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YTBEPXK/JEHA
npukasom CIIBI'VT
or /X O 2017 Ne 955

NucTpykums no geilonpoH3BOACTBY
B peepabHOM rocyJapcTBEHHOM OIOI:KeTHOM 00pPa30BaTEeIbHOM YUpPeKAeHHH
Boicuiero oopaszopanus «Caukr-IlerepOyprekuii rocynaperseHHbId
YHHBEPCHTET TeJIeKOMMYHHKAUHH uM. nnpo¢. M.A.bonu-bpyesuya»
(CIIoI'YT)

I. O01me MmonoKeHUst

1.1. UucTpykuust o penonpousBoactBy B CIIOIYT (manee — MuceTpykiius)
cocraBneHa Ha ocHoBe «['OCT P 7.0.97-2016. HauwonanbHbI CcTaHOApT
Poccutickoit @enepanuu. CucreMa CTaHAAPTOB 10 HHPOPMAIHH, OHOIHOTEIHOMY U
u3naresnbckoMmy  feny.  OpraHu3allUOHHO-pacIopsifUTeNsHAs — JTOKyMEHTalUs.
Tpebosanuss k  odopmieHHI0  JIOKyMeHTOB»  (yrBepixaéunoro  Ilpukazom
Poccranmapra or 08.12.2016 N 2004-ct), IlpumMepHOM HHCTPYKUMH IO
JIEJIONIPOU3BOLACTBY B TOCYAApCTBEHHBIX OPraHM3alUsX, YTBEPKAEHHOW ITPUKA30M
DenepansHoro apxupHoro areurcerna oT 11.04.2018 No 44,

1.2, HMuctpyxuuss ~ paspaboTaHa B LeJsIX  COBEPLICHCTBOBAHHS
JEJIONPOU3BOJCTBA U IOBBIMIEHUS 3(PPEKTUBHOCTH PabOThl ¢ JOKYMEHTAMHU ITyTeM
peniaMeHTalluy Ha eAMHOW NPaBOBOM U METOAMYECKOH OCHOBE MPaBHJI MOATOTOBKH
NOKYMEHTOB, TEXHOJNOTHH paboThl ¢ HUMH, OPraHM3alMU MX TEKYIIEero XpaHeHUs U
MIOATrOTOBKH K II€pe/iadye B apXUB YHUBEPCUTETA.

1.3. Tlonoxenuss MHCTpyKIMKU paclpoCTpaHslOTCs Ha OpraHu3aluio padoThl
C OpraHM3alMOHHO-PACHOPAOUTENbHBIMU JOKYMEHTAMH HE3aBUCHMO OT BHJA
HOCHTEJS, BKJIIOYasli MOJAMOTOBKY, PErMCTPAlMIO, YYeT M KOHTPOJIb HMCIIOJHEHHUS
JOKYMEHTOB, OPraHU3alMI0 UX TEKYIIEero XpaHeHUs], OCYIIECTBISIEMbIE C TOMOIIBIO
MH()OPMAIIMOHHO-KOMMYHUKALMOHHBIX TEXHOJIOTHH,

1.4. TTopsimok paboOTEI ¢ CEKPEeTHBIMU AOKYMEHTaMH, JOKYMEHTaMHu ¢ rpudom

"ICII", nuceMaMu, 3asBIEHMsIMH W Kajob0aMM  TpakJIaH  OomnpejenseTcs
ClieliMalbHbIMM HHCTPYKIUAMH.
TpeboBanus HMucTpykuuu 1o JIeJIONPOU3BO/ICTBY K paboTte

c OyXranaTepckoH, Hay4YHO-TEXHHYECKOM W APYroi creluaNbHOi AOKyMeHTalHed
pacrnpocTpaHstoTCcsl JIMIL B HAaCTH OOIIMX MPUHIIUIIOB paboThl ¢ JAOKYMEHTaMH, a
TaKKe MOArOTOBKH JOKYMEHTOB K Iepe/aiye Ha apXHUBHOE XpaHEHUE.
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1.5. Opranusanus, BeJeHHME U COBEPLICHCTBOBAaHME JIEJIONPOU3BOACTBA
Ha OCHOBE €[WHOW IIOJMTHKHM W [PUHLUINOB, IPUMEHEHHE COBPEMEHHBIX
HH)OPMALIMOHHBIX TeXHOJOTWit B paboTe C JOKyMEHTaMM, METOAMYECKOE
PYKOBOACTBO M KOHTPOJNb COONIOAEHUS TMopsaka paboTel C JOKyMEHTaMH
B MOJpa3ieNieHUIX YHUBEpCUTeTa Bozaraercs Ha OOumii otaes.

OOwuit oTHen AedCTBYET Ha OCHOBAaHUU IOJIOXKEHHS O HEM, YTBEPIKIAEMOro
PEKTOpPOM K ONpeAeNsiolero 3ajadd M (QyHKUUMM OTAENa, €ro Ipasa M
OTBETCTBEHHOCTb.

1.6. OTBETCTBEHHOCTh 3a OpraHuzanguio paboTel €  JOKyMEHTaMHU
B NOJpa3JeleHUusAX YHHBEpCUTETa BO3JlaraeTcs Ha PpPYKOBOAMTENEH  3THX
noapaszaeneHuii. HenocpeacTBeHHOE BeAeHHE AEIONPOU3BOACTBA B NOAPa3ACIEeHUAX
OCYILIECTBIISIETCS JAENONPOU3BOAUTENIEM HIK HHBIM pPabOTHHUKOM NOApa3jelieHus,
Ha KOTOPOrO BO3JIOXEHBI OOSM3aHHOCTH 110 BEIECHHUIO JIeJONpOU3BOACTBa (Haiee -
IeJIONPOU3BOAUTENE IOAPA3IETICHHUS).

1.7. JIomXHOCTHbIE OOS3aHHOCTH, IpaBa M OTBETCTBEHHOCTh pPabOTHUKOB
Obwero otxaena, AEJONPOU3BOAUTENEH NOApa3NeleHUd W HHBIX pPabOTHUKOB,
OTBETCTBEHHBIX 3a OpraHu3alilo paboTbl C JOKYMEHTaMHM, OIpEAeNsIoTCs
JNOJDKHOCTHBIMUA HHCTPYKLHUSIMU.

1.8. Ha nepuop ornycka, KoMaHOUPOBKH, OOJE3HU WUIIH B Clydae YBOJIbHEHHUS
pabOTHHUKM CTPYKTYpPHBIX MOJpa3feleHuil opraHu3aluy 00s3aHbl NepeaaBaTh BCE
HaXOALIMECs Ha UCIIOJIHEHUU TOKYMEHTHI 1eJIONPOU3BOAUTENIO TOApa3IeIeHHUS UIH
ApyroMy paboTHHKY [0 YKa3aHHIO pyKOBOAUTEIS MOApa3AeaeHHS.

[Ipu cMeHe AenonpOU3BOAUTENS MOAPA3AENCHUs COCTABISIETCS aKT IIpHeMa-
nepeavy JOKYMEHTOB U Aell.

1.9. Copepxanue ciayxeOHBIX [JOKYMEHTOB He IIOJUIEXUT pa3riallleHUo.

BsaumopaeiicTBe €O cpeAcTBaMH MacCOBOM WHGoOpMaluu, MNeperaya UM
KakoH-n1ubo wuHbOpMAlMU UM JOKYMEHTOB M HX KOIHM JOIyCKaeTCs TOJBKO
C pa3pelleHHUs] pEKTOpa UM UHOTO YIIOJTHOMOYEHHOTO UM JOJKHOCTHOTO JIMLIA.

