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1. OBIIUE INOJIOXKEHMSL

1.1. MHCTpYKUMA O AEIONPOU3BOACTBY B ACTPaXxaHCKOM Irocy1apcTBEHHOM
yausepcurere uM. B.H. Tartumena (nanee - HCTpYKIMSA) YCTAHABIUBAET €AUHBIE
TpeGoBaHusa K MOATOTOBKE, 00paboTKe, KOHTPOIIO 3a MCIIOJHEHHUEM, XPaHEHHMIO
1 HCIIOJB30BAHHIO 00pa3yIOIMUXCs B AEATEIBHOCTH YHUBEPCUTETA JIOKYMEHTOB.

_ 1.2. Muctpykuus paspaborana B coorBercTBHH ¢ IIpuxaszom Pocapxusa
or 11.042018 Ne 44 «O6 yrtBepxacHMM [IpUMEPHOH MHCTPYKUMH
MO0  JeJONPOM3BOJACTBY B TOCYJAPCTBEHHBIX  OpraHM3alMsaX», I[PHKA30M
®enepansHoro apxusHoro arentcrea ot 31.07.2023 No77 «OG6 yTBepxXIeHUH
NPaBUJI OpPraHU3alMM XPaHEHUs, KOMIUIEKTOBAHUS, ydeTa M HCIIOJb30BaHMS
IOKyMeHTOB apxuBHOro (onma Poccuiickoii @epepallud U APYTHX aPXHUBHBIX
JIOKYMEHTOB B TOCYIapCTBEHHBIX OpraHax, OpraHax MeCTHOI'O CaMOYIIPaBICHUS H
OpraHmM3almusax»,  YcraBoM  YHuBepcutera, lIpumepHOM — HMHCTPYKIMEH
10 JeJIOTPOU3BOACTBY B BHICIIEM yueOHOM 3aBEICHUH, YTBEPKIEHHOM MPUKA3OM
Mumnucrepcta o6pasosanus PO ot 24.07.2000 Ne 2286, «I'OCT P 7.0.97-2016.
Hanuonaneueii  crasgapr Poccuiickoit Penepauun. CucreMa CTaHAapTOB
flo undopmanmu, GubmMoTEYHOMY M M3AATENBECKOMY Jeny. OpraHu3aloHHO-
pacropsauTeNnbHas JoKyMeHTanus. TpeGoBanus K OQOPMIIEHHIO HOKYMEHTOBY,
«'OCT P 7.0.8-2013. Hanwmonansubiii crannapt Poccuiickoit ®enepaliuu.
Cucrema cTaHgapToB IO MH(OpMaLuH, OMOIMOTEYHOMY W H3JATEIECKOMY ACTY.
JleToIpoOu3BOCTBO ¥ APXUBHOE 1e710. TepMHUHBI U Onpe/eneHusD, QenepanbHbIM
3akoHoM «O6 wunHpopmalnuu, HHGOPMAIMOHHBIX TEXHOJIOTMAX H O 3alluTe
uadopmanuuy ot 27.07.2006 Ne 149-D3.

| 1.3. TTonoxeruss MHCTPYKIMU PACTIPOCTPAHSIOTCS HA OPraHU3aLUI0 paboThL
B YHHBEPCHTETE C JOKYMEHTAMH HE3aBHCHUMO OT BH/JA HOCHTENsS, B TOM YHCIIC
C DIIEKTPOHHBIMH [OKyMeHTaMu (BKIIOYass MOATOTOBKY, 0OpaboTKy, XpaHeHue
¥ UCIIOJB30BaHME JOKYMEHTOB, OCYLIECTBIIsIEMbIE C IIOMOIIBI0 HH(MOPMAIMOHHBIX
TexHosorui) (nanee — COJI).

1.4, TlpaBuna ¥ mOpP#AOK pabOTBl C JIOKYMEHTaMH, YCTaHOBJIEHHBIE
Hactosmeit WHcTpykuumen, obs3arensHbl I8 BceX pabOTHMKOB YHHBEPCHTETA,
(manee — pabOTHUKY YHUBEPCUTETA).

PabOTHMKM  YHHMBEPCHUTETa  HecyT  JUCLMIIIMHAPHYI0O W MHYIO
VCTAHOBJIEHHYIO 3aKOHOZaTenscTBOM Poccuiickoit Denepallid OTBETCTBEHHOCTh
3a HecoOmoaeHue TpedboBanuii MHCTPyKIHH.

1.5. ITonoxxegus WMHCTPYKIUM HE PACIPOCTPAHSIOTCS HA OPraHu3aluio
paboTBl ¢  [JOKYMEHTaMH, COJEpXallMMM  CBEOCHHA,  COCTABIIAIOILME
roCy/IapCTBEHHYIO TalHY.

1.6. OcoGenHocTr paboThI c JIOKYMEHTaMH, coepKanuMHu
KOHOHAEHIMANBHYIO HHGOpMaNUIo (CEKpeTHOE AEIONPOM3BOACTBO, AOKYMEHTHI
¢ rpudom «JCII», cnyxebHyro ¥ HHYIO TaifHy, NEpPCOHAIBHBIE [aHHbIE),
PEryJIMpYIOTCS CleNMATBHEIME HOPMATUBHBIMM IIPABOBBIMA aKTaMU Poccuiickon
Mdenepauuy ¥ JIOKaJIBHBIMU aKTaMH YHUBEPCUTETA.

1.7. TpeGopanus MHCTpykiMH K pabore ¢ OyXraiaTepckol, HaydHOH,
TEXHUYECKOM M APYroi CIelMalbHOM JOKyMEHTAIMEH pacnpoCTpaHAOTC JHIIb
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B YacTH OOMMX MNPHHIMIOB pabOThl ¢ DOKYMEHTaMH, a TaKXke MOArOTOBKH
JIOKYMEHTOB K Iiepe/iade Ha apXUBHOE XPaHEHHE.

' 1.8. OTBeTCTBEHHOCTh 3a OpraHu3auuio padoTel ¢ JOKYMEHTaMH
B IIOZIpa3e/IeHUsIX BO3JIaraeTcsi Ha pyKOBOAUTEIEH 3THX NOAPAa3ACICHHAM.

1.9. Bampeliaercs HampaBisTh IIOJUIMHHHKH  JIOKYMEHTOB  (ITIpHMKa3bl,
PACIIOPSDKEHMUS, IPOTOKOJIE]) B OpraHU3allUy.

1.10.TIpu pabore C NOMIMHHUKAMU IOKYMEHTOB, IOCTYIMBILIKX
13 CTOPOHHUX OpraHH3allMH He paspellaeTcs BHOCHTL B HUX HCIPAaBJIeHHs, JA€IaTh
[IOMETKH.

1.11. IIpu mpekpalieHuH TPYAOBOTO AOroBOpa pabOTHHK YHHUBEPCUTETA
JOJDKEH COaTh BCE YHCHIALIHECS 3a HUM JOKYMEHTHI JIpyroMy pabOTHUKY IIO
YKa3aHHUIO PYKOBOIUTENS CTPYKTYPHOIO ITOJpa3ie/ICHUs] YHUBEPCUTETA.

1.12. Opranusaimio, BeIeHUE U COBEPIICHCTBOBAHUE AEJIONPOU3BOACTBA HA
OCHOBE  HCIONB30BAHHMS  COBPEMEHHBIX  MH(OPMALMOHHBIX  TEXHOJOTHI
B paboTe ¢  JOKYMEHTaMH, METOIMYECKOE  pPYKOBOACTBO  paboroit
C MOOKYMEHTAMH, HEIOCPEJCTBEHHAs JAeATENbHOCTb 110 [JOKYMEHTALMOHHOMY
o0ecrieyeH!I0 OCYILIECTBISETCS PYKOBOAUTENEM CTPYKTYPHOIO I0Ipa3/IeeH .

1.13. ®yukuuy, 3ama4dd, TIpaBa H  OTBETCTBEHHOCTh PYKOBOJIMTEIS
CTPYKTYPHOTO IIOApa3feNeHHs] pPErlaMeHTHPYIOTCS IIOJIOKEHUWEM O  HEM,
JIOJKHOCTHEIE 00SI3aHHOCTH PabOTHHUKOB, OTBEYAIOIIMX 3a OpraHM3alui0 paboTsl
C IOKyMEHTAaMH, YCTAaHABIHBAIOTCS [0DKHOCTHBIMU UHCTPYKIIUAMH.

1.14. Koutpons 3a COOIIOZEHHEM YCTAHOBIIEHHOIO TOpsaka paboTsl
C JOKYMEHTaMH B CTPYKTYPHBIX IIOJpa3/IelIEHUsIX YHUBEPCUTETA OCYIHBCTBIIHGTCH
B COOTBETCTBHUH C HacTosmeH MHCTpyKIKe.

2. OCHOBHBIE TOHSATHUS

B nacrosimeit MHCTpyKIIMK UCIIONB3YIOTCS CIENYIOIIUE OCHOBHBIE TOHATHS:

‘aBTOp JOKYMEHTa — OpraHu3alms, JODKHOCTHOE JIMLO MM TPaKIaHuH,
CO3/IaBUINE JOKYMEHT;

O/1aHK JOKYMEHTa — JHUCT Oymaru ¢ peKBU3WUTAMM, MACHTUQUIMPYIOIMMA
aBTOpa OUIUAIBHOTO JOKYMEHTA;

BHJ OOKYMEHTa — IIPHHAJIEKHOCTh AOKYMEHTa K OIpPEICICHHOW TIpymme
IOKYMEHTOB IT0 IPU3HAKY OOITHOCTH (DyHKIMOHAIBHOTO HA3HAYCHIS,

JeJ0 — COBOKYIIHOCTH HOKYMEHTOB HJIM OTJENBHBIM  JIOKYMCHT,
OTHOCSIIHECS K OJJHOMY BOIPOCY MU YYACTKY JAeATEIbHOCTH YHUBEPCUTETA,
r JIEIONIPOM3BOJICTBO — AESTENbHOCTh, 0OecrednBarolas J0KyMEeHTHPOBaHHUE,
)IOI(YMGHTOOﬁOpOT, OII€PaTHBHOE XPaHCHUEC U HCIIOJIB30BAHHUE HOKYMEHTOB,

JIOKYMEHT — OQUUMAIBHBIH [JOKYMEHT, CO3MaHHBEIA TrOCYAapCTBEHHBIM
OpraHOM, OPraHOM MECTHOTO CaMOYIpPAaBJIeHHUs, IOPUANUSCKUM MM (QU3HYECKUM
JHALOM B OYMaXHOM HIIM 3JIEKTPOHHOH (Gopme, OQPOPMIICHHBIA B YCTaHOBIEHHOM
TIOpSIKE U BKIIFOYEHHBIH B JOKYMEHTOO00POT YHHBEPCUTETE,
' IOKyMeHTHpoBaHHe — Gukcauus WHOGOPMALMM HA  MarepualbHbIX
HOCHTENSIX B YCTAHOBIEHHOM IOPS/IKE;
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OOKYMEHTOOOOPOT—IBI)KEHHE NOKyMEHTOB C MOMEHTa MX CO3[aHUs WU
HOJIYYEeHHS OO 3aBEPIIECHUA HCIIOJTHEHHSI, TIOMEIICHUSA B ACTIO U (UIH) OTIIPABKH;

3aBepeHHass KOS — KONMs [OKYMEHTa, Ha KOTOPOH B COOTBETICTBHH
C YCTaHOBJICHHBIM IOPAAKOM IIPOCTABICHBI HEOOXOAMMEBIE PEKBHU3HTEHL,
obecrieynBaroIIye ee PUIHIECKYIO 3HAUUMOCTE;

KOHTpO.TIBHBIﬁ AOKYMEHT — JOKYMEHT, HUCIIOJITHEHHE KOTOpOTO
B COOTBETCTBUH C YCTAHORJIIEHHEIM ITOPLJIKOM B3STO HA KOHTPOIIE,
' KOITuA AJOKYMEHTa  — AOKYMEHT, INIOJIHOCTEIO BOCHpOHBBD,[[HHIHﬁ

HHGOPMALIUIO TTOITUHHUKA TOKYMEHTA;
'~ HOMEHKJIarypa Oel — CHUCTeMaTHU3UPOBAHHBEIN IEPEUCHb 3arojOBKOB eI,
bopMHPYEMBIX B YHUBEPCUTETE, C YKa3aHUEM CPOKOB UX XPaHEHUS;

ofpallieHue rpaKJaHHHa — HAMpPaBICHHBIE B YHUBEPCHUTET B ITHMCEMEHHOM
dbopme miam B dopme 3NIEKTPOHHOIO JAOKYMEHTa IpPEUIOKEHHE, 3asBICHHE WM
xanoba, MPUHATHIE U 3aPETUCTPUPOBAHHBIE B YCTAHOBIEHHOM TTOPSIIKE;

o0BpeM JOKyMeHTO00OpOoTa — KOJIMYECTBO JOKYMEHTOB, ITOCTYIIMBIITHX
B OPTaHHU3aIMIO ¥ CO3JaHHBIX €10 3a ONpe/Ie/IeHHBINA MEPUO/T;
OTYETHBIH  JOKYMEHT —  JOKYMEHT, KOTOPBIM  JOKJIaJBIBaeTCs

00 HCHOJIHEHHMH KOHTPOIBHOIO [JOKYMEHTa M Ha OCHOBaHMHM KOTOPOTO
OCYIECTBISETCSA CHATHE C KOHTPOJIS;
NOUIMHHHUK JOKYMEHTa — TIepBBIA MJIHM ©IMHCTBEHHBIH 3K3eMILULAp
JTOKYMEHTA; '
perucTpaiysa JOKyMEHTa - IPUCBOCHHE JAOKYMEHTY pEerHCTPAlHOHHOTO
HOMepa ¥ BHECEHHE JIaHHBIX O JIOKYMEHTE B PETHCTPALIHOHHO — YYETHYIO GOPMY;
' PEKBU3UT JOKYMEHTA — IEMEHT 0OPMICHHA JOKYMEHTa;
GopMHpOBaHHE Aela — TIPYNIHPOBKA HCIIOJHEHHBIX JOKYMEHTOB B JIENO
B COOTBETCTBHHM C HOMEHKJIATypO# [ie]l ¥ UX CHCTeMaTH3alus BHYTPH Jea;
mabion OmaHka — OllaHK JOKyMEHTa, MPe/CTaBIEHHBIA B 3JIEKTPOHHOM
dopme;
' OKCIEpTH3a  LEHHOCTH  JOKYMEHTOB —  H3yYe€HHE  JTOKYMEHTOB
Ha OCHOBAaHHMM KPHUTEPHEB MX LIEHHOCTH B LEJSAX ONPEICICHHS CPOKOB XPaHEHUs
IOKYMEHTOB U 0TOOpa UX I BKIIOUSHUS B COCTAB apXHBHOTO GOH/A;
3JIEKTPOHHAS TMOANUCHE — HHPOPMANMS B  3JEKTPOHHOM  (opme,
IPUCOEAUHECHHAsA K 3JICKTPOHHOMY MOKYMEHTY HJIA MHBIM 00pa3oM CBs3aHHAs
C HUM H IIO3BOJIAIOLIAA HMACHTHGHUUUPOBATH JHIO, ITOAMUCABIICE JJIEKTPOHHBIH
JOKYMEHT;
JNIEKTPOHHBIN JOKYMEHT — JOKYMEHT, HHQOpMaLuA KOTOPOTo NpeacTaBieHa
B 3JIEKTPOHHOM (opMme.

3. IOKYMEHTAIIUSI B YHUBEPCUTETE

3.1. JlesTensHOCTE YHUBEpPCUTETA obecrieyuBaeTcs cucTemMoi
B3aUMOCBSI3aHHBIX YITPaBIeHYECKUX (CNyX)eOHbBIX) JOKYMEHTOB, COCTABIIAIOLINX €
JTOKYMEHTAIMOHHYIO 6a3y.

’ 3.2. B npenenax cBOMX NMOJTHOMOYHE PEKTOP M3IAET IIPUKA3bI.
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3.3. VHuBEpCHTET H3[AeT CIEeayIollhe IOKYMEHTBI: OpraHu3allMOHHBIE
DOKYMEHTEl (yCTaB, HHCTPYKUHMS, MJODKHOCTHAsS MHCTPYKIHS, IOIO0XEHHe
1 HMHBIE JOKYMEHTHI), pacIlOpsaUTENIbHbIe AOKYMEHTHI (IIPHKa3, PacIOpsKEHHE);
MHGOPMAaIMOHHO-CIIPABOYHbIE OKYMEHTHI (aKT, MPOTOKOM, CIIy)XeOHas 3aIicKa,
3agBleHHe, CIy)XeOHOe IIMChBMO, CIpaBka, TenedoHOrpaMMa, Telerpamma,
(axcorpamMMsl).

3.4. B YHuBepcuTeTE CO3HAIOTCS JOKYMEHTHI Ha OyMa)XHOM HOCHUTEIE,

37eKTPOHHBIE NOKYMEHTHI M 3JIeKTPOHHbBIE KOIMU JIOKYMEHTOB, IOJy4YeHHBIE
B pesynprate  oumbpoBku  (HampuMep, CKAaHUPOBaHUA)  HOKYMEHTOB
Ha OyMa>KHOM HOCHTEIE.
' [Ipy CO302HWKM SJICKTPOHHBIX MOKYMEHTOB HCIIONB3YIOTCA SJIEKTPOHHBIE
mabnonsl OJaHKOB M 3JIEKTPOHHBIE MA0NOHBl (YHH(QUIMPOBAaHHEIE (OPMEI)
IOKYMEHTOB, B TOM YHCJIe HHTEPAKTHBHBIE, KOTOPBIE IO COCTaBy PEKBH3HTOB
AOKYMEHTOB JIOJDKHBI OBITh MIEHTHUYHBLI JOKYMEHTaM Ha OyMaKHOM HOCHTENe.
DneXTpoHHbIE Ma0JIOHEI OJIAHKOB M 3IEKTPOHHBIE MA0I0HBI JOKYMEHTOB JOIKHBI
OBITE 3AIIMILEHEI OT HECAHKIIMOHUPOBAHHBIX U3MEHEHUH.

4. OBIIME TPEBOBAHUSI K COCTABJIEHUIO
A O®OPMJIEHUIO JOKYMEHTOB

4.1. JIoKkyMEHTHPOBaHUE YITPABIEHUECKOM JIeITEILHOCTH

JloxymeHTUpOBaHHE  YIPABJIEHYECKOW  JESTENBHOCTH  3aKJIH0YaeTcs
B (QuKcanuu Ha OyMare WJIH OPYTHX HOCHTENAX IO YCTAHOBJICHHBIM IIpaBU/IaM
YIpaBIeHYECKUX NEHCTBUM, TO €CTh CO3aHNE YIPABICHYCCKUX JOKYMEHTOB.

IIpy moaroroBke M OGOPMIEHHH OKYMEHTOB HEOOXOIHMMO COOIIOIATH
npaBuia, OOeCleyUBalONIMe HOPUIAYECKYIO CHIIy JOKYMEHTOB, OIEPaTHBHOE
U KaYeCTBEHHOE MX MCIIOJHEHHE M IIOMCK, BO3MOXXHOCTh 00pabOTKH ITOKYMEHTOB
C IMMOMOIIBIO CPEJICTB BBIYHUCIHUTEILHON TEXHUKH. '

JOKYMEHT WHMeeT HPUIMYECKYI0 CHIYy TIPH HalW9uH PEKBU3HTOB,
00s3aTeNBHBIX IS TAHHOTO BHIA JOKYMEHTA.

B mporuecce moarotoBku U oGopMICHHS COCTAB PEKBHU3UTOB MOXET OBITH
IOMOJIHEH JPYTMMHU PeKBU3UTAMHU, €CIIM TOrO TpebyeT Ha3zHaueHHe JOKyMEeHTa, ero
obpabortka.

Bce wm3maBaeMple B YHHUBEPCUTETE  JOKYMEHTBI  IOJDKHBEI — OBITH
OTpeRaKTUPOBaHEI, 0)OPMIICHEI B COOTBETCTBHH C HacTosimei MHCTpyKuueit.

4.2. bnaHku NOKyMEHTOB

JIOKYMEHTEI JOKHEI 0OPMIISTECA Ha YCTAHOBIEHHEIX ONaHKaX M MMETh
YCTaHOBJIEHHBI HAOOp PEKBU3UTOB.

JIOKyMEHTBI M3rOTaBIMBalOTCS Ha OyMaXHOM Hocutene u B GopMme
3JIEKTPOHHBIX JOKYMEHTOB C COOIIOJCHHEM YCTaHOBICHHBIX NPaBUa 0QOpMICHUS
JIOKyMEHTOB.

: Ilpy monaroroBke [JOKYMEHTOB TPUMEHSETCS TEKCTOBBIM  pPedaKkTop
c ucrois3oBaHueM mpudra - Times New Roman ¢ pazmMepoM OCHOBHOI'O KEIjid
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14 — 13 (nna obopmieHHA TaOIUYHBIX MAaTEPHAJIOB JIONYCKAETCsl UCIIOIb30BaHME
mIpU(TOB MEHBILUX Pa3MEPOB).

JloxyMeHTEl YHUBEpCHTET2 HA OyMaXHOM HOcuTene OGOpPMISIOTCS
Ha Onankax ¢opmara A4 (210 x 297 MM), IpH HEOOXOIUMOCTH MOTYT
UCIONb30BaThes Onanku (opmara A3 (297 x 420 mm) u AS (148 x 210 mm).
DIEeKTPOHHBIE JOKYMEHTHl OGOPMISIIOTCS Ha OCHOBE 3JIEKTPOHHBIX IIA0/I0HOB
M [JOKHBI HMMETh YCTAHOBJIEHHBIM COCTaB PEKBH3HTOB, HX PAacIOJIOKCHHE
u oopmiieHre (B COOTBETCTBHH C pasnenom 4.3. Uucrpyknun).

B yHHBEepCUTETE IPUMEHSAIOTCA OJIaHKU:

— o0muit GNAaHK HCIONB3YeTcss [UIi HM3TOTOBIEHMA JOOBIX  BHIOB
NOKyMeHTOB, kpome nucbMa ([Ipunoxenmue 1),

— 6nank nuceMa ([Ipunoxenwue 2, 3,),

— Onank npukasa ([Ipanoxenue Ne 4).
_ BraHky KaXXIOro BHOA HOKYMEHTa MOTYT H3rOTaBIMBATBHCA HA OCHOBE Kak
YIJIOBOT'O, TaK ¥ ITPOIOIBHOTO PACIIOIOXKEHUS PEKBU3UTOB.

Ha 6iranxax JOKYMEHTOB KaKIBIHM JIUCT AOKEH UMETh I10JI1 HE MEHee:

20 MM - 1eBOE;

10 MM - mpagBoe;

20 MM - BepxHee;

20 MM - HIDKHEE.

JIOKYMEHTBI AIUTENBHBIX (CBBIIIE 10 JI€T) CPOKOB XpaHEHUS JODKHBI HMETh
neBoe none He MeHee 30 MM.

Ilpy co3manwu JOKyMeHTa Ha IOByX H Oojiee CTpaHHIaX BTOPYIO
M IIOCIEIyIOIIME CTpPaHWIbl HyMmepyroT. Homepa cTpaHWIl IIPOCTaBIAIOTCS
IIOCepeHe BepPXHero I0Jis (BepXHUH KOJTOHTUTYI) JOKYMEHTA Ha PACCTOSHUH HE
meHee 10 MM OT BEpXHETO Kpasi JIUCTa TOTO )K€ KeIJI 4YTO ¥ OCHOBHOM TEKCT.

JlonyckaeTcs: co3maHue NOKYMEHTOB Ha JIMLIEBOH M OOOPOTHOHM CTOpOHAxX
nucra. [Ipy ABYCTOPOHHEM CO3OaHMM HOKYMEHTOB (JloroBopa) MIMpPHHA JIEBOIO
[OJIS HA JMIUEBOM CTOPOHE JIMCTA ¥ NPAaBOro Mois Ha 00OpOTHO# CTOPOHE JHCTa -
JIOJKHBI OBITH PaBHBL.

ITepeHOCEH] CIIOB II0 TEKCTY JOKYMEHTA HEJOIyCTUMBI.

Yrnorpe6ienue 6J1aHKOB MPOU3BOIBHOM (DOPMEI HE pa3peniaeTcs.

B YHuBepcuTeTe HUCIOMB3YOTCS 3/IEKTPOHHBIC 1Ia0I0OHBI 0JIaHKOB.

AG3aHBIA OTCTYI B TEKCTE AOKyMeHTa - 1,25 cM.

3aroJIOBKM pasjiesioB M IMOJAPa3[esioB Ie4aTaloTcs ¢ ab3alHbIM OTCTYIIOM
WIIH LEHTPUPYIOTCS 110 IIUPHUHE TEKCTa.

PexBU3UTEl AOKyMEHTa O(QOPMISIOTCS OT IPAHMLBI JIEBOTO OIS, KAXKIBIH
HOBBIM PEKBH3UT II€4aTAaCTCA Yepe3 JBa HHTepBaia OT IPeAbLTyIETO.

MHoOrocTpoYHEIE PEeKBH3HTEI (aapecar, IOANHUCH, TPHE YTBEPKIAEHUSA
1 JIp.) IeYaTaroTCs Yepe3 OAUH MHTEPBAIL.

Anpecar odopmiusercs ¢ 4-ro TONOXeHUs Tadynstopa (32 mnedaTHsIX
3HaKa).

I'pud yrBepkmeHMs OGOPMISETCA C IISTONO IIOJOXKEeHUs TalylissTopa
(40 meyaTHBIX 3HAKOB). OJIEMEHTHl TIpua YTBEp)KIEHUS OTHENISIT ApPYr
oT apyra 1,5 uHTEepBaNIamu.
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3aroJIOBOK K TEKCTY MOJXKET COCTOSITh U3 HECKOJIBKUX CTPOK. [[1HA cTPOKH
HE JI0JDKHA MPEBBINIATE 28 IMeYaTHBIX 3HAKOBR.

Texcr pgokymenra medaraercs uepe3 1-1,5 wunTepBan. OOpaiienue
B IIACEME pacroyaraercs 1o LeHTPY, TEKCT JOKyMeHTa HauuHaeTcs ¢ ab3ana.
; WurepBan mexay OykBamu B ClloBax - OOBIYHBIN, HHTEPBAJl MEX/Ly CII0BaMHU
- oiuH mpobert.

' Pexsusur «Iloanuce» orpensiercs ot Tekcra 2 — 4 nHTepBanamu. Haspanue
JOJDKHOCTH TiuIiercs OT JieBoro mnosis (He Oomee 28 mevaTHBIX 3HAKORB),
pacurupoBKa MOAMKUCH — HHHUHAJBI B (aMUIHsI — ¢ 6-T0 IMOJIOKeHHs TabysATopa
(48 meuaTHbIX 3HAKOB OT JIEBOI'O TIOJIS).

I'pud cornacosanus odopmisercs Takum 06pa3oM, YTO AOJKHOCTD JIMIIA, C
KOTODBIM COIJIACOBBIBAeTCS JIOKYMEHT, yKa3biBaeTcs depe3 1,5 HHTepBana
or cioBa COI'JTACOBAHO, wuepe3 1,5 uHTepBajla IpOCTABISIETCS JMYHAS

MOJIKCH U €€ PacIU(ppPOBKa, 3aTeM JaTa.

4.3. OdopmiteHHE peKBU3UTOB JOKYMEHTOB

4.3.1. HaumeHOBaHME OpraHU3aiuy

HanMeHoBanue YHHBEpcHTETa AOJDKHO COOTBETCTBOBATh HAaMMEHOBAHHIO,
3aKperuileHHOMY B YcraBe. Han monHeIM HaMMEHOBaHMEM Y HHBEPCHTETA
yKa3pIBalOT HAMMEHOBAaHME BBINIECTOSIIEH opraHu3aluMu. B cien 3a IOMHBIM
HaUMEHOBaHUEM YHHUBEpPCHUTETa B CKOOKax YKa3bIBaeTCd €ro COKpalleHHOe
HaUMEHOBAaHUE B COOTBETCTBUHU C Y CTABOM.

Ilppy  mOAroTOBKE  JOKYMEHTOB  HMX  PEKBHU3UTHEL  O(OPMISIOTCS
¢ yuetom «I'OCT P 7.0.97-2016. Hauumonannuelii cranpapt Poccuiickoii
Qenepatmy. CucremMa cTaHnaproB 1no  uwHpOpmanuu, OUOIMOTEYHOMY
U wu3atensckoMy Jermy. OpraHH3alMOHHO-PacHOpSIUTENbHAs JOKYMEHTALH.
TpeboBanus K 0HOPMIEHHIO JOKYMEHTOB.

4.3.2. CripaBo4HBbIe JaHHBIE 00 OpraHU3alliN

CnpaBouHBIC [JaHHBIC YKa3pIBalOTCS B OnaHKax IHCEM H BKIIOYAIOT:
TIOYTOBBIMA apec OpraHu3alru (JOMOJHUTEIHHO MOXKET yKa3blBaThCS aIpec MecTa
HaXO0XK/JIEHUS IOPUIMYECKOro JIMLA, €CIIM OH HE COBIAJAaeT C IIOYTOBBIM aJpPECcCOM);
HoMep TenedoHa, dakca, ampec B3IEKTPOHHON MOYTHI, CETEBOH aJpec, KOI
opranuzamuu 1o  OOmepoccuiickoMy — KIacCU(QUKATOpy  NpeAnpUsTHi
u opraumzauuit (OKITIO), OCHOBHOM roCynapCTBeHHBINH PEruCTPALMOHHEIN HOMED
opranmsaiun (OI'PH) n uaeHTHGHKALIMOHHBIA HOMEP HAJIOTrOILIATEeTBUINKA/KOL
MIPUYMHEI ITIOCTAaHOBKU Ha Hanorossli yuet (MHH/KIIIT), kox ¢dopmer mo OKV 1.

4.3.3. HaumeHnoBaHue BH/Ia JOKYMEHTA

HauymeHoBanme BUAa JIOKYMEHTa JO/DKHO  COOTBETCTBOBATh  ETO
colep)KaHuIo. B muceMe HaMMeHOBaHME BH/IA JOKYMEHTa HE YKa3bIBAE€TCS.

4.3.4. Jlata noxymeHTa

JlaToit mOKyMeHTa SABISETCS JaTa €ro MOAMUCAHUS WA YTBEPIKAEHHS, A1
IIPOTOKOJIAa — JaTa 3acelaHusd, AJI1 aKTa — 1aTa COOBITHS.

Jlata nMOKyMeHTa 3amUChIBAaeTCS B IIOCIENOBAaTEIBHOCTH: JEHb Mecslla,
Mecsl1l, FOJi OHUM U3 JIBYX CIIOCOOOB:

apabckumu nudpamu, pasneneHasiMu Toukoi: 05.06.2024;
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cioBecHO-IIM(poBBIM criocoboM, Harpumep: 05 uronsg 2024 .

4.3.5. PeructpaioHHbIM HOMEp JJOKyMEHTA

PerucTpanMOHHEIE HOMEp JOKyMEHTa COCTOMT M3 HHJEKca Jela
10 HOMEHKJIATYpe e U ero mopsaxkosoro Homepa. Hanpumep, Ne 08-01-08/254,
rne 08-01-08 — umpgexc mena 1Mo HOMEHKIAType, a 234 — IOPSUIKOBBIA HOMEp
noxkyMenTa. Ha JoKyMeHTe, COCTaBIEHHOM COBMECTHO MAByMa H Oonee
OpraHM3alMAMH, TPOCTABIAIOTCS  PErHCTPAllMOHHBEIE HOMEpa JOKyMEHTa,
IPUCBOEHHBIE KaXIO¥ M3 opraHu3auuil. PerucTpalluOHHBIE HOMEpPA OTAEISAIOTCS
OPYT OT Apyra KOCOH 4YepPTOM M IPOCTABIAIOTCS B MOPANKE YKa3aHHSA aBTOPOB
B 3ar0JIOBOYHOM YacTH WM npeaMOyJie JOKyMeHTa

4.3.6. Ccputka Ha perucTpPalMOHHBIM HOMEpP M JaTy [OCTYIMBILIErO
OOKYMEHTa

Ccpulka HAa PEerMCTPAallMOHHBIM HOMEp U JaTy IIOCTYIHUBIIErO JOKYMEHTa
BKIIIOYAET PErMCTPAllHOHHLIK HOMEp M [aTy BXOISILIEr0 HWHHUIMATUBHOIO
JOKYMEHTa, Ha KOTOPbIH AaeTcs OTBET.

4.3.7. I'pud orpaHrueHus JOCTYIA K JOKYMEHTAM

I'pud orpaHMyYeHHs MOCTYIA NPOCTABISETCS B [PABOM BEPXHEM YTIIY
MEPBOro JMCTa OOKyMeHTa (IIpOeKTa JOKYMEHTa, COIPOBOIUTEIBHOTO NHCHMA
K IOOKYMEHTY) Ha TIpaHHlle BEpXHEro Mo Ipd HaIW4YuM B HIOKYMEHTE
WHGQOpPMAlMK,  OOCTym K  KOTOpOHM  OrpaHM4eH B  COOTBETCTBUH
¢ 3axonoarenscTBoM Poccuiickon @enepanuu.
" "'B cocra rpuda OrpaHudeHus OOCTyHa K JOKYMEHTY BXOIUT
orpanuuuTensHas Haanuch («ist cayxeOHOro Mmonb30BaHMA»), KOTOPAs MOXKET
JIONOTHATBCS HOMEpPOM 9K3eMIUlsipa JOKYMEHTa H JPYTHMH CBe[leHUSMH
B COOTBETCTBHH C 3aKOHOJATENLCTBOM Poccuiickoi Denepanui.

