPEKTOpPAaMU U PYKOBOJUTENIMU  CTPYKTYPHBIX
NOJpa3JeJICHNH IO BONPOCAM, OTHOCALIMMCS K JEATEIbHOCTH TOJBKO AITHX IOAPA3IEICHUH,
PETUCTPUPYIOTCSI  BHYTPH  CTPYKTYpPHOTO  IOAPA3JENECHHUS W JOBONATCSA 1O  CBEACHHUS
ero pabOTHHUKOB.

[lonnMHHUKM TNPUKA30B 10 OCHOBHOW JAEATEIbHOCTH YHUBEPCUTETA M PACHOPSIKECHUU
peKTopa 1o aAMHUHUCTPATUBHO-XO35IIICTBEHHON JESATEIbHOCTH YHUBEPCUTETAa (POPMUPYIOTCS B Jiea
COIJIACHO HOMEHKJIaType el U XPaHATCS B OOIIeM OTJese ¢ MOoCIeqyolel nepeaayeil B apxus
YHHUBEpPCUTETA.

[lonnuHHUKN pacoOpsDKEHUH pPYKOBOJUTENEH CTPYKTYPHBIX IOAPA3AEICHUM XpaHATCS
B MOJIpa3/IeJIEHUSAX B COOTBETCTBUM C HOMEHKJIATypOil Jie.

5.1.5. TlpoexTsl mnpHKa3zoB (pacmopsbKeHHH) pa3palaThIBAlOTCS  PYKOBOJIUTEISIMHU
CTPYKTYPHBIX MOJIpa3fiesieHuil B COOTBETCTBUU € (QYHKIUSAMU, MPEIYCMOTPEHHBIMH MOJIOKEHUSIMHU
0 CTPYKTYPHBIX ITOAPA3/IEIECHHUSX.

[IpoekTbl mpuKa30B (pacnopsDKEHUM) MO KaJIpOBBIM BOMNpPOCaM TOTOBUT OTJEN KaJapoB
Ha OCHOBaHUH COOTBETCTBYIOLINX ITPEICTABICHHM.

[Ipn moaroToBke MPOEKTOB MPUKA30B HE JOMYCKAaeTCs AYOIHMpOBaHHME paHee H3JaHHBIX
IPUKA30B U CCHUIKU Ha aKThl, yTPATUBIINE CHUITY.
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Obecrieyenre  KadyecTBa  IMOATOTOBKM  NPOEKTOB  MPHUKA30B  (pacmopsiKeHHil)
U UX COTJIACOBAHME C 3aMHTEPECOBAHHBIMU CTOPOHAMM, YKa3aHHBIMH B MyHKTE 4.2.15, Bo3naraercs
Ha PYKOBOJUTENEH NOIpa3/IeJI€HUM, KOTOPbIE TOTOBST U BHOCAT ITPOEKT.

[IpoexThl mpHKa30B O BHECEHUM H3MEHEHUH (JOMOJHEHUN) B paHee H3JAaHHBIM MpUKa3
WIK O €r0 OTMEHE pa3palaThIBAIOTCS TEMU CTPYKTYPHBIMH MOAPA3/IEICHUSIMHI, KOTOPbIE TOTOBUIIH
MIpUKa3.

Buecenue n3MeHeHuii B MOANMMCAHHBINA MPUKa3 (pacOpsKEHHE), a TAK)KE B COIIACOBAHHBIN
MPOEKT JIOKYMEHTa He Jolyckaerca. B Tekcte mnpukasza (pacnopsbKeHHs), MPelICTaBISIEMOro
Ha NOJANKCH PEKTOPY UM YIIOJTHOMOUYEHHOMY, HE TOIYCKAIOTCS UCIPABIICHUS TN TOAYNUCTKH.

He nomyckaercs coBMelleHHE B OAHOM JOKYMEHTE MpPHKa3a MO OCHOBHOM JESATEIbHOCTH
C IPUKA30M I10 JUYHOMY COCTaBY.

He nomyckaercs pa3paboTka MPOEKTOB MPHKA30B (PaCIOpsIKEHHWH) M HMX COTJIACOBAaHUE
nocie ¢akTa OCyIIeCTBICHUS OPraHU3allMOHHO-YIIPaBIEHYECKOTrO JeHCTBUSL.

Ecnu nmpuka3 umeeT npuiiokeHue, To 0HO 0popMIISIETCs CIIEeIyIOIIUM 00pa3oM: Ha IEPBOM
€ro JIMCTe B IpaBOM BepxHeM yray numyt «lIpunoxenue Noy» ¢ yka3aHueM HauMEHOBAHUS
paclopsAIUTENBHOTO JOKYMEHTA, €ro JaThl M PETrUCTPALlMOHHOTO HOMEpa, HaIlpuMep:

[Tpunoxenne Ne 1

k npukazy @OI'bBOY BO «I'YMPO
nMenu agmupana C.O. MakapoBa»
oT 20 Ne

Ecmu MMPHUIIOKCHUC OJJHO, HOpSII[KOBBIﬁ HOMCDP HC YKA3bIBACTCA.

Hanpuwmep:
IIpunoxenue

k mnpukazy OI'BOY BO «IT'YMPOD
umenu aamupana C.0. MakapoBa»
oT 20 Ne

JlaToi npukasa (pacropspkeHust) sSIBJISIETCs 1aTa ero peructpaimu. [Ipuka3s (pacnopspkeHue)
BCTYIIA€T B CUJLYy C MOMEHTA €r0 PEruCTpaliu, €CIM B TEKCTE HE OTOBOPEHBI APYTUE CPOKHU.

Jaty noxymeHTa opopMIISIIOT B COOTBETCTBHUH C IMYHKTOM 4.2.4. HacTosmer MHCTpyKiuu.

Mertoanyeckoe pPyKOBOACTBO, OKa3aHHE KOHCYJIbTAaTUBHOM IMOMOIIM  PabOTHUKAM
YHHMBEpPCUTETA IO BOIpocaM O(OpMIICHHS, PETUCTPALMU, PACCHUIKM M ONEPAaTUBHOTO XPAaHEHUS
NPUKa30B (paclopsHKeHU), MOATOTOBKM KOMUHM, ocymiecTBisger obmuit otnen. KoHTponb
MPaBWIBHOCTH O(QOPMIIEHHUS NPHUKA30B PEKTOpa MO OCHOBHOW JEATEIbHOCTH YHUBEPCHUTETA
Y PaCIOpsSKEHUN pEKTOopa IO aJIMUHUCTPATUBHO-XO3AHCTBEHHOW JAESITEIbHOCTH YHUBEPCHUTETA
OCYIIECTBISIET OOIIHUNA OT/IEII.

[lopsimox  moarotoBku M odopMileHHs  NpUKaza  (pacmopsDKeHHs) — MpHUBEAEH
B [Ipunoxxenun Ne 11.
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5.2. TloaoxeHnus, NpaBuJja, HHCTPYKIHHU

5.2.1. JlokanpHble HOPMAaTHBHBbIE AaKThl YHHUBEPCUTETa M3/AIOTCS HAa  OCHOBE
U BO HCIOJHEHHHU (enepalbHbIX 3aKOHOB, YKa30B M pacnopsbkeHuil IIpesumenta Poccuiickoit
®denepanuu, NOCTaHOBICHUN U pacniopsikeHuid [IpaBurensctBa PO, MuHucTepcTBa nMpocBeieHus
P®, MunucrepctBa Hayku M BbIciiero obpazoBanus P®, denepaibHOr0 areHTCTBa MOPCKOTO
U PEYHOr0 TPAHCIIOPTA, a TAKXKE 110 MHULMATUBE YHUBEPCUTETA B IIPE/iesiaX ero KOMIETEHLINH.

K 7oxanbHBIM HOpPMAaTUBHBIM aKTaM YHUBEPCUTETa OTHOCATCS IIOJIOXKEHUS, IpaBuia,
UHCTPYKLIMU, YTBEP)KIAEMble PEKTOPOM WM JIMIIOM, HCHOJHSIOIMUM OOS3aHHOCTH pPEKTOpa
B CJIy4ae €ro OTCYTCTBHUSI.

JIokasnbHbIE aKThI 10 OCHOBHOM JIEATEIIBHOCTH YHHUBEPCUTETA BBOASATCSA MPUKA30M PEKTOpa
U PETUCTPUPYIOTCS B 001IIEM OT/Ee.

5.2.2. TlonoxeHue - TOKYMEHT, OIpPEICNAIOLIMM CTaTyc, OCHOBHBIE 3a7auyd U (YHKLUH,
B TOM 4YHCJe (uinaia, KOOPINHAIMOHHOTO WJIM COBEUIATEIBHOTO OpTraHa, ero OpraHU3alMOHHYIO
CTPYKTYDY.

JUis OIHOTHIHBIX CTPYKTYPHBIX HOJpa3felieHull MOXKET pa3padaThlBaTbCs THUIIOBOE
IOJIOKEHHE, Ha OCHOBE KOTOPOIO COCTaBJISIIOTCS HHAWBUIYAJIbHBIE MOJOXEHMS Ui KaKJ0ro
10/Ipa3/IeJICHNUS.

[lonmoxkeHust ~ COCTABIAIOTCA ~ TakXKe  JAJS  PEryjaupoBaHUs  OpraHU3allMOHHBIX,
UMYIIECTBEHHBIX, TPYAOBBIX W WHBIX OTHOUICHWH B ONpEICICHHONH cdepe AeITeIbHOCTH
YHHUBEpCHUTETA B IIpeJiesiaX ero KOMIETEHIIUH.

5.2.3. IlpaBuna — JOKyMEHT, yCTAHaBIMBAIOLIMI IMOPSAOK OCYIIECTBIEHUS KaKOIro-iubo
BUJA JAEATENbHOCTH YHUBEPCUTETa, €ro CTPYKTYPHBIX MOApa3feieHUd M (UIMaioB, a TaKKe
pPerylupyIomMi TpPYAOBbIE OTHOLIEHUS U IIOBEJIEHUE pAOOTHUKOB, 3aHATBIX B OTOM BHUJE
NEeSITEbHOCTH.

5.2.4. MHcTpyKuus — JOKYMEHT, COJIEpKAIIMii HOPMBI U TpeOOBaHUS, ONPEICISIONINE KeM,
B KaKOM IOpsZIKE U KaKMMHU CIIOCO0aMM M METOJIaMH JIOJDKHA OCYIIECTBISATHCS OpraHU3alliOHHa,
Hay4yHO-TEXHHUECKas, yueOHasl, pruHaHCOBas WM Jpyras clieluanbHasl 1eATeNbHOCTh CTPYKTYPHBIX
HoJpa3JiesIeHui, puimanos.

5.2.5. TIpoekT mNONOXKEHHUs, TpaBWIIa, HHCTPYKIUH YTBEPKIACTCS PaCIOPSIUTEIHHBIM
JIOKYMEHTOM (IIPUKa30M) U MeYaTaeTcsi Ha CTaHIapTHOM JucTe Oymaru popmata A4.

5.2.6. 3aronoBok BKIIOYaeT B ceOs HAWMMEHOBAHWE BHJAa HOPMATHBHOTO JOKYMEHTa —
noJjoXkeHue (TMpaBWila, MHCTPYKIMM) HeyaTaeTcsl MOMYKUPHBIM IpudToM pazmepom Ne 12-14,
TOYKA B KOHIIE 3ar0JIOBKA HE CTABUTCSI.

5.2.7. Tekct m3naraercs OT TPETHETO JINIA €JUHCTBEHHOTO WJIM MHOXXECTBEHHOTO YHCIIA.
B Tekcte uCHONB3YIOTCS CIIOBA: «JOJDKEH», «CIEIyeT», «HEOOXOIUMO», «3amlperiaercsy,
«HE JIOMYCKaeTCsI».

B Tekcrax mosokeHui, MpaBuil, MHCTPYKIUM HCIIONb3YIOTCSI HAMMEHOBAHUS CTPYKTYPHBIX
NoJipa3/ielIecHnii YHUBEPCUTETa, (PMIINAIOB, YKa3aHHBIX B YCTaBe U MOJOXKEHHUSIX O CTPYKTYpPHBIX
NOJpa3eIICHUsX, IPELYCMOTPEHHBIE B IITATHOM PACIMCAHUH.

5.2.8. Kaxpmas crpaHWIa JMCTa TIOJNOXKEHUS (TPaBWI, HWHCTPYKIWH) MOJDKHA OBITh
IIPOHyMepoBaHa. TUTYIbHBIN JTUCT HE HyMEPYETCH.

5.29. OtnenpHas wuHpOpMAIUsA, B TOM 4YHCIIe BKIOYaromas IU(POBBIE JTaHHEIC,
HOSICHSIOUINE WM JOMOJHSIONINE MOJIoXKeHNHe (MpaBuiia, HHCTPYKLUIO), T.€. SBIISIOUIMECS YaCThIO
ATOTO JOKyMEHTa (TaOJHIIBI, CXEMBI, CIHCKW JIUIl, OOpa3lbl JTOKYMEHTOB, OJaHKOB W T.IL.),
MOMELIAIOTCA B MNPUWIOKEHUAX. B COOTBETCTBYIOIIMX IYHKTax JOKYMEHTa Ha IPUIIOKEHUS
JIOKYMEHTA JIeJIal0TCs CChUIKU. HyMepyroTcs MpHiiosKeHus B MOPSAIKE UX YIIOMUHAHUS B TEKCTE.

Ha Takux mNOpWIOKEHHAX HE YKa3bIBA€TCSI HAaUMEHOBAHHUE JIOKYMEHTA, NPUIOKEHUSIMHU
K KOTOPOMY OHH SIBJISIIOTCS, @ MUILETCS TOJIBKO clloBo «lIpumoxxeHuey.
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Ecnu Tabnuubl ¥ COUCKU JIMII MeYaTaloT 0ojiee 4eM Ha OJHOM JHCTe, TO rpadbl TalIHIl
U CIIMCKOB JIOJDKHBI OBITH NMPOHYMEPOBAHBI, M HA CIEAYIOUIMX CTPAHHIAX I1€YaTAIOTCS TOJIBKO
HOMeEpa 3Tux rpad.

5.2.10. BBenenue B neiicTBUE TOJOKEHUS (MPaBUI, HMHCTPYKIIUN) YTBEPKIACTCS MMPUKA30M
1 opopmiIseTcsl Kak MPUIIOKEHHUE K MPUKa3Yy.

OTMeTKYy O HaJMYUU NPUIIOKEHUH K NpPUKa3y HEOOXOAMMO O(QOPMIISTH B COOTBETCTBUHU
¢ mpaBuiIaMu opopMIICHUS IPUITOKEHUH (PEKBU3UT 14, 11.4.4).

5.2.11. BHeceHune U3MEHEHUN B MOJOXEHHE (MPaBUIa, HHCTPYKIIMIO), a TAK)KE MPU3HAHUC
UX WIM UX OTICNbHBIX IYHKTOB, YTPATUBIIMMHU CHIY, OQOpPMIISETCS NPUKA30M HE3aBUCHMO
0T (hOpMBI YTBEPKACHUS — TPUGPOM YTBEP)KICHUS WIIN TIPUKA30M.

5.2.12. HopmaTtuBHBIE TIPAaBOBBIC AaKThl YHHBEPCHUTETA TOIJICKAT O0sA3aTCIBHOMY
IIPEJICTABICHUIO B IOPUIMYECKUI OTAEN AJI IPOBEPKU HA MPEAMET COOTBETCTBUS ACUCTBYIOLIEMY
3akoHoAaTenbCcTBY Poccuiickoit @enepannu, ykazam u pacnopsokeHusiMm [Ipesugenta Poccuiickoit
Qdenepanny, IOCTAHOBICHUSAM U pacnopsbkeHusMm lIpaButensctBa Poccuiickon ®denepanuu,
YcTaBy yHHBEpCUTETA, paHee U3/AaHHbBIM JIOKAIbHBIM HOPMATHUBHBIM aKTaM YHUBEPCUTETA.

5.2.13. Tlopsitok corylacoBaHus MOJIOKEHUHN (TIPaBHII, HHCTPYKIIUI) COOTBETCTBYET MOPSIKY
COTJIACOBaHUS PACIIOPSIUTENbHBIX JTOKYMEHTOB.

5.2.14. O3HaKOMJICHHE C JIOKAIbHBIMA HOPMAaTHBHBIMH aKTaMH YHUBEPCUTETa PaOOTHHUKOB
CTPYKTYPHBIX MOJIpa3ielieHui BO3/IaracTcsi Ha pyKOBOAMUTENIECH COOTBETCTBYIOUINX MOIpa3Ae/iCHUH.

O3HakOMJIEHHE C JIOKaJbHBIMM HOPMAaTUBHBIMM aKTaMU YHUBEPCHUTETa JIML, BHOBb
MOCTYMAIOMIMX Ha paboTy, TPOU3BOIUTCS PYKOBOJUTEISMH CTPYKTYPHBIX MOAPA3ICTICHUN.

5.3. IIporokou 3acenanusi (CoBelIaHMs)

5.3.1. IIpoTtokon — AOKYMEHT, B KOTOpPOM (PUKCHUpYeTCsl XOJ OOCYXKIEHHUS BOIPOCOB
Y IIPUHATUS PELICHUN Ha COOpaHMSX, COBEIIAHMSX, KOH(PEPEHLUSAX W 3aCENaHUAX IOCTOSHHBIX
WM BPEMEHHBIX KOJIJIETHMAJIbHBIX, COBEIIATEIbHbBIX, KOOPAMHAIIMOHHBIX, 3KCHEPTHBIX U JPYIHX
OpPTraHoB.

IIpoTokon odopmiseTcs Ha OCHOBAaHMM 3allUCH  XOJla 3acellaHus M MaTepualioB,
MOJFOTOBJIEHHBIX K 3aCE€JaHUI0 (TEKCTOB JOKJA0B, BBICTYIJICHHUH, CIPAaBOK, MPOEKTOB PEIICHUH,
MOBECTKH JIHS, CIIUCKOB MPUIJIAIICHHBIX U T.1I.).

3anuch uMHGOPMALMU BO BpEeMsl MPOTOKOJIUPYEMOTO MEPOIPHUSATHS OCYLIECTBIISETCS
CEKpeTapeM KOJIJIETHaJbHOTO OpraHa, CeKpeTapeM, BbIOpaHHBIM Ha COOpaHWU, WM PAOOTHHUKOM,
YIIOJTHOMOYEHHBIM PYKOBOJIUTENIEM, IIPOBOAAIIUM IIPOTOKOIMPYEMOE MEPOIIPUSITHE.

[IpoToKOSIBI MOTYT M3AaBaThCSA B MOJIHOW WJIM KpaTKo#l (hopme, mpH KOTOPOM OmMyCKaeTcs
X0J1 00CYXKIeHUS U (PUKCUPYETCs TOJIBKO MPUHSITOE 110 HEMY PEIleHHUE.

5.3.2. TekcT TONHOTO TPOTOKOJIA, KaK MPaBMUIO, COCTOMUT M3 JABYX YacTel: BBOIHOM
¥ OCHOBHOW. Bo BBOgHONM yacTH yKa3blBaeTCs UWHULHUANBL, GaMWIHMH  MpeAcenaTeNs
(mpeacenaTeNbCTBYIOLIET0), CEeKpeTaps, MPUCYTCTBOBABUIMX Ha 3aceJaHUM  (COBEIIAHWUHN)
U, IpU HEOOXOAMMOCTH, JIUI], IPUTTIAIICHHBIX Ha 3ace/laHue (COBEIIaHMe).

PexBusutel «IIpencenarensy», «Cekperapby mnedaTaroTcsi 0€3 KaBblU€K OT PAHULIBI JIEBOTO
nonst. Ilocne cnoB «llpenacenarens», «Cekperapby CTaBUTCS TUPE U YKa3bIBAIOTCS WHUILIMAIIBI
U haMUINY TIPeICeAaTeNbCTBYIOIIETO U CEKPETapsi COOTBETCTBEHHO.

PexBusut «lIpucyrcTBoBamn» nevyaraercss 0e3 KaBbIYeK OT TPAHMUIIBI JIEBOTO TOJisA. B KoHIe
cnoBa «[IpucyTcTBOBaNU:» (MOAUYEPKUBAETCS) CTAaBUTCS JBOETOUME W YKa3bIBAIOTCS WHUIIMAJIBI
U GaMWIMKM TPUCYTCTBYIOIIMX HA 3acelaHud (COBEIIaHWHU), TpPU HEOOXOAMMOCTH, JIHII,
IpUIJIallleHHBIX Ha 3acefanue (copenianue). @amMming B CIIUCKE MPUCYTCTBYIOIIKUX PACIOIaratoTcst
B a1()aBUTHOM TMOPSIKE.
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Ecnu konmuecTBO NpUCYTCTBYIOUIUX MPEBbIIAET 15 uenoBek, BO BBOJHOM YacTH MPOTOKOJIa
JIEJIaeTCs CChIIKA Ha CIIUCOK, SIBJISIOLINICS HEOTHEMIIEMON YacThIO IPOTOKOJIA, HAIIPUMED:
[TpucyrcrBoBain: 25 4enoBek (CIUCOK MPUIIAraeTcs).

Ecin B 3acenanuu (COBEIIaHWM) NPUHUMAIOT y4YacTHE IPEACTABUTENN PA3HBIX OPraHOB
BJIACTH W OpraHU3allMi, yKa3plBaeTcs MecTO paboThl M JIOJDKHOCTh Ka)JO0ro MpeCTaBUTES.
MHOrocTpouHble HaMMEHOBAaHUS JOJDKHOCTEH MPUCYTCTBYIOIMX II€YaTalOTCS Yepe3 OJUH
MEXCTPOUYHBIM HHTEPBAJL.

Ha MHOrouymncineHHbIX COOpaHMIX YKa3bIBalOT TOJBKO OOIIee KOJMYecTBO, Hampumep, 150
YeJIOBEK.

Ha coOpanusix, koH(pepeHuusx, Tae NpUHATHE PEeUIeHus: TpeOyeT OnpeeeHHOro KBopyma,
YKa3bIBAETCS, CKOJIBKO YEJIOBEK JIOJKHO MPUCYTCTBOBATH, CKOJIBKO MPUIILIO HA 3aceaHue.

BBogHas dacTh IPOTOKOJIAa 3aKaHUYMBAETCS IIOBECTKOM [IHSA, COJEpJKalled IepeuyeHb
paccMaTpUBaEMBbIX BOIPOCOB, IEPEUUCICHHBIX B TMOPSAKE WX 3HAUYMMOCTH, C YKa3aHUEM
JOKJIQIUMKA M0 KaXJOMYy ITYHKTY IIOBECTKH JHS. Bompocel moBecTkH [HS (HOPMHUPYIOTCS
c npemiorom «O» («O0»), meyaTtaroTcsi OT T'PAHMIIBI JIEBOTO MOJSI M HYMEPYIOTCS apabCKUMuU
nuppamu.

HaumeHoBaHue MOMKHOCTH, (aMHIMS W MHHUIMAIBl JOKJIATYMKa YKa3bIBalOT B POIUTEIHHOM
najexe mociue cioa «Jlokman (coobiieHue)», Hapumep:

1. O pabote ¢ foOKyMeHTaMH (HaMMEHOBaHHE TIOKYMEHTOB MOIpa3AeiiCHuUs)

Jloknan HavaibHUKa (HauMeHOBaHMe noapasaesieHus) ©.1.0.

OcHoOBHasI 4acTh IOJIHOTO IMMPOTOKOJIa COCTOUT U3 pa3acCiOB, COOTBCTCTBYIOIIUX ITYHKTaM
MOBECTKHU JHS. TEKCT KaxXa0To pasaciia CTpOUTCA 110 CXEMC!

CIIVIIAJIA:
BBICTYIINJIU:
I[TOCTAHOBWJIA (ywnu PEHINJIN):

OcHOBHOE cozepkaHHWE [JOKJIAJ0B UM BCTYIUIEHUH BKIIIOYAETCS B TEKCT IPOTOKOJIA
WIM NIpUJIaraeTcs K HeMy B BUJI€ OT/I€TIbHBIX MaTepUaIOB; B IIOCIEAHEM CIy4yae B TEKCTE MPOTOKOJIA
nenaerca oTMmeTka «TekcT BbICTymJieHMsI mpuiaraercs». llocTaHoBieHue (pemieHue) B TEKCT
IIPOTOKOJIa BHOCHUTCS IOJIHOCTbIO B TOW (hOpMynHpoBKe, KOTOpas Oblia NMpUHATA Ha 3acelaHuu;
pU HEOOXOUMOCTH MPUBOASTCS MTOTU TOJIOCOBAHMA: «3a - __ , IPOTUB -___, BO3AEPHKAIOCH -
_

CopepxaHue 0coOOro MHEHMS, BBICKA3aHHOTO BO BpeMsl OOCYKIIEHHUS, 3alUCBIBAETCS
B TEKCTE MPOTOKOJIA TI0CJI€ COOTBETCTBYIOLIETO MOCTAHOBICHUS (pEIIeHuUs).

5.3.3. Korna coBenianue Wid 3aceJaHHE€ HOCUT OIEPATHBHBINA XapakTep, IOIYCKaeTcs
Kpatkas (opMa npoToKoa.

Tekcr KpaTKOro MpPOTOKOJIA TOXE COCTOMT M3 JBYX d4acted. Bo BBOgHOW dacTu
yKa3bIBAIOTCS MHULIMAIBI U (PaMUIIUH TIpeiceaTelNs, MHULUAIbI U (aMUJIUH IPUCYTCTBYIOIUX JIUI,
a TakKe cekperaps (mpu HEOOXOIMMOCTH ).

CnoBo «lIpucyrcrBoBanu» nedaraercss OT I'PAaHULBI JIEBOTO IOJIA, MOCJIE CIOBA CTAaBUTCS
nBoeroure. Huke meuyaTaroTcss HaMMEHOBaHUE JOJDKHOCTEH MPUCYTCTBYIOIIMX, a CIpaBa
OT HAaMEHOBAHHUS JOJDKHOCTEH — MX MHUIUAIBI M (paMUIMK B aJi)aBUTHOM MOPSIIIKE.

HaumeHnoBaHue JOMKHOCTEN MOTYT yKa3bIBaThCsi 0000IIEHO, HAapUMeED:

ITpucyTcTBOBaIN:
HavanbpHuk ynpasieHus N.0. ®amunus

JHexanbl (haKyIbTeTOB N.0. Gamumus
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N.0. ®amunus

Cnucok otnensiercs OT OCHOBHOM 4acTH IPOTOKOJIA CIJIOIHOM YepTOil.

B ocHOBHOI 4yacTu NMPOTOKOJIA YKa3bIBA€TCS HOMEp BONPOCA B COOTBETCTBUU C MOBECTKOMN
JIHS1, COZIEpKaHKUE BOIIPOCA U MPUHSATHIE PEILICHUS.

HaumenoBanue Bompoca HyMmepyeTcsi apabckoil mu@poil W HauyumHAETCS C Mpeora
«O» («O06»), meuaTaercsi LEHTPOBAHO MOTYKUPHBIM HmpupTOoM pazmepom Ne 15 u moguepkuBaercs
OJIHOW YepTOH HIIKE MOCIEIHEH CTPOKM Ha pacCTOSHUM He Oosiee ogHOTrO MHTepBaia. [lomx yeproit
YKa3bIBAIOTCS (PaMIJIUM JTOJHDKHOCTHBIX JIMI[, BBICTYIHMBIIUX HPU OOCYXIEHHHU JaHHOTO BOIPOCA.
damMIIIMY e4aTarTcs Yepe3 OJMH MEXCTPOUHbIN HHTEPBAJL

3aTreM yKa3bIBaeTCsl IPUHATOE 110 BOIPOCY PELICHUE.

[IpoTrokon moANMUCHIBaeTCA MpEACENaTeNIbCTBYIOUIMM Ha  3acelaHud  (COBELIaHHH)
u cekperapeMm. /laToli mpoToKoJa SBISIETCs JaTa 3acelaHus (COBELIaHMs).

5.3.4. [TpoToxonam PUCBAUBAIOTCS  TOPSAKOBBIC HOMEpa B npeenax
KaJICHJapHOT0/y4e0HOTO ToJ]a OTACIBHO MO KaXA0H TpyIIe MPOTOKOIOB: MPOTOKOJIBI 3aCeTaHui
YUEHOTO COBETa, IMPOTOKOJBI 3acCelaHUl AUCCEPTALIMOHHBIX COBETOB, MPOTOKOJbBI 3acelaHui
KOMHUCCUII M OTHEIbHBIX TIPYII, MPOTOKOJIbI COBEIIaHui. [IpOoTOKOJIBI COBMECTHBIX 3acenaHuit
UMEIOT COCTaBHbIE HOMEpa, BKIIOYAIOUIME MOPSAIKOBbIE HOMEpa MPOTOKOJIOB OpraHU3aIHA,
CTPYKTYPHBIX IOJIpa3ie/ieHuH, IPUHUMABIINX y4acTHE B 3ace/laHUU (COBELIaAHUH).

Howmepa pemienuii, npuHATHIX Ha 3aceaHUU (COBEIIAHHMH), COCTOSAT U3 HOMEpa MPOTOKOIA
¥ HOMEpa pacCMaTpuBaeMOTr0o BOIIPOCA B TOBECTKE JIHS.

5.3.5. IlpoTokoa MoxkeT GUKCUPOBAThH pelIeHrne 00 YTBEPKACHUH KaKOT0-IH00 TOKYMEHTA.
B osrom cinyyae B TekcTe MPOTOKOJA JIOJDKHA COJEPKAThCS CChUIKA Ha 3TOT JIOKYMEHT
(HaMMEHOBaHUE JOKYMEHTa), a caM JOKYMEHT MpWiIaraThCsi K NPOTOKOIY MU HMETh TIpud
YTBEPKACHUSI, HAIIPUMEDP:

YTBEPXIEHO

pelIeHneM 3aceaHus
Yuyenoro cosera

OI'bOY BO «'YMPO® umenu
agmupana C.O. Makaposa»
ot 18.02.2025 Ne 1

5.3.6. Komum mnporokosoB, Hmpu HEOOXOAWMOCTH, PACCHUIAIOTCS 3aUHTEPECOBAHHBIM
OpraHu3alsM ¥ JOJDKHOCTHBIM JIMIIaM, B COOTBETCTBHU C YKa3aTelleM DPACCBUIKH; YKa3aTellb
COCTaBJIIET W TIOANHUCHIBAET OTBETCTBEHHBIN HCIOJIHUTENb MOApA3JCIeHUsl, TOTOBUBLIETO
paccMOTpeHHsI BOIIpoca.

[ToMMHHUKK JOKYMEHTOB, PAaCCMOTPEHHBIX Ha 3acelaHuu (COBEIIAHWHU), M MPOTOKOJIBI
3aceaHnil (COBEMIaHMIA) /O Tepenayd WX B apXHWB YHHBEPCHTETa XPAHATCS B CTPYKTYPHBIX
MOJpa3JIeNIeHUsIX, Ha KOTOPBIX BO3JIOKEHA MMOATOTOBKA M OpraHu3alus 3aceJaHui (COBeIaHui).

5.3.7. Ilporokonbl meyaTaroTcsi Ha 0OLIeM OJlaHKE WM CTaHAApPTHOM JIMCTE Oymaru
dopmata A4, mpudprtom Times New Roman mpudTom pazmepom Ne 12-14 u uMmeroT cieayromme
PEKBU3UTHI:

HaMEHOBaHHME YHUBEPCUTETA — ITOJIHOE, B COOTBETCTBHHU C Y CTABOM;

Bua aokymenta — [IPOTOKOJI (cnoBo ITPOTOKOJI neuataeTrcsi mponuCHBIMU OyKBaMH
B Pa3psAKy, MOITYKUPHBIM mpudToM pazmepom Ne 14 1 BeIpaBHUBAETCA MO LEHTPY);

BUJ 3acelaHusl (COBEIIaHWS) — OTAEISAETCS OT NPEABLAYIIEro pPEeKBU3UTA JABYMS
MEXCTPOUYHBIMHA HMHTEPBAJAMM, I1€4aTaeTCsl MOJYXUPHBIM IIPUPTOM uepe3 OJUH HHTEpBal
Y BBIPABHUBAETCSI 10 LIEHTPY;
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MECTO TIPOBEICHHS 3acelaHus (COBEIIaHWs) — YyKas3bplBaeTcs (MpU HEOOXOIUMOCTH),
y KOTO MPOBOJMUTCSI COBEIIAHKE, WIM B KAKOM MECTE; IMeuaTaeTcs 4epe3 MEKCTPOUHBIX MHTEpBala
MocJie peKBU3UTA «BUJ 3aCEaHusl, COBEIIAHUS», OTACNSAETCS OT HEro JUHEUKONW U BhIPAaBHUBACTCS
10 LICHTPY;

naTta U HoMmep npotokosna. J[aTtoil mporokona siBisieTcs nata 3acenanus (copemanus). [lata
oopMITSIETCS CIIOBECHO-ITU(POBBIM CIIOCOOOM WM ITU(GPOBBIM CIIOCOOOM M IeyaTaeTcs Yepe3 1Ba
MEXCTPOUHBIX MHTEpBala HIDKE TNpeaplaymero peksusuta. Ecnu 3acemanue (coBeriaHue)
MPOXOJWIIO B TEUCHHUE HECKOJIKUX JTHEH, TO Yepe3 THpPEe yKa3bIBAIOTCS JaTa Hadala U OKOHYaHUS
coBemanus, Hampumep: «oT 10-12 suBaps 2024 roma», HOMEp MPOTOKOJIAa 0003HAYAETCS
apabckumu 1udpamMu, MOKET BKIIFOYATh OYKBEHHBIE HHIEKCHI.

OcHoBHast yacTh MPOTOKOJIA [TeyaTaeTcs yepes 1,5 MeKCTpOUHbIX MHTEpBaa.

«[loamuch» oTmensieTcss OT TEKCTa TPEeMsl OJWHAPHBIMHU MEXKCTPOUYHBIMH HHTEPBAIAMU
U BKIIIOYaeT HAMMEHOBAaHWE JOJDKHOCTH JIMIIA, TMPEACENaTeNIbCTBOBABIIETO Ha 3aceJaHuu
(coBemanum), €ro JNIHON TOIITUCH, paciiu(GPOBKY MOAMUCH (MHULIAATIBI U PaMILINS).

HaumeHnoBanue qOMKHOCTEHN meyaTaeTcs OT JIEBOM IpaHHIIbl TEKCTOBOIO OISl Yepe3 OJIUH
MEXKCTPOUHBI WHTEPBAJl W BBIPABHUBACTCS [0 JIEBOMY TMONI0. PacmmdpoBka moANucCH
pacrosaraeTcsi Ha YpPOBHE IOCJIEIHEH CTPOKM HAUMEHOBAHUS JIOJDKHOCTH C MPOOETOM MEXKIY
uHUIMaaMu U Gpamiuiei. [locnenuss OykBa B paciimpoBKe OTPaHUIUBACTCS IIPABBIM TIOJIEM.

[lonmuche  cexperaps  3acefanust  (COBEIIaHMs) — OTHENsieTCS  OT  TOJMHUCH
IpeJICeAaTeILCTBOBABIIETO HA 3aCEIaHUN OJMHAPHBIM MEXKCTPOYHBIM HHTEPBAJIOM U 0(OPMIISETCS
AQHAJIOTUYHO.

BHeceHnne n3aMeHeHnil 1 UCITPABIICHUI B MMOANMCAHHBIN MPOTOKOJ HE JONYCKAETCS.

[Iporokonbl 3aceqanuii (COBEIIAHUIN) PETUCTPUPYIOTCS B CTPYKTYPHBIX MOJAPA3/CIICHUSX,
Ha KOTOPBIX BO3JIOKEHA MOJTOTOBKA M OpPraHU3alus 3acelaHui (COBEIIaHU).

54. Akt

54.1. AKT — JOKYMEHT, COCTaBIsieMbIi KOMHCCUEH (YIOJIHOMOYEHHBIMU JIHMIIAMHU
WIM JOJKHOCTHBIM JIMLIOM), TIOATBEPXAAIOIINNA YCTaHOBJIEHHbIE (aKThl M COOBITUS (AKTHI
IIPOBEPOK, HWHBEHTApHU3allMM, HECYACTHBIX CIIy4yaeB, IpUEMa-Nepe]ayu eI, MaTepUaJIbHbBIX
[IEHHOCTEH H JIp.).

5.4.2. Jlara akta JOJKHA COOTBETCTBOBAThH JIHIO aKTHpyeMoro (akra (coObITHS) MM JaTe
YCTaHOBJICHHOW B IpUKa3e.

3aroJ0oBKOM K TEKCTY aKkTa SIBJISIETCS COJEp’KaHHe aKTUPYEMOIo COOBITHS. 3aroJioBOK aKTa
JIOJKEH COTJIACOBBIBAaThCSI C HAa3BaHUEM BHJA JIOKYMEHTa M (OpPMYIHpPYETCSs C IOMOUIbIO
OTIJIarOJILHOTO CYIIECTBUTEIBHOIO B MPEAJIONKHOM Majexe (akT - o 4em?) WIM pPOJUTEIBHOM
najiexxe (aKT - 4ero?).

5.4.3. BBoiHas 4acTh aKTa CTPOUTCS IO CXEME:

OcHoBaHMeE: yKa3bIBa€TCs PACIOPSIUTENbHBIN JOKYMEHT, €r0 HOMEpP U JjaTa, Ha OCHOBaHUU
KOTOPOTO akTUpyeTcs (pakT, COOBITHE WM ACHCTBHE.

CocTaBileH KOMUCCHEN B COCTABE.:

npencenarens - Gamunns, THUIUAIB (B UMEHUTEIBHOM a/IeXke), TOJKHOCTb;

YJieHbl KoMHuccun: PamMuins, UHUIHABI (B UMEHUTEIBHOM MaJiexke), JOIKHOCTb.

daMuIMK YI€HOB KOMUCCHH NMPUBOJATCS B ali)aBUTHOM HOPSI/IKE, HyMEPYIOTCS apaOCKUMHU
nupamMu ¢ TOUKaMH U TiedaTaroTcs uepes 1,5 uHTepBania.

5.4.4. B KoHCTaTupylOlleld YacTH U3JaraloTcs LeIM W 33Ja4d, CYTh M Xapakrep
MIPOBEJCHHONW pabOThl, PUKCUPYIOTCS YCTAaHOBJIEHHBIE (PaKThl, a TaKKe BBIBOJBI, MPEAJIOKEHHUS,
3aKJIFOYEHUS.
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KoHncratupyromas yacTh akTa HauMHAETCA C YyKa3aHus JaThl, (axta WiId CcOOBITHS,
npuurHbl. TEeKCT H3jaraercss B HACTOSIIEM BPEMEHH, OT TPEThEro JHlla €IWHCTBEHHOTO YHUCia
(«koMUCCHS YyCTaHOBHJIa/KOMUCCUEH YCTaHOBIICHOY).

B koHIle TekcTa ¢ KpacHOM CTPOKH YKa3bIBAETCS KOJUYECTBO IK3EMIUISIPOB aKTa, MECTO
UX HaXOXKICHUSI UJTH aJipecaThbl, KOTOPHIM OHU HAlpPaBJICHbI, HAIPUMED:

CocraBJieH B 2-X 3K3EeMIUIIPAX:

1-i1 sx3eMIUIsIp - HAMMEHOBAHHUE OPTraHU3aluU

2- ¥ DK3eMIUISIP — B JIEJI0 CTPYKTYpHOro mojapasaeneHus (Ne gena) 1o HOMEHKIIAType el
320  ron.

5.5. Cay:xeOHas nmepenucka

CayxeOHasi Iepenucka — pa3IudHble BUIbI OQUIMATIBHBIX JOKYMEHTOB HH()OPMAIIMOHHO-
CIPAaBOYHOI'O XapakTepa, MCIOJIb3YeMbIX [uidi OOMeHa HH(OpMaluu MeX1y YHHUBEPCUTETOM
¥ OpraHu3alMsIMHU, YYPSKICHUSIMH, TPAXKJaHAMU B IMPOIECCE OCYIIECTBICHUS UX JCSITEIBHOCTH.
K Hell oTHOCSATCS:

JlenoBoe (ciy>ke0HOE) MUCBMO — JTOKYMEHT HWH(pOPMAIMOHHO-CIIPABOYHOTO XapakTepa,
HarpaBsieMblii (IOIy4aeMblil) cpeJICTBaMH [TOYTOBOI CBS3H.

Tenmerpamma - JOKYMEHT WH(GOPMAIMOHHO-CIIPABOYHOTO XapaKTepa, HampaBIIsieMbIi
(momy4yaemblil) cpeicTBaMu TenerpaHoi CeTH 00IIero nojib30BaHus.
dakcorpamma (dpakc) — Komms JAOKYMEHTa, IojlydaeMas Ha OyMaXHOM HOCHTEIE

(MUCBMEHHOTO, I'padUvecKoro, M300pa3sUTEIbHOI0), U IMepelaHHas Mo KaHaitaM (aKCUMHIbHOU
CBSI3H.

DJNEeKTPOHHOE THCHbMO (3JEKTPOHHOE COOOIIeHHue) - JOKYMEHT HH()OpPMaIMOHHO-
CIPaBOYHOI'O XapaKTepa, epeiaBaeMblil (110J1y4aeMblil) 110 3JIEKTPOHHOM rouTe.

ONEKTPOHHOE NHUCBMO MMEET CTaTyC JOKYMEHTa, €CJIIM OHO 3aBEPEHO JJIEKTPOHHOMU
mudpoBoir moanuceio (Penepanpabiii 3akoH oT 06.04.2011 Ne 63-®3 «O0 »reKTpOHHOU
TIOIITUCH).

5.5.1. Cayxe0Hoe NHCBMO

5.5.1.1. Ciy>xeOHble TUCbMA AETATCS HA BUJIBL:

1. ITo pyHKIMOHANBHOMY ITPU3HAKY:

a) Muchma, TpeOYIIINe MUChMa-0TBETA (MPEI0KEHHUS, 3aTIPOCHI, IPOCHOBI, KAIOOBI);

06) mnuceMa, He TpeOyrolMe NHCbMa-0TBeTa (MHMCbMa-OTBETHl Ha HalpaBlIeHHbIE
YHUBEPCUTETOM HMHHUIMATUBHbBIE JOKYMEHTBI, MOATBEPXKIACHUS, HAIIOMUHAHUS, MpPENyNpexIeHUs,
W3BEILEHUSA, MPUIJAIICHUs, CONPOBOAMUTEIbHBIE IHCHbMA, TapaHTUHHBIE NHCbMa, CIPABOYHO-
MH(pOpMalLlMOHHbIE (pEKJIaMHbIE) THUCHhMA).

2. Ilo congepxaTenpbHOMY ITPU3HAKY:

a) UHULIMATUBHBIE MTMCHMA;

0) OTBETHBIEC NMHUCHMA.

CnyxebHble nrcbMa (Aajiee - MUChbMa) YHUBEPCUTETA FOTOBSTCS KaK:

- OTBETHI HA MIOPYYEHUS BBIIIECTOSALINX OpraHU3alui;

- HUCHOJHeHHe mopydyeHuil denepalibHOTO areHTCTBA MOPCKOTO M PEYHOIro TpaHCIopTa
1o oOpalieHusM TpaX<JIaH IO BOMNPOCaM, OTHOCALIMMCA K KOMIETEHIMH YHHUBEPCHUTETa, HHBIX
(benepanbHbIX OPraHOB YIPABICHUS;

- OTBETHI Ha 3aIIPOCH] Pa3IMYHbIX OpraHU3alUi, MPEANPUATHI U YaCTHBIX JIMII,

- UHULIMATUBHBIE MHChMA.
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5.5.1.2. TlpoekTsl MHCeM OT WMEHH YHHUBEPCHTETa TOTOBAT M BHOCAT CTPYKTYpPHBIC
NOJIpa3/ieJIeHNs] YHUBEPCUTETa HAa OCHOBAHMM IOPYUYEHUS PEKTOPA, IPOPEKTOPOB, HA4YaIbHUKOB
cityk0, yrpaBieHuii, 1100 B MHUIIMAaTUBHOM IOPSIJIKE.

[lonroroBka muceM OT JuUa CTPYKTYPHOIO  IMOJAPA3JEICHHUS  OCYLIECTBISETCS
PYKOBOAMTENEM MOpa3AeieHHs] UM paOOTHUKAMU TOJPAa3AeICHHS 110 MOPYYCHUIO PYKOBOIUTENS
10/Ipa3/IeJICHNU.

5.5.1.3. IluceMa, aapecoBaHHbIE OpraHu3alMsIM M YacTHBIM JdIlaM B Poccuiickoi
Qenepanii  OT WMEHHM YHUBEPCUTETA, II€YATAIOTCS Ha YTBEPXKICHHOM OJIaHKE TMHCbMa
YHUBEPCHUTETA, UMEIOIIEM PEKBU3UTHI Ha pycckoM si3bike ([Tpusoxenue Ne 6).

[lucbmMa OT JHMIA CTPYKTYPHOTO TOJpa3fesieHUuss OQOPMIIOTCS Ha OJlaHKe MHChMa
CTPYKTYpHOTO nojpa3szeicuus yauepcutera ([Tpunoxenue Ne 9).

Ilucema, aapecoBaHHblE 3apyOeXHBIM OpraHu3alUsM M YECTHBIM JIMLAM, [1€4aTaroTCs
Ha YTBEPXKJIEHHOM OJaHKe MUChMa YHMBEPCUTETA, MMEIOIIEM PEKBU3UTHI HA AHTIIMHCKOM SI3BIKE
(IMpunosxxerue Ne 10).

Ynorpebnenue 6J1aHKOB MPOU3BOIBHON (POPMBI 3aMpeIIaeTcs.

5.5.1.4. Cpoku NOArOTOBKM OTBETOB YCTaHABJIMBAIOTCS PE30JIOLUUEH pPYKOBOJCTBA
VHUBEPCUTETAa Ha OCHOBAaHWU HMEIONIMXCA CPOKOB HCIIOJNHEHUS TMOPYYEHUH, 3ampocoB
WIM TI0 PEUIEHHIO aBTOpa pE30JIIOLMM, JIMOO CpPOKOB, YCTAHOBJIEHHBIX 3aKOHOJATEIbCTBOM
Poccuiickoit denepaiumu.

CpoK NOAroTOBKM MHUIIMATUBHBIX TUCEM OIPENEISAETCSI PEKTOPOM, IPOPEKTOPAMH.

5.5.1.5. CnyxebHble THChMa, HaMpaBlsieMble OpraHaM TOCYJapCTBEHHOW BIIACTH
Poccuiickoit ®enepauuu, BBIMIECTOSIIMM OpPraHU3aLUUSIM, MOJIUCHIBAIOTCS TOJBKO PEKTOPOM
WIH IPOPEKTOpaMu (110 MOPYUYCHHUIO PEKTOPA).

Benenue mnepenucku ¢ OpyrMMHM IOPUIMYECKUMH M (U3HYECKUMHU JIMIAMH OT HMEHH
YHHUBEPCUTETA OCYIIECTBISIETCS PEKTOPOM, MPOPEKTOpaMU M IPYTMMH JOJKHOCTHBIMH JIHIIAMH
B PaMKaxX CBOUX ITOJIHOMOYUH.

Benenue nepenucku ¢ IOpUAMYECKUMHU U (PU3UUECKUMH JIMLAMH OT UMEHHU CTPYKTYPHOTO
NOJIpa3/IeNIeHUs] OCYIIECTBISIETCS PYKOBOJIUTENIEM CTPYKTYPHOTO TOJpa3feNieHus B Ipeaenax
€ro MpaB U JOJDKHOCTHBIX 00s13aHHOCTEN MPU HAJTMYUHM COOTBETCTBYIOIEH T0BEPEHHOCTH.

3anpeniaercs BeJleHUE MEPENUCKH OT JIMIA CTPYKTYPHOIO MOJApa3/JesieHUs MO0 BOIpocam,
TpeOyroumM (PUHAHCOBOrO 0OecreueH s U KacarollUMCs IBUKEHHS MaTepHalIbHbIX LIEHHOCTEH.

CnyxeOHble TUCbMA, MOJANUCHIBAEMbIE PYKOBOJUTENSIMU CTPYKTYPHBIX MOJApa3JeIeHU
B IIpejiesiax MX MOJIHOMOUYUH, OpOPMIIAIOTCS Ha OJaHKax CTPYKTYPHBIX mopapaszaeneHuid. [Ipu stom
B TEKCTe O0053aTeNIbHO YKa3bIBAeTCS, YTO MHChMO HANHUCaHO OT MMEHU CTPYKTYPHOTO
NoJipa3/iesieHusl yHUBEPCUTETA.

CrayxeOHble THCbMa, MOJNUCHIBAEMbIE DPYKOBOJUTEISIMH JBYX U Oojee opraHu3aluy,
0hOpMIIAIOTCSL HAa CTaHIApPTHOM Jiucte Oymaru ¢opmara A4. [Ipu 3ToM HaHHBIE 0 HAUMEHOBAHHUH
OpraHM3alnuii, MOANMCABIINX IMHCHMO, BKJIIOYAIOTCS B HAMMEHOBAaHUE JOJDKHOCTH B PEKBU3UTE
«TIOATHCHY.

5.5.1.6. CnyxeOHble MUChMa TEYaTAIOTCsA HA CTaHJIAPTHHIX OJlaHKax Ajs muchbMma opmara
A4, mpudrom Times New Roman pasmepom Ne 12-14 uepes 1-1,5 (wnu 18 0T) MEKCTPOUHBINH
uHTepBan. [loanucaHHbIl SK3eMIUIAp HampasisieTcs aapecaTy. Komuss — momemaercs B €710
COTJIACHO HOMEHKJIAType JIeJ B CTPYKTYPHOM IO/Ipa3IelIeHnH, TOArOTOBUBIIIEM TUCHMO.

IIpu odopmieHnH HUCbMa Ha JBYX WIM Oojiee CTpaHMLAX, BTOpas MU MOCIEIyIOLIUe
CTpaHHULIbl HYMEPYIOTCS TIOCEpEIMHE BEPXHET0 MOJIs JINCTa apaOCKUMHU U paMH.

5.5.1.7. Ilpm mOATOTOBKE CIYKEOHBIX IHCEM CJIEIyeT PYKOBOACTBOBATbCA OOIIMMH
TpeOOBaHUSMH K O(OPMIICHHIO PEKBH3UTOB JOKYMEHTOB, 3aKPEIUICHHBIX B pa3jene 4.2 HacTOsIIeH
HNHcTpyKuu.
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Ciyxe6Hoe MMCbMO JODKHO MMETh YCTAHOBJICHHBIN KOMIUIEKC 0053aTEJIbHBIX PEKBU3UTOB
U CTaOMIIbHBIN MOPSIOK UX PACTIONIOKEHUS:

a) 1ata JOKyMEHTAa;

Jlara muchbmMa — fgaTa TPUHATHS pemieHus, 3aUKCUPOBAHHOTO B Tekcre. [laTol mumchma
ABJIAETCS AaTa €ro MOAIUCaHUS.

0) perucTpalMoOHHbI HOMEP JJOKYMEHTA;

PerucrpanimoHHBIM HOMEPOM IIMCBbMa SBJIAETCSA IOPSAJKOBBIA HOMEp, IPUCBAaNBAEMBbIN
U3 PETUCTPALIMOHHOTO MAcCHBa B Ipe/enaxX KaJeHJAapHOIo roja U JONOJHEHHBIM MHIEKCOM Jela
10 HOMEHKJIAType JeJI CTPYKTYPHOTO MOAPA3AEICHUS, B KOTOPOM XPaHUTCS KOIUS IUChbMa.

B) CChUIKA Ha UCXOJSALINI HOMED U JaTy JTOKYMEHTA aIpECaHTa;

Ccpulka Ha HCXOIAIIMM HOMEpP M JaTy JNOKyMEHTa aJpecaHTa HCIOJIB3YETCS TOJIBKO
B TE€X NHMCbMaxX, KOTOpbIE SBISAIOTCA OTBETaMM Ha 3ampoc. CBeleHHs B JaHHBIM PEKBU3UT
IIEPEHOCSTCS C IOCTYNUBILIETO TOKYMEHTA.

T) ajpecar.

Jlonyckaercst nepex ¢amuianei, HMEHEeM, OTYECTBOM YIOTpeOJieHHE COKpaleHHOIo
oOpailieHus1 «r-Hy» (FOCMOAMHY), «T-Xke» (TOCHOXKeE), «T'p.») (TpaXKAaHUHY, TPaKIaHKE).

B 3apy6exxHol nepenucke cieayeT ynoTpeOsaTh TOJNBKO MOJHOE HAaUMEHOBaHME ajpecara,
BKJTIOUAIOIIEE B ce0s1 0OpaIieHue «roCoHHy, «TOCIoXKa» U (haMuiuio (uMsi, (haMUIIHuio).

PexBusur «Anpecar» pacrnojararoT B IIPaBOM BEPXHEM YIUy IEPBOIO JIMCTA JOKYMEHTA
OT YETBEPTOro MoJI0KeH!s Tadyssitopa (8 cM), BBIpaBHUBAS 110 JIECBOMY KPArO WIIU 110 LIEHTPY CaMOi
JUTMHHOU CTPOKH.

1) HAMMEHOBAaHUE UM aHHOTAIIUs IOKYyMEHTA;

HaumenoBanue ymb0 aHHOTauus (3arojlOBOK K TEKCTY) IHCbMa COCTABIIETCS JIMIIOM,
TFOTOBSILIMM IPOEKT MUCHhMA, U JI0JKHO KPAaTKO M TOYHO OTPa)KaTh COJIEPIKaHUE TEKCTA.