PaGoTHUKM HecyT JUCUMIUIMHAPHYIO, aJMHUHUCTPATUBHYIO M  HHYIO,
YCTaHOBJIEHHYIO 3aKOHOJaTenbcTBOM Poccuiickoit ®enepalyv, OTBETCTBEHHOCTb
3a HapylleHUE CPOKOB XPAaHEHHUs JOKYMEHTOB, YTPAaTy U HECaHKLUOHHPOBAHHOE
YHUUTOXXEHHUE CIIy>KEOHBIX JOKYMEHTOB.

1.10. Ilpu yTpaTte [OOKyMEHTOB JENONPOU3BOJAUTEND IOApa3JeleHUs
UH(POPMHUPYET PYKOBOAUTENS CTPYKTYPHOrO noapasneneHus 1 O6muid oTaen, rnocie
4Yero OpraHusyercs pO3BICK  JIOKYMEHTOB (CpOK  pO3bICKa  JIOKYMEHTOB
21 KaneHaapHbIH JeHB).

Ecnu po3bick NJOKYMEHTOB He JaeT pe3yjbTaTa COCTaBISETCsS aKT, B KOTOPOM
YKa3blBalOTCSl JaHHBIE YTPAu€HHOrO JIOKYMEHTa, a Takke 00CToATensCTBa,
OpU KOTOPBIX [MpOM30LLIa YTpaTa, IIOCJAE Yero MNpeJIpUHUMAIOTCS MepBI
10 3aMELIEHHIO JaHHOTO JOKYMEHTa 3aBEpEeHHON KOMUed OKyMEHTa.

1.11. B uensx opraHusagdd paboThl ¢ HOKYMEHTaMH B Quidazax
YHHUBEpCUTETA U O0O0COONEHHBIX CTPYKTYPHBIX MOApa3/eNeHusiX MOryT ObITh
BBEJ€Hbl HMHCTPYKLHWHU IO OpraHu3aluud paboThl C JOKyMEHTaMH, JOIOJHSIOLINE
HMHCTPYKLHIO IO JEJIONPOU3BOACTBY YHUBEPCUTETA, HO HE MPOTUBOpEYalLE €.



I1. lokyMeHTHUpOBaHHE yNIPaBIE€HUYECKOH NEATENEHOCTH

2.1. B coorBercTBHKH ¢ 3aKkoHojaTenbcTBOM Poccuiickoin Penepauuy,
noKanbHeIMH HOpMaTuBHbIMM aktamMu B CIIOI'YT wusparorcs opraHu3alMOHHO-
pacnopsiiuTeNbHbIe JOKYMEHTBI.

2.2. OpraHu3alMOHHO-paCHOpPSAMTENbHBIE  JAOKYMEHTBl,  CO3/aBaeMble
B JEATENILHOCTH YHHBepcuTeTa, OGOpPMISIIOTCA M0 I[paBW/iaM, YCTaHOBJIEHHBIM
HacTtosled MHCTpyKLuen.

BHocuTh Kakue-nubO HCHpaBiieHUWss WM A0OaBleHHss B MOANKCAHHBIE
(YTBEpXXIEHHbIE) JOKYMEHTbI He JOIYCKaeTCs.

2.3. JIOKYMEHTHpPOBaHHE OCYLUECTBJISIETCS Ha €CTECTBEHHOM  f3BIKE
(pyKOIUCHBIE, MAIUWHOMUCHBIE JOKYMEHTBl, B TOM 4HCJe TeJlerpaMMbl,
TeneOHOrpaMMBbl U T.J.), @ TaK)K€ HAa MCKYCCTBEHHBIX A3blKaX C UCIOJIb30BaHHUEM
MallMHHBIX HocuTenel. [Ipyu moaroroBke ¥ 0GOPMIIEHUH NOKYMEHTOB HEOOXOAHMO
cobnogate npaBuia, oOecneuruBalOllMe HOPUAMYECKYIO CUIY JOKYMEHTOB,
OnepaTHBHOE W KayeCTBEHHOE HX HCIIOJIHEHHE U IIOUCK, BO3MOXXHOCTH 0OpabOoTKU
JOKYMEHTOB C ITIOMOILBIO CPEICTB BBIYUCIIUTENbHON TEXHUKH.

2.4. JIOKyMEHT HMeeT IOPUIUYECKYI0 CWJIy I[pPU HAJIMYUU PEKBU3UTOB,
00s13aTebHbIX AJI JAaHHOTO BUAA NOKyMEHTa [HAMMEHOBAaHHE OpPraHU3allviy - aBTopa
JOKYMEHTa, Ha3BaHue BuAa (YHUPULUpOBaHHON (OpMBI JOKYMEHTA), JaTa, UHIEKC,
3aroJIOBOK K TEKCTY, TEKCT, BU3bl, IIOAIHUCH].

B mpouecce moArotoBkM U O(OPMIIEHHUS COCTaB PEKBHU3UTOB MOXET OBITh
JIOTIOSIHEH PYTMMHU PEKBU3UTAMH, €CJIM TOro TpeOdyeT Ha3HaueHHe AOKYMEHTa, ero
oOpaboTka U T.A.

2.5. YHUBEpPCUTET U3JAET CleAYyIOLMEe JOKYMEHThI: PUKa3bl, PaCOPSIKEHHUS,
MUHCTPYKLIHH, [TOJIOXKEHHUS, perlaMEeHThl U NpaBuIIa.

2.6. JJokyMeHTBI MOTYT CO3aBaThCsl Ha OyMa)KHOM HOCUTEJNE U B 3JIEKTPOHHOM
bopme ¢ cobiroieHreM YCTaHOBJIEHHBIX MpaBUil 0OpPMIICHHS JOKYMEHTOB.

2.7. Tlpu co3paHMM JOKyMEHTa Ha JBYX U 0ojee CTpaHHLAX BTOpPYIO U
NOCJIENYIOLINE CTPaHULIbI HYMEPYIOT.

Homepa cTpaHull NpoCTaBisAIOTCA MOCEperHE BEpXHEro nojisi NOKyMEHTa Ha
pacctossHuM He MeHee 10 MM OT BEpXHero Kpasi JINCTA.

2.8. lonmyckaercs co3aHue JOKYMEHTOB Ha JIMLIEBOK M 00OpOTHOM CTOpoHax
nucTta. [Ipy ABycTOpOHHEM CO3AaHUU AOKYMEHTOB LIMPHHA JIEBOTO I10JIs Ha JIMLIEBOH
CTOPOHE JIMCTa U NIPABOro MoJist Ha 0OOPOTHOH CTOPOHE JIUCTA NOKHEI OBITh paBHBI.

2.5. Tlpu moAroToBKe MOKYMEHTOB PEKOMEHIYeTCS MNPUMEHSATh TEKCTOBOH
penakrop Word for Windows Bepcuu 6.0 1 Bbllle.

[IpenanoyTUTENbHBIMU MAPHUTYPAaMH U pa3MepaMu LIPU(TOB A PEKBHU3UTOB
nokymeHTa sBisitores: Times New Roman N 12-14;

[Ipu coctaBneHuu TabiMl AOMYCKAaeTCs UCIOJNb30BaHUE LIPUPTOB MEHBLIMX
pa3MepoB.