JIng ciny»xebHOTr0 MoIs30BaHus
K3, Ne 2

4.3.8. Anpecar

AnpecaT MCHojib3yeTcs npu O0hOPMICHHH JENOBBIX (CITyXeOHBIX) MHUCEM,
BHYTPEHHHX HH(OPMALIHOHHO-CIIPaBOYHBIX JOKYMEHTOB (IOKIaHbIX, CIIyKEOHBIX
3aMKUCOK | Ap.).

AnpecaroM  OOKyMEHTa MOXET OBITB OpraHusanusi, CTPYKTypHOE
Ho/(pas/ielieHie YHUBEPCUTETA, JODKHOCTHOE HITH (GU3HUECKOE JIHILIO.

PexBU3UT «Anpecary IPOCTABIAETCs B BEPXHEW IMPaBOW YacTU JOKYMEHTa.
CTpoky peKBH3UTA «AZpecaTy BIPaBHUBAIOTCS I10 JIEBOMY KPalO WJIM LEHTPYIOTCS
OTHOCHTEIBHO CAMOM JJIUHHOM CTPOKH.

IIpu aJIpecOBaHUM  JOKYMEHTa  PYKOBOJIMTEIIO (3aMECTHUTEIIO
DYKOBOJMTEIISA) OpraHM3alliy YKa3bIBalOTCSA B JATEeIbHOM IaJee HANMEHOBAHHE .
IOJDKHOCTH  DYKOBOIMTENA  (3aMECTHTENA  PYKOBOAMTENA),  BKIFOYAIOLICE
HAUMEHOBaHHWE OpraHu3anuy, H (baMHJTHH, WHHULUAIIBl JOJDKHOCTHOrIoO JHIa.
Hanpumep, (34ech H Jajee [pUMEphl HAWMEHOBAHHS  OpraHMU3aLuH,
WX CTIPaBOYHBIE JAHHBIE H IP. ABJIAIOTCS YCIOBHBIMM):
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*PykoBoaurento MenepaibHOTO

apXMBHOTO areHTCTBA
Ddamunusa U.0O.

HpH aaIpeCOBaHHH IMMCbMad B OPraHU3aAlMI0 YKA3BIBACTCSA €€ I10JIHOE HJIHA
boxpameﬂﬂoe HaAaUMCHOBaHHC B HMCHHTCIIBHOM ITaICXKC.

*Munroct Poccun
JlenaprameHT WHGOPMATH3ALIHN
U HAYYHO-TEXHUYECKOro
obecrieueHus

ITpu ampecoBaHMH JOKYMEHTA B CTPYKTYPHOE IOIpa3/ieeHUe OpraHu3alum
B peKBH3HTe «Aﬂpecar» YKa3BIBA€TCA B HMEHHUTEIBHOM ITaJeXKEe HAUMEHOBAaHHE

OpraHM3alyy, HIKE - HAMMEHOBAaHHUE CTPYKTYPHOTO MOpa3ieeH s,

*DenepallbHOE apXUBHOE

AreHTCTBO

Otpen rocyaapCTBEHHOM
CIIyXOBI, KaJIpOB U HArpaj

[TpH anpecoBaHMH MHCLMA PYKOBOAMTETIO CTPYKTYPHOTO IOAPA3NeIeHHS
YKa3BIBAETCSI B MMEHMTENHLHOM TaJie)ke HAMMEHOBAaHME OpraHu3alliM, HUKe
B JIaTEJIBHOM IIafie)kKe HaMMEHOBAHME [ODKHOCTH DPYKOBOIWTENS, BKIIOYAIOLIEE
HAUMEHOBaHHME CTPYKTYPHOTO IIOAPa3AeeH s, GaMUIuio, HHUIIHAIEL. '

*AO «IIpoduns»
PyKoBOZIHUTEITIO JOTOBOPHO-
IIPaBOBOrO OT/AENa

®amunusa U.0.

IIpn pacceliKe OOKYMEHTA TpYIIe OpraHu3aldii OJHOI0 THIA HIH
B CTPYKTYpHBIE IIOApa3leNieHus OJHOM OpraHu3aluy, aapecaT YKa3bIBaeTCs
000011eHHO.

*PyKOBOAUTENSIM YIIPaBIE€HHHA
PocapxuBa

Ilpu paccelike JOKYMEHTa HE BCEM OpraHM3alMsM WIM CTPYKTYPHBIM
nofipa3fieleHusIM IOl PEeKBU3UTOM «Ajpecar» B CKOOKax yKa3bIBaeTCs:
«(110 crmUcKy)».

*PyKOBOJMTENSM J0YEPHUX
obmmectB AO «IIpodunby
(mo criucky)
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B ogHoM JIOKyMeHTe He HODKHO OBITH Oosiee deThipex azpecartoB. CiioBo
«Komus» mepes BTOPBIM, TPETHUM, YeTBEPTHIM aApecaTaMu He ykasbiBaercs. Ilpu
OoJbIIEM KOJMYECTBE a/IPecaToB COCTABIAETCS CIHCOK (JIMCT, YKa3aTelb)
PacCBUIKH JOKYMEHTa, Ha KaXXJOM JIOKyMEHTE YKa3bIBAaeTCs OAMH aapecar HIId
anpecar opopmigeTcs 0600mEeHHO.

B cocras pekBusuTa «AmpecaT» MOXKET BXOAWUTh IOYTOBBIM ajpec.
OneMeHTsl  IIOYTOBOTO  aipeca  YKas3blBAlOTCA B IIOCIENOBAaTelIbHOCTH,
ycraHoBieHHOM [IpaBuiiamMu oka3aHusi yCIIyr IIOYTOBOH CBSA3H, YTBEPKIEHHBIMH
npuKka3oM MHUHHCTEpCTBAa CBS3M U MAacCOBBIX KOMMYHHKalui Poccuiickoi

@eneparuu ot 31 uronst 2014 r. Ne 234, Hanpumep:

*BcepoccHiCKU HayqHO-
HUCCIIEI0BATEIbCKUN HHCTUTYT
JOKYMEHTOBEeHHUS
U apXMBHOTO JIeja
IIpodcoro3nas yiu., a. 82,
Mocksa, 117393

[TouToBBIM aapec MOXKET He YKa3blBaThCs B HOKYMEHTaX, HaIpaBlIsAeMBIX
B BRICIIME OpPraHbl BJACTH, BBIIIECTOSIINE OPraHM3allMH, INOIBEIOMCTBEHHBIE |
OpraHu3alMy M ITOCTOSHHBIM KOPPECIOHIEHTaM (3a MCKJIIOUEHUEM HallpaBICHUS
IKCceM YKa3aHHBIM ajipecaTtaM B KOHBEPTaX C IPO3PauHbIMH OKHAMH).

[Tpu agpecoBaHUH AOKYMEHTa (U3HYECKOMY JIHIly YKA3hIBAIOTCS: (haMuiIus
WHHIMAJIB], IIOYTOBBIN anapec.

*@amunua 1.0,
Canosas yi., 1. 5, kB. 12,
r. JIroGep1ibl,
Mocxosckas 06, 301264

IIpd oTHpaBke MHCEMA [0 3JEKTPOHHOH IOYTe MIH IO (aKCUMHIBHOH
ces3u (0e3 [OCBUIKM [0 IOYTE) IOYTOBBIA ampec He ykaspiaercs. [Ipu
HeoOXOOMMOCTH MOXET OBITh  yKa3aH D3IEKTPOHHBIA  agpec  (HOMeEp
Tenedona/paxca).

Bceepoccuiickuit Hay4HO-
HCCIIENOBATEIbCKUM HHCTUTYT
JOKYMEHTOBEACHHA H apXHBHOI'0
nena

mail@vNeiidad.ru
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4.3.9. I'pud yTBEpx/I€HUS IOKYMEHTA

JIOKYMEHT  YTBEpXKAAeTCs PEKTOpOM, JIHUAMH, YIOJHOMOYEHHBIMU
PEKTOPOM WM CIELMaTbHO H3ZaBacMbIM IOOKYMEHTOM (HampuMmep, NPUKa3oM).
IIpu yTBepxIeHMH TOKYMEHTA I'pud YTBEPKICHHS HOJDKEH COCTOSTH M3 CIOBA
YTBEPXJIAKO  (6e3  kaBbluek), HAaWMEHOBAaHHMS  JOJDKHOCTM  JIMIA,
YTBEP)KIAIOMIEro JOKYMEHT, €ro TIOJAMWCH, HMHULMAIOB, (GaMWIMd ¥ JaThl
YTBED>KICHHUA, HAapUMEP:

!

YTBEPXIAIO
Pexrop AI'Y um. B.H. Tatumena
H.0. ®amunus

Hara

I'pud yTBepx)IeHUs pa3MellaeTcss B MPAaBOM BepXHEM YTIIy IepBOro JIHCTa
nokymeHTa. CTpPOKM pEKBH3WTa BBIPABHHBAIOTCSH I[10 IJIEBOMY Kpaw HIH
LEHTPYIOTCS OTHOCUTENHHO CaMOii JJIMHHOM CTPOKH.

[Tpu yTBEpXKOCHUM NOKYMEHTa HECKOJIBKUMH JOJDKHOCTHBIMH JIML@MHU
UX IOAITMCH PacIIoNaraloT Ha OJHOM YPOBHE.

Ilpy yTBEPXKAEHWHM AOKYMEHTa [IOCTAHOBIEHUEM, DEIIEHWEM, IIPHKa30oM,
IpoTOKOJNIOM Tpud  yTBepkmeHus cocrour u3 ciaosa Y TBEPXJ/IEH
(VTBEPXXJIEHA, VYTBEPXJIEHLI wmu VTBEPXIEHO), nanmeHoBaHUS
YTBEPKAAIOMIEr0 JIOKYMEHT2 B TBOPHUTEIHLHOM IaJieXke, €ro NaThl, HOMeEpa.
Hanpumep:

YTBEPXIEH
y4€HBEIM COBETOM
npotokoi ot 05.04.2022 Ne 14

HIIH
YTBEPXJEHO
npuka3zom Pextopa AI'Y um. B.H. Tarumesa
ot 05.04.2022 Ne 08-01-01/71

B Ilpunoxernuu Ne 5 npuBesieHs! IOKYMEHTBI, IOUIEXAIIINE YTBEPKIECHHIO.

BHocuTh Kakue-Tub0o u3MeHeHUs U Jo0aBleHHs B yTBEP)KICHHBIE
JIOKyMeHThI 6e3 pa3penieHus Julia, IOANMUCABILErO JOKYMEHT, HE A0y CKAeTCs.

4.3.10. 3aroio0BOK K TEKCTY

3aroIoOBOK K TEKCTy BKIIOYaeT B cebs KpaTKoe cCoAep)KaHHEe JIOKYMEHTa.
3aronoBoK JoimkeH OBITH COrJIaCOBaH C HAMMEHOBAaHUEM B JOKYMEHTA.

3aroI0BOK MO>KET OTBE4YaTh Ha BOIIPOCHL:

0 4eM (0 koM)?, Hanpumep: IIprka3 o co3gaHuy aTTeCTallHOHHOH KOMHCCHH,

yero (xoro)?, wHampumep: JIODKHOCTHAs  HHCTPYKUMA  BEOYIIETO
CIIeL[MaINCTa.

3aroqoBoK K TeKCTy oGOpMIIseTcss [MOI PEeKBH3HTAMH OlaHKa Clesa,
OT rPaHMIIBI JIEBOTO IO,
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3arojloBOK K TEKCTy MOJXKET HE COCTABIATHCS, €CIM TEKCT AOKyMEHTa
He mpesbImaeT 4 - 5 cTpok

3aronoBok npuka3za opopmisercs mpudrom Times New Roman xerns Toro
Ke pa3Mepa YTO YU OCHOBHOM TEKCT, 4epe3 1 MeXCTPOUYHBIH UHTEPBAL. :

Touka B KOHIIE 3aroJIoBKa He CTaBUTCS. AO3allHEIM OTCTYII HE JeaeTCs.

4.3.11. TexcT 1OKyMeHTa

TekcT HOKyMEHTa COCTaBIAIOT Ha TOCYAapCTBEHHOM sA3bIKe Poccuiickoi
ODenepanum.

IIpu ynotpeGnesun B TekcTe haMuIUii JIML] MHULHANIBI YKa3bIBAKOTCS 110CTIe
baMuIHy.

B ofpamenud 10O JOHKHOCTH HAaMMEHOBAHHME JIOJDKHOCTH ITHMILETCS
C TmpomucHOH OGYKBE, B OOpamleHMH 1O GaMIIHM HMHULMATE  JIHNA
HE YKa3bIBaIOTCS.

Ecnu TEKCT COAEPIKUT HECKOJBKO PEIIeHUH, BBIBOJOB U T.I., TO €0 MOXHO
pa3buBaTh Ha pasfcisl, MMOAPA3IENbl, ITyHKTBI, KOTOPBIE HYMEPYIOT apabCKumu
1udpamu. YpoBHei pyOpuKaluu TeKCTa He JOKHO OBITh O0lee 4eThIpex.

B Tekcre NOKyMeHTa, TOATOTOBJIEHHOM H2 OCHOBaHHMM 3aKOHOIATeNBHBIX

HJIHA MHBIX HOPMATHBHBIX I[IPABOBBIX aKTOB, paHCC HM3JJaHHBIX PACIOPAOUTCIBHBIX

JIOKYMEHTOB, YKa3bIBAOTCS UX PEKBU3UTHI:

- HAWMEHOBaHHE [OKYMEHTa, HAaUMEHOBAaHUE OpraHu3alUy - aBTOpa
IOOKYMEHTa, JaTa JOKyMCHTa, PEeTrHCTPallMOHHBI HOMEp JOKYMEHTa, 3arojloBOK
K TEKCTY WJIM HAaUMEHOBaHHUE BUJA JOKYMEHTA;

- HAaWUMEHOBAaHHE OpraHW3allMM HMJIM JOJHKHOCTHOTO JIHLA, YTBEPAUBIIETO
IOKYMEHT, 1aTy YTBEPIK/ICHHUS JOKYMEHTA.

B npuxa3zax TeKCT H3jaraercd OT IEepBOro JIMIA €IMHCTBEHHOrO Yucia
(«TIpHKa3BIBAIO» ).

B I1moxymMeHTax KONJETrHalbHBIX M COBELIATEIbHBIX OpPraHOB TEKCT
M3Nnaraercsi OT  TPEThEro  JMIA  EOMHCTBEHHOro  49ucia  («KOJUIETHA...
IIOCT@HOBIIACT?, «COOPAHHE... PELIUIION).

B [10oKyMeHTax, yCTaHaBIMBAIOIIMX IIpaBa M OOS3aHHOCTH CTPYKTYPHBIX
noapasneneHuit (IoNoKeHne, MHCTPYKIMS), @ TaKKe COAEpKallMX OIMCaHWe
CUTyallMi, aHanu3 (PaKTOB WM BBIBOABI (aKT, CIpaBKa), HCIONb3yercs (Gopma
M3JI0KEHHUS TEKCTA OT TPETHETO JIMIA eJUHCTBEHHOIO M1 MHOXKECTBEHHOIO YHC/ia
(«otmen ocymecTBigSeT (QYHKLUHH...», «B COCTaB YIPABICHUS BXOZAT...»,
«KOMHUCCHS IIPOBEIIa IIPOBEPKY...»).

B COBMECTHBIX JIOKYMEHTaX TEeKCT U3JIaraeTcsd OT IIepBOro JIMIA
MHOKECTBEHHOI'0 YKCJIa («IIPUKA3BIBAEM», «PEILIAIN»).
| B nenoBsIx (Cy>ke0HBIX) TUChMaxX UCIIOIB3YIOTCS (POPMBI U3/I0KECHHS:

- OT IIEPBOr0 JIMI@a MHOXECTBEHHOrO YHMcia («IIPOCMM HAIMpPaBHTE...»,
«IIPEOCTABIISIEM Ha PACCMOTPEHHE. ..»);

- OT TpEeTbero JMIa  EAVHCTBEHHOro  d4uclia  (CYHHBEPCHTET
HE BO3PAXKAET...», YHUBEPCUTET CUMTAET BOZMOXKHBIM...»);

- OT IepBOro JMIA EJHHCTBEHHOTO YHCHa («CUHTAI0 HEOOXOIHMBIM...»,
«IIpefarar pacCMOTPETh...»), €CIHM IIMChMO o(opMIIeHO Ha OIaHKe.
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B Tekcrax OOKyMEHTOB YNOTPEeONSIOTCS TONBKO  OOILIENPUHATEHIE
ab6peBuaryps! ¥ rpaduyecKue COKpalleHus..
/ 4.3.12. OT™MeTKa O NIPUIIOKEHHHU

OTMeTKka O HaJMYUU TIPHIOKEHHUS COJAEPXKUT CBEIACHHUS O JOKYMEHTE
(moxyMeHTax), IpuIaraeMoM K OCHOBHOMY JIOKYMEHTY UJIM O TOM, YTO JOKYMEHT
SIBJISETCS IPUIOKEHHUEM K OCHOBHOMY JIOKYMEHTY.

B CONMPOBOIMTENEHEIX MHUCEMAaxX WU APYTMX HHOOPMALMOHHO-CIIPABOUHBIX
AOKyMEHTaX OTMETKa O HaIWYHMH TIPHIOKEHHA OQOPMIACTCA MOA TEKCTOM OT
IPaHUIIEI JIEBOTO OIS CIeAYIOIUM 06pa3oMm:

- €CIIH TIPUJIOKEHHUE HA3BAHO B TEKCTE!

[Ipunoxenue: Ha 2 1. B 1 3K3.

' - eCITU IIPUJIOKEHHE HE Ha3BaHO B TEKCTE WM €CITH NPUII0XKEHUI HECKOIIBKO,
YKa3pIBAIOT  HAa3BaHHUS  JOKYMEHTOB-IPUJIOKEHMH,  KOJIMYECTBO  JIMCTOB
U SK3EMIUISPOB KaXKIOTO IIPHIOKEHHU:

[Tpunoxenue: 1. [Tonoxenue o6 ornene Ha 5 1. B 1 3K3.
2. TlpaBuma mOATOTOBKM H  OQOPMJICHHS JOKYMEHTOB
yHUBepcUTeTa Ha 7 JI. B 2 3K3.

Ecnu npuioxeHus: COpONIIOPOBAHEI, TO YHUCIIO JUCTOB HE YKa3bIBAIOT.

Ecmi K [JOKYMEHTY IpWIaraloT JApYyrod [AOKYMEHT, TaKKe HMEIOIui
NPUIOKEHHE, OTMETKY O HAIMYHH IIPUIOXKEHHS O(QOPMISIOT ClIelyHOlUM
obpazom:

I[Ipunoxenue: nuceMo Pocapxusa ot 05.06.2003 Ne 02-6/172 u mpunoxeHune
K HeMy, BCero Ha 3 I

ITpunoxenue: numercs 6e3 ab3arHOro oTcTyna
Ecnu npuiioxeHue HANpaBIsSiOT He BO BCE yKa3aHHbBIE B JJOKYMEHTE aJipeca,
TO OTMETKY O €r0 HaJIMYHK OQOPMIISIFOT CICIYIOIUM 00pazoM:

IIpunoxxenue: Ha 3 J1. B 5 3K3. TOJBKO B MEPBBIH anpec.

B TekcTe DOKyMEHTa IIPH IIEPBOM YIIOMHHAHHH AOKYMEHTa-IPUIOKEHHS B
CKOOKax yKa3sIBaeTCs: ... (IpUIOKeHue) Wid ... (mpuinoxerne Ne 2);

Ha mepBoM mHCTe [OOKYMEHTA-IPHIOKEHHA B IIPABOM BEpXHEM YLy
ykaspiBaeTcs «[IpuiioskeHHe» C yKa3aHHEM HaMMEHOBAHMSA PacloOpSIUTENLHOIO
JIOKYMEHTA, €r0 IaThl ¥ PETHCTPALMOHHOIO HOMEPa, HalpuMep:

[Tpunoxenue 1
K IIpHUKa3y
or 05.06.2008 Ne 08-01-01/45

Ecnu npuioxennemM K  pacrnopAsmguTEeIbHOMY JOKYMEHTY  ABJIACTCHA
HOPMATHUBHEIM TNpaBOBOM aKT MM MHOH JOKYMEHT, YTBEpXXAaeMbld [aHHBIM
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PaCHIOPAIUTEIBHBIM JOKYMEHTOM, Ha [IEPBOM JIMCTE IIPUIIOKEHHSA [IPOCTABISAETCS
rpud YTBEpXOEHUS, B KOTOPOM YKAa3bIBAKOTCH JaHHBIE pPACIOPAAUTENILHOIO
IOKyMEHTa, KOTOPEIM YTBEPXKACH NOKYMEHT-IIPUIIOKEHHE, HATIPUMED:

VTBEPXIEHO
npukazom AI'Y um. B.H. Tarumena
ot 18.06.2022 Ne 08-01-01/67

CTpoKH PEeKBH3HTA BBIPABHUBAIOTCA I10 JIEBOMY KparO MJIM LCHTPUPYIOTCH
OTHOCHTEJIBHO CaMOU JJIMHHOM CTPOKH.

Eciu mipuioXeHHEM SBIAETCS OOOCOONEHHBIA 3JIEKTPOHHBIM HOCHTEIb
(xoMmakT-auck, USB-Gnen-HakomuTens 1 Ap.):

[Ipunoxenue:
CD B 1 3x3.

ITpu 5ToM Ha BKIajbimie (KOHBEPTE), B KOTOPBIH MOMEIIACTCA HOCHUTEIb, |
YKA3bIBAIOTCA HAMMEHOBAHUS JIOKYMEHTOB, 3allMCAHHBIX Ha HOCHTE]b, HMEHA
¢aiinos.

IIpy cO3AaHUM SIeKTPOHHOro noxymenta B COJl NpUIIOXKEHHE K HeMy
IOAKPEIUISETCS OTJENbHBIM [OKyMeHTOM. Ha mepBoM 1HCTe JOKYMEHTa-
MPUIIOXKEHNST B IIPABOM BepXHeM Yy ykaswiBaercss «lIpunoxenue» WM
«[TpunoxxeHue» ¢ yKa3aHUEM HAaUMEHOBAHUS PACIIOPSAUTEIIFHOTO TOKYMEHTE, Oe3
JIaThl ¥ PETUCTPAllMOHHOIO HOMEpa, HallpUMeEp:

[Tpunoxenue 2 K IpuKasy
WA

ITpunosxxenue 2 K IpUKasy
«O ueM...»
4.3.13. I'puc cornacoBaHus JOKyMEHTa
I'pud cornacoBaHuA MPOCTABIAETCA Ha HTOKYMEHTE B Cllydae €ro BHEIIHETO
corjacoBaHusi (COrVIacOBaHWE C OpraHaMi BJIACTH, HMHBIMH OpraHU3aLUsSMH,
JOJKHOCTHBIMH JIMIIAMH).
I'pud COrnacoBaHus B 3aBUCHMOCTH OT BMJA JOKYMEHTa M OCOOeHHOCTeH
ero o(opMIEHHs] MOKET IIPOCTABIATHCS:
— Ha NepBOM JIMCTE IOKyMeHTa (eciy JOKYMEHT MMEET THTYJbHbIA JIMCT,
Ha THTYJBHOM JINCTE) B JIEBOM BEPXHEM YIily Ha YPOBHE rpu¢a yTBepyKIeH!s Wi
T10/I HAUMEHOBAHUEM JIOKYMEHTA OITiKe K HIDKHEMY II0JI0);
— Ha TOCIEHEM JIUCTE JJOKYMEHTA 10l TEKCTOM;
— Ha JIUCTE COrJIacOBaHMs, SBIAIONIEMCS HEOTBEMIIEMON YacThIO NOKYMEHTA.
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I'pud cormacoBaHma OoKyMeHTa coctouT u3 ciosa COIVIACOBAHO,
JOMKHOCTH JIMIA, C KOTOPHLIM COTJIACOBaH AOKYMEHT (BKJIIOYas HAaUMEHOBAaHUE
OpraHu3alyu), TMYHOMH MOANKMCH, PaCIUIM(POBKY HOAMHUCH (MHULMATIOB, (aMUIIHIL)
Y IaThI COrVIACOBAHUS, HAIIPUMED:

COI'JTACOBAHO

Pextop ®@uHaHCOBOI akageMun

npu [TpaBurtensctBe Poccuiickoit Oenepanuu
(JTuunas nognucs) A.I'. Banosa

Jlata

Eclii COracoBaHHE OCYIIECTBISIOT IMCHMOM, MPOTOKONOM H Ap., Ipud
corsiacoBadusa 0OpPMIISIOT CIEAYIOLINM 00pazoM:

COI'JTACOBAHO
ITucemoMm Pocapxusa
ot 05.06.2003 Ne 430-162

Eciii TOKyMEHT MMeeT [Ba Ipu(a coriacoBaHHusf, TO HX pacrojaraioT Ha
OHOM ypOBHe. B OTHENBHBIX CIy4agx IpU HEOOXOAMMOCTH COTJIaCOBAHMSA
IOKYMEHTa C HECKOJBKMMM OpraHM3alUsSMU MOXET O(OpPMISTECS OT[ENbHbIA
JIACT COTIJIACOBAHUS.

BHemHee COIrIacoBaHWe€ B 3aBHCHMOCTH OT COJEp)KaHUA [JOKyMEHTa
OCYILECTBJISIETCS B Clle/lyIollell OuepeHOCTH: '

- ¢ BBIECTOSIIMMM  OpraHM3aluMsMM — B ChOy4asX, Korja
3aKOHOATeIbCTBOM IpefyCMaTpUBaeTCsa BO3MOKHOCTb COBEPIICHHS
YIPAB/IEHYECKUX JICHCTBHH TONBKO ¢ Pa3pelleHHs OTHX OPraHU3alnH;

- ¢ OOmIecTBEHHHIMH OPraHH3aLMSMH — B CIydYasX HEOOXOIHMMOCTH HIIH
B ClydasX, [PEAyCMOTPEHHBIX IOJOXKEHHAMH 00 OTHX OpraHu3aluix,
C OpraHaMH, OCYLIECTBJISIOMIMMH KOHTPOJIb (HAA30p) B ONpPe/IeTIeHHON 001acTH.

4.3.14. Buza
BHyTpeHHee COriiacoBaHue NOKyMeHTa OGOpPMIAIOT BH30H COITIACOBAHHMS
JOKyMeHTa (namee - BH3a), BKIOYaomed B ceOs JODKHOCTB, IOIIHCH

BH3UPYIOLIEro JOKYMEHT, pacmu(poBKy NOAMMCH (MHUIMANBL, (HaMUIHIO)
¥ IaTy moamucanus. Ha oGopoTHO# CTOPOHE IOCIEAHETO JIUCTa B BEPXHEH HaCTH.
Bu3bI pacIiojiararoTcst OjiHa 0] IPYTo# 1Mo UepapXuu JOJDKHOCTEH.

Hanpumep:

HagansHHUK FOPUIAUYECKOTO OTAENA JluuHas nOANUCH B./l. Byrun
Hata

[Ipy HaIMYUK 3aMeYaHuil K JOKYMEHTY BH3Y OGQOPMIAIOT CIeIyHoUHM

o0pa3zoM:
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3aMeuyaHus [IprIaraloTes

HauanpHuk IopUauyecKoro otTaena Jluunas noamnuce B.J. bynuun
Hata

3ameuaHusl M3/aramT Ha OTAEIBHOM JIACTE, MOANMCHIBAIOT U IIPUJIAraloT
K JOKyMeHTy. OTKa3 OT BU3UPOBAHUS HE JIOIYCKAETCH.

Jl1s ZOKyMeHTa, IOUIMHHUK KOTOPOTO OTIIPABIISIFOT U3 OPraHU3alliH, BU3EI
IPOCTAB/SIIOT B HIDKHEH 4YacTH IMIEBOM CTOPOHBI KOIMM OTIPABISEMOIO
JOKYMEHTA.

B cityyae coBmajieHdsl JOJDKHOCTHOTO JIMIA, BU3HMPYIOIIETO MPOEKT MpHUKa3a
¥ MCIIOJHUTENA €ro IOAIIUCH CTaBUTCA OUH pas.

B oanexTpoHHBIX HOOKyMeHTaX, co3maHHelx B C3J] BusupoBaHue
3aMHTEPECOBAHHEIMH JODKHOCTHBIMH JIMLAMH CTPYKTYPHBIX IIOAPAa3felIeHUN
VHuUBepcuTeTa, OCYIIECTBIACTCS IYTEM  COTJIACOBAHMA M TIOANMMCAHHA
BIIEKTPOHHON MOAMUCHI0, mocpencTBoM CO/L.

4.3.15. IToanuce

Ilogmuce -  oOs3aTenbHBII  PEeKBHU3UT  JOKyMeHTa.  J[OKYMEHTHI,
HaIpaBJIsieMbIe B OPraHbl FOCYJapCTBEHHOM BIACTH U YIIPAaBIEHUS, MUHUCTEPCTBA,
tbenepansubie arenTcTBa, denepansHbie CIIyXKObl, JPYrde OpraHu3alyuu OT UMEHH
VHuBepcuTeTa, MOANKUCHIBAIOTCS pekTopoM. IToAmucrIBaeTess EpBBIA SK3EMILISAP
JIIOKYMEHTA.

B cocras pexBusuta «lloanuce» BXoasT: HAUMEHOBAaHUE JOKHOCTH JIMIIA,
TIO/IIMCABINETO JOKYMeHT (IIOJIHOe, eCcik NOKyMeHT oopmMiIeH He  Ha OmaHke
VHHUBEPCUTETa, ¥  COKpAalleHHOE - Ha  JOKyMeHTe,  O(OPMICHHOM
Ha OyaHke); TWYHAs IOAMHKCH;, paciu(GpOBKa IOAMUCH (MHHLIUAIBI, (haMHIH),
HampuMmep:

Pextop

®I'BOY BO «ActpaxaHckuii

rocyapCTBEHHbIH

YHHBEPCHUTET UM.

B.H.TaTtumesa» JInyHas moanuch N.W. BanoB

WK Ha OJIaHKeE:

Pexrop JIvyHas MoAmrCh N.H. ViBaHOB

Eciu moxkymeHT odopmieH He Ha OlaHKe, B HAUMEHOBAHHUE JIO/DKHOCTH
BKJIIOUaeTCs HauMeHOBaHMWe opraHu3auuu. Jlomyckaercsa B pekBusute «lloamuce»
LEHTPUPOBATE HAWMEHOBAHUE MOJDKHOCTM JIMIA, IIOLIIMCABIIEIO OOKYMEHT,
OTHOCHUTEJIBHO caMOl AIMHHOM cTpoku. Hampumep:
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ITpopexTop
10 Hay4HOH paboTe JInunas noanuch M.H. Crenanos

[Ipy DOANMUCAHUM [JOKYMEHTa HECKOIBKUMH JOIDKHOCTHBIMH JIHIAMH
UX TIOAMNHMCH pacmojaraloT OAHY IIOo4 ApPYyrod B  IOC/IEJ0BaTENBHOCTH,
COOTBETCTBYIOIIEH 3aHMMAaEeMOM JOIKHOCTH, HAIIpUMED:

PekTop JIuyHag noAnucs .. NBanoB
I'maBHBIH OyXxrantep JIn4yHas NOAMHUCH H.B. Ilonesas

B 10KyMeHTax, COCTaBIeHHBIX KOMUCCHEH, yKa3bIBAIOT HE JO/DKHOCTH JIHII,
MOANKCHIBAIOIIMX JOKYMEHT, a HX O0f3aHHOCTH B COCTaBe KOMHCCHH
B COOTBETCTBHUH C pacnupeneaeHueM, HanpuMep:

IIpencenarens komuccuu JInuHas NMOANKUCH H.B. I'ypesHOB

UJreHBIl KOMHUCCHH JlnyHag noAnucsy A.H. Cokosa
JInyHag moaAnUcChH A.C. KpacaBuH
JInuHas MOANHUCH O.U. PrickoB

_ Ilpy moammcaHMd  JAOKyMeHTa  (KpoMe  IIpHKasa) IPOPEKTOPOM
WM UCHOJHSIOMMM 00S3aHHOCTH PEKTOpa HE JOMYCKAeTCs IPOCTABIATH KOCYIO
HEPTY MM IIpeajiora «3a» nepen HauMCHOBAaHHCM IHNOJIDKHOCTH. B takom ciry4dyae
pexBu3uT «Iloanuch» 0GOpMIIACTCs CIEAYIOLIM 06pa3oM

H. o. pexropa JIM4Has OAIKCH H.H. Ilerpos

4.3.16. OtmeTrKa 00 3NEKTPOHHOM noanucu

Ormerka 00 3JI€KTPOHHOM IOANMCH HCIIOJIB3YyEeTCA NP BH3YalH3ALHU
5JEKTPOHHOrO  JOKYMEHTa,  IIOAMMCAHHOIO  3JIEKTPOHHOH  IOJIUCEIO,
¢ coOIII0IeHHEM ClielyIouX TpeboBaHui:

a) MeCTO pa3MelleHHs OTMETKH 00 OICKTPOHHOH IIOJIHCH AOJIKHBI
COOTBETCTBOBATH  MECTY  pa3MelieHusi  COOCTBEHHOPYYHOM  IIOAIHUCH
B AHAJIOTMYHOM JOKyMEHTE Ha OyMaxXHOM HOCHUTEIIE;

6) 37€MeHTBl OTMETKH 00 37EKTPOHHOM MONUCH J0JKHEI OBITE BUAUMBIMH
¥ YATAEMBIMH NP OTOOPaXKSHUH JOKYMEHTa B HATypallbHOM pasMepe;

_ B) DIEMEHTHl OTMETKM 00 OJJIEKTPOHHOH MOANMCH HE  [IOJKHBI
MepeKpPHIBATHCS WM HAKIIAABIBATECS APYT Ha ApyTa;

r) 3J€MEHTHl OTMETKM 00 3JeKTPOHHOM MOANUCH HE JOJIKHBI NEPEKPHIBATE
3IEMEHTBI TEKCTa JOKYMEHTa M JAPyTHe OTMETKH 00 3JIEKTPOHHOH moamucy (mpu
HaJTHYMH).
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OtmeTka 00 SIIEKTPOHHOH ITOAITHCH B COOTBETCTBHHU
C 3aKoHOJATeNsCcTBOM Poccuiickoii Denepanuu BKIodaeT ¢paszy «JloKyMeHT
MOJNKCaH 3JIEKTPOHHOM IOANMCHIO», HOMEP CepTUdUKaTa KIHo4Ya JIEKTPOHHOM
noxnvcy, haMuiInioo, MMs, OTYECTBO BIaAeNbla CEPTU(GUKATA, CPOK HCHCTBHUA
ceprudUKaTa KIr04a 3JIeKTPOHHOU moanucu. OTMeTKa 06 SNEKTPOHHON MOAMHCH
MOKET BK/IIOYaTh M300paxkeHue repba, oMOIeMbl opraHa BacTH (OpraHu3alluy),
TOBApHOTrO « 3Haka (3HaKa OOCIYXXMBaHWs) OPraHM3alU¥ B COOTBETCTBUH
C ICHCTBYIONIMM 3aKOHOAATENECTBOM, HAIIPUMeEp:

3M6nema [IOKYMEHT MO/MACAH

raHa
Opraa - ofIEKTPOHHOM MOANUCHI0

HAMMEHOBAHHE | (or bk 1a111222000000000011 H.H. Hnkonaes

ACNIKHOCTH Bnagenel, Hukonaes Huxonai Hrkonaesmy
NleictButeneH ¢ 01.12.2012 no 01.12.2017

4.3.17. Ileuats
_ IleuaTs  3aBepseT  NOAMMHHOCTH  IONIMCH  JO/DKHOCTHOTO — JIMIA
Ha JOKyMEHTAax, YZI0CTOBEPSIOIIMX MpaBa UL, QUKCHPYIOLMX (aKThl, CBI3aHHBIE
C Q)HHHHCOBBIMH CpeacTrBaMi, d TaKXC Ha HHBIX HJOKYMEHTAX,
IpeIyCMaTPUBAIOIIMX 3aBEPEHUE TTOTUHHOMN ITOAITHCH.