IluceMo  NOJDKHO  MMETh  HAaWMEHOBaHUE, KOTOPOE€  HA4yMHAETCA ¢ Ipemiora
«O» («O6»). Harmpumep: O npoBenenud..., O6 yuactuu..., O pacTOp>KEHUH. ..

HaumeHoBaHMe nucbMa INe4aTaeTcsl 4epe3 JBa MEKCTPOUYHBIX HHTEpBaja OT PEKBU3HTA
«CchlIKa Ha PpErucTpalMOHHBII HOMEp M JaTa JOKYMEHTa» CTPOYHBIMH OyKBamH, HauWHas
¢ nponucHol, mpupTom Times New Roman pazmepom Ne 12 0T JieBO#i rpaHHUIIBI TEKCTOBOTO TOJISI.

HaumeHoBaHue mnHcbMa, COCTOSIIIEE M3 HECKOJIBKUX CTPOK, IeyaTaeTrcs uepe3 OJUH
MEXXCTPOUYHBIN NHTEPBAJL.

3aroyloBOK K TEKCTy B MHCbMax 3apyOE€KHBIM ajpecaraM He sBisieTcs 00s3aTelbHBIM
PEKBU3UTOM.

€) TeKCT JJOKYMEHTa;

TekcT noKyMeHTa JOMKEH ObITh JIAKOHWYHBIM, TOYHBIM, MCKJIIOYaTh BO3MOXHOCTb
HEOJIHO3HAYHOT'O TOJIKOBAHUS, a TAK)KE€ HEUTPAJIBHBIM II0 TOHY M HE COJIEPKalMM dMOLNOHAIBHON
okpacku. [IpuBonumble (paxkThl JOKHBI ObITH 00s13aTesbHO mpoBepeHbl. Ludposrie maHHbIE —
TOYHBI.

TexkcT oOTBETHOro mnHCbMa [JOJDKEH TOYHO COOTBETCTBOBATh JIaHHOMY IIOPYUYEHHIO,
MOCTYMUBIIEMY 3aMpoOCy, YKa3aHMIO M0 UCIOIHEHUIO JOKYMEHTa (PE30II0IHHN).

TexcT nokyMmeHTa, Kak MpPaBUJIO, JOJDKEH KacaTbCsl OJHOIO BOMPOCA UM HECKOJIbKUX
BONPOCOB, €CIM OHM B3aMMOCBSI3aHbl W OYAYT paccMaTpuBaTbCsi B OJHOM CTPYKTYpHOM
NoJpa3JieiecHuy OpraHu3anuu ajapecata. Eciau HeoOxonuMo oOpaTUThCS B OpraHU3aIUIo
110 HECKOJIbKUM pa3HOPOJHBIM BOIIPOCaM, TO HEOOXOAMMO COCTaBIATh OTJENbHbIE MHCbMa
M0 KaXKJIOMY U3 HUX.

Cayxe0GHoe MHCbMO, HAPaBJIsIEeMOe BHYTPH CTPAHBI, COCTABIISECTCS HA PYCCKOM SI3bIKE.

[TuceMma, HampaBiisieMble 3apyOeKHBIM MMapTHEpaM, MOTYT COCTaBIISITHCS HA SI3bIKE CTpPaHbI
ajzpecaTa, Ha PyCCKOM WJIU aHTJIUICKOM SI3bIKaX.
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Jlo mepenaun [JOKyMEHTa Ha TMOAMNNCh PEKTOPY YHHUBEPCUTETa, HAuYalIbHHUK OTHAEja
MEXYHAPOJHOTO COTPYIHUYECTBA IPOBEPSET €ro CoJep)KaHWe, MPaBHIBHOCTH O(opMIIeHHS,
aZipecaluy, HaJu4ue HeoOXOIUMBIX PEKBU3UTOB, BU3 M MPUIOKEHUN U BUUPYET KOMHUIO (BTOPOU
AK3EMILISP) JOKYMEHTA.

[Ipn nmoanucanuu UM MpPU HEOOXOIMMOCTH BH3UPOBAHUS JTAHHOTO MHCHMA IPHIIAraeTcs
TEKCT Ha PYCCKOM SI3BIKE, KOTOPBIM TaKXe MOJIMHCHIBAECTCS PEKTOPOM (YIIOJTHOMOYECHHBIM JIHIIOM).
[ToanucaHHBIi TEKCT MUChbMa HAa PYCCKOM fI3bIKE XPAHUTCS B JeJie ¢ MEePENUCKON 110 HOMEHKIIaType
JIeJT BMECTE C KOMUEH MOIMUCAHHOTO U 3apPETUCTPUPOBAHHOTO MMChMa HA AHTJIMHCKOM SI3BIKE.

B Tekcrax muceM OOMKHBI YHNOTPEONATHCA TOJBKO OOUICTPUHSATHIE B PYCCKOM SI3BIKE
0003HaYEHHSI, TEPMUHBI H COKpAIICHUSI.

[Tpu HEOOXOAMMOCTH YIOTPEOIeHUsI COKpallleHUs (COKpPAIIEHHOTO HAaUMEHOBAHHUS) B TEKCTE
CHavaJla THIIETCS I[IOJHO€ HAMMEHOBAHME, a 3aTeéM B CKOOKax JaeTcs €ro COKpalleHHe
(cokpallleHHOe HAUMEHOBAHUE ), 32 UCKIIOYCHHEM OOLICPUHSITHIX COKPAILICHUH.

Tekcr nucbma usnaraercs:

- OT IMepBOro JiMlla MHOXXECTBEHHOTO 4uHcia (MpOCHM HampaBUTh, HAMpPaBIIsIeM
Ha PaCCMOTPEHUE);

- OT TpeThero Jula EeIUHCTBEHHOrO uucia (YHUBEPCUTET MPOCHUT, YHUBEPCHUTET
HE BO3PAXKAET, YHUBEPCUTET CUYMTACT BOZMOKHBIM);

- OT TPEThEro JIMIla MHOKECTBEHHOr0 4ucia (PyKOBOJCTBO YHUBEPCHTETa U TPYIOBOU
KOJUJIEKTUB MIPOCAT).

TekcT nucbMa, Kak MpaBUiIO, COCTOUT U3 CIEAYIOIIMX OCHOBHBIX YaCTEH:

a) oOparieHue;

[Ipu oOpamennn K agpecaTy YYHTBIBAeTCS €ro clykeOHoe ToJIoKeHue, cdepa
nesirenpbHOCTH. Hanbonee gacto ynmotpebinsieMbIMu opMaMu 00paIeHUs SIBISIFOTCS, HAPUMED:

YBaxaewmslii rocnioiuH MBaHos!

VYBaxaemast rocrioxa [lerposal!

VYBaxaewmbiil Anekcanap Hukonaesuu!

VYBaxaemast Onpra HukonaesHa!

VYBaxaemsle rocniofia! (Ynorpebisiercs, Korja HeM3BeCTHbI UMEHA MoIyJaTesneil m1ucbma).

[Ipn oOpamieHMM K BBICIIUM JOJDKHOCTHBIM JIMIIAM OpTaHaM BJACTH, JCIyTaTam,
npesuieHTaM (TpeaceaarensiM) oOIIecTB, KOMIaHWH, (GUPM, a Takke K JYXOBHBIM IJIHIAM
pa3IMYHBIX BEPOUCIIOBEIAHUN IPUHSTO OOpallleHHe ¢ yKa3aHHUEM JO0JDKHOCTH 0e3 (haMuIHH.

0) BcTymieHue (000CHOBaHME);

Bo BcTymnenun ¢popmupyetcst TeMa nuchbMa, 00bSCHSIONMIAs IPUYKUHBI €70 HATMCAHUS.

Berymiienne  MoxeT  cojepXaTh:  CCbUIKY  Ha  JIOKYMEHT  (OpraHM3allMOHHBIN,
pacmopsiAMTENbHBI, HOPMATHUBHBIN, JOTOBOPHBIA, HH(DOPMAIMOHHBIA WM  CIIPABOYHO-
AHAIATUYCCKUH) W (WIH) ero OTACIbHBIC MYHKTHI, MOCITYXHUBIIHE FOPHIAYCCKUM OCHOBAHHUEM
WJIU TTIOBOJIOM JUISl ITHChMa.

B) OCHOBHOE COJICpKaHNUE;

OcHoOBHOE cojiepkaHHe MUChbMa HauWHaeTcs ¢ ab3ama. B OCHOBHOM cojepaHUM MHUChMa
MIPUBOIAT OIMCAHUE COOBITUS WIIM CUTYAIlUH, MX aHAJIN3 U IPUBOUMBIC JOKA3aTeIIbCTBA.

T') 3aKJIIOUEHHUE;

3akroueHrue MHChMa HAYMHAIOT ¢ ab3ama. 3akioueHue MpeACTaBiIsieT co0oi B BHIE
MpeJIoKEHN, MHEHUH, TpeOoBaHUM, MPOChO, OTKA30B, HAIIOMUHAHWHN. 3aKIIOYHTENbHAS 4YacTh
MACbMa MOXET 3aKaHYMBATHCS (POPMYIION BEXITUBOCTH, HanpuMmep: «C yBaXeHUEM,.....»

CrnoBo «[Ipunoxenuey nedyataeTcs OT JIEBOW I'PAHUIBI TEKCTOBOTO TOJIS.
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OTmeTka O HaNM4MM TPUWIOKECHHS OTACIAETCS ABYMS MEXKCTPOYHBIMH HMHTEPBaJaMU
OT TEKCTa NUChMa.

CnoBo «lIpunoxenune» He3aBUCUMO OT KOJIMYECTBA IPUIIOKEHUN ITUIIETCS B €JUHCTBEHHOM
12 () (X

MHOrocTpouHble HAUMEHOBAHMs JTOKYMEHTOB, YKa3aHHBIX B IPUJIOKEHUM M, II€YaTAIOTCA
4yepe3 0JIMH MEXCTPOUHBIM HHTEPBAJL.

Crpanuubl NMCbMa M KaXJIOTO W3 NPWIOKEHUH K HEMY HYMEPYIOTCS OTAEIBHO ApYT
OT Jpyra KaK CaMOCTOSITEJIbHbIE TOKYMEHTBI.

3) HOAMUCH AOJKHOCTHOTI'O JIULIA;

[Monnmuce  ciay)keOHOrO THCbMa COCTOMT M3 HAWMEHOBAaHUS  JIOJDKHOCTH  JIMIIA,
HOJIMCHIBAIOILETO TOKYMEHT, TMYHON NOJAMHUCH, paclIu(ppPOBKU NOANUCH (MHULMAIIBI, (PaMUIIHS).

HanmeHnoBanue IOHKHOCTH JUIA, TOANKCHIBAIOLIETO CIY)KEOHOE MHCHMO, Ie4YaTaeTcs
OT JIEBOIM I'paHUIIbl TEKCTOBOI'O MOJsI, MHULIMAIBI U (paMWIus — OT MPaBOH I'PaHUIbl TEKCTOBOTO
noss. Ilognuce oraensercs OT TEKCTa MUCbMA WJIM OTMETKM O HAJUYUM IPUIIOKEHUS JBYMS-
YETBIPbMsSI MEKCTPOUHBIMU HHTepBaiaMu. CiyxkeOHOe MHUCBMO MOXKET 3aKaHYMBATbCS TaKKe
3aKJIFOUYUTEIbHON 3TUKETHOHN (pa3oil «C yBakeHHEM», KOTOpasl MPUIHUCHIBAETCS OT PYKH JIUIIOM,
MOAIHUCHIBAIOIIMM ITACHEMO.

1) BU3a;

CornacoBaHue HpoekTa ciayXeOHOro MUChbMa IMPOBOAUTCS MPU HEOOXOTUMOCTH OLCHKH
000CHOBAHHOCTH JIOKYMEHTa, COOTBETCTBHSI €T0 [IPAaBOBBIM aKTaM, paHEE MPUHATHIM PELICHUSIM.

Busbl cornmacoBaHusi Ha MpOEKTe CIyXKeOHOro IUChbMa OQOPMIISIOTCS PYKOIUCHBIM
CII0COOOM B HM)KHEW 4acTH JIMLIEBON CTOPOHBI KOMUHU (WJIH 2-T0 3K3EMIUIIpa) MUChMa.

CayxeOHble McpMa BU3UPYIOTCS PYKOBOAMTEIEM CTPYKTYPHOTO
NOJIpa3/IeJICHUsl - HCIIOJHUTENS, 3aWHTEPECOBAHHBIMM JOJKHOCTHBIMU JIMLIIAMU CTPYKTYPHBIX
NOpa3JCIICHUN YHMBEPCUTETa, a TaKXKe IPOPEKTOPOM B COOTBETCTBUU C JIEJIETMPOBAHUEM
OTJIEIbHBIX IOJTHOMOYUH.

K) OTTHCK I1€4aTu;

[TuceMma puHaHCOBOTO XapakTepa, a TaKKe MUChbMa, CoJIepKaliue 0043aTeNIbCTBA, 3aBEPSIOT
NeYaThl0 YHUBEPCUTETA.

J1) OTMETKa 00 UCIIOJTHUTEIIE;

OTtmerka 00 HCHOJHMTENE B CIYKEOHOM IMUChbME BKIIOYACT (aMMUIIMIO, MMs, OTYECTBO
UCIIOJTHUTEIISA, JOJKHOCTh, HOMEp ero TenedoHa U AJIEKTPOHHBIN ajipec.

Otmerka 00 ucnonHuTene opopmisieTcs OT JEBOM I'paHHUIIBI TEKCTOBOTO MOJSI B HMDKHEH
YacTH MHChMa Ha JIUIEBON UM 00OPOTHOI ero cropoHe HexUpHbIM miprdTom Times New Roman
pazmepom Ne 10-11 yepe3 o uH MEKCTPOUHBIN HUHTEPBA.

OTMeTka 00 MCHOJHUTENIE U HOMEpP €ro CilyKeOHOro TenedoHa Ha MOAIMHHUKE MUChMa
3apyOexHOMY ajpecaTy HE MPOCTAaBIISIOTCS, a YKa3bIBAIOTCS HA KOMHMM (WJIM BTOPOM 3K3EMILISIPE)
IMChbMa, OCTAroLIeNCs B JIEIIE.

5.5.1.8. Ecnu nogpasieneHre roTOBUT OTBET Ha MOCTYNMUBIINNA JOKYMEHT, TO OHO 00s13aHO
coOOUIUTh OO0IIEMYy OTAENYy, KaKOMYy pPErHCTpallMOHHOMY HOMEpY MOCTYNHUBLIETO JOKYMEHTa
COOTBETCTBYET OTBET JUId 3aKphITUS 33JaYd HCIOJHEHUS JaHHOro JokymeHta B CDJ]
YHHMBEpPCUTETA.

5.5.1.9. B mnwucbmax, coiepkammx HH(DOpPMAIMIO OTrPaHUYEHHOIO PpPaCHpOCTpaHEHUS,
npocTaBisieTcs peKBU3UT «OTMETKa 0 KOH(PHICHIIMATHHOCTH.

5.5.1.10. IIpoekT ciyxeOHOro nMuchbMa MOJAeTCsl Ha MOJIUCH PEKTOPY, IPOPEKTOPY BMECTE
¢ Komueil (BTOphIM 3K3EMILIIPOM) MUChbMa, Ha KOTOPOM o(opmMiieHa Bu3a (BU3bl) COTIaCOBaHMUA.

Brecenune n3MeHeHM 1 UCTIPABICHUN B MOJNMCAHHOE MUCbMO HE JIOIyCKAETC .

[TucbmMO, MOANMCAHHOE PEKTOPOM, PETUCTPUPYETCSs B OOIIEM OTHAENe WM MPUEMHOU
pEeKTOopa, e eMy NPUCBAaNBAETCA AaTa U PETUCTPALIMOHHBINA HOMED.
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5.5.1.11. OTBEeTCTBEHHOCTh 32 CBOEBPEMEHHYIO M KAaYECTBEHHYIO IOJTOTOBKY CIY>KEOHBIX
MUCEM, B TOM YHCJIE 332 UX COJIEp’KaHue, COTIACOBaHUE, aKKypaTHOCTh, TPAMOTHOCTb, COOJIOICHHE
TpeOoBaHUil MO O(OPMIIEHUIO BO3JAraeTcsi Ha PYKOBOAMTENEH CTPYKTYpPHBIX MOIpa3AeicHH,
MOATOTOBUBIIUX IPOEKT MHChMA, a MEPCOHAJIbHAs OTBETCTBEHHOCTh — Ha HEMOCPEICTBEHHBIX
VCIIOJTHUTEIIEH.

5.5.2. 3anucka (nokJaaHasn, cjayxKeOHasi, 00bICHUTEIbHAN)

s MHPOPMALIMOHHOTO  OOMEHa MEXJy CTPYKTYpPHBIMH  INOApa3JeleHUsIMH,
JOJKHOCTHBIMU JIMIIAMU U PaOOTHUKAMHU YHUBEPCUTETA UCIIOJIB3YIOTCS CIEAYIOINE BUbI 3aIIUCOK:

a) JOKJIa/iHas 3aIKCKa;

JlokyiagHasi 3alucKka — 3TO JOKYMEHT, aJpEeCOBaHHbIA PEKTOPY YHUBEPCUTETA, IPOPEKTOPY
B COOTBETCTBUU C JEJIETHPOBAHMEM OTACIBHBIX IOJHOMOYMI WJIN PYKOBOAMTEIIO CTPYKTYPHOIO
NOJIpa3/ielIeHus, COJEpKalUil CyTh Kakoro-aubo BomIpoca C BbIBOAAMH M IPEAJIOKEHUSIMU
cocraBurens. CocTaBisercs, Kak IPaBUIIO, C LIEIbIO NPUHATHS PYKOBOJICTBOM COOTBETCTBYIOIIUX
MEp WJIM BBIHECEHUS OINPEIEICHHOIO PEILICHUSI.

Ilo copepxaHMIO [OKJIAaJHBIE 3alMCKM MOTYT IIOAPA3ACIATHCA HAa HMHHULIMATUBHEBIC,
MH(OPMALIMOHHBIE U OTYETHBIE (AHAIUTUYECKUE).

JloknasHbple 3alUCKU O0ECNeYMBalOT CBA3b OOBEKTOB YIPABICHHUS HA BEPTUKAIbHOM
YPOBHE, TO €CTh HAIIPaBIISIFOTCS OT HUXKECTOSIIEr0 JODKHOCTHOTO JIMIA K BBILIECTOSALIEMY
JOJDKHOCTHOMY JIULLY.

Teker nOKnIaaHON 3alMCKH, KaK MPaBHIIO, COCTOMT M3 ABYX 4acTeil. B mepBoil u3nararorcs
(bakThl, COOBITHSA, MOCIYKUBIIME OCHOBAHHWEM JUISI CO3/aHUS JIOKYMEHTA, aHaJIM3 BO3HUKIICH
cuTyauuu. Bo BTopoii yacTu coaeprkaTcsi BBIBOABI U IPEIOKEHHS aBTOPA 3aIIUCKH.

0) ciyxeOHas 3aIMuCKa;

CnyxebHasi 3amucKka — JOKYMEHT BHYTPEHHEW MEPENUCKH MEXIy CTPYKTYPHBIMU
NOJPa3JCICHUsIMA YHUBEPCUTETA WJIH JIOJDKHOCTHBIMM JIMLIAMH, HE HaXOISIIMMUCSA B IPSIMOM
MOTYUHEHUH.

CayxeOHble 3alMCKU O0ECIEeYMBAIOT CBSI3b OOBEKTOB YIPABICHHS HAa TOPHU30HTAIBHOM
YpOBHE, TO €CThb COCTAaBJISIOTCS pPAOOTHUKOM WM PYKOBOJAWUTEIEM TMOApA3/CICHUs] HAa WM
PYKOBOJUTENS WIM CHElMalIucTa Apyroro nojpasneneHus. CiayxeOHble 3allMCKU HaNpaBiIsSIOTCS
OOBIYHO OT OJHOrO PYKOBOAMTENS K JPYroMy HJIM OT OJHOTO pabOTHUKA K JPYroMy, TOJBKO
B CJIy4ae UX PaBHO3HAYHOI'O JOJDKHOCTHOIO CTaTyca, B IPOTUBHOM CIIy4ae 3TO JOKJIAJHas 3alliCKa.

Kak mpaBuio, ciyxeOHble 3allUCKM COCTaBJSIIOTCS [0 BOIpOCaM MaTepUaIbHO-
TEXHUUYECKOTro, HWH(POPMAIMOHHOIO, OPraHM3allMOHHOTO M XO3SHCTBEHHOTO oOecrieyeHus.
OHM 00BIUHO cOJIepKaT ONPEAETICHHYIO TPOChOY, MPeI0KEHUE.

Criy>xeOHble 3alIUCKH OPOPMIISIFOTCS TaK )K€, KaK U JJOKJIaJHBIE.

B) O0BACHUTENbHAS 3aIIHCKA;

OObscHUTENbHAS 3allUCKA — JTOKYMEHT, OOBSCHSAIOIIMUNA MPUYUHBI KaKOro-Iubo cOObITHS,
(axTa, moCTyIKa.

5.5.2.1. 3amucku COCTaBJIAIOTCSI Ha CTaHAApTHBIX Jucrax Oymarm ¢opmata A4
(He Ha GylaHKaX) U UMEIOT CIIEAYIOIINE 00s3aTeNIbHbIE PEKBU3HUTHI:

a) HAaMMEHOBaHHE OpraHu3alnu;

VYka3sIBaeTcsl coKpallleHHOoe HauMeHoBaHue ynusepcurera - ®I'bOY BO «I'YMP® umenn
aamupana C.O. MakapoBa», KOTOpOe IedataeTcsl MPONUCHBIMU OYKBaMHU IMOJIY>KUPHBIM HIpU(TOM
Ne 16, oT neBoii rpaHULIbI TEKCTOBOTO MOJIS.

0) HauMEHOBAaHUE CTPYKTYPHOTO MOpa3/ieJeHNs] YyHUBEPCUTETA — aBTOPa JJOKYMEHTA;




TET I,
SEPOTET Mgy,
& ‘i,

5
A

®dI'BOY BO « 'YMP® umenn agmupana C.O. MakapoBa» Crp. 38 13 132

(OCIMPCTg,
”
by
h‘\.
204 001

WHCTpYKIHS 1O AETONPON3BOJICTBY YHUBEPCUTETA BepcHs 4

3

&
o
Lpap .08

HaumeHnoBanue CTpPYKTypHOrO THOJpa3fefieHus] Ie4aTaeTcss 4epe3 JBa MEKCTPOUHBIX
WHTEpBaja OT HAWMEHOBAHMS YHUBEPCHUTETA, CTPOUYHBIMU OYKBaMHU, HauyMHasi C MPOIHUCHOM,
0e3 KaBbIUeK, 0OBIYHBIM HIpUdTOM pazmepom Ne 12-14, ot 1eBO# TpaHUIIBI TEKCTOBOTO TOJIS.

B) BUJI JOKYMEHTA;

Bun nmoxkymenta — cnoBa «JIOKJIAIHAA (CJIIYKEBHAS, OBBACHUTEJIBHAS)
3AITNCKA» nevararoTcsi 4epe3 JBa MEXKCTPOUYHBIX MHTEpBaJa OT HAUMEHOBAHHUS CTPYKTYPHOTO
noJipa3fielieHusl MPOIMUCHBIMUA OyKBaMu 0e3 KaBblYeK, MONYKUpHBbIM mipudtom Ne 16, oT seBoit
TPaHUIIBI TEKCTOBOTO IOJIS.

1) 1aTa JOKyMEHTa;

JlaTol 3anucKy sIBJISI€TCS /1aTa €€ MOANMCAHUS.

T') pETUCTPALIMOHHBIA HOMED;

1) HAMMEHOBAHKE JIOKYMEHTA (3ar0JI0BOK K TEKCTY), €CJIM TEKCT Oojiee 4-5 CTpoK;

HaumeHnoBanue 3amucku JTOJDKHO MMETh HaMMEHOBAaHME, KOTOPOE HayMHAeTCs C Mpejiora
«O (O6)». Hapumep: O Hampasienue Ha oOydenue, O0 yuactre B koHpepeHuu, O0 ono3aanuu
Ha paboTy.

HaunmenoBanue 3amucku medaraercs 4yepe3 JBa MEXCTPOUYHBIX HMHTEpBaja OT PEKBU3UTOB
«/lata pmoxkymeHTa» u «PeructpallMoHHBIII HOMEp AOKYMEHTa» CTPOYHBIMU OyKBaMH, HauWHas
C IPOTIMCHON 0€3 KaBBIYEK, NOIYKHPHBIM mpudrom pasmepom Ne 12, oT 1e€BOl TpaHUIIBI
TEKCTOBOTO TOJIS.

€) azpecar,

[Ipn OGONBIIOM KOMUYECTBE aJ[PecaToB COCTABJSAIOT CIHCOK PACChUIKM M Ha KaXIOM
AK3EMILISIPE MUChMa yKa3bIBAIOT TOJIBKO OJJHOTO aapecara.

B pexBusute «Anpecar» yka3bIBalOT JOJDKHOCTb, MHUIUAIBI U (DaMUIUIO JOTKHOCTHOTO
JMIa, HA PACCMOTPEHUE KOTOPOI'O HAIIPABJISETCS 3alIUCKa;

) TOJITUCH;

3) BU3bl JTOJDKHOCTHBIX JIMI] YHUBEPCUTETA MIPHU MIPEIOCTABICHUH 3aIMHCKHU.

5.5.2.2. Tlocne paccMoTpeHus aapecaTaMu U OQOPMIICHHS YKa3aHUW MO HCIIOJHEHHUIO
JIOKYMEHTA 3allMCKH HAIPABIISAIOTCS YKA3aHHBIM UCIIOJHUTENSM U COMCIIOIHUTENSM.

OpurvHasibl 3alMCOK XPaHATCS B JieJaX CTPYKTYPHBIX MOJpa3[eieHUudl — UCIOJHHUTENEH
B COOTBETCTBUU C HOMEHKJIATypOH JIeI.

5.5.3. Cnpaska

5.5.3.1. CrpaBka — JOKYMEHT, COJAEpPKAIUN OMUCAHUS U TOITBEPKIACHUS TEX WU WHBIX
($akTOB WM COOBITUH, B TOM UnCiIe OMOTpaPUIECKOTO I CIIY)KEOHOT0 XapakrTepa.

CrpaBKM COCTaBISIIOTCA CTPYKTYPHBIMU TOApA3JeNeHUs MU 10 TOPYYEHHUIO peKTopa,
IpOpeKTOopa WIM 1O YCTHOMY (IMCbMEHHOMY) 3ampocy paOOTHHKOB, OOy4aroumxcs
B YHUBEPCUTETE U IPaX/IaH.

B 3aBucumocTu oT agpecaTa CripaBKU JENATCS Ha JIBE TPYIIIbL:

a) BHEIITHUE;

BHemHue crnpaBKM COCTaBISIIOT s MPENOCTAaBIEHUS B JPYI'yl0 OpraHU3aluio
U TpakJIaHaM.

0) BHyTpEHHUE;

BHyTpeHHHEe CIpaBKM NpPEIOCTAaBISAIOT PEKTOPY, IMPOPEKTOpaM MM Ha PacCMOTPEHHE
KOJUJIETHaJIbHOTO OpraHa YHUBEpPCHUTETa (COBET, KOMUCCHS U T.I1.).

B 3aBucUMOCTH OT coziepKaHUsl CIIPABKH JIEJIATCS HA JBE IPYIIIHL:

a) CIpaBKH, COJIEprKalllle CBEIACHHUs, CBI3aHHbIE C OCHOBHOM J1€ATEIbHOCTHI0 YHUBEPCUTETA
(aHanuTHYECKUE, OTUYETHBIC, UH(POPMALIMOHHBIE);
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0) crpaBKH, MOATBEPXKIAIOIINE CBEACHHUS OMOrpadUyecKOro WM CIYy)KeOHOro Xxapakrepa
0 4yenmoBeke (0 TOATBEPKICHUHM 3aHMMAeMOH OJDKHOCTH, TPYJOBOTO CTaxa, OOy4YeHHS,
0 3apaboTHOI TIaTe u ap.).

5.5.3.2. BHemnue cripaBku 0OPMIIIIOTCS HA YTBEPXKICHHOM 00IeM OJIaHKe YHHBEPCHTETA
(IMpunoxxerne Ne 6), Hanpumep, apxHBHas CIOpaBka WIA 10 TPeOOBAHUIO OpraHU3aIlWH,
3arpaiiBarolleii CrpaBKy, Ha yTBep)KIeHHOM OJiaHKe nuchMma yHuBepcurteta (I[Tpunoxenne Ne 6).

Ecnu curyanum, mo KOTOPbIM BBIAAIOTCS CIIPaBKH, SIBISIFOTCSI TUIIOBBIMU, B YHUBEPCUTETE
MPUMEHSFOTCS YHUDHUITUPOBAHHBIC OJIAHKH.

BuyTtpennue cnpaBku o0GOpMISIOTCS Ha CTaHAapTHOM Jjucte Oymaru ¢dopmara A4
AQHAJIOTUYHO BHYTPEHHEH JOKJIATHOW 3alHCKe W MOANUCHIBAIOTCS PYKOBOAMTEIEM CTPYKTYPHOTO
MoJIpa3iesieHus U/UIH CIIEUAINCTOM-COCTaBUTENIEM.

5.5.3.3. CnpaBku, cojaepKaliue CBEICHHs, CBA3aHHBIE C OCHOBHOM JE€ATEIbHOCTHIO
YHHUBEPCUTETA, UMEIOT OJIHY MOAIHKCH.

BHemHue crnpaBKu MOIMUCHIBAIOTCS PEKTOPOM, IMPOPEKTOPAMH WM PYKOBOIUTEIISIMH
CTPYKTYpPHBIX TOJpa3AeNCHU, HUMEIONIMMHU MpaBO MOJMNUCH JIOKYMEHTOB B COOTBETCTBHH
C JIOJDKHOCTHBIMHU MHCTPYKITHSMH B JOBEPEHHOCTSIMH.

CrpaBku, coaepxkaiiue cBeJeHHs (PMHAHCOBOTO XapakTepa, MOJKHBI UMETh JIBE MOAMKCH,
Harpumep:

MPOPEKTOpa (MMEIOIIEro MPaBo MOIMUCH TAKMX JOKYMEHTOB B COOTBETCTBUHU C JJOBEPEHHOCTHIO)
[JIABHOTO OyXraJiTepa WM HadaJlbHUKA TNIAHOBO-(DMHAHCOBO CITYKOBI.

CrpaBku Ouorpauueckoro WiM CIyKeOHOro XapakTepa O YeJIOBEKEe, COCTaBIICHHBIC

B CTPYKTYPHOM IOJIPA3/ICICHNH, TOJKHBI UMETh JIBE TTO/INCH:

YIIOJTHOMOYEHHOTO JIOJKHOCTHOTO JIMIIA YHUBEPCUTETA;

PYKOBOIUTEINST MM PaOOTHUKA CTPYKTYPHOTO MOJpPAa3/IEICHHs, OTBETCTBEHHOTO 3a COCTABIICHHE
CIIPABKU M COZEpKAIlKecs B HEll CBeICHUS.

Hamnpumep:
3aBeAyIOIIHi apXUBOM nOONUCh N.0. ®amunus
ApxuBapuyc apxuBa HOONUCH N.0. ®amunus

CropaBku Ouorpauieckoro MM CIyKeOHOro XapakTepa O YeJIOBEKE, COCTaBJICHHbIE
B APXMBE YHUBEPCUTETA, UMEIOT OJIHY NOANKCH 3aBEAYIOLIETO APXUBOM.

CrnipaBka, MOArOTOBJIEHHAs B OTBET HAa MUCbMEHHBIH 3a1poc, MOJaeTcs Ha MOAMNHUCH PEKTOPY,
IIPOPEKTOPY, 3aBEYIOIIET0 apXUBOM, BMECTE C OPUTMHAJIOM MHChMA - 3aIpoca.

BHeceHnne n3aMeHeHni Wik UCITPABIICHHUI B TOANMCAHHYIO CIIPABKY HE JOMYCKaeTCsl.

5.5.3.4. CnpaBku, NOATBEpXKJIAIOIINE CBEACHUS OHOrpagMuecKkoro WM CIyxeOHOTro
XapakTepa O 4YeJlOBEKe, a TaKKe CIpPaBKH, COJEp)KallUue CBEACHHUS (PUHAHCOBOTO XapakTepa,
3aBEPAIOTCS IPOCTABICHUEM OTTHCKA TIEYaTH.

Ha cmpaBku, nMeromue MNOANKCH PEKTOpa, MPOPEKTOpa, HadallbHUKA OTAeNa KaJpos,
HayalbHUKA OOIIETro OT/esa, 3aBEYIOLIer0 apXUBOM CTaBUTCS NeUaTh YHUBEPCHUTETA.

Ha cnpaBku, umeroniye noanuch pykoOBOAMUTENS CTPYKTYPHOIO MOJpa3fesieHusi, CTaBUTCS
[e4aTh CTPYKTYPHOT'O MOAPA3AEICHUS.

5.5.3.5. ObGecrieueHne KaueCTBEHHOM MOJATOTOBKH CIIPABOK BO3JIAraeTcs Ha PyKOBOIUTEICH
CTPYKTYPHBIX IIOJIpa3i€JIEHNH, KOTOPbIE OTBEYAIOT 3a IPEJOCTABIECHHBIE CBEACHHUS.

Cpoku TOJArOTOBKM CIPABOK, SBJSAIOIIMXCS OTBETOM Ha 3alpoc, YCTaHaBIUBAIOTCS
B COOTBETCTBUM C JECHCTBYIOIIUM 3aKOHOJATeNbCcTBOM Poccuiickoit denepannn win ykazaHUSIMU
10 UCIIOJIHEHUIO JOKYMEHTOB PEKTOPa, IPOPEKTOPa.
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5.5.3.6. OpuruHaiibl BHEIIIHUX CIIPAaBOK HAIPABIISAIOTCSA aJlpecaTam:

- 110 TIOYTE Yepe3 00Ul OTILT;

- BBIJIAIOTCS HA PYKH paOOTHUKAM, O0y4aIOLUMCSl YHUBEPCUTETA U TPaXKJIaHaM.

Komuu cnpaBok, MOATOTOBJICHHBIX IO MHUCBMEHHBIM 3alpocaM, XpaHATCA B Jelax
CTPYKTYPHBIX MOJIpa3fiesieHuii BMECTe ¢ OpUrMHAIaMU 3allPOCOB.

OpurvHajibl BHYTPEHHUX CIIPABOK XpaHATCS B JieNlaX CTPYKTYPHBIX MOApPa3ACIICHUM,
KOTOPBIM OHH aJIpeCOBaHbl, B COOTBETCTBUU C HOMEHKJIIATYpOU JIell.

5.6. OcoGennocTu oopmMiieHHs JOKYMEHTOB, NepelaBaeMbIX 10 HH(POPMALMOHHBIM
cucTeMaM 0011ero moJib30BaHUSs

5.6.1. Tenerpamma

TenerpaMMbl OCBUIAIOTCSI TOJBKO IO CPOYHBIM BOIPOCaM M JIMLIb B T€X Cllydasix, KOrjaa
JPYTUM CII0cCOO0M nepenaTb HH(HOPMAIUIO HEeNlb3sl.

B cocraB Tenerpammbl BXOJAT CIEIYIOIINE PEKBUZUTHI:

HauMEHOBAHME JJOKYMEHTA — TEJIErPaMMa;

OTMETKa 0 KaTeropuu tesnerpamma — «lIpaBurenscTBeHHas», «CpodHas» U T.1.;

azpecaT — MOJAPOOHBIN ajapec C yKazaHHMEM HOMepa OTJIEJIEHHUS CBA3M, MO3BOJIAIOLIETO
o0ecnevynTh JOCTaBKY TEJIErPaMMBbl aJipecary, U IOJIHOE HAMMEHOBAHUE aJlpecara;

TEKCT — COIEPKAHUE TEIErPAMMBI;

pEerucTpallMOHHBIA HOMEp U JlaTa perucTpaiuy;

IIOJIIIUCH;

pacmnpoBKa MOAMUCH;

OTMETKa 00 UCIIOJIHUTEIE.

Tenerpammbr odopmisitorcst Ha Oymare dopmara A4. Tekcr TenmerpamMMmbl H3JIaraercs
KpaTKo W MedaTaeTcs depe3 2 HMHTEpBajla NPONHMCHBIM mipudroM Oe3 ab3aleB, UCIpPABICHUH,
MIEPEHOCOB CJIOB. 3aroJIOBOK Ha TellerpaMMax He mnpocrapisercs. [Ipu orBere Ha MOCTYNUBIIUN
JIOKYMEHT B TEKCTE TEJIErPaMMBbl JAETCsl CChUIKA HAa €r0 HOMEP U JIaTy.

[lonnuce B Tenmerpamme ogopmisieTcss OTAENbHOM CTpoko. B moamucu ykasbiBaroTcs
JOJDKHOCTh M (paMumiusl Jinna, ykasblBalOTCS ajpec o(opMuUTeNs, COKpALIEeHHOE HAaUMEHOBaHHE
YHHMBEpPCUTETAa, UCXOASIIUNA HOMEp M jara, (aMuius, TeaedoH UCIOIHUTENS, CTAaBUTCS IeYathb,
YZIOCTOBEPSIOLIAs TIOIHUCH.

WcnonuuTens npeacTapiseT B OOLUMI OTAEN JUIs perucTpalii U OTHPaBKH MOJINUCAHHYIO
PYKOBOJCTBOM yHHUBEpPCUTETa TellerpaMMy U JIB€ KONMMM C YyKa3aHUEM Ha KaXJIou
U3 HUX NOAPOOHOTO aapeca moayvaress.

[Topsnox BU3MpOBaHMS, MOJANUCAHUS M PETUCTPALIMU TEJNErpaMM aHAJIOTMUYEH MOPSAKY
COIJIACOBAaHUS JOKYMEHTOB, YCTAHOBJIEHHOMY JUIsI CIyXeOHbIX mNuceM. Bu3bl mpocraBisioTcs
Ha 00paTHOI CTOpPOHE MEPBOTO SK3EMIUIAPA (MOIMHHUKA) TEIErPaMMBbI.

OTBETCTBEHHOCTh 32 CBOEBPEMEHHYK0 M KA4€CTBEHHYIO IIOATOTOBKY TEJIErpPaMM
U COONIOIGHNE TMpaBWJI MO UX O(OPMIIEHHIO BO3JaraeTcsi Ha pPYKOBOIMUTENEH CTPYKTYpPHBIX
NOJpa3JelICHnH, TOATOTOBUBIIMX TEJIErpaMMbl, a HEMOCPEACTBEHHAs OTBETCTBEHHOCTh —
Ha HEeMOCPEICTBEHHBIX UCTIOIHUTENEH.

IlepBslii 3K3EMIUIAP TENErPaMMbl OCTAETCSl B TIOYTOBOM OTJIEJIEHHUM CBSI3U, BTOPON U TPETUM
C OTMETKOH O JaTe W BpPEMEHHM OTIpPaBKU, a TAaKXKE€ C yKa3aHUEM pETUCTPALMOHHOIO HOMeEpa
MOYTOBOTO OTJAENEHHUs] BO3BpAIlaeTCsl B OOMMI OTAeN M CTPYKTYpHOE TMOjpa3zelieHuE,
MOJFOTOBUBILIEE TEJIErPaMMYy, IJ€ MOANIMBAIOT B COOTBETCTBYIOIIEE MO COACPKAHUIO JIETIO.
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5.6.2. dakc (paxcorpamma)

JIOKyMEHTBI, TpeOyolue CPOYHOTO HCIOIHEHUs, MEPeAaroTcs aapecaTy C IOMOIIbIO
(bakCUMUIILHON CBS3H.

[Tocrymnaromiee Ha UMsI pPyKOBOJCTBA M CTPYKTYPHBIX MOJpPA3/ICICHUIl YHUBEPCUTETA Yepe3
(aKCUMWIBHYIO CBSI3b CIIY)KCOHBIC MHChbMA W JIPyrue JTOKYMEHTHI ((hakchl) NpUpaBHUBAIOTCS
K OpHIIMATBHBIM aHAJIOTUYHBIM JJOKYMEHTaM.

C wucnonp3oBaHUEM CPEICTB (PAKCUMIUIBHON CBS3M MOTYT OBbITh IEpellaHbl MaTepuaibl
TEKCTOBOTO, TAOMUYHOTO WM TrpadUYeckoro Xapakrepa, HWCHOJHEHHBIE THIOTpadCKuM,
MaIIMHOMUCHBIM WJIH PYKONHCHBIM CIOCOOOM B YEPHOM IIBET€ C YETKUM U KOHTPACTHBIM
n300paxeHreM (TepBbIe AK3EMIUIAPHI WIIM UX KCEPOKOMUHU) Ha Oenoil Oymare ¢ MUHUMAIBHON
BBICOTOM OYKB U u(p 2 MMm.

OOBem mepeaBaeMoro B TEUEHHE CEaHCa CBS3M JOKYMEHTA, BBIIIOJIHEHHOTo Ha (hopmate
A4, He TOIHKEH TPEBBIIATD 5 JTUCTOB.

[Tpu ormpaBke (hakca MPOU3BOIUTCS KypHAIIbHAS 3aIMCh C MOJITBEPKICHUEM BBITOTHEHUS
3BOHKA. OJTO TO3BOJSET OTIPABUTENIO OBITh YBEPEHHBIM, YTO JIOKYMEHT JOCTaBJICH
110 HAa3HAYCHUIO.

[Topsmox 00pabOTKH, pacrpeneneHus] U MPOXOXKACHHUS, MOCTYMAIOIUX U OTIPABISIEMbIX
¢dakcoB, aHANOTHYEH TMOPSAKY, YCTAaHOBJICHHOMY JJs  JIOKYMEHTOB C  OTMETKaMH,
XapaKTePU3YIOIIMMH CTENIEHb CPOYHOCTH UX MCIIOTHEHUS UK IOCTABKH.

CayxeOHble TIHCbMa, TMOMy4aeMble 1O (akCy, HMEIOT CTaTyC KOMUU JOKyMEHTa
(He3aBEpEeHHOI KOMUU), €CIU C aBTOPOM M aJpecaToM He 3aKII0YeHO COrJalleHHe O padore
¢ pakcamMn Kak ¢ TOUIMHHUKaMH. B ciywae, ecim anmpecaTy HEOOXOJMM TMOJIMHHHMK IHCHbMa
B KaUECTBE MOATBEPXKACHUS WIM JOKa3aTelIbCTBA, aBTOP IMHCHbMa MOCIE OTHPAaBKU JTOKYMEHTa
1o (hakcy BBICHUIAET MOUTMHHUK MUChMA 10 MOYTE WM MHBIM 00pa3oM, OCTaBIss y ce0sl KOIHIO
(BTOpOli  9K3eMmIUIsip) JOKyMeHTa. Ecnu nuceMo uMeeT UHGOPMAIMOHHBIM  XapakTep,
U IS anpecaTa MHAChMa HE WMMEET 3HA4eHHWs, KaKuM 00pa3oM moiydeHa HH(opMaIws, aBTop
NUCbMa MOKET HCIOJIb30BaTh OTHpPaBKYy Mo (akcy 0e3 mociemyroue JTOChUIKH ajpecary
MO/UTMHHUKA.

OTBETCTBEHHOCTh 32  COJEpXaHHWE  IMepelaBaeMoil  MHQPOpPMALMU  BO3Jaraercs
Ha WCTIOJTHUTEJSI, TOATOTOBHUBILIETO JOKYMEHT K Iepelnade, U PYKOBOIUTEINS COOTBETCTBYIOIIETO
CTPYKTYPHOTO MOJIpa3/ieIeHHUs.

Kontpons wucmonb3oBaHus (aKCUMIIIBHOW TEXHWUKH, YCTAHOBICHHOW B CTPYKTYPHBIX
MOJIPA3ICIEHUSX, OCYIIECTBISIETCS UX PYKOBOIUTEIISIMH.

5.6.3. Teuaedonorpamma

Tenedhonorpamma ucmonb3yeTcs JUIs ONEPATHBHOIO PEIICHUS BOMPOCOB B TEX CIIydasx,
Korja cooOlleHue, MnepeAaBaeMoe IO TelaedoHy, TpeOdyeT AOKYMEHTAIbHOIO O(QOpPMIICHHUS.
C nmomoIpo TeneOHOrpaMMBI  TIEPEAAIOTCS HECIIOKHBIE TEKCTHI, TaKMe KakK MpUTJIalleHue Ha
COBEIaHKe, 3aCeJaHue U T.]I.

Tekcr TenedoHOrpaMmbl mepemaeTcss YCTHO MO  KaHajlaM  TeNe(OHHOH  CBS3M
Y 3amuchiBaeTcs (mevaraercs) mojydaresneM. TekcT Terae(OoHOrpaMMbl HE JOJKEH IPEBBIIIATh
10 ctpok (30-50 cnoB). B tekcre cienyer u3derarb TPYIHOIPOU3HOCUMBIX CJIOB, CJIOBOCOUYETAHHI
U CJIOKHBIX PEYEBBIX 0OOPOTOB.

[Tocne mepenaun TeneOHOTpPAMMBI 3aMHMCABIIErO MPOCAT MNPOYUTATh TEKCT, YTOOBI
yOeMUThCs B MPABUIIBHOCTH 3aIUCH.
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Tenedgonorpamma BKIItOYaeT B ce0sl CICIYIOIINE PEKBU3UTHI: HAMMEHOBAHUE OPTaHMU3AIINHY,
BUJ] JIOKYMEHTA, JaTa, HOMEp, MECTO COCTAaBJICHHUS, aJpecaT, TeKCT, MOAMUCh, OTMETKH O BPEMEHU
nepeAay W INpHeMa W yKa3aHWe JOJDKHOCTEH, (aMUiIMii W HMHUIMAJIOB JIUI], MPHHSBIIUX
U TIepeIaBIINX Telle(hOHOTpaMMY.

Jlaroii TenehOHOrpaMMBI SIBJIICTCS 1aTa €€ Mepelayu.

IlepenaBaemasi TenedoHOrpaMMa COCTABIISICTCS Ha CTaHJAPTHOM JicTe Oymaru ¢opmaToB
A4 unu AS B 0JTHOM DK3EMIUISAPE | MOANUCHIBACTCS PEKTOPOM (TIPOPEKTOPOM) HIIM OTBETCTBEHHBIM
ucnonauteneM. [lepenaBaemass TtenedoHOrpaMMa JIOJDKHA WMETh T€ K€  PEKBU3UTHI,
YTO M MOCTYIAIOMIAS.

[Tocrynatormasi B~ yHHBepcHUTeT  TenedoHOorpamMma  3amuchiBacTcs  (TiedaTaeTcs)
NPUHUMAIOIIMM Ha CTaHJapTHOM Jcte Oymarum ¢opmaroB A4 wmmu AS ¢ coOmoacHueM
CTaHIAPTHBIX MPABUIT O(OPMIICHHSL.

HcnonaurenbHas TenegoHorpaMma moAmmnBacTcs B 1e0.

Ecmu Ttenmedonorpamma mepemaeTcsi HECKOJIBKMM aapecaraM, TO IPUIIAraeTcsi CIHUCOK
YUPEKIACHUHN — aipecaTOB U HOMEPOB TeICPOHOB.

5.6.4. CooOl1ueHnue, neperaBaemMoe 1o 3J1eKTPOHHO MoYTe

3JI€KTpOHHa$I IIouyTra — OAUH U3 KOMIIOHCHTOB CHUCTEMbI aBTOMAaTHU3alluu I[OKYMGHTOO60pOTa,
CPE/ICTBO JIOCTaBKH, OTIPABKM W Iepefayd HH(OpMALUH, CBEICHUN MEXKAY IMOJIb30BATEISIMU
BHYTPH YHUBEpPCUTETAa M II0Jb30BATEISIMA TEPPUTOPUAIBHO YIAJICHHBIX €ro IOJApa3JeicHuM,
a Tak JK€ MEXJy YHUBEPCUTETOM, YUPSKIACHUSIMH, OPTaHU3aMSIMU U TPakKIaHaAMU.

DJNEeKTpPOHHOE MHUCHMO (DJIEKTPOHHOE COOOIIeHHE) — JIOKYMEHT HH()OPMaIMOHHO-
CIIPaBOYHOTO  XapakTepa, IepedaBaeMblii W  MOJIYY4aeMblid IO  JIEKTPOHHOW  IIOYTE.

CooOmenus, nocrynatomue u3 PenepalbHOrO areHTCTBA MOPCKOTO M PEYHOro Qiora
U IpYTUX OpraHu3alMidi Ha 3JIEKTPOHHBIA aJpec yHHUBEpPCUTETa, NPUHUMAIOTCS B IMPHUEMHOU
peKTopa.

[TpuHsATBEIE COOOIIEHHS pacleyaThIBAOTCS HA MIPUHTEPE U Jajiee UCIIOIHAIOTCS aHAIOTUYHO
JOKYMCHTaM Ha 6yMa)KHBIX HOCHUTCIISIX.

TpeboBanust kK 0(pOPMIIEHUIO JOKYMEHTOB, HOCHIIAEMbIX JIEKTPOHHON MOYTOM, aHATIOTUYHbI
TpeOOBaHUAM, MPEABABIAEMBIM K OOPMIICHUIO YIIPABICHUECKUX JIOKYMEHTOB, 3a()MKCHPOBAHHBIX
Ha OyMa)XHBIX HOCUTEISX.

DNeKTpOHHBIE COOOIIEHNS TEPEAAIOTCS apecaTaM 10 KOPIOPATHBHOM 3IEKTPOHHON MoYTe.
DJNEeKTPOHHOE MHUCHMO JOJDKHO COZAEpXKaTh TeMy, oOpallleHHe K ajapecaTy, CONPOBOIUTEIbHBIN
TEKCT, TMOANUCh C YyKa3aHueM (GaMHIUM, HMMEHH, OTYeCTBa, JOJDKHOCTH, HaMMEHOBAHUS
YHUBEPCHUTETa, JIEKTPOHHOTO ajipeca, TesedoHa.

5.7. HOpﬂI{OK CHATHSA U BbIAaYH KONMHUH AOKYMCHTOB U BBIINIUCOK U3 JOKYMECHTOB

5.7.1. Konuu NOKYMEHTOB WJIM BBIUCKH U3 JOKYMEHTOB (B TOM YHCI€ KOMHU apXUBHBIX
JIOKYMEHTOB) BBIJJAIOTCS TpakJaHaM 110 MMCbMEHHBIM 3asBJICHUSM MJIHM IO 3alpocaM OpraHu3anui
[0 TOPYYEHUIO (PE30JIIOLIMU) PEKTOpa, HPOPEKTOpa [0 HANpPaBICHUIO WX PYKOBOAUTEIS
COOTBETCTBYIOLIIETO CTPYKTYPHOTO MOJpa3ieieHus TOJIbKO C TeX JOKYMEHTOB, KOTOpble ObLIU
U3JIaHbl B YHUBEPCUTETE U JIOKYMEHTOB, M3JAAHHBIX IPYTUMHU YUPEKICHUSIMH, HO IMOJJIUHHUKU
KOTOPBIX HAaXOJATCS B YHHMBEPCHTETE M KacaloTcs CIy)XeOHOW JeATeNbHOCTH JaHHOTO
CTPYKTYPHOTO MOJIpa3/IEICHHUS.

IIpu pemieHMM BONPOCOB, KacalIIUXcs MpueMa TpakaaH Ha pabory, yuely,
YIIOBJIETBOPEHUS] MX TPYAOBBIX U JPYrHX IpaB, NP (POPMUPOBAHUU JIMYHBIX 1€ JOIYCKAeTCs
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U3rOTaB/IMBaTh KONUM JOKYMEHTOB, BBIJAHHBIX JAPYIMMH OpraHU3alUsIMM U HEOOXOAMMBIX
JUIS PEUICHUs COOTBETCTBYIOLIMX BOMPOCOB (KOMHM AMIIJIOMOB, CBHJETEIHLCTB 00 00pa3oBaHUM,
TPYAOBBIX KHIKEK U JIp.), B COOTBETCTBUU C JEHCTBYIOIUM 3aKOHOAATEIbCTBOM.

5.7.2. Konust toKyMeHTa JI0JDKHA OBITh 3aBepeHa YIOJIHOMOYEHHBIM JINLIOM U UMETh HHbIC
HE00XO0/IMMbIE PEKBU3UTHI, IPUJAIOIINE el IOPUINUECKYIO CUITY.

YaocroBepeHne KOMUWA JTIOKYMEHTOB CBOEH IMOJIUCHI0 MOXKET OBITh  BO3JIOKEHO
Ha JIOJDKHOCTHOE JIMLIO YHHUBEPCHUTETA!

a) BO BHYTPEHHEM JIOKaJIbHOM HOPMAaTUBHOM aKT€ YHUBepcHUTeTa (mpukase, B MHCTpyKuuu
0 JIeJIONIPOU3BOACTBY, JOPKHOCTHOW HHCTPYKLIUU U T.I1.);

0) B JOBEpEHHOCTH.

VYKazaHue Ha «IOJDKHOCTHOE JIMLO» IOATBEP)KAAET, YTO 3aBEPSIOIEe CBOEH IMOANUCHIO
KOTIHMIO TJOKYMEHTA JIIIO COCTOMT B IITAaT€ YHUBEPCUTETA U PaOOTAET IO TPYAOBOMY JIOTOBOPY.