2.6. AG3aLHbIA OTCTYN TeKCTa AOKyMeHTa - 1,25 cm.
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2.7. 3aroyioBKM pa3zfesioB W IOApa3feNoB NeyaTaloTcst ¢ ab3alHBIM OTCTYIIOM
WM LEHTPUPYIOTCA MO LUUPUHE TEKCTA.

2.8. MHOrocTpo4Hble pPEeKBHU3WTHl [1€YATAIOTCS 4Yepe3 OJUH MEXCTPOUYHEIH
MUHTEpBaJl, COCTaBHble YacTH pEKBU3UTOB  OTHAENAIOTCA  AOMNOJIHHUTENBHBIM
UHTEPBAJIOM.

2.9. Texct nokyMeHTa nevyartaercs yepes | - 1,5 MEXCTpOUYHBIX HHTEPBAa.

Ecnu HOKyMEHT FOTOBHUTCS AJs W3[aHUSA C yMEHblIeHHeM Maciutaba, TEeKCT
rieyaraeTcs yepes3 JBa UHTEpBaa.

VHTepBan Mexay OyKkBaMHU B CJIOBaXx - OOBIUHBIMI.

WHTepBan MeXx.y CII0BaMH - OJJUH Npobel.

2.10. TexkcT mOKyMeHTa BBIpaBHHUBAaeTCS O LIMpPHHE JIMCTa (MO IpaHULiaM
JIEBOrO U NPaBOro MNOJeil J0KyMeHTa).

JnvHa caMoil OJIMHHOW CTPOKM pEeKBHU3UTa NpPHU YIJIOBOM PACMOJNIOXKEHUU
peKBU3UTOB He Oonee 7,5 cM.

JnvHa caMOf AJIMHHOM CTPOKM PEKBH3WUTA IPHU NMPOAOIBHOM PACMOJIOXEHUU
pEKBU3UTOB He Oosee 12 cM.

2.11. Paspeluaetcs BelaeneHUe peKBU3UTOB "alpecar", "3arojoBOK K TEKCTY"
MM "TIOAMHUCH", a TaKXKE OT/JENIbHBIX (hParMEHTOB TEKCTa MOTY>KHUPHBIM IIPUGTOM.

2.12. HopmaTuBHBIE MpaBOBblE€ AaKThl OpraHU3alllik, a TaKXe HHBIE
MHOI'OCTPAaHUYHbIE JOKYMEHTbl MOTIYT OGMOPMISATBCS C THUTYJBHBIM JIHCTOM.

TuTynbHBIA TUCT HOKYMEHTa OQOPMIISETCS] B COOTBETCTBUM C MPUIIOKEHHEM
Ne4 MHCTpyKUMH.

2.13. JIns “3roToBIE€HUs] JOKYMEHTOB B YHHBEPCUTETE UCIIONIb3YIOTCS GaHKH:

oO1uit 6aHk

OsaHK pUKasza

OJ1aHK pacropsHKeHUs

yri0BO# 61aHK nucbMa (YriaoBOM LLITaMIT)

IPOJOJIbHEIN OJ1aHK HCbMa

671aHK KOHKPETHOIO BUJia JOKYMEHTA.

PexBH3KTEI ONaHKa U OrpaHUYUTENBHBIE OTMETKH 1)1 PEKBU3UTOB B Mpeleiax
TpaHuLl 30H PacrojOXEHU PEKBU3UTOB pa3MelLaloT LIEHTPUPOBaHO (Ha4Yalo U KOHEL]
KaXX10¥ CTPOKM DEKBH3UTOB paBHO YJaJleHbl OT TPaHUIl 30HBl PACHOJIOKECHHS
PEKBU3UTOB).

2.14. bnaHkM [OKYMEHTOB M3rOTaBlIMBalOTCS Ha Oymare (opMaToB
A4(210x297mm).

Ynorpebnenue 61aHKOB NPOU3BONIBHOH (opMbl He paspeluaercsi. ObOpasiupl
6J1aHKOB, YTBEpPXAEHHBIX IIPUKa30M PEKTOpPa, pa3MeIIaloTcsl Ha OQULMAIBLHOM caiiTe
YHUBEPCUTETA.

Yrnorpebnenue O1aHKOB W IMOPSIOK PACIOSIOKEHUs PEKBU3UTOB NPUBEIEHBI
B NPUJIOXKEHUSAX.

JIOKyMEeHTEBI, U3JaBaeMbie OT UMEHH ABYX W OoJiee opraHu3auuii, nepernucka
MEXAY CTPYKTYPHBIMM TIOApa3lefeHUsIMU, [OKJaJHble 3alHUCKH PYKOBOACTBY
0(OpPMIISIOTCS Ha CTaHapTHBIX JIUCTax Oymaru ¢opmara A 4 6e3 GaHka.
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2.15. Kaxcplft IUCT AOKYMEHTa, 0(hOpMIIEHHBIH Kak Ha GnaHke, Tak 1 6e3 Hero,
JOJDKEH UMETh MOs CIEeNYIOLUX pa3MepoB:

neBoe noje - 20 MM; (Ha JOKyMeHTaX IIOCTOSHHOIO CpoKa XpaHeHus — 30 M)

npasoe nose - 10 MM.

HyxHee noje - 20 MM

BepxHee noine — 20Mm

2.16. Ilpu odopmneHuM [OKYMEHTOB HEOOXOAMMO COGNIONaTh  psf
TpeOOBaHWH M MpaBuJ, OOECNeuMBAIOLIMX IOPUOMYECKYIO CHNY JOKYMEHTa,
CMIOCOBCTBYIOLIMX ONEPATUBHOMY HCIOJIHEHHIO U MOCNEAYIOIEMY HCIIONb30BAHUIO.
Kaxapiif JOKyMEHT NO/KEH MMETh CTPOrO OMNpEJENEHHBIH KOMIUIEKC PEKBH3HUTOB
(cocTaBHBIX YacTel) M CTabUIBHBIH MOPSOK uX pacnpenenenus ([Ipunoxenue 1),

2.17. Tlpu noAroToBKe JOKYMEHTOB MX PEKBH3UTEI OQOPMIIAIOTCS C YYETOM
HauMoHabHOro cranaapra Poccuiickoli ®enepaiuu «I'OCT P 7.0.97-2016 Cucrema
CTaHAapTOB N0 wuHpOpMauuM, OHOIMOTEYHOMY ¥  H3NATENHCKOMY  JElNy.
OpraHn3alunoHHO-pacnopsauTeIbHas JOKyMeHTauus. Tpe6oBaHus K O(GOPMIEHHUIO
JOKYMEHTOBY.

2.13. HaumeHoBaHME OpraHM3alliM YKa3blBA€TCS B TOYHOM COOTBETCTBUM
¢ YcraBoM - (efepanpbHOe TIoOCYNapCTBEHHOE OHOMKETHOE 00pa3oBaTeNbHOE
yupexJeHue Bbicluero obpasoBanus «CaHkT-IleTepGyprekuii rocynapcTBeHHBII
YHUBEPCHUTET TEIEKOMMYHUKALMH M. Tpod. M.A.Bonu-Bpyesuuay.

Coxpamennoe HaumeHoBarne CIT6I'Y T noMewtatoT B CKOGKAX HUXKE MOTHOTO
HauMEHOBAaHHUS.