JIOKYMEHTLI 3aBEpSIOT IeyaThlo opraHuzalnuy. IleuaTero OpraHu3aluu
¢ Bocrmpou3BeaeHHeM ILocymapcrBenHoro I'epba Poccuiickoit @enepaiuu
[IPOCTABIAETCA B COOTBETCTBHM ¢ 3akoHomarenbcTBoM (IMpuiokenne Ne6).
[TpOCTEHIMH INTAMIAMH, BOCIIPOM3BOASIIMMH HAaMMEHOBaHHE YHHBEPCHTETA
¥ CTPYKTYPHOTO IMOZpa3/eNeHus, y10CTOBEPSIOTCS JOKYMEHThI, HAlpaB/seMbIe B
CTOPOHHME OpraHU3aLMK 34 NOJMUCHI0 PYKOBOAMTENEH MoApaszeneHui. Ileuars
TIIPOCTABIISETCS, HE 3aXBATHIBAS COOCTBEHHOPYYHOM MOAIMCH JIHLA, IOANMCABIIETO
JOKYMEHT, WM B mecte, obosHayenHoM «MID» («Mecto meuarn»). Ilepeuens
MOApa3fieNieH!ii ¥ HAUMeHOBaHHe [JOKYMEHTOB Ha KOTOPBIX MPOCTABILIOTCA
[1€9aTH, [ITAMITE] YCTaHABIMBAETCS OTAEIBHBIM JOKAIbHBIM aKTOM YHUBEPCHTETA.

4.3.18. OrmeTka 00 MCIIOJIHUTENE JOKYMEHTA

OrmeTka 06 HCIIOTHMTENE BKIOYaeT B ceOs aMHiIMIO, UMsl ¥ OTYECTBO
(Ip¥ HAMAYMK) MCIIOMHUTENA HOKyMEHTa, HOMED €ro CIyxebHoro (uiu COTOBOTO)
tenepona. OTmeTka 00 HCIONHUTENE MOXKET JOMOJHATHCA HAMMEHOBAHHEM
NOMKHOCTH, CTPYKTYPHOIO  TIOApasfeleHHs M  OIEKTPOHHBIM  aApecoM
HCIIOJIHUTCIA.

OrMmeTka 00 ucrnonuurene ohopMiIsSeTcs Ha JHUIEBOH CTOPOHE IOCICAHErO0
JIECTa JOKYMEHTA OT TPAHUIIBI JIEBOTO I10JI MM, IPH OTCYTCTBHH MECTa, - HA
000pOTHO# CTOPOHE BHU3Y CIIEBA.

OTMeTKa 00 HCIIONHHUTENIE MOXKET O(QOPMIATHECA KaK HHXXKHHH KOIOHTHTYII
# nevaraThes mpudTom (11-12 kersp) MEHBIIETO pa3Mepa.

Hanpumep:

HBanosa Mapust CepreeBHa, YpaBlieHUE ACIaMH,

BeylIMiA crienmanuct, +7(8512) 24-45-67, ivaNeovame@gov.ru
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WA

HBanosa Mapus: CepreeBHa

+7(8512) 24-45-67

4.3.19. OTmeTKa 0 3aBepeHUH KOIIHH

_ OtrmeTka © 3aBepeHMHM KONMH OQOPMIISCTCS M IIOATBEPKACHMA
COOTBETCTBHUS KONMH JOKyMeHT2 (BBEIMMCKM W3 JOKYMEHTa) IIOMJIMHHUKY
nokymenTta. OTMeTKa O 3aBEpeHMM KOIMHM IIPOCTABISAETCA IIOA PEKBU3UTOM
IOANMCE» M BKIIOYAeT CI0BO «BepHo», HAaMMEHOBAaHHME MO/DKHOCTH JHIA,
3aBEpUBIIETO KOIMIO, €ro COGCTBEHHOPYYHYIO TOAIMCEH; PACIIM(pPOBKY MOLIUCH
(uHuimanel, (aMHUIMIO); OaTy 3aBEpeHHs KONMM (BBIIMCKM U3 JIOKYMEHTA),
HanpHUMep:

Bepno

HavanpHuk obmiero otaena  JIuyHas NOANKCH .. MsanoB

Jlara

IMoanuce 3aBepseTcs IIeYaThio OpPraHM3alvu C  BOCIHPOU3BEACHUEM
IocynapcreenHoro I'epba  Poccuiickoi  @expepanmu  WIH  IITaMIaMH,
BOCIIPDOM3BOJSIIMMH  HAHMCHOBaHHE  YHHBEpPCHTETA M CTPYKTYPHOIO
noapasieeHus.

Jlns mpocTaBieHHsT OTMETKH O 3aBEPEHHM KOMMH MOXXET HCIOJIb30BaThCA
HITaMII.

Ha xomnustix MHOTOCTPaHMYHBIX JOKYMEHTOB OTMETKA O 3aBEPEHUM KOIIMH
IpOCTABIsSETCA HA KaXIOM JIMCTE JIOKYMEHTa HIH Ha IOCIENHEM JHCTe
[POIIXTOrO WM CKPEIIEHHOTO UHBIM 00pa3oM JI0KyMeHTa.

4.3.20. OTMeTKa O MOCTYIUICHUM JOKYMEHTa

OTMETKA O MOCTYIUIEHHH JOKYMEHTA CIy>KMT NSl MOATBepxkaeHus (axra
INOCTYIIIEHHUA JIOK'_YMCHTEI B opraﬂmaumo U BKIIHOUAET [OaTy I[NOCTYIUICHHUA
¥ BXO/IIMHA PEervcTPAalMOHHBIH HOMep nokyMmeHTa. OTMETKa O MOCTYILUIEHWH
IOKYMEHTA IIPOCTABISIETCS C TOMOILBIO IITaMIIA.

4.3.21. Pesomous

Pe3omoLusi COEPKAT yKa3aHHe M0 HCIIOJHEHWIO NOKYMEHTa. Pesomouus
obopmisiercs Ha cBOOGOAHOM MecTe paGodero mojs AOKyMeHTa Wik Ha ONaHke
pEe30MIOLMH, M 3aTeM BHOCHTCH HENOCPEICTBCHHO B CHCTEMY 3JIEKTPOHHOIO
mokymeHToobopora, Wi cpasy odopmigercs B CI/I, ecinu NOKYMEHT HE HMECT
OYMa)KHOTO HOCHTEIIS MM IOKYMEHT He SIBIISIETCS CPOIHBIM.

Pesomommsi BKiIO4aeT B cebs  (hamuiMu, HHULMANBl HCIOJHHUTEJeH,
[OAIHCH, NPH HEOOXOIHWMOCTH, COACPKAHHE TMOPYYeHHS, CPOK HCIOIHEHHA
U 1aTy, HallpuMep:

f

Kupumnnosa IO,

Mapxos ['.B

IIponry noAroTOBHUTE POEKT
norosopa ¢ KoncanTuHroBou
rpynmoit « TEPMUKA»

k 05.10.2022

JlugHag noanucsk, Jlara
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Jomyckaercs odopMIeHHE Ppe30NIOLMA Ha OTACIBHOM JucCTe (JIMCT
PE3OIIOLIHH ).

4.3.22. OTMeTKa 0 KOHTpOJIE

OTMETKY O KOHTpOJIE 3a HCIIOJHEHHEM JI0KyMeHTa 0003HayawT OyKBOH
«K», cmoBoM uiH mtaMnoM «KOHTPONE» U MPOCTABIIAIOT B IPABOM BEPXHEM YIUIY
IOKyMeHTa. Takxe OTMETKZ O KOHTpoJe MOXeT OQOpMISTECS —Ccpasy
B COJl, ecnmu HOKyMEHT He HMeeT OyMaXHOrO HOCHMTENsS WIH JIOKYMEHT
HE 4BJIIETCS CPOYHBIM.

774.3.23 OTMeTKa 0 HalpaBlIeHWH JOKYMEHTa B J€JI0

OTMeTKa O HampaBIEeHHH JOKYMEHTA B JE0 ONpENeNseT MECTO XpaHEHHMS
JOKYMEHTA IToCie 3aBepiieHus paboTel ¢ HUM M BKIOUAeT: ciioBa «B menoy,
HHIOEKC Jejla 10 HOMEHKIAType Mel, B KOTOPOE IIOMEIIAeTCs JOKYMEHT .
Ha XpaHeHHWe, C YyKa3aHHWeM Troja, AOKHOCTH JHIa, OQOPMHBIIEI0 OTMETKY,
noanucH, gatel. Hanpumep:
B neno Ne 08-01-09 3a 2019 1.
HavanpHuk o0miero otaena
IMTonmucs JlaTa
OtMmeTka 0 HanpaBICHUH JOKYMEHTA B €10 MOXKET HOIOJHATHCS KPATKUMHU
CBEICHHUAMMU O XapaKkTepe UCIIOTHECHUS JOKYMEHTA.

4.4. OcoOcHHOCTH TIOATOTOBKM H OGMOPMICHHA OTACTBHBIX BHIOB
IOKYMEHTOB
' 4.4.1. Ilpukas

[Ipuka3z — HOPMATHUBHBIN aKT, U3/{aBaeMbli PEKTOPOM WU IIPOPEKTOPOM IO
l'IOpyT-IE‘,HPIIO per:ropa Al penIeHrUs OCHOBHBIX U OINEPATHBHBIX 3a1d4, CTOHLHHX
nepes Y HUBEPCUTETOM.

[Tpukasel goipkHBEL OQopMIIATECH Ha OnaHke VYHHBepcuTeTa M HMETh
YCTAHOBJIEHHBIN KOMIUIEKC 00S13aTeIbHEIX PEKBUBUTOB U CTAOMIIBHBIN MOPSIOK HX
pacronoxxenus (IIpunoxerue Ne 4). IIpukasel kagpoBele o mpueme Ha paborty,
YBONIBHCHMHM, TICPEBOAC, IMOOIIPEHUAX, IPHKa3bl 00 OTIycKax, KOMaHIMPOBKAX
paGoTHHKOB, OGOPMIISIIOTCS B YHHBepcHTeTe Ha OnaHKaX yHU(DUIMPOBAHHBIX
dbopm, yreepxaeHnsix [Toctanosnenuem ['ockomctara PO.

IIpuka3sbl oapasaessroTes Ha:

= ITPUKA3kbl 110 OCHOBHOM ACATCIIbBHOCTH,

- IIPUKA3bl 10 TUYHOMY COCTaBY COTPYAHHUKOB;

- IPUKa3Bbl O NPEAOCTaBICHUH COTPYIHUKAM OTITYCKOB,;

- IPHKAa36l O KOMaH/IMPOBKaX COTPYTHHKOB,

- MpPHKA3bl II0 JHYHOMY COCTaBy CTYAEHTOB (3a4HCIIEHHE, OTYHCIECHHE,
TIepeBo.l C Kypca Ha Kype, CMeHa (paMUIIiK);

- IIPHUKa3sl 110 CTYOEHTaM (CTHIICH,E[HH, MaTepHalibHas NMOMOIIb, 3aCEICHHUE
B OOIIEXHUTHI, HAIpPaBIE€HHd HA [PAKTHKY, yTeps CTYAEHUYECKHX OHIEeTOB
Y 3a4eTHBIX KHUKEK);
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- MPUKa3bl 1O JIMYHOMY COCTAaBy MHOCTPAHHBIX CTYJEHTOB (3adMCiieHHe,
OTYHCJIeHHEe, IIepeBOJl C Kypca Ha Kype, CMeHa (GaMWIMM, 3aceleHue
B O0LIE)KUTHE).

- Ilpoexkt mpukasa pa3pabaTeIBa€TCA CTPYKTYPHBIMH IOApa3Ae/IeHUAMH
TI0 IOPYYESHHIO PYKOBOACTBA WIH IT0 COOCTBEHHOH HHUIMATHUBRE HA OYMa)KHOM HIIH
SJIEKTPOHHOM HOCHTENe ¢ COOMIIONeHHEM YCTaHOBJCHHBIX NpaBHI O0GOPMICHHL
OOKYMEHTOB.

[TogroroBka IpuKasa BKIO4YaeT B cels: MMOATOTOBKY IIPOEKTa IPHUKAa3a;
COTJIaCOBaHHE IPOEKTa; MOANHCAHHE PEKTOPOM HIIH IIPOPEKTOPOM, PETMCTPALHIO.

CornacoBanue TMpoeKTa MPHUKA3a OCYILECTBISETCS IIYyTeM BH3MPOBAHHS.
Bu3upyIoT NpOeKT HCIIONHUTENb, PYKOBOJUTENs CTPYKTYPHOIO IOApa3sfieleHus,
BHOCAILETO IIPOEKT, MPOPEKTOP IO KypHpyeMOMY HampasileHHIO. I[IpoeKTbl
[IPUKA30B, UCIIOJIHEHHe KOTOpBIX TpeOyeT ()MHAHCOBOIro o0ecrieYeHus, BU3UPYET

Ha4vaJIbHHUK @HH&HCOBO-BKOHOMH‘WCKOFO YIIPpaBJIICHHA.

ITpoeKThl MpHKa30B, JOKYMEHTALMs HOPMAaTHBHOIO XapakTepa (I0NI0XKeHHS,
MopsiiIkKM ¥ T.JI.) 3@ HCKJIOYEHHEM  IIPHKa30B,  PEraMEeHTHPYIOLIMX
o0pa3oBaTe/bHYIO  ACATENBHOCTh, BHU3UPYIOTCH HAa4YaJbHHKOM  YNpPaBICHHA
IIPaBOBOTO H OPTaHU3aLIMOHHOIO 0OeCIeYeHHU.

; Eciu B mporecce coriacoBaHus B IIPOEKT IIPHKa3a BHOCATCH M3MEHEHHS,
MEHSIOIIUE CYTh COACPXKaHMUA JOKYMEHTa, TO OH IIOJJCIKHT IIOBTOPHOMY
COTJIaCOBAHHIO.

ObecrnieyeHue  Ka4eCTBEHHOH  NOJATOTOBKM  IIPOEKTOB  IIPUKA30B
U UX COIJacoBaHHE C 3aMHTEPECOBAHHBIMH CTPYKTYPHBIMH IOIPa3NeNeHUAMU
BO3JIaraercst Ha PyKOBOJHUTENEH CTPYKTYypHBIX IOApa3/eNeHuH, KOTOPbIE TOTOBAT

TIPOEKT MpHUKa3a.

Cpok paccMOTpeHHs U cOoriiacoBaHus (BU3MPOBAHUsI) ITPOEKTA [IpUKa3a, KakK
MIPaBUJIO, HE JOKEH IIPEBHIIATh TPeX padouux JHEH.
ITpOEKTEI MPHKA30B CO BCEMH HEOOXOAMMBIMH IOJAMUCSIMH HAINPABISIOTCS

B 00mmIuii OTHEN.

[Iprka3 OOKEH UMETh 3aroJ0BOK. 3arojIOBOK K IPHKa3y I€4aTaeTcs 4epes
OOHH MEXCTPOYHBIA HMHTEpBall I07 PEKBHU3UTaMH OllaHKa ClieBa OT TI'PaHHIBI
neBoro moiisi. Touyka B KOHIIE 3arojOBKa HE CTAaBUTCH. 3arojOBOK K IPHKa3y
bopmynupyetcs ¢ npegyorom "O" ("O6"), orBedaeT Ha BONPOC «O 4eM?», KPaTKO
¥ TOYHO OTpaXkasi COJIEp)KaHMe TeKCTa IIpUKa3a.

Hanpumep: O6 yrBepxaenun..., O perucrpanui..., O cozganum...

3aroJI0BOK MOXET He COCTaBIATHCS, €CIIM TEKCT NpUKa3a He NpeBblmaeT 4-5
CTPOK.

OdopmnsieTcs Ipuka3z Ha OJaHKE U JOJDKEH MMETh CIEIYIOIINE PEKBU3UTEL:
Ha3BaHWE  BHAAa  JIOKYMeHTa, [JaTy, HOMep  IIPMKa3a,  3arojloBOK
(npu HEeoOXOAMMOCTH), TEKCT, MOJIIMCh, BU3Bl COIJIACOBAaHUS, MOXET HMETh
OTMETKY 00 UCTIOJHUTEIIE. |

TexcT mpuKa3za COCTOMT M3  OBYX  YacTel:  KOHCTaTUPYIOIEH
Y pacropsauTeIbHOM.

B koHcTaTHpyIOlleld YacTH KPaTKO YKa3blBae€TCsi OCHOBAHME, NPUYHMHA HIIH
LUeNb M3TAaHHS JOKYMEHTa, MH3JIaraloTcsl ILedH M 3a7a4d  [PeNUCEIBAEMBIX
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neicTBuUM, GaKThl ¥ COOBITHSA, MOCIY)KUBIIKE PAYHUHOMN U3/IaHKs IPUKa3a.

PacropsiiuTensHas uacTh OTHENsS€TCS OT KOHCTATHUPYIOUIEH CIIOBOM
[TPUKA3BIBAIO. Ilocne cioa [TPUUKA3BIBAIO craBurca aBoeToume. Texcr
PACTIOPSAMTENBHON YaCTH JENUTCS HA MYHKTH, B KOTOPHIX YKA3LIBAIOTCS
MCIIOJIHUTENH, KOHKPETHbIE ACHCTBHA H CPOKHM HCIOJHEHHS MPEeAIHCHIBAEMBIX
JIeHCTBUM. IIpenmnucsiBaemMoe JencTBue BLIP@XXAETCS I71aroJoM
B HeomnpeneneHHod ¢opme. He pmomyckaercss ymoTpeOnsTh HEKOHKPETHEIE
BEIPQXCHMs THIA "yCHiMTh", "yckopuTs', "oOecneuuTh B Kpardaimime Cpoku'.
Ecnn npukas 1omnosHseT, OTMEHSIET WM M3MEHSET paHee M3IaHHBIE IPUKA3hl WK
WX OT[ENbHBIC IIYHKTBI, 3TO OTrOBAPHBAETCS B TEKCTE. B IIOCTeNHEM IIYHKTE
pPacnopsAMTETBHOM YacTH NPHKa3a yKa3bIBaeTCs MOJKHOCTHOE JIMIIO, HA KOTOPOE
BO3J1araeTcs KOHTPOJIbL 3a UCIIOJIHEHUEM IIpuKa3a B 1esnoM. Hanpumep, «KoHTpons
3a MCIIOJIHCHHMEM IPHMKA3a OCTaBJIAIO 3a coboity. Ecnu mpukas BBOOUT B JeHCTBUE
Kakue-1ub0 JOKyMeHTH! (MHCTPYKIMH, OJOKEHHS), TO OHE OQOPMIISIOTCS B BUAE
IPUIOKEHHUS K IPUKa3y.

ITPUKA3BIBAIO: odopmiasercs 3arIaBHBIMH OyKBaMH  IOJYXHPHBIM
HayepTaHHeM ¥ 0QOPMIISIETCS Ha OTACIBEHOM CTPOKE.

K mpukasy HeOOXONMMO IIPHKIAABIBATh CIIHCOK PpACCBUIKM, KOTOPEIM

IOTOBUTCS HCIONHUTeNeM W odopmigeTcs HA OTAEILHOM JHCTE WU
IIPUKPEILIAETCS OTACHBbHBIM [OKYMEHTOM B TIpHKa3aX, co3maHHeIX B COJI,
BU3UPYETCSl HWJIK IOIIMCBIBAETCA 3JIEKTPOHHON MOAMUCHI0 MHUIIMATOPOM IIpHKa3a.
Ecnu mpukassl HMEIOT OJMHAKOBOE COACP)KaHHE H CIIMCOK PACCHIIKH, TO CIIMCOK
MOXET OQOPMIIATECSA Ha BU NPHKa3a, M HAIPABIATHCSA B OOIIMNA OTIEN C MEPBRIM
TaKUM IIPUKa30M.
: OcHopanyeM Ui H30aHMS IIPUKa3a MOXKET CIIY)KHTh PaCIOpPSAMTEIbHBIH
OOKYMEHT, TIHCbMa  BBIIECTOAIIMX  OpraHu3aluif, NHCbMa  CTOPOHHHX
OpraHM3alyi, peleHus COBETOB, IIPOTOKOJIBI COBEIIaHNM, 3aceNanuii, cayKeOHble
3alIUCKHU, 3asBIIEHUS COTPYIHUKOB.

- OcHOBaHME WM3[aHME [IpUKa3a OTpaxaeTcs B mnpeambyne K IpuKasy,
3a MCKIIIOYEHHEM IIPHKA30B I10 JIMYHOMY cOocCTaBy. [ 1€ OCHOBaHHE pacrojaraercs
noc/ie PpaclopsOUTENbHON YacTH IIPHKa3a H BBIASIAETCS KPacHOH CTPOKOHM.
Hanpumep:

«OcHoBanue: [Tucemo Muno6puayku PO ot 05.06.2022 Ne00-000.

IlonroroBka mpHMKa30B O KOMAaHIUPOBKAX COTPYAHHKOB OCYLIECTBIISETCS
B COOTBETCTBMHM C IloloXKeHHeM O CHoy>XKeOHBIX KOMaHAMPOBKaX pabOTHUKORB
YHUBEPCUTETA.

IlopmucanHble  NpPUKasel  PEerHCTPUPYIOTCS B OOmIeM  OTAene
M HyMEPYIOTCsI IIOPsIIKOBBIMM HOMEpPAMH B IIpE/ieNiax KaJeHIapHOro roja.

IIpuka3saMy 110 OCHOBHOM OESTENBHOCTH HOKYMEHTAJILHO O(OpPMIISIOTCS:
O IIPOBEJECHUE MEPOIPHUATHH, KOH(EepeHLMH, CEMHUHAPOB, OJIMMITHAM, JIEKI[Hi
Hp.;

- 00 M3MECHEHMH LITATHOTIO paCIHCAHHS,
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- 00 yTBepXKIOECHHH IOJIOXKEHHUM, PErIAMEHTOB, HOPMATUBHBIX JOKYMEHTOB

By34a U T.II.,
- O CO3JaHUM KoMmuccui, o cocraBe xomuccuii (MAK, cTUneHAuAaNBHBIX

1 71p.);

- 0 pacnpeneneHUH MOTHOMOYUN U MOANHUCAaHHH JOKYMEHTOB,;

- 00 yTBEepXIEHUH JOIMOTHUTENBHLIX IPO(ECCHOHATEHEIX IPOrPaMM,
JIOTIONTHATENBHBIX 00UIEPA3BUBAIONIMX IPOrPaMM H T.IL.;

- 0 peanu3alUW JONOJHUTENBHBIX IMPO(GECCHOHANBHEIX IPOrPaMM,
IONOIHUTENBHBIX 00Iepa3BUBAIOIINX IPOTPAaMM M T.IL.;
_ - o0 yTBEpKIEHHHM IIOJIOKEHMS O EAMHOM 3aKyIOYHOM KOMMCCHH
H ee COCTaBa, 00 OTMeHe 3aKyIOK, 00 YTBEP)KACHUH IUIAHA 3aKYIOK H T.IL.;

- 006 obbsiBienny BEIOOPOB (3aB. Kaheapoi, 1eKkana);

- 00 yTBepi/1eHHH NPEUCKYPaHTA IICH;

- 0 BO3BpaTe 00ECIICYECHHS HCTIONHEHHS MPaXKJaHCKO-TIPaBOBOIO J0r0BOPa;

- 0 KBOTHPOBaHHM pabouyux MecT;

- 0 IIpHeMe Jenerauuit (MHOCTPaHHBIX B TOM YHCIIE);

- 0 Ha3HAYEeHHH OTBETCTBEHHBIX JIMII;

- JIpyrue BOIPOCHI.

[TpukazsaMu 1O JHYHOMY COCTaBY COTPYAHMKOB JIOKYMEHTAIBHO
odopmIArOTCA:

- 0 IpueMe Ha pabory;

- 0 IEPEBOJIE Ha JIPYryto paborty;

- 00 yBOJIbHEHUH;

- O MOOLIPEHUH COTPYAHUKOB;

- Ipyrye BONpOCHI.

ITpukazamMu O  JIMYHOMY  COCTaBy  CTYAEHTOB  JIOKYMEHTAJEHO
oopMSFOTCSI:

- 0 3a4YHMCJICHHH;

- 00 OTYHCIIEHUY;

- 0 IIEPEBOJIE € Kypca Ha Kypc;

- 0 cMeHe haMuIIHH,

- 00 aKaIeMUYECKOM OTITYCKE;

- 0 gomycke k ' UA;

- 0 BOCCTAHOBJIEHUH;

- 0 BelZaye AyO/HKaTa JUIUIOMa HIIH MPHIIOKEHHUS K JUILIOMY;

- ApyTHe BOIIPOCHL.

ITpukazamu 10 CTyAeHTaM JOKYMEHTAIBHO 0()OPMIIAIOTCS:

- O CTHIEHIUH;

- 0 MaTePHAIBEHOH ITOMOIIH;

- 0 3aCelIeHUH B OOIIEXHUTHS U BBICEIEHUH U3 OOIIECKUTHS,

- 0 HaIlpaBJIEHUH HA IPAKTHKY;

- 00 yTepe cTyleHUeCKuX OMIIETOB U 3a4ETHBIX KHUKEK,

- 0 BO3BpATe JIEHEXHBIX CPEJICTB;

- IpYTHE BOMPOCHL.
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ITpuka3aMu 10 JIMYHOMY COCTaBY MHOCTPAHHBIX CTY/EHTOB JOKYMEHTAILHO
0 OPMIISIOTCS:

- 0 3a4YHCIICHHH;

- 00 oTYHCIIEHUH;

- 0 IIEpEBOJIE C Kypca Ha KypC;

- 0 cMeHe (haMHIIHH;

- 0 3aCeJICHUH B OOIIEKHUTHS U BEICEIICHUH H3 OOLIEHKHUTHS;

- IpyTHE BOIPOCHL.

Peructpamuss ¥ paccpUlka TIPUKA30B YHUBEPCUTETA OCYILECTBISETCS

4.4.2. PacnopsixeHue

Pacniopsixenne - pacIoOpAaAUTEIBHBIN IOKYMEHT, H3/1aBaeMbIH
IO BOIPOCAaM OINEPaTHBHOIO YIPABICHUS MOESITENbHOCTHIO YHHBEPCHTETA
(IpoBeleHME COBEWIAHMH, KOHGEPeHIUMH M T.JI.), a TAKXKE Ul OpraHu3aLuH
MCTIOJTHEHHA IPUKa30B, HHCTPYKLUMH U APYTHX HOPMATHBHBIX aKTOB.
' Pacriopsbkenre He  JODKHO  COAEpXKarh  TMpENNUCAaHMi, HOCAIINX
HOPMAaTUBHEBIH XapakTep.

PacriopsxeHreM Henb3s YTBEpXKIaTh M BBOJUTH B JACHCTBUE KaKue-IHO0
JIOKYMEHTHEI.

PacropsbkeHreM Henw3s JONONHATH, OTMEHSATh, M3MEHATH KakKue-JIH6o

TYHKTEI IIPUKA30B MIIH MIPUKA3HI B IIGIOM.

Pacnopsixenus u3narorcs:

- PEKTOpOM;

-JIALIOM, UCTIOTHAIOIINM 00s513aHHOCTH pexropa B cllyyae
€ro OTCYTCTBHUSA, HA3HAYECHHBIM IIPUKA30M;
! -IPOPCKTOPaMH 10  HANpPAaBIC€HHI0O B COOTBETCTBHH C  IEPEYHEM
KOOPIAMHUPYEMBIX CTPYKTYPHBIX IIOApa3feNeHuif, chepoii OTBETCTBEHHOCTH
H TIOPSIKOM 3aMEILEeHHUs, yTBEPIKIaeMBIMH [IPUKa30M Y HUBEPCHTETA.

Pacniopsikenus, HYXIAIOIIHeCs B WU3MEHEHUH (momonHenun)
WIM OTMEHE IOJUIeXAT U3MEHEHUIO (JOMONHEHHIO) WM OTMEHE IyTeM H3JaHus
PaCIIOPSDKEHUS.

Pacnopsoxenne medaraeTcs Ha yTBEpKACHHOM OllaHKe YHMBEpCHTETa
(mpunoxesne Ne 7). HWcrnonszoBaHue GJaHKOB — IIPOHM3BONILHOIN (hopMBI
3arpelnaeTcs.

PacrniopsikeHye NOKHO HMETh YCTAHOBJIEHHBIM KOMILIEKC OOS3aTeBHBIX
PCKBU3UTOB M CTaGMIIBHBIH NOPSAIOK MX PACIIONOKEHHs: JaTy, PerHCTPallAOHHbIA
HOMEp IOKyMEHTa, HAMMEHOBaHHKe (3ar0J0BOK K TEKCTY), TEKCT JOKYMEHTA.

Texcr noxymeHTa COCTOHT W3 KOHCTATHPYIOIMIEH MM PACIOPALHTEIBHOMN
yacTed. B KOHCTaTupyroLled dYacTy KpaTKO M3JIaraloTcsl Leau W 3ajadu
NPEAMHCHIBACMBIX NEHCTBUH, (aKThl MIH COOBITHSA, IOCILY)KMBIIME TMPUYHHOMR
M3/lanus pacrnopsbkeHus. Ecnu pacnopsbkeHHe M37aeTcss Ha OCHOBAHUM APYIoro
JOKyMeHTa, TO B mpeamOyje yKas3pIBaeTcs BHJ[ 3TOrO JOKYMEHTa, €ro aBTOp
(opranm3sanus), jata, HOMEp ¥ HaMEHOBaHUE.

B Tekcre pacHOpsSAMTENEHOM YacTH  YKa3bIBAIOTCS  HMCIIONHUTEIH,
KOHKPETHbIE NEeWCTBHA, CPOKHM HCIIOIHEHHs MNpPeaNHUChIBAeMBIX AelcTBuit. TexcT .

I
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i:acnopxxmenmoﬁ YacTH JeIUTCS Ha IYHKTHI, KOTOPEIE HYMEpYIOTCS apaOCKuMU
uubpamu.