JIOJDKHOCTHOE ~ JIMLIO ~ CBMJETEIbCTBYET  BEPHOCTh  KONMH  JTOKYMEHTOB,  €CIIU
3aKOHOJATEJIbCTBOM  HE  MPEAYCMOTPEHO  MpPEACTaBICHHE TaKUX KONUH  JOKYMEHTOB,
3aCBUIETEIbCTBOBAHHBIX B HOTAPUAILHOM HOPSIJIKE.

5.7.3. JloiKHOCTHOE JIMLO BIIPaBe OTKa3aTh B BbIJIa4€ KOMUU JOKYMEHTA, €CIIH:

- B CWIYy JEHCTBYIOILEro 3aKOHOAATENbCTBA C OINPENIEICHHOT0 JOKYMEHTa 3aIlpeliaercs
CHSITUE KOIIHU;

- JOKYMEHT HMMEeT HESCHbII TEeKCT, NOJYUCTKH, HPUIIUCKH W HHbIE HEOTOBOPEHHBIE
WCIIPABIICHUS;

- JOKYMEHT COJEP’KUT MH(OPMAIIUIO, COCTABISIONIYI0 FOCYIapCTBEHHYIO, KOMMEPUYECKYIO
WIN CITy)K€OHYIO TaifHY;

- JIOKYMEHT COJEpKUT HHGPOpMalMI0 KOH(PUICHIMAIBHOTO XapaKTepa, Kacarollyrcs
TPETHUX JIULI, B TOM YHCJIE IPYTUX PAOOTHUKOB U 00yYarOIIUXCS.

IlepcoHanbHble JaHHbIE PAOOTHUKOB IMOJUIEKAT 3alUTE B COOTBETCTBUU ¢ DeneparabHbIM
3akoHOM OT 27.07.2006 No 152-®3 «O mepcoHanbHbIX JaHHBIX» U ri1aBoil 14 TpymoBoro komekca
PO «3ammra nepcoHalbHBIX JaHHBIX pa0OTHUKA». Eciiu B TOKyMeHTe, KO0 KOTOPOTro pabOTHUK
IPOCUT TNPEAOCTaBUTh B CBOEM 3asIBICHUH, COJEPXKATCS TaKKe MEPCOHAJbHBIE JaHHbBIE IPYIHX
pabOTHUKOB, TO eMy HEOOXO0AUMO O(POPMUTH U BBLAATH BBIITUCKY U3 TAKOTO JOKYMEHTA.

5.7.4. JIomXHOCTHOE JMII0 HE BIpPaBe 3aBEPSATh KOMUIO JOKYMEHTA, €CIM IOJJUHHBINA
JIOKYMEHT OTCYTCTBYET.

5.7.5. OcobeHHOCTH 3aBEpEHMSI KO MHOTOCTPAHUYHBIX JJOKYMEHTOB.

OdopmiieHre KONMMM MHOTOCTPAHMYHOI'O JIOKYMEHTa OCYILECTBIIAETCS CJEIyIOLIUMHU
crocodamu:

- 3aBepUTENIbHAsg HAJIKCh YKa3bIBAE€TCA HA KaXJIOM JIMCTE MHOTOCTPAHUYHOI'O JIOKYMEHTa
(B COOTBETCTBUU C ITpaBUiIaMu opopmieHus pekBusuta 19 B [lpunoxenun Ne 1);

- BECh JIOKYMEHT CIIMBAETCS HUTHIO WJIM CKPEIUISETCS CTEIIEPOM, B IIPABOM BEPXHEM YTy
JMIIEBOI CTOPOHBI mepBoro jucra npocrasiserca orMmerka «KOITMS». Ha obopoTHO#l cropoHe
HocleAHero Jucta ogopmisieTcss 3aBepUTeNibHas HaANNCh (B COOTBETCTBUU C IIpaBUIIaMU
opopmnenus pexBusura 19 B [Ipunoxxenun Ne 1). Kpome Toro, cimB CKperuisieTcsi 3aBepuTeabHON
nevatpio «[Ipommuro, mnpoHyMepOBaHO U CKPEIJIEHO NeYaThIo JICTOBY, HaIIpHUMep:

[IpommTo, MpOHYMEPOBAHO U CKPETLIICHO
nevarbio 10 (mecsThb) TMCcTOB
HauganpHuk o0miero oraeia

N.0. Gamunus

Jara
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[Ipu 3aBepeHHH KOMHUH JBYXCTPAHUYHOI'O JOKYMEHTA, pacliedyaTaHHOTO Ha JBYX CTOPOHAX
OJIHOTO JIMCTA 3aBEPUTEIHHYIO HAIUCH ClIeAyeT 0(hopMIIATh Ha 00EHX CTOPOHAX JIUCTA.

OTMeTKy O 3aBepeHHH KOMUU He0oOX0IuMO O(GOpPMIISITH B COOTBETCTBHM C IpaBUJIAMU
odopmienus pexkuzuta 19 B [Ipunoxenun Ne 1.

Kpowme Toro, npu npommBke MHOTOCTPAHUYHOTO JOKYMEHTa HEOOXOMMO:

- obecreynTh BO3MOXXHOCTH CBOOOJHOTO YTCHHSI TEKCTa JIOKYMEHTa, BCEX JaT, BU3,
PE30JIIOIUN U T.1.;

- UCKJIFOUUTh BO3MOXXHOCTh MEXaHUYECKOTO pa3pylIeHUs (PACIIUTHS) PU U3YYCHUH KOITUU
JTIOKYMEHTA;

- o0ecreynTh BO3MOXHOCTH CBOOOJHOTO KOIUPOBAHHS KAXKIOTO OTICIBHOTO JIMCTa
JIOKyMEHTa COBPEMEHHOH KOMHMPOBAIbHON TEXHUKON (Hampumep, B cliydyae HEOOXOIUMOCTHU
MPEOCTABIICHUS KOTIMH JIOKYMEHTA B CY/).

5.7.6. Henb3s 3aBepsATh KONUU YYPEAUTENBHBIX, PETUCTPALMOHHBIX JIOKYMEHTOB,
JIOKaJIbHBIX HOPMATHUBHBIX aKTOB, MPUKA30B, PACIIOPSHKECHUH U T.I1. IPYTUX OpTaHU3aAIUH.

6. OPIrAHM3ALUA JOKYMEHTOOBOPOTA

6.1. IIpyMHIUINBI OPraHU3ALMHU JOKYMEHTO000POTA

6.1.1. IIpoxoxkIeHre TOKYMEHTOB B YHHBEPCHTETE C MOMEHTA IOJyYEHHsI WM CO3JIaHUs
JI0 3aBEpUICHUS] MX MCIOJIHEHHUS WIM OTIPaBKU 00pa3yeT JOKyMEHTOOOOpOT YHHMBEpPCUTETA,
KOTOPBIIi COCTOMT W3 TPEX OCHOBHBIX JIOKYMEHTOIOTOKOB: TIOCTYMAIOIIAs JIOKyMEHTAIIUS,
OTIpaBiIsAeMas JOKYMEHTAILUA, BHYTPEHHAA TOKYMEHTAIIHA.

6.1.2. Tlopsimok TPOXOXKICHHS JOKYMEHTOB M OIEpalid, IPOU3BOJUMBIE C HHUMHU
B [IOAPA3ACIICHUSIX YHUBEPCUTETA, PErVIAMEHTUPYIOTCS HACTOSAIIEH MHCTPYKLMEH, ITOJIOKEHUSIMHU
O CTPYKTYPHBIX TOJpa3feNeHusX, AODKHOCTHBIMU HMHCTPYKIMSAMH paObOTHUKOB U APYTUMHU
JIOKAJIbHBIMHU HOpMaTI/IBHI)IMI/I aKTaMHnu YHI/IBepCI/ITCTa.

6.1.3. JIokyMEeHTOOOOPOT B YHUBEPCUTETE OPTaHU30BAH CIEAYIOIINM 00pazoM:

- [IEHTpaJIM3anys olepanni 1o NpUeMy 1 OTIPaBKe JOKYMEHTOB;

- pacmpezienieHrne JOKYMEHTOB Ha JOKYMEHTOIOTOKH, UMEIOIIUI OJJMHAKOBBIA MapIIpyT;

- OpFaHI/ISaHI/ISI Hpe)IBapI/ITeJ'II)HOFO paCCMOTpeHI/IH HOCTyrIaIOHII/IX I[OKYMCHTOB;

- OZIHOKPATHOCTh PETUCTPALIUU JOKYMEHTOB;

- HCKJIIOYEHWE BO3BPATHBIX JBIKCHHH JIOKYMEHTa, HE OOYCIIOBIICHHBIX JICJIOBOM
HEOO0XO0INUMOCTEIO;

- yCTpaHeHUe HEOOOCHOBAaHHBIX COTJIACOBAHHM MMPOEKTOB JOKYMEHTOB;

- periaMeHTanus orepamnuii mo o0paboTke, pacCCMOTPEHHIO, TIOJITOTOBKE M COTJIACOBAHUIO
JIOKYMEHTOB.

6.2. Opranu3amnusi 10CTABKH T0KYMEHTOB

B yHuBepcutere ocymiecTBiseTcss cMellaHHas (opMa TMONy4eHHS U OTHIpPaBICHUS
JOKYMEHTOB uepe3 OOLIHii 0T eI, MPUEMHbIE PEKTOPA U IPOPEKTOPOB.

6.2.1. JloctaBka M OTHNpaBKa JOKYMEHTOB OCYLIECTBIISIETCS CpPEICTBAMHM ITOYTOBOM,
(denpaberepckoii U KypbepcKOM CBsI3M, HApOYHBIMH M PA3IUYHBIMU BHJAMH DJIEKTPOCBSI3U
(TenerpadHas, TenepoHHas, HIEKTPOHHAS 110YTa).

6.2.2. C momoupl0 MOYTOBOM CBSI3U JIOCTABIISIETCS M OTIPABIISAETCS KOPPECTIOHACHIUS
B BUJIE MPOCTHIX, 3aKa3HBIX (PEruCTPUPYEMBIX B OTAENEHUSAX TIOYTOBOM CBSI3M), 3aKa3HbIX
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C YBEJIOMJICHUEM IHCEM, MUCEM C OOBSBIEHHOM LIEHHOCTHIO, MPOCTHIX M 3aKa3HbIX OaHIepoJeil,
MOCBUIOK, MEJIKUX MAaKETOB, TOUYTOBBIX KapTOYEK, a TAKKE NEYaTHbIC U3/IaHMUS.

6.2.3. ®enepanbHOi (eabIBETEPCKON CBA3BIO JOCTABIISCTCS CIy)KeOHAss KOPPECTIOHACHITUS
U3 TOCYIapCTBEHHBIX OPraHoB, (peepaibHbIX OPTaHOB UCIIOJHUTEIBHOMN BIACTH U T.I1.

6.2.4. JIoKyMEHThl MOTYT JIOCTaBIIATbCA PAaOOTHUKAMU YHHUBEPCUTETA, IMOIYYUBIIUMU
WX B APYTUX OpraHU3AlMIX, U JUYHO IPAKIaHAMU.

JlocTaBka JOKYMEHTOB B CTPYKTYPHBIE IOApA3JICICHUS YHHUBEPCUTETA OCYIIECTBISETCS
pabOTHUKAMU OTBETCTBEHHBIMU 32 BEJICHHE JICTOMPOU3BOJICTBA B CTPYKTYPHBIX MOJIpa3/ICICHUSX.

JlocTaBka JOKYMEHTOB B (hUiIHalibl YHUBEPCHUTETa OCYUIECTBIISAETCS 4Yepe3 OO oTnen
CpEIICTBAMU MOYTOBOM M KYPhEPCKOU CBSI3U, & TAK)KE PAOOTHHUKAMHU YHHUBEPCUTETA, BHICIKAIOIIUMU
B (Quuuansl. Otopasnsemas B (Quidaibl KOPPECIOHACHLHUS COACPKHUT OIMUCH OTIPABISEMBIX
JIOKYMEHTOB.

6.3. IIpuem u nepBu4YHasi 00padOTKA NOCTYNAIIMX TOKYMEHTOB

6.3.1. Bcs xoppecnoHAeHIUs, TOCTyNAlolias B YHUBEPCUTET (BKIIIOYAs TeEJIErpPaMMBl,
tenedakcel, TeiaehoHOrpaMMBbl, (GakcorpamMmbl), TPUHUMAETCS pPabOTHHKAMHU OOIIEro OT/AeNa,
cekperapeM pekTopa. KoppecnoHJeHIHs NPOXOJUT TEPBUYHYIO 00pabOTKY, IpeaBapUTEILHOE
paccMOTpeHHe, PETUCTPAlMIoO U Mepeaady Ha JO0KIaJ PYKOBOJACTBY, BO3BpaT C JIOKJIala, MEPEHOC
PE30JIIOIUK B JKypHAJIBI (3JIEKTPOHHBIC), Pa3MHOKEHHE JTOKYMEHTOB (IO HEOOXOAMMOCTH)
IIPU aJPECOBAHUN HECKOJIBKHM HCIIOJIHUTENSIM, MMOCTAHOBKY Ha KOHTpPOJb, NMPU HAIUYHUH CPOKOB
UCIIOJIHEHUS], COPTUPOBKY KOPPECIIOHIEHLIUN UCTIOTHUTEISIM.

6.3.2. JIOKyMeHThI, MOCTYNUBIINE B YHUBEPCHUTET B TeueHUE pabodero AHS, MPOXOMAST
NEpPBUUHYI0 00pabOTKy W perucrpanuio B O00IIeM OTAele, MNPUEMHOM peKTopa, B JIEHb
MOCTYIUICHUS.

JIOKyMEHTBI, TTOCTYNHBIINE B HEpabodyee BpeMsi, B BBIXOJIHBIC W HEpPaOOUHe Mpa3THUYHBIC
JTHH, PETUCTPUPYIOTCS B 00ILEM OT/eNe, IPUEMHON peKTopa Ha CIEAYIOUUi pabounii 1eHb.

[Ipn mocrymieHuu JOKYMEHTa, TpeOyIOIIEero pacCMOTPEHHUs] PYKOBOJACTBA YHHMBEpPCUTETA,
HEINOCPEACTBEHHO B CTPYKTYPHOE IOJpa3ZeiieHuE, KpOME IMEPEUYNUCICHHBIX B M. 6.2. HacTosuen
Nuctpykiun (o ¢akcy/KOprmopaTUBHOM AJIEKTPOHHOW TMOYTE/MHBIM CIIOCOOOM), OH TOJJICKHUT
nepeaaye B OOIIMHA OTJEN A perucTpaly B TeueHre paboyero THs.

JIOKYMEHTBI, MOJIy4eHHblEe paOOTHUKAMHU YHHUBEPCHUTETA IIPU JIMYHOM IIPUEME MOCETUTEIeH
WIM TIOCEIIEHUU APYTUX YUYPEXKJACHUU, JAOJKHBI OBITh MepedaHbl B OOLIMN OTIEN HEe TO3/HEee
cienyromiero pabodero nHs. Jlo perucrpanuu ciayxeOHble JOKYMEHTHI Ha JOKJaa U MCIOJHEHHE
nepesaBaTh 3alpeniaeTcs.

6.3.3. Ilpu mnpueme KOpPpPECIOHACHLUUU NPOBEPSETCS LEIOCTHOCTH KOHBEPTA, YHNAKOBKU
Y IIPaBUJILHOCTH ajpecoBaHMs. OmMOOYHO JTOCTAaBIEHHBIE MOYTOBBIE OTIIPABIICHUS HEMEIJIEHHO
BO3BpAIlAlOTCSl B IIOYTOBOE OTIEJIECHHWE WM JIOCTaBUBLIEMY HX Kypbepy, O YeM JeNaeTcs
COOTBETCTBYIOIIAsl 3aMUCh B PEECTPE.

6.3.4. KonBepTsl (makeThl) ¢ JOKYMEHTAMHU BCKPBIBAIOTCA (32 HCKIIOYEHHEM KOHBEPTOB
¢ noMeTkol, «KoHpuaeHnnaabHO», «/JOKyMEHTBHl Ha ydyacTHe B KOHKypCe» WIHM aJpecOBaHHBIE
0O0I1IeCTBEHHBIM OpraHU3alKsIM) I1OCIIE Yero MPOBEPseTCs NPAaBUIBHOCTD BIOXKEHUS JOKYMEHTOB.

[lakeTbl ¢  yKa3aHHBIMM  [IOMETKAaMH  BCKPBIBAIOTCSI ~ CaMHMH  aJpecaTaMu
WJIU YIIOJTHOMOYEHHBIMU JIMIIAMHU.

6.3.5. [Ipu obHapy>keHUU MOBPEKICHUS, OTCYTCTBHS JOKYMEHTA UJIU MPUIOKEHUS K HEMY,
a TaK)kK€ HECOOTBETCTBUS HOMEpa, YKa3aHHOTO HAa KOHBEPTE, HOMEPY BIIO)KEHHOIO JIOKYMEHTA,
B TOT )K€ JIeHb CTAaBUTCS B M3BECTHOCTH OTIIPaBUTENIb U COCTABIISIETCA aKT B TPEX 3K3EMIULIpax,
OJIMH U3 KOTOPBIX MpHUIaraerca K MoJydeHHOMY JAOKYMEHTY, APYTrod OTHPaBJsETCs OTHPABUTEINIO,
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aTpeTudl ocrtaercss B oOmeM oraene. AKThl MOJANUCHIBAIOTCS PaOOTHHUKOM OOIIEro OTjAena,
BCKPBIBILIMM IAKET U HA4YaJIbHUKOM OOILEro OT/ena.

B xypHaine peructpanuu NocTynaroumx J0KyMEHTOB JIeJaeTcs 3alich O COCTaBICHUU aKTa.

6.3.6. Ecnum JOKyMEHTBI MONy4YeHBI MO (hakcy, MpOBEPSETCS COOTBETCTBHE OOIIEro
KOJIMYECTBA IMOJYYEHHBIX CTPaHUIl, YKa3aHHOMY Ha JokyMeHTe. O Kakux-11u00 HECOOTBETCTBUSIX
WIY TUTOXOM Ka4eCTBE MePeaHHOT0 TEKCTa He3aMEeUIUTEIBHO COO0IAETCs OTIIPABUTEINIO.

6.3.7. KouBeptsl (makethl) ¢ moMetkoi «KoHpUAECHIINATBLHO» YUYUTHIBAIOTCS (HA KOHBEPTAX
IIPOCTABJISIETCS WITAMII O TIOCTYIIEHUH) U NIEPEAIOTCS aApecaTy 10 KypHaLy perucTpaluu.

6.3.8. KoHBepThl OT NOCTyHmarome KOPPECHOHIACHIIMU COXPAHSIOTCS W IMPUIIAraroTcs
K JOKyMEHTaM B CJIEYIOIUX CIydasx:

- €CJIM TOJIBKO 110 KOHBEPTaM MOYKHO YCTaHOBUTH aIpeC OTIPABUTEIIS;

- €CIM TMpOCTAaBJIEHHAas Ha KOHBEpPTE B IIOYTOBOM IUTEMIIENE Jara I0JIy4eHUs
WM OTIPABICHUS UMEET 3HAYCHHUE B Ka4eCTBE JI0Ka3aTeIbCTBA BPEMEHH OTIIPABKU WUJIM TOTYyYCHHS
JTAHHOTO JOKYMEHTA;

- €ClIM JaTa JIOKYMEHTa M JaTa €ro OTIPaBKH COIJIACHO IMOYTOBOMY IITEMIIENIO HUMEIOT
00JbIINE PACXOKICHUS BO BPEMEHH;

- eclli KOHBEPT HEOOXOJUM B KadyecTBE OMNPaBIATEIbHOIO JIOKYMEHTa K pacxojaM
110 OIUIaTe KOPPECIIOHACHIINH;

- K Jkaro0am, 3asBJICHUSIM U 00pallleHusIM Tpax/iaH.

B ocranbHbIX ciyyasx KOHBEpPTHI MOCJHE MPOBEPKH YHUYTOXKAKOTCS B YCTAHOBJIEHHOM
MOPSIKE.

6.3.9. IlpaBuTenbCcTBEHHAss  KOPPECHMOHACHIMS,  TEJICTAMIOrpamMMbl,  TeJIErpaMMbl
U IOKYMEHTBl ¢ OTMeTkoil «CpouHo» win «BpyduTh HEMEUIEHHO», MPOXOIAT MEPBHUUHYIO
00paboOTKy W TMepenaroTcsi MO Ha3HAUCHHWIO HE3aMEIUIMTENBHO C YKa3aHWEM JaThl U BpeMs
MOJTyYEHUSI.

O noctymiieHuu TelerpaMm M JAPYruxX JOKYMEHTOB, TPEOYIOUIMX CPOYHOIO HMCIOJIHEHMS,
CTPYKTYpPHBIE TOJpa3JelieH!s] U3BEUIAloTCsA MO Tesne(doHy; Ha JIOKyMEHTE CTaBUTCS OTMETKa
00 M3BEIEHUH.

6.3.10. [locTynaromue  JAOKYMEHTBl  HOAPA3IEISIOTCS Ha  pErucTpupyemblie
U HE PETHCTPHPYEMBIE.

He peructpupyembie nokymeHntsl (mpuiioxkenue Ne 12), comepxaiiue CBeICHHUS
JUISl pyKOBOJICTBA, IEpEAaroTCsl PEKTOPY WM MPOPEKTOpaM, OCTalbHbIE — HEMOCPEICTBEHHO
B CTPYKTYpHBIE MOAPA3IEICHUS 110 MPUHAIIIEHKHOCTH.

[lonnucHble W3MaHMUS COPTUPYIOTCS W PACHpEENsIOTCS B COOTBETCTBHM C PEECTPOM
TIOJTITMICKH.

6.3.11. KoppecnoHaeHIMsI HAa WHOCTPAHHOM S3bIKe, IOCTYMUBIIAs Ha HMS pPEKTOpa
WIM B aJpec YyHHUBEpCUTETa, 1O PETUCTpallMM MepelaeTcss B OTIAEN MEXAYHapOAHOIO
COTPYAHMUYECTBA JJIsl COCTABJICHUs NepeBo/ia (aHHOTaluK). B TeueHue ogHoOro-aByx pabouux JIHeEH,
BMECTE C NEPEeBOJOM (aHHOTAlMEW) KOPPECHOHJEHIUS Ha WHOCTPAHHOM S3bIKE BO3BpalllaeTcs
Ha PErucTpaIyio B OOLIUI OT/IeN U nepelaeTcs Ha paCCMOTPEHHUE PEKTOPY.

Koppecnonnennmsi u3-3a pyOeka, TOCTYNMMBIIAs Ha WM KOHKPETHOTO pabOTHUKA
YHHUBEpPCUTETa WJIM B QJpec OJHOIO M3 CTPYKTYPHBIX THOJpa3JelieHUi, HarpaBiIseTcs
M0 MPUHATICKHOCTH.

6.3.12. Ilpoumecc mnepBUYHOM 00pabOTKM JIOKYMEHTOB Ha OyMa)KHOM HOCHUTele
3aKaHYMBAETCS PACKIAJKOW pACCOPTUPOBAHHBIX JIOKYMEHTOB 110 sYCHKaM CTPYKTYPHBIX
NoJpa3JiesieHuil B 0011eM oTaene.

6.4. IlpeaBapuTe/bHOE PacCMOTPEHHE JOKYMEHTOB
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6.4.1. JlokyMeHTBI, aJ[pecOBaHHbIE PYKOBOJACTBY YHUBEPCUTETa, a TaKxke 0e3 yKa3zaHMs
KOHKPETHOI'O JIMIIA WM CTPYKTYPHOIO IIOJApa3AeiieHus, IMPEABApUTEIbHO pPAcCCMaTPUBAIOTCS
paOOoTHUKaMu OOLIEro OTheNa, CeKpeTapeM pEeKTopa, a 3aTeM HalpaBiAeTCsl PYKOBOJCTBY
YHHMBEPCUTETA WJIM B COOTBETCTBYIOIME CTPYKTYPHBIE [TOIPA3/ICIICHNUS.

Koppecnonnennust 0e3 yka3zaHHs KOHKPETHOT'O JIMIAa WM CTPYKTYpHOI'O IOJApa3AeeHus,
HAIpaBJIIETCS. HAa PAcCMOTPEHHME DPEKTOPY, IPOPEKTOpaM, PYKOBOAMTEISM CTPYKTYPHBIX
HOJpa3/IeJIeHUIl B COOTBETCTBUU C BOIIPOCAMH, OTHECEHHBIMH K UX KOMIIETEHIUH.

[IpenBapuTenbHOE PacCMOTPEHHE JOKYMEHTOB IIPOBOAMUTCA C LENbI0 paclpeesieHus
IOCTYNUBIIMX JOKYMEHTOB Ha TpeOyromue 0053aTebHOI0 PACCMOTPEHUsI PYKOBOJCTBOM
YHMBEPCUTETa, M  HalpaBISIEMblE  HEMOCPEACTBEHHO B  CTPYKTYpHBIE  IOJApa3JeiICHUS
Y OTBETCTBEHHBIM UCIIOJIHUTEIISM.

6.4.2. Ilpomenmue npeIBApUTEILHOE PACCMOTPEHHUE JIOKYMEHTHI 10 Iepelayu
UX Ha pacCCMOTPEHHE PYKOBOJCTBA MOJUIEkKAT PETUCTPALUH.

6.4.3. JloKyMEeHThl, MOCTYNMBIIWE B YHHUBEPCUTET, IO BOIpOcaM, HE TPeOyOIIUM
paccMOTpEeHUs PYKOBOJCTBA, HANpPABIIAIOTCA OOIIMM OTICIOM JJIS WUCHOJIHEHUS B CTPYKTYpPHBIE
10/Ipa3/ieJICHNUS.

AnpecoBaHHbIE CTPYKTYPHBIM IOJPA3/EiCHUSAM JOKYMEHThl U IHCbMa PErHMCTPUPYIOTCS
B 0053aTENIBHO MOPSIIKE B CTPYKTYPHBIX [10APA3ICICHUSX.

6.4.5. be3 mnpeaBapUTEIbHOIO PACCMOTPEHHUs MNEPEAAIOTCA 0 HAa3HAYEHMIO JIOKYMEHTHI,
aJlpeCOBaHHbIE  HENOCPEACTBEHHO CTPYKTYPHBIM  HOJPA3ACNICHUSM, HUX  PYKOBOJIUTEISIM.
Ecnu nokyMeHT sBIseTcs OTBETOM Ha 3alpoc IO paHee paccMaTpUBaeMbIM JOKYMEHTaM,
TO OH MepeJaeTcs HEMOCPEACTBEHHO UCTIOTHUTEISIM.

6.5. Perucrpanusi nocTynaomux 10KyMeHTOB

6.5.1. B yHuBepcuTeTe MpUHATA 32 OCHOBY IICHTPATU30BaHHAS (DJIEKTPOHHAS) PETUCTPAIIHS
JIOKYMEHTOB B CHUCTEME BJIEKTPOHHOro JaokymeHTooOopora (C3Jl) yHuBepcutera. Perucrpanms
nocTynarommx 10KymeHToB B COJl yHUBepcuTeTa OCYLIECTBIIAETCS paOOTHUKaMH OOLIEro OTxena,
CeKpeTapeM PeKTopa, MOMOILTHUKAMH (CEeKpeTapsMu) MPOPEKTOPOB WIIM OTBETCTBEHHBIM 3a BEJICHHE
JIeJTOTIPOU3BOICTBA B CTPYKTYPHOM TOJIPA3/ICICHUH.

[Monnexamue perucTpany MOCTYMAIOIMIME JOKYMEHThl U OoOpallleHus TpaxiaH
peructpupyrotcs B COJ] yHuBepcuTeTa HE3aBUCHMO OT CIIOCO0a JOCTABKH HITH ITOJTyUSHHUS.

6.5.2. Iloctynaromiye JOKYMEHTbI pETUCTPUPYIOTCS:

- B 00111€M OT/EeJIe, IPUEMHON peKTopa!

- MOCTYIUBIINE HA UMS PEKTOPa YHUBEPCUTETA, IPOPEKTOPOB;

- JOKYMEHTBI, a/Ip€COBaHHbIC B YHUBEPCUTET 0€3 yKa3zaHHUsI KOHKPETHOTO ajipeca;

- IPaBUTEIbCTBEHHAS] KOPPECTIOHICHITHS,

- 3aKa3Hasi KOPPECIIOHICHINS;

- IEHHAast KOPPECTIOHICHIIHS,

- TeJIErpaMMBbl;

- pabOTHUKAaMU, OTBETCTBEHHBIMH 32 BEJCHUE JICTIONPON3BOJICTBA B CTPYKTYPHBIX MOIPA3IEICHUSIX:

- TOCTYNUBIIME Ha HMS pYKOBOJAUTENS CTPYKTYpHOTO TMOJApa3feieHus, B aJpec
COOTBETCTBYIOILIETO CTPYKTYPHOT'O TIOJpa3AeNieHUs Wi padOTHUKA CTPYKTYPHOIO MOJIpa3iesieHusl.

6.5.3. Cpoku perucTpaiyy NOoCTYMUBIINX JJOKYyMEHTOB:

- OCTYNUBIINE B TEUCHHE PadOYEro JHs - B IEHb UX IMOCTYIUICHHS,

- MOCTYNHBIIKME B Hepabouyee BpeMs, B BBIXOJHBIE W HepaOouue Npa3JHUYHBIE THH —
Ha CJIeNYIOMUN pabouunii 1eHb;

- oOpaleHus rpaXkJiad - B TEYCHHUE TpeX JHEeH ¢ MOMEHTa MOJTy4YeHUs;
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- moctynuBuIMe ¢ noMmeTkol «CpouyHoy», «OmnepaTuBHO», «BpyuuTh HEMEAJICHHO» —
HE3aMeUINTEIbHO.

6.5.4. [Ilocrynaromye JOKYMEHTbl DPETMCTPUPYIOTCS IIyT€M BHECEHMs CBEAECHUH
0 IOKyMEHTE B COOTBETCTBYIOIIME PETUCTPALIMOHHbIE KapTOUKH 10KyMeHTOB (nanee — PKJI) B CO /I
COIVIACHO HOMEHKJIAType JIe.

6.5.5. Ha nmojuiexaniemM perucTpanuy MOCTYIHUBIIEM JOKYMEHTE 0(OopMIIsIeTCss PEeKBU3UT —
OTMETKA O MOCTYIUIEHUH JOKYMEHTA.

OTMeTKka O TOCTYIUIGHMH TOKYMEHTa B YyHUBEpcuTeTe odopmisieTcs B BHIE IITAMIIA,
I'Jle YKa3bIBAaeTCs COKpAIEHHOE HAaMMEHOBAHUE YHUBEPCUTETA, MOPAIKOBBIE HOMEp B Iperenax
JaHHOTO JIoKyMeHTonoTtoka B COJI, mara moctyruieHusi TOKyMeHTa (MpU HEOOXOJUMOCTH YacChl
U MUHYTBI, KOJMYECTBO JIUCTOB OCHOBHOI'O JOKYMEHTa M OOIlee YHUCIO JHMCTOB HMPUIIOKEHUN
(KOJIM4€ECTBO MPUIIOKEHUI).

JlonmyckaeTcsi BpY4YHYIO CTaBUTb HOMEp IIOCTYIMBILErO JOKyMEHTa (IIpM OTCYTCTBUHU
mTamana).

6.5.6. PerucrpauvOHHBI HOMEp MOCTYNAIOLIEr0 JIOKYMEHTa COCTOMT U3 IOPSAKOBOIO
HOMeEpa B IIpejienax KaJleHAapHOro ro/1a, KOTOPBIM MOKET JTOMOJIHATHCS OYKBEHHBIM 0003HAUEHUEM
JIOKyMeHTa. PerucrpaliuoHHbIi HOMEpP JOKYMEHTa CIYXHT €ro IVIaBHBIM YYETHBIM M IOHMCKOBBIM
npu3HakoM (mpaBuiia opopmiienus peksusura 10 B [Iproxenuun Ne 1).

6.5.7. llltamMn mpocTaBisieTcs B IPaBOM HMKHEM CBOOOJHOM OT TEKCTa IOJie HEepBOii
CTpaHHULbI IOKYMEHTA WM KOIIMU IIEPBOM CTPAHUIIbl JOKYMEHTA.

HITamn nmpocTaBisieTcs Ha KOMUU MEPBON CTPaHMIIBI JIOKYMEHTa B Cllydae, €ClIM OpUTrMHAI
JIOKYMEHTa IPEJCTaBIISIET COOOM:

- Opomrtopy, (akc, TeaerpaMMmy MM UHON JOKYMEHT, BBIIIOJHEHHBIM Ha OTIMYHOM (popmaTte
A4 nucre.

6.5.8. Kaxxaplii JOKYMEHT JOJDKEH MMETh TOJIBKO LITaMI NEepBOHAYAIBHON perucrpanuu
B yHuBepcuteTe. [Ipu nepenaye noKymMeHTa M3 OAHOIO CTPYKTYPHOTO MOAPA3JEICHUsI B JIPYroe,
HOBBII PETUCTPALIMOHHBIN HOMEP HAa JOKYMEHTE HE NPOCTaBIIAETCS.

6.5.9. JloKkyMeHTBI, TOCTYNHMBIIME 1O  KOPIOPATHBHOH  DJIEKTPOHHOW  TIOYTE,
00pabaTbIBaOTCS MO TEM K€ MPUHLMIIAM, YTO U JOKYMEHTBI, IOCTYIAIOLINE MO APYTrUM KaHalaM,
U BKJIFOYAIOTCS B 00mwmii moTtok oOpabotrku. IlocTynmuBmIMiA  MOMJIMHHUK — JOKYMEHTA
peructpupyercst TeM ke HomepoM (B PK/] nenaercs cooTBeTcTBYIOMAs OTMETKA C YKa3aHUEM JIaThl
MOCTYIUIEHUS TOIJTMHHUKA).

6.5.10. TenepoHorpaMmBbl WM TEIETPaMMBbl, TOCTYIHUBIINE B YHUBEPCUTET, IPUHUMAIOTCS
IO pacmuCKy C YKa3aHMEM JaTbl W BpPEMEHM IpueMa. Perucrpanus NIpoU3BOAUTCS
0 TE€M K€ MPaBUJIaM, YTO U MHUChMA.

6.6. HOpﬂIlOK PaccCMOTpEHUSA AOKYMEHTOB PYKOBOACTBOM YHUBEPCUTETA
" 10BCICHUSA TOKYMEHTOB 10 HCIIOJTHUTEIeH

6.6.1. JlokyMeHTBI, 3aperucTpupoBaHHbIE pabOTHHUKAMU OOIIET0, CEKpeTapeM peKTopa,
B JIEHb WX TIOCTYIUICHUS TIEPEIAI0TCS HAa paCCMOTPEHUE PYKOBOJICTBY YHHBEPCHUTETA.

6.6.2. Pe3ynbTaThl pacCMOTPEHHUs JIOKYMEHTOB PEKTOPOM, MPOPEKTOpPaMU OTpakaroTCs
B YKa3aHUS TI0 WCIOJTHEHUI0 (pe3oyiomusax). B  pe3omronusx yka3plBaeTCs HWCIIOTHUTENb,
co/iepaHuEe MOPYUYECHHS, CPOK HMCIOJHEHUS MOPYUYEHHS, MPOCTABISAETCA MOAINUCH JOJKHOCTHOTO
JIUCTA ¥ JIaTa BBIJAYH MIOPYYCHUS.

6.6.3. CpoKk HCIONHEHHUs TIOKYMEHTOB OIIPENEISAETCS COOTBETCTBYIOIUM PYKOBOJIUTEIIEM
HCXOs U3 CPOKOB, YCTAHOBJIEHHBIX 3aKOHOJATeNbCTBOM Poccuiickoit denepanuu, Uil ¢ y4€TOM
CpOKa, YCTAHOBJIEHHOTO OpraHu3alued, HampaBUBIIEH JOKyMEHT. Pe3omonus sBisercs
OCHOBAHHUEM IS B3ATHsI IOKYMEHTa Ha KOHTPOJIb.
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6.6.4. OTBETCTBEHHOCTh 3a MCIIOJIHCHHE TOKYMEHTOB (ITOCTYIAIOIIMX IMHUCEM M MOPYYCHHUI
110 HAM) BO3JIaraeTcsi Ha pabOTHHKA YHHUBEPCUTETA, HA3HAYCHHBIX UCTIOJHUTENISIMU B COOTBETCTBUHU
C pe3oronueil pyKoBOICTBA.

6.6.5. Tlocme paccMOTpeHHsI PYKOBOJCTBOM CBEICHHsS 00 HCHONHUTENAX M CpPOKax
MCIIOJTHEHUS U3 PE30JIIOIUH MepeHOCUTCs cekpetapeM pekropa B PK/I.

6.6.6. IlepBble 3K3eMIUISIPbl PACIOPSAUTEIBHBIX JOKYMEHTOB (TpUKa3bl, pELICHMUS,
pacrnopspkeHus, UH(QOpPMAllMOHHBIE MHUCbMA M Jp.) BBILIECTOAIIUX OPraHU3alMNA, OTHOCALIUXCS
K JICATEIbHOCTH YHHBEPCHUTETA C MOUIMHHBIMU PE3OJIONHMSIMU PEKTOpa, MPOPEKTOpPa OCTAIOTCA
B IIPUEMHOI1 peKTopa ¢ MocleaAyIoUIeil nepenayeii opuruHaioB B apXuB. JlJis UCTIOIHEHUS JaHHBIX
JOKYMEHTOB B MO/Ipa3AeieHUs NEPEAatoTCs KOHH.

6.6.7. MecTOHaxO0XeHHE MCIOIHEHHBIX JOKYMEHTOB (TMOCTIEe 03HAKOMIICHHUS, HUCIIOTHEHUS
U CHATHUS KOHTpous) pukcupyercs B PK/IL.

6.6.8. Ilepegaua MOKYMEHTOB HCIIOJHUTENSIM (KaK CEKpeTapeM peKTopa, pabOTHUKaMU
o0miero oraena, Tak U padOTHUKAMH OTBETCTBEHHBIMH B CTPYKTYPHBIX IOJAPA3ACICHHUSAX) JODKHA
OCYIIECTBIISITRCS B J€Hb UX TMIOCTYIUICHHS B YHHUBEPCUTET WJIM TOJNyYEHUS yKa3aHUs
110 UCTIOJIHEHUIO, WJIM B TEpBBIH paboumii JEHb MNPH TOCTYIUICHUH JOKYMEHTOB B KOHIIE
IpebIayIero padboyero.

6.6.9. Ilepenaua TOKYMEHTOB C PE30JIOIUEH PEKTOPA, TPOPEKTOPOB MEKAY CTPYKTYPHBIMU
MOJpa3JeieHUsIMA YHUBEPCUTETA WJIM JIOJDKHOCTHBIMHM JIMIIAMH  OCYIIECTBIISIETCA CEKpeTapeM
PEKTOpa, TOMOIIHUKAMH ITPOPEKTOPOB M pabOTHUKAaMU OOILEro OT/aea.

6.7. HOpﬂI{OK MOATOTOBKHU OTIIPABJ/IA€EMBIX TOKYMEHTOB

6.7.1. IlopsaoK MOATOTOBKM OTIPABISEMBIX JOKYMEHTOB BKJIIOYAET B CE€Osl: COCTaBIIEHUE
IPOEKTa JOKYMEHTa, COTrJIacOBaHUe, Nocanue (yTBEPKICHNE), THPAKUPOBAHUE U OTIIPABKY.

OTBETCTBEHHOCTh 3a COCTaBJICHHE ¥ OQGOpPMIIEHHE JIOKyMEHTa B COOTBETCTBUHU
C YCTaHOBJICHHBIMHM ITPaBUJIAMH, & TAK)KE COTJIACOBAHME ITPOEKTA JOKYMEHTA C 3aMHTEPECOBAHHBIMU
OpraHaMM BJAacTM U OpraHu3alusMU (BHEIIHEE COIJIaCOBaHHWE) M JOJKHOCTHBIMMU JIMIIAMU
yHHUBEpcUTeTa (BHYTPEHHE COIJIACOBAHUE) BO3Jaraercs Ha CTPYKTYpPHOE IMOjpa3fielieHne —
VCITOJTHUTEIIb.

6.7.2. HcnonHuTtenab TOTOBUT IPOEKT JOKYMEHTAa B COOTBETCTBHUM C TpeOOBAHUSAMH,
NpEeIbsABISIEMBIMU K KOHKPETHOMY BHJAY JOKYMEHTa, Ha OJlaHKE YCTaHOBJIEHHOW (OPMBIL;
JUIs OTIIPABKU JOKYMEHTOB, HE UMEIOIIMX aPECHON YaCTH, TOTOBATCS CONPOBOAUTEIbHBIC ITUCHMA.

6.7.3. Jlo npenocraBieHuss Ha TMOANKCH HCIOJHUTENb IIPOBEPSET IPaBUIBHOCTh
opopMIIeHHS JOKYMEHTOB, NPAaBWIBHOCTh  aJpPECOBAHMs, HaJIMYue HEOOXOJWMBIX  BHU3,
NPUWIOKEHUN. JIOKYMEHT IMPENCTaBIsAETCAd HA IMOIINUCH BMECTE C MaTepUalaMH, Ha OCHOBAaHHUHU
KOTOPBIX OH F'OTOBHJICS.

6.8. PeFI/ICTpaHI/Iﬂ OTHPABJAECMbBIX TOKYMCHTOB

6.8.1. Perucrpamusi OTHpaBISIEMbIX JTOKYMEHTOB OCYIIECTBIISIETCSI PAOOTHHKAMH OOIIEro
OTJIeNa, CEKPETapeEM PEKTOpA WIJIM OTBETCTBEHHBIM 3a BEICHHUE JIEJIONPOU3BOJICTBA B CTPYKTYPHOM
noapaznenennn B CO /] ynuBepcurera.

6.8.2. TlomnexxaT perucTpaldu OTIpaBisieMble JIOKYMEHTBI, MOJIUCAHHBIE PEKTOPOM,
IPOPEKTOPAMH, PYKOBOJUTEISIMU CTPYKTYPHBIX MOJpa3fesieHni, UMEIONIMMH TMpPaBO IOJIUCU
JIOKYMEHTOB.

6.8.3. Ilepen peructpanueid OTMPABISIEMBIX JOKYMEHTOB pPaOOTHUK OOIIEro OT/ena,
CeKpeTapb pPEKTOpa OCYIIECTBISIET MPOBEPKY MPABUIBHOCTH  OGOPMIIEHUS  JIOKYMEHTA,
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€ro KOMIUIEKTHOCTh M COOTBETCTBHE KOJIMYECTBA SK3EMIUIIPOB JTOKYMEHTOB CIIMCKY PACCHLIKH.
HemnpaBmibHo oopMIIeHHBIE JOKYMEHTBI BO3BPALIAIOTCS UCTIOTHUTEIIO Ha I0pPa0OTKY.

6.8.4. Tlomnmexarmue perucTpaluy OTMIPABIISIEMbIC JOKYMEHTBI PETHCTPUPYIOTCS B J€Hb
WX TOJIITMCAHUS UJIA YTBEPKICHUS.

6.8.5. PeructpailimoHHbIi HOMEp JIOKYMEHTAa M JaTa pErucTpalud IPOCTaBISAIOTCA
Ha MO/UVIMHHUKE JOKYMEHTa B PEKBU3UTAaX OJaHKa WIM KONUU (UJIM BTOPOM SK3EMILISIPE),
OCTAIOIIEHCS B JIeJie CTPYKTYPHOTO MOAPa3ACIICHHS.

OtmpaBisieMblil IOKYMEHT HMMEET OJIMH PErMCTPAllMOHHBIX HOMEpP U JaTy HE3aBUCHUMO
OT KOJIMYECTBA aJ[PeCcaToB.

6.8.6. Kommsi pgokymMeHTa C BHU3aMH, MPUIOKEHUSIMH U OTMETKOM «Ne u nmaray»
B COOTBETCTBUH C HOMCHKJIATYpPOW JeJl MOIIIMBAETCS B JCJIO CTPYKTYPHOTO IOJPa3CIICHHS,
MOATOTOBUBIIET0 JOKYMEHT (MOCTYHAIOIIUKA JOKYMEHT MEpelaeTcss Ha XpaHEHUE B JIEJIO0 BMECTE
C IOKYMEHTOM-OTBETOM).

Ecnm monpasneneHue TOTOBUT OTBET HA MMOCTYNHBIIMN JOKYMEHT, TO OHO O0O0s3aHO
COOOIIUTh pabOTHUKY OOILEro OTAeNa, CEKPeTapro PeKTopa, KaKOMY PEruCTPalMOHHOMY HOMEpPY
MOCTYIHBIIIETO JOKYMEHTa COOTBETCTBYET OTBET. PabOTHHK 0OIIero otaena, ceKperapb peKkTopa
BHOCUT nH(popmaruto B PKJ/[ 1 cHUMaeT ero ¢ KOHTpOJIs.

6.8.7. Perucrtpamusi OTHpaBIsA€MbIX JIOKYMEHTOB OCYIIECTBISIETCA B COOTBETCTBUU
C MpaBUIaMH, YKa3aHHBIMH B 11.4.2.5. HacTosAmel MHCTpyKIHH.

6.9. OrtnpaBJ/ieHHe JOKYMEHTOB

6.9.1. OrtmpaBKy JOKYMEHTOB W3 YHUBEPCHUTETa OCYLIECTBIseT OOmWui  oTaed.
OOpabaTpiBaTh OTIPABICHUS JTOKYMEHTOB IIOYTOBOW CBSI3bI0 HEOOXOIMMO B COOTBETCTBHHU
C JIeHCTBYIOIIMMU IPAaBUJIAMU OKa3aHMsl YCIyT MOYTOBOM CBSI3U, KOTOPask BKIIOYAET UX COPTUPOBKY
0 KOPPECIOHAEHTAaM W BHJAaM I[IOYTOBBIX OTMpaBJICHUH (IpocTas, 3aka3Has, IICHHa,
MEXyHApOaHas U JIp.), 3aKJICMBaHUE, ONPE/IEICHNE U MTPOCTaBIEHNEe CTOMMOCTH /OKa3aHHsl YCIIyT,
COCTaBJICHHE peecTpa AJi1 MPOCThIX MOYTOBBIX OTHPABIEHUI, COCTABIEHUE CIHMCKA HAa 3aKa3HYIO
nouty. [lepenatoT mouToBbIE OTHPABIECHUS B OTAEICHHUE CBSI3U paOOTHUKH OOLIETo OT/eNa.

OdopmieHre JOKYMEHTOB OJKCIIpecC - JIOCTaBKH, BBI30B Kypb€pa OCYIIECTBISETCS
paboTHUKaMU OOIIEeTo OTHAeNA.

6.9.2. Hokymentsl s otnpaBku [lodroii Poccuu OT CTPYKTYpHBIX MOJpa3/ieieHuit
nepeaaTcs B OOLIUI OT/EN C BIOXKEHHEM B KOHBEPT, C YETKUM YKa3aHHEM I0YTOBOIO ajpeca
Ha KOHBEpPTE U BHIOM OTIIPaBKHU (IIPOCTOE, 3aKa3HOe, 3aKa3HOe ¢ yBegomieHHeM). [Ipu oTmpaBke
MUChbMa C YBEJIOMJICHHEM 3aloJIHAETCS OJIaHK YBEJIOMJIEHMS C YKa3aHHEM ajpeca MojydaTens U
UH/IEKCOM  CTPYKTYPHOTO  mojpa3jeneHus (otmpaBurens). JIOKyMEHTbI, HampaBiiseMble
OJIHOBPEMEHHO B OJIUH aJIpec, BKIJIAIbIBAIOTCS B OJIUH KOHBEPT.

6.9.3. Ilpu HeEoOXOOUMOCTH  TMOJYYEHHUS  PACHUCKH  ajpecara O  BPYYEHUH
€My KOPPECIIOH/IEHLINY, 3aKa3HOE OTIIPABJICHUE BBICHIIAETCS C YBEIOMJIEHHEM O BpYUYEHUHU.
3aroHEHHOE YBEIOMIICHHUE K 3aKa3HOMY MTUCbMY TepeiaeTcst B OOIIMIA OTJIeN1 BMECTE C KOHBEPTOM.

6.9.4. IllommHHBIE JHWYHBIE JOKYMEHTBI TpaXJaH  MOJJIEXKAaT  OTIPABICHUIO
KaK KOPPECIIOH/ICHIIMs ¢ OOBSBICHHOW IIEHHOCThIO. B KOHBEPT ¢ OTHpPAaBIsSEMBIMH JOKYMEHTaMHU
BKJIQJ[bIBAETCS 3aIIOJIHEHHAS OIMHUCH B BYX K3EMIUISIPAaX U Ha KOHBEPTE (B MPAaBOM BEPXHEM YIIIy)
yKa3bIBAETCS] CyMMa OLIEHKH COTJIACHO OIHCH.

6.9.5. Koppecnonaenusi HecayxeOHOTO XapakTepa K OTIPABICHHAIO OOLIMM OTAEIOM
HE IPUHUMAETCA.

6.9.6. He oTnpaBmnsitoTest o0IuM OTACIIOM 3a mipeeibl Poccutickoit denepanuu:

- LICHHBIE MTHUCHMa,

- TOCBUIKH;
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- OaHzeponu;

- TEJIErpaMMBI.

6.9.7. Bcsa moxkymeHTarus, KOTopas He UMeeT aJpecHOr yacTu (cuera-(pakTypbl, TOBapHbBIC
HaKJIagHble, aKThl  BBINOJIHEHHBIX  padoT,  JOTOBOpHAas  JOKyMEHTamuss H  T.J.),
0€3 COMPOBOUTEIBHOTO MUChMA K OTIPABKE HE IPHHUMAETCH.

6.9.8. JlokyMeHTBHl Ha SJIEKTPOHHBIX HOCHTEJSX NMPUHUMAIOTCS K OTIPAaBKE B YIAKOBKE,
COOTBETCTBYIOIIIEH TEXHHYECKUM TpEOOBAHUSAM, IPU HAJIMYUU CONPOBOJUTEIHHOTO THCHMA
0(pOPMIICHHOTO U 3apETUCTPHUPOBAHHOTO B YCTAHOBICHHOM IOPSIKE.

6.9.9. CooOuieHus, MOChUIaeMbIE TI0 KOPIIOPATUBHOW 3JIEKTPOHHOW IIOYTE, HCIIOIHSIOTCS
AQHAJIOTUYHO JOKYMEHTaM Ha OyMa)>KHOM HOCHTEJIE.

6.9.10. Ilepenaua ¢ HMCMOIB30BAaHHEM CPEICTB (PAaKCHUMIUIBHOW CBSI3M M KOPIOPATUBHOMN
AIIEKTPOHHOM TMOYTHI JOKYMEHTOB, COAEPXKAIIMX CIYKEOHYI0 HH(POPMALUIO OrpaHUYEHHOTO
pacIpoCTpaHEHHSI, B TOM YHUCIIE C TOMETKOM «J[J1s cy»keOHOro MOJIb30BaHUS» HE Pa3peiiacTcs.

6.10. TupaskupoBaHue T0KYMEHTOB

6.10.1. TupaxkupoBaHuE TOKYMEHTOB YHHBEPCHUTETa INPOU3BOAUTCA Kak B TUMOrpaduwu,
TaK ¥ B CTPYKTYPHBIX IIOJIPA3ACICHUAX HA MHOXUTEIBHBIX amnmaparax Ui OIEpaTUBHOTO
KOIIMPOBAHUSI.

TupaxxupoBaHUIO MOJIEKAT TOIBKO TOKYMEHTBI, OTHOCSIIIUECS K CIIy>)KEOHOH eATeIIbHOCTH
YHUBEPCHUTETA.

6.10.2. KoHTponb THPaXHPOBAHUS JOKYMEHTOB B CTPYKTYPHBIX IOJPa3ACICHUIX
BO3JIAraeTcsi Ha MX PyKOBOJHUTEIICH.

7. KOHTPOJIb UCITOJIHEHUA JOKYMEHTOB

7.1. IlocraHOBKE Ha KOHTPOJb MOJIEXKAT 3apPErUCTPUPOBAHHBIE JOKYMEHTHI, TpeOyrolue
VCIIOJTHEHUS B YCTAHOBJIEHHBIE CPOKH.

7.2. KOHTpOJIb UCIIOTHEHHS JOKYMEHTOB BKJIIOUAET B ce€0sl: MOyuYeHUE JaHHBIX TOCTAHOBKH
JIOKyMEHTOB Ha KOHTpPOJIb, MOCTAHOBKY IOKYMEHTa Ha KOHTpOJIb, (ukcauuio Qaxrta mnepemauu
JIOKyMEHTa Ha WCIIOJIHEHME, NPEABAPUTENIbHYIO MPOBEPKY M PETYIMPOBAHHUE XOJAA HCIIOIHEHHS,
IpeNyNpeaUTENbHbI KOHTPOJIb (HAlIOMUHAHUE), BHECEHUE B PETUCTPAllMOHHYIO (OPMY JTaHHBIX
00 MCTIOJIHEHUH JIOKYMEHTOB (CHSATHHM JOKYMEHTa C KOHTPOJIS), HAIpaBlI€HHE MCIIOJHEHHOTO
JIOKyMEHTa B Jeja, MH()OpPMHpPOBaHHE PYKOBOJICTBA YHHUBEPCUTETa O COCTOSHUU HCIIOJIHEHUS
KOHTPOJIbHBIX JOKYMEHTOB.

7.3. JIOKyMEHTBl Ha KOHTPOJb CTaBATCA [0 YKa3aHUIO pEKTOpa, IpPOpEKTOpa
10 HaIlpaBJICHUIO JAeaTeabHOCTU. [lopydeHne ncnonHuTensiM gaercs B GopMe pe3osItoluy, KoTopas
COJEPKUT (PaMHIIMU HUCIIOJHUTENEH, yKa3aHue O MOpSJIKEe M XapaKTepe UCIOJHEHUs JO0KyMEHTa,
CPOK HCIIOJIHEHUS, TOJINCH PYKOBOJUTENS U 1ATy.