Han nonHbiM  HauMeHOBaHMEM  yHMBEPCHTETAa  YKa3bIBAe€TCsl  IOJHOE
HauMeHOBaHHue y4upeaurens - OenepanbHoe areHTCTBO CBA3M.

2.19. Cnpasounele nanHble 0 CII6IYT BKIIIOYAOT IOPUANYECKHUIT U MTOYTOBBIM
afpeca, HoMep TenedoHa, dakca, anpec 3JAEKTPOHHON MOYTHI.

2.20. HaumenoBanwe Buaa JOKYyMEHTa yKa3blBA€TCS HAa BCEX JOKYMEHTax,
32 WMCKIIOYEHHEM  [esioBbIX  (ClykeOHBIX) MHCeM, pacrojaraercs  IOA
HaMMEHOBaHHEM OpraHU3aUKK (CTPYKTYPHOTO MOApa3eeHus], JOKHOCTH).

2.21. [lata pokyMeHTa [OJDKHa COOTBETCTBOBATH JaTe MOANMCAHUS
(YTBEpXXIEHHS) NOKyMeHTa Wiy (B IPOTOKONAX) AaTe COOBITHS, 3a()MKCUPOBAHHOTO
B JIOKYMEHTE.

Hara nokyMeHTa 3alMCBIBAaeTCS B MOC/ENOBATENBHOCTH: I€Hb MECSLA, MECSILL,
rojl OAHUM U3 JABYX CIIOCOOOB:

apabcknumu nubpamy, pasieneHHsIMK Toukoit: 05.06.2018;

CJIOBECHO-LIM(POBBIM criocobom: 5 nrons 2018 r.

Ha noxymentax, opopmisembix Ha GnaHke, naTa JOKYMEHTa MPOCTaBISETCS
MOJl PEeKBU3UTaMK "HaUMEHOBaHHWE BUJA JOKyMeHTa" (B G1aHKaX KOHKPETHBIX BUAOB
JIOKYMEHTOB) 1 "ClIpaBOYHbIE NaHHBIE 06 opraHusauuu” (B 61aHKax muceMm).

HaToi nOKyMeHTa, M3JaHHOIO COBMECTHO ABYyMs MM Goyiee opraHu3aLUsIMH
(ROJDKHOCTHBIMM  IMUAMM), SBISETCS [JaTa MOANMCAHMS JOKYMEHTa MOCHenHeH
CTOPOHOM.

2.22. PeructpalHoOHHbIH HOMEP JOKYMEHTa COCTOMT M3 MOPAAKOBOTO HOMEpa
M KOJIa CTPYKTYPHOIO MoApa3/ie/IeHusl.
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Ha nokyMeHTe, COCTaBIEHHOM COBMECTHO IByMsl W Oojee opraHu3alUsIMH,
IIPOCTABJAIOTCS pPErucTpallMOHHblE HOMeEpa [OKYMEHTa, IIPUCBOEHHBIE KaXOM
U3 opraHu3auuii. PeructpauvoHHsle HOMEpPa NPOCTABISAIOTCS B INOPANAKE yKa3aHHs
HaMMEHOBaHUI oOpraHM3allMii B 3arojoBOYHOW uacTy (mpeamOyinie) AOKyMEHTa
U OTAEJIAIOTCA APYT OT Apyra KOCOH YEepTOH.

2.23. Ccpuika Ha perucTpalOHHbIA HOMED U JaTy MOCTYIUBLIErO JOKYMEHTA,
cocTosiiass M3 PerucTpalMOHHOTO HOMepa M JaThl BXOISLIETO JOKYMEHTa,
Ha KOTOpBIH JaeTcs OTBeT, MpocTaBisieTcs B BuAe otMeTkd "Ha N ... ot ..." B GnaHke
nuchbMa.

B TexkcT mnucbMa-OTBETa CBEAEHMsS O pErucTpalliOHHOM HOMeEpe U JaTe
NOCTYMHMBILIErO MMCbMA HE BKIHOYAKOTCS.

2.24. Mecrto cocrtaBieHus (U34aHHs) OOKYMEHTa YyKa3blBaeTCsl BO BcCeX
IOKYMEHTaX, KpOMe J[eNOBbiX (CiyxeOHBIX) NHCeM, & TaK e MAOKIagHBIX,
Cy)keOHbIX 3allUCOK W JAPYrHX BHYTPEHHUX HH(OPMALHOHHO-CIIPaBOYHBIX
JOKYMEHTOB, & TaKXe B CJIyyae, €ClIi MECTO HaXOXJAEeHUs OpraHu3aluyd BXOJIUT B €€
HauMEHOBaHHUE

MecTo u3gaHus JOKyMEHTa yKa3blBaeTCs B TOM Cllyuae, eclid 3aTPYAHEHO €ro
omnpeAelieHWe MO peKBu3uTaM obwero 6nanka uiau OGiiaHKa KOHKPETHOro BHAA
JNOKyMEHTA.

Mecto cocTaBneHuss MM U34aHUA [OKYMEHTa YKa3bIBaeTCsl C YYeTOM
NPUHATOrO aJAMHHUCTPATHBHO-TEPPUTOPUAIBHOIO [JEeNeHUsT W BKJIIOYAaeT TOJIBKO
OOLIENPUHSATBIE COKPALLEHHS.

2.25. I'pud orpaHH4eHHUs! JOCTyNa K JOKYMEHTY MPOCTABJSETCSA MPH HAJIMYUU
B JOKyMEHTe HMH(pOpPMalHM, NOCTYNl K KOTOPOH OrpaHHYeH B COOTBETCTBUH
¢ 3aKoHozarenbCcTBoM Poccuiickoit @enepauuu.

['pud npocraBnsieTcss B MpaBOM BEpPXHEM YNy IEPBOrO JIUCTA JOKYMEHTA
(nmpoekTa OKYMEHTa, CONPOBOAWTENBHOrO MKHChbMa K AOKYMEHTY) Ha TpaHULE
BepxHero nojs. B cocraB rpuda orpaHuueHHUss K OOKYMEHTY BXOJHT
OrpaHMYHUTENIbHAsA HaAMUCh « s ciy)keGHOro nojb30BaHUs», KOTOpas MONOJHAETCS
HOMEpOM 3K3eMILIsApa JoKyMeHTa. Hanpumep:

s ey eOHOro MoJIb30BaHus
Ok3. Ne

2.26. Anpecat ucnosb3yercs py ohopMIIEHHH AeJIOBBIX (CNy)eOHbIX) MHUCceM,
BHYTPEHHMX MH(OPMAaLMOHHO-CIIPABOYHbIX NOKYMEHTOB (IOKIaOHBIX, CIyXeGHBIX
3anucKax).

AzlpecaToM  JOKyYMEHTa MOXeT ObITb  OpraHu3alus, CTPYKTypHOE
nojpasjiejieHie opraHu3aluu, J0JKHOCTHOE WK (U3HUYeCcKoe JINLO

PexBusut "agpecat' mnpocraBnseTcs B BepxXHeH NpaBOdl 4acTH JOKyMEHTa
(Ha 6y1aHKe C YTJIOBBIM PacloIOKEHHEM PEKBU3UTOB) HIIM CIpaBa IO/ PEKBU3UTAMM
OnaHka (IpY NPOJOJBHOM PacMoJIOXKEHHH peKBU3UTOB GiiaHka). CTpOKH peKBHM3MTa
"azpecatr” BbIPaBHMBAIOTCS 110 JIEBOMY Kparo MM LEHTPYIOTCS OTHOCHUTEJIBHO CaMoi
JJIMHHOM CTPOKH.