IToqrotoBka u O(OpMIEHHUE paACIOPSDKEHHI IIPOBOAMTCA IO TEM K€
NpaBuilaM, YTO M IPUKa3, 3a HCKIIOYEHMEM TOTO, YTO B KOHIE IpeaMOyJibl
CTaBUTCS IBOSTOYHE, IIOCTIE YETO CIEAYIOT IIYHKTHI PACIIOPSAAMTENLHOH YaCTH.

k Hamnpuwmep:

B nemsx mcrmonHenuss npukaza pekropa PI'BOY BO «AI'Y um. B.H.
Tarnmesa» ot 22 asrycra 2024 r. «O0 opraHu3alMy W TPOBEACHHH KOHKypca
«JIyummii npenogasarens 2024 rogax:
1t 3aBenyromumM kadenp B cpox a0 10 centsOps 2024 r. mpeacTaBuTh CBOM
TpeaokKeH s 0 KaHIM/aTypax IpenogaBaTeneil I yUacTHs B KOHKypCe.
g

PacnopsoxeHys MOTYT HE MMETh TIpeamOyJIbL.

4.4.3. Axt

AKT - JOKYMEHT, COCTaBJIeHHBIH HECKOJBKUMHU JTULAMM
IUISL IOATBEPIKAEHHUS YCTAHOBIEHHOTO (haKTa, COOBITHS, ACHCTBHSL.

B 3aBHCHMOCTH OT Ha3HA4YeHHA aKTHl OBIBAIOT PA3IMYHBIX BH/OB: IIpPHEMa-
nepenavyy Oei, SKCIEPTH3bl, JIMKBHAALUWH, MPOBEICHMS HCIIBITAHUMA, CIIMCAHUSI
MaTepHaIbHBIX [IEHHOCTEH, HECYACTHBIX CIIy4YaeB M APYyTHE.

AKTBI COCTAaBISIOTCS KOMMCCHSIMH, B HEKOTOPBHIX CIyd4asX — OIHHM
MOIDKHOCTHBIM JIMLIOM (2KTBI IPOBEPOK, PeBH3Hit, 06CIe oBaHMiA).

Axr opopmnsiercst Ha obmem 6ranke M Ha yncTOM THcTe dopmara A4,
Akt BKmOYaeT B cebs cieayiollde PeKBH3UTHI HAMMEHOBAHHE OPraHM3alliH,
HAaMECHOBaHUE BH/A JIOKYMEHTa, IPU(] YTBEpKAeHUS, 3ar0JI0BOK K TEKCTY, TEKCT,
HOZIHCE.

' Jlata akra COOTBETCTBYyeT naTe akTupyemoro coGwrtus. Ecnu pabora
KOMHCCHM IIPOLOJDKANach HECKOJbKO [HEH, TO OaTa IHIIeTcs d4epe3 aeduc,
Hayajo ¥ OKOHYaHHue pabor.

TexcT akTa cOCTOMT U3 ABYX YacTel: BBOIHOM YacTH U KOHCTaTUPYIOLLIEH.

B BBOAHOW 4YacTM aKTa yKa3plBAalOT OCHOBAHHME A COCTABICHHMS aKTa,
[IEpEYUCNIAIOT  JIMI, COCTABMBIUMX aKT M IPHUCYTCTBYIOIUMX IPHU ITOM
(pezcenarens, 4IEHE KOMUCCHUH, IPUCYTCTRYIOIIHE).

B xoncTaTupyromieii 4acTu akTa M31araloT yCTaHOBJIEHHbIE (hAaKThI, BEIBOIbI
H 3aKMOYeHHsA. TeKCT axTa 3aKaH4YMBAETCS CBEACHHSAMHM O KOJIHMYECTBE
OK3eMIUIIPOB M MeCTe HX HaxoxaeHus. KoiumdectBo 5SK3eMIIISpoB akTa
ONPENETISCTCS KOIMYECTBOM 3aHHTEPECOBAHHBIX CTOPOH WJIM HOPMATHBHBIMH
JOKYMEHTaMH, PerlIaMeHTUPYIOIMMH cocTaBieHne akTa. Hanpumep:

CocraBieH B 3-x 9K3eMILIIpax:

1-# sKk3emMmIsIp — Oyxranrepus,

2-1 sK3emmsp — otaen M u IT/1,

3-¥ 3K3eMIIAp — QaKyIbTeT.

HekoTOpbIe aKThl IOIEKAT YTBEPIKACHUIO: H3NAHHEM PaCIIOPSAHTENEHOTO
JOKyMEHTa HJIH pPYKOBOAMTENEM, K KOMIIETEHIHH KOTOPOTrO OTHOCUTCH
COOEPIXaHUE aKTa.

AKT NOJNKCEIBAIOT BCE JTHLIA, IPHHHUMABIIHME YIACTHE B €I0 COCTABIECHHH.
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Ob6pazen dopmer akta npuseneH B [Ipumoxerun No 8.

4.4.4. CnyxxebHOE ITHCEMO

CnyxeOHBIe MUCBEMA TTOAPA3ALISAIOTCS HA HHOOPMALIMOHHEIE, rapaHTHITHEIE,
MUCEMa-3ampoCk], I[MMCEMA-OTBETHl, ITMCHEMA-NPUTTIAIIEHHS, COIPOBOJUTELHEIE
NHChMa-IIOATBEPKACHUSA, IHCbMa-HalOMHUHAHHA, [HMCHbMa-OTKa3bl, IHCbMa
npefynpex/ieHus], peKjiaMHEle, KOMMepYecKie, MHOIOACIIeKTHEIE U IPYTHE.

Jlns  cocraBneHus CiuyXeOHBIX TIIHCEM OT HMEHHM YHHBEPCHTETA
ucrons3yercss 6maHKk nuceMa YHuBepcureta ¢opmara A4 (IIpunoxenue
No 2, 3). TluceMa OT MMeHM YHHBEPCHTETa IIOIIMCHIBAET PEKTOpP, IPOPEKTOp
B COOTBETCTBHUHM C paclpeiesieHrneM O00sS3aHHOCTeM M WHBIE YIOJHOMOYEHHEIE
IOJDKHOCTHBIE JIHIIA.

Bcee MO CAHHEIE cryxebHbIe UcHEMa PETUCTPUPYIOTCS
B YIIOJTHOMOYEHHBIX CTPYKTYPHBIX IOJpa3/e/IeHUsIX YHUBEPCUTETa. Perucrpanms
OCYIIIECTBIAETCA B A€Hb UX NOANHUCAHUA WM Ha CICAYIOWHHA paboduii eHb.

Ilpu coctaBneHun nuceM OQOPMISAIOTCS PEKBH3MTHI: a[pecar, 3arojoBOK
K TEKCTY, TEKCT, IIOANKCh, OTMETKA 00 HCIIOIHUTENe, B HEOOXOMMUMBIX CIIydasx
OTMeTKa O NPWIOXeHMH. ECIM NHCHMO SBISETCS OTBETOM HA IOCTYIMBIIMH
3aIpOC MIM IIPOChOY, 3aroNHSAETCs PEeKBM3MT "CChLIKA Ha PErdCTpalMOHHbII
HOMEP H JaTy MOCTYIHBIIEro MuceMa.

B onaHOM muceMe HE JO/KHO OBITH GONee YeTHIpeX ajipecaroBs, NPH 3TOM

OCHOBHOﬁ aJip€CaT YKAa3bpIBa€TCA IIEPBBIM, OCTAJbHBIM ajpecaraM IIMCEMO

HaIpaB/IAeTCA AJIA CBEACHUA.

IIpu HeOOXOAUMOCTH HANIPABUThH MUCHMO GOJBIIEMY KOJHYECTBY apecaTos,
TOTOBHUTCSI CIIUCOK PACCBITIKM, H ITUCEMA PACCBHIIAIOTCS 10 CIIUCKY.

B nenoBoit nepenucke npuHATa GOpMa M3IOKEHHs TEKCTA OT MEPBOTO JIHIA
MHOXXECTBEHHOI'O YHUCJIA.

' TexcT muckMa usnaraercs:

or l-ro muua muoxecrsensoro umena ("mpocum ...", "mpenmaraem ..",
"HaroMuHaeM ...");

OT 3-r0 /uua eAMHCTBEHHOro Yucia ("YHMBEPCHTET CUMTAET BO3MOMKHBIM

', "YHUBEPCHUTET HE pacmojiaraeT BO3MOXXHOCTBIO ...")

[Ipoext cnyxe6HOro mnmceMa TOTOBUTCS B ABYX OK3EMIUIIpAaX: OMH
3K3EMILIAP opopmiseTcs Ha OnaHKe, BTOPOM dK3EMIUIAD, IpeIHA3HAYCHHbIH MIJIs
BH3HPOBAHHS - HA CTAHJJAPTHBIX JIMCTAX OyMaru.

CnyxebHOe nNHMCBMO [0 TIPEACTABIEHMS HA IOANHCH MAOIKHO OBITH
COTJIACOBAHO (3aBU3MPOBAHO) CO BCEMH 3aMHTEPECOBAHHBIMH JTHAIAMH.

" ITociie MOAMKCAHMA IHCEMA M €0 PerHCTPALMH BTOPOH SK3EMILIAP MHCEMA
C BU3aMH 3aMHTEPECOBAHHEIX JIHII ITOMEIAeTCs B JIENIO.

[TuceMoO MOMKHO OBITH KpaTKUM, 4ETKHAM, COCTABICHHBIM, KaK MpPAaBHMIIO,
10 OMHOMY BOIIPOCY.

ITMCEMO  COCTOMT M3 CHEIYIOMIMX OCHOBHBIX d9acTeil: obpamenue,
BCTYIIEHHE, OCHOBHOE COJepIKaHue, 3aKII0YEHHUE.

IIpu obOpameHny K ajapecary Y4YUTHIBAETCS €ro CIyXeOHOE IION0XKEHUE,
cepa nesTeNbHOCTH H T.1.




27

Haubonee wuacto ynorpeGasiembimMu (opMamu oOpamieHusi SBISHOTCS,
Hanpumep:

«Yeaoicaemviii Cepeeii Ilemposuu!ly,; «I'ocnooun Tumos!y,

« Yeaoicaemviti 2cocnooun Hearog!»; «Cepeeii Ilemposuu!y

Bo Betymienus GpopMynupyeTcsa TemMa nucbMa, 00bACHAOMAA IPUYHHEI €r0
HanucaHud. BeTymienne MoXeT CofepKaTh CChIIKY Ha TOKYMEHT.

' OcHoBHOE cozepxaHHE IIHChMa COCTABISACT OIHMCAHHE COOBITHS WM
CUTYalluH, UX aHAIN3 U PUBO/IUMEIE JI0Ka3aTeILCTBA.

3aKiII0ueHHe MpeacTaBiseT co00i BBIBOABI B BUIE MPEIIOXKEHUM, MHEHMIE,
TpeOOBaHM, OTKa30B, HATTOMHUHAHKH H T.II.

[Tucemo-npocs6a BEIpakaeT Ipock0y O BEIMOIHEHHUH KAKOro-Iubo JeHcTBUS
¥ OOBIUHO MMEET B CBOEM TEKCTe Clelyloliue peueBnie o6opotsl: «lIpocum
OIUIATUTh B TEYEHHE...pabouuX JHEH...», «B CBS3U C ...MPOCUM IIOATBEPAUTE. .. »,
«MsI Oyaem GrmaromapHsl, eciu Bel...»

[Tucemo-HamoMuHaHue - 3TO  IMCBMO, COOOIIaromee  IOBTOPHO
ONpe/IeIEHHY 0 MHPOPMAIHIO afpecary. B mucsMe-HaOMMHAHUM HCTIOIb3YIOTCS
Clefylomue KioueBble oOoporsl: «HamomuuaeM Bawm, uto...», «IIoBTOpHO
cooOmraem...».

IIpu odopmIeHHH ITHCEM-OTKA30B MOTYT OBITh MCHOIBL30BAHBI CIELYIOIIHE
obopots:: «K coxanenmo, Bama npoceba He MOXeT OBITh YZOBIETBOpEHA
0 CIEAYIOIUM MpHYMHAM...», «K coxaneHuio, MBI HE MOXEM NPHUHATL Bame
IPeaIOKeHHE H3-3a...»

[lucemo,  mHampapnsemoe — 3apy0eKHOMY  agpecary,  COCTaBISeTcs
Ha DYCCKOM s3bIKe, IPOXOOHMT COIJAacOBaHHE CO BCEMU 3aHHTEPECOBAHHBIMH
JULAMA  OPraHM3alli{, IIOCIE Yero IHMChMO IIEPEBOIMTCS HA  OMH
M3 MHOCTPAHHBIX  SA3BIKOB (A3BIK  ajpecaTra WIM AaHIVMHCKMH  S3BIK)
¥ odopmusercs Ha Onanke ImMChMa, MpPEIHA3HAYEHHOM JUIS NEPEIHCKU
¢ 3apy0exXHEIMU KOPPECIIOH/IEHTAMHU.

[Mognuunuk nuchMa, oQOPMICHHBIA HAa OJHOM M3 MHOCTPAHHBIX S3BIKOB,
JOIDKEH OBITh HJACHTHYEH IO CONCPKAHMIO OSK3EMIUIAPY HA DPYCCKOM SI3BIKE
C BU3aMH 3aWHTEPECOBAHHEIX JIMII.

Ha monmuce pyKOBOAMTENIO IIPEACTABISIOTCHA: 3K3EMIULIP IHCHEMA
3apy0eXHOMY KOPPECIIOHIEeHTY, O(GOpPMJIECHHBI Ha OllaHKe, KONMUS JaHHOTO
MHChMa Ha CTAHJAPTHOM JIKCTE OyMaru ¢ BU30H HCIOTHHTES, SK3EMILIAP MUCEMAa
Ha PYCCKOM 5I3BIKE C BU3aMH 3aHHTCPECOBAHHBIX JIMI[ U UCIIOTHUTEIEM.

ITocne noAnMCaHHs MHCbMA PYKOBOJHMTEIEM HJIM HHBEIM YIIOJHOMOYEHHBIM
UM JIALIOM:

OK3eMILIAP  IMCbMa, OG(OPMICHHBIH Ha  OnaHKe, IOANMCAHHBIN

PYKOBOAMTENIEM H 3aperucTprpoBaHHbii B OOmeM oTzene, HampasiseTcs

azipecary;

KOIHS [MHCEMa C BM30HM HCIIOTHHUTEIS M OK3EMIUIAP MKHChMa, COCTABICHHBIH
Ha PyCCKOM SI3BIKE, C BU3aMU 3aWHTEPECOBAaHHEIX JIUI] TOMEIAIOTCS B AEJI0.

4.4.5. Tenerpamma

Tenerpamma cocraBnsercst cornacHo obpasiy (mputoxenne Ne 9).
Ornpagkoii TenlerpaMM 3aHuMaeTcs o0IIHHA OT/IEN.
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Texct TenerpaMMbl wH3naraeTcss KpaTkO M sACHO. TeKkcT medaraercs
Ha OJHOH CTOpPOHE /IHCTa, 0e3 mepeHocoB, Oe3 ab3aleB U HCIPABICHUH B ABYX
IK3EMIIIpax.

’ B Tenerpamme moj yepToil ykasnlBaeTCs OOpATHEIN aJpPeEC, COKPAIIEHHOE
Ha¥MeHOBaHUEe YHHUBEPCUTETA, [OJDKHOCTE JIHIA, O/MUCABIIErO TeJerpaMMY, ero
MHHUIMATEL, (paMuIug U aarta.

Ilepen agpecom yka3bIBaroTCA KaTeropuu TenerpaMMsel: «CpodHas» u ap.

B rTtenerpaMMe 0053aTeNbHO YKA3bIBAETCSl TIONHBIA MOYTOBBIA ajpec,
HaVMEHOBAaHME OpraHu3auuu (ecid TelerpaMMa Ha aJapec OpraHu3allvu) -
¥ haMuIIHs TOTydaTens.

Tlepenada MeCTHBIX TeJlerpamu (B Ipejenax ropoza) 3anpeliaeTcs, CpoYHas
nHbOpMaIHs B MECTHBIE aJ{peca IiepeiaeTcst TeJae(oHOrpaMMamy.

4.4.6. Tenedponorpamma

Texcr TenedoHorpaMMEl IepeaeTcsi YCTHO IO KaHauaMm TeledOHHO CBI3M
W 3aIHCHIBAETCS (megaTaeTcst) IOJy4aTelIeM M OTIPABUTENEM B KypHale ydéTa
HCXOIAIINX U BXOIAIHNX TeledOHOrpaMM.

Opunuueckas cuna noctynusmei Tteneponorpammsl  ([Ipuiosxkenve
Ne 10) onpezensiercst cneayromuMy pEKBU3UTAMM: UCXOMSIIMM PErHCTPALIHOHHBIM
HOMEPOM OTIpPaBISIEMON TeaedOHOTPAMMSBI; IOKHOCTHIO, bamMunreit, uMeHeM,
OTYECTBOM U TOANKMCHIO JIULA, OTIPABHMBIIETO TeIe(hOHOrPaMMY.

Tenedbonorpammpl pexoMeHIyeTcs MCMONB30BATh M OIEPATHBHOIO
peleHus BONpoCcoB. TeKCThl NOMKHEI OBITh HECIIOKHBIMH, HE AOIKHEI CONEPKATh
TPYAHO MPOHU3HOCHUMBIX CJIOB, COCTABIIATHECSA B OZHOM IK3EMILIAPE, TMOIITHCHIBATHCS
PYKOBOZHTEIIEM OpraHU3alliy HIIH OTBETCTBEHHBIM HCIIOTHHTEIIEM.,

" [laroii TeneoHOrpaMMBI SIBISETCS JaTa €€ HepeauH.

Eciu TeneponorpaMma mnepefaeTcs HECKOIBKMM ajpecaraMm, TO K Heif
AOJDKEH MPHUJIaraThCsl CIIMCOK C YKa3aHHeM HOMEPOB UX Tele(OHOB. '

Cnenyer  npoBepsTh  NpPAaBWIBHOCTE — 3aIHCH  TeJe(pOHOrPAMMEI
€€ ITOBTOPHBIM YTEHHEM B KOHLIE IIepeIayn.

3 4.4.7. ®akc

DaxCcUMUIIBEHASL CBSI3b odecrieyuBaeT nepegayy  UHOOpMALMH
¢ OyMaXHOro HOCHTENA M NMPHEM 3Toi MHGOpPMALMK B BHIE KOMUHK (paxcuMue),
Ha3bIBaeMYI0 (GaKcoM UM Tesie()aKcoM.

TpeboBanus x cocTapineHHI0 ¥ OGOPMIEHHIO COOOILIEHHH, EpPelaBaeMBIX C
MOMOIIBIO  (DAKCHMMIBHOM  CBSI3M, ONpPEACHISIOTCS BHAOM  OTHPABIAEMOrO
IOKyMeHTa (JIoroBop, MUCEMO, IIPOTOKOJ U T.1I.).

Ilpn ornpaBke NOKyMEHTa C MOMOIIBK (AKCHMWJILHOM CBA3M I€4aTaeTcs
oT4eT 00 OTIpaBKe ¥ MPUIIAraeTCs K JOKYMEHTY.

4.4.8. DneKTpOHHEIE COOOIIEHMS

ONEeKTPOHHEIM ~ JOKYMEHT -  JOKYMEHTUPOBAaHHAS  MHGDOpMAIus,
NpPeACTaBICHHAs B 3JCKTPOHHOH (opMme, TO €CTb B BHAE, IPHIOAHOM [If
BOCIIPHUSITUS YEJIOBEKOM C HCIIONL30BAHUEM 3JIEKTPOHHEIX BBEIYMCIUTEIBLHEIX
MalliH, a TAaKXKe€ Ui Iepeladd 10 HH(OPMAaIMOHHO-TEICKOMMYHHKAIMOHHBIM
CeTAM MM 00padoTKH B MHYOPMALMOHHBIX CHCTEMAX.
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OnexkTpoHHOe coobiieHue - uHbOpMalWs, MNepelaHHas WIH IOJIyYeHHas
0/Ib30BaTeeM HHPOPMALHOHHO-TEIIeKOMMYHUKALIUOHHOM CeTH.

CooOmienuss, nepenaBaeMble S3JIEKTPOHHON IIOYTOM, WMCIIONB3YIOTCS IS
[epechUIKU coobieHuit Mexay cpeacrBamMu OBT (371€KTPOHHO-BEMUCIUTEIEHOM
TEXHUKH) BHYTPH OJHON OPraHM3aIMM, MEXIY DPA3NHYHBIMU OpPTaHH3aIUSIMH,
HUMEIOIIMMH COOTBETCTBYIOIINE alllapaTHbIe H IIPOrpaMMHBIE CPEACTBa.

Anpecar DSIeKTPOHHOH TOYTHI IONy4aeT H300paXkeHHe JOKyMEHTa
Ha 3kpade IIK wnu B Buze komuu Ha OyMaXHOM HOCHTENE, IOJYYEHHOU IMpH
IIOMOIIY NpUHTEpPA.

A TpeGoBanus K OGOPMIECHHMIO JOKYMEHTOB, IIOCHUIAEMBIX 3JIEKTPOHHOM
TI0YTOH, aHAJIOTUYHBI TPeOOBAaHUAM, U3TI0KCHHBIM B pasjelie ClIyKeOHOe IMUCHLMO.

Ilpy ormpaBke HOOKyMEHTa C IIOMOIIBIO OJIIEKTPOHHOM IIOYTHI, €CIIH
3TO HEOOXOAMMO, IeyaTaeTcsi OT4eT 00 OTIIPaBKe U IPHIAraeTcs K JOKYMEHTY.

IlpueM  37E€KTPOHHBIX [OKYMEHTOB M3 JApPYI'MX OpPraHOB BIAcTH
M opraHMsanMii M OTOpaBKa OJEKTPOHHEIX JOKYMEHTOB OCYIIECTBISIOTCS
OTBETCTBEHHBIMHU COTPYIHUKAMH.

ONEKTPOHHBIE MIOKYMEHTBI CO3/al0TCs, 00pa0aThIBAIOTCS M XPaHATCS
B CO/l. JIoKyMeHTHl, co3JaBaeMble B YHHBEPCHTETE, H [OCTYMAIOLIHE
B YHuUBCpCHTeT Ha OyMaxXHOM HocHrene, BKmodalores B CDJ] mocie
perucTpanny, CKAaHUPOBAHHUS U CO3IaHHS DIIEKTPOHHEIX 00pa30B JOKYMEHTOB.

EnvHuLed yd4era OIIEKTPOHHOIO JOKYMEHTA SBIAETCA 3JI€KTPOHHBIH
AOKyMEHT, 3apeructpupoBaHHblii B COJl. DNeKTpOHHBIH MOKYMEHT, MMEIOLIHi
NPUIIOKEHHUS], PETUCTPUPYETCS KaK OIMH JOKYMEHT.

' 4.4.9. Cnyxe6Has (00BsICHUTENBHAS, IOKIIA/IHAS) 3aTTHCKA

CrnyxeGnas 3anucka — (Gopma BHYTPEHHEH NeNOBOH MEpEeNiCKH MeXIy
[0pa3Ae/IeHUIMMU OpraHu3aluu WK IOJDKHOCTHBIMH JTULIAMH,
HE HaXOJAIMMHUCS B psiMOM mofauuHeHuH. O6pazel] GopMbI CiryeGHOM 3aIHCKH
npencrasieH B [Ipunoxennn Ne 11.

: HoknanHas 3amucka — JQOKYMEHT, a[pECOBAHHBI  BBIIIECTOSAIIEMY
PYKOBOJUTEIIIO, C H3TIOKEHHEM KOHKPETHOM Ipo6IeMbl HITH IIOCTAHOBKO# BOIpoca
U COZIEPKAllHM OTBETHI U ITPE/IIOKEHNUS.

OObBsCHUTENbHAA 3aMHCKA - TOKYMEHT, OOBsACHSIONIHH HEMOCPEICTBEHHOMY
PYKOBOIHTEIIO IPUYHHEI HEBBINOIHEHHS KaKOTO-THOO IOpYyYeHHS, HAPYIICHHS
JUCLHUIUIHHEL

Cryxebnas (oObAcHUTENbHAs, IOKIAAHAS) 3aIMCKA MCHOJNB3YeTCA IS
OIEPATUBHOTO HMH(POPMAIIOHHOIO obmeHna MEXTY CTPYKTYPHBIMU
NOJpa3/IeIEHUAMHU U PYKOBOACTBOM.

CiryxeOHas 3amicKa MOXeET ObITh COCTaB/IeHA KAk [0 WHHIMATHBE aBTOpa,
TaK U [0 YKa3aHHIO PyKOBOJCTBA.

Buytpennue ciyxeGHble 3amMCKM MHIIYT Ha aucre Oymaru dopmara
Ad ¢ YTTIOBBIM PACMOJIOKEHHEM IMOCTOSHHBIX PEKBH3HTOB MK B 3JIEKTPOHHOM
Buze B COJI.

Obs3aTeNbHBIMU PEKBU3UTAMU CIYKeOHOM (0OBACHHTEIBHOMN, JOKIATHON)
3aIIHCKH SABJISIOTCS: HAMMEHOBAHUE CTPYKTYPHOIO MOAPAa3AeIeHN)s, HAUMEHOBAHHE
BU/a JOKYMEHTA, 1aTa, 3aroJIOBOK K TEKCTY, aJipecar, TEKCT, IOIIHUCE.
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Perucrpauus cuyxeOHBIX (OOBICHHTENBHBIX, HOOKJIAOHBIX) 3aIMHUCOK
Ha UM pekropa (HCIIONHSIOMEro O0O0sS3aHHOCTH PpEKTOpa) YHHUBEPCHTETa
ocyuiectsisiercs B COJI.

4.4.10. 3asBiienue

3asgBiIeHre — JTUYHBIM JOKYMEHT pabOTHHKA ¢ O(HUIMaIbHEIM COOOIEHUEM
unu npocrboit o yem-nubo.

3agBieHue MOXeT OBITH HAITMCAHO OT PYKH UJIM HAleyaTaHo.

3asBleHWE ~ COAEPXXHUT  CICOYIOIIWE  PEKBU3HTHI:  HaWMEHOBaHHE
CTPYKTYPHOI'O IIOJpa3/ielleHrs, HauMEHOBAaHWE BMJA JOKYyMEHTa, ajpecar, JaTy,
3aroJIOBOK K TEKCTY, TEKCT, IIOAIIMCh, BU3bI COTTIACOBAHMS.

O6pazen ¢popmel 3asBieHus npusesied B [Ipunoxenun Ne 12.

" Perucrpaums 3asBieHHM Ha uMs pekTopa ocyulectiusercs B COJI obumm
OTAEJIOM.

4.4.11.IIporoxon
: IIpoToKON — HOOKYMEHT, B KOTOpPOM (QUKCHPYETCS XOI O0OCYXIeHHUs
BOIIPOCOB U TIPUHSITUS pElIeHUM Ha CcOOpaHusX, COBEIIAHMUSX, KOH(EepeHIIMsIX
Y 3aceflaHuAX KoJuiernaibHbIX opranoB (IIpunoxenue Ne 13).

IIpoTokon cocTaBisieTcss HA OCHOBaHMM 3amuced  (ayauosamuceit),
NPOH3BeeHHBIX BO BpeMs COBEILaHus (3acemanus).

JlaToi IpoToKOJIa SBISETCS aTa 3aCeIaHuUs.

[TpoTOKONaM  NPHCBAMBAIOTCS  IIOPSOKOBEIE HOMepa B  mpefenax
KaJIeHJapHOro rofa OTAENBbHO II0 KaXOOW TPYIIE MPOTOKOJIOB: IPOTOKOJIEI
NIaHEPOK, IIPOTOKOJBI 3acelaHWH IPOEKTHBIX TIPYII, ITPOTOKOJBI 3ace/aHHui
pekTopara, MPOTOKONEI TIPUEMHBIX KOMMCCHM, SKCIEPTHBIX COBETOB M [p.
B mportokone yka3pIBa€TCA MECTO TPOBEACHHS MEpPONPHATHS (COBEIIaHus,
3acemanus u ap.). Jlata 1 Homep IIPOTOKOJa 0QOPMIAETCS IIHGPOBBIM CIIOCOO0M.

Texct nmpoToxonaa COCTOUT U3 OBYX YACTEH: BBOAHON ¥ OCHOBHOM.

B BBOZHOM 9acTW yKas3blBalOTCsd (GaMHIMM M HHUIMAJIbl NpeAcenaTeis,
Cexperaps M NpUCYTCTByROmUX (0e3 NoImKHOCTel), NMPUIVIALIEHHBIX U ITOBECTKA
nus1. B pasnene «llpurnamieHHsie» ykaspBarOTCS GaMHIMM U JTOMKHOCTH
PHITAIIEHHEIX  JO/KHOCTHBIX  JIHLI, KOTOpBIE HE SABJIAIOTCA  YJIEHAMH
COBEILATEIbHOM IPYIIIIEL.

Ha pacmupeHHEIX coOpaHusax ¢ OOJBIIUM YHUCIOM IPUCYTCTRYIOMUX (bonee
15 gemoBek) MX COCTAaB yKa3bIBA€TCS KOJIHYECTBEHHO, & MO(AaMHIBHBIA CIIHCOK
(4BOUHBINM JMCT) mpuiaraercs K mporokoiy. Hampumep, «lIpucyrcTBoBamu: 43
yejoBeKka (cmmcok mpwuiaraercs)». B pasmene «[loBecTka OHS» MEPEYHCIAIOTCS
BOIIPOCHI, BBIHECEHHBIE HAa pPACCMOTPEHHE COBELIATENBHOH TIpymmbl. Kambrii
BOIIPOC HyMepyercs apaOCKuMu Lu(pamy, 3amiChIBACTCA C HOBOH CTPOKH,
OTBEYaeT Ha BOIIPOC «0 4eM?» U HauuHaercs ¢ npemora «O», «O6»).

B ocHOBHOI yacTu GUKCHpPYyeTCs: X0/ 3acedaHHs.

OCHOBHass 4YacTb COCTOMT M3 pa3[elOB, COOTBETCTBYIOLIMX IIyHKTAM
TTOBECTKH JTHSI.

Teker xaxzaoro paszena ctpoutcs mo cxeme: CJIVIIIAJIA, BBICTVITUJIN,
[TOCTAHOBWJIA (PELLIAJIN).

Kaxxnpli paszien HyMepyeTcs B COOTBETCTBHH ¢ BOIIPOCAMHU IIOBECTKH JHS.
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/ OcHoBHOE cOJiep)KaHHe JOKJIaJ0B W BBICTYIUIEHHN ITOMENIaeTCs B TEKCTe
IIPOTOKOJIA MM IIPHIIAraeTcsi K Hemy.

Pemenue odopmisiercs B BUIe TaOIHIEI U ABIAETCS HEOTHEMIIEMON YacThIO
IIPOTOKOJIA.

JIOKyMEHT, yTBEp)XIaeMblii COBELIATEIBHBIM OpPraHoM, [PHIAraeTcs
K IIPOTOKOILY.

Copepkanue 0co0Oro MHEHMs 3alUChIBAETCS B MPOTOKONIE TIOCHE
COOTBETCTBYIOIIETO NPOTOKOJIBHOTO PEIICHHUS.

[IpOTOKOJI MOANKCHIBAETCS CEKPETAPEM U IIPEICEIATENIEM.

B ciydyae HEoOXOAMMOCTH NpeNOCTAaBICHHS OTASTBHOH YacTH peIIeHHS
mu60 Xoza coBelanus opopmisercs Beinmucka u3 nporokona (ITpunoxenue 14).

ITporoxkon odopmasercs Ha obmem Omanke. [IpoTOKON COHEPIKHUT
CIEQYIOIME PEKBU3UTHI: HAMMEHOBAaHWE OpraHu3alud, HaUMEHOBAHWE BH/A
NIOKyMeHTa, faTa (3aceqaHus), MecTo ¥ Bpems (3acemaHus), 3aroJI0OBOK K TEKCTY,
TEKCT, [OIHCE.
_ Ilocne  moAmucaHus  IPOTOKOJA  OCYLUSCTBASETCS  O3HAKOMIECHHE
C pemeHueM (IIOCTaHOBJICHHWEM) COTPYAHHKOB, OTBETCTBEHHBIX 32 WCIIOJIHEHHUE
IIYHKTOB PEIICHHH MPOTOKOJIA, TIOCPEACTBOM PACCHIIIKA B CHCTEME DIIEKTPOHHOI'O
JOKYMEHTO000pOoTA.

[Tporokonsr VYuenoro Cosera odopmisitoTcs Y4YE€HBIM CEKpeTapeéM
YHuBepcHUTeTa U NepelaloTcsl B APXUB.

4.5. llopsamox mOArOTOBKM X BBIAAYM KOIMH JOKYMEHTOB, 3aBEPCHHS
KCEPOKOITUM JJOKYMEHTOB

Konuss nmoxkymeHTa - JOKYMEHT, IIOJHOCTBIO  BOCIIPOM3BOMISILMIMA
Hchopmaumo INOJJIMHHOI'O NOKYMCHTA WM BCC €0 BHCHIHMEC IIPHU3HAKKA MM 4aCTh
ux.

Komnust 1oxyMeHTa IOATOTABIMBACTCS M BBIAAETCSA C Pa3pelleHus] PEKTOpa,
NPOPEKTOPOB  YHUBEPCHUTETAa MM  PYKOBOJAUTENSI  COOTBETCTBYIOIIETO
YIIOJIHOMOYEHHOTO CTPYKTYPHOT'O IIOJpa3/elieHuss Ha OCHOBAHHWH 3asBJIEHUS
(sampoca).