7.4. llepcoHasbHass OTBETCTBEHHOCTh 3a KA4ECTBEHHOE HCIIOJHEHUE JOKYMEHTa
(mopy4eHusi), MOJHOTY U JIOCTOBEPHOCTh HWH(OPMALIMM, HUCHOJIB30BAaHHOM TMpPH TMOATOTOBKE
JOKYMEHTa, M COOJIOJIGHHE CPOKOB €ro BBINOJHEHUS BO3JIaraercsi Ha JOKHOCTHOE JIMIIO,
SBJISIOIEECS] OTBETCTBEHHBIM HCIIOJIHUTEIIEM.

Ecnmu mopydyeHue 1O HCIOJHEHHIO CIYXEOHOro JOKYMEHTa JaeTcsi HECKOJIbKUM
JOJKHOCTHBIM ~ JIMIIAM, TO JOJDKHOCTHOE JIMIO, YKa3aHHOE€ B  TMOPYYEHHH IEPBBIM
WM 0003HAYEHHOE CUMBOJIOM «OTB.», SBIISI€TCSI OTBETCTBEHHBIM HCIIOTHUTEIIEM.

CoucrnogHUTENMM CBOEBPEMEHHO U KAayeCTBEHHO MPOBOJAT aHaIu3 HHpOpManuu
U TPE/ICTABIIAIOT OTBETCTBEHHOMY HWCIOJHHUTEII0 B YCTAHOBJICHHBIE UM CPOKH HEOOXOIUMbIE
JIOKYMEHTBI, cBeleHUs U T.1. OTBETCTBEHHBIH HCIOIHUTENh 0000IIAeT MOJIy4YEHHbIE CBEACHUS
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U IPEJIOCTaBIsACT HX HA PACCMOTPEHUE PYKOBOJACTBY yHUBepcuTeTa. (OTBETCTBEHHOCTH
3a CBOEBPEMEHHOE U MPABUIBHOE MCIOJIHEHHUE 33JaHUsI B PABHOM CTENEHU HECYT BCE yKa3aHHBIE
B PE30JIIOLUN UCTIOTHUTEIIH.

N3MeHeHne OTBETCTBEHHBIX HCHOJHHUTENEHM 1O JOKYMEHTY, JOIYCKAeTCS  IOCie
COTJIaCOBAHUs C PEKTOPOM, ITPOPEKTOPAMU, AABIIMM IOPYUEHHE.

V3MeHeHne OTBETCTBEHHOTO MCIIOMHUTENSI U COUCTIONHUTENEH opopmisieTcs (yUUTHIBACTCS)
o6mmmm otaenom B PKII.

7.5. Ilpn mocTaHOBKE Ha KOHTPOJb HA JOKYMEHTE B IIPABOM BEPXHEM II0JE€ JOKYMEHTa
JIeJIaeTcsl OTMETKAa O KOHTpOJIe, KOTOpYyr 0003HaualoT OykBoi «K» wmim cioBoMm (IITaMIiom)
«KoHTpOomb».

[Ipy mnocraHOBKE Ha KOHTPOJIb MPUKA30B, PACHOPSHKEHHM pEKTOpa, IMPOPEKTOPOB
Y PELICHUM, BBIHECEHHBIX KOJUIETMAJbHBIMM OpraHaMH, OTMETKa O KOHTPOJIE€ Ha IOJJMHHHUKE
JIOKYMEHTA HE J1eJIaeTCs.

[lopyuenus, copepxamiuecs B IpHUKa3ax, pacHOpsDKEHUSIX PEKTOpa, IPOPEKTOPOB
Y IPOTOKOJAaX 3acelJaHusi KOJUIETMAJIbHOIO OpraHa JOBOJATCA [0 HCIOJIHUTENEeH myTeM
HaIpPaBJICHUS UM KOIMHU IIPUKA3a, pacloOpsKEHUs, IPOTOKOIA (BBIMUCOK U3 ATUX JOKYMEHTOB).

7.6. KOHTpOJIb UCHIOJIHEHUS JTOKYMEHTOB CTPOMTCS Ha OCHOBE PETUCTPALMOHHBIX JAHHBIX,
BHOcUMBbIX B PK]] corimacHo HOMEHKJIaType Jeil.

7.7. KoHTpOJb UCTIOTHEHUS JOKYMEHTOB YHUBEPCUTETA OCYIIECTBIIACTCS:

- LIEHTPAJIN30BAHHO IO MOPYYEHUSM PEKTOpa, MPOPEKTOPOB - OOLIUM OTIEJIOM, IPUEMHOU
peKTopa;

- JICLEHTPAJM30BaHO IO MOPYYEHHMSIM pPEKTOpa U PYKOBOAMUTENEH B COOTBETCTBUU
C YCTAHOBJICHHBIMU TIOJIHOMOUYUSIMU — PYKOBOJIUTEIIIMHU CTPYKTYPHBIX MOJAPa3aeICHUI.

7.8. IlocTaHOBKa Ha KOHTpOJIb, IIpEJIBAapUTENbHAs IPOBEPKAa U PETYIUPOBAHHUE XOJa
WCIIOJIHEHMS IOKYMEHTA OCYILECTBIISECTCA:

- NOCTYNMBIIUX JIOKYMEHTOB, MOJIEKAIUX PACCMOTPEHUIO PYKOBOJACTBA YHHUBEPCUTETA —
paOoTHUKaMu OOIIEro OT/eNa, CEKpeTapeM peKTopa Ha OCHOBAaHMM PE3OJIIOLUHN PEKTopa,
IIPOPEKTOPOB, PACCMOTPEBILEIO JAOKYMEHTBI; KOHTPOJIb MCIOJHEHUS JOKYMEHTOB IO CYIIECTBY
BOIIPOCA OCYILECTBIISIIOT PYKOBOJIUTENN CTPYKTYPHBIX MTOAPA3AEIICHUN;

- BHYTPEHHHUX JOKYMEHTOB: INPHKA30B, PAacHOpSIKEHHH pEeKTopa, MPOPEKTOPOB — JIUIIOM,
Ha KOHTPOJIb UCIIOJHEHUS IOKYMEHTA BO3JIOKEH B CAMOM JJOKYMEHTE;

- peleHuil, BHECEHHBIX B MPOTOKOJIAX 3aCE€JaHUil KOJUIETHabHBIX OPraHOB — CEKpeTapsM
ATUX OPraHoB (MIOCTaHOBKA HAa KOHTPOJIb), JINIIAMH, HAa KOTOPBIX KOHTPOJIb UCIIOJHEHHSI TOPYUESHUH,
coJiepKaliuxcs B JOKYMEHTE, BO3JIOKEH B CAMOM JIOKYMEHTE;

- IOPYYEHU U PACIOPSIKEHUI PYKOBOAMTENEH CTPYKTYPHOTO MOAPA3IAECICHUS — JIULIOM,
OTBETCTBEHHBIM 32 BEICHUE JEIIONPON3BOICTBA B CTPYKTYPHOM IOJAPA3ACIECHUN.

KoHTponb HCHONHEHHS JOKYMEHTOB JPYTMX CHCTEM JIOKyMEHTaluuu (IUIaHOBOM,
MaTepHaIbHO-TEXHUUYECKOMY CHA0XEHUI0 W T.JI.) BEIeTCS IO MOPYyYEHHIO pPYKOBOAMTENIEH
B COOTBETCTBYIOIIUX CTPYKTYPHBIX MOJPA3AETICHUSIX.

KoHTponb HcronHeHHs NOpPY4YEHUH pyKOBOAMTENEH (peKTopa, MPOPEKTOPOB), OTIAHHBIX
B YCTHOI (hopMe, OCYIIECTBISIOT CeKpeTapy, MOMOIIHUKU (pPEKTOpa, MPOPEKTOPOB) MO yKa3aHUIO
ATUX PYKOBOJIUTENEH.

7.9. HenocpeacTBeHHBII  KOHTPOJb  WCIOJHEHUS  JIOKYMEHTOB  CTPYKTYPHBIMHU
NOJIpa3/ieNIEHUsIMA YHUBEPCUTETA OCYIIECTBIISIIOT UX PYKOBOAMTENU. PykoBOoAMTENN CTPYKTYpPHBIX
noJipas3ziesieHui 00s13aHbl CIIEIUTH 32 COCTOSIHUEM MCIIOJHUTEIbCKON TUCIUIUIMHBI IPU MTOATOTOBKE
JIOKYMEHTOB II0 TIOPYYEHHUIO PYKOBOJCTBA YHMBEPCUTETA, a TAKKE JOKYMEHTOB, MOCTYINMBLIMX
B aJIpeC CTPYKTYPHOTO MOAPa3/IeleHHs U TPEOYIOIMUX UCTIOTHEHHS U (MJIM) TIOJATOTOBKU OTBETA.

7.10. JloBeneHue KOHTPOJIMPYEMOTO JIOKyMEHTa JO HCIOJHUTENS 00ecrednBaeTcs
CEKpeTapeM peKTopa U pabOTHMKaMH OOILEro OT/Aeja, B T€YeHHE OJHOIO JHS C JaThl BRIHECEHUS
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pPE30JIIOLIMKM U TOANUCAHUS JOKYMEHTa yKa3aHHbIMU Juiamu. CpoyHbIE U OIlepaTUBHbIE —
HEe3aMeJIMTENbHO, HO HE TTo3/Hee 12 4acoB ¢ MOMEHTa OMpPEIeNICHUs UCTIOTHUTES.

7.11. Ilpuem u peructpanusi JOKyYMEHTOB, IOCTYNMBIIUX Ha HCIOJHEHHUE B CTPYKTYpPHOE
nojpasjeliecHue, a Takke (UKcalmuu BCEX OTMETOK 00 HMX TPOXOXKICHWU U HCIOIHECHUU
OCYIIECTBIISICTCSl JIMLAMH, 3aHUMAIOIIMMUCA BEACHHEM JENONPOU3BOACTBA B CTPYKTYPHBIX
MO/pa3/ie/ICHUsIX YHUBEPCUTETA.

PaccmoTpenue MOKYMEHTOB MPOM3BOAMTCSA, KaK MPaBWIO, B JCHb HX MOCTYIUICHUS
B CTPYKTYpPHOE 0JIpa3/ieJICHUE.

7.12. CpoKu UCIIOTHEHHUS TOKYMEHTOB UCUUCIISIOTCS B KAJICHAAPHBIX JTHAX:

- BHYTPEHHHUX — C JIaThl MOANUCAHUS (YTBEPKICHUS ) JOKYMEHTA;

- IOCTYNUBILINX U3 IPYTUX OPraHU3AlMMi — C IaThl UX MMOCTYIUICHHUS;

7.13. Cpoku WCHIONHEHHS TOCTYNUBIIMX JOKYMEHTOB OIPENEISICTCS PEKTOPOM,
MPOPEKTOPAaMU B COOTBETCTBUU CO CPOKOM, YCTAaHOBIIEHHBIM OpraHH3alueil, HampaBHUBILIEH
JIOKYMEHT, WJIM HOPMATUBHBIMU CPOKaMH, MPEIyCMOTPEHHBIMU 3aKOHOJATEIhCTBOM Poccuiickoii
®enepanuu.

[Ipy Hanuuuu B JOKYMEHTE pPa3HBIX CPOKOB HCIOJHEHHUS, KOHTPOJIb OCYIIECTBISETCS
M0 KaKJI0M yKa3aHHOM B JOKYMEHTE JaTe MCIOJIHEHHs; CPOKOM HCIIOJIHEHUSI JOKYMEHTA SIBIISETCS
HanOoJiee MO3THUN yKa3aHHBIA B HEM CPOK.

7.14. VnauBupayanbHble CPOKHM HCIIOJNHEHHUS JOKYMEHTa YCTAaHABIMBAIOTCS PEKTOPOM,
MIPOPEKTOPaMU TIPU BRIHECEHUH PE30JIIOLNH, TUOO B TEKCTE JOKYMEHTA (ITpUKa3a, paclopsHKeHUS ).

7.15. Pemenne 00 W3MEHEHMHM CPOKAa HCIIOJHEHUS NPUHHUMAET TOJBKO PYKOBOIUTEIb,
BBIHECILIMI PE30OTIOLHIO.

7.16. IlpomieHue cpoka HUCHONHEHHUS TMOPYYCHHH [OMYyCKaeTcsi B UCKIIOYUTEIbHBIX
Cy4asix, KOTJla WCIOJHEHUE TOPYYCHHH HEBO3MOXHO OCYIICCTBUTh B YKa3aHHBIM CpPOK
10 OOBEKTUBHBIM MPUYMHAM. B 93TOM ciyyae UCHOJHUTENb, OMPEICICHHBII PEKTOPOM,
MIPOPEKTOPOM HE IO3/IHEEe, YeM 3a 3 JHS 10 OKOHYAHHS CPOKa WCIIOJIHEHHS, HAIlpaBJsieT B aJpec
PYKOBOAMTENST TOKJIATHYIO 3aMUCKy C TPOCKOOW O TPOIJIEHHH CpPOKa C YKa3aHWEeM MPUYHH
MPOJITIEHUS U TUTAHUPYEMOU AaThl UCIIOJTHEHHUS.

[Iponnenne cpoka MCHOJHEHHUS BO3MOXKHO TOJIBKO Ha OCHOBAaHMM HHUCBMEHHOIO
paspelieHuss pyKOBOJIUTENS — aBTopa mnopydeHus. Mcnomnurens o0s3aH NpouHGOPMHPOBATH
o0t oTAen o0 M3MEHEHHH CpOKa HCIONHEHHUs JokyMeHTa. CBeneHus 00 M3MEHEHUH CpOKa
WCIIOJTHEHUS JOKYMEHTA BHOCAT B cooTBeTCTBYIOIME PK/I.

[Ipu o0coObIX 0OCTOSATENBCTBAX, MNPUBEAIIUX K HapyLIEHUIO CpOKa MCHOJIHEHHUS,
OTBETCTBEHHBIM UCTIOTHHUTENEM MPEICTaBIsIeTCS O0BICHUTENbHAS 3al1CKa, MOCTIE €ro MOKET OBITh
YCTaHOBJICH HOBBIN CPOK MCTIOTHEHUS.

7.17. JlokyMeHT (TIOpy4Y€HHUE) CUUTAETCS HCIIOTHEHHBIM W CHUMAETCs C KOHTPOIS IOCIe
(aKTHYECKOTO BBITIOJIHEHUSI TOPYYEHUU IO CYIIECTBY, JOKYMEHTHPOBAHHOTO TMOATBEPKICHUS
UCTIOTHEHUS ¥ COOOIICHHSI PE3YIbTaTOB 3aMHTEPECOBAHHBIM CTOPOHAM U JIMIIAM.

Ecnmn ncnionHenue nokymeHTa He TpeOOBalo JOKyMEHTAIBHOTO o(opmiIeHus (BOPOC ObLT
pelieH mo TeineoHy, Ha COBEIIAaHWW U T.M.), TO K JOKYMEHTY MpHJIaraeTcs KpaTkas cIpaBKa
00 UCTIOTHEHUH.

JIOKyMEHTBI, TIPE/ICTaBICHHbIE HA MOJIUCHh PYKOBOJCTBY YHUBEPCUTETA M BO3BpAlllCHHbIC
Ha J0pabOTKy, HE CYUTAIOTCS HCTIOJTHEHHBIMHU B CPOK.

[IpomexxyTOUHBIN OTBET, PABHO KaK M 3aMPOC [0 UCIOJIHIEMOMY JOKYMEHTY WM YaCTUYHOE
€ro WCIIOJTHEHUE HE SBIISIOTCS OCHOBAHUEM JIJISl IPU3HAHUS IOKYMEHTA UCTIOJTHCHHBIM.

JIOKyMEHT CHHMAETCsl C KOHTPOJS JIMIIOM, ITOCTABUBLUIUM €ro Ha KOHTPOJb. OCHOBaHUEM
JUIL CHATHUS C KOHTPOJS JOKYMEHTOB, KOHTPOJHUPYEMBIX IO TOPYYCHHUIO PYKOBOJCTBA
YHUBEPCUTETA, KaK MPABUIIO, SIBISETCSA JOKYMEHT-OTBET, OAIUCAHHBIN PEKTOPOM, IPOPEKTOPOM.
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JlanHbie 00 MCIOJHEHUW JOKYMEHTa W CHATHH C KOHTPOJISI BHOCST B COOTBETCTBYIOIIHE
PK/I.

7.18. UcnonauTens 0053aH B Cpok He mo3gHee 10 mHEH 1mocie MCIOTHEHUs JOKyMEHTa
nepeiarb €ro JIMIy, OTBETCTBEHHOMY 32 BEACHHE JEJONPOM3BOJCTBA B CTPYKTYPHOM
nojapasaesieHud, 1isi GOpMUPOBAHUS JIET B COOTBETCTBUH C YTBEP)KICHHOM HOMEHKIIATYPOU JE.

8. JOKYMEHTAJIbHBIIA ®OHJl YHUBEPCUTETA

8.1. Pa3paboTka HOMEHKJIATYPHI A€

Homenknarypa nen - cucreMaTU3MpPOBAaHHBIN MEpEUYEHb 3arojOBKOB (HAaMMEHOBaHUM) 1€,
3aBOJIMMBIX B YHUBEPCUTETE, C YKAa3aHUEM CPOKOB UX XpaHEHUs, O(OPMIICHHBINH B yCTAaHOBJICHHOM
HOPSIZIKE.

Homenknarypa aen ucnosib3yercs Ui I'PYNIUMPOBKUM HCIOJIHEHHBIX JIOKYMEHTOB B Jiena,
CUCTEMATH3allMM W YdeTa Jejl, ONpPENENICHHUs CPOKOB MX XpaHEHHs M II0MCKa JIOKYMEHTOB.
Homenknartypa aen siBisieTcss OCHOBHOM Ul COCTABJIEHUS OMMCEN JIesl TOCTOSIHHOTO M BPEMEHHOI'0
(cBbimie 10 yer) XpaHeHHs, a TaKKe Ui ydeTa jAed BpeMeHHOro (o 10 JeT BKIOYHMTENBHO)
XpaHEeHHUS.

Homenknarypa nenm sBIsieTcS OCHOBOM (OPMHpPOBAHHSA JTOKYMEHTAJIHLHOTO (oHAA
yHHUBepcuTeTa. JloKyMeHTalbHBIH (DOHA YHUBEpCUTETa COCTABISAIOT JOKYMEHTBI, CO3JaHHBIE
B YHUBEPCUTETE M TIOJTYYCHHBIE MM B PE3YJIbTaTe B3aWMOJICHCTBHUSA C JAPYTMMH YUPEKICHUSIMH,
OpraHu3alusaMu, rpaxaadsaMu. HoMmeHknatypa en siBjisseTcsi OCHOBHBIM YYETHBIM JIOKYMEHTOM JIelT
3a TEKYILIUW roJ.

IIpu cocraBieHUM HOMEHKJIATYpbl Jlel  CJIEIyeT PpPYKOBOACTBOBAaTbCs Y CTaBOM
YHHUBEPCHUTETA, TIOJIOKEHUSIMU O CTPYKTYPHBIX TIOApA3JCNEHUsIX YHHBEPCHTETA, IITATHBIM
pacriucaHueM, IUIaHAMH W OT4YeTaMH O paboTe, MEepeYHsSIMHU JOKYMEHTOB C YKa3aHHEM CPOKOB
UX XpaHEHHUs, HOMEHKJIAaTypaMu el 3a MpeauecTByrolue roasl. Homenknarypa nen cocraBisiercs
Ha OCHOBE H3y4Y€HHs JIOKYMEHTOB, OOpPa3yIOLIMXCS B JEATEIbHOCTH YHHUBEPCHUTETA, UX BHJIOB,
COCTaBa U COJECPKAHMUI.

B yHuMBepcuTeTe COCTaBISAIOTCS HOMEHKJIATYpPhl Jell CTPYKTYPHBIX MOJpa3/ieneHuit

(TTpumokerrie  Ne  14) wm  HOMeHkiarypa jJen  yHuBepcutrera  (mamee —  HJI)
(ITpunoxenue Ne 15).
CrtpyKTypHbIE MIOAPA3ACICHUS €XKETOHO pa3pabaTbIBaoOT (KOpPEKTUPYIOT)

VHAMBUYaAJIbHYI0 HOMEHKJIATYpPY JIeJl CTPYKTYpPHOTO MOIpa3esieHusl Ha CIeAYIOLINM Tof], KoTopas
COIJIAaCOBBIBaeTCA € OOLIEeM OTIEIOM M apXMBOM YHHUBEPCHUTETa, 3aTe€M IOJIHCHIBACTCS
PYKOBOJUTENIEM CTPYKTYpHOTO MOJApa3JeNeHus U Iepeaaercs B oOmMi oTnen (B TOM ducie
B DJIEKTPOHHOM BH/IE).

BHOBb CO3/1aHHOE WM PEOPraHHW30BAHHOE IMOApa3JieleHne O00f3aHO B MECAYHBIH CpPOK
pa3paboTaTh HOMEHKJIATYpy Jell MOopa3iesieHNi U NpeACTaBUTh €€ B 00U OTAeN.

WnnuBuayanbHass HOMEHKIIATypa Jell  CTPYKTYpHOTO IMOJAPA3JENIeHUs COCTaBISETCS
B CTPYKTYPHOM TNIOJpa3A€€HUN B JBYX 3K3EMIULIpPAaX, U3 KOTOPBIX OJAMH J3K3EMIUIAP OCTAETCS
B JICJIONPON3BOJCTBE CTPYKTYPHOTO TMOApA3/IEICHUs,, BTOPOH SK3EMIUIIp MepeAaerca B OOIIMiMA
OTJIEl YHUBEPCUTETA.

OTBETCTBEHHOCTh 3a OPraHU3alMI0 CBOEBPEMEHHOTO COCTaBJIEHUS HOMEHKJIATyphbl el
U CBOEBPEMEHHOE TMPEJOCTaBlIieHHEe €€ B OOLIMil OTAen Bo3Jaraercss Ha PYKOBOAUTENEH
CTPYKTYPHBIX ITOAPA3JCICHUAMN.

[lonpaznenenneM, OTBETCTBEHHBIM 3a COCTaBlIeHHE U BHeapeHue HJI B nenonpousBoacTso,
SIBIIIETCS OO OTIEN.




TET I,
SEPOTET Mgy,
& ‘i,

5
A

®dI'BOY BO « 'YMP® umenn agmupana C.O. MakapoBa» Crp. 5513 132

(OCIMPCTg,
”
by
h‘\.
204 001

WHCTpYKIHS 1O AETONPON3BOJICTBY YHUBEPCUTETA BepcHs 4

3

o
Lpap .08

HomMmeHnkiiatypa nen yHuBepcuTeTa HE peke OJHOrO pa3a B 5 JIET MPOXOJUT COTJIaCOBAaHUE
u yreepxaenue JIIMK LII'A CII6.

B cnyuae kopeHHOTro u3MeHeHUsi (GYHKIUMU U CTPYKTYphl YHHUBEpPCUTETAa HOMEHKIIaTypa
COCTaBJISIETCS], COIJIACOBBIBAETCS M YTBEP)KJIA€TCS BHOBb HE3aBUCHMO OT CPOKa €€ YTBEP)KIEHUS
¢ OIIMK LTI'A CII6.

MeToauuecKkyro MOMOUIb NIPU COCTABJIEHUH HOMEHKJIATYpPhl J1€] YHUBEPCHUTETA OKa3bIBAET
SIIMK LT'A CII6.

CornacoBanHasg HJ[ B KOHILE KaXIOro KajJ€HIApHOI'O rojla YTOYHSETCS, YTBEpXKAAeTcs
1 BBOJUTCA B JerictBre ¢ 01 stHBaps ciieyroniero KaJleH1apHoro roja npuKka3oM peKkropa.

H/I roroBuTCs HE MEHEEe UeM B UEThIPEX JK3eMIUIsipax: |- SK3eMIUISIp KakK JIOKYMEHT
MOCTOSTHHOTO XPaHEHHUs MMOMEIAeTcsl B JIeJI0 OOIIero OTAesna, 2-i UCIoJb3yeTcsl B oOlIeM OTielne
Kak pabouuii sK3eMIuLsip, 3-i mpuMeHsieTcs B apxuBe yHuBepcureta, 4-if B LII'A CIIO.

8.1.1. HomeHKJIaTypHbIe HHAEKCHI MOAPa3ae1eHHii

HJl yHuBepcureTa CcOCTaBJIsSIETCd IO CTPYKTYPHOMY IPUHLUIY, B COOTBETCTBHH
C YTBEP)KJIEHHOM OpraHM3allMOHHOW CTPYKTYpOHl YHHMBEpCUTETa M IUTAaTHBIM paclUCaHUEM
Ha OCHOBE HOMEHKJIATYp Z1€J]1 CTPYKTYPHBIX MOAPAa3AEICHUMN.

HasBannsamu paspenoB HJI sABIsAOTCS HauMMEHOBaHUs CTPYKTYPHBIX IOJpa3JelICHUM,
KOTOpPBIE PACIIONOKEHBI 110 CTENEHSAM 3HAYMMOCTH B I€ATEIbHOCTH YHUBEPCUTETA.

Kaxnomy crpykrypHOMy mojpaszieneHuto (B TOM uucie Kadeapam, OoTaenam, ciayxOam
U T.J.) IPUCBOEH MHIUBHYaJIbHbIN IU(PPOBON MHAEKC MO IITATHOMY PAaclUCaHUIO YHUBEPCUTETA
(Ipunoxenue Ne 13).

IIpy nuMKBUAaLUM, peOpPraHU3aLMK/TIEPENOTUMHEHUN CTPYKTYpHOI'O  IOJpa3/ieleHus
WIM U3MEHEHUH €ro HAaUMEHOBAaHUS MHJEKC JTOr0 IMOJPA3AEiCHUs] IPU  COCTABJICHUU
HOMEHKJIATYpBI JIEN B JAJIbHEUIIIEM HE IPUCBAUBACTCSL.

BHOBb CO3/1aHHBIM CTPYKTYpPHBIM MOJpa3/elIeHUsIM MPUCBAUBAIOTCS LU(GPOBBIE HMHICKCHI
B BaJIOBOM TMOPSAKE IIOCJIE€ TOCJHEIHEro MHAEKCAa IO JEMCTBYIOLIEH HOMEHKIAType Jell
YHUBEPCUTETA, 10 yTBEpKAeHNUs HoBor H/I Ha cienyroniuit rog.

8.1.2. Tlopsinok 3amoJiHeHHUsI rpag) HOMEHKJIATYPbI 1]

B epagpe 1 — «unpexc nena» HOMEHKJIATYPBI A€ MPOCTABISIOTCS MHAEKCHI KaXO0T0 Jiela,
BKJIIOYEHHOTO B HOMEHKJIaTypy. MHAeKkc Jena COCTOMT M3 YCTAHOBJIEHHOTO B YHUBEPCUTETE
¢ poBoro 0603HaYeHus (K0J1a) CTPYKTYPHOTO TOJpa3IesIeHUs] U MOPSAAKOBOTO HOMEpa 3arojioBKa
JieTla IO HOMEHKJIaType B MpejesiaX CTPYKTYpHOTO HojpaszaeieHus. MHaekcsl 1en 0003HadaroTes
apabckumu 1udpamu. Hanpumep: 56-01, rne 56 — HMHIEKC CTPYKTYpPHOTO MOApa3ieieHUs,
01 — mopsAKOBBIN HOMEp 3aroJIOBKA JieJla 0 HOMEHKJIAType JIell.

BriocnencTBuM MHAGKCHI A€ MEPEHOCST U3 UHAMBHUYaTbHON HOMEHKIIATYPBl CTPYKTYPHOTO
nojipa3JiefiecHusi Ha Kopewmok mnanok. Muaekc nema — 3To cBoeoOpasHbIil mmdp, KOTOPBIH
oTpeneNseT MOPsIIOK XpaHEHUs IOKYMEHTOB U IIOMOTaeT HaliTH HY)KHOE JIEJI0.

B epaghy 2 — «3aronoBok jgena» - BKIIOUYEHBI 3ar0JIOBKH JeNl (TOMOB, yacTeil). 3aroioBok
Jiena JI0JKEeH 4eTKO, B 00001IeHHOM (hopMe oTpaxkaTb OCHOBHOE CO/IEP)KaHUE U COCTaB JIOKYMEHTOB
Jena.

B 3aromoBkax nen, coaepkalidx JOKYMEHTHI 1O OJHOMY BONPOCY, HO HE CBSI3aHHBIX
TIOCJIEZIOBATEIBHOCTHIO MCIIOTHEHNS, B KAUeCTBE BU/IA Jela YIOTPEOISIETCSI TEPMHUH «JOKYMEHTBD»,
a B CKOOKax YyKa3blBalOTCS OCHOBHBIE PA3HOBHJIHOCTH JIOKYMEHTOB, KOTOpPbIE IOJDKHBI OBITh
CTpYNIUPOBaHbI B €€ (MJIaHbl, CIUCKH, TOKIaJbl U T.1.).
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Hanpumep: JlokyMeHTBI

(TutaHsI,
TepMHUH «TOKYMEHTBD» TPUMEHSIETCSI TAK)KE B 3ar0JIOBKax JIEN, COACPIKAIINX TOKYMEHTHI —

CEeMHMHApOB, KOH(epeHnH.

NPUIIOKEHNE K KAKOMY-JTHOO TOKYMEHTY.
Hanpumep: «IIpotokosbl 3aceqanuii Yuenoro CoBeTa U JOKYMEHTBI K HUM).
B 3arosioBkax e, coaeprkalmx MepenucKy, yKasblBaeTcs ¢ KEM U 110 KaKOMY BOIIpocy (am)

OHa BeZIeTCs, TO ecTh hopmyaupyercs 1mo oopasiy «llepemnucka ¢ kem? O yem?»
«[lepenricka ¢ OpraHm3alMsIMH W TpaXJaHAMH [0 BOIPOCaM pPadOTHI

Hanpumep:

dakyapTeTa.

B 3arosoBkax gen, coaepiKalUMX IIEPENMCKY € PasHOPOAHBIMH KOPPECIIOHIEHTaMH,
IOCJICAHUE HE NIEPEUUCIIAIOTCS.

Hamnpumep: «Ilepenncka 1o BonpocaM OCHOBHOM I€ATEIILHOCTIY.

B 3aronoBkax e, copepiKalluxX IUIAHOBYIO MJIM OTYETHYIO JOKYMEHTAlMIO, YKa3bIBaeTCs

nepuo (KBaprai, roj), Ha (3a) KOTOPbIM COCTABIIEHBI IJIaHbI (OTYETHI).
Hanpumep: «I'010BbIe OTUYETHI O 1€ATEIBHOCTH YHUBEPCUTETA.
Ecnu neno Oyner cocTosATh M3 HECKOJNBKUX TOMOB WJIM 4acTeil, TO COCTaBiseTcs oOImumit

34aroJIOBOK J€Jia, a 3aTEM IIpHU HeO6XOI[I/IMOCTI/I COCTAaBJIOTCA 3aroJIOBKH KaXXJO0ro tToma (‘IaCTI/I),

YTOUYHAIONIUE COACPKAHUC 3aroJIoOBKa Acja.
3aroJjIoBKH IeYaTHHIX U3JaHuM B HOMCHKIJIATYPY ACJI HC BKIIFOYAIOTCA.
He JOIIYCKACTCA IPU COCTABIICHUU 3ar0JIOBKOB HOMCHKJIATYPhI JCII:
a) IoMemarb B OAWH 3arojIOBOK JOKYMCHTBI ITIOCTOAHHOTO U BPEMCHHOI'O CPOKOB XpAaHCHU,

JIOKYMEHTBD»,

a TaK)Ke pa3HbIX CPOKOB BPEMEHHOI'O XpaHEHUs (JomycTum, 15 et u 5 ner);
0) MCrosb30BaTh B 3arojiOBKE Ha3BaHME HE BMJA JIOKYMEHTa, a KakoW-mubo (yHKIMH,
HalpuMep, «KpEeIUTOBAHUEY, «BOIIPOCH! CTPOUTEIBCTBA» U T.1.;
B) COCTaBJIATh 3aroJIOBKM J€J, HE PACKPBIBAIOIIME COJCPKAHHWE M COCTaB JJOKYMEHTOB,
«IIOCTYHNAOIUE

HalpuMep, «OOIIHe MaTepuaibly», «pa3Has IMEepPEernucKay,
«OTIpaBIIsieMbIe TOKYMEHTBI», «paboTa B CTPYKTYPHBIX MOpa3AeIeHUsIX» U T.11.,

r) YHOTpeOJsATh COKpAIllEHHBIE CJIOBA M COKpAIllEHHbIE HAaUMEHOBaHUS (enepaibHbIX
OpPraHOB UCIIOJIHUTENIbCKOM BJIACTU U YUPEKACHUH.

[Topsamok pacrnonoKeHusi 3arojOBKOB JI€JI BHYTPUM pa3faenoB u noxapasgenoB HJI
YHUBEPCUTETA YCTAHABIMBAETCS €IUHBIN I BCEX CTPYKTYPHBIX MOAPA3ACICHUN U ONpEAeaeTCs
CTEMEHbI0 BAXKHOCTH JIOKYMEHTOB, COCTABJISIFOIIUX JI€JIa, UX B3aUMOCBS3BIO.

Cucremaru3zanus 3aroJJOBKOB B HOMEHKJIAType Je:

1) 3aroj0BKH J€N C pacropsANTEIbHBIMUA JOKYMEHTAMH BBIIIIECTOSIINX OPraHU3aIlni

(mOCTaHOBIEHUSIMU, IPUKA3aMHU, PACTIOPSKEHUSMU, YKa3aHUSIMH ),
2) 3aroJIOBKH JIeN C PACIIOPSITUTEIbHBIMU TOKYMEHTAMU YHHBEPCHUTETA,

3) 3aroJIoOBKH el ¢ OPraHU3aIMOHHBIMH JTOKYMEHTAMH;
4) UH(POPMALIMOHHO-CIIPABOYHbIE JOKYMEHTBI: IIJIaHbl, OTYEThl, KOHKPETHBbIE BHUJbI
JIOKYMEHTOB, MEpEenucKa, perucTpalioOHHbIE JKypHaabl (KHUTH), MHAMBHUyallbHAs HOMEHKJIATypa
CTPYKTYPHOTO IIOAPa3IEICHHUs.

Hazpanust gen, QopmupyeMblXx IO XpOHOJOTMYECKOMY MPHUHIIMILY, pPaclojararoTcs
B [IOPSIAKE CJIEIOBAHUS IIEPUOOB, 38 KOTOPBIE CTPYIIIMPOBAHBI JOKYMEHTBI.

Hampumep, B rpymnme aen ¢ IulaHaMu CHadajla MAYyT HNEPCHEKTHBHBIE, ITOTOM TOIOBBIE,
KBapTajbHble, MecsuHble («['00BbIE OTYETHI O (PUHAHCOBO-XO3SMCTBEHHON JIEATEIILHOCTHY,
«KBapranpHble 0TUETHI O PUHAHCOBO-XO03HCTBEHHOM EATEIBHOCTH).

AHaJOrM4YHO CUCTEMATU3UPYIOTCSA U OTUETBHI.

C yueroM AaHHOrO TpeOOBaHMs IOCIE€ TOJJIMHHUKOB INPUKA30B B HOMEHKJIATYpy el

BKJIFOYAIOTCA ACJIa C KOIMMUAMH ITPHUKA30B.
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BHyTpr Kaxaod Trpynmel Jlena  pacnojararoTcsi [0 CpPOKaM XpaHEHWs,, HaduHas
C IOCTOSIHHOTO M 110 Hucxosmei tuauu (50 ner, 10 ner, 5 et u T.1.).

I'pagpa 3 - «xon-BO A€» HOMEHKIATYPHI /€ 3aMOJIHACTCS [0 OKOHYAHUU KaJleHIAapHOIO
WM y4eOHOTo ToAa.

B epaghe 4 - «cpok xpaneHust u Ne cTaThy MO IEPEUHIO» YKA3bIBAIOTCS CPOK XPAHEHUS JIena,
HOMEp CTaTeil IO MEpPevHIO (THUIOBOMY, BEIOMCTBEHHOMY), a IPU €ro OTCYTCTBUU — IO THUIIOBOM
WIA [IpPUMEPHOM HOMEHKJIAType [ell, WIH CCBhUIKM Ha CTaThbd, IYHKTBI M IOAIYHKTbI
3aKOHOJATEJIbHBIX aKTOB U JPYTUX HOPMATHUBHBIX MPAaBOBBIX JTOKYMEHTOB, HA OCHOBAaHUU KOTOPBIX
YCTAQHOBJICH CPOK XpaHEHMsl JOKYMEHTOB AaHHOro aena. Ilpu BKiIOUEHMM B HOMEHKIATYpPY
3aroJIOBKOB, JOKYMEHTOB, CPOK XpAHEHHUS KOTOpPbIX HE NPEIyCMOTPEH THUIOBBIM WM
BEJIOMCTBEHHBIM [IEPEYHAMH JOKYMEHTOB, CPOK MX XpaHeHus ycraHaBiuBaeTcs LIDIIK ApxusHoro
komuteTa Cankr-IlerepOypra.

CHuXeHue CpOKOB XpaHEHUs!, yCTaHOBJICHHBIX HOMEHKJIATYpOM e, 3amperaeTcs.

B HekoTophIX cilydasx K CpoKy XpaHeHusi noOaBieHa oTmerka «OIIK». Oto o3nHauaer,
4TO BOIPOC 00 OCTABJIEHUU JAHHOTIO JieJla Ha OCTOSHHOE XpaHEHUE, YBEIIMYEHHUE CPOKA XPAHEHUS
WIM B CPOK, YCTAHOBJICHHbI B HOMEHKJIATYpE, peliaercss DKCIEPTHONM MPOBEPOYHON KOMHCCHUEH
YHHUBEpCHUTETa. Y HUUTOXATh JaHHbIe JOKyMeHThI 0e3 pemenus DI1K 3anpemieHo.

Hcuncnenue cpoka XpaHeHUs! TOKYMEHTOB Npou3BoanuThes ¢ 01 stHBaps roga, clieayromero
3a TOJOM OKOHYaHMs MX JeJoNpou3BOACTBOM. Hampumep, ucumcieHHe Cpoka XpaHEHHs Jell,
3aKOHUYEHHBIX JenonpousBoacTBoM B 2020 rony, Haunnaercs ¢ 01.01.2021.

Cpok XpaHeHUs JIOKYMEHTOB Y4eOHOro TMpoliecca HauumHaercs 1-ro  ceHTsI0ps
1 okaHuuBaercs 31 aBrycra.

Hampumep:

JIOKYMEHTBI C 5-TH JIETHUM CPOKOM XpaHeHus, co3aanubie B 2017/2019 yuebuom roxy:

CPOK XpaHEHUS 3THUX JIOKYMEHTOB HaunHaercs ¢ 1-ro centsOps 2019/2020 yuebnoro roja,
okanumuBaercs 31 aBrycra 2024/2025 yyeOHoro roja;

JTOKYMEHTBI Oy/yT BKIIFOUEHBI B akT 2025/2026 y4eOHOrO roja.

Hcuncnenne CpoKOB XpaHEHUsI KHUT (KypHaJoOB) perucTpauuu (ydera) HayMHaeTcs
¢ 01 ssHBaps mocse BHECEHUs MOCIEIHEH 3aucy B KHUTY (OKypHa).

Tak, ecnu KHUra yuyeTa IBUKEHMSI TPYAOBBIX KHUKEK M BKJIAAbIIIEM K HUM OTKpBITA
c sHBaps 2017 roma u mocnenHss 3anuch B HeW caenaHa B 2023 roxy, TO MCUHCICHHME CPOKa
xpaHeHus Ay kHuru Haunercs ¢ 01 suBapst 2024 rona.

I'pagpa 5 — «ipuMeyaHus» - pa3bsCHsIET 0COOEHHOCTH (POPMUPOBAHMS A€, KOMMEHTUPYET
U YTOUHSIET CPOKM XpaHEHMs Jel (HampuMep, «IpU YCIOBMU NPOBEICHMS MPOBEPKU (PEBU3HMN)Y,
«T10CJI€ BBIHECEHMSI OKOHYATEJIbHOTO Cy/leOHOr0 pEIIeHHUs»), KOHKPETHU3UPYET CPOKU XpaHEHUS
OyXraaTepckoil JTOKyMEHTaluu (HalpuMep, «Ioclieé HCTEYEHUs CpOKa JEHCTBHS JOTOBOPA»)
YKa3bIBa€T, 4YTO HCYHCIEHUE COOTBETCTBYIOIIETO CpOKa XPaHEHUS  OCYLIECTBISIETCA
C OIPENEIEHHOIO0 MOMEHTA (HallpUMED, «I10CIIE 3aMEHBI HOBBIMU», «C JaThl OCIEAHEN 3aIIUCH»).

B »stoii xe rpade MOXKHO Jenath OTMETKM O HE 3aBeAeHMM Jen (Hampumep, «Jleno
He GOpPMUPOBATIOCHY), O MEPEeXOAdIIuX Nenax (Hampumep, nepexopsmee ¢ 2024 roga), o auIax,
OTBETCTBEHHBIX 3a BEJCHME JAHHOTO Jiena, 0003HavalTcsa JOKYMEHTHl. Beaymiue u xpaHsimuecs
Ha DJIEKTPOHHBIX HOCHUTENSAX, a TaKKe — O MECTE€ HaxOXKICHHsS OpUTHMHAJIOB JIOKYMEHTOB
(U1 KOTIH# IOKYMEHTOB).

Eciu B TeueHue roma B yHUBEPCUTETE BO3HUKAIOT HOBBIE JTOKYMEHTHPOBAHHBIE YYaCTKU
paboThl, HEMPETyCMOTPEHHBIE JIeJIa, OHU JOMOJIHUTEIBHO BHOCATCS B HOMEHKJIATYypy. {1 BHOBB
3aBOJIMMBIX JI€J1 B KaXJ/I0M pa3Jielie HOMEHKIIATYpbl OCTABIISIOTCS PE3EPBHBIE HOMEPA.

B nauane xaneHmapHOro roja mo mpuka3y pekTopa HeoOXOJIMMO 3aKpbITh HOMEHKJIATYPHI
JIeNl CTPYKTYPHBIX MOJIpa3/IeIeHuil YHUBEPCUTETa 3a MPOLUIBINA IO/ IMyTeM 3anojHeHus rpagsl Ne 3
«KonuuectBo nen». B nannyro rpady Hy)XHO 3amucarh, CKOJIBKO €IMHHULl XPaHEHUs KaXJI0To Jelia
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MOJIyYMJIOCh B TeueHue rojaa. Enununeil xpaHeHus: cuutaeTcsi OguH ToM OymaxkHoro nena. Oobem
OyMa)XHOTO TOMa CTPOrO OTPAaHMYEH U JOJDKEH COCTaBiATh He Oonee 250 nmctoB. B Konue
HOMEHKJIATYphl JIeJ PYKOBOJAUTEIEM CTPYKTYPHOTO TOApA3/EiCHUs JeJaeTcss UTOroBas 3aluch
0 KOJIMYECTBE 3aBEJICHHBIX el (TOMOB). 3aKphIThIE HOMEHKJIATYPHI JIeJ TEepPearoTcs B OOIIHiA
OTJIieN, TJ€ Ha OCHOBAaHUHU CBEACHUU CTPYKTYPHBIX MOJPA3AEICHUMN JeJIaeTCsi UTOroBas 3aIluCh
B-HOMEHKJIAType e O KOJIMYECTBE 3aBelIeHHBIX Jien (TomMoB) B yHuBepcutere ([Ipunoxxenue
Ne 16).

Ceenenusi, conepikamiiecs: B uTOroBoi 3anucu HJI, B 00s3aTensHOM MOPSAKE, COOOMIAIOTCS
Ha4YaJIbHUKOM OOIIIEro OT/IeNia B apXHB YHUBEPCHUTETA (C OTMETKOM 00 aToM B HJI).

8.2. (I)opan()Ba}me A€J U UX TCKYLIEC XPaHCHUE

8.2.1. Ilopsinok ¢opMHUpOBaHMS e

8.2.1.1. ®opmupoBaHue €1 - TPYNIHPOBKA WCIOIHEHHBIX JOKYMEHTOB B Jela
B cootBeTcTBHH ¢ HJl M cucremarnsamnueii JOKyMEHTOB BHYTpH.

8.2.1.2. Jlena hopMHpYIOTCS B YHHBEPCUTETE ICICHTPAIM30BAHO, T.€. B CTPYKTYPHBIX
noapasneneHusx. @DOopMUpOBaHME A€ OCYIIECTBIACTCS, Kak IpaBWIo, pPaOOTHUKAMH
OTBETCTBCHHBIMH 32 BEICHUE JICTIONPON3BOJICTBA.

VcrionHeHHBIE W 3aKOHYEHHBIC JIEIONPOU3BOJICTBOM JOKYMEHTHI HCIIOJHHUTENb JIOJDKEH
B 10-mHEBHBIN CpPOK TepenaTh OTBETCTBEHHOMY 3a BEICHHUE JENIONPOU3BOJACTBA B CTPYKTYPHOM
nojpa3eeHun 1 GopMUpPOBaHHS UX B JieJa.

Homep nema, B KOTOpoe JODKEH OBITH MOMMIMT IOKYMEHT, ONPENEIsieT PYKOBOIUTEIH
CTPYKTYPHOT'O MOJpa3AeICHUs UM UCTIOIHHUTENb B cooTBeTCTBHU ¢ H/I.

8.2.1.3. Meroanueckoe pPYKOBOJCTBO W KOHTPOJb IMPABWIBHOTO (OpMHpOBAHUS eI
OCYILECTBIISICTCSI OOLIMM  OTJEIOM, apXWMBOM M JIMLIAMH, OTBETCTBEHHBIMH 3a BEJCHHE
JIeTTOTIPOU3BOICTBA B CTPYKTYPHBIX MOAPA3ACTICHHSIX.

8.2.1.4. IIpu popMHpOBaHUU /i€ B CTPYKTYPHBIX MMOAPa3ACICHUIX HEOOXOUMO COOIIIOIaTh
CJICYIOIIHE TIPaBUIA:

a) TMomem@arb B JIeJI0 MCIIOJHEHHbIE JOKYMEHTBI, COOTBETCTBYIOIIME IO CBOEMY
COJIEpKaHMUIO 3ar0JIOBKY Jieja 0 HOMEHKJIAType;

0) moMmeIaTh Bce JOKYMEHTBI, OTHOCSIIMECS K Pa3pEeIIEHUI0 OJJHOrO BOIIPOCa,;

B) MMOMEIIATh MPUIOKEHHS BMECTE C OCTaIbHBIMU JIOKYMCHTAMH;

r) TpyNmupoBaTh B JEJNO JOKYMEHTHl OJHOTO KaJeHJApHOro roja (MCKIIOYEeHUE
COCTABJISAIOT: MEPEXOIAIINeE Jeia; JIUYHbIE Jesa, KOTopble (JOPMUPYIOTCS B TEUEHHE BCETO MEpHoa
paboThl WM y4eObl JAaHHOTO JIMIa B YHUBEPCUTETE; JOKYMEHTBI CTPYKTYPHBIX TOpa3IesICHHUHA
(paxynbreros, kKadeap u ap.), KOTOpble GOPMUPYIOTCS 3a YU€OHBIH rof;

1) pa3ienbHO TPYNIHPOBATH B Jella JOKYMEHTHl TOCTOSHHOTO M BPEMEHHBIX CPOKOB
XpaHEeHHUs;

€) BKITIOYATh B JIEJIO TI0 OJJHOMY IK3EMIUISIPY KaXI0TO TOKYMEHTA;

) ToMemaTh B Jena (akcorpaMmbl, TelerpaMMbl, Tene(oHorpaMMbl Ha OOIIMX
OCHOBAHUSIX;

3) moMmem@aTh B JEN0 JOKYMEHT, NMPaBWJIBHO U TOJHOCTBIO O(OPMIIEHHBIH (JOKyMEHT
JIOJDKEH UMETh JIaTy, TIOATHCH U IP. PEKBHU3HTHI);

M) He TOMeIaTh B JIeJ0 JOKYMEHTBI, MOJIEKaIIHe BO3BpATy, JHIIHUE 3K3EMIUIAPHI
Y YEePHOBHKH (32 UCKITIOUEHHUEM 0C000 IIEHHBIX);

K) o o0beMy Jefl0 He JOJDKHO mpeBblmarh 250 JTUCTOB, IpU TOJIIMHE He Oojee 4 cMm
(TonmmuHa Jien co cpokamu XxpaHeHus 1o 10 et He qoikHa mpeBbimaTh 10 ¢cM) Mpu NpeBbILIEHUN
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JaHHOTO 0O0beMa 3aBoAUTCs BTOpoi ToM. [Ipu Hamm4uu B 1ee HECKOJIbKUX TOMOB (YacTeil) HHIeKC
Y 3aroJIOBOK Jiejia MPEJICTABIIAIOTCS HA KaKJI0M ToMe ¢ Jo0aBienremM o0o3zHaueHuid: «T.1», «T.2»
U T.JI.

8.2.1.5. JlokyMeHTBHl BHYTpPH Je€Jla paclojiaraloTcs CBEpPXYy BHH3 B XPOHOJIOTMYECKOH,
BOIPOCHO-JIOTMYECKOM MOCIe10BAaTEIbHOCTH U UX COYCTaHHH.

[IpoToKoJibl B €€ pACIIONaraTCcsl B XpOHOJOTHYECKOM MOPSIIKE 110 HoMepaM. JlOKyMEeHTBI
K MPOTOKOJIaM, €CJIM OHU CTPYIIIUPOBAHBI B OT/IEIbHbBIC Jela, CHCTEMAaTU3UPYIOTCS BHYTPHU JIeNa 110
HOMEpaM MPOTOKOJIOB.

PacniopsimutenbHble  IOKYMEHTBHl TPYNIHUPYIOTCS B Jeda Mo BujaaM  (IpUKasbl,
pacnopspKEHHs) U XPOHOJIOTMM C OTHOCSALIMMMCS K HUM IpuiiokeHusMu. [Ipuiokenus oobemMoM
cBblIie 250 JTUCTOB COCTABIIAIOT OTAEIBHBIA TOM, O YEM B IOKYMEHTE JIeJIaeTCsl OTMETKA.

[TonoxxeHus, nmpaBwiia, MHCTPYKLUH, YTBEPKIACHHBIE PAaCHOPSAIUTEIbHBIMU JTOKYMEHTaMU
(mpukazamu), SBJSIOTCS TNPUWIOKEHUSMH K HHUM U TPYNIUPYIOTCI BMECTE C YKa3aHHBIMHU
JOKyMeHTaMu. Eciaum ke OHM yTBEpXKIEHbl B KaueCTBE CaMOCTOSTENBHOIO JOKYMEHTAa,
TO UX TPYIIUPYIOT B CAMOCTOSITENIBHBIE JIeNa.

[Ipukasbl 1O OCHOBHOM JEATEIbHOCTU T'PYNIUPYIOTCS. OTAEIBHO OT IPUKA30B MO JUYHOMY
COCTaBY M PaCHOPSKEHH 10 aIMUHUCTPATUBHO-X03HCTBEHHBIM BOIIPOCAM.

[Ipu QopMupoBaHuM NPUKA30B (PACTIOPSHKEHHI) MO JUYHOMY COCTaBy (HOpMHUPYIOTCS
B OTJIC/IbHBIC Jiefla MPUKa3bl (PaclopspKEHUs) MO JUYHOMY COCTaBy MO Pa3IUYHBIM BOMPOCAM,
B COOTBETCTBUU CO CpOKaMH XpaHeHus. Hampumep, npukaspl O INpueMe, [EpeMElIeHNH,
YBOJIbHEHUU pPAOOTHUKOB (OPMHUPYIOTCS OTIEIBHO OT TMPUKA30B 1O JAPYTUM  BOIpOCaM
(KOMaHIMPOBKaM, TUCIUILIMHAPHBIM B3bICKAHUSAM, OTIIYCKaM, B CBS3U C OOYYEHHEM U T.J.).

VYTBepkAeHHbIE IUIaHbl, OTYEThl, CMEThl U JIPYTHE€ AOKYMEHThl I'PYNIUPYIOTCS OTAEIBHO
OT UX MPOEKTOB.

JIOKYMEHTBI B JIMUHBIX JieJlaX pacrojaraloTcs 1o Mepe uX MOCTYIUICHUS.

[lepenucka rpynnupyercs, Kak IpaBuiIo, 3a MEPUOJ] KaJIeHIapHOI o Toja.

ITpu BO30OHOBIIEHUH MEPETIUCKU MO ONPEAEICHHOMY BOIPOCY, HayaBIIEHCs B MpeAbLAyILEM
roJly, JOKYMEHThI BKJIIOYAIOTCS B JIENO TEKYILEro roja ¢ yKasaHUEeM HHJEKca Jeja MpPeblIyliero
roja.

8.2.2. OnepaTuBHOe XpaHeHHe e

82.2.1. Jlena co [1HA HUX 3aBeleHUs JO TIepeladyd B apXUB YHUBEPCHUTETa
WIM HAa YHUYTOXEHHUE XPAHSTCS 110 MECTY UX (DOPMUPOBAHHUSL.