[Ipy agpecoBaHuMM NUcbMa B OpraHHU3allMI0 YKa3bIBAe€TCA €€ IO0JHOE HIIH
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COKpalll€HHOC HAaUMCHOBAHHE B UMECHHUTEJILHOM ITaJexKe. Hanpnmep:

CDenepanBHoe Ar¢HTCTBO CBA3H

UIH
KomuteT Mo Hayke u BbICLIEH LIKOJIE

Ilpy anpecoBaHMd HOKYMEHTa PYKOBOAHTENO (3aMECTHTENIO PYKOBOAHMTENS)
OpraHu3alMHi YKa3plBAlOTCA B JaTeIbHOM IaJe)Xe HAaUMEHOBAHUE JIOJKHOCTH
pykoBoauTeNns  (3aMECTHTENs pYKOBOIMTENs), BKIIOYalOllee HAUMEHOBAHHUE
OpraHH3aLkH, U HaMHUIIKs, MHHIKAIB JOJDKHOCTHOTO hia. Hanpumep:

["eHepanbHOMY AHpeKTOpY
OAO «Jlyu»

Eroposy B.A.

INapaurorHas ya., a. 31,
Cankr-IlerepGypr, 197349
HITH

3aMeCTHTENIO PYKOBOJAHUTEIIA
(Denepaﬂbﬂoro arcHTCTBA CBSI3U

[llenuxoBy B.B.

Ilpu appecoBanuu HOKyMeHTa B CTPYKTYpHOE MoJpa3fiesieHHe OpraHu3aluy
B peKBU3UTE "agpecar" yKa3bIBA€TCS B HMEHHTEILHOM najexe HaWMMeHOBaHHE
OpraHM3alliy, HHKE - HANMEHOBaHHE CTPYKTYpPHOro noapasaesneHus. Hanpumep:

CDeJ_lepaanoe areHTCTBO CBSA3HU

Havanenuky Ynpasnenus
aJIMUHUCTPATUBHOTO obecrieyeHus
U UMYILECTBEHHBIX OTHOLLUEHU

Byropuny A.C.

Ilepen damunuedi HOMKHOCTHOrO JIHLA AOMYCKAETCS YNOTPE6ISTH COKpalleHHe
"r-Hy" (rOCmOAMHY), €ClIH agpecaT MY)X4HHA, HWIH "r-xke" (rocnoxe), eciau agpecat
eHwrHa. Hanpumep:

r-uy ®amunus 1.0.

r-xxe ®amunusa 1U.0.



[Ipy paccelike [JOKyMEHTa [pyMNI€ OpraHu3alui OAHOro TUMA WIH
B CTPYKTypHble TOApasAc/ieHHss OJHOM OpraHW3aluMu aJpecaT YyKa3blBaeTCs
o6o6uienHo. Hanpumep:
JupekTopaM KoJuleKei TeNeKOMMYHUKALIWH
(punuanos) CII6I'YT

[Ipu pacceuUike JOKYMEHTa HE BCEM OpraHu3auusM MM CTPYKTYPHBIM
MOApasfeNieHUsIM TOA  PEKBU3UTOM «AzpecaT» B CKOOKax  yKa3blBaeTCs:
«(no cnucky)». Hanpumep:

Ynenam [loneyntenbckoro coBeta
CIIoI'yT
(1o cnucky)

CriMcoK pacchUIKU COCTaBISIETCS UCTIOTHUTENEM.

Ecnu nuceMo HanpapisieTcs B OpraHU3alyio WM AOJDKHOCTHOMY JIMLY U AJs
CBeJIeHUS ellle psy OpraHu3aluil WK JOJKHOCTHBIX JIML, 00lee KOJIUYECTBO
aZipecaToB He AOJDKHO ObITh 6oJiee yeThipex, IpH 3TOM OCHOBHOM ajpecar
yKa3bIBaeTcs MepBbIM, cjioBo "Konus" nepen BTOpbIM, TPeTbUM, YETBEPTHIM
aJpecaTaMU He IeyaTaeTcsl.

B cocraB pexBu3nuTa «Aapecar» MOXET BXOJUTH NOYTOBEIN ajgpec. DNeMeHTHI
MOYTOBOIO ajJpeca YKas3blBalOTCA B  IIOCJIENI0BAaTENbHOCTH, YCTaHOBJIEHHOMU
[IpaBunamMu oOkasaHusi yCayr [IOYTOBOH CBSI3M, YTBEP)KIEHHBIMH IPUKa30M
MUHHCTEPCTBOM CBSI3M U MacCOBbIX KOMMYHUKalui Poccuiickoit Pegepaunn ot 31
utons 2014 r. Ne 234

a) IJIs IOPUJUUYECKOro JIMLA - MOJIHOE WIIM COKpalleHHOe HauMeHOBaHue (npu
HaJlM4Mu), 1) FpaXJaHKHa - (haMuIns, UMs, OTYECTBO (Iloc/ieiHee NPH HAJTUUKH);

6) OaHKOBCKHME pEKBHU3UTBHl ([UI TMOYTOBBIX [IEPEBOJOB, HAaMpaBiIIeMbIX
IOpUIMYECKOMY JIUILY HUJIM IPUHUMAEMBIX OT IOPUAHYECKOro JIULa);

B) Ha3BaHUE YJIULIBI, HOMEDP JOMa, HOMEP KBapTHPHI;

I') Ha3BaHHE HaceJIEHHOTro MyHKTa,;

1) Ha3BaHUe pailoHa;

€) Ha3BaHHe pecnyOuKU, Kpasi, 00/1acTH, aBTOHOMHOTr0 oKpyra (obnacTtu);

) Ha3BaHUe CTPaHbI (U151 MEXAYHAPOJHBIX [IOYTOBBIX OTIIPaBJIEHUH ),

3) IOYTOBBIN UHAEKC.

Ilpn ampecoBaHuM NUCbMa B OpPraHHU3aUMIO YKa3blBalOT €€ HalMeHOBaHMUE,
3aTeM I04YTOBbIH aapec. Hanpumep:
3A0 «Cas3p-CepBucy

Jlazo yn., a. 2, r. HoBoky3Helk,
KemepoBckas obnacts, 654079
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[TouToBBIf agpec MOXXET HE YKa3blBaTbCsi B JOKYMEHTax, HarpaBJs€eMbIX
B BBICIIME OpraHbl rOCYIApCTBEHHOH BNacTH, Ipyrue GenepanbHble OpraHbl
MCIIOJIHUTENBHOM BJIAaCTH, a TaKXKe MOYTOBBIA ampec yupeautens - PenepalibHOro
areHTCTBAa CBA3H U IIOCTOSHHBIM KOPPECIIOHAEHTaM.

[Ipn ajpecoBaHHH B [Ba ajpeca aJpecarbl OTACNANOTCA APYr OT Apyra 2-ms
MEXCTpOUHbIMH MHTepBaamu. Crnoo «Konus» mnepex BTOpPBIM  aJpecaToM
He yka3biBaeTcsi. Hanpumep:

['eHepanbHOMY JUPEKTOPY
000 «BHK-Mactep»

Konsazunoii E.B.

Mockogckas yi., 4. 29,
Exarepunbypr, 620014

Havansnuky OPY-4 OBJII
YBJ LHAO MockBsi

Jlaprowikuny B.A.