Konus noxymeHTa BOCIPOM3BOAUTCS IMONHOCTHIO (OnaHk YHHBepcHTETa,
HOMep, JaTa, COAEp)KaHHe, 3a HCKIIOYEHHeM IIOATIHCH AOMKHOCTHOIO JIMIIA
YIIOJITHOMOYEHHOTO IOANUCHEIBATh NaHHBIA OKYMEHT) M 3aBEPSETCS ITOJIIHCHIO
JOJDKHOCTHOIO  JIMIA, YIOOCTOBEPSIOIIEr0 COOTBETCTBHE €€  COJAePsKAHUS
IIOJIMHHUKY.

Ha xomusx [JOKYMEHTOB CTaBATCS IIe4aTd JUISl  YAOCTOBEpPEHHS
MX COOTBETCTBHUS NMOANMHHHKaM. JlomyckaeTcs 3aBepsiTh KOIMH NP [EPECHUIKE B
ApyTA€ OpraHM3aliy WK BbIJade KOIWM HAa PyKU OTAENBHBIM JIMIaM, TaMIIOM
ob1ero otaena.

B 1npaBoM BepxHeEM yrily JOKyMEeHTAa MOJXET JeJaThCsl OTMETKA O TOM, KOMY -
BBIZIaHAa KOIIMSA, a B JKypHaJle PErUCTPallM¥ M BBIA4YM KOIHMM yKa3blBaeTCs Jara U
IIOATIKCH JIALA, IOy YMBILErO KOIIHIO.

Kcepokonust AoKyMeHTa I[OJArOTABIMBAETCS U BBLAAETCS C paspelleHus
pPEeKTOpa, IMPOPEKTOPOB YHUBEPCUTETAa HIM PYKOBOJAUTENS COOTBETCTBYIOIIETO
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YIHOJIHOMOYEHHOI0 CTPYKTYPHOIO IIOJpa3/eleHuss Ha OCHOBAaHWM 3asBIICHUS
(3ampoca) 1 3aBepACTCS MOANKCHIO YIIOJHOMOYEHHOTO JOKHOCTHOT'O JIMIIA.

Ha KCEPOKOITUAX JOKYMEHTOB CTaBsATCA II€4YATH NIJIA y,ILOCTOBEPEHHSI
UX COOTBETCTBHS IOVIMHHMKAaM. JlomyckaeTcs 3aBepsiTh KCEPOKONHH IIpH
IiepechlIKe B Apyrue OpraHu3alliy WX BblJaye KCEPOKOIHMHM Ha PYKH OTAENBHBIM
JIAIIAM IITaMIIOM OOILETo OTAENA.

IIpu BBIZaYM KCEPOKOIIMM B JKypHale PErMCTPAaLlM¥ YKas3bIBacTCs Jara
M IOAIMCH JIMLA, TIOJYYHBIIEr0O KCEPOKOIHMIO. 3aBEpeHHe KCEePOKOIIHMA
IOKYMEHTOB OCYIIECTBIISIETCS ITOApa3JieNIeHUeM, OCYIIECTBUBIIEM H3TOTORICHUE
INAHHOW KCEPOKOIIHH.

4.6. ITopA10K NOATOTOBKH U BBIZIAYH BBITUCOK U3 IIPHKA30B

Brmmncka w3 mpukaza - 3TO 3aBEPEHHBIM TOMKHBIM 00pa3soM IOKYMEHT,
KOTODBIH CONEPKUT OT/EIbHBIE CBEJCHHS M3 MPHKa3a. DTO JOKYMEHT, KOTOPBIHA
OTPaXXKaEeT YaCTh TEKCTA WJIU MOIHOE CO/IEPIKAHHUE [TOITIMHHHKA.

. Breimucka us IIpUKa3a AC/1a€TCA, €CIIH COACPXKAaHUE MNOKYMCHTA 3aTparuBacTt
NepcoHanpHble JIaHHBlE, (aMUIMH, pPa3MepEl 3apluiaT, IPeMHH U  T.J.
Ha OCHOBaHMM 3asBleHMA. Ecmm Tpebyercss mNpenocTaBuTh MHGOOPMALIKIO,
KacarmIlylocd OJHOr0O KOHKPETHOrO 4YeJOBeKa, MOXET OBITh IIOATrOTOBJIEHA
BaBCPEHHaH BEITTHCKA U3 npnx&a TOJIBKO TOM YacTH I[OKyMEHTa, KOTOpaH KacaeTcsa
KOHKDPETHO 3as1BUTEJIA.

: Beimucka u3 mpukaza fenaercss Ha GQUPMEHHOM OJaHKE YHHBEPCHTETA,
MCIIONIB3YEMOM JUIsi 3TOIO0 BUJAA PACIOPSAMUTEIBHBEIX JOKYMEHTOB. B KauecTse
HaWME€HOBaHHUsA YKa3bIBalOT «BI:IIIHCK& H3 IIpHKasa» | ClI€JOM - HauMEHOBAHHE,
JaTy H HOMEp [OKYMEHTa, Ha OCHOBe KoToporo eé odopmisior (IIpumoxkenue
Ne 15).

' ITociie HaMMEHOBaHMS UAET TEKCT BBIMUCKH, KOTOPBIH BOCIIPOM3BOJHUT TEKCT
OpPHTHHAIA TOKYMEHTA ITOJIHOCTEIO MM YacTUYHO. [Ipu oOpMIeHHH BEITHCKH U3
npmca3a, 06333’1‘CJ’IBHO JOJIKHBL GBITB 3allIOJIHEHEI PEKBHU3UTbI: HaWMMEHOBAHHE
OpraHM3aliy; AOKHOCTD JIMILA, KOTOPOE MOIIHCANIO OPHUIMHAN JOKYMEHTA, €ro
MHUIMATIE U Gamuiug. HauMeHOBaHHE YKA3bIBAlOT B IIANKE, CBEJEHUS O JIHIE,
IIOATINCABIIIEM OpPHMIHHAI [IPHKa3a, - IIOJ TEKCTOM BBITHCKH. JIMYHAs MOIIHCH
3TOTrO JIMLA B BBIIITMCKE HE IIPOCTAaBIIAETCAH.

Brimucka nomkHa OBITE 3aBepeHa. YkaspiBaercsl «BepHO» W 3apepsgercs
IIOAIIMCBKD OTBETCTBEHHOI'0 JIHIA C YKaBaHHeM OJOJIDKHOCTH H pacumtbpomm
[IOAIMCH, JaTOH 3aBEPEHHUA H TI€YaThHIO.

' Brimucka — ¥3  mpukasa  MOATOTaBIMBAETCS  TEM  CTPYKTYPHBIM
NOApa3NeIeHHEM, KOTOpO€ M3HAYaIbHO TOTOBHJIO IIPMKA3 HAa OCHOBAHUH
3asBJICHHUS.

5. KOHTPOJIb 3A HCITIOJTHEHHUEM JOKYMEHTOB
5.1. Opranusanusi KOHTPOJIs

KoHTponb 3a HCHOIHEHHEM CHy)XeOHBIX JOKYMEHTOB (IIOpYYEHHH)
NpENACTABIISIET coboii COBOKYIIHOCTh MEPONPUSITHUH, HaMpaBIE€HHBIX
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Ha ofecreyeHue CBOEBPEMEHHOrO W IIONHOTO BBINOJHEHHUSI [JOKYMEHTOB
¥ TOpydYeHMH, KaueCTBEHHOI'O pELICHUs] COIEPKalllMXCs B HHX BOIPOCOB,
BBISBJIEHUS U YCTPAaHEHUS IPUYIHH, IPEMATCTBYIOLUIUX UX BBITIOIHEHHIO.

KoHTpoIIb BKIIIOYAET:

— TIIOCTAHOBKY Ha KOHTPOJIb U YYeT JIOKYMEHTOB, COAEPIKAIUX KOHKPETHbIE
MOpy4YeHHsA, a TakXke caMHX I[IOpyYEeHHH II0 BOIPOCaM, OTHECEHHBIM
K KOMIIeTeHIIUH Y HUBEPCHUTETA; ;

— ydeT ¥ aHalu3 CpPOKOB M pE3yNbTAaTOB BBINOJIHEHUSA CIYXEOHBIX
JIOKYMEHTOB (II0py4eHui);

—  PpaccMOTPEHHE OTYETHBIX [JOKYMEHTOB H 3aC/HylIMBaHHE OTYETOB
MCTIOJIHUTEIEH O XO/1€ UCIIOJIHEHUS CIIy)KeOHBIX JIOKYMEHTOB (IIOpY4YEeHU);

— CHSITHE CITy)KeOHBIX IOKYMEHTOB (TIOpyY€eHHi) C KOHTPOIIS U y4eTa.

CryxxeOHBIE [OOKYMEHTHl (NOpydYeHHs), IOJuiexaniye o0s3aTeIbHOMY
MCIIOJIHCHHIO 1 KOHTPOJIIO:

- JOKYMeHTbl MUHHUCTEpCTBa HayKU M BBICIIEro oOpa3oBaHus PoccuicKon
Denepaliuu;

- nucbMa MuHucTepcTBa 00pa3oBaHus U HAyKu AcTpaxaHCKou obnactu;

- IMCbMA U TEJIerpaMMEl (eiepallbHBIX OPraHoB roCyJapCTBEHHON BIIACTH;

- oOpalleHus AeyTaToB, ASIyTaTCKHE 3allPOChl, 00pallleHHs IPOKYPaTYPHI;

- I[ICbMa OpPraHOB TOCYJAapCTBCHHOM BIACTH, OPraHOB MECTHOTO
CaMOYIIPaBIICHHUS, YUPEXKACHHUHN, OpraHu3alui, KpoMe 00palleHHd, COAepIKaIIUX
IIpUTTIaIIeHUs] Ha MEPOTIPUSTHS, He Tpebytolnue 0053aTeNnbHOr0 IPUCYTCTBHS;

- IPHAKa3bl YHUBEPCUTETA.

Bce nocrynaromue Ha UMS peKTopa M B aapec YHHBEPCUTETA IOKYMEHTEI,
Tpebyrolye UCIOIHEHUS U IOArOTOBKM OTBETA, MOAJIEXAT KOHTpomo. KonTpomo
32 MCIIOJHEHUEM [OKYMEHTOB IIOIJIEKAT Takxke Haubosiee BaXkKHBIE BXOSIINE,
MCXOAIINE U BHYTPEHHHE JOKYMEHTEI (IIPHKa3bl PEKTOpa, CiIy>keOHbIe 3alHCKH).

JIOKyMEHTBI, HE CcOJepXallie KOHKPETHBIX IIOPYYEHMM, CHHUMAIOTCS
C KOHTPOJIS IIOCIIE O3HAKOMIIEHMSI C HUMHU PYKOBOJUTENEH, B agpec KOTOPBIX OHH
HalpaBIIeHBbI.

HudopmannoHHbIe, CIpPaBOYHBIE IHCbMa, KOMMEDPYECKHE IIPEATOKEHHU,
IOCTYyNAlOIHe M3 OpraHM3aluil B aApec YHHUBEPCHUTETA, NPEUMYIIECTBEHHO
Ha KOHTPOIIb HE CTaBsTCSI.

Kontpone 3a uCHONHEHMEM [OOKYMEHTOB YCTAHABIMBAeTCA B LENIAX
obecrieueHHs X CBOEBPEMEHHOI'0 H KAUECTBEHHOT'O MCIIOJHEHHS M BKIIOYAET
B ce0s HEITOCPeICTBEHHYIO IIPOBEPKY U PEryIMPOBAHHUE X0 UCIIONHEHHUS.

KOoHTpOJIb UCTIONHEHNUS JOKYMEHTOR BKJIIOUACT CIIEIYIOUIHE 3TAIB:

1. IlocraHOBKa [JOKYMEHTa Ha KOHTPOIb - PYKOBOIZHTENb (pexTop,
npopexkrop) fAenaer oTtMerky Ha pokymente «KOHTPOJIb», onpenensier
HCIIOJTHHUTENEH, CPOK UCIIOIHEHUS, CTABUT AATy M MOIIIKCE;

2. 3amolHEHHe COTPYOHUKOM CEKTOpa IIPOTOKOJIA KapTOYKH IOPydYEHHS
B CO/l ¢ ykasaHueM IUIaHOBOM AaThl HCIIOJIHEHMS;

3. CBoeBpeMeHHOE [OBEIACHHE NOKYMEHTOB [0 WCIIOJIHHUTENIEH II0CIe
PacCMOTpeHUs. pyKOBOIUTEIIEM;



34

4. TlpoBepka M peryiMpoOBaHHE XOJa HCIOJIHEHHs [IOKYMEHTa IyTEM
HAIIOMUHAHHUS OTBETCTBEHHOMY UCIIOIHMTEIIO O NPUOIIDKEHUU CPOKA OKOHYAHUS -
paboThI HAJT TOKYMEHTOM.

KonTpons 3a  HCHIONHEHHMEM  3apErMCTPUPOBAHHBIX  JIOKYMEHTOB,
IOCTYIMBIIMX Ha HMMfA pEKTopa M B aJpec YHHBEPCHTETa, BO3JIaraercs
Ha o0mwmii otmen. KOHTpONb OCYIIECTBIAETCS IIyTEM €XeIHEBHOTO IPOCMOTpa
OTYeTa O HEBBINOIHEHHBIX [IOPYYEHHUSX M HAOMUHAHMEM HCIIOJIHUTEISIM
o npubnwkenuu cpoka ucrnonuenus B CO/.

Cpoxn  ucmonHeHHss  OOKYMEHTOB  MOTYT OBITH  THIIOBBIMH
U UHJIUBUYaIbHBIMU.

Tumnossie CPOKH yCTaHaBIMBAIOTCS HOPMaTHBHBIMH aKTaMy,
WHIWBUIYAIbHBIE CPOKM HCIIOJHEHHUS YKA3bIBAKOTCS HEIOCPEICTBEHHO B TEKCTE
JOKYMEHTa HIIM B PE30JIIOLUM K HEMY PEKTOPOM (TIPOPEKTOPOM).

Cpox HCIOIHEHHUs NOKYMEHTa MOXKET OBITh IPOMVIEH IO MCTEYCHHS CpOKa
ucnonHenus. IlpoaneHue cpoxka JOMKHO OBITP MOTHBHPOBAHO CePHE3IHBIMHU
00CTOATEIECTBAMHU.

' JIOKyMEHT CHUMTAaeTCss MCIIONIHEHHBIM, KOTJa PEILICHbl OKOHYATEJIBHO BCE
TIOCTaBJIEHHBIE B HEM BOIIPOCEHI U COOIOAEHEI CIIeIYIOIIHE CPOKH:
- C KOHKPEeTHOM JaTOH MCIIONHEeHUs — JO UCTEUeHUs YKa3aHHOIo CPOKa;

- COZIepKalllie B TEKCTE HIJIM B PE30IIIOLIUY PYKOBOJICTBA IOMETKY «CPOYHO»
— B 3-IHEBHBIH CPOK, a TPeOyrollue JOMOIHUTEIRHOTO H3ydeHHs ITOCTARIEHHEIX
BOIIpOCOB — He Gonee 10 gHEi;

' — cojepyalldeé B TEKCTE€ MM Pe3OJIIOLMU PYKOBOJACTBA IIOMETKH
«OIIEpaTUBHOY, «B KOPOTKHE CPOKW», «B CKAThIE CPOKU» — He Oonee 10 gHei;

— IIPOTECTBI, IMPEACTAaBICHWs, WHble TpeboBaHMA TNpOKypopa —
B cootBeTcTBHH ¢ 3akoHOM «O npokyparype Poccuiickoit ®enepanum»;

— JIEIIyTaTCKKMEe 3alpoChl — B TeUeHUM 14 KaleHIapHbIX AHEHl C JaTel
TIOCTYTIJIEHUS 3aMpoca;

— 0e3 yKa3aHHA KOHKPETHOH JaThl BBIIOMHEHHSA — He Gonee 30 mueit (ecnn
B PE30JIIOLIAM PYKOBOJUTENS HE YKa3aH MHOHM CPOK UCIIOTHCHMS); |

— IPaBOBBIE aKTHl — C JaThl UX MOANHCAHMS, €CIIH HE YCTAaHOBJIEH 0COObIH
CPOK;

— WHOM CPOK, €CJIM OH IIPelyCMOTPEH 3aKOHO/1aTEIECTBOM.

Cpox HcumcisieTcss B KaJleHAAPHBIX JHAX CO MAHS, CISIYIOIEro 3a AHEM
IOJIIMCAaHKS JOKYMEHTa, TPEXIHEBHEIH CPOK — B pabodux JHSIX.

JU1s  KOppeKTHOro CHSTHS JOKyMeHTa (IOpydYeHHus)) C KOHTpPOJIS
MCIIOJIHUTEI0 HEOOXOAMMO CBOEBpeMEHHO 3amonHATh ordeT B COJl mo dakty
ucnonaenus («otBer Ne ot ; TIOATOTOBIEHAa U HalpaBlIeHa
MH(OpMalXsA TAaKOro-TO YHCIIa; HAIpaBJIeH NpPeACTaBUTENb; [TOJrOTOBICH [IPHKa3;
OpPraHM30BaHO Y4aCTHE U IIP.»).

3anaya «3ampoc 0T4ETa O COCTOSIHUHM HCIIOJIHEHUS! JOKYMEHTa ([IOpYyYEeHHMS)»
HanpapIAeTCsl AN YTOYHEHHs MHQOpPMalUH O TEKYIIEeM COCTOSHUM IOPYYEHUS.
Brinmonxnenue JaHHOM 3alauu SBIsSETCS 00s3aTeIbHBIM U TpebyeT HamucaHue
oT4eTa 1o (GakTy MpoAeTaHHOM paboThl HA MOMEHT HalpaBlIeHMs 3alpoca OTYeTa.
BrimonHeHHe «3anpoca OTYeTa» HE IOJPa3syMEBaeT aBTOMATHYECKOE CHATHE



33

OCHOBHOTO MOpPYYeHUsI C KOHTPOJIS, & CIIyXKHUT B TOM YUCIIe HAIIOMUHAHHEM O TOM,
YTO TIOPYHYEHHE HE BBHIIOJHEHO B CPOK MM NPUOIMIKAETCA OKOHYAHUE CPOKa €ro
MCTIONHEHMUS.

IIpu ucroJHEHHHM [OOKYMEHT2 OTBETCTBEHHBIM MCIIOIHHUTENb BEIIOIHIET
3ananue B COJI ¢ ykazaHueM pe3yJILTaTa UCIOIHEHHUS NopydeHus, Tubo coodmaer
pe3yJbpTaT HCIIOHEHHA KOHTPOJIEPY B MUCBMEHHON (hopMme.

: 5.2. TIopsi0K CHATUS JOKYMEHTOR C KOHTPOMS

JIOKYMEHTBI CHMMAIOTCS C KOHTPOJISI, €CIIA PEellleHbl TMOCTABIEHHBIE B HUX
BOIIPOCHI WJIM aBTOPaM JjaH OTBET IO CYILIECTBY.

IIpoMexyTOuYHBIIf OTBET, OTBET Ha OMOBELIEHHE - 3alpoc OT4YeTa
O HCIOIHAEMOMY [OKYMEHTY WIM 4YacTHYHOE HCIIOJIHEHHE IIOPYYEHHA,
HE SBJIAETCA OCHOBAHHEM [IIsl IPH3HAHMSA JOKYMEHTA UCIIOIHEHHBIM.

/' CHSTHE IOKYMEHTOB C KOHTPOJS OCYIIECTBIISETCS HA OCHOBAHUN OTYETHEIX
IOKYMEHTOB (IOKYMEHTA):

— NpHUKa3a;

— [JIaHa MEPOIIPUSTHH;

— IPOTOKOJIA COBEIAHUS,

— CcorJianieHus;

— OTBETHOT'O IUChMa;

— CITy’ke0HOM 3amuCKy, CIIPAaBKKU 00 MCIOTHEHHH KOHTPOJIBHOIO IOKYMEHTA;

— HHBIX JOKYMEHTOB, ITOATBEP)KIAIONIHX MCIIOTHEHHE KOHTPOIBHOTO

JOKyYMECHTA.
/ OcHoBaHHEM 151 CHATHA C KOHTPOJIS JOKYMEHTOB C IIOPYUESHUSIMH pPeKTopa
WIM IPOPEKTOPOB YHUBEPCUTETA SBISIETCS IMUCHMO - OTBET, IOJANKUCAHHBIN

pexTopoM nubo otder 06 ucnonHenun nokymenta B COJI. Cuatue ¢ xoHTpons
3apEerMCTPUPOBAHHBIX JTOKYMEHTOB B 00lleM OTAeNe HPOM3BOAST pabOTHUKH
obmero orzmena myTéM INPOCTaBICHHS B KapTOYKE IIOPYYEHHUS OCHOBAHHUA IS
CHATHS JOKyMEHTa C KOHTPOJIS.

6. IIOPSIIOK IIPOXOK/AEHWS], PETHCTPAIIAA
1 UCIIOJIHEHUS NOCTYHAIOIENH KOPPECIIOHAEHIIAA

: 6.1. Bcs xoppecnoHaeHIMS, TOCTYIAomas B Y HUBEPCUTET, IIPUHUMAETCS U
coprupyercsi paboTHHKaMu obmero otzaena. IIpoeepsercs  IEJIOCTHOCTh
KOHBEPTOB, YIIAKOBKM OaHAeposieil W NpaBWJIBHOCTH aapecoBaHusa. OmmubouHo
JIOCTaBJIeHHas1 KOPPECTIOHACHLIMS [1ePeChlIaeTCs OTIPABUTEIIIO.

6.2. JlokyMeHTHI COpPTHPYIOTCS Ha HepeructpupyeMmele (IIpmioxenue
Ne 16) u peructpupyeMsie.

PerucTpupyrorcss BXOAAIIME, HCXOISIIME W BHYTPEHHHE JIOKYMCHTHI,
[OCTYNMBILINE B aJpec YHUBEPCUTETA HA MUMs pekTopa. Perucrpanus ykasaHHBIX
NOKYMEHTOB B YHHBEPCHUTETE NPOM3BOAMTCA B obumem otaene. Perucrtpanms
npouzBoguTcsi B COJ] nmyrem co3gaHus M 3al0IHEHHS PETHCTPAIMOHHO-
koHTponsHOU kaprouku PKK (manee - PKK) Bxozsiero, HMCXOASIIETO HIH
BHYTPEHHETO JOKyMEHTa.

Kax/piii JOKYMEHT PerucTpupyercs B Y HUBEPCUTETE TOJIBKO OJIMH pas.
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[Ipu perucTpanum OOKYMEHTOB NPOMCXONUT HX HHIEKCAllHs, TO €CTh
IIPUCBOEHUE PErMCTPAallMOHHBIX HOMEpOB. J[oKyMEHTaM IpHCBauBarOTCs HOMEPA,
COCTOSAIME M3 HOMEpa /lela M0 HOMEHK/IAaType, B KOTOpoe OyAer NOALIMT
OOKYMEHT M, 4epe3 KOCYI0 YepTy, HHAUBHIyaJILHOrO IOPSIKOBOrO HOMEpa,
TIOJIy4aeMOro PU PerucTpaLyi.

' Hampuwmep, Homep nokymenTa Ne 08-01-08/259 coctout u3:

1. 08-01-08 — HOMepa fena 110 HOMEHKIIAType,

2. 259 - uHAUBUIYATBLHOIO MOPSAIKOBOTO HOMEPA.

6.3. JIoKyMeHTBI, IIOCTYIMBILIKAE B aJpeC YHUBEPCHUTETa HA HMsS PEKTOpa,
BCKPBIBAIOTCS paGoTHUKOM 001ero otzena. IIpu BCKPEITUH KOHBEpTa (YIaKOBKH)
IPOBEPSIETCS HATUYUE BIOXKEHHBIX JOKYMEHTOB.

[Ipu oOHapy ) eHHH TOBPEXIEHUS, OTCYTCTBUS IOKYMEHTA WJIN IIPHIIOKEHUS
K HEMY, a TaKX€ HECOOTBETCTBUS HOMEpa, YKa3aHHOIO Ha KOHBEpPTE, HOMEpY
BIIOXKEHHOT'O JOKYMEHTA, COCTABIISIETCS] aKT B 2-X DK3EMIIIAPAx, OJUH SK3EMIUIAD
aKTa [pWilaraeTcss K IIOJYy4CHHOMY MJOKYMEHTY, a [pyrod HampasiseTcs
OTIIPaBUTEIIIO.

KoHBEPTEI COXpaHSIOTCS B TOM Cilydae, €CIH: aJpec YKasaH TOJIBKO
Ha KOHBEpTE, OaTa [JOKyMEHTa M JaTa ero OTIPaBKH COrIacHO IIOYTOBOMY
IITEMIIEIO UMEIOT OOJBIINE PACXOXKAECHHS BO BPEMEHH, KOHBEPT HEOOXOIMM, KaK
ONpaBaTeIbHEIM JOKYMEHT K PacxojaM II0 oIulaTe KOPPEecIOH/IeHIMH (3aKa3Has
KOPPECIIOH/ICHIIHS).

IlpH BCKPBHITAM IIOYTOBBIX OTMPABICHHA MOKHBI COONIOAATbCS MEPBI
GezomacumoctH. Heobxomumo  obpamaTe  BHMUMaHHMe  Ha  CIEQYIOLIHME
[OI03pHTETBHBIE IETATH:

— OTCYTCTBHME ajipeca Wi (aMHUINK OTHPABUTENA, MIM Hepa3bopuuBoe
WX HalHCaHUE,

— CMELIEHHE LIEHTPa THKECTH MMUChMa K OJIHOM U3 €ro CTOPOH;

— HaJM4Kie caMOJIeIbHOTO KOHBEPTA;

— ype3MepHasi Macca IMChMa I €ro pasMepoB;

— CJIe[bl IIPOKOJIOB,;

— ajpec M Ha3BaHHME HAHECEHHI IPH NOMOIIM HAKJIECEHHBIX OyKB M3 raser
U )KYPHAJIOB;

— €CThb OIIYIIEHHEe, YTO B IOCHUIKE MM KOHBEPTE YTO-TO MATKOE, MOXO0XKEe
Ha I'JIMHY HJIM OKOHHYIO 3aMasKy,

— TIOCBUIKA WM IIMCEMO KPHBBIE WM CIHMIIKOM TSDKEBIE [UIsI CBOHX
pa3sMepoB;

— TIOCBUIKA MM ITMCLMO HMeeT TIpsi3Hble II4THA MM BBRITTSAUT Tak,
Kak -0yATO 13 HETO YTO-TO COYMUTCS,

— OT MUChbMa MJIM IOCBIIKM MCXOIUT 3arax MapluIiaHa Wiyd MAHAAIS,

— Ha TOCBUIKE WIM TUChME MPOCMATPHBAIOTCS OYEPTAHHSA MEXaHW3Ma,
COCTOSIIEr0 U3 TOHKOM MPYKXUHB! ¥ MMEIOIICTO OYCPTaHNA MOHETHL.

Eciu B pesynsTare Ipe/IBApUTEIBHOIO MCCIENOBAaHUS YCTaHOBIEHO,
YTO BJIOXKEGHUSA IIOYTOBBIX OTIPaBIEHHI colep)XaT IIpeJIMEThl WM BEIECTBa,
KOTOpBIE MPH BCKPBHITUH MOTYT NPEJCTABIATh ONACHOCTE JUIS JKU3HU M 310POBbs
MIofeit, 3ampenaeTcs TPOrarh MOA03PHTENBHYIO IOCBUIKY WM KoHBepT. Ecmu xe
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llaHHAs KOPPECHOHEHIMS B3STa B PYKH, HEOOXOIMMO OCTOPOXXHO OTHECTH ee
B YroJ1, OJ0XUTH Ha 110JI. B 00s13aTensHOM NOPS/IKE 3BaKYUPOBATh BECH [1EPCOHAN
U3 TIOMEIIEHHUS ¥ HEMEJIEHHO BbI3BaTh COTPyAHUKA OTHena oOecrneyeHus
061IIeCTBEHHOH 6e30IacHOCTH

[Ipm TOMydeHUM KOPPECIIOHAEHILMH, B KOTOPOM COAEPXHMTCS Yrposa
0 B3pELIBE, HEOOXOIUMO TIOJOKHUTE 3TO IIUCHMO B IIJIACTHKOBBIH IAKeT, CTapascCh Mo
BO3MOXKHOCTH TPOTaTh €ro KaKk MOXXHO MEHBLIC, H He3aMeIUTEeIBHO COOOUIUTH
B OTZE] obecnedeHns o0MeCTBEHHOH 0€e30MacHOCTH.

: 6.4. Ha Bcex BXOASIIMUX JOKYMEHTaX B CBOOOZHOM OT TEKCTa IIOJIE MEPBOH
CTPAHMIIEI CTABUTCS ILUTAMII C yKa3aHMEM IIOPSAKOBOIO PErMCTPAlIMOHHOI0 HOMEPa
(«BxomsamINii HOMEp») U AaThl IOCTYILIEHHS. o

6.5. HoxymeHTBl, HE TpeOylollue pe30JIIOLMU PEKTOpa M a/[pECOBAHHBIC
CTPYKTYPHBIM TIOpa3/ie/icHUsAM YHHBEPCHTETa, HANpPABIAIOTCS paboTHHKOM
obmero  ormena, pabOTHHKOM  CEKTOpa  IPOTOKONA  HEMNOCPEACTBEHHO
B COOTBETCTRYIOIIME CTPYKTYPHEIE TOApasaeneHus 6e3 perucTpalum.

6.6. PabOTHHUKH CTPYKTYPHBIX IIOApa3lCIeHUH €eXEIHEBHO I01y4aioT
KOPPeCTIOHACHIMIO B obmem otaene (32  CBOGBPEMEHHYIO  JOCTaBKY
KOPpPEeCIOHICHIIMN B afpeC CTPYKTYPHBIX MOJpas/ie/leHHi OTBETCTBEHHOCTD HECYT
pPabOTHHKY / PYKOBOAMUTENN CTPYKTYPHBIX [TOAPA3/ieIeHUH ).

6.7. IlomyuuB MOKYMEHTBI JUIL HCIONHEHHs, pabOTHUK YHHUBEpCHUTETa
JIOJDKEH HEMEUIEHHO O3HAaKOMUTHCS C MX COAEp)KaHWEM, BBIJIETHB JIOKyMEHTHI,
TpeOyroIe CPOUHOT0 UCTIOTHEHHS.

OTBETCTBEHHOCTh 32 Pe3yJLTATHl BLINOJTHEHHS ITOPYYEHMM, TpedyroIux
perreHns BOIPOCOB, IIPUHATHE MEP I10 BBHINOJHEHHIO JOKYMCHTOB H YCTPaHCHHE
NPHAYHH, MPENATCTBYIOMIMX MX BBINOJIHEHHIO, CPOKH IIPCICTaBJICHHSA, Kavy€CTBO
W JOCTOBEPHOCTh MH(OPMAlMKM HECYT PYKOBOINUTEIM, HA KOTOPHIX BO3JIOXEHO
UX UCIIOJIHEHHE.

Eciu HCroJHEHHe JIOKYMEHTa BO3JIO)KEHO Ha HECKOJIBKHMX UCIOIHHUTENEH, TO
OTBETCTBEHHOCTh HECET MCHOJHMUTENb JIOKyMEHTa, YKa3aHHbIH B TEKCTE
MOPYYEHHUS MM Pe30JIONUY PYKOBOAUTES MEPBBIM, a COMCIIOIHATENN AOKYMEHTa
— B 4aCTH, UX KaCarIIencs. :

JIOKYMEHTELI HATIPABIISIOTCS B 371eKTPOHHOM BHJe 110 COJI My KOMUPYIOTCS
U IepesaloTcs B OTAEIBHBIE CIPYKTYPHBIE IOAPa3aC/ICHHsA, €CIIU Y PYKOBOJUTEIS
CTPYKTYPHOI'O II0/pazjieNieHust HeT yueTHoH 3anuc B CI/I, paGoTHUKaMu 0061Iero
oTaena.

6.8. Paboraux VYHuBepcutera o00s3aH oOecneuMBaTh OINEPATHBHOCTH,
Ka4eCcTBO MCIIOJHEHHS H COXPAaHHOCTh JOKYMEHTOB, IIOCTYNHMBIIHX K HEMY
JUTSL ACTIOTHEHHA.

6.9. Hcnonnurens HE OOJDKEH pasriamiaTbk COAEPXKKaHUE ITOCTYIMBIIMX
K HEMy JOKYMEHTOB M MOITOTOBIEHHBIX IPOEKTOB CIyXeOHBIX [0KYMEHTOB,
C HUMHM MOTYT OBITb O3HAKOMJICHBI TOJIBKO JIMIIa, MMEIOIIME OTHOIICHHE
K HX UCITOIHEHHIO.

6.10. Bxopsimue IOKYMEHTH PErHCTPUPYIOTCs, Kak IPaBWIO, B JCHb
NOCTYIUIEHHS HITH HA CICAYIOUIMH JeHb, 8 HCXOIAIIME U BHYTPEHHHE JOKYMECHTHI
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B JIeHb ITOJIHCAHMS M IIOCTYIUIEHHS HA PErMCTpalMio B oOmuit otnen nubo Ha
chexyromuii pabounit 1€Hs.

; 7. MOPAJOK MOATOTOBKHU U ITPOXOXKIAEHUA
NCXOAAIUX U BHYTPEHHUX TOKYMEHTOB

7.1. Tlopsmox IIOATOTOBKM MCXOASANIMX JIOKYMEHTOB BKIIOUaeT B ceOs
paGOTy Mo COCTaBJICHHIO IIPOCKTa IOOKYMCHTA, COrJIaCcOBaHHIO, IIOATNMHUCAHHUIO
(YTBep K OEHHUIO), PETUCTPALIUHU.