Jlena cyuTarOTCsl 3aBEJCHHBIMH C MOMEHTA BKJIKOYEHHMS B HHUX IEPBOTO HCIIOJHEHHOIO
nokyMmeHnTa. [locie ucnoiaHeHHs JOKYMEHTOB M OKOHYaHMM PaOOThl ¢ HUMH OHM IMOMEILIAIOTCS
(mopmmBaroTCs) g obecreyeHnus (pU3NYEeCKOil COXpPaHHOCTU B TBEp/ble OOJOKKU WU MANKd —
perucTpaTopsl.

8.2.2.2. B xax/10M CTpYKTYpHOM IO/pa3e]eHUN Ha3HAaYal0TCs pabOTHUKH, OTBETCTBEHHbBIE
3a COXpPaHHOCTh JOKYMEHTOB H (opmMupoBaHHe WX B Jena (Kak MpaBUio, 3TO PaOOTHHUKH,
OTBETCTBEHHBIE 32 BEICHUE JCIIONPOU3BOCTBA).

PykoBonuTenu monpazjeneHuil U Ha3HauyeHHbIE PAOOTHUKHM OOECTIEYMBAIOT COXPAHHOCTH
JIOKYMEHTOB H JIE.

8.2.2.3. ns oOecnedyeHus COXpPaHHOCTM M Yy4yeTa JOKYMEHTOB U Jied, JOCTymna
K HUM ITPOBOJIUTCS] KOMIUIEKC PadoT:

CO3/IaHHE€ ONTHUMAJbHBIX TEXHUUYECKUX ((PU3MUECKHX) YCIOBHM XpaHEHHUS JAOKYMEHTOB
U JIeT,

pa3MelnieHue Jei;
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IIPOBEPKa HAIMYUS M COCTOSHUS JOKYMEHTOB U JIEIT;

COOJTFOICHHE TIOPSIIKA BBIIAYH JICI.

Jlena pasMemaroT B pabo4YMX KOMHAaTaX WIIM CIEHHAIbHO OTBEACHHBIX [UI ITOH LENH
NOMEIICHUAX B 3amuparommecs: mkadbl, cebl U T.M., YTOOBI 0OECIEUYUTh HX COXPAHHOCTb
¥ 3aIUTYy OT BO3JCHCTBUS IBIJIM U COTHEYHOTO CBETA.

Jlena B mkadax g UX ydeTra M OBICTPOrO TIOHMCKAa pacIojararoTcsi BEPTHKAIBHO,
KOpEIIKaMH Hapy)Xy M B COOTBETCTBHM C HOMEHKJIATypoil nen. Ha kopemrkax o0iokek e
YKa3bIBAIOTCS MHJIEKCHI IO HOMEHKJIAType Jie)l, HAUMEHOBaHue Jena, roJ. Homenknatypa aen win
BBINIMCKA U3 HEEe MIOMENIaeTCs Ha BHYTPEHHEH cTopoHe mKada.

[Ipu moucke Kakoro-mud0 JOKYMEHTa BHAYajle CIIeAyeT HaWTH HY)KHBIH 3arojOBOK Jena,
a 3aTeM I10 MHJIEKCY JIeJIa - COOTBETCTBYIOILIYIO IAIKy Ha MOJIKE.

8.2.2.4. Jlena mOKyMeHTAIBHOTO (HOHAA YHUBEPCHUTETa, HAXOJAIIMEeCS Ha TEKYIIEeM
XpaHEHUH, TTOJIekKAT yUETY.

[lepuonnyeckn, Kak MpaBUJIO, TEeped Iepeqadeii B apXWB YHUBEPCUTETA, IPOBOIHUTCS
NPOBEpKa HAIMYHUS M COCTOSHUS JOKYMEHTOB M JIeJ B LEJSAX YCTAHOBICHUS (PaKTHYECKOTO HATUYHUS
JIeNT ¥ COOTBETCTBUS UX KOJIMYECTBY, YHCISIIIEMYCSI IO HOMEHKJIAType eI

EnuHOoBpeMeHHas TpoBepKa HATUYUS M COCTOSHUS JIOKYMEHTOB W JI€T IPOBOJHUTCS
IpY IepEeMEIIeHHH JIeJ, TpPH BO3BpaTe Jed, MNPH CMEHE PYKOBOIUTENS CTPYKTYPHOTO
NoJApa3feieHus, TpH pPEOpPraHU3alud WIM JHUKBUJAIMHA CTPYKTYPHOTO  IIO/PA3JeIICHHS
YHHUBEPCHTETA.

[TpoBepka HamM4uusi MPOBOJUTCS ITYTEM CBEPKH CTaTell HOMEHKJIATYPHI JIEJ C ONHCAHUEM
nelnt Ha 00JI0KKe, a PU3NIECKOe COCTOSIHHE AET ONpPEIeIsieTCs MMyTeM UX BU3yalbHOTO IPOCMOTPA.

Bce oOHapyxeHHBIe HeTOCTaTKH (PUKCUPYIOTCS B aKT€ MPOBEPKU HATTMYMS U COCTOSTHHS JIEIT
(IMpunoxxenue Ne 25).

B cnywae yrparel [OKYMEHTOB M Jel HPOBOAUTCS CIIy)KeOHOE pacciefoBaHue,
0 pe3yJbTaTaM KOTOPOTO JIMIIO, BHHOBHOE B yTpaTe HECET OTBETCTBEHHOCTh B YCTaHOBIIEHHOM
HOPSIZIKE.

8.2.2.5. Bblmaua pen, HaxXoAAIIUMXCS Ha ONEPAaTUBHOM XPaHEHHMM B CTPYKTYPHOM
NOJpa3/ieIeHuH, pabOTHUKAM JIPYTUX MOJApa3/eIeHUuil IPOU3BOIUTCS C pa3peleHus pyKOBOAUTENs
CTPYKTYPHOTO TTOJIpa3/IeTICHHUS.

Ecnu otTnenpHble JOKYMEHTHI, YK€ BKIIOYEHHBIE B JIEJIO, HAXOJIIeecss Ha TEKyILeM
XpaHEeHHH B CTPYKTYPHOM IOJIpa3/ICJICHUH, BPEMEHHO TPEOYIOTCS pabOTHUKY, OHH MOTYT OBITH
BbIJIaHbl U3 Jeja paOOTHMKOM, OTBETCTBEHHBIM 3a BEJCHHUE JEJONPOM3BOJACTBA IO PACIHCKY
B KAPTOUYKE YdYeTa BbIJaYM JOKYMEHTOB BO BpeMeHHoe mojb3oBanue (IIpunoxenue Ne 26),
a Ha WX MECTO BKJIQJIBIBACTCS JIMCT-3aMECTUTENb, C yKa3aHHEM — KOTJa, KOMy W Ha KaKOi CpOK
BbIJIaH JOKYMEHT.

Jlena BBIZAIOTCS BO BPEMEHHOE MOJb30BaHHE PAaOOTHHUKAM CTPYKTYPHBIX IOJpa3/ieieHUi
Ha CPOK He 0oJiee 0IHOTO MecsIia U MOCiIe €ro UCTEUEHUS MOAJIEKAT BO3BPaTYy.

8.2.2.6. CTOpOHHUM OpraHM3alMsIM U YIOJHOMOYEHHBIM OpraHaM rocyJapCTBEHHOH BiacTu
Jiefia BBIIAIOTCS Ha OCHOBAHUHU MX MUCBMEHHBIX 3alPOCOB C MHCHMEHHOIO pa3pelieHHs] peKTopa
1o akTaM. BrleMKka TOKyMEHTOB opraHamMH BHYTPEHHHX Jiel, (peaepanbHoi ciyk00i 6€30macHOCTH
Poccuiickoit ®denepanuu, cyaeOHbIMH OpraHamMH IPOU3BOAMTHCS B MOPSAJKE, YCTaHOBJIEHHOM
3aKO0HOIaTenbCTBOM Pocculickont @enepannu.

W3bsiTHE  JOKYMEHTOB M3  Jiel  TOCTOSHHOTO  CpOKa  XpaHEHHs  JIOMyCKaeTcs
B UCKJIFOUUTENBHBIX CITyYasX W MPOU3BOIUTCS C MUCHBMEHHOTO Pa3pelIeHUs] peKTOpa C OCTaBIICHHEM
B JIeJIe 3aBEPEHHOI KOIUM JOKYMEHTA U aKTa O MPUYUHAX BBIIAYH MMOAJTMHHUKA.
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8.3. IloaroroBka 10KYMEHTOB M JieJI K Nepe/iadye HA apXUBHOe XPaHeHHe

JlokyMeHThl, oOpa3yromipecs B Ipolecce JACSTeNbHOCTH YHUBEPCHUTETA, SIBISIFOTCS
denepanbHON COOCTBEHHOCTHIO, W TOCIE NPOBEACHHS SKCIEPTU3bI HX IIEHHOCTH B TOPSIKE,
ycTaHoBiieHHOM @DenepanbHON apXWBHOW ciyOoi Poccuu, oHM momiexar o00s3aTelIbHON
nepepaue Ha mnoctosiHHoe xpaHeHue B LI'A CIIO, MCTOYHHMKOM KOMILJIEKTOBAHHUS KOTOPOTO
SBJISICTCSI YHUBEPCUTET, Kak 4acTh ApxuBHoro ¢onmga Poccuiickoit ®enepanun (DenepaibHbIN
3aKkoH oT 22.10.2004 Ne 125-®3 «O06 apxuBHOM jene B Poccuiickoin @deneparn).

Jlnst xpaneHust TOKyMeHTOB ApxuBHOro (onma Poccuiickoit deneparuu, OTHOCSIIHUXCS
K TOCY/IapCTBEHHOW COOCTBEHHOCTH, U JIOKYMEHTOB BPEMEHHOTO (CBbImIe 10 JeT) cpoka XpaHCeHHS,
UMEIOUINX MPaKTUYECKOe 3HAueHUE, a TaKKe JIOKYMEHTOB I0 JIMYHOMY COCTaBYy, HX Y4era,
UCIIONIb30BaHUsl, OTOOpa W TOATOTOBKM K Tepelade Ha TOCTOSHHOE XPaHCHHE YHUBEPCHUTET
o0Opa3yer apXuB.

[logroroBka nen K mepenade Ha XpaHEHHE B apXWB YHHMBEPCUTETa M Ha BBIICIICHUE
K YHUUTOXKEHUIO JOKYMEHTOB, HE MOJUICKAIINX XPAaHEHHUIO, BKIOYAeT paboTy MO MPOBEICHUIO
HKCIIEPTU3BI IIEHHOCTH JOKYMEHTOB, (DOPMUPOBAHUIO U OPOPMIICHUIO JIEJI, COCTABJICHUIO OIHUCEH
JIeJT TI0 Pe3yNibTaTaM dKCIEePTHU3bI UX LIEHHOCTH, COCTABIIEHNE aKTOB O BBIJCICHUU K YHUUTOKCHHIO
JIOKYMEHTOB U JIeJI C UCTEKIIUMU CPOKAMHU XPAHCHHUSI.

8.3.1. DkcnepTU3a HEHHOCTH JOKYMEHTOB

DKcnepTu3a LUEHHOCTH JIOKYMEHTOB — HM3Y4YEHHE JIOKYMEHTOB Ha OCHOBAaHUU KpPUTEPHUEB
WX [IEHHOCTH B LIETISIX OMPEJIETICHUSI CPOKOB XpaHEHUsI IOKYMEHTOB M 0TOOpa MX I BKIFOUCHUS
B cocTaB ApxuBHoro ¢oHaa Poccuiickoit denepanuu.

8.3.1.1. OkcnepTH3a LIEHHOCTH JOKYMEHTOB B YHUBEPCUTETE HA CTAJUU JIE€JIONPOU3BOJICTBA
IIPOBOAMTCS:

IIPU COCTABJIEHUU HOMEHKJIATYpBI JET;

B mpouecce (GopMHUpOBaHUS J€1 U MNPOBEPKE NPAaBUIBHOCTH OTHECEHUS JOKYMEHTOB
K JIeJ1aM,;

IIpY MOATOTOBKE JIeN K Mepeaye B apXuB.

8.3.1.2. lna opraHM3aluy M NpOBeIeHUs pabOThl MO HKCHEPTU3E LIEHHOCTH JOKYMEHTOB,
uX 0TOOpa Ha XpaHEHHE WM K YHUYTOXKEHHMIO, B YHHUBEPCHUTETE CO3/1aeTCsl MPUKa30M pEeKTopa
MOCTOSIHHO JieiicTBytomas skcnepTHas komuccus (9K).

@ynkiun 1 npaBa OK, a Takke opraHuzanus ee pabOThl OMNpeAessieTcs MOJOXKEHHEM,
cornacoBaHHbiM OIIMK LII'A CII6 u yTBepKI€HHBIM PEKTOPOM.

8.3.1.3. Cpoku XpaHEHHs JOKYMEHTOB YCTAHAaBJIMBAIOTCS HAa OCHOBAHUU DSKCIIEPTU3bI
UX LIEHHOCTHU. OKCIEepTHU3a LEHHOCTU TOKYMEHTOB B CTPYKTYPHBIX IOJAPA3/JCIICHUAX €KEroJHO
OCYILIECTBIIsIeTCST ~ pabOOTHMKaMM,  OTBETCTBEHHBIMM  3a  BEJEHHME  JEJONpPOM3BOJACTBA
IIOJ1 METOJUYECKUM PYKOBOJICTBOM apXMBa YHUBEPCUTETA, U corytacyercs ¢ OK.

IIpn mpoBeaeHMM SKCIEPTH3bl LIEHHOCTH JIOKYMEHTOB B CTPYKTYPHBIX MOJpPAa3AEICHUIX
OCYIIECTBIISIETCSI OTOOP €)1 IOCTOSIHHOTO M BpeMeHHoro (cBbiie 10 jieT) XpaHeHus A nepeaadu
B apXHMB YHHBEPCHUTETA, OTOOD 1]l C BPEMEHHBIMH CPOKaMHU XPaHEHUSs, MOJIeKAIINX XPaHEHHIO
CTPYKTYPHBIX MOJPA3JEICHUSAX; BbIICJICHUE K YHUUTOXKEHHUIO JeN 3a MpeAbIAylIHe TO/bl, CPOKU
XpaHEHUs1 KOTOpPbIX MCTEKJIU. [IpM ITOM OJHOBPEMEHHO HPOBEPSIOTCS KAYECTBO M IOJHOTA
HOMEHKJIATYphI JeJl CTPYKTYPHOI'O TOpa3AeNieH s, MPaBUIbBHOCTh ONpEeNIEHUsI CPOKOB XpaHEHUs
Jell.
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8.3.1.4. OTO60p NOKYMEHTOB TIOCTOSHHOTO M BpeMeHHOro (cBeime 10 jeT) XxpaHeHHs
IPOBOAMTCA IyT€M IOJIMCTHOrO mnpocMmorpa Jaen. He npomyckaercss oTOOp JTOKYMEHTOB
JUISL XpaHEHUS U YHUYTOXKEHUS TOJIbKO Ha OCHOBAHUU 3ar0JIOBKOB JIEJ.

Hena ¢ nometkoil «3IIK» noaBepraroTcsi NOJUCTHOMY IPOCMOTPY € LIEIbIO ONPEIEICHUS
U BBIJICJICHUSI U3 UX COCTaBa JIOKYMEHTOB, MOAJIEKAIUX TOCTOSHHOMY XPaHEHUIO.

Hena ¢ ormetkoil «OIIK», conmepskaiiye AOKYMEHThl MOCTOSIHHOI'O XpaHEHMsI, IMOJUIEKaT
nepeopmMupoBaHuio. BbleneHHble W3 WX COCTaBa JIOKYMEHTHI IIOCTOSIHHOTO XpaHEHUs
HNPUCOCTUHSIOTCS K OJTHOPOJHBIM JIeIaM MM (POPMHUPYIOTCS B CAMOCTOSITENIbHBIC JIEa.

Cpoku xpaHeHus Jej, COJEpKalluX OCTaBIIMECS JOKYMEHThl BPEMEHHOI'O XpaHEeHWS,
OIPEAEIISAIOTCA 110 IEPEYHIO JOKYMEHTOB € YKAa3aHUEM CPOKOB UX XpaHEHMs WJIM IO HOMEHKIJIAType
JIeJT YHUBEPCUTETA.

[MommmBka BHOBb C(OPMHUPOBAHHBIX JEN MPOU3BOAUTCS TOJBKO TIOCIE 3aBEpIICHUS
9KCIEPTHU3bI IEHHOCTU JOKYMEHTOB.

8.3.1.5. ApXuB IpOBOJIUT IKCIEPTU3Y IIEHHOCTH JOKYMEHTOB MOCTOSIHHOTO CPOKa XpaHCHUS
pu 0TOOPE UX Ha TOCYIapCTBEHHOE XpaHEHUE Mo MeToanYecKuM pykoBoactsoM LA CIIO.

8.3.1.6. Ilo pe3ympraTaM OKCIEPTH3Bl IEHHOCTH JIOKYMEHTOB B YHHBEpPCHUTETE
COCTaBIISIIOTCS OMKCHU JIeJI TTOCTOSHHOTO, BpeMeHHOro (cBhiie 10 JeT) XpaHeHUs U MO JIUYHOMY
cocraBy (IIpmroxenune Ne 24, Tlpunoxenue Ne 25, Tlpunokenue Ne 26), a TakKe aKThl
0 BBIJICJICHUH K YHUYTOKCHHUIO JIe, He Toiekanux xpanenuio (IIpunoxenue Ne 18).

Ornucu 1 akThl pacCMaTPHUBAIOTCS Ha 3aceaHuu DkcnepTHoi komuccuu (OK) yHuBepcuteTa
onHoBpeMeHHO. OnobOpenHble DK akThl U OMHMCHU YTBEPKAAIOTCA PYKOBOAHUTENEM OpraHU3alvd
tosnibko mocae yrBepxkaeHus OIIMK II'A CII6 u lleHTpanbHOM 3KCHEPTHO-IIPOBEPOUHOM
komuccun ApxuBHoro komuteTa Cankr-IlerepOypra.

[Tocne 3TOr0 CTPYKTYpHOE MOJpa3fielieHne yYHUBEPCUTETa UMEET MPaBO YHUUTOXKATh Jieja,
BKJIIOUEHHBIC B JJAHHBIE AKTHI.

8.3.2. Odopmiienne gena

Odopmienue nen BKIOYAET KOMILIEKC pabOT Mo 00paboOTKe NOKYMEHTOB, MPOBOAMUTCS
pabOTHUKAaMHU COOTBETCTBYIOUIMX CTPYKTYPHBIX MOJpa3JesieHHi, B 003aHHOCTH KOTOPBIX BXOAUT
3aBeieHHe M (OpMHpOBAaHUE Ji€d, NPU METOJAWYECKOM IMOMOIIM M TIOJA KOHTPOJEM apXuBa
YHHMBEPCUTETA.

B 3aBucuMOCTH OT CPOKOB XpaHEHUs! IPOBOJAUTCS MOJHOE UM YaCTHYHOE 0(hOpMIIEHUE JIE.

[TonHomy odopmieHuIo mojuiexar jAeja IMOCTOSHHOTO W BpeMeHHoro (csbime 10 jer)
CPOKOB XpaHEHUs, B TOM YHCJIE JI€NIa 10 JIUYHOMY COCTAaBY.

ITomHOE 0hopMIiIeHNE f1eN TPeyCMaTPUBACT:

a) IPOIIMBKY WJIU MEperuieT aena,

0) HyMepaIuio JUCTOB JeJa;

B) COCTaBJICHHE 3aBEPUTEIbHON HAAMUCH (JMCTa-3aBEPUTENIS AeTa);

I') COCTaBJIEHNWE BHYTPEHHEHN OMUCH JOKYMEHTOB (B CIy4asix, ONpelelIeHHbIX ITyHKTOM 8.3.7.
Hacrosmel MHcTpykium);

1) BHECEHHME HEOOXOIUMBIX YTOYHEHHH B PEKBU3UTHI OOJOXKHU Jena (yTOYHEHHE
HalMEHOBAHHWE YHUBEPCUTETa (WJIM CTPYKTYPHOTO IOJApa3ieeHus1), pErUCTPAIMOHHOIO MHAEKCa
Jiena, KpalfHUX J1aT Jiena, 3aroJIoBKa J1eNa).

Jlena BpemenHoro (no 10 jer) cpoka XpaHEHHs MOAJIEKAT YaCTHUYHOMY O(OPMIICHHIO:
JIOTTYCKaeTCsl Jiela XpaHUTh B MANKax-CKOPOCIIMBATENSX, MITKUX OOJIOKKaX, HE MPOBOAUTH
NEpPECUCTEMATU3ALUIO JOKYMEHTOB B JIEJIE, JIUCTHI JIEJIa HE HyMEpOBaTh, 3aBEPUTEIIbHBIE HAAIIUCU
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HE COCTaBIATh. PEKBU3UTHI OOJOXKH Jiela 3aloJHAIOTCS MO  YINPOIIEHHOH — cxeme
(6e3 mpocTaBiIeHUs APXUBHOTO MU PaA, KOJTUIECTBA JHCTOB B JIEIIE).

[To oxoHuUaHMHM TO/A HA OOJIOKKHU €T MOCTOSHHOTO M BpeMeHHoro (cBbime 10 jer) cpoka
XpaHEHHs BHOCSATCS yTouHeHMs. [IpoBepsieTcsi COOTBETCTBHME 3arojlOBKOB Jiel Ha OOJIOKKE
COZIEPKAHMIO MOMIUTHIX TOKYMEHTOB.

8.3.3. Odopmienue 00,105KKH JeJia

OO6noxKa (TUTYIBHBIN JIMCT) JeNla MOCTOSTHHOTO, BpeMeHHOro (cBbime 10 jet) XpaHeHus
U 10 JIMYHOMY cocTaBy odopmisiercs 1o ycranoBieHHoi ¢opme (IIpmmokenne Ne 21,
[Mpunoxenne Ne 22).

Haanucu Ha o6mokkax nen (TOMOB), CI€AyeT BBINOJHATH IIAPUKOBON PYYKOW € MAcTOu
YEPHOTO WJIM CUHETO IBETA, Pa300PUHBO, O€3 COKpaIICHUH.

B cnydae wnHakieuBaHHMs THUTYJIBHOIO JIMCTA Ha OOJIOKKY JHMYHOTO Jeja H Jena,
nepeaaBaeMoro Ha TOCy/IapCTBEHHOE XpaHEHHUE, UCTIOIB30BaTh TOIbKO Kieh [IBA.

O6noxkka (TUTYIbHBIA JUCT) OGOpMISETCS Ha Kaxaoe [eno (ToOM, 4acTb) M HMeEET
YCTaHOBJIEHHBIN COCTaB PEKBU3UTOB. HAMMEHOBAHUE YHUBEPCUTETA, HAMMEHOBAHUE CTPYKTYpPHOTO
noJipa3ieNieHusi, HOMep JeNa, 3aroJIOBOK Jena, KpaiHue NaThl Jeia (Toma, 4acTH), KOJIUYECTBO
JIMCTOB B JIeJie, CPOK XpaHEHUs Jena.

PexkBu3uThl, mpocTaBisieMble Ha OOJIOKKE (TUTYIBHOM JUCTE) Jena, O(OpMIISIOTCS
CJIEYIOIIKUM 00pa3oMm:

HaumeHoBaHHMe yHUBEpCHUTETa HA MOMEHT (POPMHPOBAHUS J1eJIa — YKA3BIBACTCS MOJIHOE
HAaUMEHOBAHMSI YHHUBEPCUTETAa B MMEHUTEIBHOM MaJieKe, B COOTBETCTBUM C YCTaBOM
YHHUBEPCUTETA,

HAUMEHOBaHHEe CTPYKTYPHOIO TMOJApa3Je/ieHusi — YKa3blBA€TCSd €ro HauMEHOBAaHUE
B COOTBETCTBUU C YTBEPKIECHHON CTPYKTYpOH;

3aro/10BOK (HaMMeHOBaHMe) Jiejia — MEPEHOCUTCS U3 HOMEHKJIATYphbl JIeJ YHUBEPCUTETA,
yrBepxkaeHHON DIIMK LI'A (B HE0OXOAUMBIX CllydasiX B 3aroJOBOK BHOCATCS YTOUHEHUS: HOMepa
MPUKA30B, MPOTOKOJIOB M JIp.). 3arojOBOK Jejia JOJKEH ObITh KpAaTKUM M B TO K€ BpeMs IOJHO
pacKpbIBaTh COJEp)KaHWE NOAUIMTBIX B JIEJIO0 JOKYMEHTOB. B 3arojloBke yKasbIBalOTCS BHIBI
UMEIOLINXCS B JIeJie JOKYMEHTOB, UX aBTOp U 10 KaKOMY OHHU Borpocy. Eciu HaumeHoBaHue Jena
HE PacKpbIBACT COZEP)KaHUE MOJIINTHIX B HEM T0KyMeHTOB («Pa3Has nepenuckay, «[lepenucka mno
o0uM Bompocam» M T.I.), COCTaBJISIETCS HOBOE HAMMEHOBAaHUE, OTpa)karollee COJep)KaHue
MOJUIUTHIX B JIe€ JOKYMEHTOB, M 00JI0KKa Jena nepeogopmisierca. Eciau neny Henb3s 1aTh OJHO
olmiee KpaTkoe HAaUMEHOBaHHE, TO 3arojlOBOK COCTABIJIETCS IyTeM OO0OOIIEHUS CXOIHBIX
JIOKYMEHTOB WJI NIEPEYUCIIEHUsI Haubojiee BaXKHBIX;

KpaiiHMe JaThl Aea — Ha OOJIOKKE Jiela YKa3bIBAIOTCS apaOCKUMH LudpaMu roj (bl)
3aBeJICHUS] U OKOHYAHMS Jiena (T.e. JaThl (YMCII0, MECSIl, TO/I) PETHCTPAIH (COCTABICHHUS) CAMOTO
paHHEro M CaMOro IO3JHEr0 JOKYMEHTOB, BKJIIOUEHHBIX B Jen0). Eciau B €0 BKIIOYEHBI
JIOKYMEHTHI (TPUIIOKEHUS U T.I1.), JaThl KOTOPBIX BBIXOJAST 3a KpaiHUE IaThl Jela, TO MO JAaTaMu
Jiena, ¢ HOBOM CTpOUKH JenaeTcs 00 3TOM 3anuck: «B nene uMeroTcest JOKYMEHTHI 3a...To (BI)».

JlaToit TMYHOTO /ieTa SBJISIOTCS AaThl, yKa3aHHbIE B IPUKa3e O IPHUEME U YBOJIbHEHUH JIMIIA,
Ha KOTOpoe OHO 3aBezieHo. [Ipu 0603HaueHUN 1aThl JOKYMEHTA CHavyasla yKa3blBaeTCs YUCIIO, 3aTeM
MecsIl U roa1. Yucimo u rog 0003HaYar0TCs apaOCKUMH [P PaMH.

JlaTel fena He yKa3bIBalOTCA Ha OOJIOKKE JeJ, COAepXalluX, HalpUMep, TO0BbIE IJIaHbI
Y OTYETHI, TAK KaK OHU OTPAXKAIOTCS B 3ar0JI0BKax Jell.

Hns  gen, copMUPOBaHHBIX M3  JIOKYMEHTOB [0 HOMHHAJBHOMY  IPH3HAKYy,
TO €CTh 0 BHJIaM JIOKYMEHTOB (IIPHKa3bl, paCHIOPSKEHUsI U T.I1.), aTOM Hayaia Jiena sBJsercs Aara
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HOJAINMCAHUS WIHM YTBEP)KIACHHUS CaMOI0 PaHHETO TOKYMEHTA, a JaTOM OKOHYAHUA-aTa MOAIUCAHUS
(YTBEpXkKAEHUS) CAaMOTO MO3AHETO JOKYMEHTA.

Jlaroii nena, cofep Kaiiero NpoTOKOJbl 3aCeAaHNH, BISIETCS AaTa YTBEPKACHUs (€CIU OHU
YTBEPKAAOTCS) UM COCTABJIEHUS [IEPBOrO U MTOCIEAHETO TPOTOKOIA.

JUia nen, copepXkallux IIEPENUCKy, NaTOM Hadana Jena SBISIeTCa JAara IOCTYIUICHHS
IIEPBOIO MOCTYIMUBILIErO UM JaTa MEPBOr0 OTIPABICHHOIO JOKYMEHTA, a 1aTOW OKOHYAaHUS — JaTa
CaMOro TIO3JHEr0 TIOCTYNHBIIErO WM OTIPABICHHOIO JOKYMEHTa HE3aBUCUMO OT MeCTa
HAXO0X/IECHUA UX B JIEJI€.

PexBu3ur «Cpok XpaHEHUs Jiesia» MEePEeHOCUTCS Ha OOJIOKKY Jella U3 COOTBETCTBYIOLIEH
HOMEHKJIATyphl Jien. Ha genax nocTosSsHHOro XpaHEeHUsI MUUIETCS . «XPaHUTh ITOCTOSIHHOY.

Ha 00610Kax MOCTOSHHOrO XpaHeHHs (BEPXHHH MPaBbIii yroj, HIKHHEA JIEBBIA YIoJr)
npeaycMaTrpuBaeTcs MecTo ais npocrasienus mramna L{I'A CII0, B koTopslil OynyT nepenaBarbes
Jena.

[lo okoHYaHMM roja B HAJNUCH Ha OOJIOXKKAX JIed MOCTOSHHOTO U BPEMEHHOro (CBBIIIE
10 net) XxpaHeHUs BHOCSTCS YTOYHEHMs. IPU HECOOTBETCTBMM 3arojoBKa Jel Ha OOJOXKKe
COJIEP’KaHUIO MOAIIUTHIX IOKYMEHTOB B 3ar0JIOBOK Ji€ja BHOCATCS U3MEHEHUS U IOIIOJTHEHMUSL.

[TogmmBka (neperuier) aena.

JIOKyMeHTBl B J€jlax IOCTOSSHHOro, BpeMeHHoro (cBeimie 10 jieT) cpoka XpaHEHUs
U 110 JTUYHOMY COCTaBY IOJIIMBAIOTCA HA YEThIpEe IMPOKoJa OeIbIMU HUTKAMU B TBEPYIO O0JIOKKY
U3 KapTOHA, WM MEpEeIuIeTaloTCs C yYEeTOM BO3MOXHOCTHM CBOOOJHOIO YTEHHS TEKCTa BCEX
JIOKYMEHTOB, J1aT, BU3 U PE30JIIOLUI Ha HUX.

TekcT He NOHKEH MOAXOIUTh K JIMHUU MHOAUIMBKM (meperuiera) Ommke 2 cM, a JIMCTHI
HE JIOJDKHBI BBICTYHATh 3a Kpas 0o0J0XKKH. B ciydasx, Koraa TEKCT Ha JOKYMEHTE PacIoJIOKEeH
ONMM3KO K Kparo JIUCTA, K TAKOMY JIUCTY TOJKJICUBACTCS MOJOCKAa OyMaru, 3a KOTOPYIO JTOKYMEHT
HOJIIKBaeTCs (IeperieTaeTcs) B J1eN0.

VYKka3aHus MO UCIOJHEHUIO TOKYMEHTa, PyKOBOJICTBA, BU3bl, COCTABJICHHBIE HA OT/EIbHBIX
JUCTAX, Pa3sMEIIAIOTCS Nepe] JOKYMEHTOM, K KOTOPOMY OHM OTHOCATCS M B TaKOM IOpSIKE
MOJIINBAIOTCS B JEJIO.

IIpuy mnoaroroBke JAed K MOAWIMBKE (TeperyieTy) MpoBepsieTcs MpaBHIIBHOCTh
ux (popmupoBanus, opopmiIeHUs, METAIUIMUECKHUE CKpeIUieHUs (O0yIaBKU, CKPENKH) U3 TOKYMEHTOB
YAAJSIOTCA.

B nenax nmocrosiHHOrO M BpeMeHHOro (cBeime 10 jeT) cpoka XpaHEeHUs MOJIEKaAT U3BSITHIO
NYIUIETHBIE AK3EMIUIAPHl  JOKYMEHTOB, YEpHOBHMKH, HEO(DOpPMIIEHHbIE KONUHM JIOKYMEHTOB
Y HE OTHOCAIIMECS K BONPOCY TOKYMEHTBI C BPDEMEHHBIMHU CPOKaMH XPaHEHHUS.

Ecin B nemo B xome ero QopmupoBaHus ObUTH TOAIIMUTHI JOKYMEHTBI C Pa3IMYHBIMU
CpOKaMH XpaHEHHUs, TO U JAEJO0 pacliuBaeTcs U (HOPMHUPYIOTCS HOBBIE J€Nla, UCXOMAS U3 CPOKOB
XpaHEHUsl TOKyMEHTOB. [Ipy 3TOM OKYMEHTBHI C MCTEKIIMMHU CPOKAMHM XpPaHEHHsS] YHUUYTOXKAIOTCS
10 aKTaM B YCTAaHOBJICHHOM IOPSJIKE.

Jlena MOCTOSIHHOTO XpaHEHHs, COCTOSIIIINE U3 JOKYMEHTOB 0CO00I Hay4yHO-MCTOPUYECKOM,
XYJ0KECTBEHHOW W WHOW LEHHOCTH WM HEPOPMATHBIX JOKYMEHTOB (KapThl, CXEMbl, IUIAHBI,
yepTexH, (POTOCHUMKU M JIpyrHe TOKYMEHTHI O0ibIIoro ¢opmara), B LENAX HX COXPAHHOCTH
¥ y100CcTBa MOJIb30BaHUA HE TOIIMBAIOTCS B JIENa, @ XPAHATCS CIIOKEHHBIMH B 3aKPBITHIX TBEPJIBIX
mankax ¢ Tpems KJIallaHaMH U C 3aBA3KaMH, WJIM B KapTOHHBIX QyTispax (KOpoOKax) B Ka4yeCTBE
npuiokeHnid K jaenaM. Ha kaxayro mnanky (KOpoOKy) coOCTaBisSeTcss BHYTPEHHsSI — ONMCh
HaXOJSAIIUXCS B HEM TOKyMEHTOB.

Jlig npenoXpaHeHus JOKyMEHTOB OT MEXaHUYECKOW ITOPUYN Ha MEPBOM M MOCJIEIHEM JINCTAX
Jiena, TOMa Iepej MPOIIMBKOW HAKJIEUBAIOTCA IIOJIOCKM TOHKOTO KapTOHA, 4Yepe3 KOTOphIe
Y TIPOIyCKAETCs IIHYP.
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[Ipn odopmiieHnn nen MOCTOSSTHHOTO M BpeMeHHOro (cBbimie 10 sieT) cpoka XpaHEHUS
IPUMEHATh KaHLEIAPCKUN (CHIIMKATHBINA) KJI€H, MyYyHOW M KpaxMajbHbIH KJIEHCTEpHI, CKOTY
(kyIeHiKyI0 JIEHTY) 3anpemnieHo. JJs moaKICHKY JTUCTOB UCTOIB3YIOT TONbKO Kiei [IBA.

8.3.4. Hymepaumus JJMCTOB B jiejie

B nensax obecrieueHust COXpaHHOCTH U 3aKPEIJICHUS MOPSIKA PACIIONIOXKEHUS JTOKYMEHTOB,
BKJIIOUEHHBIX B JI€JIO, BCE €0 JIMCTHI, KPOME YHCTBIX, JUCTA - 3aBEPUTENII U BHYTPEHHEH OIMCH,
HYMEpPYIOTCsSl apaOCKuMH LudpaMu, BaIOBOH HyMepaIie.

JIMcTel HyMepyOTCsl IPOCTHIM I'paUTHBIM KapaHJAIlloOM HJIM HyMEpaToOpOM C BOJIOCTOMKOM
IITEMIETbHONW KpacKkoi apaOckuMmu nudpamu cCBEpXy BHHM3 B BO3pACTAIOMIEM MOPSIKE HOMEPOB,
HauuHas ¢ HepBOro JokyMeHTa. Lludpbel HpPOCTaBIAIOTCS B IMPaBOM BEpXHEM YNy JIUCTA,
HE 3a7ieBasi TEKCTa JOKYMEHTOB. JINCThl BHYTPEHHEH ONKUCH HyMEPYIOTCS OTAEIBHO.

JIucThl A€, COCTOSIIMX U3 HECKOJIBKUX TOMOB MJIM 4acTed, HyMEPYIOTCs 10 KaXI0My TOMY
WIM 4YacTU OTHENIbHO, HauuHasg c l-ro. IlpunoxkeHuss K neny, MOCTYHNUBLIME B IEpEIUIETE,
0(OPMIIIOTCS KaK CaMOCTOSITEIbHbBIE TOMA U TAKXKE HYMEPYIOTCS OTAEIIBHO.

JIokyMeHTbl ¢ COOCTBEHHOH HyMmepauuell JHCTOB, B TOM 4YHCIIE I€YaTHbIE H3JaHUs
HYMEpYIOTCsI B OOIIEeM NOpsKE WIM COXPaHSIIT COOCTBEHHYIO HyMepalHio, €eclid OHa
COOTBETCTBYET OPSAIKOBOMY PACIIONIOKEHHIO JINCTOB B JIETE.

@otorpaduu, 4YepTEeXKH, AUArpaMMbl U Jpyrue WUIIOCTPATUBHBIE U  cHelu(UuecKue
JIOKYMEHTBI, MPEJCTABISAIONINE CAMOCTOATEIbHBIA JIUCT B Jelie, HyMEpPYIOTCS Ha OOOpOTHOM
CTOpPOHE B JIEBOM BEPXHEM YTIIy.

Crnoxennslii muct Oonbiioro gopmara (hopmara A3, A2) pazBopaunBaeTcsi © HyMEpyeTcs
B IIPaBO yacTu BepxHero noJs jucta. [Ipu aTom nuct mro6oro ¢popmara, MOALIMTHIN 3a OAUH KpaH,
HyMepyeTcs KaK OJMH JIUCT; a JIUCT, CII0KEHHBIN U MOJIIUTHIN 3a CepeluHy, MOAJIEKUT IEepPEIINBKE
Y HyMepYeTCsl KaK OJIMH JIUCT.

JIuct ¢ Hariyxo HakJIeeHHbIMU JOKyMeHTaMH ((ororpadusMu, BbIpE3KaMH, BBINHCKAMH
U JIp.) HyMepyeTcsl, KaK OJIUH JIUCT; B HUKHEN 4acTH WM HAa 000pPOTE TaKOro JIMCTA JeNaeTcs ONUCh
HAKJICCHHBIX Ha HEro JOKYMEHTOB. Bo BHyTpeHHeEll onucH U B 3aBEpUTENbHON HAIMUCH B KOHIE
JIeJ1a 0 TAaKMX JINCTAX JIENAeTCsl OTOBOPKA.

Hamnpumep: «na nucre 6 HakiaeeHo 5 ¢poTorpaduil COTIacCHO OMUCH HA 000OPOTE JTUCTaAN.

KapTsl 1 cxembl, CKJIIEEHHBIE U3 HECKOJIBKHX JINCTOB, HYMEPYIOTCA Kak OJuH JucT. Ha Takux
JUCTaxX Ha 000pOTe MM CBOOOJHOM OT TEKCTAa MECTE yKa3bIBaeTCsl KOJIMUYECTBO JIMCTOB B CKIICHKE.
Bo BHyTpeHHEN ONMCH M B 3aBEpUTEIBHOM HAANKUCH B KOHLE JeJIa O TaKUX JHMCTaxX JeJaeTcs
OrOBOpKaA.

Hanpumep: «Jluct 7-xapra-ckineiika u3 10 a1ucToBy.

Ecnu k 10KyMeHTY (JIMCTY) MOJKIICEHbI OJTHUM KpaeM Jpyrue JOKYMEHTHI (BCTaBKM TEKCTa,
NEPEBO/Ibl, BBIPE3KH, CIPABKU M Jp.), TO KXl JOKYMEHT HYMEPYETCS OTAENIbHO, OUYepPEIHbIM
MOPSIIKOBBIM HOMEPOM.

KoHuBepThl ¢ BIOXEHUSMH, MOJIUIMTHIE B €10, HYMEPYIOTCS B CIEAYIOIIEM MOpsaKe -
BHayaJjle HyMepyeTcsl KOHBEPT, a 3aTEM 0YEPEIHBIM HOMEPOM - KaX10€ BIOKEHUE B KOHBEPTE.

Ecnu B Hymepanuu JUCTOB JOIMYIIEHO MHOTO OHIMOOK, BCE €0 HYMEpYyeTcs 3aHOBO.
ITpu 3TOM cTapble HOMEpaA 3aUepPKUBAIOTCA OAHOW HAKJIOHHOM 4EpTOW, a PSAAOM CTaBUTHCSA HOBBIN
HOMep JHcTa. B KOHIle Jena cocTaBisieTcsi HOBasl 3aBEpPUTENbHAs HAANUCh, IIPU 3TOM cTapas
3aBEpUTENbHASI HAJIUCh 3a4€PKUBAETCS, HO COXPAHSETCS B J€JIE; BHOCATCS TaKKe HMCIIPaBICHUS
BO BHYTPEHHIOIO ONKCh, WM OMKUCh COCTABIISETCS 3aHOBO.
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[Tpu HaNMYMK OTJENBHBIX OMIMOOK B HYMEpAIMU JIMCTOB IPH MOJATOTOBKE e K Iepeaye
B ApXMB YHUBEPCHTETA, JOMYCKAETCS IO COIVIACOBAHUIO C HHUM YIOTPEOJICHHE JUTEPHBIX
(c OyKBEHHBIMH JIOTIOJITHEHUSIMU ) HOMEPOB JICTOB.

8.3.5. CocraByieHue 3aBepUTEIbLHONH HATMUCH

[Tocne 3aBepiieHUss HyMEpalHUU JIMCTOB COCTABIISETCS 3aBEpUTENIbHAs HAANUCH, KOTOPAs
pacrioniaraeTcst B KOHIE jAena. B Hell mudpamMu ¥ mpONHMChIO yKa3bIBAETCsl KOJIMYECTBO JIMCTOB
B JAHHOM JIeJIe, OTMEYal0TCs OCOOCHHOCTH OTIENIbHBIX JIOKYMEHTOB (uepTexu, ¢oTorpaduu,
PUCYHKH W JIp.) U (U3UYECKOTO COCTOSIHHUS JOKYMEHTOB (IIOMapkH, Hepa300pUMBBHIN TEKCT,
MOPBaHHBIE JIUCTHI U JIP.).

3aBepuTenbHasl HAAIUCh COCTaBISETCS B JEJI€ Ha OTHAEIbHOM JIMCTE-3aBEpUTENE Jiera
(IMpunosxerue Ne 19), B kHUrax — Ha 000POTHOM CTOPOHE TMOCIEIHETO YUCTOTO JIHCTA.

3aBepuTenbHasl HAANKUCH IOANUCHIBAETCS €€ COCTABUTENEM C YKa3aHUEM pPACIIM(pPOBKHU
MOJIMUCH, JODKHOCTM U JaThl cocTaBlieHUs. KoinyecTBO IUCTOB B Jele MPOCTaBISETCA
Ha 00JIOXKKE JieIa B COOTBETCTBUU C 3aBEPHUTEIBHOMN HAIIHUCHIO.

8.3.6. CocraBiieHue BHYTPeHHell O CH IOKYMEHTOB JieJia

Jlyig yduera JOKYMEHTOB OIPE/IETICHHBIX KaTErOpUid J1eJ1 IOCTOSHHOTO M BPEMEHHOTO (CBBIIIE
10 7ner) cpoka XpaHEHHUsS, y4YeT KOTOPBIX BBI3BIBACTCSA CHELU(PUKON JaHHOW JTOKyMEHTALUU
(YHUKaJbHBIE, 0COOO LIEHHBIE, JMYHbIE Jejla 00ydaroluXcs, JieJa Ha aBTOPCKHE CBMJIETENbCTBA
U MaTE€HTHbIE U300pEeTEeHHs U T.J.), a TaK 5K€ Ha JIMYHBIE JieJ1a 00yJaroMXcsi U paOOTHUKOB, KHUTH
IIPUKa30B (paclopsKEHUI) COCTaBIIETCS BHYTPEHHsIST Oomuch AokyMeHToB jena ([Ipunoxenue
Ne 20). BuyTpeHHss1 onUCh JOKYMEHTOB J€ja IIOCTOSHHOIO CpOKa XpaHEHHs, NMPUHUMAaEMbIX
Ha TOCY/IapCTBEHHOE XpaHeHue, coctapisgercs nmo pekomenaanuu L{I'A CII6.

BHyTpeHHss onuch JOKYMEHTOB JIeJla COCTABIIAETCS TaKKe Ha 00bEMHBIE JieJia TOCTOSIHHOTO
U BpeMeHHoro (cBeimie 10 jer) cpoka XpaHEHHUs, €cIu OHU C(HOPMHUPOBAHBI 1O PAa3HOBUIHOCTAM
JIOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COAEPKAHHUE TOKYMEHTOB, C LIEJIBIO
yuera U Oojee OBICTPOro HaXOXKJIEHHUS JOKYMEHTOB B jeje. Bo BHYTpPEHHIOIO ONUCH, MOMHMO
JIOKYMEHTOB, MOJIIUTBHIX B JIEJ0, JOJDKHBI OBITh BHECEHBI M BCE NPUIIOKEHUS, OTHOCALIMECS
K HEMY.

JIucTel BHYTpEHHEH ONMCH NMOJIIMBAIOTCS B Havane Aena. Ecnm neno meperuiereHo wiu
noAmuTo Oe3 OaHKa BHYTPEHHEM OMHUCH JOKYMEHTOB, TO COCTABJIEHHAas IO YCTaHOBJIEHHOMN
¢dopme onuch MOJAKIEHBAETCS 3a BEPXHUI Kpail K BHYTpEHHEHW CTOpOHE JIMLEBOM OOJIOXKKH jaerna
win opopMIIsieTcss B CaMOCTOSITENTbHOE /1€10 KaK MPUII0KEHHUE.

BHyTpeHHAss onuch  JOKYMEHTOB Jiela  COCTaBJsIeTCs Ha  OTAEIBbHOM  JIUCTE
10 YCTAHOBJIEHHOM (hopMme, KOTOpas COAEpPKUT CBEICHHsSI O MOPSAKOBBIX HOMEpax JOKYMEHTOB
JieNa, UX UHAEKcax, JaTax, 3arojloBKax U HOMepax JINCTOB JieJla, HA KOTOPBIX PACHOI0KEH KaXKIbIi
JIOKYMEHT.

[Ipn u3MeHeHUM cocTaBa JOKYMEHTOB Jefa (U3BbATHH, BKIIOYEHHHM JTIOKYMEHTOB, 3aMEHBI
UX KONMSIMUA U JIp.) 5T U3MEHEHHUsI OTPaXXaloTCs BO BHYTpeHHeW omucH B rpade «lIpumeuanus»
CO CCBUIKAMM Ha COOTBETCTBYIOIIME aKThl U MPU HEOOXOJUMOCTH COCTaBJISI€TCS HOBas WTOTOBas
3aIKCh.

BHyTpeHHsS OnuCh JOKYMEHTOB Ji€fla IOJIUCBHIBAETCS COCTaBUTENIEM C YKa3aHHEM
HOJNKCH, paciin(POBKU NOAMHMCH, TOJKHOCTH U JIaThl COCTABIECHHS OIHCH.
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8.3.7. Ilopsinok cocTaBjieHHsI ONMHUCEH /1eJ1 MOCTOSIHHOTO BpeMeHHoro (cBbiie 10 JieT)
CPOKAa XpaHeHHS U MO0 JUYHOMY COCTABY

B yHuBepcuTeTe OnMCHM Ha Jefla MOCTOSIHHOTO XPAHEHUsS COCTAaBIISIIOTCS €3KErojHo
MO/ METOJUYECKUM PYKOBOACTBOM apxuBa. CBoJHAas ONKHCh JeJ TOCTOSHHOIO XpaHEHUs
COCTaBJISIETCS] ApPXMBOM YHHUBEPCUTETa HA OCHOBAaHUHM HOMEHKJIATYPBI JeJl, YTBEPKAAETCS PEKTOPOM
yHHMBepcuTeTa U LleHTpanbHON SKCIEPTHO-IIPOBEPOYHON KOMUCCUU ApXUBHOro komurera CaHKT-
[TerepOypra. Ilo yTBepaeHHOW CBOAHOW omucH apxuB mnepenaetT gokymeHTsl B L[['A CIIO
Ha TOCY/IapCTBEHHOE XpaHEHUE.

Onuce Aen — apxXUBHBIA CIPAaBOYHUK, COJAEPIKAIIUN CUCTEMAaTU3UPOBAHHBIN IepeuyeHb
€IMHHUII XPAaHSHHsI apXUBHOTO (POHIA, KOJJICKIIUU U MPEAHA3HAYCHHBIN U1 UX Y4eTa U PACKPBITHS
conepkanus. OTAenpHas ONUCHh MPEJCTABIAET cOO0M MepeyeHb Jesl ¢ CaMOCTOSTEIbHON BajloBOM
(mopsimKOBOM) 3aKOHUYEHHOW Hymepanueil. OCHOBHOM COCTaBJIGHHUS OINUCEH Jen  SBJSeTCS
HOMEHKJIaTypa Jedl.

Ornucu cOCTaBISIOTCS OTJCIBHO HA JIejla TOCTOSIHHOTO XPaHEHUS; Jieia BpeMEHHOTO (CBBIILIE
10 ner) cpoka XpaHEHHUs; Nena Mo JUYyHOMY cocTaBy. Ha nema Bpemennoro (mo 10 mer) cpoka
XpaHEHUs! OMICH HE COCTABIISIOTCSI.

Onucu Aen coCTaBISAIOTCA HA JieJa CTPYKTYPHOTO MOJpa3zefieHus, 3aBeICHHbIC B KaXIOM
KaJICHJITApHOM TOJTY.

Hanpumep: nena, 3aBeaennsie B 2015 roay, BHOCATCS B TOA0BOM pasnaen onucu 2015 roxga.

HckimoueHns: COCTaBISIFOT Jieja 32 YYeOHBIH IO/,

Hanpumep: nena 3a 2014/2015 y4eOublit Tox BHOCSTCSA B rog0Boi pazaen 2014 roxa; mena
3a 2015/2016 y4eOnbIit ro BHOCATCS B ro10BOH paszaen onucu 2015 roxa.

Onucu gen CTPYKTYpHBIX MOJpa3/eieHH COCTaBISIOTCS IO YCTAaHOBJIGHHOH (dopme
(Ipunoxenne Ne 23) U MPEACTABIIAIOTCSA B apXUB YHHBEPCHUTETA HE MO3JHEE YeM Yepe3 TPH Toja,
MocJie 3aBepIleHus Aell B TPOU3BOJICTBE.

B omnumcsax nen ykaspIBaeTcsl MOJIHOE JeicTBUTENbHOE (0€3 COKpallleHui) HauMEHOBaHHE
CTPYKTYPHOTO TMOJpa3JeieHusi, KOTOpOE€ BEIO Jela W 3aKOHUMJIO UX JEeJONPOU3BOJCTBO.
B cnywasx, korga cTpyKTypHOE MOJpa3/eleHiue B T€UEHUE MEpHo/ia, 3a KOTOPbI BHOCITCS Jeia
B OMHKCh, OBUIO TIEpeHMEHOBAHO (MPeoOpa30BaHO), HAJ MPEKHUM HAUMEHOBAaHUEM MHUIIETCS
€ro HOBO€ HAMMEHOBAHHUE, a CTApOe 3aAKITFOYACTCS B CKOOKH.

OnucarenpHas CTaThsi OMUCU JI€J CTPYKTYPHOTO TMOAPA3ACICHUS HMEET CIEAYIOIIHe
AJIEMEHTHI:

MOPSAIKOBBIN HOMED Jiena (ToMa, YacTH) 110 OIUCH;

WHJIEKC Jie1a (ToMa, YacTH);

3aroJIoOBOK Jieja (ToMma, 4acTu);

naTa jena (Toma, 4acTH);

KOJIMYECTBO JIUCTOB B Jiesie (ToMa, 4acTu);

CPOK XpaHEHHUs Jena.

Ilepen BHeceHHMEM 3aroJIOBKOB JeJI B OMHCH IPOBEPSIETCS KadueCTBO (POPMUPOBAHUS
u opopmiienus aen. B ciydae oOHapyKeHHs] HAPYIICHUH YCTAaHOBIEHHBIX MPaBUI POPMUPOBAHUS
1 0(OpMIICHHUS JIe] OHU YCTPAHSFOTCSI.

[Ipu cocTaBiieHUU OMKCH JeN COOMIOAAOTCS CIEAYIONIe TPEOOBaHNs !

a) 3arOJIOBKU JIE] BHOCATCSI B OMUCh B COOTBETCTBUU C MPUHATON CXEMOW CHCTEMaTH3aIluu
Ha OCHOBE HOMEHKJIATYpPHI Je,;

0) KaxJ0€ [eJI0 BHOCUTCS B OIKMCh TOJ CAMOCTOSITEIBHBIM TMOPSIAKOBBIM HOMEPOM
(ecnu 1e710 COCTOUT W3 HECKOJBKUX TOMOB (4acTei), TO KaXJIblii TOM (4acTh), B TOM YHCIIE
chopMuUpOBaHHOE B  OTJACIBHBIA TOM TMPUIOKEHHE K JIey, BHOCATCS B  OIHCH
MOJI CAMOCTOSITEIbHBIM HOMEPOM);
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B) MOPSIIOK HyMEpaIuu eI B ONUCH — BaJIOBBIN;

I') NOPSAJIOK IPUCBOEHUSI HOMEPOB ONUCSAM CTPYKTYPHBIX IOJpa3AeieHUIl yCTaHABIUBAETCS
10 COTJIACOBAHMIO C APXUBOM;

l[) rpa(pm OIIUCH 3aIlOJHAKTCA B TOYHOM COOTBCTCTBHMHM C TECMHU CBCIACHUAMU, KOTOpBIe
BBIHECEHBI Ha O0JIOKKY JICIa;

e) HpI/I BHCCCHHUU B OIINCH HOI[pSIII JACJI C OJUMHAKOBBIMH 3aroJOBKaMH, 3ar0JIOBKHU HI/IH_IYTCSI
MOJIHOCTEIO,

) MHOTOTOMHBIE JI€JIa B OMKUCh BHOCSATCS MO MOPSIIKY HOMEPOB TOMOB.