BenepHukos nep., 4. 9,
Mocksa, 109029

[Ipu anmpecoBaHuu nOKyMeHTa (QU3WYECKOMY JHLY YKa3blBalOT (haMUIUIO
Y MHULMaJBI Noy4aTess, 3aTeM — NOYTOBbIH aapec. Hanpumep:

Enuceesy A.IL

Komcomonsckas yi., a. 5, kB. 45,
n. Haxabuno, KpacHoropckuii p-H,
MockoBckas 006i1., 143430

[1pu oTnpaBke MUCbMa MO 3IEKTPOHHON MOUTE UK PAaKCUMUJIIBHOW CBsA3M (0e3
JOCBUIKM 10 OYTE) MOYTOBBIA aapec He yka3biBaeTcs. Hubke anpecarta yka3bplBaeTcs
3JIEKTPOHHBIN azipec (HoMep TenedoHa/pakca). Hanpumep:

Bcecoro3Hbii
Hay4HO-UCCJIe10BaTeNbCKU M
MHCTUTYT JOKYMEHTOBEEHHUS

mail@vniidad.ru
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bykBa «r.» (ropon) nepea Ha3BaHHEM ropoja He MPOCTABIAETCS, €CIM B HEM
MCIIOJIE30BaHO CJIOBO «ropoi» («Oypr»), Hamnpumep: 3eneHorpal, 3BEHHTOpPOL,
KpacHoropck, a Takxke B ropojax ¢eaepanbHoro 3HaueHuss Cankt-IleTepOypr,
MockBa, CeBacTOIOIb.

JOKyMEHT He NOJDKEeH coiepxartb Oonee yeTslpex aapecoB. Cinoso «Komusa»
nepel BTOPbIM, TpPETbMM, 4YETBEPTBIM aApecaTaMM He YykasbpiBaercs. [lpu
HEOOXOAMMOCTH TOTOBMTCS 4 HWHAMBHAYaIbHBIX DOK3EMIUIApa HOOKYMEHTa (s
KaXXJI0TO U3 a[ipeCcaToB) U 1 BU30OBOH 3K3EMIUISAP C NepeUHCIIEHHEM BCEX alpPECATOB.

[Ipy GonblieM KOMUYECTBE aAPECaTOB COCTABIAETCS CIHUCOK PpacChUIKU
JOKYMEHTa, B KOTOPOM TMEPEUUCISAIOTCS OpraHu3auuu-aapecatbl. CIUCOK pacChlIKH
COCTaBNseTCs B CTpyKTypHOM mnozpasfeneHud CIIOIYT - ucrnonaureneM
AOKYyMEHTa, MOIIHCHIBAETCS HaYalbHUKOM 3TOr0 CTPYKTYPHOIO MOApa3fesieHus
CII6T'VT. B pexBusute «aapecaT» yka3sblBaeTcs: PykoBoauTensM opraHusauuii (o
CIIUCKY).

2.27. YTBepxAeHHE NOKYMEHTOB IPOU3BOAMUTCS NPOCTABIEHHEM rpuda MM
U3JjaHHeM IpHKa3a.

IIpuka3 usgaercs B TOM Ccilyyae, KOra BBeJiEHHE B NIEHCTBHE yTBEPKIAEMOro
AOKyMeHTa TpeOyeT AOMNOJHHUTENbHBIX AeHCTBHH: YCTAHOBJIEHHME CPOKA BBEIEHUS
B NEWCTBME  JOKYMEHTa, ONpefelieHHWe  HCIOJHUTENeH,  OTBETCTBEHHBIX
3a BBINOJIHEHHE OTAENbHBIX 3alaHui U T.II.

Ha nokymenrax, mnoanexalumx yTBEepXAEHHIO, TIpud  yTBEpKICHHUS
pasMelaeTCss B MNpaBOM BEPXHEM YLy [MEpBOro JMcTa A0KyMeHTa. CTpoKu
PeKBH3HTa BEIPABHUBAIOTCS I10 JIEBOMY Kpalo.

IIpy yTBepXHEHMM NOKYMEHTa NOMKHOCTHBIM JIMLUOM TIpud YTBEPXACHMUS
coctout w3 cnoBa «YTBEPXKIAIO», HaumeHOBaHMS JOMKHOCTH  JIMLA,
YTBEPXKIAIOLIEro JOKYMEHT, €ro TMOANHMCH, WHHULHAIOB, (aMUIMH M  JaThl
yTBepXAeHusa. Hanpumep:

YTBEPXIAIO
Pektop CIIGI'YT

(nwmasl noanuch) (MHULMaN., pamunus)

00.00.0000

Ilpy yTBepKIEHHS HOKyMEHTa NpPHUKAa30M TIpU( yTBEPXKIEHHS COCTOUT W3
ciosa YTBEPXJEHO (YTBEPXJ/EH, VTBEPXJEHA, YTBEPXJEHBI),
HaMMEHOBAHHUs YTBEPXKAAIOLIETO NOKYMEHTa B TBOPUTEIBHOM MaleXe, ero JaThl U
Homepa. Cnoso «YTBEXPIAEHO» cormacyercs B poae M uHCle C BHIOM
YyTBEpXKIaeMOro AoKyMmeHTa. Hanpumep:

(PernameHT)

YTBEPXJIEH
npukasom CIIGI'YT
ot 00.00.0000 Noe



12

(IpaBuna)
YTBEPX/IEHBI
npukazom CIIOI'YT
oT 00.00.0000 Ne

[Tpu yTBepkIEHHU JOKYMEHTA KOJUIETMANbHBIM OPraHOM, pelleHHe KOTOpOro
oOpMIISAIOTCS B MPOTOKOJIE, B rpUde yTBEPXKACHHUS YKa3blBaeTCs, HaMMEHOBaHHE
opraHa, pellleHHeM KOTOpPOro YTBEPXIEH HJOKYMEHT, JaTa M HOMEp IpPOTOKOJa
B ckoOkax. Hanpumep:

(TTonoxeHue)
YTBEPXJEHO
YuénsiM coBetom CIIOIYT
(npotokon ot 00.00.0000 Ne )

BrHocuts kakue-nub0 u3MeHeHMss W goOaBjieHUs B  IOANMCAHHbIE
(yTBEp)XIEHHbIE) AOKyMEHTbl 0e3 pa3pelleHHs JHla, [OAINMCABUIEr0 JOKYMEHT,
He JI0IMyCKaeTcs.

OTBeTCTBEHHOCTh 3a Kaye€CTBO IMOATOTOBKU IOOKYMEHTOB M JOCTOBEPHOCTb
colepxallluxcss B HHUX JaHHBIX BO3JlaraeTcs Ha JiMLa, MOATOTOBHUBLIKE,
3aBM3UPOBABLIKE U MOJMUCABLUKE JOKYMEHTBHI.

2.28. B cocraB ykazaHus 10 UCNOJIHEHUIO JOKYMEHTA (PE30JIIOLUI0) BXOIAT
ClieqyIOILHKeE 3NIeMEHThI: (haMUus UCTIONHUTENS (MCIIOJIHUTENEH), coepiKaHue
NOpY4Y€HHUsl, CPOK UCIIOJIHEHHUS], ITOAIKChH, JaTa.