7.2. Jlo mepenayn JOKYMEHTa Ha IMOAMUCH UCTIOJHUTENb JOJDKEH ITPOBEPUTH
COIIEP)KaHME OITOro0  JOKYMEHTa, TIPaBUJIBHOCTh OQOpMICHMSA, Halu4ue
HeOOXOMMBIX BH3 U TpHIOKeHMH. JIOKyMEHT IpeICTaBlIsSeTCs Ha IOANUCH
BMECTE C MaT€pHaJlaMy, Ha OCHOBAHUY KOTOPhIX OH FOTOBHIICS.

7.3. JIOKyMeHTEI, IOAMNUCAHHBIE PEKTOPOM U IIPOPEKTOPaMH, alpeCOBAHHBIC
B BBHINIECTOSAIIME W HHBIE OpraHW3allMH, PErMCTPUPYIOTCS B obmiem otTaene
U JIOCTAaBIAIOTCS aipecaraM OTBETCTBCHHBIM MCIIOJHHUTENIEM HIIM COTPYAHUKAMM
061ero oT/ieN1a Yepes OT/IeJeHHe TOYTOBOM CBA3H, 3ICKTPOHHOMN MOYTOH, GakcoM,
B cucteme MAC Mouuropusr, nocpeactsom CI /1.

7.4. BHyTpeHHHE  JOKYMEHTBI  OQOPMIIAIOTCA M HCIIOJHAIOTCH '
(MCIIONB3YIOTC) B Ipefiesiax Y HUBEepCUTeTa.

7.5. BHyTpeHHHME ITOKYMEHTHI (IIpHKa3bl, CIIy)keOHbIE, OOBSICHHTEIIBHEIE,
IOKJIaJHble 3allMCKH, 3asBICHHS) PACCMATPUBAIOTCS TEMHU JIMLAMH, KOMY OHH
HampasjieHbl. [IpOXOKAEHHWEe MOKyMEeHTa [0 HCHoIHMTeNnd obecrnedrBaeTcs
COpr,JIHHKaMH O6H.l01"0 OTAENIa MHJIH OTBETCTBCHHBIM 3a JACIOIIPOU3IBOACTBO '
CTPYKTYpHOrO mofpasfenenuss B OymaxxoMm Buae, mubo mo CD]I
B 3JICKTPOHHOM BHJIE.

8. IOCTPOEHUE CITIPABOYHOI'O AIIITAPATA

B of0mem oTaene COpaBOYHBIM — AlIapaToM  SBISIOTCA  KYpHAJIBI
peructpanuu KoppecrnonaeHuun B CO/L.

CripaBodYHBIE XKYpPHAIBl 3aBOJATCA HA JOKYMEHTBHI, TIOCTYNHBIIHC Ha MMA
pexkropa uWIH B aApec ACTPaxaHCKOro TIOCYIapCTBEHHOIO YHHBEPCHTETa
uM. B.H. Tatumesna.

9, PABOTA UCITIOJIHUTEJEN C JOKYMEHTAMU

9.1. OTBeTCTBEHHBIE COTPYAHUKH OOECneYyHBaIOT ONEPATHBHYIO Iepeaady
Ha PacCMOTPEHHE JOKYMEHTOB, Iepejady MX HCIOIHUTENIO B JCHb HAIOXEHHUS
PE3ONIOLMM  PYKOBOAMTENA  MWIM  HAa  CIEAYIOWMH  OCHB,  KOHTPOIb
3a KaueCTBEHHBIM MCIIOJHCHUEM JOKYMEHTOB.

9.2. TIpM pacCMOTpPEHUM KOPPECTIOHIAEHIUU UCIIOTHUTENs BBIACISET
JIOKYMEHTBI, TPEOYIOIINE CPOYHOIO UCIIOTHEHUSI.
: Cpounble  OOKyMeHThl  Hampapiasiores B COJl HCIIONHUTENAM
He3aMeINTEIILHO 110 MIPEABaPUTEIEHOMY PACCMOTPEHHUIO MOMOIIIHIKA PEKTOpa.
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9.3. HWcnonHeHuWe JIOKYMEHTa TMpeaycMaTpuBaeT cOop u 00paboTKy
HeoO0X0AMMOM MH(GOPMALIMHM, IIOATOTOBKY IIPOEKTa JOKYMEHTa, ero ohopMIeHHE,
COIJIacCOBaHHUE, IOJNHUCAHUE PEKTOPOM, WU MPOPEKTOPOM, HIIM PYKOBOZAHUTEIEM
crpyKTypHoro No/ipasziesieHys], II0ATOTOBKY K MEPEeChUIKe apecary.

Ha Bce MOKYMEHTHI, OTIpaBisieMble yepe3 obumumii otaen Ilouroi Poccuu,
UCIIOJIHUTEIb TOTOBUT BHYTPEHHUI PEeCTp MOYTOBKIX OTIIPABIIEHUIA.

9.4. Ilpu oOmepaTMBHOM pCIIEHHH BONPOCOB 0Oe3  COCTaBIEHUA
HOIMOJIHUTEJIBHBIX AOKYMEHTOB HCIIOJIHHUTCIIb OCYIICCTBIIACT TaKHE
[IPOMEXYTOUHEIE JIEeWCTBHS, KaK 3alpoc CBeIEeHMid, Tele(OHHBIE NEPeroBOPHI
M T.1I., IOAroTaB/IMBas OKOHYATEIbHOE PellleHHe K HAMEYCHHOH JaTe.

9.5. CoOHCHOJHUTETH JOKYMEHTOB CBOEBPEMEHHO IIPOBOIAT aHAIH3
MHGOPMALMK M TIPE/ICTABNSIOT OTBETCTBEHHOMY HCIIOIHMTENO, YKA3aHHOMY
B  TEKCTC  TOPYYEHWA  WIHM  PE30JIOLUMH  DPYKOBOJAWTEIEM  IICPBBIM,
B YCTAaHOBJIEHHBIE MM CPOKH HEOOXOOMMEIE JIOKYMEHTH! (IIPOEKTHI [JOKyMEHTOB,
CIpaBOK, CBEAEHUM | T.1.).

OTBeTCTBEHHBIM HCIIOJIHUTEIbh HECEeT IIePCOHANBHYIO OTBETCTBEHHOCTH
33 HeJOCTOBEPHOCTh HH(OPMAIMH, UCIIOTB30BAHHOM IIPH ITOATOTOBKE JOKYMEHTA.

9.6. VICIIOJIHUTEIL HECET OTBETCTBEHHOCTH 32 HecOOIofeHue TpeOoBaHUM

HCITOJIHUTENLCKOM TUCLMIUIMHE], 38 HEMPaBUIbHOE HUCIIOIb30BaHHE JEHCTBYIOIINX
HOPMATHMBHEIX JIOKYMEHTOB B IIOArOTOBKE, OQOpPMIEHUM U UCIOJHEHUH
TOKYMEHTOB B CPOK.
; 9.7. Tlpu BO3HMKHOBEHUM PAa3HOTJIACHH MEXIy PYKOBOAHUTEISIMHU
CIPYKTYPHBIX TOJpa3felNeH’ 1O BONPOCY OINpPEIeNIeHUs OTBETCTBEHHOIO
UCTIONHMUTENS (COMCIIONIHUTENSA) 1O JOKYMEHTY OKOHYATEIbHOE pPEeIICHHE
flo sToMy BOmIpOCY NpHHMMaetcs pekTopom. CTPYKTypHOEe MOApasfelIeHHe,
BRICTYIIAIOIIEE C TIPEIJIOKEHMEM O BHECEHMM W3MEHEHHMsS B PE30IIOLUI0
(mopyyenue), HHHLMUPYET PACCMOTPEHHE JAHHOI'O BOIPOCA y PEKTOpa uepe3 ero
nomomHuka. Ilpunstoe pemenue ¢uxcupyercs B PKK jgoxymenra B C3/1
OTBETCTBEHHBIMHU COTPYAHUKAMH.

10. IEYATAHME U TUPA’KUPOBAHUE JOKYMEHTOB

10.1. TIleuaranue JOKYMEHTOB, HAIpaB/IdgeMbIX B  BbILIECTOSIIHC
OpraHu3alyK, OCYIIECTBIACTCA B CTPYKTYPHBIX IMOAPA3ACICHUAX, FOTOBAIMX ITH
OOKYMEHTBHI.

10.2. TupaxupoBaHME MPOM3BOJAMTCA Ha KONHPOBAJbHBIX annaparax
B IIOJPa3eICHUAX Y HUBEPCUTETA.

KoHTponp 3a  THP@KUPOBAHMEM  IOKYMEHTOB B  CTPYKTYPHBIX
HO/Ipa3/IelIeHHsAX BO3/IaracTcsi Ha pyKOBOIUTEIIEH.

11. YYET U XPAHEHUE IEYATEM, HLITAMIIOB 1 BJIAHKOB

11.1. TlewaTu ¥ INTaMOBl YHHUBEPCHTETa, CTPYKTYPHBIX IOApa3/e/ieHHH
M3rOTaBIMBAIOTCA C NUCHMEHHOTO paspelleHus PEKTopa.
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11.2. Ob6s3aTensHOMY ydeTy IOAJEXarT BCE BUABI IledaTeil M IITAMIIOB,
OaHKH YHHBEPCHUTETA, YAOCTOBEPEHHS TNIHOCTH, TPYIOBBIC KHHUKKHU, JUIIOMBL.

11.3. XypHanbl yu€Ta BKIIOYAKOTCS B HOMEHKIATypy Heil. JIMCTEI
UX IIPOHYMEPOBBIBAIOTCS, CIIMBAIOTCS ¥ ONEYAThIBAIOTCS.
' 11.4. Ileyatn, mramMnbl H OJaHKHA JO/DKHBI XPaHUThCS B ceddax WIH
METAJIMYEeCKHX 1IKadax.

11.5. OTBETCTBEHHOCTD 3a XPAHCHHE M HCIONB30BAHME IEYATEH, IITAMIIOB
U OIaHKOB B CTPYKTYpPHBIX IIOAPA3ACICHHUAX HECYT CEKpPeTapH HIH JIHIA,
OTBETCTBEHHEIE 32 BEACHUE NeIO0NPOU3BOACTBA. ;

11.6. VYuuuroxkenue OIaHKOB, HCIIOPYEHHBIX HIM  YCTapeBIIHUX
IIPOM3BOIATCS TI0 aKTY C OTMETKOW B COOTBETCTBYIOLIMX KypHalax ydera.

11.7. Tleyatu u mITamMnbl YHUUTONKAIOTCS 1O AaKTy pPYKOBOIOUTEIEM
CTPYKTYPHOTO IIOApPa3/ie/ICHU.

11.8. ITpoBepka HaJUyus edareil, IITaMIIOB U OJIAHKOB, 4 TAKKe MOPSAAKA
MX XpPaHEHHUS U MCIIONH30BAHMUS MPOM3BOAUTCS KOMUCCHEH HE PEXe OXHOro pasa
B I'0JI, OMHOBPEMEHHO C ITPOBEPKOH COCTOAHMA AEIONPOoUu3BoAcTBa, OTMETKA

O TPOBEICHHBIX IPOBEPKaX ACNaeTCA B COOTBETCTBUH CO CIIEAYIOIIMMH
IpaBUIIaMHU:

/ apXHWBHBIC CIIPABKH,

Haumenosanue XpaHUTCS [Ipumensiercs
IleuaTs opraHu3anuu V navanpHuKa Ha noxymeHrax,
IOpUAUYECKOTO HOAMHCAHHBIX HIIH
oThena YTBEPKIEHHBIX PEKTOPOM

By3d; Ha OTIEIBHBIX
NOKYMEHTAaX, [IOANUCAHHEIX
IPOPEKTOPOM (B
COOTBETCTBHH C IIPUKA30M
0 BO3JIOKEHUH
ITOJIHOMOYHI); Ha

3aMpOCHI, a TAKXKE KOIIHH
JIIOKYMEHTOB,
3aBepsieMbIX HAYAJIEHUKOM
ynpaBlIeHUs IPaBOBOIO
¥ OpraHHU3alMOHHOIO
obecneyeHus;
CIIpaBKH, JIOTOBOPBI, aKTEI,
OTBETHI Ha 3aIIPOChl ¥ HHBIE
JOKYMEHTBI, [IOIIACAHHEIE
PYKOBOIUTEISIMH
CTPYKTYPHBIX
noJipas/ieJieHdi Ha
OCHOBAHUHM JOBEPEHHOCTH,
BBIJ@HHOM PEKTOPOM
YHuBepcureTa
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ITITaMmbl CTPYKTYPHBIX | Y YHNOIHOMOYEHHOIO Ha noxymenrax,
IIoIpa3ieneHui PYKOBOJIUTES TOITMCAHHBIX HITH
CTPYKTYPHOTO YTBEPKI€HHBIX
NOIpa3aeIeHus PYKOBOACTBOM 3THX

MIOpa3fIeIICHHM, a TAKKe
Ha KOTIHAX, KCEPOKOMUIX
U BBIMCKAX U3 JPYTHUX
JOKYMEHTOB

12. COCTABJIEHUE HOMEHKJIATYPBI IEJI

12.1. HomenknaTtypa el npeaHasHadeHa il IPYIIIMPOBKH MCIIOIHEHHBIX
OOKYMEHTOB B Jieja, CHCTeMarTu3allud W ydera [J€JI, HHAEKCalluH MAel
U ONpeNelIeHUs CPOKOB HX XpaHeHHs. HoMeHKIaTypa Jen sBJISeTCsS OCHOBOH IS
COCTaBIICHMS OIMCEH I MOCTOSHHOrO ¥ BpeMeHHOro (cBeimie 10 1eT) xpaHeHus
H 10 ITHYHOMY COCTaBy, @KTOB O BBIJCICHHH K YHHYTOKEHHIO [TOKYMEHTOB
C MCTEKIIMMH CPOKaMH XPaHEeHHs, & TakKe A/ ydeTa Jel BpeMeHHBIX (10 10 ner
BKJIFOYMTENIEHO) CPOKOB XPaHEHHS.

12.2. Cpoauas Homenknarypa pgen AI'Y wM. B.H. Tarumesa
Ha CIIEeOYIOLLIMM roj COCTaBIISIETCA YrnpasrneHuem IIPaBoOBOIO -
¥ OpPraHM3alMOHHOr0 OOeCIeYeHHUs Ha OCHOBE HOMEHKJIATYPHI A€ CTPYKTYPHBIX
noapasaeneHui, no GopMe ycTaHOBIEHHOM [IpaBuiaMu OpraHu3alvyu XpaHeHHus,
KOMIITEKTOBAaHMS, Y4Ye€Ta M MCIOJIB30BaHUS [OKYMEHTOB ApxuBHOrO (oHIa
Poccuiickoit denepaiid ¥ OPYIUX apXMBHBIX JOKYMEHTOB B I'OCYAapCTBEHHBIX
OpraHax, OpraHax MECTHOTO CaMOYIPaBJICHMS U OpraHu3alUsX, YTBEPHKAECHHBIM
npuxazoM MunuctepcrBa KynbTypbl Poceuiickoit @enepaunu ot 31.07.2023 Ne77.

12.3. HoMeHKIaTyps!l JIeNl CTPYKTYPHBIX MOApa3feieHuil pa3pabaTrIBalOTCs
MX PYKOBOAMTENSMH C IPUBJICUEHHUEM BEAYLIUX CIIELHATUCTOB, COTTIACOBBIBAIOTCA
C Ha4YIPHAKOM YTIpaBJICHHS MPaBOBOTO M OpraHH3al[MOHHOro obecnedeHus,
Apxusom AI'Y um. B.H. Tatumesa (Ilpunosxenue Ne 17).

12.4. HomeHxiaTypa Jiell BU3HPYeTCsl Ha4aJlbHUKOM ApXHBa, HAYaIbHUKOM
YrpasiaeHHs OpaBoBOrO M OPraHM3allHOHHOTO 00ECTICYCHUS M TOCIe 0L00pEeHHMs
OxcneprHoit komuccuelt (OK) VHuBepcHTeTa yTBEPKAAETCS PEKTOPOM, XKETOTHO
no 20 gexabps rexyutero roga. CTpyKTypHEIE NOAPA3/IeI€HUs 10y 4aloT BBITUCKA
COOTBETCTBYIOIIMX  pPa3fe/ioB  YTBEPXKASHHOM  HOMEHKIATYpBl  H€n  JJI
UCIIOJIB30BaHuUs B paboTe. B KOHIE Ka)XI0r0 rojjla HOMEHKJIaTypa JIe]l yTOYHAETCA,
cornacoBeiBaercs ¢ DK, yTBep)KIaeTcs PeKTOPOM M BCTYIAET B CHILy ¢ | sHBaps
cnenyromero rozaa (ITpunoxenue Ne 18).

12.5. Ilpu cocTaBlieHUM HOMEHKIATYPHl Hell CIEHYeT PYKOBOJACTBOBATHCS
VYcraBoM, IIONOKEHMSMM O  CTPYKTYPHBIX  MOIPa3JElICHHsAX, IITATHHIM
pacnucaHHeM YHHBEPCHTETa, [PUMEPHOH HOMCHKIATYpOH Jel  BBICUIEro
yuebHOrO 3aBefieHus, [lepedHsiMH THUIOBBIX YNPAaBICHUECKUX [OKYyMEHTOB,
06pasyroLInXCs B IEATEIPHOCTH OpraHr3alii, ¢ yKa3aHHeM CPOKOB XpaHeHHs!.

12.6. B HOMeHKJIaTypy [ell BKJIIOYAIOTCSA 3aroJIOBKH HEJI, OTPaXKaIolIHe BCE
IOKYMEHTHPYEMBIE Y4acTKU paboTsl OApa3AeIeHHUH.
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/ Ha3panussMu  pa3fesioB  HOMEHKIATYpbl  HeNl  SIBISIOTCS  Ha3BaHUS
CTPYKTYPHBIX IIOApa3/eleHuii; pas/elbl paclojiaraloTcsi B  COOTBETCTBUU
C YTBEPXKIEHHOM CTPYKTYpOil Y HUBEPCUTETA.

Ecom B TeueHWe roga B YHUBEPCUTETE  BO3HUKAIOT  HOBBIE
HeTpeyCMOTPEHHEIS [e/la, OHH JOIOJHUTEIBHO BHOCATCA B HOMEHKIATYpy Aell.
C 3T0i#t LIeNBI0 B KaXXIOM pa3fesie HOMEHKIATypsl OCTaBISIOT pe3epBHEIE HOMEpa.

12.7. T'padsl HOMEHKIATYpBl OE1 YHHBEPCHUTETa, €ro CTIPYKTYPHBIX
IoApa3AesIeHUH 3aI0NHIIOTCA CISAYIOIIMM 00pa3oMm.

B rpabe 1 npoCTaBISIOTCA MHIEKCHl KaXIOro Jefia, BKIIOYCHHOTO
B HOMEHKJIATypy. WHIEeKC [ena cOCTOMT W3 YCTAHOBIEHHOTO B YHUBEPCHUTETE
U(GPOBOro 0003HauEHUs (unmexca) CTPYKTYPHOIO  IOApa3/elIeHus
U TOPSOKOBOTO HOMEpa 3arojioBKa [ela II0 HOMEHKIAType B Ipeaenax
CTPYKTYpHOTO Tmozpa3aeineHus. MHaekcel pgen o0003HA4aroTCs  apabCKumu
1 pamu.

Hanpumep: 10-05, 20e 10 — obosnaueHue cmpykmypHo20 noopasoeneHus,
05— nopsadkoeulil HOMEP 3a20108KA 0eNa NO HOMEHKIAMYPeE.

B HOMeHKIIaType /el peKOMEHLyeTCsI COXPaHsTh OJMHAKOBbIE HHAEKCHI s
OHOPOMHEIX J€] B MMpeesiax pa3HbIX CTPYKTYPHBIX IIOpa3eleH .

12.8. B rpady 2 BKIIOYAIOTCS 3aroJOBKH /€1 (TOMOB, 4acTei).

3aroj0BOK Jelia JO/HKEH YeTKO B 0000IIeHHOH (hopMe OTpa)xaTb OCHOBHOE
COZEepXKaHKUE U COCTAB JOKYMEHTOB Jea.

[TopsnoK pacmoNOKeHUs 3aroJIOBKOB BHYTPH Pa3/IelIOB H IIOJpa3/ie/leHHi
HOMEHKJIATYphl  [€1  OIpEAENseTcss CTENECHBI0  BAXXKHOCTU  JOKYMEHTOB,
COCTaBISAOLIMX [€J1a, X UX B3aUMOCBS3BIO.

B HayaJe pacronararTcs 3aroJIOBKU aern, COZIepKaIINX
OPraHM3alMOHHO-PACIIOPAIMTENBHYIO  JTOKYMEHTAIMIO. JaronoBku 1€,
CoJepiKallde [IOCTAHOBJIEHWS W TIPHUKa3bl BBIMIECTOAIIMX  OPraHH3alMi,
pacronaraioTcs Iepejl 3arolloBKaMHd el C IIPUKa3aMH PEKTOpa YHHBEPCHUTETA.
Jlanee pacmonaraloTcs 3aroJIOBKH [ell, COJAep)KalluX IIAaHOBBIE M OTYETHBIE
JOKYMEHTEI.

He pomyckaercss ynorpebieHne B 3arojioBKax Jiell HEKOHKPETHBIX
(GopMyIHPOBOK («pa3HBIC MATEPHUANTBD), «OOIIas MEPEUCKa» U T.1.).

3aroJloBKM el MOTYT YTOYHATECS B  Ipouecce (HOPMHUPOBAHMA
H 0hOpMIICHHUS 1€l

IIpy COCTaBIEHHMM 3arojiOBKOB JIel HCHONB3YIOTCA  (GOpMYIHPOBKH

W3 IPUMEPHOM HOMEHKJIATYPHI 1€l BBICIIErO y4eOHOro 3aBeICHH.
i 12.9. T'pada 3 samonHseTcs N0 OKOHYAHMHM KajeHjapHoro rouga. Ona
npeaHazHaveHa Ajs Gpuxcauuu paxra 3aBeeHUs e, e€ NaHHBIE UCIIOb3YIOT [IPH
COCTABJIEHMM  WTOTOBOM  3amMUCHM K  HOMEHKIAaType O  KaTeropusx
M KOJIMYECTBE JeJ, 3aBEJEHHBIX B ONPEICICHHOM rOfy B yHUBepcuTeTe. ApXUB
HCIIOJIBE3YIOT OTH AaHHBIE [UIs ONpPEeACICHHS U cOCTaBa 00pasyIOIIUXCs €XKEroJHO
Jet.

12.10. B rpade 4 ykasplBaeTcs CPOK XpaHEHUs Jeja, HOMepa CTarei
no IlepeuHi0 TUMOBBIX YIIPaBIEHYECKHX JOKYMEHTOB, OOpa3yomuXcs
B JIEATENLHOCTH OPraHM3allnii, C yKa3aHHeM CpoKoB xpaneHus (M.2019).
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_. 12.11. B rpade 5 «IIpumeuanue» YKa3bpIBAIOTCS Ha3BaHUS IepeyHel -
JIOKYMEHTOB, HCIOJB30BAHHBIX IIPM ONpEJEIEHUH CPOKOB XpaHeHus Jell,
[POCTABIIAIOTCA OTMETKHU O 3aBEACHUH JIell, [IEPEXOAAIIHX Aellax, BhIICICHUH el
K YHHYTOKEHHIO, O JIMIIaX, OTBETCTBEHHAIX 32 OOpMIIeHHE JIell, O Iepeade Jel
B JpYTYIO OpraHU3alHio A IPOAOKEeHUA U Ap. B oToH rpade [aroT CChUIKH Ha
pemerns K.

12.12. Tlo 3aBepuieHMH [IOEJIONPOM3BOACTBEHHOTO TIofJa B  KOHIE
HOMEHKJIATYPHI [Iell B K&KIOM CTPYKTYPHOM IOIpa3fieleHuu O(opMIIseTcs
UTOrOBas 3aIlUCh, B KOTOPYIO BHOCSTCS CBEIEHHS O KOJMUYECTBE 3aBe/IEHHBIX Jell
(TOMOB, 4acTeil), OTAEIBHO IIOCTOSHHOIO U BPEMEHHBIX CPOKOB XPaHEHHS,
BPEMEHHEIX CPOKOB XpaHEHMs C OTMETKOH «JITK» ¥ nepexoasiux.

B uTOroByro 3anmch CBOAHOM HOMEHKJIATYPHI [/l Y HUBEPCUTETA CBEACHUS
BHOCSITCSI HA OCHOBaHWH JaHHBIX, IEPEIaHHBIX U3 CTPYKTYPHBIX I10pa3/ieIeHHH.

CBeneHus, coaepXalipecs B MTOrOBOMH 3amuCH HOMEHKJIATYPBl Jell
VHuBepcuTeTa, NEPealoTCs B apXUB Y HUBEPCUTETa, O YEM B HOMEHKJIATYpe Ael
MPOCTaBIIAETCS OTMETKA C YKa3aHHWeM JIOJDKHOCTH M IOJINMCH JIMIIA, TIepeIaBIIero
CBEJICHHSA.

12.13. Tlo oxoHYaHWH AEIONPOH3BOACTBEHHOIO IoOfa B KOHIE CBOAHOH
HOMEHKJTATYPEl el AapXHBOM JENAeTCS HTOTOBAs 3amuCh O KOTHYECTRE
3aBECHHBIX Jel (TOMOB).

13. P OPMHUPOBAHUME JEJIL.

13.1. @opmupoBaHue el - TPYIIHUPOBKA HCIOJHEHHBIX JOKYMEHTOB
B Ji€Jia B COOTBETCTBHH C HOMGHKJ’laTypOf:I Jell U CI/ICTCM&THSiaIIHeﬁ AOKYMCHTOB

BHYTPH el
Jlena B YHuBepcUTeTe (hopmupyroTCs JelIeHTPaIN30BaHo,
T.e. B  CTPYKTYPHBIX  MOIpA3felleHUsX  JIMIAMH,  OTBETCTBEHHBIMU

32 JEIONpPOM3BOACTBO, HA3HAYEHHBIMU  PYKOBOAMUTEISIMA  CTPYKTYPHBIX
noapasnenesuii. CTpyKTypHbIe TOApa3aeneHust GOpMUPYIOT B ena JOKYMEHTH! B
COOTBETCTBMH € MPOQHIEM CBOETrO TOAPa3AeICHHS.

MeToau4eckoe  pPYyKOBOJACTBO ¥ KOHTPOIb 3@  IPaBHJIBHOCTBHIO
dopmupoBaHus gen ocyuectsiser Apxus AI'Y um. B.H. Taruiesa.

13.2. ITpu hopMHpOBaHIH eI HEOOXOAHMO COOIOAATE CleAyolIne 00mue
IIpaBHIIA:
' - IOMelaTh B [EN0 JOKYMEHTBI, KOTOPBIE IO CBOEMY COJEpPIKAHHUIO
COOTBETCTBYIOT 2aroJIOBKY HeJl;

= NnoMenmaTe B 2 OEJI0O TOJIBKO UCIIOIIHCHHEBIC EOK)’L‘IBHTLI OIOHOI'O
KaJIEHIapHOTO WM y4eOHOro roja (MCKIIOYEHHE COCTaBISIOT JM4YHBIC Iela,
KOTOpEIe (POPMHUPYIOTCS B TeUE€HHE BCero Iepuoma padboTsl miIu y4€OBI JaHHOTO
JMLla B YHHBEPCUTETE), HANJeKaluM oOpa3oM OGQOPMIEHHBIE HIOKYMEHTBI
10 pa3peIIeHHIo OHOr0 BOIIPOCa;

- JIOKYMEHTBI IOCTOAHHOI'O M BPEMEHHOI'0 CpOKa XpaHeHHA (OpPMHpPOBAThH
pasneinsHo,
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- B JEI0 HE IIOMENaThb AOKYMEHTBI, IIOJUIEXKAIlME BO3BPATy, a TaKXKe
YEePHOBHKH, JTUIIHUE SK3EMIUIAPH], METANIMUECKHUE CKPETIKH,

- Ka)k/0e Aeo NOKHO ObITh He Toiue 35-40 MM u coiepxarh He Ooiee

(250) muCTOB; €CIlH IOKYMEHTOB B jeie Gomsine (250) nuctos, To dhopMuUpyeTcs
HECKOJIBKO TOMOB C CAMOCTOSITEJILHOM HyMEpaluen B KaXX10M TOME;
' - JOKYMEHTHl BHYTPHU Jeja [JOJDKHBI DacIlONaraThCs IIOCIEA0BATENIBHO,
ocBellas ONpeAeiIéHHBIE BOMpOchl. [IpuioXeHHss HE3aBUCHMO OT  JAaThl
UX YTBEPXKIEHMS WIH COCTABIEHUS NPUCOENMHSIOTCS K TeM JOKyMEHTaM,
K KOTOpBIM OHM OTHOCSTCS; mpHiIoxkeHus Oonpmoro o0séMa clenyer
TPYNIMPOBATh B OTAEIIBHBIE [IENA.

13.3. Homep ziena, B KOTOpOE JOJDKEH OBITh IMOMIIMT JOKYMEHT, OIpeIeNsaeT
WUCTIOJHUTENP 110 HOMEHKJiatype. Ha [OOKyMEHTE€ mPOCTaBIAIOTCA: OTMETKA
«B meno Ne...», maTta, NMOANMCHL HMCIONHHUTENS HUIH PYKOBOJMTENA CTPYKTYPHOI'O
110/Ipa3eIeHuUS.

13.4. JlokyMeHTBI BHYTPH [eJla PacroyaraoT B XpOHOIOTHYECKOM MOPsA/Ke
WIH TaK, 4TOOBI IOCIENOBATEIFHO OCBEIATh PellleHHe BONPOCOB, NOKYMEHTEI 110
KOTOPBIM BXOAT B IAHHBIE JIeNIa.

13.5. PacmopsiguTenbHble DOKYMEHTHI TPYINUPYIOT B [ela II0 BHAAM
B XPOHOJIOTMUECKOM IOpsjke, (Haubojee paHHHE JOKYMEHTBI PacrojararTcs
B HauaJle JIeJla) ¢ OTHOCSILUMHUCS K HUM IPHIIOKCHUAMU.

ITpuka3sl 1O OCHOBHOW  JEATENBHOCTH  TIPYNIMPYIOT  OTZENBHO
OT TIPUKA30B 110 JIUYHOMY COCTaBY.

[Ipukassl 1O JMYHOMY COCTaBy O [puéMe, IEPEeBO/IE, TOOMWPCHUH,
YBOJIbHEHHH paboOTHHKOB (GOPMHPYIOT OTIENbHO OT IPHKA30B MO JHMYHOMY
COCTaBY O KOMaHIMPOBKAX, OTITyCKax.

13.6. VYcraBsol, [TOJIOXKCHMA, HHCTPYKLHH, yTBEP)KICHHBIE
PACTIOpSJUTENBHEIME  JJOKYMEHTaMH, SBISIOTCS  NPUIOXKEHHSMM K HUM
¥ TPYIIIHPYIOT BMECTE C YKa3aHHBIMU NOKyMeHTaMH. ECIIH jKe OHM yTBEPXKACHEI B
Ka4yeCTBE CaMOCTOSITEIBHOTO IOKYMEHTA, TO ux IpYNITHAPYIOT
B CAMOCTOSITe/IbHEIE JIENa.

13.7. TIpOTOKOJIEI B fIelle PACIIONAraloTCs B XPOHOJNOTHYESCKOM MOPAAKE
1 0 HOMepaM. JIOKyMeHTHI K POTOKOJIaM, CIPYIINUPOBaHHbEIE B OTACIBHEIC /€713,
CHCTEMATU3UPYIOTCS 10 HOMEPaM IIPOTOKOIIOB.

13.8. YTBepx/AEHHBIC IIIaHBI, OTYETHI, CMCTHI, TUMUTBI, TUTYJIbHBIC CITMCKA
¥ JpYyTHUe ZOKyMEHTHI IPYIIIHPYIOTCS OTAENBHO OT MPOCKTOB.

[InaHsl HAa HECKOJBKO JeT (GOPMUPYIOTCSI 1O HadaabHOW jare, OTYETEI
3a HECKOJIBKO JIET (DOPMHUPYIOTCS IO KOHEUHOI1 fate.

13.9. JloxyMeHTHl B JMYHBIX JIellaX pacrojaralTCi 10 Mepe
MX  TOOCTYIUIGHHS B  JIOTMKO-XPOHOJOTMYECKOH  IIOCJIE€I0BATE/IBHOCTH.
[TepBoHAYaIBHO B JIHYHOE JEJO TPYIIHPYIOTCA JIOKYMEHTBI, odopmsroIIe

npouecc npuéMa Ha pabory (yue€ly), a BIOCIEJICTBAM — BCE OCTAlIbHBIE
JIOKyMEHTBI, BOSHMKAIOLIUE B X0J1€ TPYI0BOH (yueOHOM) IesTeNbHOCTH paboTHIKA
(ctynenra).