B onucu mexny HamMEHOBaHUSMH (3arojIOBKaMH) 1€ OCTAaBJISETCS MHTEPBAI HE MEHEe
1cm.

I'pada ommcu «IIpumeuanus» HCIONB3YETCSA Uil OTMETOK O MpHEME e, OCOOCHHOCTSIX
uX (PU3NYECKOTO COCTOSHUS, O Tepeaaye Jel IPYTUM CTPYKTYPHBIM HOJpPa3IeIeHUsIM CO CCHUIKON
Ha COOTBETCTBYIOILIUI aKT, 0 HAIMYMH KOMUHN U T.II.

B xoHI11€ ommmcu Beiel 3a MOCIeIHEeH ONUCATEIIFHON CTaThbel 3aM0JIHIETCS HTOTOBAs 3alicCh,
B KOTOpOH yka3piBaeTcs (LU(paMu U MPOIUCHIO) KOJTHUYECTBO eI, YUCIAIINXCA 110 OIMKUCH, IEPBBIN
W TIOCJICIHMA HOMEpa JIeJ IO OINKMCH, a TaKXE OTOBAPUBAIOTCS OCOOCHHOCTHM HyMEpaluu el
B OMKCH (JIUTEPHBIC U MPOITYIIIEHHBIE HOMEPA).

Onuch n1e71 CTPYKTYPHOTO TMOJpa3feieHUs YHHUBEPCUTETa IMOJIKCHIBACTCS COCTaBUTEIEM
ONUCU C YKa3aHHEM €ro JOJDKHOCTH. YTBEPXKAAETCS PYKOBOJIUTEIEM CTPYKTYPHOIO
MoApa3ieyICHuUs.

Onucu n1e’1 COCTaBIAIOTCS B JIBYX SK3EMILIApax, B TOM YHUCIE€ U B DJIEKTPOHHOM BHJE
B peakTHpyeMoM (popmate sl TOATOTOBKM B JalbHEHMINIEM apXWBHBIX OIMUCEH J1eN, JOKYMEHTOB
(rOIOBBIX pAa3/ENOB), KOTOpbIE MEpeqaroTCs BMECTe C JellaMd B apXUB YHUBEPCHUTETa, OJUH
AK3EMIUISIP MOCTIE POBEPKH BO3BPAIIACTCS B CTPYKTYPHOE MOApPA3CIICHHE.

OTBETCTBEHHOCTh 33 CBOCBPEMEHHOE€ M KAaueCTBEHHOE COCTAaBJICHHE OIHUCEH Jiel
CTPYKTYPHBIX MOAPA3ACICHUM HECYT PYKOBOJIUTEIH ITUX MOAPA3ICTICHUMN.

8.3.8. HOpﬂI{OK YHUUITOXKCHUA TOKYMEHTOB U 1€/ C UCTCKINUMU CPOKAMHU XPaHCHUS

Hlena BpemenHoro (mo 10 nmeT BKIIOYUTENHHO) CpPOKAa XPAHEHHUS MOCIE MX 3aBEpIICHUS
B JICJIONPON3BOJCTBE XPAHATCA B CTPYKTYPHOM TMOAPA3JEICHUH IO MECTy HUX (OPMHUPOBAHUS
B COOTBETCTBUU C YKa3aHHBIM B HOMEHKJIATYpE JEJI CPOKOM XpaHEHHs, HO HE MEHEE OJHOIO ToAa,
a 3areM yHH4ToXkaroTcs o akram ([Ipunoxenne Ne 18).

Cpok xpaHeHUs1 TOKyMeHTOB ucuucisiercs ¢ 01 sHBaps ciemyromero rojga ¢ MOMEHTa
3akpeiTus aena. Hanpumep, 3akoHueHHble B 2012 1oy ¢ TPEXJETHUM CPOKOM XpaHEHUsT MOTYT
OBITH BKJITIOUEHBI B aKT, cOCTaBieHHBIN He paHee 01 suBaps 2016 roxa.

Ilocne yTBepXkKIEHUS PEKTOPOM YHUBEPCUTETAa aKTOB O BBIACIECHUU JIOKYMEHTOB
K YHUUTOXKEHHUIO CTPYKTYpHOE MOAPA3/IEICHUE MOXKET YHUUTOXKUThH JOKYMEHTHI B YCTAaHOBJIEHHOM
nopsijike (craTh Ha NepepadoTKy UM YTUIU3ALHIO).

Ha snexTpoHHBIE TOKYMEHTBI C UCTEKIIMMH CPOKaMU XPAHEHUS COCTABIISETCS OTAENbHBIN
aKT Ha OCHOBe (OpPMBI aKTa O BBIJACIIEHUHM K YHHUYTOKEHHUIO JIOKYMEHTOB, HE TIOJUICKAIINX
XPaHEHUI0. OJEKTPOHHBIE JOKYMEHTbl C HCTEKIIMMH CpPOKaMU XpaHEHUS YHUYTOXKAIOTCS
IIPOrPaMMHO-TEXHUYECKUMH CPEACTBAMU C COOTBETCTBYIOIIEM OTMETKON B aKT€ O BBIJCIECHUU
K YHUUTOXXEHUIO  DJIEKTPOHHBIX  JIOKYMEHTOB.  DJIEKTPOHHbIE  JOKYMEHTbl  CUHTAIOTCS
VHUUTOKEHHBIMH, €CJIIM WX HEeIb3d BOCCTAHOBUTH CPEJACTBAMU HH(POPMAIIMOHHON CHUCTEMBI
Ha HOCUTEJNSIX UH(POPMAIIMHU U UX PE3EPBHBIX KOMUIA.
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Ha noxymenTsl, umeromue cpok xpaHeHuss ¢ otMmerkod OIIK, cocraBisercss akrt
O BBIJICJICHUU JOKYMEHTOB K YHHUUYTOXXCHHUIO, KOTOPBIA YTBEPKIACTCSI PEKTOPOM TOJBKO IOCIE
cornacoanus ¢ IIMK LI'A CII6.

8.3.9. Ilepenaua jes1 Ha apXHUBHOe XpaHEHHe

B apxuB yHuBepcuTeTa mepenaroTCs Jeja ¢ UCHOJHEHHBIMU JOKYMEHTaAMHU IOCTOSHHOIO,
BpeMeHHOTO (CcBbIIe 10 J1eT) cpoka XpaHEHUs U TI0 JTUIHOMY COCTaBY PaOOTHUKOB M O0yUaIOIINXCS
yHuBepcuTeTa. X nepenavya npou3BOAUTHCS TOJIBKO IO OMUCAM JIE.

Jlena ¢ MCHIOJHEHHBIMU JOKYMEHTaMM IOCTOSIHHOTO W BpeMeHHoro (cBbiie 10 neT) cpoka
XpaHEHUsl NEpPelarTCsi B apXWB HE MO3JAHEE YeM 4Yepe3 TpU roAa IOCIe HUX 3aBEpIICHHS
B JICJIONPOU3BOCTBE U UCIOJIb30BAaHUS B CTPYKTYPHOM MOJpa3jaeiacHuu. B ciydae yrparsl, norepu
JIOKYMEHTOB, MOJAJEXKAIUX Iepeade B apXUB COCTABISETCS aKT O HEOOHapYXEHUH apXHUBHBIX
JIOKYMEHTOB, ITyTH PO3bICKa KOTOpBIX ncuepnanbl ([Ipunoxenne Ne 27).

Jena BpemenHoro (10 10 jeT BKIIOYUTEIHHO) XpaHEHUS Mepeaadye B apXUB YHUBEPCUTETA
He nojuiexar. OHU XpaHATCS B CTPYKTYPHBIX MOJAPA3JCJIECHUAX U 110 UCTEYEHUH CPOKOB XpaHEHUS
MO/JIEKAT YHUUTOKEHHUIO B YCTAHOBJICHHOM IOPSAKE.

Ilepenaua nen B apXWB OCYHIECTBIISETCS IO TpauKy, COCTaBIEHHOMY apXUBOM,
COIJIACOBAaHHOMY C HAaYaJbHUKOM OOIIEro OTAeNla U YTBEPKISCHHOMY IPHKAa30M pEKTopa
YHHUBEpPCUTETA.

B nepuon moAroToBku Jen CTPYKTYpPHBIM MOJAPAa3/IeIiEHUEM YHUBEPCUTETA K Iepenaye Ael
B apX¥B, paOOTHHKOM apXHBa IPEIBAPUTEIBHO MPOBEPSETCS MPABHIBHOCT UX (YOPMHUPOBAHHUSA,
opopMIIEHHS W COOTBETCTBHE KOJIMYECTBAa JeJI C HOMEHKIaTypoil nen. Bce BbIsBICHHbBIE
IpY IPOBEPKE HEJOCTaTKH B (HOpMUPOBAaHMH M O(OPMIIEHHH AeN PAOOTHUKU CTPYKTYPHOTO
nojipaszzienieHus: 00s3aHbl YCTPAHUTb.

[Ipuem xkaxzaoro jena MNPOU3BOJAUTCSA IO ONUCH pPaOOTHUKOM apxuBa YHHUBEpPCUTETA
B IIPUCYTCTBUM PAOOTHUKA CTPYKTYPHOIO IMojpa3zeieHHs. B KOHIle KaXA0ro 3K3eMIuisipa OmUCH
YKa3bIBAIOTCA LM(PpaMU M NPONHUCHI0 KOJUYECTBO (DAKTHUECKU NPUHATHIX JA€J, Jara Mpuema-
nepeaayn Jell, a Takxke CTaBsATCs MOANUCH paOOTHUKA MOJpa3IesIeHHs], IepeAaBIIero aea.

B cinydae nukBuAanuM CTPYKTYpHOTO MOJpa3ZesieHus JIMLO, OTBETCTBEHHOE 3a BEJICHHUE
JIeNIOTIPOU3BO/ICTBA  JTAHHOTO  CTPYKTYPHOTO MOJpa3zieneHus, (OpMUpPYET Bce HMMEIOLIHecs
JIOKYMEHTHI B Jiea, 0pOopMIISIET Jiesla U IEPEeJaeT UX B apXUB YHHUBEPCUTETA, HE3aBUCUMO OT CPOKOB
xpaHeHus. llepenada nen ocymecTBiaseTCs MO OMUCAM JEJ U 3aKPhITO HOMEHKJIAType A€l

Boigaua fen M3 apXMBOXPAaHWIIMINA CTPYKTYPHBIM MOJApA3JEiICHUSIM YHHUBEPCUTETA
MIPOU3BOJUTCS C pa3pelleHus 3aBeIyIOIIEro apXuBOM.

Bbigaua TOKyMEHTOB U3 apXMBOXPAHUJIMILA PETUCTPUPYETCS B KHUTE BbIIaYU JJOKYMEHTOB.
Jlena u3 apXMBOXpaHWIIMILA MOT'YT BbI1aBaThCS:

- paOOTHUKaM OpraHU3aINH;

- B UMTAJILHEIA 3411,

- BO BPEMEHHOE T0JIb30BaHUE IPYTUM OPTaHU3ALMSM.

Boigaua nen nns paGoThl paOOTHUKAM IMOAPA3JEIEHUN OCYIIECTBISETCS MOJ PACIHUCKY.
Ha BpItaHHOE [1€710 3aBOJUTCS KapTa-3aMeCTUTENb, MOMENaeMasi Ha MECTO BBIJAHHOTO JIENa.
B Heil ykaspiBaeTcs CTPYKTYpHOE MOJpa3/eieHHe, UHJEKC Jeja, Jara €ro BbIJauM, KOMY JeJ0
BBIJIAaHO, JlaTa €ro BO3BpAIllEHUs, NpeIycMaTpuBarOTCs Tpadbl A PACIUCOK B MOJYyYEHHUH
U IIpueMe Jena.

l'ocynmapcTBeHHBIM OpraHaM UM OpraHM3alMsM JieJa BBIJAIOTCS Ha OCHOBAaHMHM
UX NMHCbMEHHBIX 3alPOCOB C MHUCHMEHHOTO pa3pelleHusl pPeKTopa, MO akKTaM, C COCTaBJICHHUEM
3aBEPEHHON KONNHU JOKYMEHTOB.
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Usbsarue JOKYMCHTOB H3 J€JI IOCTOAHHOI'O XPAaHCHUSA OOIYCKACTCAd B HMCKIOUYHUTCIBbHBIX
ClIydasx U NpoOUu3BOAUTCA C MMCbMCHHOTO paspClICHUA PCKTOpa C OCTABJIICHUCM B JICJIC 3aBepeHH0171
KOITMK JOKYMCHTA U aKTa O IIpUYKMHaX BblAa4u IMOJJIMHHHKA.

8.3.10. Pe:kmMbI XpaHeHUS TOKYMEHTOB

JIOKyMEHTBl ~ JIOJDKHBI ~ XpaHUTbCA B  YCIOBUSAX, OOECHEUMBAIOIIMX WX  3alLUTy
OT IOBPEXXJCHUH, BPEOHBIX BO3JCHCTBUI OKpyXKarolled CcpeAbl M MCKIIOYAIOIUX yTpary
JOKYMEHTOB.

ITocTosiHHOE XpaHEHHEe JOKYMEHTOB JIOJDKHO OCYIIECTBIIATHCA B TEMHOTE. Bee BUIbI paboT
C JIOKyMEHTaMH JOJDKHBI MPOBOAMTHCS NPU OTPAHHMUYEHHBIX WM TEXHOJOTMYECKH HEOOXOAMMBIX
ypOBHsIX ocBelieHus. OcBelleHne B XPAaHWINIIAX MOXKET ObITh €CTECTBEHHBIM M HCKYCCTBEHHBIM.

Kontpons 3a TemmepaTypHO-BIQKHOCTHBIM PEKHUMOM OO0ECIIEUMBACTCS PETYISPHBIM
U3MEPEHUEM C IOMOIIBIO TEPMOMETpa M TUTPOMETpa WIM TEPMOTUIPOMETpPA, Pa3MELIEHHBIX
B OJIHOM MM HECKOJbKHUX KOHTPOJBHBIX TOYKaX apXMBOXpaHWIMIIA (B 3aBUCHUMOCTH
OT KOHCTPYKLIMOHHBIX OCOOEHHOCTEH W IUIOINAAM) BAAIM OT OTONUTENIBHBIX M BEHTHJIALIMOHHBIX
CUCTEM Ha BBICOTE HE MEHee | M OT 110Ji1a, HapaMeTPOB BO3AYIIHON CPEJbl: B CIELMATU3UPOBAHHOM
3JaHUU - HEe pexe 1 pa3a B HeJENIo, B CIEHUAIBHO O0OPYAOBAaHHOM JUI XPaHEHUS JOKYMEHTOB
M30JIMPOBAaHHOM IIOMEIIEHUHM - HE pexXe 2 pa3 B HEAENI0, NPU HECOOTBETCTBUHU IapaMETPOB
HOPMAaTUBHBIM TPeOOBaHUAM - 1 pa3 B CyTKH.

[Tokazanust mpuOOPOB (UKCUPYIOTCS B PETHCTPAllMOHHOM KypHaie. PDopma xypHaia
perucTpanyy MOKa3aHUH KOHTPOJbHO-U3MEPUTENBHBIX MPUOOPOB Ui M3MEPEHUs TeMIlepaTyphbl
U BnakHocTH Bo3ayxa ([Ipunoxxenne Ne 32).

Ilomemenuss apxuBa JOJDKHBI — OOecrieyuMBaTb XpPAaHEHUE ApPXUBHBIX  JIOKYMEHTOB
B ONITUMAIILHOM (PU3NYECKOM COCTOSIHIH, MUHUMHU3AITUIO PUCKOB UX MOPYH U (UJIH) YTPATHI.

Jlnst pa3MenieHusi apXMBHBIX JOKYMEHTOB M IpOBeJEHHs paboT, CBA3aHHBIX C apXUBHBIM
XPaHEHUEM JOJKHBI ObITh MPEA0CTaBICHBI U30JIMPOBAHHBIE TOMEIIEHHMSI, OCHAILIEHHBIE CPEICTBAMU
MOXKApOTYILIEHUs,, OXPaHHOM M TOXKapHOW CHUTHanMM3auued, o0OpyAOBaHHEM Uil XpaHEHHUs
JOKYMEHTOB.

ApxuB pa3MmeliaeTcs B 3JaHUM WJIM OTJCJIBHBIX TOMEIIEeHUsX 34aHus. OCHOBHbBIE
MOMEILEHUs, TMpeAHa3HAUYEHHBbIE JUIS XPAaHEHHUs, Yy4eTa, KOMIUIEKTOBAHMS W HCIOJIb30BaHUS
apXMBHBIX JIOKYMEHTOB, U BCIIOMOTaTeNbHbIE (aAMHUHUCTPATUBHO-X03IHCTBEHHOTO, TEXHUUECKOTO
U OBITOBOTO Ha3HAYE€HMs), TOJKHBI COOTBETCTBOBATh TPEOOBAaHUSAM, YCTaHOBIEHHBIM lIpaBunamu
OpraHM3ali XpaHEHHs, KOMIUIEKTOBAHUS, y4yeTa M HCIOJIb30BaHUS JOKYMEHTOB ApPXUBHOTO
¢donna Poccuiickoit denepanuu U Ipyrux apxXUBHBIX JOKYMEHTOB B TOCYAApPCTBEHHBIX OpraHax,
OpraHax MECTHOTO CaMOYINpaBICHUS M OpraHu3alusaX, a Takke OOmMMH TpeOOBaHUSIMU
0€30MaCHOCTH K OOIIECTBEHHBIM 3/1aHUSM U COOPYKEHHSIM.

9. M3IrOTOBJIEHUE, YUET U XPAHEHUE NNEYATEN, IITAMIIOB Y BJIAHKOB
CTPOI'OMi OTYETHOCTHU YHUBEPCUTETA

[levatu ¥ 1ITaMIbl YHHUBEPCUTETAa, CTPYKTYPHBIX MOJpa3fesieHui H3roTaBINBAIOTCS
C MMUCBMEHHOT'O pa3pelleHus PEeKTopa. 3aka3bl HAa MX M3TOTOBJIEHHE pa3MeLaloTcs depe3 oOIuit
otnen. OOs3aTeNlbHOMY YYeTy MOJJIeXkaT BCe BUABI MeyaTel W IITaMIbl YHHUBEpPCUTETa OJaHKU
CHpaBOK 00 0O0yueHuH, OJaHKH JTUIIOMOB M MPUIIOKEHUN K HUM.
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VYder Bcex nedaTeil U MTaMIIOB, UMCIOIIUXCS B YHUBEpCUTETE (KpOME Mevareil U IMTaMIioB
OTJeNa 3alIMThl TOCTallHBl M HMH(OpPMAIMM), BEAETCS B CICHUAIBLHOM J>KypHalie paOOTHUKAMHU
o0miero otT/ena, Bbljiaya UX OCYIIECTBISICTCS T0J] PACIIMCKY JIMIIaM, OTBETCTBEHHBIM 33 XpaHCHHE
neyaTei v ITaMIIOB B KaKIOM MOPa3/IeIeHUH.

XKypnansl yuéra BKIIOYAIOTCS B HOMEHKJIATYPY Jell. JINCTBI X HYMEPYIOTCS, IPOIIMBAIOTCS
U OIEYaTHIBAIOTCS M€YaThio O0IETo OT/AeNa.

[ledaTy, mtamnbl U OJAHKK JOJDKHBI XPAHUTHCS B celiax WIIM METaUTMYeCKUX MIKadax.
OTBETCTBEHHOCTh 332 XpaHEHHE M WCIOJIb30BaHUE IeUaTel, MTaMIOB U OJaHKOB B CTPYKTYPHBIX
MIOJIPA3JICIICHUSIX HECYT CEKPETapH WIIH JIMIA, OTBETCTBEHHBIE 32 BEJICHHE JCIOPOU3BO/ICTBA.

[ledyaTs yHMBeEpCHUTETa CTaBUTCS Ha JOKYMEHTaxX, TPeOYIOHIMX 0cOo00ro IMOATBEPKIACHUS
ux ropuauaeckoit cuibl (Ipunoxenne Ne 17).

OTTHCK TeYaTH 3aBepseT MOMIMHHOCTH IMOJIMHUCH JODKHOCTHOTO JIMIIA HAa JOKYMEHTax,
YIIOCTOBEPSIONINX TpaBa JIKL, PUKCHPYIOMKMX (HAKThI, CBSA3aHHBIC C (PUHAHCOBBIMH CPEICTBAMH,
a TaKk)Ke Ha MHBIX JOKYMEHTaX, IPeIyCMAaTPHBAIOIINX 3aBEPEHHE TIOJIMHHOMN TOATHCH.

OTTHCK TeYaTh MPOCTABISAETCS TaK, YTOOBI 3aXBaTHTh YacThb HAUMEHOBAHUS JIOJDKHOCTH
JMIIA, TOANKUCABIIETO JOKYMEHT.

YHHUUTOXKEHHE UCTIOPUCHHBIX WM YCTAPEBIIUX OJIAHKOB MPOHU3BOIUTCS IO aKTy C OTMETKOMN
B COOTBETCTBYIOIIUX KYpHAIaX y4era.

[ledyaTy ¥ mITaMITbI YHUYTOXKAIOTCS 110 aKTy HA4YaJbHHKOM OOIIETro OTAeNa C pa3pelIeHUs
(mpukasza) pekropa.

[IpoBepka HanMuusi TeYaTei, IMTAMIIOB W OJIAHKOB, a TaK)Ke IMOPSAIKAa WX XPaHCHUS
Y MCTIOJIb30BAHMSI MTPOM3BOIUTCS KOMHCCHEW, Ha3HA4YaeMOW MPHKAa30M pPEKTOpa YHUBEPCUTETA,
HE PEXKE OJJHOTO pasa B TOJI OTHOBPEMEHHO C TIPOBEPKOI COCTOSHHUS JICJIONPOU3BOICTBA.

OTMeTKH O TpPOBENEHHBIX NPOBEPKAX JIEJNAIOTCS B COOTBETCTBUU CO CIETYIOIIUMHU
NPaBUJIAMHU:

HaumenoBanue Xpanurcs IMpumensiercst

ITeuats ®I'BOY BO
«@"YMP® nmenu anmupaina
C.O. MakapoBay

Ha noxymeHnTax, HoJnMCaHHbIX
WIH YTBEPKACHHBIX PEKTOPOM
YHHUBEPCUTETA; Ha OTAEIbHBIX
JIOKYMEHTaXx, MOANMCAHHbIX
MIPOPEKTOPAMU, PYKOBOIUTEISIMU
CTPYKTYPHBIX NIOJpa3cIICHUH,
MMEIOLINX MPaBO MOJAMUCH TAKOTO
poJla TOKYMEHTOB

B o0miem otnene

IleyaTn CTpyKTYpHBIX
NoApa3IeICHUI

VY Ha3HaYeHHEIX JIUII
CTPYKTYPHBIX
Mopa3IeICHUI

Ha noxymenTax, mnoAnmcaHHbIX

WJIA YTBEPKIAECHHBIX
PYKOBOJIUTEIISIMU 3TUX
MOJpa3/IeJICHN, a TAK)KE HA KONUX
Y BBINMCKAX U3 3TUX TOKYMEHTOB

bnanku, ucnonszyemslie B
YHUBEPCUTETE

YV Ha3zHAYE€HHBIX JIMI]

CTPYKTYPHBIX
MoApa3IeJICHUI
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3anpeniaercs:

- HCIIOJIB30BATh MEYATH U MITAMITBI 0€3 PEeTUCTPALIHH;

- BbIJIaBaTh HE3alOJHEHHbIE OJJAaHKU CTPOTOil OTYETHOCTH;

- mepeiaBaTh OJaHKU CTPOTOM OTUYETHOCTH U3 OJHOTO MOAPA3ACIICHUS B IPYTOE;

- HCII0JIb30BaTh OJIAaHKH CTPOrOM OTUETHOCTH JJISi BHYTPEHHEH MepenucKy;

- HCIIOJIB30BATh OJIAHKH CTPOTOM OTYETHOCTH IS TUCEM YAaCTHOTO XapaKTepa.
COT'JTACOBAHO COI''TACOBAHO

[IpoToko 3KCepTHOM [IpoToKOa 3KCIEPTHO-MPOBEPOYHOI
komuccuu GI'bBOY BO «'YMP® umenu Meroanueckor komuccuu L{I'A CII0

angmupaina C.O. MakapoBa»
ot 14.11.2005 Ne 03 or 17.12.2025 Ne 14 1. 3.2




TTE i
SEPOTET Mgy,
= g,

5
A

®dI'BOY BO « 'YMP® umenn agmupana C.O. MakapoBa»

Crp. 73 u3 132

(OUIMAPCTg,,
o %,4

3

¥0yg 0ioN>

~
1
&

WHCTpYKIHS 1O AETONPON3BOJICTBY YHUBEPCUTETA

Bepcust

4

10. MPUJIO)KEHUSA

Hepeqeﬂb PE€KBHU3UTOB JOKYMECHTOB

[Tpunoxenne Ne 1

HaunmeHoBaHMe peKBH3UTA Kon
PeKBH3HMTA
JloroTun yHuBepcHUTeTa 01-02-03
Konm dhopmel nokymeHTa 04
HanMeHoBaHue opraHu3anuu 05
HanmeHoBaHMEe CTPYKTYPHOTO MO/Ipa3AeIeHNs] — aBTOpa JOKYMEHTa 06
HanMeHoBaHUE TOPKHOCTHOTO JIMIIA - aBTOpa JOKYMEHTA 07
CripaBo4HbIe JaHHBIE 00 OpTaHU3AINH 08
HanmeHnoBanue Bua JOKyMeHTa 09
Jlata noxymeHnra 10
PerncrpanmoHHblii HOMEp JOKYMEHTA 11
CchUIKa Ha PErHCTPAIIMOHHBII HOMEp M ATy MOCTYNHUBIIETO JOKYMEHTa 12
MecTo cocraBneHus (U31aHus) JOKyMEHTa 13
I'pu¢ orpannueHus 10cTyna K JOKYMEHTY 14
Anpecat 15
['pud yTBepKIIEHUS TOKYMEHTa 16
3aroj0BOK K TEKCTY 17
TekcT nokymeHTa 18
OTMeTKa 0 MPHIIOKEHUN 19
I'pud cornacoBaHust JOKyMeHTa 20
Busa 21
[Tonnuce 22
OTMmeTKa 00 3JIEKTPOHHOM MOANUCH 23
[Teuats 24
OtMmeTKa 00 MCIIOJTHHUTENE 25
OTMETKA 0 3aBEpPEHUH KOIHUH 26
OTMeTKa 0 MOCTYIUIEHUH JOKYMEHTa 27
Pe3omronus 28
OTMeTKa 0 KOHTPOJIE 29
OTMeTKa 0 HalpaBJICHUHU IOKYMEHTA B JEJI0 30
I rpux-kox (QR-kox) nokymeHTa 31
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«I'ocynapcTBeHHbI YHUBEPCUTET MOPCKOI0 H PEYHOI0

¢pora umenn agmupana C.0. MakapoBa»
(®I'bOY BO «I'YMP® umenu agmupaja C.0O. Makaposa»)
HaumeHoBaHHE CTPYKTYPHOTO MOAPA3AeTeHUS

JBuHCcKas yiu., 1. 5/7, Cankr-IlerepOypr, 198035
Ten.: (812) 748-96-92. Dakc: (812) 748-96-93.
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MINISTRY of TRANSPORT of the RUSSIAN FEDERATION
ROSMORRECHFLOT

Federal State-Financed Educational Institution
of Higher Education
Admiral Makarov State University
of Maritime and Inland Shipping
(Admiral Makarov SUMIS)

5/7, Dvinskaya str, St-Petersburg, 198035, Russia
Tel. +7 (812) 748-96-92. Fax +7 (812) 748-96-93.
E-mail: otd_o@gumrf.ru
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IHopsinok noaroroBku u ogopmiieHUsI IPUKA30B (pPacnopsiKeHn i)

[Mpoekt mpukasza (pacmopspKeHUs) TIedyaTaeTcs Ha OJlaHKe TmpuKa3a (pacropsKeHHs)
YHUBEPCUTETA YCTaHOBJICHHOW (opMmbl. OOpaser; OjaHKa mpukasza (pacropspKeHHs) W IpaBuja
ero nocrpoenust npuBenacHsl B [Ipunoxkennn Ne 7 u Ilpunoxkenuu Ne 8. Ynorpebnenue 0iaHKOB
MIPOU3BOJIBLHON (HOPMBI 3aIpeIaeTCsl.

[Tpukasel (pacmopspkeHUs) 1O JIMYHOMY COCTaBy pPabOTHUKOB MOTYT OQOpPMIIATHCS
KaK TPAJAUIIMOHHBIM CIOCOOOM, TaK M C HCIOJIb30BaHHEM YHH(DHUIIMPOBAHHBIX (OPM, BBEACHHBIX
B nerctBue ¢ 05.01.2014 nocranosnenuem ['ocynapcrBennoro komurtera Poccuiickoit denepannn
no cratuctuke «O0 yTBepKAeHUU YHU(DHUIIMPOBAHHBIX (POPM MEPBUYHON YUETHOH JHOKYMEHTAIIMU
0 YYeTy TPYyJa ¥ €0 OTUIATHI.

Jis w3naHus TPUKA30B IO OCHOBHOM JEATENBHOCTH U MPHKA30B (pacHopsiKeHUH)
10 aIMUHUCTPATUBHO-XO3SUCTBEHHBIM BOIIPOCAM B YHUBEPCHUTETE HCIIOJIB3YeTCS KOMILICKC
00s3aTeNbHBIX PEKBU3UTOB U CTA0WIBHBI TOPSAIOK MX pachoyiokeHud. JlomonHutenbHO
K PECKBH3HWTAM, YCTAHOBIICHHBIM Ha OJIaHKE MpHUKa3za (pacropsikeHws ), 0hOpMIISIOTCS CIEAYIONTNe
pexkBu3UTH: «HammeHoBaHue (3aroioBok) JoKymeHTa», «Tekct mgokymentay, «[loamuch
JOJLKHOCTHOTO JHiay, «CormacoBaHo». [Ipu HEOOXOAMMOCTH TpHKa3 (PacIoOpsDKEHUE) MOXKET
COJIepKaTh MPUIIOKEHUS.

dara nokymeHnra

Jlaroii mpukasa (pacnopspKeHus1) SBIseTCs AaTa ero MoANUCaHuUs.

[Ipuka3 (pacnopspkeHHe) BCTymaeT B CHIILy ¢ MOMEHTa €ro MOANMCAHUS U PEerucTpainu,
€ClIu B TeKCT€ HE OroBOpEHbI Jpyrue cpoku. Jlary mnpukasa (pacrnopsikeHHs) HeoOX0IuMOo
0(QOpMIISITh B COOTBETCTBUU C MYHKTOM 4.2.4 Hacrosimend NHcTpyKuuu.

HaumeHoBaHue (3aroJ10BOK) TOKYMEHTA

HaumenoBanue 1nub0 aHHOTanMsi (3aroJIOBOK K TEKCTY) TMpHKa3a (pactnopsiKeHHs)
COCTaBJIIETCSl JIMI[OM, MOJTOTOBUBIIMM IPOEKT TNpHUKaza (pacHopspKeHUs), W JOJDKHO KpaTKo
¥ TOYHO OTPaXkaTh COEp KaHUe TeKCTa U 0TBeBaTh Ha Bonpoc «O geM?» («O koM?»).

Hanpumep: O6 yrtBepxkiaenuu..., O perucrpanuu..., O0 opranuzanuu..., O cozgaHud...,
O06 otuucnenud..., O 3auucinenut..., O6 o0pa3oBaHNN KOMUCCHH. ..

Kpome Toro, B mpukazax MO JIMYHOMY COCTaBy OOy4aroumuxcs yKa3blBaeTcs
HNPUHAAIEKHOCTh K (DaKkyJIbTeTy (MHCTUTYTY, LEHTPY U T.J.), T.€. €r0 Ha3BaHHE, KOTOPOE MUIIETCs
Ha CTPOYKY HWXKE 4Yepe3 OIMH MEXKCTPOUYHBIH HMHTEPBAJ, HAYMHAETCS CO CTPOYHOH OYKBBI
U cOrjiacyercs ¢ 3arojIoBKOM, Harlpumep:

OO0 yTBepkIeHNH COCTABA ATTECTAIIMOHHOM KOMUCCHHM YHUBEPCHTETA

HaumeHnoBanue (3arojioBok) mpukasza (pacnopspkeHus) odopMisieTcsi, COTrJIacHO OJaHKy
npukasa (pacropspkenus) (IIpumoxenne Ne 7, Tlpumoxkenume Ne 8), mon aaroll JOKyMeHTa
U 1eyaTaeTcsi CTPOYHBIMH OyKBaMH, HauMHas C 3arjaBHOM, 0e3 KaBbIUEK, XHPHBIM HIpU(TOM
Ne 12, 14, BeIpaBHUBaHUE MO LHEHTPY. TOUKa B KOHIIE 3ar0JIOBKa HE CTABUTCA.

HaumeHoBaHue mnpuKkasa, COCTOSIIEE M3 HECKOJBKMX CTpPOK, I€YaTaeTcs 4Yepe3 OJMH
MEXCTPOYHBIN MHTEPBAIL. B 3aronoBke Henb3s 1eaaTh NEPEHOC CIIOB.
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B HamMeHoBaHuM mnpukasza (pacnopspKeHHs), KOTOPBIH M3MEHSET WM JOIOJHSET paHee
W3/IaHHBIA TpUKa3 (pacrnopsiKeHUe), YKa3bIBaeTCAd CChUIKa Ha HAMMEHOBAHUE, PETUCTPAlMOHHBIN
HOMEp U JIaTy U3MEHSIEMOr0 WIH JIOTOIHIEMOro MpHKasa (pacropsKeHus ), HapuMep:

Bo usmenenue npuka3za ot 25.05.2024 Ne 156 «O0 opraHu3anuu NpUueMHO KOMUCCHID)
WIH

B nonosnenne k mpuka3sy ot 19.01.2024 Ne 16 «O06 yTBep:xkaeHun Kiaaccupukaropa
CTPYKTYPHBIX MOJpa3/ieJieHuil YHUBEPCUTETA

Eciu mpukazoM yTBep)kKIaeTcsi JAOKYMEHT (IIOJIOKEHME, IpaBWia, MHCTPYKLIUS U Jp.),
3aroJIOBOK INpHKaza GopMmynupyercs cieayrommm odpasom: «O6 yreepxxaeHuu [lomoxenus o ...»
(YKa3pIBaeTcs IOJIHOE HAMMEHOBAHKE YTBEPKIAEMOI0 IOKYMEHTA).

Texcr npukasa (pacnopsizKeHus)

Texcr mnpukaza (paclopspKEHHs) OTIEISETCs OT 3arojioBka 2-3  MEKCTPOUHBIMU
WHTEpBaliaMy, neyataercs mpudrom pazmepom Ne 12-14 yepes 1,15-1,5 (unm 18 nt) MexxcTpoUHBIH
MHTEpBaJ U BBIPABHUBAECTCS 110 JIEBOW U ITPABOM T'PaHULIAM TEKCTOBOTO ITOJIS.

Kaxxnpiii ab3a1y (kpacHasi CTpOKa) HaYMHAETCS Ha paccTOSIHUM 1,25 cM OT rpaHHIIbl JIEBOTO
OIS, T.€. C OTCTYIIOM Ha 5 3HAKOB OT I'PaHMIIBI JIEBOTO TTOJISL.

Copep:xanne npukasza (pacrnopspkeHue) JODKHO ObITh M3JI0KEHO KPaTKO, JIOTHYHO, TOYHO
U SICHO.

B Ttekcrax mpukasza (pacmopspKeHHs) IOJDKHBI YIOTPEOISATHCS TOJIBKO OOIIEHPUHSTHIE
B PYCCKOM $I3bIKE 0003HAYEHUS], TEPMUHBI U COKPALIICHHUSI.

ITpu HeoOxoaMMOCTH YIOTPeOICHUs COKpAIIEHUs (COKPALIEHHOTO HAUMEHOBAHUS) B TEKCTE
CHavaJla THIIETCS IIOJHO€ HAMMEHOBAaHME, a 3aTeM B CKOOKaxX JaeTcsi €ro COKpalleHue
(cokpalleHHOe HAUMEHOBAHUE ), 32 UCKITIOYCHHEM OOIEPUHSTHIX COKpAIllEHUH, HallpuMep:

Z[J'ISI opraHu3alvi ... i1p MK a3 bl B A 10:

1. Has3nauuts, moCTOSIHHO I[eﬁCTBy}omon OKCIICPTHYHO KOMUCCHIO YHHUBCPCUTCTA (nanee —
BK) ...

B Tekcrax mnpukazoB (pacnopsiKeHUs) HAWMEHOBAHUS CTPYKTYPHBIX IOApa3eNeHUH
YHUBEPCUTETA U JOJDKHOCTEW MX PYKOBOJMTEIEH YKa3bIBalOTCS B COOTBETCTBUM C IOJOKECHHUSIMHU
O CTPYKTYPHBIX MOJAPa3IEICHUAX U IITATHBIM PACIIUCAaHUEM.

Texct mpukaza (pacnopsKeHHUs)) MOXET COCTOSTh M3 JBYX 4YacTel: KOHCTAaTHPYIOLIEH
(mpeaMOyJbl) U PACHOPSAUTENBHOM.

B koncmamupyroweii wacmu naercsi 000CHOBaHME NpeaNUCHIBaeMbIX AeicTBuil. KpaTko
U3JararoTcs el U 3a7aui, GakThl U COOBITHS, IOCITYKUBIINE OCHOBAHUEM JUIs M3/IaHUS IPUKa3a.
Ona MmoxeT HaumHaThCs cioBamu «B memsax...», «Bo wucnonHeHume...», «B COOTBETCTBUH..»,
u 1p. Ecim mnpukas (pacmopsbkeHue) uU3JaeTcs Ha OCHOBAaHMM JIPYTOro  JOKYMEHTa,
TO B KOHCTaTUPYIOIIEH YacTH YKa3bIBA€TCS HAMMEHOBAHWE OPraHa, W3JABIIETO STOT JOKYMEHT,
JlaTa, pEruCTPALMOHHBIA HOMED U 3ar0JI0OBOK K TEKCTY.

Hamnpuwmep: B cootBercTBUU ¢ mpukazoMm DeaepaibHOTO areHTCTBA MOPCKOTO M PEYHOTO
Tpancnopta oT 26.07.2020 Ne 432 «O npoBeAeHUH OJUMIIHAAbI JUTUIOMHBIX TPOEKTOB CTYJECHTOB
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00pa3oBaTeNbHBIX YUpexkIeHn GeaepaabHoro areHTcTBa B 2020 rony mp M K a3 bI B 2 0. ..

[IpeamOyna B mpoeKkTax MPHKA30B 3aBEpIIACTCS CIOBOM «II P MU K a 3 bl B a 10,
B PACIIOPSDKEHUSAX «0 O f1 3 bI B @ I0», KOTOPOE MEYaTaeTcsi CTPOYHBIMUA OYKBaMH C HOBOHM CTPOKH
0e3 ab3alHoOro OTcTymna, Ju60 (P MUHUMAILHOM HAOOpe CIIOB, KaK MPOAOJDKEHUE MOCIIETHEro
ab3ama koHcratupyromei vact). [locie pacmopsaIuTensHOrO CIOBa «II P U K a 3 bl B a 10,
«0 0 51 3 bI B 2 10», CTABUTHCS JBOCTOUHLE.

[IpeamOyna MOXKET OTCYTCTBOBaThb, €CIIM TPEANUCHIBAEMBIC JEHCTBHS HE HYXKAAIOTCA
B Pa3bsICHEHUH. TEeKCT MPUKA30B B TaKUX clydyasx HaunmHaeTcs co cioBa «II p U Kk a 3 bI B a 10»,
pacniopsbkeHus «O 6 51 3 bI B a 10», KOTOPOE MUIICTCS CTPOYHBIMHA OyKBaMu 0€3 KaBbIYCK, HAUHHAS
C MIPONUCHOM, U CTAaBUTHCS ABOETOUHE.

B mpukazax u pacnopspKeHHUSX IO JUYHOMY COCTaBY pacCHOpSAUTENbHAS YacTh MOMKET
HAUMHATBCA CJIOBOM, TOYHO OO0O3HAYalmUM npeanuceiBaemoe jedctue  («IIpunsThHY,
«IIepeBecTn», «YBOJIUTHY U AP.

PacnopsimuTenbHas yacTh mpukasza (pacrnopsbKeHus) JoKHA HAYMHATHCS TTOCTIe TpeaMOy bl
KaK HOBBIM a03a1y co cieayromei cTpoku mociie cioBa «I1 p M K a 3 bI B a 0.

Pacnopsaoumenvnas uyacms NODKHA CoIEpKaTh IMOpydeHue (3afaHue) C yKa3aHUeM
WCIIOJTHUTEIIS (MCIIOJIHUTENEH) U CPOKOB UCTIOTHEHUSI.

Eciu TekcT CoONepKUT HECKOJIBKO MOpPYYEHUH, pelleHHil, BBIBOJOB, OH pa30uBaeTCs
Ha MIYHKTHI, KOTOPhIE HYMEPYIOTCS apaOCKUMU IMUPPaMHU U 3alMCHIBAIOTCS C a03aI[HOTO OTCTYIIA.
[Tocne uudper craButcs touka (1., 2., 3.), mocie TOYKU TEKCT MEYaTaeTcss ¢ MPOMUCHONW OYKBBI
[TyHKTBI MOTYT TOIPA3ACIAThCS Ha IMOAIYHKTHI, KOTOPhIE HYMEPYIOTCS JTBONHBIMU, TPOWHBIMHU
unaexcamu (1.1.; 1.2,; 1.2.1.; 2.2.1.; 2.3.), a BHYTpU MOAMYHKTOB — apaOckumu Iudpamu
C 3aKpbIBaOIIEHCS CKOOKOW Oe3 Touku: 1), 2) u T.1., HOC/Ie KOTOPBIX a03all MUIIETCS CO CTPOYHOU
OYKBBIL.

[TyHKT WM MOAITYHKT MPUKa3a JOJDKEH COJAEPkKATh TOJIBKO OJHO 33/IaHUe C OJHUM CPOKOM
WCTIOJTHEHHUSI.

[TyHKTBI, KOTOpBIC BKJIIOYAIOT YIPABICHYCCKHUE JEHCTBUS, HOCSAIIUE PACTIOPSIUTEIBHBIN
XapakTep, HAYMHAIOTCS € TJIaroja B HeompezaeneHHol Gopme (YCTaHOBHUTH (HO HE YCTaHABIIMBAIO),
paspemuTh (HO HE pas3pelar), BO3JIOXKUTH (HO HE BO3Jaraio), yrBEpAUTh (HO HE YTBEPKIaro),
co3z1aTh (HO He co3/ar0), 00pa3zoBaTh (HO He 00pa3yro0)) U T.II., HAIIPUMED:

IIpukasblBalo:

1. 3akpenuTh HaxXOXJIEHUE B BEpXHEH OJISKIIE. ..

Ecnu 3amanue wim AeiicTBUE MpeIoiaraeT KOHKPETHOTO UCIIOJIHUTENS, COOTBETCTBYIOIIUN
MyHKT MPUKa3a JO0JKEH HAYUHATHCS ¢ YKa3aHUsS JOJKHOCTH M (paMIIIMK C MHUIIMATIaMH (MHHUIIHATIBI

B TEKCTE CTaBSTCS MOCIIe (PaMIIIMK) UCTIOTHUTEINS B 1aTETLHOM Tajieke (KOMY), HalpuMep:

Bo ucrnonnenue pemieHnss Y4UeHOro COBETa B COOTBETCTBHM C MPOTOKoJIoM oT 24.07.2024
NelOnmpukaseiBaio:

1. Havanenuky ynpasienus.... ®.1.O. pazpaboTars 1 NpeCTaBUTh Ha YTBEPKJICHHE. . ..

Ecnu HeoO0XomuMo OHOMY HCHOJHHUTENIO JIMOO KOJJIETHATbHOMY OpraHy IMOPYYHUTh
HECKOJIbKO 3aJIaHuH, MOJUIekKAIINX UCIIOTHEHNUIO B pa3HbIE CPOKHU, TO OTBETCTBEHHOT'O HCIIOTHUTENS
YKa3bIBAalOT OAMH pa3 B OCHOBHOM IIyHKTE, a IIOPYYEHUS MU CPOKU HCIOJHEHUS BBIACIAIOT
B OTJIE/IbHBIE TIOJIMTYHKTHI, HAIIPUMED:
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2. HayanpHuky otgena..... ®.1.0.:

2.1. Pa3paboTaTh IpOEKT MpUKa3a o ... .
Cpoxk 19.08.2024.

2.2. IlonroToBUTH U3MEHEHUS B ... .
Cpok 23.08.2024.

B kauectBe wucnonHuTened MOryT ObITh yKa3aHbl HaWMEHOBAHMS JOJDKHOCTEH
UCTIOJIHUTEJIEH B 0000IIEHHOM BHJIE, HAIIPUMED:

IIpuka3splBalo:

1. Hupextopam ¢unuanos ®I'bOY BO «I'YMP® umenu agmupana C.O. MakapoBa»
HA3HAYUTH MPUKA3AMH 10 COOTBETCTBYIONINM (PIITHATIaM OTBETCTBEHHBIX 34 ...

CpoOK HCIOIHEHUSI MOXKET MPUBOAUTHCS B KaXKIOM IYHKTE MPHUKa3a (PacmopsiKeHHs ) PsIOM
C TJIaroJIOM WJIM OTTJIaroJbHBIM CYIIECTBUTEIIbHBIM, YEpe3 KOTOPOE MepeaacTcsl MPEANrCchBaeMOe
neiictBue, Hanpumep: «Ciyx0e kauecTBa mpeactaBuTh K 17.05.2024...», nubo BbAENSAETCS B OJAUH
000OIIEHHBI IMYHKT JJIsl BCEX IMPEIIMUCHIBAeMbIX JIeHCTBHHA. B 3TOM ciydae ykazaHue Cpoka
WCIIOJTHEHUS TeYaTaeTcs OTACIbHOM CTPOKON 1 0(OpMIISETCs KaK AaTa 3aBepIICHHs UCIIOHEHUS.

Hampumep: «Cpok npencrabinenus otdetoB — 07.09.2024».

Ecnu pernaMeHTHpOBaHHBIE MPHUKA30M JIEHCTBUS HOCSAT PETYJSIPHBIM WM HOPMAaTHBHBIN
XapakKTep U UX BBIIOJHEHUE IPEJIUCHIBACTCS HA BECh NIEPHOJ] AEUCTBUS JTAHHOTO MPUKa3a, TO CPOK
UCIIONTHEHUSI OOBIYHO HE YKA3bIBAIOT U KOJMYECTBO HCIIOJHHUTEICH MO KaXIAOMY ITyHKTY
HE OrpaHUYHUBAIOT.

Hanucanue nat B Tekcre mpukasa (pacmopspKeHHs) MCHOjb3yeTcsl HU(poBoe, HampuMmep:
18.05.2024, manmcanue nar B TpeAerax OJHOTO JOKYMEHTa IOJDKHO OBITh €IWHOOOpa3HBIM,
T.e. nudposoe.

Choucku yuil B TeKCTe TMpukasza odopmisitorcs B aindaBUTHOM Topsake. B crmmckax
C yKazaHueM (paMUIMM U JOJDKHOCTH, JOJDKHOCTh YKa3bIBaeTCsl B MOPSJIKE YOBIBaHUS IO CTETEHU
MOIYMHEHMSI 3aHUMAEMBbIX JTOJIKHOCTEH.

[Tpu moaroroBke mpHKa3oB (pacnopspkeHHi) 00 0Opa3oBaHMU KOMHUCCHHN, pabouux Ipymmn
HE00XO0/IMMO YYUTHIBATh CJEyOLIee!

B 3aronoBke npukaza (pacrnopsikeHus) cieayeT ykazarb, 00 00pa30oBaHMH KaKOH KOMHCCHHU
(paGoueii rpynmsl) UAET peyb.

CocraB xomuccuu (paboueil TpyIIbl) MOXKET OBITh M3JI0KEH B BHJIE CIHCKAa B TEKCTE
nprKasza (pacmopsbKeHHs) MM HpujaraTbcs K HEMY B 3aBHCHMOCTH OT KOJIMYECTBAa BXOMSALIMX
B HETO JIUII (WIeHbI pabodero opraHa He HyMepyroTCs).

[Tpu 3TOM cHavana yka3bplBatOTCS:

[Ipencenarens komuccuu (PyKOBOAUTENb TPYIIIBI) — (paMUITUs, MHUIUAIIBI, JOKHOCTD;

3amecTuTenb TNpeacenarens KOMHCCHH (pykoBoauTens paboueid rpymmsl) — damumms,
WHUIUAJIBI, TOJIKHOCTB;

Unensl komuccuu (pabouei rpynmsl) — (aMWIMK, WHUIMAIBI, C YKa3aHUEM JIOJDKHOCTH
(ecnu TOJKHOCTH paBHO3HAYHBIE — TO B alI(paBUTHOM MOPSIKE).

M3MeHeHHs, BHOCHMBIE B COCTaB paboyero opraHa, oOpa30BAHHOTO MPHKA30M
WIH pacrnopsbKeHUeM, o(pOpMIISIOTCS COOTBETCTBEHHO NMPUKA30M W PACTIOPSKEHUEM.

Ecnu npukas (pacnopsbkeHre) H3MEHseT, OTMEHsSeT WJIM JIOTOJHSAET paHHee W3JaHHbIN
JIOKYMEHT MJIM KaKue-TO €ro MOJIOXKEHUS, TO OJMH U3 IMYHKTOB PacHOpSIUTENIbHOM 4acTh TeKCTa
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JIOJIKEH COJIepKaTh CChUIKY Ha OTMEHSEMBIA TOKYMEHT (ITyHKT JOKYMEHTA) C YKa3aHHUEM €ro JaThl,
HOMEpa M 3arojoBka. TeKCT NMyHKTa J0JKEH HauMHATbcs ciaoBaMu «lIpu3HaTh yTpaTuBIIMM CHILY
npuka3 (pacropspkerue) ot 14.08.2024 Ne 876 «O0 ....».

Ecnu HOBBIN mipuka3 (pacnopsbkeHHe OTMEHSIET TOJIBKO OJMH (WJIM HECKOJIBbKO) MYyHKTOB
paHee W3JIaHHOTO TMpHKaza (pacHopsKEHHs), TO OTMEHSIOTCS COOTBETCTBYIOIIME IYHKTHI,
HaIpUMep: «IpU3HATh YTPATUBILUM CUJIy MMYHKT 3 npukasa (pacnopsbkenus) ot 07.06.2024 Ne 654
«O00 ....».

[TocnenHuii MyHKT pacnoOpsSIANTENBHON YaCTH MOXKET COJIEPKATh CBEAEHUSA O JOJKHOCTHOM
JUIe, HAa KOTOPOE BO3JAraercss KOHTPOJb HCIOJIHEHMs MpHKa3za, ero (haMuiaus U WHUIHMAIIBI,
HanpuMep:

«KoHTponb HWCHOJHEHUS MpHUKa3a BO3JIOXKUTh Ha HavaJbHHKA IUIAHOBO-(pMHAHCOBOM
ciyx0b1 ®.1N.0.»

[Tpukazamu (pacnopspKEHUSIMH) IO JIMYHOMY COCTaBy pPaOOTHHKOB/OOYYAIOUIUXCS MOTYT
OBITH TIPETyCMOTPEHBI OCHOBAHWMSI JIUISl M3/IaHUS MTPHKa3a, HAIpuUMep:

OcHoOBaHUE: TNYHOE 3a4BJICHUC, CITPABKa.

B mnpukazax (pacnopspkeHHsSX) IO JIMYHOMY COCTaBy OCHOBAaHME H3JIaHUS JOKyMEHTa
yKa3bIBaeTCsl B KOHIE KaXJOro HyHKTa. Eciu ocHOBaHWE A U3JaHUS HECKOJIBKUX ITYHKTOB
JIOKYMEHTA SIBJISIETCSI €UHBIM, OHO yKa3bIBaeTCsd B KOHLIE TEKCTa MOCJE PaclopsiAUTEIbHON YacTu
npukasa (pacrnopsbkeHus) nepes pekBuzutoM «lloanuce» 6e3 ab3alHOro OTCTyIa Ha BCIO MIUPUHY
CTPOKHU.

JlonmyckaeTcsi yMEHBIIEHUE OTCTYIOB MEXIy pekBu3uTtamu «HammeHoBaHUe (3arojioBOK)
JTOKyMeHTay», «TeKeT MOKyMEeHTa», UCIOJb30BaHuEe MPU Habope Tekcra mpudra pazmepom Ne 13
yepe3 1,15-1,5 (mnm 18 OT) MEXCTpPOUHBIM HMHTEpBal NMPH HEOOXOIMMOCTH pa3MELIEeHHs TEeKCTa
IIpUKa3a Ha OJJTHOM CTPaHHUIIE.