B cnyuasx, xorja nopyyeHue Aaetcs ABYM WIIM HECKOJIBKHM JIMI[aM, pPaBHBIM
0 JAOJDKHOCTH, OCHOBHBIM HCIIOJHUTENEM SIBISIETCS JIMLO, YKa3aHHOE NepBbIM. EMy
IIPEIOCTABJIAETCS TPaBO CO3bIBA COUCIIOJNIHUTENEH U KOOpAUHALIMY UX pabOThI.

OCHOBHOM UCNOJHUTENb U COUCIMOJIHATEND BIPaBe [aBaTh [OPYyYEHHUs JIULAM,
HENOCPEACTBEHHO UM IOJYHHEHHBIM.

Ha nokymeHTtax, He TpeOyrooliuxX ykKasaHWH IO MCIOJHEHHIO U HMEKOIIMX
TUIOBBIE CPOKH HCIIOJIHEHMS, YKa3bIBAalOTCA MCIONHUTENb, [MOAMNUCH aBTOpa
yKa3aHwus, Aata.

2.29. 3aronoBokK k TEKCTY - KpaTkoe coieprkaHue AokyMeHTa. Eciiy 3aronoBok
K TEKCTY OTBeudaeT Ha Bomnpoc "o uem?", oH HauuHaeTcs ¢ npemiora "O" ("O6"). Ecnu
3aroJIOBOK K TEKCTY OTBEeYaeT Ha BONpPOC "4yero?", OH COCTaBiseT OJHO LeJoe
C Ha3BaHHEM BUJa JOoKyMeHTa. Hanpumep:

npukas (o0 yeM?) 0 CO3[jaHU U aTTECTALIHOHHON KOMHCCHH

nuchMo (0 4yem?) o MpenocTaBlIeHHH HHGOpMaLUU

aKT (4ero?) npuemMa-nepenayu aen

NpOTOKoI (4ero?) 3acejaHus SKCNEPTHON KOMHCCHH

3aroloBOK K TEKCTy oOQopmiseTrcs Moj peKBU3MTaMKU OlaHka ClieBa,
OT IpaHULIbI JIEBOTO MOJIS.
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2.30. OtmeTka o koHTpone. [Ipu nocraHoBke JOKyMeHTa Ha KOHTpoJbs B PKK
YKa3bIBAa€TCSl CPOK HCNOJHEHHs AoKymMeHTa. KoHTpons ocyuiecTBnsercs oOLmUM
OTJENOM.

Eciu  NOKyMEHT CTaBUTCS Ha KOHTpOJb HadaJbHMKOM  KaKoOro-jin6o
noxpaszaenenuss  CIIGI'YT,  KOHTpodb  OCYLIECTBISETCS  HENOCPEACTBEHHO
B [I0Jpa3/ieieH1H.

Ecmn  noxyment umeer rpud JICIT mnpocraBnsieTcs wTaMi «KOHTDPOJBY
Ha BEpXHEM I0Jie JOKYMEHTA.

2.31. TexcT HOKyMEHTa COCTaBIISIE€TCS Ha rOCYAapCTBEHHOM s3bike Poccuiickoii
Denepanuu.

TexcT noxkymeHTa npoOMKEH OBITH COCTaBi€H IPAMOTHO, SCHO, IOHSATHO
Y, M0 BO3MOXHOCTH, KpaTKo. TeKCT nOKyMeHTa JOJKEH COAepXkaTb JOCTOBEPHYIO
M aKTyallbHyl0 HH(OPMAaLMIO, JOCTAaTOYHYH [JIsi MPUHATHA pelleHuH uiau
UX HCIOJIHEHHS, HE NOJDKEH JOIYCKATh Pa3InYHBIX TONKOBAHHIA.

B TekcTe mOKyMeHTa, MOArOTOBIEHHOM HA OCHOBAaHMH 3aKOHOAATENbHBIX HIIH
VHBIX HOPMAaTHBHBIX TIIPaBOBBIX &KTOB, PaHEE M3JaHHBIX pPaClOPSIAUTENLHBIX
JIOKYMEHTOB, YKa3blBalOTCS UX PEKBU3UTHI:

HauMEHOBaHHWE NOKYMEHTa, HaWMMEHOBAaHHE OpraHa BJacTH (OpraHU3aLUK),
u3fiaBLuero(ef) NOKYMEHT, AaTa JOKYMEHTa, PeriCTPaLMOHHEIN HOMEp OKYMEHTa,
3aroJjIOBOK K TEKCTY;

HauMEHOBaHHE OpraHW3aUM{ HJM JOJDKHOCTHOIO JIML@A, YTBEPAMBIUErO MOKYMEHT,
JaTa yTBEpXACHUS JOKYMEHTa.

TexkcT [OKyMeHTa MOXET CcOAepXaTh pasfelibl, [OAPasAeNbl, IyHKTHI,
MOANYHKTbI, HyMepyemble apaOckumu LudpaMu. YpoBHeH pyOpuKaLUM TeKcTa
He JOJKHO OBITh 6oJiee ueThipex.

TexcT nokymeHTa u3naraercs:

B [IpPMKa3ax, U3NaHHEIX €IWHOJNUYHO, - OT MEPBOro JINLIA €JUHCTBEHHOIO YUCIa
("...npuka3sBaw"),

B IIpHKa3aX, U3JaHHbIX COBMECTHO ABYMsI WM OoJjiee OpraHu3alysAMH, - OT
NEepBOro JIMa MHOXeCTBeHHOro yucna (... mpu ka3 s BaeM");

B IPOTOKOJIaX 3acelaHUil - OT TpPeThero JIMLUA MHOXXECTBEHHOIO 4YHcJia
("CIYIIAJIN", "BBICTYIIMJIN", "TIOCTAHOBWJIN" unu "PEILIVIIN"):;

B JIEJIOBBIX NMKCbMaxX, OQOPMJIEHHBIX Ha OJJaHKaX OpraHU3alyH, - OT MEPBOro
LA MHOXXECTBEHHOTO YKciia (POCUM, HaNpasiisieM, peJiaraeM) Wik OT TPETHErO
NULU@ eIMHCTBEHHOrO YKca ("NpeanpusTHe He Bo3paxaer...", "YHUBEPCUTET CUMTAET
BO3MOXHBIM...");

B JI€JIOBBIX MHCbMax, OOPMIIEHHBIX Ha JOMKHOCTHBIX OJaHKax, - OT IepBOro
nyLa eINHCTBEHHOro yucna ("npowy ...", "npennaraio ...");

B JOKJIaOHbIX H CIy’)KE€OHBIX 3alucKax, 3asBJEHUSAX - OT MepBOro JHULa
€IMHCTBEHHOro yKcna ("mpouy ...", "cyuraro HEOOXOAUMBIM ...");

B JOKyMEHTaX, yCTaHaBIMBalOIIKWX GyHKUMKM (00s3aHHOCTH), MpaBa
U OTBETCTBEHHOCTh CTPYKTYPHBIX MNOJApa3fefeHui, paboTHUKOB (II0/0XKEHHeE,
MHCTPYKLMS), @ TAKXKE COAEPIKALUMX OMHCAHHE CUTYaLuii, aHalu3 (aKTOB ¥ BbIBOABI
(akT, crnpaBka), HCronmb3yeTcsi (opMa M3JIOKEHMS TEeKCTa OT TPEThero JHLa
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eIMHCTBEHHOrO MJIM MHOXECTBEHHOro 4ucia ("OTAen OCyLIEeCTBIAET (QYyHKLMH...",
"KOMHCCHs NIPOBeJa NpoBepPKYy...").