JIOKyMEHTBI, [O/UIeXalliHe BO3BpaTy M3 JIMYHOIO [Jela CTy[ACHTA
win paboTHAKA (TOIJUHHMKE JOKYMEHTOB 00 00pa3oBaHWH, IIOUYETHBIE PAMOTEI
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M T.J.), TIOMEN[AIOTCS B JI€N0 B OTIEIbHOM KOHBEpPTE, KOTOPhIM HaK/IeMBAETCS
Ha TPEeThIO CTOPOHY OOJIOXKKH JTHYHOro Jena. Ha TpeThi0 CTOPOHY OGIOXKKH
JIMYHOTO JeNa NOAMMBAIOTCS CTyJeHUSCKHIt OUIeT U 3a4eTHAas KHIDKKA.

13.10. JInnesrsle cuera PabOTHHKOB TIPYIIUPYIOTCS B CAMOCTOSTENILHEIE
nela ¥ pPacHojaraloTcss B HUX B HOpsiake andaBura 1Mo GamuiinsM, UMeHaM
H OTYECTBaM.

13.11. OO6pamenuss rpaxgan (TpeVIOKEHUS, 3asBIEHUS, HKATOOBI, '
MPETeH3Ud U Jp.), B TOM YHCJIE MOCTYIHMBLIHE Yepe3 HHTEPHET-IPHEMHYIO
TPYNIUPYIOTCS B OTAEIBHEIHN 5KYpPHAIL.

13.12. TIlepenucka IpyIHIIUApyeTcs 3a KaJICHIapHBIN rof
U CUCTEMAaTH3UPYETCS B XPOHOJIOTMYECKOM ITOCIeI0BATEIBHOCTH.

14. SKCITIEPTU3A HIEHHOCTHU JOKYMEHTOB.

14.1. Oxcmepru3da LEHHOCTH [JOKYMEHTOB — OIpEeJeleHHe LEeHHOCTH
JOKyYMEHTOB C Lelblo O0TOOpa MX Ha T[OCYAapCTBEHHOE  XpaHEeHHE
Y YCT@HOBJIEHHUE CPOKOB XPaHEHHUS.

14.2. DkcnepTr3a LIEHHOCTH JOKYMEHTOB B YHHBEpCUTETe MPOBOJUTCS IIPU
COCTAaBIIEHUM HOMEHKJIATyphl Jel, IpH O(QOpMIEHHH [He1 U IPOBEpPKe
IPaBHJIBHOCTH OTHECEHHsS [JOKyMEHTOB K JelaM, INpH IIOATOTOBKE el
K TIOCIeIyIOIEeMy XpaHeHUIo.

14.3. Jlj1st oprasu3aiuy ¥ MpOBEICHUS KCIIEPTHU3BI LIEHHOCTH TOKYMEHTOB B
YHUBEPCHUTETE CO3MACTCA NMOCTOAHHO ACHCTBYIOWIAsA 3KkcnepTHas xkomuccus (OK).
Oynukiuu ¥ npasa DK  yHuUBepcuTeTa, a TakkKe oOpraHusaius ee paboThl
OIPEAEIIAIOTCA MOJI0XKEHUEM, KOTOPOE YTBEPKIAAETCA PEKTOPOM.

3acenanust DK mpoTOKOIMPYIOTCS, TPOTOKOJEI ITOAMUCHIBAIOT MpeaceaaTelNlb
u cexpetaps DK U yTBep)XIaeT pexTop.

14.4. OcuoBusiMu dyuximsmu DK ssistorcs:

- OpraHu3alys eXerogHoro ordopa len A/ XpaHeHHd HIH yHHUTOXKEHHS
B COOTBETCTBUH ¢ HOMeHKIaTypoil nen AI'Y uMm. B.H. Taruiesa;

- pacCMOTPCHHE M BBIHECEHHE HA YTBEP)KACHHE PEKTOPOM IIPOEKTa
HOMEHKJIATyphEl Jel, OIMcel IOCTOSHHOTO ¥ BpeMeHHoro (cBeime 10 ier)
XpaHEeHHsI M IO JMYHOMY COCTaBY, aKTOB O BBIACJICHHM K YHHYTOXEHHIO Iel,
He MoJJIexaluX xpanenuto (mpunoxenue Ne 19);

- pacCMOTpeHUe NMpeyIoKEeHUH 00 N3MEHEHUH CPOKOB XPAHEHHUSs OTAEbHBIX
KaTeropuil JOKyMEHTOB, YCTAHOBJIEHHBIX [lepeunsmu, u 06 onpeeneHn: CPOKOB
XpaHeHHUs JOKYMEHTOB, He npexycMoTpeHHbIX [lepeunamu.

15. O®OPMJIEHHE JEJIL

15.1. Hena VYHuBepcurera nomiexar O(QOPMIICHHIO TIPM HX 3aBEIEHUU
¥ 110 3aBepmeHuH roga. OdopmieHne Ol BKIOYAET KOMILIEKC MEPOIPHITHH 10
TEeXHH4YeCcKoil oOpaboTke M MPOBOAUTCA pPabOTHHKAMH COOTBETCTBYIOIIUX
CTPYKTYPHBIX TNOAPA3ACNEHUH IIPH METONUYECKOM ITOMOIIM H IIOZ KOHTPOJIEM
pabOTHHKOB apXuBaA.



46

15.2. B 3aBMCHMOCTH OT CPOKOB XPaHCHHMS IPOBOAUTCS IIOIHOS HIIH
yacTUuHOe oopMIIeHUE JIell.

' Jlena BpeMeHHoro (mo 10 neT BK/IIOYMTENBHO) XPaHEHHs MOIEKAT
YacTUYHOMY OGOPMIIEHMIO; JIeNla [IONyCKAeTCs XPaHUTh B CKOPOCIIMBATENSX;
He DPOBOAMTH MEPEeCHCTEeMATU3alMI0 JOKYMEHTOB B Jele, JIMCThl Jela
HE HyMEpOBaTh, 3aBEPHUTEIBHBIC HAANHCH HE COCTABIATb, YYET BEAETCA
10 HOMEHKJIaType Ael.

/ 15.3. ITonmHoMy OQOPMIIEHHIO MMOIIEXKAT AENia MOCTOSHHOIO, BPEMEHHOTO
(ceemme 10 set) xpaHeHMss U MO JUYHOMY cocraBy. [lonHoe odopmieHHE aena
MpelycMaTpUBAaeT: HyMepaluiOo JHCTOB B Ielle; COCTaBJICHHE 3aBEPUTEIBLHON
HaJIMCH: cocTaBileHre (B HeOOXOOMMBIX CiIydasx) BHYTPEHHEH OIIMCH
JOKYMEHTOB JieJla, IOJALIMBKY WJIM IieperuieT Aena; ogpopMieHHEe OOI0KKH
(BHeceHHe HEOOXOAMMBIX YTOUYHEHMH B PEKBM3MTHI OOIOXKM JeNa - Ha3BaHus
OpraHd3allii, HHACKCA ¥ 3aroJioBKa Jena, AaThl Aeja | Ip.)

' 15.4. B mensx obecmeueHus COXPaHHOCTH M 3aKpEIUIEHMS IOpsaKa
pacIioyiokeHuss JOKYMEHTOB, BKJIIOYEHHBIX B [€J0, BCE JIMCTBl HYMEpPYIOTCH
apabckuMu nHMdpamMu B NPaBOM BEpPXHEM YIIy, HE 3aleBas TEKCTa JOKyMEHTa,
POCTHIM rpadUuecKuM KapaHJalioM WM HyMEPaToOpOM. :

15.5. 3aBepurenbHas HAIIUCh COCTABISIETCS HA OTOEIBHOM JIHCTE —
sapepurene gena (I[lpumoxenme Ne 20), mnoxammceiBaeTcs —cocTaBHTEIEM
U TIOAIIMBACTCS B KOHLIE KaXXI0ro [ea.

15.6. BHyTpeHHs ONHUCH IOMELIAETCS B Haudajle Jejla W CONACPKHT:
TIOPSIIKOBBIM HOMEp MOOKYMEHTa, HMHAEKC MOKyMEHTa, Aary [OKYMEHTa, BHI
IIOKYMEHTa ¥ KpaTKOe COAep)KaHWe, HOMepa JUCTOB B Jelle, IPUMEYaHHe
(ITpunosxerne Ne 21).

15.7. O6moxKu [ies moCTOoSHHOro ¥ BpeMeHHoro (ceime 10 yneT) xpaneHus
(ITpunoxenue Ne 22), OONOXKH JWYHBIX JeJl CTYAEHTOB (paGOTHHKOB)
(Tpunosxerue Ne 23) oopMISIOTCS IO YCTaHOBIEHHBIM (opMaMm. '

I[To OKOHYUaHMM TOJa B HAANMCAX Ha OOJIOXKaxX Jell IIOCTOSHHOIO
u BpemenHoro (cmemme 10 neT) XpaHeHUsS BHOCAT YTOUHEHHS: TIPOBEPIETCS
COOTBETCTBHE 3aroJIOBKOB JIell Ha 00I0KKe COACPIKAaHHIO MOIIHTBIX TOKYMEHTOB,;
B HEOOXOUMBIX CIyUagx B 3ar0JIOBOK Jef1a BHOCSTCS JOIOJHUTEIbHBIE CBEIEHNUS
(IIPOCTaBIAIOTCS HOMepa IIPUKA30B, BUIBI B GOPMBI OTYETHOCTH H T.IL.).

16. COCTABJIEHUE OITUCEW JIEJL

16.1. Ha 3aBepmienHsle [eia MocTostHHOro, BpemenHoro (ceime 10 ner)
XpaHeHMss ¥ TI0 JMYHOMY COCTaBy, C(OPMUPOBaHHBIE U O(OPMIECHHBIE
B COOTBETCTBHH C HACTOSIIMMH TPEOOBAHHUAMH, €KErOAHO COCTABJIAKOTCA OMHCH.
Ha niena BpemenHoro (10 10 71€T) XpaHeH!s OMUCH He COCTABIISIOTCS.

OnucH COCTaBIAKOTCA OTACIBHO Ha Jeja IOCTOSHHOIO XpaHeHHs, Aca
BpeMeHnHoro (cBeiiie 10 1er) XxpaHeHus, Aeia 110 JIHYHOMY COCTaBy.

16.2. B CTpYKTYPHBIX ITOAPA3ACIICHUIX YHUBEPCUTETA OITUCH COCTABISIOTCA
@XKEerogHo JIMIaMM, OTBETCTBCHHBIMH 3a BEJCHHE JIEIIONIPOM3BOACTBA, IIPH
METONMYECKOM PyKOBOACTBe paboTHHKOB apxuBa. (OTBercTBeHHOCTH 32
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CBOCBPEMEHHOE M KAYeCTBEHHOE COCTABJIEHHE OMNHCEeH el CTPYKTYPHBIX
II0/pa3/ielIeHui HECYT PyYKOBOAMTENH ITUX noapasaeneHui ([Ipunoxenue Ne 24).

Ilo 5TMM oOmUCAM OOKYMEHTHI CHAIOTCS B AapxXUB Yepe3 IO II0Cie
3aBepIIeHHs [e] B AeTONpOou3BoaACcTBe. OMUCH, MOATOTOBICHHEIE CTPYKTYPHBIMH
NOApa3feIeHUAMH, CIYy)XaT OCHOBOM [ IIOATOTOBKM CBOJHOM ONHUCH Jen
YHUBEPCHUTETa, KOTOPYIO I'OTOBHT apXWB, M [0 KOTOPOH OH IepedaeT JAeja Ha
IIOCTOSIHHOE rocyzapcrBenHoe xpanenue (ITpunoxenne Ne 25, 26).

16.3. Tlpu cocTaBneHuu onucu Jen CODI0IAI0TCS Clelyroliue TpeOOBaHu:

- 3aroJIOBKM M€l BHOCSATCS B ONKMCh B COOTBETCTBUM C IPHUHATON CXEMOMH
CHCTeMAaTH3allMi Ha OCHOBE HOMEHKJIATYPHI Ie]1 YHUBEPCUTETA;

- KaXI0€ [eJI0 BHOCUTCS B ONHUCH IIOJ CaMOCTOATENBHBIM MOPANKOBBIM
HOMEpPOM (€CJIX [eI0 COCTOUT U3 HECKOJIBKUX TOMOB HIIM YacTel, TO KaXIbIi TOM
WJIM YaCTh BHOCUTCS B OIMCH [10J] CAMOCTOSATEIBHBIM HOMEPOM);

- TpadBI OIIUCH 3aIIONHSAIOTCS B TOYHOM COOTBETCTBHH C TEMH CBE/IEHUSIMH,
KOTOpEIE BEIHECEHEI Ha 00I0XKKY Jena;

- OPH BHECEHHMU B ONUCH MNOAPSA Jel C OJMHAKOBBIMM 3ar0JIOBKAMHM
IHUIIEeTCs IIOJHOCTBIO 3arojI0BOK IIEPBOrO Jeja, & BCe OCTaJbHBIC OAHOPOAHBIC
nena o0o3HayaroTcs cioBaMHu «To skey; IpU 3TOM ApyTrHe CBEIEHHs O Jerax
BHOCATCS B ONKCH IIOJHOCTBIO (Ha Ka)XXOAOM HOBOM JIUCTE OITMCH 3aroJIOBOK
BOCIIPOU3BOAUTCS MTOJTHOCTEIO);

- rpada omucu «IIpuMeyaHHe» HCIIOIB3YeTCs Al OTMETOK O NpHEME e,
0COOEHHOCTAX MX HU3UYECKOr0 COCTOSHMS, O TIepeAaye Jell JPYTUM CTPYKTYPHBIM
TMOApa3iesIeHUsIM CO CCBUIKON Ha HEOOXOAUMBIH aKT, O HATMYMK KOIIKMH U T.II.

16.4. Onucu pen COCTaBISIOTCS B YCTAHOBIEHHOW ¢Gopme B JABYX
JK3EMIUIPaX, OAMH M3 KOTOPBIX IIepefaeTCsi BMECTE C JellaMH B apXWB
VHuBepcUTETa, a BTOPOH OCTaercs B Ka4decTBE KOHTPOIBLHOIO OK3EMIUIApa
B CTPYKTYPHOM MOZpa3/ieeH H.

17. OIEPATUBHOE XPAHEHHE JOKYMEHTOB U JAEJIL.

17.1. C MoMeHTa 3aBeicHUs M OO ITepeladyd B apxXUB YHUBEPCHUTETA JIejia
XpaHATCA IO MeCTy uX (opmupoBaHusi. B 3TOT mepuox OTBETCTBEHHOCTH
32 COXPaHHOCTH /OKYMEHTOB M [l HeCcyT pabOTHHKH, OTBedarollne
3a JIEIONIPOU3BO/ICTBO, U PYKOBOAUTEIH CTPYKTYPHBIX NOApa3ae/IeHHUH.

Jena naxouarcs B paboumx KOMHATaX HIM B OTBEASHHBIX IS HHX
IIOMEIEHUAX, pacrojiaralorcss B IKadax, OO0eCmeyHBAKOIIMX WX IIOJTHYIO
COXpPaHHOCTE. B LensAX NOBBIMIEHMA ONEPATUBHOCTH IIOMCKA JOKYMEHTOB, [€ja .
pacrosararoTcs B COOTBETCTBUM C HOMEHK/IATypoi nen. HomeHknarypa nen uim
BBINKCKA U3 HEe PacroyiaratoTcs Ha BHyTpeHHel cTopoHe mkada.

Ha xopemixax 06105ex 1€/ yKa3bIBAIOTCsE MHACKCHI 110 HOMEHKJIATYPE.

17.2. Belgaua pnen moApas[elieHUsiM WIM CTOPOHHHM OpraHH3alUsM
IIPOM3BOAMTCS C paspelleHus pekTopa (IpopeKkTopa, HCIIOIHSIOUIEro 00sS3aHHOCTH
pekropa) YuueepcureTa. Ha BeIZaHHOE [€JI0 3aBOAMTCS KApTOYKa — 3aMECTUTENb
Aena. CTOpPOHHUM OpPraHM3allisIM [efa BEIAAIOTCS IO aKTaM.
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UsnaTve [OKyMEHTOB M3 Jell MOCTOSHHOIO XPaHEHHs JOIyCKaeTcs
B HCKIIIOUUTENBHBIX CIy4asiX W IIPOM3BOJHTCS C pa3pelleHHs peKTopa
(mpopekTopa) ¢ 00s43aTelbHBIM OCTaBIEHMEM B Jelle 3aBEPEHHOH KONUU
NOKYMEHTa H aKTa O MPHYHHAX BEIa9H MOIMHHUKA.

Jena BBIAAIOTCS BO BPEMEHHOE IIOJIb30BAHUE HA CPOK, HE IPEBBIIIAOIIUA
1 Mecsi pabOTHUKAM CTPYKTYPHBIX OZPa3IeCHHUH. :

CocTosiHue Jel, BO3BpallaeMbIX B CTPYKTYpPHOE IOApasfe/eHHe WIH apXUB
MOCNIE  HCIIONIb30BaHMs, MJO/DKHO OBITH IPOBEPEHO B TPUCYTCTBHH JIMIIA,
BO3BPAIIAIOIIETO JOKYMEHTEL.

[Tpu oOHapyxeHHH HENOCTAYH OTAENBHBIX JIUCTOB WM IOBPEXAEHUS fel,
IUIS. TPUBJICYSHUS BHHOBHBIX K OTBETCTBEHHOCTH COCTaBISETCS aKT B 2-X
9K3eMIUIApax, KOTOPBIA ITOANMMCHIBAETCS BHHOBHOH CTOPOHOH, pPYKOBOZHTENEM
CTPYKTYPHOTO NOApa3eNeHus (U1 apXuBa) U YTBEP)KIACTCSI PEKTOPOM.
| ApXHBHBIC CIIpaBKH, KONHH J[JOKYMEHTOB H BBITHCKH W3 apPXHBHBIX
JOKYMEHTOB BBIAIOTCSI HAa OCHOBaHMM 3aIlpOCOB OPraHM3allMil M IHCbMEHHBIX
3asBJIGHMH TpaXKJaH IO BOIPOCaM, CBS3aHHBIM C oOecrneyeHHeM WX IpaB
M 3aKOHHBIX HHTepecoB (0 TPYZOBOM CTaxke, O IIEPHOAE OOYYIEHHA
C MOATBEP)KACHUEM IIOJUIMHHOCTH IUIUIOMA | T.11.).

HeBocTpeOoBaHHBIE IIpM OTYUCIEHMHM MM YBOJBHEHHUH JOKYMEHTHI
(TpynoOBBIE KHIDKKH, IHMIUIOMBI, CBHAETEIbCTBA, ATTECTATHl M T.O.) BBIOAIOTCA
BJIaJeNbLaM TOJIBKO 10 UX IIMCEMEHHEIM 3aIIpocaM.

JOKyMEHTBI BBIIAIOTCS JIMYHO 3asSBUTEIIIO IIPU NTPeIbsBICHUH TACTIOPTa WITH
MHOTO JOKyMEHTa, YI0CTOBEPSIOIIEr0 THYHOCTh, HIIA UX JOBEPEHHBIM JIMIAM MIPH
MpebSBIeHNH HOTAPHAIBHO 3aBEPEHHON  JOBEPEHHOCTH, a Takke IIo
JIOBEPEHHOCTH, 3aBEPEHHON IOPHUAMHYECKHM JHUIOM (32 HOIIMHCHIO PYKOBOIUTEIS
WIM HHOTO JIMla, YIOJHOMOYEHHOrO Ha 5TO B COOTBETCTBHH C 33aKOHOM
U YYPEIUTEIBHBIMU JOKYMEHTAMH).

I[To nuceMeHHOMY OOpalleHHIO 3asABUTENs MOKYMEHTBI MOTYT OBITH
HarpaslICHbI EMY [104TOH II0 afipecy, YKa3aHHOMY B 3asABJICHHH.

Cpok noAroToBKM apXMBHBIX CIIPABOK, BBIMUCOK M3 apXUBHBIX JOKYMEHTOB
cocrapiseT 30 pabouux AHEH CO AHA MOAAaYH 3asBIEHUS.

Cpok BbIIa4M JOKYMEHTOB (QTTecTaThbl, JUIUIOMBI, MPHIOKEHUS K HUM,
KOIIMM JOTOBOPOB U T.A.) coctasiaeT 10 paboumnx AHEN co AHs I10a49H 3asBICHHU.

Cpox BBIIAUM NOKYMEHTOB M3 apXHBa BO BpPEeMEHHOE IIO/IE30BaHHE s
Oyxranrepuu coctaBiseT 3 pabouyux AHS CO JAHS TOCTYIUIEHHS 3aSBKU HIIHA
CITyxke0HOM 3aIUCKU B aPXUB.

Cpok BbIau¥ [JOKYMEHTOB M3 apxHBa CTPYKTYPHBIM IOApa3[eleHHsIM
U COTpYAHMKAaM yHUBepcuTeTa coctaninser 10 pabouux AHel co OHS IMOCTYIUIEHUS
3asBKH WJIM CITY>K€0OHOM 3aIUCKH B apXUB.

18. IIEPEJJAYA J1EJI B APXUB

18.1./Ins obecrieyeHUss COXPAHHOCTH JOKYMEHTOB B BhICIIEM YyueOHOM
3aBEICHUN CO3AETCs APXUB BY3a.
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18.2. B apxuB nepenatorcs Jiena nocTOSHHOro, BpeMeHHoro (ceeime 10 jerT)
XpaHEHHS U Jlefa 110 IMYHOMY COCTaBy.

18.3. B cBoeit IeATENBHOCTH apXUB PYKOBOACTBYETCH HOPMATHBHBIMH
H METOAMYECKMMH HOoKyMeHTamu @enepaipHOil apxuBHOH cityx0Ob Poccum,
nosoxeHueM 00 apxuBe Y HUBEPCHUTETA.

18.4. Jlena nepenaroTcsi B apXUB 10 OIKCSM.

18.5. Ilepesiaya nen B apXuB OCYIIECTBISETCS 110 TPaHUKy, COCTABICHHOMY
apXUBOM.

IIpyeM  Kaxaoro  fena  IPOM3BOAUTCS  3aBEAYIOLIUM  apXHUBOM
B IIPUCYTCTBUHM pabOTHUKA CTPYKTYPHOTO Iofpa3neneHus. Ha sk3eMIusipax ornucu
NPOTHB  KaXZOro Jena, BKIYEHHOIO B Hee, [JenaeTcs OTMeTKa
0 HaJIM4YMH Jela. B KOHIe KaXIoro sK3eMIuisipa OIUCH yKa3bIBaeTcs Lubpamu
U IPOMUCHIO KOJNUYECTBO (AKTHUECKU IMPUHATHIX B apXWUB MeJl, Jara IpHeMa-
nepenayy ey, MOANKMCH 3aBeAyIOLIero apXWBOM, PYKOBOAUTENIA CTPYKTYPHOTO
ojipaszielieHus U pabOTHUKA, IIEpeAaBILIero aea.

B cimyuyae o6HapyeHHsI OTCYTCTBHS e, YUCISIIUXCS [0 HOMEHKIATYpPE
AeN, CTIPYKTYPHBIM ITOAPA3AC/IICHHEM IPHHUMAKOTCA MEphl II0 HX PO3BICKY,
npu HeoOHapyxeHuH aen — cocrtapnsercss akT ([Ipunoxenue Ne 27), koTOpHIH
IOJNKCBIBACTCA PYKOBOJAWTENIEM CTPYKTYPHOTO TMOJpAa3/ieNieHus, YTBEPKIAETCS
PEKTOPOM U TIepefaeTcs B apXUB Y HUBEPCUTETA.

Jlena BpemeHHOro xpanenus (1o 10 jer BKIOYHUTEILHO) OOIIEro OTAeNna U
(GHUHAHCOBO-3KOHOMUYECKOTO YIIPABIEHHUS [IEPENAIOTCS B APXMB.

Hena Bpemennoro (no0 10 ner BKIIOYMTENBHO) XpaHEHHS [epejaye
B apXuB, Kak [paBUIIO, HE IIO[JIEXAT, OHU XPAHATCS B CTPYKTYPHBIX
MOJIpa3/ICIICHUSAX W 110 UCTEUYEHUU CPOKOB XPaHEHHUA MOAJIEKAT YHHUTOKECHHIO I10
akty (IIpunoxenue Ne 19), KOTOpBI paccCMATPHBAETCS M IOAIIMCHIBAETCS
OK yHuMBepcHTETa M YTBEPKAACTCS PEKTOPOM.




IIpuioxenne 1
O6pasew obwero 61anKa

MHWUHOBPHAYKHU POCCHUH

@ejepajbHOE rocy1apcTBeHHOE GI0AKETHOE
o0pa3oBaTe/IbHOE YUpeKIeHHe BhICIero o0pa3oBaHHus
«AcTpaxaHCKHIil rocyiapcTBeHHbIH yHHBepeuTeT HMeHH B.H. TaTumesa»
(AcTpaxaHckuii rocyaaperBennbiii yuusepeurer um. B.H. TaTuuesa)




MUHOBPHAVKH POCCHH

(I)enepa.rl bLHOE roOCYJapCcTBEHHOE 5]0,!15RETHDG
Oﬁpa'.IDBﬂ.TEJIbHDE Y4YpEXAE€HHE BbICLLIErD
obpa3oBaHus «ACTPAaXaHCKHIl rocyaapcTBeHHbIN
yuusepeuter umenn B.H. Tatuwesar»
(AcTpaxaHckuii rocyaapcTBeHHbIH
yuusepenter um. B.H. TaTnmesa)

Tarumesa yn., 1. 20a, Actpaxans, 414056,
Ten. (8512) 24-68-00, daxc (8512) 24-68-64,
E-mail: asu@asu.edu.ru,

http://www.asu.edu.ru

Ne

Ha Ne oT

Ipuiaoxenue 2
OGpasew 6;1anKa mucpMa




Ipuiaoxenne 3

O6paser Onanka nuchMa A7 NEPENUCKHU € 3apyYOeIKHbIMU NapTHEPAMHU

MHWHOBPHAYKH POCCHH

®enepanbHOE rocygaperseHnoe GloKeTHOE
o0pa3oBaTe/bHOE Y4pexIeHHe BbiCIIero
obpazopanns «AcTpaxaHCKHH rocyaapcTBeHHbIN
yHupepenter umenu B.H. Tatumepay»
(AcTpaxaHnckuil rocyaapcTBeHHbIi
yuuBepcuTer uMm. B.H. TaTtHiuesa)

Tarumesa yir., 4. 20a, Actpaxaus, 414056,
Ten. (8512) 24-68-00, dakc (8512) 24-68-64.
E-mail: asu@asu.edu.ru,
http://www.asu.edu.ru

Ne

Ha Ne oT

MINISTRY OF SCIENCE
AND HIGHER EDUCATION
OF THE RUSSIAN FEDERATION

Federal State Budgetary Educational
Institution of Higher Education
«Astrakhan Tatishchev State University»
(Astrakhan Tatishchev
State University)

20a Tatishchev Street, 414056, Astrakhan, Russia
Tel.: +7(8512) 24-68-00, fax: +7(8512) 24-68-64.
E-mail: asu@asu.edu.ru,
http://www.asu.edu.ru



I[Ipnaoxenue 4
OOpasen Onanka npuxasa

MHHOBPHAYKH POCCHH

DenepajibHOE rocyJapcTBeHHOE 0I01KeTHOE
obpa3zoBaTe/ibHOE YUpexkIeHHe BbICIIero 00pazoBaHus
«AcCTpaxaHCKHIi rocyjaperBeHHblii ynusepcurer umenu B.H. TaTumesa»
(AcTpaxaHckuii rocyaapcrBeHHbii ynuBepcurer um. B.H. Tarumesa)

ITPUKA3




Ipuioxenue 5
[IpuMepHEIii IepeyeHL JOKYMEHTOB, IO UIeKALINX YTBEPKIEHHIO

1. AKTDI (mpoBepok U peBU3HH; IpHeMa 3aKOHUYEHHBIX CTPOUTEIBHBIX 00BEKTOB,

- 000pYI0OBaHKA; CIIMCAHKUA; SKCIIEPTH3bI; IepeJayu A€l U T.1.);

2. JOI'OBOPDHI (0 COTpyOHMYECTBE, O MPOM3BOACTBE PAbOT, 0 MaTepUaIbHO-
TEXHHIECKOM CHa0KEHHH, apeH/e MOMEIEHHI; O MOCTaBKax, HNOApAAax, Hay4dHO-
TEXHUYIECKOM COTPYAHUYECTBE, MATEPHATHLHON OTBETCTBEHHOCTH M T.J.);

3. 3AJIAHUS (ma mnpoekTHpOBaHHE OOBEKTOB, TEXHHUYECKUX COOPYIKEHHMH,

| KauTaIbHOE CTPOHTC/IIBCTBO, Ha TIIPOBEACHUMEC Hay4YHO-HCCICOOBATE/IbCKHX,

MPOEKTHO-KOHCTPYKTOPCKHMX M TEXHOJIOTMYECKUX paboT; TEXHUYECKHE U T.1.);

4, HWHCTPYKIIMM (nOKHOCTHEIE, IO JOKYMEHTAIIHOHHOMY OOECIEeuYeHMIO
YIIPaBJICHH; TEXHUKE O€30IIaCHOCTH H T.1.);

5. HOPMATHBEI (pacxoma  CHIPBA, MaTepHasoB, 3IIEKTPOIHEPTHUH;
TEXHOJIOTHYECKOTO IIPOEKTHPOBAHMUS; YUCIEHHOCTH PAOOTHUKOB U T.1I.);

6. OTYETHI (0o nmpou3BOJCTBEHHON AESTENBHOCTH, KOMAaHIMPOBKAX, HAYUYHO-
HCCreIoBaTenbeKuxX paborax u T.1.);

7. TIEPEYHM (momxHOCTel pabOTHHKOB ¢ HEHOPMHPOBAHHBIM PabO4YHM AHEM;
THIIOBBIX JIOKYMEHTOB, 00pa3ylonuxcs B JeSTeILHOCTH OPTaHM3alMii ¢ yKa3aHUEM
CPOKOB XpaHEHMS H T.1.);

8. IIJIAHBI  (IpOM3BOACTREHHEBIE;  CTPOUTENBHO-MOHTAXKHBEIX,  I[IPOEKTHO-
U3LICKATENBHEIX, HAYUHO-UCCIIEAOBATeILCKUX paboT; BHEAPEHUS HOBON TeXHUKU;

/ KOOIICPHPOBAHHEBIX IOCTABOK IMPOAYKLHH, JOXOAOB IO XHUIHIHO-KOMMYHAIIBHOMY

XO3AMCTBY, IO KAMHTAIHPHOMY PEMOHTY; HAyYHO-TEXHHYECKOIO COBETA; YUEHOTrO
coBeTa U T.1.);

9. TIIOJIOXEHMA (opranu3anuy; CTPYKTYPHOM IIO/Ipa3/ielIeHUH; IPEMHPOBAHMH
UT.1.);

10. ITPOI'PAMMBI (ipoBenenust paboT  MEpONPHUATHI; KOMAHAUPOBOK U T.J.);
11. PACLEHKMH na npoussoacTso pabot;

12. CMETBI (pacxomoB Ha coOACpXaHHE amnmnapara yIpaBlICHHd, 3HaHHH,
MOMEIIEHHH, COOPY)KEHHMH; HCIOJIb30BaHus CpeacTs (OHDa NPEANPUATHS; Ha
KalUTAIbHOE CTPOUTENBCTBO M T.11.);

13. CTPYKTVYPA U ILITATHASA YACIIEHHOCTS;

14. TAPU®HBIE CTABKUY;

15. YCTAB VYHuBepcurera;

16. ®OPMBbI yHU(DUUHPOBAHHBIX JOKYMEHTOB;

17. IITATHBIE PACITMCAHMA 1 ©3MEHEHHU K HUM.



IIpunoxenne 6
[TpuMepHBIt epedeHs JOKYMEHTOB, KOTOPBIE YIOCTOBEPSIOTCS [1€YaThIO OPraHU3alluy ¢
Bocnpoussenenuem ['ocyaapersennoro 'epba Poceniickoit @eneparuu

OT1THCK NeyaTH opraHu3aluuy ¢ BocnpousseaeHnem I'ocyaapersensoro I'epba
Poccuiickoii @egepanuy NpocTapisieTcs HA cleayIOlUe JOKYMEHThI:

1. AKTH;

2. JloBepeHHOCTH;

3.  doroBopsl, AOMOJHUTE/IbHEIE COITIAILIECHUS K HUM;

4. 3amanus (Ha TPOEKTUPOBAaHME OOBEKTOB TEXHUUECKUX COOPYXKEHUM
KaluTaIbHOE CTPOUTEIBCTBO, TEXHHYCCKUE);

5. 3assku (06opynoBanue, U300peTeHNs);

6. 3akmoveHHs W OT3BIBBI OpraHM3alMii Ha AWCCEpPTAldM H aBTopedepartsl,
Hanpasisiemsle B BAK;

7. OOpa3mpl OTTHCKOB I€4aTedl M MOAmMCed pabOTHUKOB, MMEIOLIUX IIPABO
coBepieHUS PUHAHCOBO-XO3SHCTREHHBIX OIepaluii;

8. OmnmcH Jen I0CTOSHHOTO XpaHEeHHUS

9. ITacmopT apxuBa;

10. IlpencraBieHus ¥ XoxaTaicTsa (0 HArpaXXIeHHHM OpJeHAMU U MeNAIIMK);

11. Ilucema rapaHTHUMHEIE;
12. TlonoxeHust O CTPYKTYPHBIX NOAPA3ACIEHHUAX

13. IIportoxoisl (coriacoBanus, O JOrOBOPHOM LIEHE);

14. Peectpsl (ueKkoB OIO/KETHEIX IOPYUESHHH, IIPEACTABISEMEIX B OaHK);

15. Cmersl pacxofioB (Ha KaIpKyJIsALMIO K JOrOBOPY, Ha KalMTalbHOE
CTPOMTENBLCTBO Ha H3BICKATENILCKHE Pab0ThI);

16. Cnpasxku (0 nepuone oby4enwus, 00 00ydeHHH, apXUBHBIE, O 3apaboTHOM 1are,
0 craxke paboThl, O MOCTAHOBKE Ha BOMHCKHH Y4eT H JIp.):

17. Vcras;

18. KomnekTHBHEIH JOTOBOP;
. 19. IlraTHOE pacnucaH{e H U3MEHEHHUE K HEMY,

20. JlvnnoMel rocyaapcTBEHHOro obpasua O BbIcmIeM OOpa3sOBaHHH, CPEIHEM
npodeCcCHOHATBHOM 00pa30BaHuy, TPOhECCHOHATLHOM IEPEIOArOTOBKE;

21. VYpocroBepeHwus O MOBBILIEHUHN KBAIN(PHUKALINH;

22. CaunerenscTBO 0 mpodeccuu padodero, JOJDKHOCTH CIIYKaIIEro;

- 23. Komuu 1OKyMEHTOB, 33aBEPEHHBIC B YCTAHOBIIEHHOM IOPSAIKE;

24. XapakTepUCTHKH,
25. VYwuyeOHEBIE ILJIaHBI;
26. Pacmucanus yueOHBIX 3aHATHIH.




Ipunoxenne 7
dopma pacnopsHKEHH

MHUHOBPHAYKH POCCHH

®eaepanabHoe rocyapcTBeHHOE OI0KEeTHOE
oﬁpaaonaTe.}Ibnoe YUypexI€HHE BbICIIET O oﬁpa:mBalma
«AcTpaxaHckuii rocyaaperBeHHbl yHuBepeuter umenu B.H. TaTumesa»
(AcTpaxaHckuii rocyaapcrBenHbiii ynusepcurer um. B.H. TaTnmesa)

PACIIOPS’KEHUE

3aroloBOK K TEKCTY

(TOMKHOCTD) (Toanuce) (pacmmthpoBKa MOIHMCH)

OrMeTtka 00 HCroNHUTENe




MHUHOBPHAYKH POCCHH

DeaepanbHOE roCy apCcTBeHHOE
Grom:xeTHOE 00pazoBaTe/ILHOE
yupexaeHHe BbICIIero 00pazopanus
«AcTpaxaHcKkuii rocyapcTBeHHBIH
yausepcuteT imenu B.H. Tatumesa»
(AcTpaxaHCKHi rocyIapcTBeHHbIH
yausepenter uM. B.H. Tatnmena)

AKT

Ne

'O mpueme-Tiepe1auy, O CIIUCaHUH, 00
YHUYTOXEHHH. . .