IIpy M3roTOBIEHMH JOKYMEHTOB Ha JIBYX M 0oJjiee CTpaHMIl BTOPYIO M MOCJEIyOLIUe
CTpaHHLIbI HYMepyloT (mepBas cTpaHHulla He HyMmepyercs). Homepa cTpaHuil mnpocTaBisitoTcs
apabckuMHu U paMu ocepeinHe BEPXHETo MOJIs JIHUCTA.

OTMeTKa 0 HATHYMH NPUIIOKEHUIH

OtnenbHble  337aHUs, MOSICHAIOIIME WM  JONOJHAIOUIME  COJACp)KaHHE IIpHKa3a
(pacmiopsbkeHHs), B TOM 4YHCIE BKJIIOYarolMe HUGpPOBbIE AaHHbIE (TabmuIbl, rpaguku u T.1.),
0oOpMIISIOTCS B BUJIE TIPHIIOKEHHUN K TIPUKA3y (PacIoOpsHKEHHIO), HA KOTOPBIE B COOTBETCTBYIOIIMX
MYHKTaX MpHKa3a (pacnopspKeHUs) JODKHA ObITh C/IeaHa CChUIKA.

Ha mepBoif cTpaHWIle TPUIOKEHUS B TMPABOM BEPXHEM YINIy OT IATOTO TTOJIOKEHHS
tabynsaTopa (10 cM) meyaraercst OTMETKa O NPUIOKEHUHU (0e3 KaBbIYEK, BKIIOYAs 3HAK HOMEpA,
ecnM  TpWIOKeHHH — Heckonbko) — «lIpmmoxenme  No» ¢ yKazaHMEM ~— HAMMEHOBAHHS
pacropsauTeIbHOTO TIOKYMEHTa, €ro aBTopa (OpraHu3alum), 1aTel, HOMEpa, HalpuMep:

ITpunoxenne Ne 2

k npukazy @PI'BOY BO «I'YMPO
umenu aamupana C.0. MakapoBa»
oT 20 Ne
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B stom cnydae mnpuiiokeHue (IPUIIOKEHUS) SBISIETCS COCTaBHOM 4YacThlO IIpUKa3a
(pacniopsiKeHMsI) W HMMEET CKBO3HYI0 HYMEpalMIO CTpPaHUI] BMECTE C TEKCTOM IpuKas3a
(pacriopspkeHus ).

[IpuoxxeHns K mnpukasy (pacHopsKEHHMIO) BHU3UPYIOTCS PYKOBOAMUTEIEM CTPYKTYPHOIO
NOpa3elIeHus, IOATOTOBUBILErO IIPOEKT.

[Ipu Hammuuu B TEKCTE MpUKaza (GOPMYITHPOBKH «YTBEPAUTHY (TMpHIIaraeMble MOJI0KEHHUE,
MHCTPYKLHUIO, NIPaBHJIa, COCTAB KOMHCCUH, IEPEYEHb MEPOIIPUATUHN U T.I1.) HA CAaMOM MPUIIOKEHUU
B IIpaBoM BepxHeM yriy nedaraercss cioo YTBEPXK/IEHO win YTBEPXIEH co cchuikoit
Ha HOPMAaTUBHBIN aKT, €T0 J1aTy, HOMEP.

[Ipu stom cnoo «YTBEPXIEHO» ckinoHsieTcsi B 3aBUCUMOCTH OT pojia YTBEPKIAEMOTO
nokymenTa (nonoxkenne — Y TBEPXK/IEHO, npasuna — YTBEPXX/IEHBI, nnan — YTBEPX/IEH,
uHcTpykuus — YTBEPXK/IEHA.

3arojoBOK MPUJIOKEHHUS K IpHKa3y (paclopsiKEHUIO) WIM YTBEPXKIAeMOIo IPHKa30M
JIOKyMEHTa OTHEIseTcsl OT JaThl W HOMepa IMpHuKasza (pacnopspkeHus) 2-3 MEeXCTPOUHBIMU
uHTepBalaMu. HammeHoBaHue BHJa JOKyMEHTa (IEpBOE CJIOBO 3arojioBKa MPUIOKEHUs) —
nedaTaercss monykupHbiM mmpudgrom Ne 12-14 mnpommcueiMu OykBamu (ITOJIOXKEHUE,
[TPABUJIA, ITEPEUEHbB, COCTAB, IIJIAH u ap.) HeHTpOBaHHBIM CIIOCOOOM.

HaumenoBanue nonoxeHus (MpaBuil, UHCTPYKLIMK) N€YATAETCs 4epe3 JBa MEKCTPOUHBIX
UHTEpBaJla OT peKBU3UTa «Bua NOKyMEHTa» CTpOYHbIMM OyKkBaMu Oe3 KaBbIUEK IOIYKUPHBIM
mpudTom Ne 12-14 u BepaBHUBAETCsA 1O IEHTPY TeKcTroBoro mons. llociemyromme cTpoku
3aroJI0BKa OTIEJISIOTCS OT IIEPBOM CTPOKU OJJHUM MEKIYCTPOYHBIM UHTEPBAJIOM.

B nanHOM cityyae Hymepanusi CTpaHUIl UJET OTJENIBHO B KaXKIOM YTBEPKICHHOM IIPaBOBOM
nokymente (Mucrpykuus, [Tonoxenue, [lepeuens).

Ecnu yTBepknaeMble MPUKAa30M JTOKYMEHTHI - IMOJIOXKEHMS, IIpaBWila, MHCTPYKUMHU U JIp.,
B CBOIO OY€pEIb, UMEIOT INPWIOKECHUSA, HyMepalus CTpaHUI] 3TUX JOKYMEHTOB MU IPHWJIOKECHUN
K HUM JIOJKHA OBITh CKBO3HOM (ennHOM). Ha Takux mpuiiokKeHHsX He YKa3blBaeTCs HaMEHOBaHUE
JIOKYMEHTA, MPUJIOKEHUAMH, K KOTOPOMY OHH SIBJISIFOTCS, a NpocTo nuiercs «lIpunoxenue» mwim
«Ipunoxenune Ne 1» u T.1.

[Tpunoxenue Kk mpoeKTaM MPUKa30B (pacnopspKeHui) ohopMIISIIOTCS Ha OTAEIBHBIX JIMCTAX
Oymaru.

Pazmeps! mosnelt, mpudTHl U MEXIYCTPOUHBbIE MHTEPBAJbl MPU MEYaTaHUH MPUIOKESHUN
UJCHTUYHBI pa3MepaM, IPUMEHSEMbIM NIPHU MleYaTaHUU TEKCTOB MIPUKA30M (pacHOpsKEHU ).

Texct npunoxkeHus MoxeT ObITh 0(OPMIIEH B BHJIE TAOJIUIIBI.

OTMeTKy 0 HaJM4MM MPHIOKEHUH K MpHKa3zy (pacnopsKeHUI0) HEoOX0oauMo o(opMiIsTh
B COOTBETCTBUM C TMpaBwiaMud o¢dopMmileHUs pekBu3uTta 14 (B 4acTM, OTHOcALIeHcs
K pacrlopsiAUTEIbHOMY TIOKYMEHTY).

Bu3bl corsracoBanusa

CornacoBaHue MOKyMEHTa C JODKHOCTHBIMU JIMIIAMU U CIEHNUATNCTaMU YHUBEPCHUTETA
odopmMIIIeTCS BU30M.

BusupoBanue npou3BOAUTCS 0 MPEIOCTABICHUS JOKYMEHTA Ha TTOANUCH (YTBEPKICHUE).

[IpencraBisieMble Ha TOIIUCH JOKYMEHTHI B 3aBHCHMOCTH OT XapakKTepa W COACPKAHHS
JIOKYMEHTa BU3UPYIOTCS PYKOBOAMTENEM CTPYKTYPHOTO MOJAPa3e/IeHNs, MOATOTOBUBIIETO MPOEKT
JIOKYMEHTA, a TAK)Xe PYKOBOJUTEISIMA 3aUHTCPECOBAHHBIX CTPYKTYPHBIX TOJpa3AeiieHU B 9acTh
HUX Kacaroleics.
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CornacoBaHue TMpPOBOAUT CTPYKTYpHOE IMOJApa3f€iIeHUe WU JOJDKHOCTHOE  JIUIIO,
paspabaThiBarolee IPOEKT MpUKa3a, paCHoOpsKEHUs (J1anee — MPOEKT):

1) pykoBoauTeneM CTpyKTypHOTO Opa3IeeHus, IOATOTOBUBILIETO IIPOEKT;

2) TJIaBHBIM OyXrajuTepoM (B ciiydae HEOOXOAMMOCTH (PUHAHCOBOTO 00ECIICUCHHS IPOCKTA);

3) HavaJIbHUKOM IUIAHOBO-(DMHAHCOBOU CIY)KOBI, €CIIM B IPOEKTE 3aTParuBaeTcs IITaTHOE
pacrucaHie yHUBEPCUTETA WIH MIpeIycMaTpuBaeTcs (PMHAHCUPOBAaHUE JESATEIHHOCTH;

4) HayaJIBHUKOM CHEIMAJIbHOIO OTAENa, €CIU B IIPOEKTE 3aTparuBarOTCsl BOIPOCHI
oOpallleHuss CO CBEIEHUSIMH, COCTaBISIOLIMMHU TOCYJApCTBEHHYIO TallHYy, CBEIEHUSIMU
OrPaHUYEHHOTIO PACIIPOCTPAHEHHUS, yUeTa U XpaHEHUs [ledaTel U ITaMIIOB;

O) HaAYaIbHUKOM OTAEla KagpoB (€cid  IPOEKTOM  DPETyJIUpYIOTCs  TPYIOBBIE
IPaBOOTHOLIEHHUS YHUBEPCUTETa W €ro paOOTHHUKOB, MpPHKa3bl IO JMYHOMY COCTaBy
oOyyJaroumxcs);

6) HayalbHHUKOM OT/eNla IO YNPaBJIECHUIO HMMYIIECTBOM, €CIM B NPOEKTE 3aTParuBarOTCs
BOIIPOCHl HMMYIIECTBEHHBIX OTHOIICHUH, HCIOJB30BaHUS OOBEKTOB HEIABIKMMOTO HMYIIECTBA,
3€MEeJIbHBIX Y4aCTKOB, CIIUCAHUS MaTePHAIbHBIX LIEHHOCTEH;

7)  HayaJdbHUKOM  YIOpPABIEHUS  OKCIUIyaTalMd  MMYILIECTBEHHOTO  KOMILIEKCa
U XO3SHCTBEHHON paboTe, ecily B MPOEKTE 3aTParuBalOTCs BOIPOCHl MATEPUAIbHO — OBITOBOTO
oOecrnie4yeHus, CoJIepKaHus U IKCIUTyaTallud UMYILIECTBEHHOTO KOMILJIEKCA;

8) mpencenareneM NPOQCOIO3HOTO KOMHUTETA, €CIM B IPOEKTE 3aTParuBarOTCs BOIPOCHI
COLIMAJIBHO — TPYJOBBIX IPaB pPaOOTHUKOB, KOTOpBIE IOJUIEkKAT PAa3pELICHUI0 PYKOBOACTBOM
YHHUBEPCHUTETa COBMECTHO WJIM IO COTJIACOBAHUIO C MPO(COIO3HBIM OPTaHOM;

9) HavyanbHUKOM CIYKObl KadecTBa, €CIM B IPOEKTE pPACCMaTPUBAIOTCS JAOKYMEHTHI
CHCTEMBbl MEHEJDKMEHTA U KayecTBa,

10) HavanbHUKOM YNpPaBICHHS BHEYYEOHOH M BOCIHMTATENLHOW PaOOTHI, €CIU B MPOEKTE
paccMaTpUBAIOTCS BONPOCHL, CBA3aHHbIE C OpraHU3alleld BOCIMTATEIbHOW paboThl, IPUBICUYCHUEM
00yyaromuxcs K AUCUUIUIMHAPHOW OTBETCTBEHHOCTH, UX MOOILPEHUH;

11) HaYaNbHUKOM IOPUINYECKOTO OT/eNa, €CIIM B MPOEKTE 3aTPAaruBarOTCs 3aKOHHBIC MpaBa
Y MHTEpEChl OpraHU3aliH, YCTAHABIMBAIOIIME MPaBa U 00S3aHHOCTH YHUBEPCUTETA,

12) npopexkTopamu 110 HapaBJIEHUSIM B COOTBETCTBHH C pacHpeeeHueM 00s3aHHOCTEH.

CornacoBaHue MO MHBIM BOIIPOCAM IPOBOAMUTCS B COIJIACYIOLIUX OpraHax, B KOMIETEHIIUU
KOTOPBIX HAXOAUTCS PELIEHUE ITUX BOIIPOCOB.

Buza Bkitouaer B ce0s HavMEHOBaHHE JIOJDKHOCTHOTO JIMIIA, BU3HPYIOIIETO JTOKYMEHT,
HOJKCh, paciIn(POBKY MOANUCH (MHUIMAIBI, (paMUiIns) U Jaty.

Ha nokymeHTax, NOMJIMHHMKM KOTOPBIX TIIOMELIAlOTCS B Jella YHUBEPCUTETa, BU3bBI
MPOCTABIISIOTCS HA 00OPOTHOM CTOPOHE JINCTA JOKYMEHTa (IIPUKAa3bl, PACTIOPSIKCHUS).

JlonmyckaeTcsl MOJUMCTHOE BHU3MPOBAHHE JIOKYMEHTa M €ro MNpWIOKEHWH s 3alluThl
OT BO3MOXKHOM 3aME€HBI JIUCTOB.

OTBETCTBEHHOCTbH 3a MOJHOTY CIMCKA JIMI], BHECEHHBIX B JIUCT COIVIACOBAHMS, BO3JIaraeTcs
Ha PYKOBOJUTEISI CTPYKTYPHOT'O IIOJIpa3esieH s, IOArOTOBUBILIErO MPOEKT MIPHUKa3a.

IIpu orcyrcTBMM corjacyrouiero Juna (OTHyck, 0ojie3Hb, KOMaHIUPOBKA) COIJIACOBAHUE
OCYIIIECTBIISIETCSI B COOTBETCTBUU C JOKHOCTHOM MHCTPYKIMEH WM MPHUKA30M O JEIEeTHpPOBaHUU
[IOJIHOMOYHH.

Cpok cornacoBaHMsl NMpHUKa3a € KaxXJbIM JIOJDKHOCTHBIM JIMIIOM HE JOJDKEH MPEeBbIIATh
6osee 1ByX pabouux JHEH.

[Ipukas (pacnopsbkeHue) Ha MOANUCH PEKTOPY (IPOPEKTOPY) NepeaaeTcs Mpu HAIUYUH BCEX
BU3 COTJIACOBAHMSI.

Pextop yHuBepcureTa BIpase MOANKMCaTh MpHUKa3 6€3 BUBUPOBAHMUS.

OTBETCTBEHHOCTH 32 O(hOPMIIEHUE U MOPSAJOK BU3UPOBAHUS NIPUKa3a (PacopsHKEHUs ) HeCceT
PYKOBOIUTEINb CTPYKTYPHOTO MOApa3ieieHHs], TOATOTOBUBILIETO MPOEKT MpUKa3a (paciopsHKeHUs ).
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IMoanuck J0JIKHOCTHOIO JIMIA

[Tonmuchk JAODKHOCTHOTO JIMIIA OTACISIETCS OT TeKCTa 2-3 OJAMHAPHBIMH MEKCTPOYHBIMHU
WHTEPBAJIAMU M COCTOUT M3 HAMMEHOBAHUS JOHKHOCTH JIUIIA TTOIICHIBAIOIIETO JOKYMEHT, THIHON
MOAMKCH ¥ paciu(POBKH IMOATUCH (MHUITAATBI, (DaMUIIHS).

BHecenne u3mMeHeHUil B IPUKA3bI

BHeceHne uW3MEHEHWII W JIONONHEHWH B MpuKa3 (paclopshKeHHe) MPOH3BOIUTCS
Ha OCHOBAHUU NPECTABIEHUS, 3aBUBUPOBAHHOI'O PEKTOPOM UJIH IIPOPEKTOPOM.

V3MeHeHMs UM IOTIOJIHEHUs B IPUKa3 (pacropsKeHHe) M MPUIOKEHUE K HEMY BHOCATCS
IIOCPEACTBOM U3JJaHUSI HOBOI'O IIPHKa3a (paclopsyKeHUs).

W3MeHeHns WM JOIOJIHEHUS BHOCSTCS TOJBKO B IIEPBOHAYAJIBHO W3JAHHBIA IIPUKa3.
BHecenne W3MEHEHHMI WIM JONOJHEHUM B IPUKA3 O BHECEHMM W3MEHEHUM WIH JOINOJIHEHUMI
HE JI0IycKaeTcs.

IIpy BHECEHNH U3MEHEHUI HEOIYyCTUMO:

- YKa3plBaTb HOBBIE CPOKM BBIIIOJIHEHUS ITOPYYEHHUM, €CIIM 3TH CPOKU MCTEKIM HAa MOMEHT
BbIXO/la IPUKAa3a O BHECEHUU U3MEHEHUI;

- J1aBaTh CCBUIKM HA JOKYMEHTBI, BBIIYIIEHHBIE M03K€ NaThl M3/1aHUS NEPBOHAYAIBHOIO
IpHKa3a.

BHeceHueM H3MEHEHUH cuMTaeTCsl 3aMeHa CJOB, HM(pP; U3I0KEHHE B HOBOM pelaKLUU
3aroJioBKa, KOHCTAaTUPYIOUIEH WIM pactnopsAUTEIbHOM 4YacTH, CTPYKTYPHOIO 3JIeMEHTa (IyHKTa,
a03a1a), MPUIIOKEHMSI; UCKIIFOUEHUE U3 TEKCTa CJI0B, LUdp.

B xoHcratupyromed uactu (nmpeamOyine) K npuka3y (pacHnopsiKEHHIO) YKa3bIBAIOTCS
OCHOBaHMA, L€JM, INPUYMHBI BHECEHUs M3MEHEHUil/nononHeHuii, Hamnpumep: «B cBsa3u
C MI3MEHEHUEM IITAaTHOTO PACIUCAHMA...», «B IensiX palnuoHaNIbHOTO PAaCcXOIOBaHUS OFOIKETHBIX
CPEICTB...».

TekcT pacnopsiiuTenbHON YacTU MpuUKasza (pacnopskeHHs) HauMHaeTcsl co cloB: «BHectu
U3MEHEHUS/IONIONIHEHUsT B ...». Jlanmee ykas3blBaeTcs BHJ, JaTa, PEruCTPALMOHHBIA HOMEp
Y HAaIMEHOBaHUE JOKYMEHTA, B KOTOPBIM BHOCSATCS U3MEHEHUS/A0OJIHEHUS.

Hanpumep: «BHectu nononHeHust B MyHKT 4 npukasza oT 16.06.2024 Ne 657 «O nopsake
MCIIOJIb30BaHUs Me4YaTed M IITAMIIOB CTPYKTYPHBIX MOApAa3/eIeHU YHUBEPCUTETa». JOMOJHUTH
IIOCJIE CJIOB «PYKOBOIMTEID NOAPA3ACICHUSN» CIIOBAMU «HJIU €70 3aMECTUTEIIbY.

IIpu oT™MeHe, MpU3HAHUN YTPATUBIIMM CHIIY IyHKTa MpHKa3a (pacrlopsyKeHHs) HyMeparus
MOCEAYIOUIUX TYHKTOB HE MEHSETCSI.

Ecnmu u3 Tekcra UCKIIOYAIOTCS (JIOTOJIHAIOTCS) OTAETIbHBIE CJIOBa, TO B IpHKa3e
(pacriopspKeHHH), KOTOPBIM BHOCSITCS M3MEHEHUs (JIOTIOJIHEHHUS), YKa3bIBaeTCs, B KAaKOM MeCTe
TEKCTa (3arojIOBOK, KOHCTATHUPYIOLIAsl WIN paclopsauTeIbHas 4acTh (IIyHKT, a03all, MpUIOKEHHE
Y T.JI.) UCKITFOYAIOTCS (JIOMOJIHSIFOTCSI) CJIOBA, & CAMU CJIOBA YKA3bIBAIOTCS B KaBBIUKAX.

Ecnu B TekcTe 3aMeHSI0TCS UGPOBBIE MOKa3aTeN (IeHeXHask CyMMa, IUIO0IIA/b), TO paHee
yYKa3aHHbIE U HOBBIE TIOKA3aTENINU B TEKCTE MPHUKa3a, KOTOPHIM BHOCATCS U3MEHEHUS, YKa3bIBalOTCA
B KaBbIYKaX.

[Tpu HEOOXOAUMOCTH 3aMEHHUTH ITUGPOBBIE 0003HAYEHUS YIOTPEOIAETCS TEPMUH «ITUDPHI».
Hanpumep: mudpst «12,14,26» 3amenuts mudpamu «13, 17, 27».

[Ipy HEoOXOAMMOCTH 3aMEHHMTh cJoBa W UUQPHl YNOTPEOIseTcss TEPMHUH «CJIOBay.
Hampumep: cnosa « 50 pa3» 3ameHUTH ciioBamu «B 70 pas».

Kaxxnoe nameHnenue 10KHO ObITh 0(OPMIIEHO OTJENbHBIM IYHKTOM (TIOAITYHKTOM).
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¥
BHeceHne 3HaUMTEIBHOIO YMCIAa U3MEHEHHMH B IPUKA3 OCYLIECTBIIACTCA IIyTE€M IPUHATHUSA
€ro B HOBOM peJaKkliMM C OJHOBPEMEHHBIM IIPU3HAHUEM YTPATUBLIMM CUJIy PAHEE ACHCTBOBABILIEIO

IMpruKasa.

3aMeHa MOANMCAHHBIX U 3apPETUCTPUPOBAHHBIX NMPUKA30B (PacCHOpsKEHUI) U MPUIOKEHUM
[Tpumeps oopmIIeHUS TEKCTOB B MPUKA3aX O BHECEHUH U3MEHEHUH U JONOJHEHUH B paHee

K HHUM 3allp€iiacTcCs.

U3JaHHbIC TIPUKA3HI.
JIonoJTHeHNE TeKCTa OJJTHUM WJIM HECKOJIBKHUMH CIIOBAaMH, HAIIPUMeED:
«006 opeanuzayuu pabomwl

11

Buecmu uszmenenuss 6 npuxaz om 12.01.2024 No
1O NOBbIUUEHUIO AP PEeKMUBHOCMU YNPABLEHUS VHUBEPCUMEMOMY. 6 KoHcmamupylowjel dacmu
NPUKA3a NOCIe CNLO8 «20CY0apCmEeHHo020 2epbay 0onoaHums cirosamu « Poccutickoii @edepayuuy.

Buecmu uzmenenus 6 nynkm 3.3. npuxaza om 12.01.2024 Ne 11 «O6 opeanusayuu pabomoi
OONOIHUMb  COBAMU

apexmuenocmu  ynpasneHus  YHUBEPCUMemomy.

no  NOBbIULEHUIO
«60 || keapmane 2024 200a».

Buecmu usmenenus 6 absay ceovmoti nynkma 2. npunoxcenus Kk npuxasy om 12.01.2024

«O6  opeanuzayuu  pabomel no  NOGblLUEHUIO  dPexmusnocmu  YnpasneHus
VHUBEPCUMEMOM»: NOCTIE CLO8A KNOCMYRAIOWUX» OONOTHUMb CIOBAMU «8 MOM YUCTLEN.

Ne 11
JlomoiHeHre TeKCTa HOBBIM IYHKTOM (a03atieM, neducom), Harpumep:

Buecmu uzmenenus 6 nymkm 1.5.10 npunoocenus x npuxazy om 12.01.2024 Ne 1
«O06 opeanusayuu pabomvl No NOBbIUEHUIO IPOEKMUSHOCMU YNPAGLEHUS YHUBEPCUMEMOM).

u dononHums absayem 8 ciedyruel peoaKyuu:
«Ilocne noonucanus 0oKymenma UcnoIHume b NPUCMynaem K peaiu3ayuu ymeepucoeHHo20

«06 opeanuzayuu pabomwl

NIana 8 yCmaHo6aeHHble CPOKUN.
11

Buecmu uszmenenuss 6 npuxaz om 12.01.2024 Ne
no nosviweHuo ¢hghekmusHocmu  ynpaenenus yuugepcumemom». u 0onoaHums nynkmom 10.

B cneoyroweti pedaxyuu:
«10. Konmpons ucnonnenus Hacmosauje2o npukasa 0Cmasisio 3a coooy.

3amMeHa OIHOTO MJIH HECKOJIbKHUX CJIOB, HAIpUMep:
Buecmu uzmenenuti 6 nynkm 4.1. npuxaza om 12.01.2024 Ne 11 «O6 opeanuzayuu pabomol

nO NOBbIUEHUIO IDPEKMUBHOCTIU YIPAGIEH U YHUBEPCUMEMOMY . €084 «8 cpok 00 11 utons 2024
200a» 3aMeHUums c108amu «8 cpok 0o 11 aszycma 2024 2o00a».

Buecmu usmenenus 6 npunoocenue xk npuxazy om 11.01.2024 Ne 11 «O6 opeanuzayuu
pabomsl no nosvluleHUuo 3PpekmusHocmu ynpasieHus: YHUGEPCUMEMOM». 80 8MOPOM ab3aye

nyHKma 1 cnoso «cpedcme» 3AMEHUMDb CTIOBOM «OOBEKMOBY.
3amecHa OIHOTO WJIM HECKOJIBKHUX CJIOB IO BCEMY TCKCTY PaCIOPAAUTCIIBHOTO JOKYMCHTA

M IIPUJIOXKECHUA K HEMY B HECKOJIBKUX MECTaX, HAaIIpuMED.
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Buecmu usmenenuss 6 npuxaz om 12.01.2024 Ne [1 «O6 opeanuzayuu padbomol
1O NOBbILUEHUIO IPPEKMUBHOCMU YNPABIeHUs YHUGepcUumemom». 8 mekcme croga «2023-2024 zz.»
3amenums crogamu «2024-2025 22.».

Buecmu usmenenuss 6 npuxaz om 12.01.2024 Noe 11 «O6 opeanuzayuu padbomol
1O NOBLIUUEHUIO IPDEKMUBHOCIU YAPABIEHUS YHUBEPCUMEMOMY. 68 MeKcme U 6 NPULOHCEeHUU
K NPUKA3y Cl08A «PEeKMOpA YHUBEPCUMEMA» 3aMEHUMb CI08AMU «YNOIHOMOYEHHO20 UYWAY
8 COOMBEMCMBYIOUUX NAOEHCAXN.

W3menenue penakiuu myHkra (ab3ama, neduca), HapuMep:

Buecmu uszmenenuss 6 npuxaz om 12.01.2024 Ne 11 «O6 opeanusayuu pabomoi
1O NO8bIUEHUIO IPDeKMUBHOCMU YNPABTIeHUsT YHUBEPCUMEMOM» U U3N0NHCUMb Oeghuc namolil
nyHkma 4. 6 credyroujeli peoakyuu:

«- Opeanuzayus 63auMo0elucmsus 8 pamkax oessmelbHocmu Ynpasienus ¢ ghedepaivbHbimu
Op2aHAMU UCHOJIHUMENbHOU B81ACMU, UCHOJIHUMENbHOU 681acmu U 3AKOHOOAMENbHOU 61dcmu
cyowvexkmos Poccuitickoii @edepayuu, opeanamu MecmHo20 camoynpasieHusy.

HcknroyeHue u3 TekcTa CJIOB, HaIIpUMEp.

Buecmu uzmenenus 6 nynkm 1.3. npuxaza om 12.01.2024 Ne 11 «O6 opeanusayuu pabomoi
no  No@vlueHuro  dhhexmusHocmu  YNpasieHus — YHUBEPCUMEMOoM».  UCKIIOYUMb  Clo8d
«hopmuposanuu co6emos uy.

Buecmu uszmenenus 6 nynkm 1.3.4. Ilpunoowcenuss Ne 4 x npuxazy om 12.01.2024 Ne 11
«06 opeanuzayuu pabomvl NO NOBLIWEHUIO IPGEKMUBHOCIU YNPABIEHUS VHUBEPCUMEMOM).
UCKTIIOYUMb C08A «U OP2AHO8 UCNOJIHUMENTLHOU B1ACIUY.

JlonosiHeHNe TprKa3a MPUIIOKEHUSIMU HOBOTO COZIEpKaHMsI, HAIpUMED:

Buecmu uszmenenuss 6 npuxaz om 12.01.2024 Ne 11 «O6 opeanuzayuu padbomol
1O NOBbIUEHUIO IDDEeKMUBHOCTNIU  YNPABIEHUS VHUBEPCUMEMOM». OONOIHUMb NPUTLOHNCEHUIMU
4 u 5 6 peoaxyuu coenacro Ipunoscenusam Ne [ u 2 k nacmosiwyemy npuxasy.

Od¢opmiieHue BBINUCOK U3 TPUKA3a

Beinucka u3 npukasa opopmisieTcs B CIydasx, KOrjla H3roTOBJIEHHE KOMUM MPUKa3a Mo TeM
WM WHBIM TPUYMHAM HEBO3MOXXHO (MPUKa3 COACPKUT KOH(MUICHIIMATBLHYIO HWH(POPMAIIHIO)
WK Helleaecoo0pasHo (IIpHUKa3 UMeeT 0O0JIbIIoi 00beM).

[IpenocraBieHne BBIMMCOK U3 MPHKA30B OCYILECTBISETCS IO 3alpocaM OpraHoB
rOCy/IapCTBEHHON BJIACTH, OPTaHOB MECTHOI'O CAMOYIIPABJICHMS, UHBIX YUPEKIECHUHN, OpraHu3aLuii,
MPEANPUITHI, a TAKXKE TPAKJIAH.

Beimucka u3 mpukaza odopmisieTrcs B CTPYKTYPHOM MOApa3f€ieHHH, IMOATOTOBHBILEM
MPOEKT MPHKa3a.

ITpu opopmieHnH BBIMUCKU U3 MPUKa3a HEOOXOIMMO YKa3aTh CIEAYIOIINE PEKBU3UTHI:

Ha3Banue Buaa nokymeHta — BBIIIMCKA U3 IIPUKA3A;

JlaTa perUCTpaliy U PETUCTPALIMOHHBIA HOMED MOUIMHHUKA MTPUKa3a,

HEOOXOUMBIN ()parMeHT TEKCTa MPUKa3a;
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[IOJ TEKCTOM BBINMCKM  YKa3blBalOT JODKHOCTh JIMIA, IOANKCABLIETO IIPUKAa3,
€ro MHUIMABL, (GaMUINI0 (IUYHAs MTOANKMCH pPaOOTHHKA, MOJMMCABIIETO IpPHKa3, B COCTaBe
pekBu3uTa «lloanuce» B BBINKUCKE HE CTABUTCA, @ 0003HAYACTCSI CIIOBOM «IIOATHCHY);

OTMETKA O 3aBEPEHUHU BBIIMCKHU U3 IIPHUKa3a.

JUid  CBUIETENbCTBOBAHMS BEPHOCTH BBINMCKM U3 IIpUKa3a IOJUIMHHUKY IIpUKas3a,
Ha MOCJIC/THEM JIMCTE BBINMCKHM Ha CBOOOJHOM MECTE IMOJ TEKCTOM O(OopMIIsieTCsi 3aBepeHue
BBIIMCKU W3 JOKYMEHTA, BKJIIOYAIOLIME. yKa3aHHE O MECTE HAaXOKICHMs INOIIMHHHMKA IPUKa3a,
cinoBo «BepHO», HauMEHOBaHUE JOHKHOCTH JIMIIA, 3aBEPUBILEIO BBIIUCKY, JIMYHYIO IOJIIHUCH,
pacmppoBKy MOJIUCH, AaTy, 3aBEPEHUS, [1€4aTh.

Ha orMmerky o 3aBepeHMM BBIIMCKM W3 MpUKa3a [ HPEJOCTaBIEHUS B OpraHbl
rOCyapCTBEHHON BJIACTH, OPIaHbl MECTHOI'O CaMOYIIPABJICHHUS, BBIIECTOSIINE OPraHU3alNuU, UHBIC
YUPEXKJIEHUS, OpPraHU3alMM, NPEANpPHUATHs, a TakkKe TpakJaHaM 10 UX IHUCbMEHHOMY 3alpocy
IIPOCTABIISIETCS OTTUCK II€YaTH YHHUBEPCUTETA MIIM CTPYKTYpPHOTO IOApa3lelicHus. Beinucka
U3 MIPUKa3a 3aBEPSAETCS YIIOJTHOMOUYEHHBIM PEKTOPOM JOJIKHOCTHBIM JIUL[OM.

JIMCTBI MHOTOCTPAaHMYHBIX BBIIMCOK W3 IIPUKa3a HYMEPYIOTCS, OTMETKa O 3aBEPEHUHU
BBIMMCKY JIONOJIHAIOTCS YKa3aHUEM KOJINYECTBA JIMCTOB BBIITUCKU U3 JOKyMeHTa: «Bcero LY.

Bbiiaya konuii NpuKka3zoB (pacnopsKeHuin)

Bbinaua konuil mnpuka3zoB (pacrnopsikeHH) yHUBepcuTeTa paOOTHUKAaM CTOPOHHMX
OpraHM3alil JIOMyCKaeTcs TOJbKO C IHCbMEHHOTO pa3pelleHus peKTopa, IPOPEKTOPOB
10 HaIlpaBJICHUSM.

3aBepeHUE KONMI MpHUKa30B (paclopsKEHUil) MPOU3BOJIUTHCS — YIIOJIHOMOYEHHBIMU
PEKTOPOM JTOJKHOCTHBIMHM JIMLIAMH.
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[Tpunoxxenune Ne 12
Ilepeyennb TOKYMEHTOB, He MOJIEKALUX PErHCTPAIINH

K nokymeHTam, He MOAJIEKAIIMM PETHCTPALUHU, OTHOCATCA JAOKYMEHTHI, HE TpeOyromue
UCIIOJIHEHUS U HE coZieprKallye MH(pOpMaIiK, UCIIO0Ib3yeMOM B CIPAaBOYHbIX LEJIAX, HAIlpUMep:

1. [lepuoanueckue neyaTHble U3aHUs (KHUTH, )KypPHAJIbI, OPOLIIOPHI, OIOJIJICTCHHM).

2. PexnaMHble W3BEIIECHUS, IUIAKaThl, MPOCHEKTHI, IJIAHBI M IPOrpamMMbl (CEMHHAPOB,
KOH(epeHIUHA, CUMIIO3UYMOB U APYIHX NOJOOHBIX MEPONPUATHH).

3. IlpurnacurenbHble OUIETHI, MO3APABUTEIbHBIC TUCbMA, TEIETPAMMBI M OTKPBITKH.

4. JIOKyMEHTBI 110 MaT€pPUAIbHO-TEXHUUECKOMY O0ECII€UEHUI0, TUIAHOBbIE M (PMHAHCOBBIE
JOKYMEHTBI, (pOopMbI OyXTranTepcKOl M CTAaTHCTHYECKOW OTYETHOCTH, aKThl HA CIIMCaHHE, CYUeTa,
cueTa-(pakTyphl, aKkThl NpUEMa-CAa4yH, JOrOBOPbl M T.A., HOCTYNHUBIIME WIM OTIpaBIsIEMble
U3 YHUBEpCUTETA O€3 COMPOBOJUTEIHHOTO MMHCHMA.

5. JlokyMeHTBI, 0popMIICHHbIE 0€3 COMPOBOAMTENbHBIX IMUCEM M HE MMEIOLINE aJpecHON
yactu (pekBu3ut «AJIPECAT», nojuexar AelleHTpaJIn30BaHHOM perucTpaiu, T.e. B CTpPyKTypHOM
HOJpPa3/ICJICHUH.

6. YaudunupoBanasie GopMbl U OIaHKKM JOKYMEHTOB (KpoMe OJIAaHKOB CTPOTOTO yd4era
Y OTYETHOCTH).

7. OTBeTHI Ha 3alPOCHI CTPYKTYPHBIX MOJIPA3/IETICHUH.

8. YueOHbIe TUIaHbl, TPOTPAMMBI.

9. I'pacuxu, Hapsbl, 3asIBKU, pa3HAPSIKH.

10. T'OCTs1, OCTHr, TY.

11. TpeiickypaHTHI.

12. Hopmbl pacxo/ia MaTepHuasoB.

13. HayuHsble OT4€eTHI 110 TeMaM, aBTopedepaTsl.

14. KoppecnionaeHuus, aapecoBaHHas pabOTHUKAaM YHUBEPCUTETA C TOMETKOU «JIMYHO».

15. JlokymMeHTBI 6e3 MOAIHUCH.




TET I,
SEPOTET Mgy,
& ‘i,

5
A

®dI'BOY BO « 'YMP® umenn agmupana C.O. MakapoBa» Crp. 97 n3 132

(OCIMPCTg,
”
by
h‘\.
204 001

3
"o

WHCTpYKIHS 1O AETONPON3BOJICTBY YHUBEPCUTETA BepcHs 4

o
Lpap .08

[Tpunoxxenune Ne 13

HNHaeKkchl CTPYKTYPHBIX MOAPa3aeIeHH i

Nupexc CTpyKTypHBIE IOAPA3/IeIeHHs]

1 2

001 PexTop

002 IlepBblii NpopeKTOp

003 IIpopexTop

004 IIpopekTop

005 IIpopexTop

006 IIpopexTop Mo 6e30MaCHOCTH

007 HayuHblii pyKkoBoauTE b

008 YueHblii coBeT

009 Cay:x0a kayecTBa

010 JlemapTaMeHT BbICIIEr0 00pa3oBaHMs

011 OTtzen maTHeIX 00pa30BaTEIbHBIX YCIYT

012 OTien opraHu3aluy NprueMa, BOCCTAHOBJICHUS M IIEPEBOIOB

013 OTnen MarucTpaTypsl ¥ aCOUPAHTYPHI

014 OTtzaen npoeKTUpoBaHus 00pa30BaTeNbHBIX MPOrpaMM

015 LlenTp opranu3anuy 1 KOHTPOJIS y4eOHOTO Mporecca 3a09HON (GOpMBI O0YIEeHUS

Otznen obecniedenus yueOHOro mporecca

016 LleHTp Kapbepsl

017 LleHTp 1OBY30BCKOTO 00Opa30OBaHUS

018 LleHTp 00pa30BaTENBHBIX YCIYT ISt ”HOCTPAHHBIX 00yYarOIINXCs

019 Y4eOHO-MEeTOTNUECKHH OTAET

020 NHCcTUTYT BOIHOTO TPAHCIIOPTA

021 Kagenpa ruipoTeXHUYECKUX COOPYKEHUH, KOHCTPYKIUH U THAPABIMKH
022 Kadenpa BogubIX myTeil 1 BOAHBIX U3BICKAHUN

023 Kadenpa xummun u 3K010run

024 Kagenpa BelYnCIUTENBHBIX CHCTEM U HHPOPMATUKU

025 Kadenpa komnnekcHoro obecrneueHus: HHPOPMAIIMOHHOM 0€300aCHOCTH
026 Kacgenpa Bbiciielt MaTeMaTHKH

027 Kadenpa maremaTnyeckoro MoJeTMPOBAHHS U IPUKIIATHOW HHPOPMATHKU
028 Kagenpa npukmnagHoit MaTeMaTHKH

029 Kadenpa puszuxu

030 Kadenpa nHOCTpaHHBIX SI3BIKOB

031 Kadenpa mexayHapogHoro 6u3Heca, MEHEIXKMEHTA U TYpU3Ma

032 Kadenpa ocHOB HH)XKEHEPHOTO MPOSKTUPOBAHHS

033 Kagenpa TexHOI0ruM 3KCITyaTallMi ¥ aBTOMaTU3aluu paboThl IOPTOB
034 Kadenpa TpaHCTIOPTHOMN JIOTHCTHKH

035 Kagenpa snexTponpuBoa u 351eKTpooOOpyI0BaHUsl O€pPETrOBbIX YCTAHOBOK
036 Kadenapa cynoctpoeHus 1 SHEPreTHYeCKUX YCTaHOBOK

037 Kadenpa TexHOIOTMU MaTepUaIOB M MaTePUAIOBEICHUS

038 Kagenpa TexHonoruu cygiopeMonTa

039 Kadenpa pusndeckoii KynbTypbl
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040 Otnen obecnieueHuns: yueOHOTO Iporecca

041 MHCTUTYT JONOJHUTEIBHOI0 NPO¢ecCHOHATBHOI0 00pa30BaHUA

042 Mopckoii yaeOHO-TpeHaKEPHBIN IIEHTP

043 Y4eOHBIE  HEeHTp  JOMOJHHUTENBHOTO  MpOo(ecCHOHAIbHOTO  00pa3oBaHUS
CHEIHAIMCTOB BOJHOTO TPAHCIIOPTA

044 Y4eOHbIE  IIEHTp  JOIOJHHUTEIBHOTO  IPO(EeCCHOHATBLHOTO  00pa3oBaHUS
CYZAOBOJAMUTENEN

045 Y4eOHbIN HEHTP TOTOJHUTEILHOTO MPOo(heCCHOHATLHOTO 00pa30BaHUsI MEXaHUKOB
U 3JICKTPOMEXAHHUKOB

046 Y4eOHbBIN EHTP JAOMOJHUTEIBHOTO MPOGECCHOHAITBPHOTO 00pa30BaHUs HHKEHEPOB

047 I{eHTp MOPCKUX apKTUYECKUX KOMIIETCHIUI

048 Otaen opraHu3almoOHHOT0 00eCIeYeHUs

049 HNuctutyt «Mopckasi akageMus»

050 ApKTHYecKHii (aKyJIbTeT

051 Kadenpa ruaporpadum mopst

052 Kadenpa HaBUTaIMOHHON THAPOMETEOPOIIOTUN B SKOJIOTUH

053 Kadenpa aBTOMaTHKU ¥ BBIYMCIUTEIHHOM TEXHUKH

054 Kadenpa rerexkoMMyHUKAIUN U 31Tl HHPOPMAIIIH

055 DakyJbTeT HABUTALUHN U CBSI3H

056 Kadenpa aHrmiickoro si3pIKa HABUTAIIMH U CBS3H

057 Kadenpa 6e30nacHOCTH )KU3HENCATEITHHOCTH

058 Kadenpa maneBpupoBanus u yrpaBieHus CyTHOM

059 Kadenpa napuranum

060 Kadenpa paarosnekTpoHUKH

061 Kadenpa pagnocss3p Ha MOpckoM ¢ioTe

062 Kadenpa rexHndeckux cpeacTB CyAOBOKICHUS

063 Kagenpa cynoxoacTBa Ha BHYyTPEHHUX BOAHBIX MyTsIX

064 DaKkyJabTeT CY/10BOIi JHEPTeTHKHU

065 Kadenpa nBurareneid BHYTPEHHEro CropaHusi M  aBTOMAaTHKH  CYAOBBIX
HHEPTETHYECKUX YCTAaHOBOK

066 Kacgeapa ocHOB Cy10BOI1 3JI€KTPOIHEPIeTUKH

067 Kadenpa cy1oBbIX aBTOMATH3UPOBAHHBIX 3JIEKTPOIHEPTETUIECKIX CHCTEM

068 Kagenpa cy10BbIX sIEpHBIX YJHEPTeTHUECKUX YCTAHOBOK

069 Kadenpa rexanmueckoid skcruTyatauu (hiaora

070 JlaGopaTopusi TPAaKTUYECKOW TOATOTOBKH KadeIpbl TEXHWYECKOH SKCIUTyaTalluu
duota

071 Kadenpa tennorexHuku, Cy10BbIX KOTJIOB U BCHOMOTaTEIbHBIX YCTAHOBOK

072 Kadenpa 31ekTpoiBUKEHNS U AaBTOMATUKHU CYOB

073 MexkadeapanpHas 1abopaTopust

074 Mopckoii eHTp 001IeHHKEHEPHOr0 00pa30BaHuA

075 MHCTUTYT MEKITYHAPOIHOI0 TPAHCIIOPTHOI0 MEHEIKMEHTA

076 Otaen obecniedeHus yaeOHOTo mporiecca

077 Kadenpa skoHOMIKY 1 TeXHOJIOTHI OM3HEC-MEHEPKMEHTa Ha BOJJHOM TPAHCIIOPTE

078 Kadenpa MexayHapoHOT0 ¥ MOPCKOTO TIpaBa

079 Kagenpa oTeuecTBeHHOM HCTOPUH, TTOJTUTOJIOTHH U COITUOIIOTHU

080 Kadenpa  opraHM3allmOHHO-DKOHOMHUYECKOTO  OOECIeYCHHs]  JeSATSIBHOCTH
TPAHCHOPTHBIX OPraHU3AIHI
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081 Kadenpa duocodpuu, ncuxoaoruu u KyinbTypOJIOTHH

082 Kadenpa nopToB u rpy30BbIX TEPMHHAJIOB

083 Kadenpa TexHosoruu u opranu3aniy nepeBo30K

084 Kadenpa teopun u ucropun rocyiapcTsa u rnpasa

085 Jlaboparopust TPAaHCTIOPTHBIX MPOIECCOB

086 JlaGopaTopusi KpUMUHATHCTHKA

087 BoeHHblii yueOHbIii LIEeHTP

088 Koanexx T'YMP®
(boabmoiit CmoJieHcknii np., 1.36)

089 JlenmapTaMeHT HAY4YHOW U HHHOBAIIMOHHOM 1eITeJIbHOCTH

090 Hayunslii ieHTp

091 VcnplTaTenbHbIN HEHTP THAPOTEXHUYECKUX COOPYKEHUI

092 Otaen opraHM3alOHHOTO 00ecTIeUYeH s U IJITAHUPOBAHUS HAYYHOH JeSITeNbHOCTH

093 OTnen HayYHO-TEeXHUYECKOW MH(POPMAIIUU ¥ HHTEIUIEKTYaJIbHOW COOCTBEHHOCTH

094 JlemapTaMeHT 0 KOHBEHIIMOHHOM MOATOTOBKeE

095 EBpomnelickuii LEHTp OpraHu3alii y4eOHBIX TPAKTHK MOPCKOTO H PEYHOTO
TpaHCIIOPTa

096 Mopckoii dheaepanbHbIi peCypCHBIN IIEHTP TOTOTHUTEILHOTO 00pa3oBaHus AeTeH

097 JenapramMeHT uu¢poBoro pa3BuTHsA U HHGoOpMaTH3ALMHU

098 JlemapTaMeHT IKCIJIYaTAlMM MMYIIIECTBEHHOI'0 KOMILJIEKCa

099 Ynpasiesue 1m0  JKCIUIyaTalluM  MMYIIECTBEHHOI'0  KOMILUIEKCA H
X03s1iiCTBeHHO# padoTe

100 AJIMUHUCTPATUBHO-XO3SCTBEHHAs CITy»K0a

101 OTten MaTepruaIbHO-TEXHUIECKOTO CHA0KCHUS

102 Otzen no ynpasiIeHUIO UMYIIECTBOM

103 OTen 1o yIpaBJICHUIO OOIICKUTUIMU

104 ABTOXO035IICTBO

105 Cayx0a ri1aBHOT0 MHXEHepa

106 JlenapTaMeHT KANUTAJbHOIO CTPOUTEIbCTBA U PEKOHCTPYKIHH

107 CeKTOop TEXHUYECKOr0 KOHTPOJISl M CTPOUTEIHCTBA

108 OTnen oXpaHbl Tpy/ia ¥ SKOJIOTHH

109 Byxraarepckas caysxda
I'maBHBIN Oyxrantep

110 OO6uwmii oTien OyXrajTepckoil ciayxObl

111 PacueTHbIl 0T/1€1 OyXTranTepcKon ciry»KObl

112 MennunHckas cayxoa

113 BoeHHO-y4eTHBIH CTOJI

114 IOpuanueckuii oren

115 IInanoBo-puHaHCcOBas ci1y:K0a
OTtien mIaHupOBaHUS

116 Otnen opranM3alyy U OIUIaThl TpyAa

117 OTtzaen no ynpaBiIeHUIO 3aKyIKaMU

118 YnpasiieHue KOMILIEKCHOI 0e30MacHOCTH H NPO(HUIaKTHYECKOH padoThl

119 Otnen mnokapHOM 0€30MacCHOCTH, TPaXJTaHCKOM OOOpOHBI M UYpE3BBIYAMHBIX
CUTYalHi

120 Cnyx0a TEXHUUECKUX CPEJCTB CBA3M U 0€30MacCHOCTH
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121 OTen o aHTUTEPPOPUCTHUECKOMN 3aIIMIIEHHOCTH U MPOIYCKHOMY PEKUMY

122 Hay4yHo-MeToAMYeCKUIl LEHTP Y4YeOHO-METOJAMYECKOro Oo0ObeAUHEHUs M0
00pa30BaHUIO B 00JIACTH IKCIJIYaTAIlMU BOJHOI0 TPAHCIIOPTA

123 Otaen kagpoB

124 ApxuB

125 OO0 oTaen

126 budanoreyHblii KOMILIEKC

127 bubnuoreka yueOHBIX TOPOIKOB

128 bu6mmoreka Komnemxa ['YMPO

129 HUs3nareancTBo

130 YnpasieHue BHey4ueOHO U BOCIIUTATEIbHON PadoThI
IleHTp BoCcTIUTATENIHHOU PAOOTHI

131 L{eHTp NaTpUOTHYECKOTO BOCIIUTAHUS

132 OTnes MapKeTHHIA U cBf3ell ¢ 001eCTBEHHOCTHIO

133 OTtaes MeXITYHAPOIHOIO COTPYAHMYECTBA

134 IIpoexTHOE 610p0 «MoJji0able KaAPbl APKTHKH»

135 OTtaen B3anMoIeiicTBHS ¢ MapTHEPaMu

136 CneuuanabHblii 0TA€

137 YnpasJieHHe 10 PerHOHAJIbHOMY 00Pa30BaHUI0

138 Boponexcknii punuaa PI'bOY BO «'YMP® umenu agmMupajia
C.0O. MakapoBa»

139 Koranacckuiit puimman ®I'bOY BO «'YMP® nmenn agmupasia
C.0O. MakapoBa»

140 Mypmanckuii puimman ®I'BOY BO «I'YMP® umenn agmupana
C.0O. Makaposa»

141 ApKTHYecKHiI MOPCKOH HHCTUTYT HMeHH B.W. Boponuna - puinan
OI'OY BO «'YMP® umenu aagmupana C.O. MakapoBa»

142 Bbesomopcko-Onexckuii puianana ®I'bBOY BO «I'YMP® nmenu agmupasia
C.0O. MakapoBa»

143 Besmmko-Y cTiorckunii puinuan - puanan PI'bOY BO «I'YMP® umenn

agmupagaa C.0O. MakapoBay
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[Tpunoxxenue Ne 14
Oobpa3en 3anoJHeHUs (POPMbI HOMEHKJIATYPHI J1eJI CTPYKTYPHOTI0 MOAPAa3/ae/IeHH s

OI'bOY BO «'YMPO® umenn
agmupaiia C.O. Makapoay

(HaMMEHOBaHUE OPraHU3aALNN)

Kadenpa
(HauMeHOBaHUE CTPYKTYPHOTO MOAPA3/ICIICHHUS )
HOMEHKJIATYPA JAEJI
Ne
Ha 2026 ToJI
Wnnekc 3aroioBoOK aena Kon-Bo Cpok ITpumeuanus
Jena Jien XpaHEHUs U
No cratbu o
TIEPEYHIO
1 2 3 4 5
KA®EJIPA
[Ipuka3sbl pekTOopa 10 OCHOBHOM JMH, [TopnuuHUKH — B
NesTeNbHOCTH yHUBepcuTeTa. Konun cT. 19a obmem orzere,
neno 125-01
Pacniopsbxenus pekropa 1o JMH, IMoammHHNUKY — B
aMUHUCTPATUBHO-X03SMCTBEHHBIM cr. 196 0611131;42?8?16»
BOIlpocaM yHuBepcurera. Konun Aieno o
[Iporokonsl 3acenanuit kadeapsl 3a ITocTossHHO (1)Yepes 3 rona
eOHbIH TO 1), IepesaloTCs B
7 A (1) nexanat, OOVII
cT.181
[Tonoxxenue o kadenpe 3r. (1), (1) ITocne 3amensI
(2 sx3eMIuLsIp) cT. 336 HOBBIMH.
1-i1 sx3eMIUTIp B
o01eM otene
(mpunoxxeHue K
HpuKasy),
neno 125-01
JIomKHOCTHBIE (TUITOBBIE) HHCTPYKIIUU 3r., ITocse 3aMeHB
paOOTHUKOB Kadeapsl cT. 442 HOBBIMH.
o 1-i1 sx3emIuTsAp B
(2-# sx3emMrIuLsIp)
obmem otaene
(TpunoxeHue K
IpuKasy),
neno 125-01
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1 2 4 5
[Tnan/otyer paboTs! Kadenpsl Ha 3r., 1-it sx3emmsp-
y4eOHBIH roJ cr. 202, HOCTOAHHO-B
(2-# sx3emMruLsIp) cT. 215 oraene
[IPOEKTUPOBAHUS
00pa30BaTENbHBIX
IporpamMm
JAcnapTaMeHTa
BBICHICTO
o0Opa3oBaHusl,
neno 014-11