OcHoBaHye: NpuKa3 PyKOBOAMUTEsS OPraHu3al|y OT
CocTaBieH KOMHCCHEH B COCTaBe:
ITpencenarens

IIpnaoxenne 8
®opma akra

YTBEPXK/JAIO

Pexrop AI'Y
uM. B.H. Tarumena

H.0. ®amunus
JlaTa

(nomxHOCTS, hamMunus, HHULHATBI)

Usensl xomuccuu: 1.

(momKxHOCTB, haMUITHA, HHULIHAIIBL)

(pacmonarator 2

1o andasuty) (mOmMKHOCTE, (aMUNKA, MHHLIHAIIBI)

(nominoCTh, haMUINA, HHALUAIDI)

IMpucyrcrBoBamm: 1.

(MomKHOCTE, (paMMIus, HHHLHAIBL)

(pacnonararor 1o 2.

andasury) (A0IDKHOCTE, haMUIKs, HHULHAIEI)

Koncratupyromias 4acte — [eNd, 3aJa4ul, XapakTep paboTel, IPOJIeNaHHOM
COCTABUTEIIAMH aKTa, M €€ Pe3yJIbTaThl (YCTaHOBICHHBIE HaKThI).
BriBoas! ¥ 3aKI0deHus. Pexomenaaiuu (mpu He0OXOIUMOCTH ).

CocraBiieH B OK3.: (Ipu HEOOXOMMOCTH)
L3 9%8 =i coivinwasnsnn

3-ii 5k3. — B zemo Ne ...

OTMeTKa 0 HATMUYMH MPUIoKeHus (Ipud HeoOX0AUMOCTH)

IMpencenarens KOMUCCHU Jluamas MOAMUCH

YneHsl KOMHCCHH JIuyHas HOANHUCH
Jlnunayg moamuch
JIxuHas MOIIIKCH

HManunane, GaMuius

Wuunuansl, GaMuaus
WNuunnuansl, GaMuins
HWuunuans, GaMumms




Mpuioxenne 9
dopma TererpaMmsl

TEJEI'PAMMA
CPOYHASI (yxassiBaercs, eciiv HEOOXOAMMO)

IMonuelit ampec (¢ yka3aHueM MHAekca). HanMeHOBaHME OpraHU3aLlUKd U axpecar
(PHO).

TEKCT TEJIETPAMMBbI
(MaxCHMAJIEHO KPATKO, BO3MOXKHO YKa3aHUEe OTIIPABUTES)

Or (yxassBaercs uucio, Mecsl, rox) Ne 6/1

V. Tarumesa, a. 20a, r. Actpaxaus, 414056.
AT'Y. Ten. 8(8512) 24-64-00

JlomxHOCTE JTAYHAs ITOMIIACH N.0. Gamuinus
MI1




Ipuaoxenne 10
®opma TenehoHorpaMmBl

HauMeHoBaHue OpraHu3aliu Anpecar
JOImKHOCT, MHULAAIE, (haMuiIus, JIOKHOCTE, MHULAATBL, (DaMUIIUS
" Homep tenedoHna coTpyaHuka, HOMep TeneOHa COTPYAHHKA,
[lepenagiero tenedonorpaMmy TIPHHABIIETO TelehOHOrpaMMy
TEJIE®OHOI'PAMMA
Ne

BpE€Ms COCTABIICHHUA, MECTO COCTABIICHHUA

Texer Tenedororpammel (10 S0 ciioB)

HaumenoBaHue 1112, IIOAMUCABIIETO
TenedoHorpammy [Toamuce N.0. Gamunus

Jlata



Ipunoxenue 11

dopma JOKIaTHOM WK cayxeOHOH 3anucku (BHYTPEHHEH)

Anpecar
(JIOJKHOCTS,
®amunug 1.0.)
oT

(AOJKHOCTB,
®damumus 11.0.)

ucx. Ne OT «___ » 202_ 1.
BX. Ne OT« _ » 202_r.
«O uem»

CJIY>KEBHAS 3ATTMCKA

(ZOMKHOCTB) (moaruce) (pacmudpoBKa MOIIHCH)

TEI.




Ipunoxenue 12
®opma 3a4BIEHUST

Anpecar

(AOIKHOCTB,
Oamunug 1.0.)

oT

(IOKHOCTS,
G®amunug 1.0.
TeIE(OH IO KETAHHUIO)

BX. Ne OT«__ » 202 1.

«O yem»

3AJBJIEHUE

(IOMKHOCTE) (oamucs) (pacuiudpoBka MOAUCH)




IMpuaoxenne 13
dopma npoTokoia

MHUHOBPHAYKH POCCHH

®denepajbHOE rocyapeTBeHHoe 6101KeTHOE
o0pasoBaTe/ibHOE yUpexAeHHE BLICIIEro 00pa3oBaHus
«AcTpaxanckuii rocyaapersennsii ynusepeuter umenu B.H. TaTumesay
(AcTpaxanckuii rocyaapceTeennblii yausepeurer um. B.H. TaTuiuesa)

ITPOTOKOJI

(nata)

(B 3aceanus: pabouee coBelanne, 3acelaHHe KOMHUCCHH, COBETA H T.J1.)

(MecTo IIpoBeAeHHMA, BpeMS)

[Ipencenareis.
(®.1.0)
CexpeTaps:
(®.11.0.)
[IpHCyTCTBOBAIH:
(®.1.0.)
[IpurnameHHsIe:
(©.1.0.)
IMOBECTKA JTHA
) |
1. CIVIIAJIHA:
(®.1.0.)
(comepxaHue BOMpoca)
BBICTYIIUJIN:
(®.1.0.)

(comepsKaHue BEICTYIIEHHS)




2. CJIYIIAJIA:

(®@.1.0))

(conepxaHue Bompoca)

BBICTYIINJIN:

(®H.0)

(comepyxanue BEICTYILIEHNS)

IMOCTAHOBHJIU (PEIIIY

11} =l

IIpencenarens

(roanmce) (1.0.®.)

Cekperapb

(moanuce) (1.0.0))




PEIIEHHUE
INPHHATOE MO Pe3y/bTATaM COBELIAHUA (3aceJaHHA)
(MpOTOKOMI OT «  » 20 r.Ne )

[Ipencenarens

(momnucs)

Cekperapp

(1.0.0)

(monnucs)

(U.0.®)




IMpunoxenue 14
@opMa BBEIHCKH H3 NIPOTOKOJIA

MHUHOBPHAYKH POCCHM

deaepanbHOe rocyaapcTBeHHOE OI0IIKETHOE
o0pa3oBaTe/IbHOE YUpeKIeHue BhIcIIero o6pa3oBanus
«AcTpaxaHckuii rocyaapcrBeHublii yausepcuter umenn B.H. Tarnmesa»
(AcTpaxaHckuii rocygapcrBennblii yausepcuret um. B.H. Tatumesa)

BBIIIUCKA U3 ITPOTOKOJIA

3acenanus (coOpaHus, COBEIIAHUA) ...

IIpencenarens -

(hamMumus M UHALMANE] B MMEHNTETLHOM Majiexe)
Cexpertaps -

(hamunus ¥ HHULKAIB] B MMEHHTEILHOM NazexKe)
IIpucyTCTBOBAJIM:

(baMIUTHM ¥ MHHIIMATB] YJIEHOB KOJIErHAILHOTO OPraHa WIH MOCTOSHHBIX YJACTHHKOB COBEMIAHUA B alpaBUTHOM
IIOPXI[KE B HMEHHTEJIBHOM IIaJEKEe 0e3 HauMeHOBaHHS JIDJI)KHDCTPI)

IIpuriameHssie:

(hamuiuM ¥ MHULIMATE] IPUTTIAIICHHEIX B a1()aBUTHOM NOPAAKE B HMEHHTEIBHOM Na/IEKe.
NpH HEOGXOAUMOCTH — C HAHMEHOBAHHUEM JOKHOCTH)

IloBecTka nHA:
2.0
(06)...

(conep:xanue Borpoca)

2.CIOIYIIAJIHA:

(pamMunus, MEMIMANL AOK/IAAUMKA, KPATKOE H30KEHHe CONEpKaHus 10KIana, coobuenus, uidopmannm)

MOCTAHOBHWJIX (PELLIHUJIN):
2.1 vees
2.2. ...
7.0 SO,

[Ipencenarens Wuuuuansl, GamMuius
Cexperaps Wuunuansl, hamuims

Bepuo

Cnenmanuct 1 kateropuu

JIn4Has noAnuch Wunnmansl, baMuinsa
Jata




IMpunoxenne 15
dopma BBIIKUCKY U3 IIPHKA3a

MUHOBPHAYKHU POCCHUHU

®degepanbHOE rocyaapcrBeHHoe Ol0/1KeTHOE
o0pa3oBaTe/ibHOE yUpeKIeHHE BhICIIEro 00pa3oBaHus
 «AcTpaxaHckuii rocyaapersennbiii ynusepeuter umenu B.H. Tatumeray
(AcTpaxanckuii rocyaapcTBeHHbId yauBepcutet uM. B.H. TaTrumesa)

BBIIIMCKA U3 ITPUKA3A

14.04.2024 Ne 08-01-02/777.

O npueme na pabomy

[Tpunsats Ha paboty ¢ 09.05.2024 UsanoBy Upuny MuxaitioBHy B OT/eN
MapKeTUHIa Ha JIOJDKHOCTh BEAYIIEr0 MAPKETOJIora.

OcHoranue: TpynoBoii gorosop ot 09.05.2024 No 8888.

Pextop K.A. MBaHOB

Brinucka BepHa.
HavansHuk oTaena Kaapos M.K. MiBanosa

20.04.2024



IIpnaoxenue 16
Ilepeuyens HeperncTpupyeMoH KOPPECIIOHAECHIINH

1. Cuera Ha OIUIATY ¥ HX KOIIUH

2. Mecsunble, KBapTalbHbIE U IPYTHe OTYETHI II0 TEMAM.

3.  HayuHble OTYETHI 11O TEMaM.

4. Ilepuynas HoKyMeHTaLus OyXraaTepckoro yuera (aBu3so).

5.  Ilepmonmueckue m3manus (ra3eTsl, )KyPHAIBI, OPOIIOPHI, KHUTH).

6. ITo3npaBuTe/IbHBIE NHCHMa, TEIETPAMMBI B OTKPBITKH.

7.  IIpelickypaHTHI.

8.  IlpurmacurensHele OMIETHL

9. @®OpMBI CTATUCTHYECKOH OTYETHOCTH.

10. PexnaMHble M3BEIIEHWS, I[UIAKaTbl, IPOCIEKTHI, IPOrPaMMBI

COBENIAHUHA U T.II.

11.  YueGHble maHsl, DpOrpaMMBL.




IIpunoxenne 17

06133361]; HOMEHKIIATYPBI JIE]I CTPYKTYPHOTO ITOJIpasjiCJICHHu A

MHHOBPHAYKH POCCHUHA

( @DenepanbHOE rocy1apeTBeHHOE 010KETHO
o0pa3zoBaTe/bHOE YUpeXkKIeHHe BLICIIEro
00pa3zoBaHus «ACTPAXaHCKHIT rocy1apCcTBEHHbII
yansepcureT nmenn B.H. Tarnmesa»
(AcTpaxaHckuii rocy1apcTBeHHbIH
yHupepcuteT uM. B.H. TaTumena)

Haumenosanue CTPYKTYPHOI'O IIOAPa3aClICHHUA

HOMEHKJIATYPA JIEJI
i
Ha roja
Wunexe | 3arosioBok gena (Toma, yacteit) | Kon-Bo Cpox xpanenus | [Ipumeuanue
nena nen aena (Toma,
(TomoB, yacth) U Ne
JacTei) crarei 1o
TMEPEYHIO
1 2 3 - 5
Haspanue pasiena

HaumeHoBanue JOKHOCTH
PYKOBOIUTENSA CTPYKTYPHOTO ITOAPA3ACICHHUS N.0. Gamunus
HanMeHOBaHME NOKHOCTH COTPYAHUKA,
OTBETCTBEHHOI'O 32 JCJIONPOMU3BOICTBO N.0. Gamunus
zaTa
Havanpruk apxusa N.0. Gamunusg
zaTa
CornacoBano
HavanpHuK yrpaBieHus IIpaBOBOr0 U
OPraHU3alHOHHOr0 00eCIeUeHus N.0. Gamunus

Aarta



IIpoxomxenne npaiaoxkenus 17

HToroas 3anmMch 0 KaTeropusix H KoJIHYeCTBE eI,
3aBea€éHHbIX B 2024 roay B CTPYKTYPHOM NOApPa3ae/IeHHH.

[To cpoxam Bceero

B TtoMm umcne

XpaHeHHus [Iepexoasimx C ormetkoii «OI1TK»

1 2

3

4

ITocTossuHOTO

Bpemennoro
(cBpuue 10 jet)

Bpemennoro
(mo 10 net
BKJTIOYHTENEHO)

HUTOT'O

HaumenoBanue gOJKHOCTH
OTBETCTBCHHOI'O 3a
JEIIOIIPOH3BOICTBO

Jara (rmoamucs)

Urorossle cBeieHNs TIEPENaHEl B apXHB

HaumMeHnoBaHMe NOTKHOCTH
paboTHUKA apXUBa

(pacmndpoBKa MOAMUACH)

(monmuck)

(pacmndpoBKa MOAMUCH)




Ipunoxenne 18
O6pazen HomeHKIaTyps! /€71 YHUBEPCUTETA

MHHOBPHAYKHA POCCHH
YTBEPKIAIO

PexepaibHOE rocyapcTBeHHOe 00IKeTHO®
o0pa3oBaTe/IbHOE YUpeRICHIE BBICIIEr0
o0pazoBaHus «ACTPaxXaHCKHIl rocyJapcTBeHHbIN Pexrop AI'Y

yuusepcurer umenn B.H. Tarumesa» um. B.H. Tarumesa
(AcTpaxaHCKHii rocy1apcTBeHHbII N.O. Gamunus
yausepcuter uMm. B.H. Tarnmesa) Hara
HOMEHKJIATYPA JAEJI
No
(MecTO cocTaBIeHHA)
Ha roj
Hupekc | 3arosnosok mena (Toma, gacreit) Kon-Bo Cpox [Ipumeuanne
aena CTMHHIL XpaHeHHs
XpaHEeHUs nena (Toma,
gacTH) 1 No
crareH 110
IIEPEYHIO
1 2 3 4 5
Hazpanue pazznena
HavanpHuk YTpaBieHuUs IPaBOBOIO U
OPraHM3alMOHHOr0 00ecneYeHuUs N.O0. ®amunus
Jara
HaumeHoBaHUE IODKHOCTH
' OTBETCTBEHHOIO 32 JIEeJIONPON3BOJICTBO N.0. damunus
nara
- HayanpHuk apxusa N.0. Gamunug
JaTta

Cornacorano K
IIpoTokoi oT Ne




Ipoaoskenue npuioxenns 18

Hroroeasi 3a1ucs o KATEropuAX H KOJHYECTBE €1,

3aBeJéHHBIX B

roay.

[To cpoxam Bcero

B ToMm uucie

XpaHCHHUA

NEPEXOMAIINX C ormerkoit IIIK

1 2

3 -

ITocTossHHOTO

BpemenHoro
(ceprme 10 sieT)

Bpemennoro
(mo 10 ner
BKJIIOUUTEIIBHO)

HUTOIoO

HauanpHHUK yIIpaBaeHUs IIPaBOBOIO U
OpraHH3allMOHHOr0 0becneyeH s

Hata

HaumeHoBanue DJOJKHOCTH
OTBETCTBEHHOI'O 3a
JIeJTIOIIPOU3BOICTBO

1.0. ®amunusg

H.0. ®amunus

Jara (moamnwuce)

HTorossle cBe/IeHHs NEPEIAHb] B apXUB

HanMeHOBaHHE OOKHOCTH
paboTHMKa apXHBa

(pacimmudpoBKa MOAIHCH)

N.0. amunug

(moanuce)

(pacmu¢ppoBKa NOANUCH)




Ipunoxenne 19

(DOPMB. 4KTa 0 BBLOCIICHHH K YHHYTOXXEHHIO JOKYMCHTOB
CTPYKTYPHOI'O noapasJI€IICHHA, HE ITOJICKAIIHX XPaHCHHIO

MWHOBPHAYKH POCCHH

PenepaabHOE rocy1apcTBeHHOE DI0/IIKETHOE
o0pa3oBaTeJbHOE YIPEKIEHHE BBICIIEr0
' 006pa3oBaHus «ACTPAaXaHCKHl IOCYAaPCTBEHHBIH
yuusepcurer umeau B.H. Tatumesa»
(AcTpaxaHcknii rocyJapcTBeHHBIH
yuusepeurer um. B.H. Tarnmesa)

AKT

Ne

O BBIICICHUH K YHUYTOKEHUIO
ApXHMBHBIX JTOKYMEHTOB, HE IOJIeXKaIlUX
XpaHEHHUIO

Ha ocuoBanuu

YTBEPXKIAIO

Pextop AI'Y
uM. B.H. Tatumena
H.0. Gamunus

Hata

(wa3BaHue 1epeuHs JOKYMEHTOB C YKa3aHHEM

CPOKOB XpaHEHHUSA)

O’I‘Oﬁpaﬂbl K YHHYTOXCHHIO KaK HC HMCIOIIHC Ha}"IHO-HCTOPH‘leCKOﬁ LHCHHOCTH H

YTPaTHUBIIHE MPAKTHYECKOE 3HAYCHUE JJOKYMEHTEL.

Ne | 3aronoBox [Comb] NeNe ommcu (mpu | Ne en.xp. no [Komuyectso| Cpoku [[IpuMedaHus
n/m nena BEIZICIEHUH K OIHUCHU en.xp. (men)|xpaseHus
(rpynmoBoit YHHYTOKEHHIO | (MHOEKC IO u1 NeNe
3ar0JIOBOK JIOKYMEHTORB [IPH [HOMEHKJIaType cTareii 110
JIOKYMEHTOB) ITOJIrOTOBKE JeJ] K Jen) [IePEYHIO
nepesiaye B apXHB
OPI“aHHSaIJ,HH,
rpada He
3aroNTHAETCH)
1 2 3 4 5 6 7 8
Hroro nen  3a TOIBI
(urdpamMu U IIPOIHCHIO)
HaumenoBanue JOKHOCTH
PYKOBOIUTENS CTPYKTYPHOIO MOATIHCH N.0O. damunusg
noJpasacacHus
jJarta
HavanpHHK apxuBa MTOITHUCH N.0O. Gamunus
Jara
COI'JTACOBAHO

Ne

' ITIporokoia 3K ot




npoaoJLKeHne mpuIoKeHns Ne 20

JIOKYMEHTBI B KOJIUYECTBE e1.Xp. Ha OyMa)>XHOM HOCHUTEJIE BECOM
KI' CA@HbI Ha YHUYTOKEHHE (crtoco® YHHYTOXKEHHS ).

HaumenoBanue NOIKHOCTH pabOTHHKA,
CAABIIIETO OKYMEHTBI ITOAIIHCH N.0. Gamunus




Ipunoxenue 20
OGpasel IuCTa-3aBepUTeIis Aena

JIUCT-3ABEPUTEJIb JIEJIA Ne

JIUCTOB,

B nmene moamuTo ¥ MpoHyMepOBaHO

B TtoMm uncie:

JINTepHEIE HOMEPA JIUCTOB

(umdpamy 1 NPONHUCHIO)

[TpomymieHHbIE HOMEPA JIUCTOB

JIHCTOB BHYTPEHHEH OIHCH

(upamMH 1 MPOIHCHIO)

OcobenrocTr (HH3NIECKOr0 COCTOSHUA I
(dopmupOBaHHs e

Homepa nuctoB

1

2

' HaumeHOBaHKE JOJKHOCTH
COCTaBUTENS

Jara

MOAIUCH paciunudpoBKa
TIOITUCH




Ipunoxenue 21

OOpasen BHYTPEHHEH OIMCH JOKYMEHTOB Jie/1a

BHYTPEHHS S OITUCH
JOKYMEHTOB ziena Ne
Ne Jara 3aroI0BoK NoelNe [Tpumevanne
on | Per.HoMep,HHIEKC | JIOKYMEHTa JIOKYMeHTa JIucros nena
NOKYMEHTA
1 2 3 4 5 6
Hroro: JIOKYMEHTOB
(ungpamu H NPOMHUCHIO)
Konu4ecTBO JIMCTOB BHYTPEHHEN OIUCHU
(uudpamu H IPOIHCEHIO)
HaumenoBanue qOIKHOCTH MMOJAIHCE H.0. ®amunus

COCTaBHTEIS

IaTa



IMpunoxenune 22
O6paser 06n0xxKn jeia noctosHHOro 1 BpeMernoro (cspiue 10 ner)

XpaHeHus
(HauMeHopanue areHTCTBA)
(HaumeHOBaHHE YHUBEPCUTETA) |
(HaumeHoBaHME CTPYKTYPHOTO MOAPA3Ie/ICHHA)
Heo Ne TOM No
(3aronorox nena)
(Kpaiinue nathr)
Ha JJUCTax
(KonuyecTno)

XpaHuTh

@onpg Ne

Omnuce Ne

Jeno Ne

IIpumeuanne: HauMeHopaHHe areHTCTBA 3aTI0HACTCS HA PACCTOAHMY HE MEHEe 6 CM. OT BEPXHEro Kpas 00/OKKH.



Jeno Ne

Ipunoxenne 23

M®opma 0610/KKH eNa CTYAEHTa

Damunus

Hms

CrielMansHOCTR/ HarnpaBJIeHHE!

Mopma obyueHus:

OTtuecTBO




oﬁpazoaa“renblme YupeRIeHHE BBICIIETO OGPMOBRHHH

IIpunoxenne 24

@Dopma onucH eI MOCTOSHHOIrO, BpemeHHoro (cepime 10 jeT) XxpaneHus
M TI0 JJMYHOMY COCTABY CTPYKTYPHOTO IMOApPAa3/ieTeHus Y HUBEPCHTETA

MHWHOBPHAYKH POCCHUH

deaepanbHOe rocy1apcTBEHHOE OI0KETHOE

«AcTpaxaHcKHi rocyaapcerseHnblii yausepenter umenn B.H. Tarnmesa»
(AcTpaxanckuii rocyaapcrBeHublii yuusepcuteT um. B.H. TaTtumesna)

HaumeHorauue
CTPYKTYPHOTIO IIOApAa3ICICHUS

OITUCDH Ne

e, I0KYMEHTOB

3a rox

Ne Wunexkc | 3aronoBox | KpaitHue Cpox KonuyecTro [Ipumeuanus

n/m nena nena JaTbl XpaHeHHs JTHCTOB

aena
1 2 3 4 5 6 7
Hazpanue paznena
B mannHyro omuce BHECEHO em. xp. ¢ Ne
(mupaMu U MPOIUCKIO)
o Ne , B TOM 4uCIIE:
TATEPHBIE HOMEDA!
IIPOIYIICHHEIE HOMEpa!
JIomKHOCTB COCTABUTEIS
ara N.0. Oamunus
Hauannuuk apxusa
N.0. damuaus

Iara




NpoAoJKeHHe Mpuaokenus Ne24

Ilepenan €I.Xp. PErHCTPALlMOHHO-KOHTPOIBHEIX
KapTOTEK K JOKYMEHTaM.

HaumeHnoBaHue J1015KHOCTH
paGoTHUKA CTPYKTYPHOTO

Opa3ICIeH A
(mmoanuce) (pacumigpoBKa MOIMKUCH)
(nara)
ITpunsn __ eJI.Xp. PerHCTPAIIMOHHO-KOHTPOIBHEIX
KapTOTEK K JJOKyMEHTaM.
HaumeHOBaHUE JOJKHOCTH
paboTHHKa apxuBa
(moxmuce) (pacmmdpoBKa IIOAUCH)

(mara)



Ipuiaoxenne Ne25

@opma onucH JIeNl MOCTOSIHHOIO CPOKa XPaHEHUs

MHHOBPHAYKH POCCHHA
MDenepanbHOE rocy1aperBeHHoe boaxerHoe YTBEPKIAIO
o0pa3zoBaTe/bHOE yUpexIeHHe BLICIIEro
o6pa3zoBaHHA «ACTPAXaHCKHIl TOCYAapCTBEHHBIH Pexrop AI'Y
yuusepcuteT umenu B.H. Tatumena» um. B.H. Tarumiesa
(AcTpaxaHCKHii rocyapcTBeHHBbII 1.0. ®amunus
yuausepcuter uM. B.H. Tarumesa) [IOJAIIUCH, Jara

OITHUCB Ne
e, JIOKyMEHTOB IIOCTOSIHHOTO XpaHEeHHSI
3a rof

Ne | Munexc | 3aronopox nema | Kpaitrue gatst | Komuuectso muctoB | [lpumevanus
n/n | Jena
1 2 3 4 5 6

Hassanue paszena

B nanHBIA pa3fel onucu BHECEHO Jell
(udpaMu U IPOITHCHIO)

c Ne o Ne , B TOM YHUCJIe

JIHTEPHBIC HOMEpPa:

[POIYIIEHHEIE
HOMepa: .
HaumenoBaHME TOHKHOCTH
COCTABUTE/IA OIUCH
(moamucs) (pacmmdpoBKa IOAIKCH)

Jarta



HaunmMmenoBanue n0KHOCTH
PYKOBOJMTENS apXuBa

(nara)

- COI''TACOBAHO

IIpotoxon DK opranuzanuu
oT Ne

IIpogomkenne npunoxenns Noe25

(moanuce)

(pacin(poBKa MOANHKCH)




MHHOBPHAYKH POCCHH

Ipunoxenne Ne 26

cl:opma OIMHCH A€ 10 JIMYHOMY COCTaBy,

JOKYMEHTOB BPEMEHHBIX CPOKOB XpaHEHHSI
(ceemme 10 net)

®enepanabHOE rocyIapCTBCHHOE OHOKETHOE
o0pa3zoBaTe/IbHOE YIpPeXKIeHHE BHICIIEro

o0pazoBaHus «ACTPAXaHCKHIl rOCY/1apCTBEHHBIA

OITUCDH Ne

YTBEPXK/IAIO

ynusepcurer umenn B.H. Tatumesa»
(AcTpaxaHckuii rocyaapcTBeHHbIH
ynusepceurer um. B.H. Tatnmesa)

Pekrop AI'Y

uM. B.H. Tatumena
N.0. ®amunus

TTOJIITUCH, faTa

1€, TOKyMEHTOB II0 THYHOMY COCTaBY,
IOKYMEHTOB BpeMeEHHEIX (cBaime 10 jieT)
CPOKOB XpaHeHHUs (BEIOpaTh HYIKHOE)

3a rog
Ne | HMupexc | 3aromoBox | Kpaiinue Cpok Konwuectso | [Tpumedanus
n/n nena Jena JIaThI XPaHEHUs JIUCTOB
1 2 3 4 5 6 7
Hasganue pazugena
B nauHbIi pa3zen onucu BHECEHO Jen

'c No

(undpamu 1 IPONUCHIO)

o Ne

HauMmenosaHue JOKHOCTH

COCTaBHTEC/ 1A OITHCH

Jara

, B TOM 4HuCJIC

JIATEPHEIE HOMEpA!
IPOITYIIICHHEIC

HOMeEpa:

(mmonmucs)

(pacmmdpoBKa MOINUCH)



HauMeHOBaHKE JTOIKHOCTH
PYKOBOIUTELI apXuBa

COI'JTACOBAHO
I[Ipotokon 3K opranuzanuu
OT Ne

TIpopoxenne npuaoxenus Ne27

(moanuce)

(nara)

(pacmudpoBKa NOANHCH)




Ilpnnoxenne 27

@opma akTa 0 HeOOHAPYKEHHH TOKYMEHTOB CTPYKTYPHOI'O
[O/Ipas3IelIeHHs], IYTH PO3LICKA KOTOPBIX HCYEPITAHEI

MHWHOBPHAYKH POCCHUHN YTBEPXIAIO
(MenepanbHOe rocyaapcTBeHHoe 0l0IKeTHOE Pextop AI'Y
00pa3zoBaTeIbHOE YYPEKACHHE BHICIIETD uM. B.H. TaTuuesa
obpaszoBanus «AcTpaxaHCKHil rocyaapcTBeHHbIA o s N.0O. ®aMuius

yausepcuTer umesn B.H. Tatumesa»
(AcTpaxanckmii rocyaapcTBeHHBII
yHusepeuter uM. B.H. Tarumesa)

Jara, IoAIMHUChH

AKT

No

O HeobHapyKEHHUH JOKYMEHTOB, IIyTH PO3BICKA
KOTOPBIX UCUEPIIAHBI

B pesynerare NpOBEPKH HAIUUMS JOKYMEHTOB C LENBIO HMX IIOATOTOBKH JUIS
MOCJICAYIOMICH Imepeaad B dapxXUB  YHHUBEPCUTETAa YCTAHOBIEHO  OTCYTCTBHE
NEPEYNCIEHHBIX HIKe Jen. IIpennpuHsaTeie BCEBO3MOMKHBIE MEPHI 110 PO3BICKY el
NIOJIOXKUTENBHBIX PE3YJIbTaTOB HE Jajli, B CBA3M C YEM CUMUTAEM BO3MOMKHBIM CHSTH C
yuera.

Ne | Omucs |Enxp.| 3aromosox | Kpaitnue | Kos-so mucro [[Ipeanonaraempiel[Ipuvedans]
n/m| Ne Ne eI.Xp. ATEl MIPUYHAHBI

(apXHBHBIX OTCYTCTBHS

JOKYMEHTOB)
1 2 3 4 5 6 7 8

CoaepixaHne YTPaYCHHBIX JOKYMCHTOB
MOKET OBITh YACTHUHO BOCIIOIHEHO
CIEIYIOMUMHU €1.XP. (IOKYMEHTaMu):

(Ne e1.xp. ¥ X IPYNIIOBEIE 3ar0JIOBKH)
HUTOI'O: €UHUI] XpaHSHUS.
(mudpamy ¥ IPOMKCHIO)
PyxoBoOuTENb CTPYKTYPHOTO MOAPA3ACICHHIS
Hayanenuk apxuBa

(rogmuce) (pacmmdpoBKa MOAIHCH)
COI'JJACOBAHO
IIporoxon 3K
0T Ne
V3MeHeHus B yUeTHEIC JOKYMEHTEI BHECEHEI
HauMeHoBaHHE HOJKHOCTH JIMIIA,
OTBETCTBEHHOTO 3 JIEIONPOU3BO/ICTBO IIOJIIIUACH N.0. Gamunus
narta
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