NuauBuayanbHbIE TUIaHBI/OTYETHI O 5m.,

paboTte mpemnoiaBarenei cT. 203,216

OTuer o0 camoo0OcienoBaHUH Kadeapsl 51,

3a IO cT. 140

OT4eTsl 110 MPAKTUKAM (THEBHHUKH ) S,

oOyuatoruxcst (Ipy HaJTHYKH ) cr. 23-32-14

ITH

®I'OC BO no peannzyembiM J3H,

HaIpaBJICHUSM cT. 4756

MTOITOTOBKH/CIICIIHATEHOCTSM

Paboune nporpamMMbl, aHHOTAIlMHA | 5 1. (1), (1)C natwt

(OH/IBI OLIEHOYHBIX CPEICTB Kadeapbl cT. 480 OKOHYaHMS
0o0yueHUS

KonTponbHble paboThl, pacueTHO- Ir,

rpaduueckue paboThl/3aqaHus, cT. 481

pedepatbl

KypcoBble npoeKTbl/paboThl 4r.,

(npu HAJIMYMH) cT. 23-32-14

ITH

YyebHo-MeToANYEeCKOE 00ecriedeHre JAMH,

M0 TUCIUTIUTMHAM Kadeapbl ct. 4796

VY4ebHO-MeToInuecKoe obecreueHne 5.,

MIPaKTUK cT. 497

(Tpu HaNMMYMN)

Y4eOHO-MeTOANYEeCKOe 00ecTIeUeHUE JAMH,

rocy/1apCTBEHHON UTOTOBOM cT. 487

aTTectanuu (Mpu HATUYIHH ) 4976

IIporpaMMBbI IPaKTUYECKON Ir,

MOATOTOBKU 00Y4arOIIHUXCst cT. 478

(npu HaNMMYMN)
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1 2 4 5
OTueTsl 00Y4aOIMXCsl O TPOXOXKICHUN S,
MPAKTUYECKON MOJATOTOBKHU U cT. 497
XapaKTePUCTHKH HA 00YJAIOIINXCS O
MIPOXOKJICHUH UMHU IPAKTHUECKOMN
MOATOTOBKHU (IIPU HAJIMYUH)

IlepedyeHb TEM BBIITYCKHBIX 5 1. OIIK (1),
KBaTM(UKAITMOHHBIX pabOT cT. 487
(pu HANTUYKN)

[Tepeuens TeM KypCOBBIX paboOT 5 1. OIK (1),
(IpO€eKTOB) cT. 487
(Ipu HANTUYKN)

Criucku HaydHBIX U y4eOHO- [TocrosiHHO,
METOAMYECKUX padoT mpodheccopcKo- cT. 462B
MIPEI0IaBaTeIbCKOTO COCTaBa Kadeapsl

JIOKYMEHTBI (AUILIIOMBI, JAMH,
yIIOCTOBEPEHUS, AaTTECTATHI) cT. 488

o kBampukarmu. Kormmn

JlokyMeHThI (macnopTa 1adbopaTtopuid, 5n.,
TPEHAXKEPOB U T.J1.) MO0 MaTepuaibHO- CcT. 522,
TEXHUYECKOMY 00ECTICYCHHIO 526, 5326
JIoKyMeHTHI (aKThl, OTYETHI, JMH,
IUTaHBl/OTYETHl KOPPEKTUPYIOIIUX cT. 140
NeMCTBHIT) IO pe3ysbTaTam

BHYTpeHHUX ayauToB. Komun

JIOKyMEeHTBI, onpeaenstonme JAMH,
coJiepKaHUE ¥ METOJIbI peaTu3aiiuu cT. 4796
MPOrpaMM MOJATOTOBKH HAYYHBIX U

Hay4YHO-TI€JJarOTHYECKUX KaJpOB B

aCIMPaHTypE B COOTBETCTBUH C

tpedoBanusimu ®I'OC BO

(Tpu HATTUYHH)

JIMCTBI O3HAKOMJIEHUS C MPOLEypaMHu 1 r.(1),
CMK ynuBepcurera cT. 80
NHcTpyKmm 1o TeXHUKE Ir. (1),
0€30MacCHOCTH, HJIEKTPOOE30NaCHOCTH U cT. 80
MoKapHOU 0€30MacHOCTH Ha paboueM

MeECTe
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Kypnai peructpanuu HHCTPYKTaxka Ha 45 1.,
paboueM MecTe cT. 423a
Kypnan peructpanuu 3r.,
IIPOTUBOMOXKAPHBIX HHCTPYKTaXKEN cT. 870
XKypHan yuera HHCTpyKTaxa 1o 3r,
JEHCTBUSIM B UpE3BBIUYAHHBIX cT. 598
CUTYaIUIX
Ornucu fen moCTOSTHHOTO XPaHEHUs 3r., ITocne
kadeapsl cT. 172 YTBCPKACHHA
(corytacoBaHwsl)
omnucei
AKTBI O BBIJICTICHUH K YHUYITOKCHHIO 5., Hocre
Je]1, He TIOIEKAIMX XPaHEHUIO cr. 170 YTBCPHACHUA
(2-if sK3emmsp) (cornmacoBanust)
p onucei
Homenxknarypa gen kadenpsl 3r.,
cr. 157
Peseps
Peseps
Peseps

3aBeaytomuii kadeapoit

(moanuce)

Jara

COI'JTACOBAHO
3aBenyromui apXuBOM

(pacuudpoBKa MOAMTUCH)

(moanuce)

Jlara

(pacimugpoBKa MOMUCH)
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Oo0pazen 3ano/1HeHNs (POPMBI HOMEHKJIATYPBI /1eJl YHUBEPCUTeTa

WTER i
o 0p,
o q”’o

0

(OOVAAPCIg,
W e

W
ety oy

o
Utegpa .0

MUHTPAHC POCCHH

POCMOPPEYDJIOT

denepajibHOE TOCY1apCTBEHHOE OIO/IZKETHOE
o0pa3oBaTesibHOE yUpeKIeHe BbICHIEro 06pa3oBaHusi
«TocynapcTBeHHBbIH YHUBEPCUTET MOPCKOTO H PEYHOT0

YTBEPX/IAIO

Pextop noonuce N.0. ®amunus

¢aora umenn agmupana C.0O. MakapoBay

(®PI'bOY BO «I'YMP® umenu agmupana C.O. Makaposa) 20
HOMEHKJIATYPA JIEJI
Ha 2025 rox
Nunexc 3aroyioBOK zena Koun-Bo Cpox [Tpumevanus
nena nen XpaHeHus: U
Ne crarbu no
HEPEYHIO
1 2 3 4 5
01. PEKTOP

001-01 | HopmaTuBHO-TIPaBOBBIE aKThI, PHUKA3BI, [TocrostnHo, | Ilepenatorcs Ha
pacropsiKeHUs, THCTPYKIUH, PEeLICHUs CcT. 20 BEIOMCTBCHHOC
Muntpanca P®, DAMPT XPAHCHHE B apxup
(POCMOPPEY®DJIOT), oTHOCSIIKECS K
NeSITeTIbHOCTH YHUBEPCHUTETA.
Konun

001-02 | HopmMaTuBHO-IIPaBOBBIE aKThl, IPUKA3BI, JAMH,
pactopsKeHUs, THCTPYKIIUH, PELIECHUS CT. 20
Muntpanca PO, DAMPT
(POCMOPPEY®JIOT), npucnanHble ajs
ceenenus. Konun

001-03 | IIporokomsl 3acenanuil y pekropa ITocrosiHHO,
YHUBEpPCUTETA cT. 18e

001-04 | Ilporokomsl 3acenanuii CoBera peKTOPOB JAMH,
By30B Cankt-IlerepOypra, mpucianHbie cT. 18B
i cBeenus. Konuu
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1 2 4 5
001-05 | JlomoKHOCTHBIE (TUTIOBBIC) HHCTPYKITHH 3r. Hocne 3ameHbl
pabOTHUKOB peKTopaTa CT. 442 HOBBIMH
(2-5K3emmsp) 1-i1 sx3eMIULsIp B
p ob1IeM oTaene
(mpunoxeHue x
MpUKa3zy),
neno 125-01
001-06 | IIporpamma passutust PI'OY BO [TocrosiaHO,
«"'YMP® umenu agmupana cT. 190
C.0O. Makaposa» g0 2030 roga
001-07 | IlnaH nesTeNbHOCTH YHHBEPCUTETA HA ITocrosiHHO,
rox cT. 198a
001-08 | Otuet no BeimonHeHuto [IporpamMmel [TocTostHHO,
pPa3BUTHUSL YHUBEPCUTETA 32 IO ct. 206
001-09 | Ortuer mo TUTaHY EATEITHBHOCTH [TocrostHHO,
YHUBEPCUTETA 32 I'0Jl cT. 211a
001-10 | XKypnan peructpanuu NOCTYMAOMINUX 5.,
S)I JIOKYMEHTOB ct. 182r
001-11 | XKypHai peructpanuu OTHPaBISIEMbBIX 5n.,
CJi| JIOKYMEHTOB cT. 182r
001-12 | XKypHan perucrpauuu npuemMa peKTopom 3r,
MOCETUTENEH 10 JIMYHBIM BOIPOCAM cT. 183a
001-13 | XXypHan yueTa MpoBeACHUS 45 1., ITepentaercs Ha
MHCTPYKTaXka Ha pabouyeM MecTe 10 cT. 423a BEIOMCTBCHHOC
XpaHCHHUEC B OTACIT
OXpaHe pr)la OXpaHbI TpyJda U
9KOJIOTHH ITOCJIC
BHCCCHUA
HOCJIEHEN 3aIKcH
001-14 | XypHnan perucrpanuu 3r.,
IIPOTUBOIIOKAPHBIX HHCTPYKTAXKEU cT. 613
001-15 | Ilepenucka c BBIIIECTOSITUMHU 5 n. OIIK,
S)I opranuzanusamMu (Muntpanc PO u ct. 70
OAMPT (POCMOPPEY®JIOT) no
OCHOBHBIM HAIIPaBJICHHUSIM JISATEITBHOCTH
YHHUBEPCUTETA
001-16 | MHCTpYKIMH 11O OXpaHEe Tpyaa U Ir. Iocre 3ameHsI
HOXaPHO# 6€30IacCHOCTH cr. 86 HOBBIMH

Crp. 106 u3 132
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001-17 | XKypHan yuera HHCTPYKTa)Ka 110 3r,
JICUCTBUSAM B UPE3BbIUAMHBIX CUTYAILIUSIX cT. 598
001-18 | Onwmcu aen MOCTOSTHHOTO XpaHEHUs 3r., Hocre
pekTopa cT. 172a YTBCPKACHUA
(cornmacoBaHus)
onuceu
001-19 | AKTHI O BBIJICIICHHH K YHHUTOXCHHUIO 5., Hocre
JIeJT, HE TOJUICKAIINX XPAaHCHHUIO ct. 170 YTBCPKACHUA
(2-1i ax3eMILIP) (cormacobarms)
OIIUCEN
001-20 | HomenkmnaTypa Jien pekropa 3r,
ct. 157
001-21 Pesepr
001-22 Pesepr
001-23 Peseps
125. OGIIIAM OTJIEJ
125-01 | [Ipuka3ssl pekTopa o0 OCHOBHOM [TocTostHHO,
JIeSATeTbHOCTH YHUBEPCUTETA cT. 19a
125-02 | IIpuka3bl peKTOpa O HAIpPaBJICHUHU B 5n.,
KOMaHAHPOBKY paOOTHUKOB cT. 434r
YHHBEPCUTETA
125-03 | PacniopsixeHust pekTopa 1o 5n.,
aIMHUHHUCTPATHUBHO-X03SIIICTBEHHBIM cT. 196
BOTIPOCaM YHHBEPCUTETA
125-04 | IMonoxxenue 06 obIIEeM OTIENIe 3r. (1), (1) Mocie 3amensr
(2-# sx3eMIuIsAp) cT. 330 HOBBIMH.
1-i1 sx3emIuIsAp B
oO1mieM otzene
(npunoxeHue K
MIpUKa3zy),
neno 125-01
125-05 | JIomkHOCTHBIE (TUIIOBBIE) HHCTPYKIIUU 3r, Hocne 3ameHbl
pabOTHUKOB OOIIIETO OT/Iea cT. 442 HOBBIMH.
(2-if sK3emIIAp) 1-ii sx3eMIuLIp B
o0wem otzene
(mpunoxxeHue K
HpuKasy),
qeno 125-01
125-06 | MHCTpYKIHS 10 IETIOMPOU3BOJICTBY [TocrostHHO, | Opurusan - B
yHuBepcurtera. Komust cT. 8a obmem oTzene
(mpuoxenue K
MIpHKazy),
neno 125-01
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125-07 | [nan paboThI 00IIETO OT/AENIA HA TOJ Ir.,
ct. 202
125-08 | Otuer o pabore o0IIero OT/ACA 32 TO Ir.,
cT. 215
125-09 | OGpamienus rpaxaan, TOKYMEHTHI 110 UX 5 1. OIIK,
PacCMOTPEHHIO cT. 154
125-10 | JoxymeHTHI (JOKIaHBIC 3aHCKH, 5 1. OIIK,
CIIpaBKH, JIOKJIAbI), IPEJICTABIIIEMbIC ct. 47
PYKOBOJCTBY YHUBEPCUTETA
125-11 | JIokyMeHTHI (Ci1y>KeOHbIE 3aHCKH, 5 1. OIIK,
CIIpaBKH, CBEICHUS) 00 ct. 47
aJIMHUHHCTPATUBHO-OPraHU3a[MOHHON
JeSITeTbHOCTH
125-12 | IokyMeHTHI (aKThI, OTYETHI, 5., [MopnmvHHKKH — B
TUTAHBI/ OTYETH KOPPEKTUPYIOIINX cT. 140 C“ymgggalqscma’
JeICTBUIN) 110 pe3ysbTaTaM BHYTPEHHUX AETO
aynutoB. Konun
125-13 | XKypHan peructpaliu mpuKka3oB peKTopa ITocTostHHO Benercs B Tom
110 OCHOBHOM JISITEIBHOCTH cr. 182a ancne B
9JIEKTPOHHOM BHJIE
YHHUBEpPCUTETA
125-14 | XXyphau perucrpanuu NpuKka3oB peKTopa Ir. Benercs B Tom
0 HaIpaBJICHUU PaOOTHUKOB CT. 4633 ance B
JJIEKTPOHHOM BHJIE
YHHUBEPCHUTETa B KOMaHIUPOBKU
125-15 | XKypHau perucrpanuu pacnopsKeHUH 5. Benercs B Tom
pEKTOpa 1Mo aIMHHUCTPATUBHO- cT. 182B ancne B
o 3JIEKTPOHHOM BUE
XO035ICTBEHHBIM BOITPOCaM
YHHUBEPCHTETA
125-16 | XKypnau y4yera BbI1auu niedaTeid U o
HITaMIIOB JTUKBUJIAIUH,
cT. 163
125-17 | XXypHau peructpanuu NoCTyHaromux 5.
91 JIOKYMEHTOB cT. 182r
125-18 | XXypHan peructpanuu oTIpaBiIsieMbIX 5.
91 JIOKYMEHTOB cT. 182r
125-19 | XXypnan peructpanuu oOparieHni S .
rpaxaaH cT. 182¢
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125-20 | XKypnau perucrpannu noCTyHaromei 5,
AKCIPECC-TIOYTHI cr. 182r
125-21 | XKypnaiu perucrpanuu OTIpaBIsieMOM 5.
S)]! AKCIIPECC-TIOYUTHI cT. 182r
125-22 | XXypHan perucTpanuy HOYTOBBIX 5.
o1 OTIPaBJICHUI cr. 182r
125-23 | XXypnan yueTta mpoBepOK I0PHINIECKOTO 10 n.,
JIMIIa, UHAUBUIYaJIbHOTO cT. 149
peIIpPUHIMATEIIS
125-24 | XXypnan yueta HHCTpYKTaxa I10 3r.
JIEHCTBUSIM B UPE3BBIUANHBIX CUTYALUAX cT. 598
125-25 | XXyphaiu yyera npoBeieHUs 45 n. [epenaercs na
HHCTPYKTaXka Ha pabodeM MecTe 1o cT.423a BELIOMCTBEHHOC
OXpaHe pr,[[a XpaHCHHUC B OTACIT
OXpaHbl TpyAa U
3KOJIOTHH IIOCJIC
BHCCCHHUA
IIOCJICAHCH 3allMCH
125-26 | XKypnain perucrpanuu 3r.
MIPOTUBOIOXKAPHBIX UHCTPYKTAXKEH cT. 613
125-27 | MHCTpyKIMM 110 OXpaHe Tpyaa U Ir. Hocie 3amensI
MOYKapHOH O€30MaCHOCTH cT. 86 HOBBIMH
125-28 | AKTHI 00 YHHUYTOXKECHUU TIeUaTeld U 3r.
LITAMIIOB YHUBEPCUTETA cT. 164
125-29 | AkThl IpueMa-Tiepesauu aei u 15 m. ITocie cmeHb
JOKYMEHTOB TIPH CMEHE PYKOBOIUTEIIS cT. 44 AOIDKHOCTHOTO,
oTAclIa OTBETCTBEHHOT'O U
MaTeprUaJIbHO-
OTBETCTBECHHOI'O
JMIa
125-30 | AKTBI O BBIJEIICHUH K YHHUTOKECHHUIO 5. Hocne
JIeJ1, HE TOJUIekKAIINX XPAaHECHHIO cr. 170 YTBEPKACHNA
(2-if >x3emmsp) (cornafOBaHHﬂ)
OIIKMCEN
125-31 | Omwcy Aen HOCTOSTHHOTO CPOKa 3r. IHocne
XpaHeHHs 00IIero oT/aesna cr. 172 YTBEPHACHHA
(cormacoBaHust)
OIIMCEU
125-32 | HomenkiaTypa Jiel yHUBEPCUTETA. [TocrostHHO, | Opurusan - B
Komus cr. 157 obuem oraene
(mpuoxenue K
MIpHKazy),
neno 125-01

Crp. 109 u3 132
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125-33 | Homenkmnarypa aen oomiero oraena 3r.
ct. 157
125-34 Peseps
125-35 Peseps
125-36 Peseps
Hauansauk o0111ero otaena ®.1N.0.
3aBenyONIMH apXUBOM d.N.0.
VYTBEPXXJIEHA

COI''TACOBAHO

[IpoTokoi sKcrIepTHOM
komuccuu PI'BOY BO «'YMP® nmenu

agmupaiia C.O. Makapoa

oT

20 Ne

[IpoTokon 3KcrepTHO-
MIPOBEPOYHO-METOANYECKON KOMUCCUH
Cankr-IlerepOyprckoro
roCcyZapCTBEHHOTO Ka3€HHOTO
yupexaeHus «LlenTpanbHblit
roCyJ1IapCTBEHHBIN apXUB

Cankr-IlerepOypra»
oT 20 Ne
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WHCTpYKIHS 1O AETONPON3BOJICTBY YHUBEPCUTETA

BepcHs 4

[Tpunoxxenue Ne 16

Hrorosas 3anmuch 0 KaTeropusax M KOJIM4YecTBe J1eJl, 3aBeI¢HHbIX B 20 roay B opraHu3anum

ITo cpokam xpaHeHHs

Bcero

B ToMm yucne

ITepexonsmux

C ormeTtkoii "DOIIK"

2 3

4

Ha 6ymaxkxnoMm Hocutese

(tpn HayMgMK THOPUIHEIX 1el, ToM(a) Ha OyMa)KHOM HOCHTeEIIe YIUTHIBAIOTCS B pasjerne Tadiuis! "Ha GymaxHoM Hocuterne',
ToM(a) Ha IICKTPOHHOM HOCHTEJIC YUUTHIBAIOTCS B pas3ziene Tadauibl "DIeKTPOHHBIX"):

ITocTossHHOTO

Bpemennoro (cBeiue 10 ser)

Bpemennoro (mo 10 et
BKJIIOYUTEIIHHO)

DNEKTPOHHBIX

(mpn HayMYMK TUOPUIHBIX Jel, ToM(a) Ha OyMa)KHOM HOCHTeENle yIUTHIBAIOTCS B pasaere Tadiuis! "Ha GymaxHoM Hocutene',
ToM(a) Ha IICKTPOHHOM HOCHTEJIE YUUTHIBAIOTCS B paselie Tabauubl "DIeKTPOHHBIX"):

IlocTostHHOTO

Bpemennoro (cBoimie 10 ser)

Bpemennoro (mo 10 et
BKJIIOYUTEIIHHO)

HUTOI'O:

Havanpuuk o01iero oraeia
nara

noonuce

HToroBsie cBeIeHUS MNEepCAaHbl B apXUB

3aBeyIoil apXUBOM
Jara

noonuce

Nuunmanel, pamunms

Wuunmanel, pamunus
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IIpumepHBbIii epevyeHb TOKYMEHTOB, 3aBepsieMbIX Ne4aTbI0 YHUBEPCUTETAa:

- TUIIOMBI, TPUIIOKEHHUS K AUTUIOMAM;

- crpaBkH 00 00y4YeHHH (aKaJIeMHYECKUE CIIPABKH);

- JIOBEPEHHOCTH (Ha JE€JEerMpOBaHUE IIOJIHOMOYMM, IOJyYEHHUE TOBAPHO-MAaTEPHAIbHBIX
IIEHHOCTEH, BEJICHUE JIe]T B apOUTpaxe u T.11.);

- aKkThl (IPOBEPOK M PpEBU3UH; TMpHEMa 3aKOHYCHHBIX CTPOHUTEIHCTBOM OOBEKTOB;
000pyIOBaHUs; HKCIEPTHU3bI; BBINOJIHEHHBIX padoT; mepenadd JAeil; JIMKBUJALMM OpraHW3aluy;
CBEPKH B3aMMOPACUETOB; ITpHeMa-Tepe1aur BBIIIOJHEHHBIX PadoT, YCIYT U T.1.);

- JIOrOBOpHI (TPYJOBbIE, O MaTepHaIbHONH OTBETCTBEHHOCTH, apeHIE, IOCTaBKaX, MOAPAAAX,
HayYHO—TEXHUYECKOM COTPYAHUUYECTBE, OKa3aHUsI YCIIYT U T.1.);

- IOKYMEHTBI, IPE/ICTaBIIsieMble B HAJIOTOBbIE OPraHbl;

- 3amaHus (TEXHUYECKHWE, Ha MPOCKTHPOBAHHWE OOBEKTOB, TEXHUYECKHX COOPYKEHHIA,
KallUTaJIbHOE CTPOMUTENIBCTBO; 3asBKM Ha IPOBEJCHHME HAy4YHO-HCCIEI0BATEIbCKHX, MPOEKTHO-
KOHCTPYKTOPCKUX U TEXHOJOTHYECKUX PadOT M T.1.);

- 3aKJIFOYEHUS HKCIIEPTHBIX KOMHCCUH;

- 3aYETHBIC KHUXKKHU;

- 3a8BKM Ha y4JacTue B KOHKypcax, TeHJepax;

- UCTIOJTHUTENIbHBIC JIUCTHL;

- HAJIOTOBBIE JIEKJIapalyi;

- HOpPMAaTWBBI (pacxol CHIpbS, MaTEpHAJIOB, pacxXxoJ TOIUIMBA W TOPIOYE-CMa30YHBIX
MaTepHaloB U T.1.);

- 0o0pa3mpl OTTHCKOB TeyaTed M IOANHUCEH paOOTHUKOB, MMEIOIIMX IPAaBO COBEPIICHUS
(MHAHCOBO-XO035HCTBEHHBIX OIEpaIHii;

- OTYETHOCTH (OyXrajiarepckas, yrpaBieHuecKas, CTaTHCTUYECKas );

- OT4EeTHI (O MPOU3BOJICTBEHHOH AEATENbHOCTH, KOMaHIUPOBKAX, HAyYHO-HUCCIIEA0BATENbCKUX
pabortax u T.1.);

- MepeyHH (JOKHOCTEH PaOOTHUKOB C HEHOPMHUPOBAHHBIM pabouuM JIHEM; YUpexkJIeHHH
U TIPEATIPUATHH, Ha KOTOPBIE PACIIPOCTPAHSIOTCS OTIPEIEIEHHBIC JIbIOTHI U T.1.);

- IMChbMa rapaHTUIHBIE (Ha BBIIIOJHEHHE PaboT, yCIyr);

- yueOHbI€e IUIaHBI;

- TulaHbl  (MPOM3BOJICTBEHHBIX, CTPOUTEIBHO-MOHTAXKHBIX, MPOEKTHO-H3BICKATEIHHBIX,
HaY4YHO-HUCCIIEJOBATENbCKUX pabOT; MOCTABOK MPOAYKIUH, pabOThl pEKTOpaTa, COBEIIATENbHBIX
OpPTaHOB U T.1.);

- nopydeHusi (0aHKOBCKHE, MEHCHOHHBIE, IIATEXHbIE, HA IMOJyYeHHE MHBAIIOTHI CO CyeTa
B 0aHKe U T.11.);

- IPEICTaBICHUs M XOJaTaiicTBa B BBIMIECTOSIINE OPraHU3alMM, YIOJIHOMOYEHHBIE OpraHbl
Y OpraHbl MECTHOI'O CcaMOyImpaBieHUs (0 HarpakJeHUM oOpJeHamMH U MenansMu Poccuiickoit
denepanun);

- yueOHBIE TPOrPaMMBlI;

- IPOTOKOJIBI COTTIACOBAHMS;

- IPOTOKOJIBI ¥ IOKyMeHThI YueHoro CoBera;

- perJIaMeHThI;

- CMETHI, PaclleHKH Ha MTPOU3BOJICTBO paboT; cieuuKanuu (M31eauil, TPOAYKIHNU U T.1.);

- CIIPaBKH 110 JJMYHOMY COCTaBy (0 3apa0OTHOM 1ate, 00yueHuu, MecTe paboThl, apXUBHBIE

U T.J.);
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- CTPYKTYpa YHHUBEPCUTETA;
- CTYJICHYECKUE OUIIETHI;

- TUTYJIbHBIE CITUCKH;

- TPY/ZIOBBIE KHUXKKH;

- YIOCTOBEpEHUS;

- YcTaB U U3MEHEHHUs K HEMY.
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O BBIJCJIICHUU K YHUYTOXCHUIO JJOKYMCHTOB

[Tpunoxenue Ne 18

Oopasen ¢popMbl aKTa 0 BblJIeJIEHUH K YHUYTOKEHHIO IOKYMEHTOB
CTPYKTYPHOIO MoJpa3je/ieHus, He NMOAJIeKAIMX XPaHEHU 0

MTET
w@m Mog,

SH

"
&

oW,
P‘.
Hoyg 0yoW>®

&

o
Mitgpppn .0

MHUHTPAHC POCCHUHA

POCMOPPEY®DJIOT

DegepanbHOe rocy1apcTBEeHHOE 0I0/1KeTHOe

o0pa3oBare/ibHOE yUpeXkIeHHe BbIcIero 00pa3oBaHus
«['ocynapcTBeHHbI YHMBEPCUTET MOPCKOI0 M PEYHOI0

¢orora umenn agmupana C.0. Makaposay»
(PI'bOY BO «I'YMP® umenn agmupaia C.0O. Makaposa)

AKT
No

CTPYKTYPHOTO TOJIpa3/IeTICHus,
HE TOJUIeKAIINX XPAHESHHUIO

YTBEPXIAIO

Pektop noonuce W.0. ®amunus

20

Ha ocnoBanun Ilpukaza ®enepanbHoro apxusHoro areHrcrtsa or 20.12.2019 Ne 236
«O0 ytBepxaeHun IlepeyHss TUMOBBIX YIpPaBIEHYECKUX apXMUBHBIX JOKYMEHTOB, 00pa3yroIIMXCs
B IIPOLIECCE AEATEIBHOCTH TOCYAAPCTBEHHBIX OPraHoOB, OPIaHOB MECTHOTO CaMOYIPABIICHUS
Y OpraHu3allMii, C yKa3aHHEM CPOKOB XpaHEHUs» OTOOpaHbl K YHHYTOKEHHMIO KaK HE MMEIoIue
HAy4YHO-UCTOPUYECKON IEHHOCTH U YTPATUBILINE PAKTUUECKOE 3HAUEHNE JOKYMEHTBHI:

HNunexc
No z[eni o Kon-Bo Cpoku XxpaHeHUS
- 3aro;0BOK Jiena I'oxer en. xXp. 1 HOMEpa cTaTen
n/m . HOMEHK-
(TpyTIIOBOIA 3ar0JIOBOK JIOKYMEHTOB) natype (nem) 10 MEPEYHIO
1 2 3 4 5 6
Hroro eld. Xp. (e, dJIEKTPOHHBIX JeIT) 3a TOJIBI.
(umdpamu ¥ TPONKCHIO) (xpaiiHue 1aTbl)
AKT COCTaBJICH B 3-X 9K3eMILISApax:
1-pI1ii DK3EMILISIp — ApXUB,
2-0M DK3EMIUTSAP — CTPYKTYPHOE TIOIpa3 ieieHue,
3-uil 3K3eMILIp — OO OT el
Jlena TOCTOSTHHOTO XpaHEHUsS CTPYKTYPHOIO TOJpa3felieHus: 3a TOJIBI

Nnepeaanbl HAa BECAOMCTBCHHOC XPAHCHUC B ApXUB YHUBCPCUTECTA.
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PykoBoauTens nmogpazaeneHus
HavaneHuk ob1ero ornena

3aBenyroLIMi apXUBOM

(mata)

COI'JTACOBAHO
ITporoxon OK ®I'bOY BO

«"YMP® umenu anmupana C.O. MakapoBay»
oT 20 Ne

nOONUCh Wunnmanst, pamunms

nOONUCh Wuunmansl, pamunms

nOONUCh WNunnmansl, pamunms
YTBEPX/IEH

HSIIK ApxuBHoro komureta CaHKT-
[TerepOypra
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Oo0pa3zen ¢popMbl JIHCTA-3aBePUTEIIA JTeJIa

JlucT-3aBepurelib aesa

JIMCT-3ABEPUTEJIb AEJIA Ne

B ACJIC IMOAUINTO U IIPOHYMEPOBAHO JIUCTOB

(uudpamu 1 IPOIMICHI0)
c Ne o Ne , B TOM YHCIIE:
JlutepHble HOMepa JTMCTOB

[IponyiieHHbIE HOMEPA JTUCTOB

+ JIMCTOB BHYTPEHHEH OIUCHU

Oco0enHocTH (HU3MUECKOro COCTOSIHUS ¥ POPMHUPOBAHUS JIeTa Howmepa nucron
1 2

HawnmenoBaHue JOIDKHOCTH pa6OTHI/IKa
(moxnuck) (pacuupoBKa MOIIHUCH)

(nata)
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Oo0pa3zen ¢popMbl BHYTPeHHel ONMCH JOKYMEHTOB /1eJia
BHyTpeHHsIsI OUCH JOKYMEHTOB JieJia
BHyTpeHHss onuch JOKyMEHTOB siea Ne
Noeni/mt | PeructpanmoHHBIN Hara 3aroJioBOK JIOKyMEHTa No No | TIpumeuanust
No nokymenta JIOKyMEHTa JIUCTOB
Jena
1 2 3 4 5 6
Hroro JIOKYMEHTOB.
(tpamu 1 IPOTIHCHIO)
1.
(tmdpamu 1 IPOMICHIO)

KonunuectBo nuctoB BHyTpeHHeﬁ OIIMCHU

HanmeHoBaHNe JOIKHOCTH JIUIIA,
(pacmmdpoBKa MOIICH)

COCTAaBUBILEIO0 BHYTPEHHIOK
OIIUCH JOKYMEHTOB Jiej1a

(Troamucs)

(nata)
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Oobpasen popmbl 0010:KKH JeJ1a
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N

NIO

No©

Cankr-IleTepOyprckoe rocyapcTBEHHOE Ka3eHHOE YUPEKICHUE

«llenTpanpHblii rocynapcTBeHHbIi apxuB CankT-IletepOypra»

denepanbHOE rOCYIapCTBEHHOE OOI)KETHOE 00Pa30BATEIBLHOE YUPEKIECHUE
BbICIIEr0 00pa3oBaHus «I'0Cy1apCTBEHHBI YHUBEPCUTET MOPCKOTO U PEYHOTO

¢dnora umenu agmupana C.O. MakapoBa»

ApkTuueckuii pakynbTer

JEJIO No TOM Ne

(3aroynoBoK Jena)

(xpaitHue 1aThl)

Ha

JIUCTax

ON
On.N

JIN

(KOIUYECTBO)
XpaHI/ITb IIOCTOAHHO
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Oobpa3zen GopMbl 00/10KKH JIMYHOTO 1€JIa 00yUAK0LIEerocst

®denepanbHOE rOCYIAPCTBEHHOE OIOXKETHOE 00pa30BATENBHOE YUPEIKICHUE
BBICIIETO 00pa3oBaHus «['0Ccy1apCcTBEHHBI YHUBEPCUTET MOPCKOTO U PEUYHOTO

¢dnora umenu agmupana C.O. MakapoBay»

CtpykTypHOE nIo/Ipa3iesieHue

Hemo Ne

JInanoe neno oOyyaromerocs:

Damuust

UM

OTYECTBO

(xpaiiHue fathr)

Ha

JIUCTax

XpaHUTh

JeT
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Oobpa3zen ¢Gopmbl onMcH J1eJ1 MOCTOSIHHOT0, BpeMeHHOro (cBbime 10 Jiet) cpoka
XPaHeHUs U JeJI 10 JJUYHOMY COCTABY CTPYKTYPHOI'O NOAPAa3/ae/eHUs1
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MMUHTPAHC POCCHUH

POCMOPPEYDJIOT

@enepanbHOe rocy1apcTBeHHOE OIOIKETHOe
o0pa3oBaTe/IbHOE YUpexk/IeHHe BhICIIero 06pa3oBaHusA
«[ocynapcTBeHHBIH YHUBEPCUTET MOPCKOT0 U PEYHOT0

¢ora umenn agmupana C.0. MakapoBa»
(®I'bOY BO «I'YMP® umenn agmupaia C. O. MakapoBay)
HaumeHnoBaHHe CTPYKTYPHOI0 MOAPa3IeIeHust

Ormce Ne
1eJ1, TOKYMEHTOB TIOCTOSTHHOT'O XPaHCHUS

JeJ1, JOKYMEHTOB 110 INYHOMY COCTaBy™
Jell, JOKYMEHTOB BpeMeHHBIX (cBbiie 10 j1eT) cpokoB

XpaHeHus ™
3a ron
Komanuect
Ne | Unpexe Kpaiinue Cpok BO [Tpnme-
3aronoBoOK aena
/1 nena aThI XpaHEeHUs JINCTOB JaHUSI
1 2 3 4 5 6 7
Hassanue paznena
B nannbIi pa3aen onucu BHECEHO Jel,
(rdpamMu 1 IPOTIHCHIO)
¢ Ne o Ne , B TOM YHCJIE:
JIMTEPHBIE HOMEpA:
MPOIYIIEHHbIE HOMEpA!
HaumenoBanue 101KHOCTH PYKOBOJAUTES
CTPYKTYPHOTO MOJpa3IeJICHUS nOONUCYH Nuannmane: n pamunus
(mata)
nOONUCh Wuunmans! 1 pamunus

3aBeAyIOIIMI apXUBOM

(mata)
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ell. Xp.

(umpamu ¥ IPOIUCHIO)

[Tepenan
HaumeHnoBanwue TOMKHOCTH pabOTHHUKA
NOONUCH

CTPYKTYpPHOTO MOApa3ieIeHUs

Nunnmane: u pamumus

el Xp.

(mata)
(undpamMu U MPOIHCHIO)

ITpunsin
HauMeHnoBanue 1OMKHOCTH pabOTHHKA
NOONUCH

Nunnmane: u pamumus

apxuBa

(mata)

* BBIOpaTh HY>KHOE
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Oopa3zen ¢Gopmbl onMcH /1eJ1 MOCTOSIHHOTO XPaHEHU s

WIET
*‘N@wh Mﬂpck

S
R

(OCIMPCTg,
”

by

H‘\.
¥0yg 0ioN>

&

‘%MMPJIMC.G'"\“&
MMUHTPAHC POCCHUH

POCMOPPEYDJIOT

®DeepajibHOE TOCYIAPCTBEHHOE GIOIKETHOE
oOpa3oBaTelibHOE YUpeKIeHHE BhICHIEr0 00Pa30BaHMsI

YTBEPXJIAIO

HanmMmenoBanue JOKHOCTH
PYKOBOJIUTEIIS MJIK UHOTO
YIIOJTHOMOYEHHOTO UM JIALIa

«IocynapcTBeHHBbII YHHBEPCHTET MOPCKOT0 H PEYHOT0 (mommce)
¢aora nmenn agmupasaa C.0. Makaposa» (pacim@poska
(®I'bOY BO «I'YMP® umenn agmupaia C. O. MakapoBay) TIO/ITIHCH)
Donx Ne
OITUCh Ne 20__
ACJI, JOKYMCHTOB IMOCTOAHHOI'O XpaHCHUA
3a Iron
. Konnuectso
Ne | nnekc Kpaitnue
3aroinoBok aeia JIUCTOB HpI/IMeLIaHI/IH
/o neiaa aThl
1 2 3 4 5 6

HaszBanue paznena

B nanHbIi pa3ien onvucu BHECEHO

c Ne

nen

(1M pamMu ¥ IPOMUCHIO)
1o Ne

, B TOM YHCJIIE

JUTEPHBIE HOMEPA:
IIPOIYLIEHHBIE HOMEpA!

oT

Ne oT 20

HanmeHnoBanue TOIKHOCTH COCTABUTENS OITUCH nOONUCh Wuunmans! 1 pamunus
(mata)

3aBenyOLIMi apXUBOM nOONUCDH Wunnmans! u Gamunus
(mara)

COI'TTACOBAHO YTBEPXIEHA

ITporoxon OK ®I'bOY BO HSTIK ApxuBHOro koMmureTa

«'YMP® umenn agmupana C.O. MakapoBa» Cankr-Ilerepbypra

Ne
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Oobpasen Gopmbl onMcH /1€ 0 JUYHOMY COCTABY
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MHUHTPAHC POCCHUH

POCMOPPEYDJIOT

denepanbHOE TOCYAAPCTBEHHOE OIOKETHOE

YTBEPXIAIO

HanmenoBanune JOJDKHOCTH
PYKOBOAUTEIIA UJIIA UHOTI'O
YIIOJIHOMOUYCHHOT'O UM JIMIIA

o6pa3oBaTe/IbHOE yUpeKIeHHe BbICHIEro 00pa3oBaHus (momucs)
«T'ocynapcTBeHHbIH YHHBEPCHTET MOPCKOI0 H PEYHOT0 (pacumdpoeka
(¢aora umenn agmupana C.0. Makaposa» ToIHCH)
(®I'bOY BO «I'YMP® umenn agmupaia C. O. MakapoBay)
@onp Ne 20
OIIUCD Ne
ACJI, JOKYMCHTOB I10 JINYHOMY COCTaBy
3a romg
Ne | Unpekc Kpaitnue Cpox | KomnuectBo
3aroJyioBOK Jena [Ipumeuanus
n/m Aciia JaThbl XPaHCHU JIUCTOB
1 2 3 5 6 7

HazBanue pas3aciia

B nanHbIi pa3ien onvucu BHECEHO

(undpamu 1 IPOIKCHIO)
pI(SA) |

¢ Ne o Ne

, B TOM YHUCJIC

JUTEPHBIC HOMEpA:

NPONyIICHHBIC HOMEpPA.

HanmeHoBaHNE JOIKHOCTH COCTABUTENS OIHMCH

(mata)

3aBeAyIOIIMI apXUBOM

(mata)

COT'JTACOBAHO

IIporokon OK ®I'BOY BO

«I"YMP® nmenn agmupana C.O. Makaposa»
oT 20 Ne

noonuce Wuunmane! u pamunus
nOONUCh Wuunmans! 1 pamunus
YTBEPXJIEHA

H3IIK ApXuBHOr0 KOMHUTETA
Cankr-IlerepOypra
oT 20 Ne
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Oopa3sen ¢popmbl onucH e BpeMeHHbIX (cBbImie 10 jieT) CpoKOB XpaHeHHust
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MHUHTPAHC POCCHUH HaunMmeHnoBaHue nOKHOCTH
PYKOBOIOUTEIS WIH UHOTO
YIHOJHOMOYEHHOTO UM JIMLA

POCMOPPEYDJIOT

denepanbHOE TOCYAAPCTBEHHOE OI0KETHOE

o0pa3oBaTeJbHOE yUpesKIeHne BLICIIero 00pa3oBanus (mozmucs)
«I"ocynapcTBeHHBI YHHBEPCHTET MOPCKOT0 H PEYHOI0 (pacppoBka
(¢aora umenn agmupana C.0. Makaposa» ToHCH)

(®I'bOY BO «I'YMP® umenn agmupaia C. O. MakapoBay)

®dong Ne 20

OITHCDH Ne
JeJT, TOKYMEHTOB BPEMEHHBIX
(cBeime 10 1eT) CpoKOB XpaHEHHUS*

3a roj
Ne | Unpekc Kpaitnue Cpox | KomnuectBo
3aroJyioBOK Jena [Ipumeuanus
n/n | nena JaThl | XpaHEHUs JIUCTOB
1 2 3 4 5 6

HazBanue pas3aciia

B nanHbIi pa3ien onvucu BHECEHO

(undpamu 1 IPOIKCHIO)

¢ Ne
JUTEPHBIC HOMEpa:

pi(SA) |

o Ne , B TOM 4HcCIIie

NPONyIICHHBIC HOMEpPA.

HanmeHoBaHNE JOIKHOCTH COCTABUTENS OIMCH noonucy

(mata)

3aBeAyIOIIMI apXUBOM

(mata)

COI''TACOBAHO YTBEPX/IEHA
IIporokon OK ®I'BOY BO [OIIK ApxuBHOro KoMHuTeTa
«'YMP® umenu agmupana C.O. Makaposa» Canxkr-IlerepOypra

oT 20 Ne oT 20 No

Wuunmane! u pamunus

nOONUCh Wuunmans! 1 pamunus
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DegepanbHOe roCy1apcTBEHHOE 0I0/1KeTHOe
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4 YTBEPXJIAIO

HaumenoBaHue TOIKHOCTH
PYKOBOIUTEIS MM HHOT'O
POCMOPPEY®JIOT YITOJTHOMOYEHHOTO MM JIUI[A

MHUHTPAHC POCCHUHA

(TomuUcCh)

«TocyAapcTBeHHbI YHHBEPCHTET MOPCKOT0 H PEYHOT0 (pactmdposka
¢aota umenn agvupana C.0. MakapoBa» TOAMHCH)
(®I'bOY BO «I'YMP® umenn agmupaia C. O. MakapoBay)
AKT 20__
Ne

006 yTpaTe 10KyMEHTOB

B pesynpraTe npoBepkM Hamuyus AOKYMEHTOB C LENBIO MX MOJAIOTOBKH Ui IIE€peladu
B apXMB YHHMBEPCHUTETA, YCTAHOBJICHO OTCYTCTBUE IIEPEUMCIEHHBIX HIKe naen. I[lpeanpunsareie
(Ha3BaHUE NOJIpa3eNIEHNUs1) MEPHI IO PO3BICKY JOKYMEHTOB IOJIOXKUTEIbHBIX PE3YJIbTATOB HE AU,
B CBS3U, C YEM CUMUTAEM BO3MOKHBIM, CHATH C y4€Ta:

Ne Kon-Bo | Kpaiinue [Tpeamnonaraemple MPUYMHBI
3aroyioBOK €. Xp.
H/ II JIUCTOB JaThl OTCYTCTBHA
1 2 3 4 5
Hroro: €/IMHUL] XpaHEHUSI

(pamMu 1 IPOITHCHIO)

AKT COCTaBIIEH B 3-X 3K3eMILIsApax:

1-p1ii BK3EMILISIp — apXUB,

2-011 SK3EMIUISIp — CTPYKTYPHOE MOJpa3ieiicHue,
3-nii PK3eMIUTSAp — OO OT/IEI.

HaumenoBanue 10KHOCTH PYKOBOAUTEIIS
CTPYKTYPHOTO TIOJIpa3/ieNICHUs noonucs Wuunmanel, pamunus

(mata)

HanmeHnoBanwne JOIKHOCTH JIHIIa,
OTBCTCTBCHHOTI'O 3a ACJIOMIPOU3BOACTBO NnOONUCH I/IHI/IL[I/IaJIBI, (I)aMI/IJII/ISI

(mata)
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O0pasen ¢popmMbl aKTa 0 HEOOHAPYKEHUH APXMBHBIX 10KYMEHTOB,
MYTH PO3bICKA KOTOPBIX HCUYEPIIAHBI

WTET 1
GEPCHTE By,
K C'fo,\ﬂ

QOIMAPCTg,
5
"4
P =
A
Hebi40 g0

%, o
b HPAnA C.O *
e YTBEPXJIAIO
MHUHTPAHC POCCHU
HaumenoBanue 1ODKHOCTH
POCMOPPEY®JIOT PYKOBOAMTEIISA UIIX UHOTO

TTOJIJHOMOYCHHOI'O UM JIMIIa
denepanbHOE TOCYAAPCTBEHHOE OIOIKETHOE y I

oOpa3oBaTelibHOE YYPeKIeHUe BBICIIEr0 00pa3oBaHus

«locynapcTBeHHBI YHHBEPCHTET MOPCKOT0 H PEYHOTr0 (monmucs)
¢ora umenn agmupana C.0. MakapoBay (pacmdposka
(®I'BOY BO «I'YMP® nmenn agmupana C. O. Makapoa») IO IIHCH)
AKT
20

No

0 HEOOHApYXEHUU apXUBHBIX
JIOKYMEHTOB, IIyTH PO3BICKA KOTOPBIX
HCYEPIIaHbI

HasBanue u ¢honna

B pesynbrare
YCTAQHOBJICHO OTCYTCTBHE B (DOHJIE NEPEUMCIEHHBIX HMXKE e (JIOKyMEHTOB), MPEANPHHSTHIE

APXUBOM MCPBI MO PO3BICK ACIT MOJOXUTCIIBHBIX PE3YJIbTATOB HC JajJId, B CBA3U C YEM CUUTACM

BO3MOYKHBIM CHATH C yYeTa:
Ne | Onucwr | Enxp. | 3aronoBok | Kpaithue | Kon-Bo | [Ipennonara | Ilpumeuanus
n/n Ne Ne en.Xp. JIaThI JIUCTOB €MbIE
(apXHUBHBIX (Bpems MIPUYUHBI
JIOKYMEHTOB) 3BYYaHUs, | OTCYTCTBHUSA
METpax,
0aiiT)
1 2 3 4 5 6 7 8

Hroro ell. Xp. (apXMBHBIX JOKYMEHTOB)

(mrpamut 1 IPOITUCHIO)
CogepxaHue yTpayeHHBIX JOKYMEHTOB MOXKET  OBITh
e1.Xp. (IOKyMeHTaMu):

YaCTUYHO BOCIIOJIHCHO CIICAYOIIUMU

(NN exn. xp. 1 UX TPYNIOBEIE 3aTOJIOBKH)

3aBeyIolIi apXUBOM NnoOnuUcy Wunmmansl, paMunms
(mata)
YTBEPX/JEH COI''TACOBAHO
[Tporoxon OK ®I'bOY BO

[IOIIK ApxuBHOr0 KOMUTETA

Cankr-IlerepOypra «'YMP® nmenn agmupaina C.O. Makaposa»

oT 20 Ne
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V3MeHeHus B yU4eTHBIC JOKYMEHTBI BHECEHBI
NOONUCH

HanmenoBanne JOJDKHOCTH pa6OTHI/IKa

(mata)

Nunnmane: u pamumus
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Oo0pasen popMbl aKTa NPOBEPKU HAJIMYNSA U COCTOSTHUS eI poHaa

<PCHTET gy,
A 4,
o,

%,

QCIMAPCTg,
i Eif/r
PQ

&
Heb10ug 010w

o
Utnpppg, c.0¥"

MHUHTPAHC POCCHUH

POCMOPPEY®DJIOT

DegepanbHOe rocy1apcTBEeHHOE 0I0/1KeTHOe

o0pa3oBare/ibHOE yUpe:kIeHHe BbIciero 00pa3oBaHust
«['ocynapcTBeHHbI YHMBEPCUTET MOPCKOI0 M PEYHOI0

¢rora nmenn agmupaga C.0. Makaposa»

(PIr'bOY BO «I'YMP®D umenn agmupana C. O. Makaposay)

AKT
Ne

HpOBepKI/I HaJIN4YHA U COCTOSAHUA apXUBHBIX

JIOKYMEHTOB
Donx Ne
Ha3Banue donna
Howmepa onmceit

ITpoBepka npoBoAMIIACH C

IIpoBepKkoOil yCTaHOBJIECHO:
1. Yucnures 1Mo omucsaM Aet:

1o

YTBEPXIAIO

Pextop noonuce W.0. ®amunus

20

2. BrIgBIIeHBI TEXHUYECKHE OITHOKM:
2.1. UmeroTcs TUTEpHBIC HOMEpA!
a) HE yYTEHHbIE B UTOTOBOMN
3aIMCcH

0) He TepevrCIICHHbIE, HO
y4TEHHBIE B UTOTOBOM 3aMuCH

2.2. ITpomynieHo HOMEPOB:
a) HE YIYTCHHBIX B UTOTOBOM
3anucu

0) He TepevYrcIeHHBIX, HO
YYTCHHBIX B UTOTOBOH 3aIHCH

2.3. Jlpyrue, B pe3yibTaTe 4ero 00beM
YBEJIMYHUIICS Ha

Ca. Xp.
(KOIMYECTBO)

€a. Xp.
(KOIMYECTBO)

Ca. Xp.
(KOJIMYECTBO)

Ca. Xp.
(KOJIMYECTBO)

Ca. Xp.
(KOIUYECTBO)

Ca. Xp.

(KONHU4YeCTBO)
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htpa oM
YMEHBIIWJICS Ha el. Xp.
(KOJIM4eCTBO)
3. YucauTes M0 OIMUCIM B
pe3yJIbTaTe yCTPAHEHUS el. Xp.
TEXHUYECKHUX OLIMOOK
(KOJIMYeCTBO)
4. He oxa3ajiock B HATUYHUH el. Xp.
(KOJIM4ECTBO)
5. HmeeTcs B HATMYUH 110
JTAaHHOMY
dboHay (BKIIFOYCHHBIX B OITHICH) en. xp.
(KOJIMYECTBO)
U3 HUX TPEOYIOIIHX:
a) ne3nH(eKIum eld. Xp.
(KOIMYECTBO)
0) JC3UHCEKITUU eld. Xp.
(KOIMYECTBO)
B) pecTaBpaluu en. xXp.
(KOIMYECTBO)
I') epervieTa WIK IMOIITHBKHA el. Xp.
(KOJIMYECTBO)
1) BOCCTAHOBJICHUS
3aTyXaroumx
TEKCTOB el. Xp.
(KOIUYECTBO)
€) CHSTHS C y4eTa BBULY
HEHUCIPaBUMBIX ITOBPEKICHUMN eln. Xp.
(KOJIMYECTBO)
6. lIMmeeTcs He BKIIFOYCHHEIX B el. Xp.
OITHCH
(KOJIMYECTBO)
7. Utoro no nanHomy ¢oHYy (BKJIFOUEHHBIX U HE BKJIIOUEHHBIX B OMKCH),
UMEIOIIUXCS B HAJIMYUH exn. Xp.

(KONU4YeCTBO)

8. XapakTepucTHKa yCIOBUM XpaHEHUs

HaumenoBanwe (s1)
JOJKHOCTH (eii) paboTHHKaA

(oB)

(moamuce)

(mata)

(pacumdpoBKa MOAMUCH)
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Oopasen popMbl KAPTOYKHM y4eTa BbIIa4H J1eJ (IOKYMEHTOB) BO BpeMEHHOe M0JIb30BaHue

(HamMeHOBaHUE JieJIa UK JOKYMEHTA)

Ne | HaumenoBanue | Kou- CtpykTypHOE [Moanuce [Moanuce [Ipumeuanus
n/m nena BO Mo/Ipa3/iesieHre | MOJIb30BaTelis, | MOIYyYUBIIETO
(TOKyMeHTa) | JTMCTOB 0)4(0) JlaTa Bbllayu Jleno, 1ara
I10JIb30BATEIS BO3BpaTa
1 2 3 4 5 6 7
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[Tpunoxenune Ne 31

Oﬁpa3eu (l)OpMLI KHHUI'H BbIJIa4YH J1€J1 U3 aPXUBOXPAHUJIHUIIA BO BPEMEHHOC€ MMOJb30BaAHUE

Ne Hara 3aro- ITonpazne- JlomxHOCTE 1 Hara JIOIKHOCTH ITpumeua-
I/TI | BBIJAYM | JIOBOK €. JICHHE TTOJITHCH BO3BpaTa Y TIOJIHCH HUS
Xp. (xomy COTpYIHHKA nena COTpYIHHKA
BBIZIACTCS) | apXWBa, BHIAAIO apxuBa,
IEro AeJI0 MOJTYYUBIIETO
TIeTI0
1 2 3 4 5 6 7 8
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Crp. 132 n3 132

WHCTpYKIHS 1O AETONPON3BOJICTBY YHUBEPCUTETA

Bepcust

4

[Tpunoxenune Ne 32

®opma KypHAJIa perncTpaliy NOKa3aHNii KOHTPOJIbHO-U3MEPUTEIbHBIX IPUOOPOB
AJISl U3MepPeHHsl TeMIIepPATYPhI U BJIA’KHOCTH BO3/1yXa

[Hara Kimmarndeckue napameTpsl BO31yxa [Ipumeuanus
o]
3anmucu | = = s
= = = HapyxHblii BO31yx Boznyx B Xpanwinie
O
] O g | TemmepaTypa, | OTHOCHTENIbHAA |TEMIIEPaTypa, OTHOCHTENIbHAs
§ m = 0cC BJI&KHOCTB, %0 0cC BJIQXKHOCTB, %0
= = (cpemmsisn)
1 2 3 4 3) 6 7 8