I[Ipy MOArOTOBKE TEKCTa NOKYMEHTa CleAyeT cOOMIoNaTh NpaBuila HalnucaHusl
o(hUUMAaTBHBIX HANMEHOBAHU, YHCIINTENLHBIX U €AUHHUL| U3MEPEHHUS.

B Tekcrax [OOKYMEHTOB YHOTpeOssitoTcsi oOLIenpuHATEIE ab0peBHaTyphl
U rpaduyecKye COKpalleHHus.

[Tpu yxa3aHuu B TeKCTe (paMUIIMHK JIMLA UHULKATIBl CTaBATCS Mocie GaMuiIuH.

B nenoBbiX (cnyxeOHBIX) MUCHMaX UCMONB3YIOTCS:
BCTYIUTENbHOE OOpallleHue:

YBaxkaemblii rocnogud Ilpencenarens!
YBaxkaeMslil rocnogud MunucTp!
YBakaeMblil rocrioguH MBaHos!
YBaxaemas rocrnoxa Ilerposa!
YBaxcaeMblit MBaH [leTpoBuy!
YBaxxaemass AnHa HukonaeBHa!
YBaxcaemble rocnoga!

3aKJIIOUYKTENbHAs dTUKeTHas ¢pa3a: "C yBaxeHuem, ...".

HaumeHoBaHUe AOKHOCTU B OOpallleHWM NHILETCS C MPONHUCHON OYyKBBHI,
B oOpalleHuH 1o GpaMuinuyd HHULIMANBI TULa He YKa3bIBalOTCSl.

['padel 1 cTpoku TabMULBl JOMKHBI UMETh 3aroJIOBKH, BbIpa)XX€HHbIE UMEHEM
CYLLIECTBUTENBHBIM B UMEHUTENIbHOM najexe. [loazaronosku rpad U CTpoK AOKHBI
ObITH cornacoBaHbl ¢ 3arojioBkaMd. Ecnu tabnuuy meuartaror 6osiee yeM Ha OZHOMU
cTpaHulle, rpagpl TabauLbl JO/KHBI OBITh NPOHYMEpPOBaHbl M Ha ClEeAYIOLIMX
CTpaHHuLaX JOJKHBI ObITH HaleyaTaHbl TOJIBKO HOMepa 3THX rpad.

Crpanuupl TekcTa (KpoMme TMepBOH) HyMepyloTcs apabckuMu uUubpamu
nocepeidHe BepxHero mnojs. Pasmep wpudTa HymMepalUUdd CTpaHHUL JOJDKEH
COOTBETCTBOBAThH pa3Mepy LIPH{(Ta TEKCTa.

2.32. OTMeTKa O NMPHUTIOKEHUU COAEPXKUT CBEACHHUS O NIOKYMEHTe (DOKyMEHTaXx),
npujlaraéMoM K OCHOBHOMY [JOKyMEHTY (B CONpPOBOAMUTENBLHBIX [MHUCBMaX,
NpeTeH3UsX, aKTax, CIpaBKax U APYyTruxX WHGOPMaLHOHHO-CIIPaBOYHBIX JOKYMEHTaX)
WIH O TOM, 4YTO AOKYMEHT SBJSETCS MPUJIOXKEHHEM K OCHOBHOMY JAOKYMEHTY
(B IOKYMEHTax - MPUIIOXKEHHUSAX K paclopsAUTESbHBIM JOKYMEHTaM, IOJIOKEHUSM,
NpaBUJIaM, HHCTPYKLMSAM, IOTOBOpaM, MjlaHaM, OT4ETaM U JIp. JOKYMEHTaM).

B conpoBomuTenbHBIX MUCBMax M JpYrMX HH(POpMaUUOHHO-CIIPABOYHBIX
JOKYMEHTaX OTMETKa O MPHIIOKEHUH 0(OpMIISIETCS TI0J TEKCTOM OT I'PaHHULbl JIEBOTO
TI0J1s1 CJIEAYIOLLKM 00pa3oM:

€CJIM MPUJIO’KEHHE Ha3BaHO B TEKCTE:

ITpunoxenue: Ha 2 1. B | 3K3.

€ClI MPUJIO)KEHHE He Ha3BaHO B TEKCTE WJIM €CJIU MPUJIOKEHHH HeCKOJbKO,
YKa3bIBalOT Ha3BaHHUS JOKYMEHTOB-IIPHIIOKEHUH, KOJIMYECTBO JIUCTOB U SK3EMILISPOB
Kaxkaoro npunoxenus. Hanpumep:
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[Tpunoxenue: 1. CrnpaBka o... Ha 3 J1. B 2 3K3.
2. IlpoexT... Ha 8 1. B 3 3K3.

€CJIU MpUJIoKeHHE (MPUII0KEHHS ) COpOLLIIOPOBaHO(bI):

[Ipunoxxenue: B 2 3K3.
ITpunosxenue: otuér o HUP B 2 3k3.

€CIM JOKYMEHT, SBIISIIOLUMKCS TNPUJIOKEHHUEM, HMEET [PHUIIOKEHHUS C
CaMOCTOSTEJIBHON HyMepaluerd CTPaHULL:

[Tpunoxxenue: nucemo Pocapxusa ot 02.02.2005 Ne 024/156
U NpUJIOXKEHHE K HeMy, Bcero Ha 30 J1.

€CJIM [TUCBMO HaIpaBIIsIeTCs HECKOJIbKUM ajpecaraM, a JOKYMEHT-TIPUIIOKEHHE
TOJIBKO IIEPBOMY aJipecary:
[Ipunoxenue: Ha 3 1. B 5 3K3. TOJIBKO B NEPBBIH agpec.

€C/IH TIPUJIOKEHUEM SBIAIOTCS [OKYMEHTBI, 3allCcaHHble Ha (PU3HYECKH
000COOIEHHBIN 3JIEKTPOHHBIN HOCHUTEIb:
ITpunoxenue: DVD-R B 1 k3.

IIpy >ToM Ha Bkiagbiule (KOHBEPTE), B KOTOPBIH MOMEIIAETCS HOCHUTEINbD,
YKa3blBalOTCS HAMMEHOBAHMS JOKYMEHTOB, 3allMCaHHBIX Ha HOCHTENb, HMEHa
¢aiinos, o6vem B OaiiTax.

B pacnopsauTenpHbIX AOKyMeHTax (IpuKa3aX, paclopshkeHUsx), J0roBopax,
MOJIOXKEHHUsAX, I[paBUiaX, MHCTPYKLHSX U JPYrHX JOKyMEHTaX OTMETKa O
TIPUIIOKEHUH 0(OpMIISETCS ClieLyIOIKUM 00pa3oM:

B TEKCTE JOKYMEHTa IpH NEePBOM YNOMUHAHUHM JOKYMEHTa-MPUIIOKEHHUS B CKOOKax
YKa3bIBaeTcs: ... (NpUIOXKeHue) Wiy ... (npunoxenue 1), (mpunoxenue N 1);
Ha MEPBOM JINCTE JOKYMEHTa-TNIPUIIOKEHHUS B IIPaBOM BEPXHEM YTJIy YKa3bIBAeTC:

[Ipunoxxenue Ne 2
k npukaszy CII6I'YT
ot 00.00.0000 Ne

Ecnu npunoxeHuem K pacnopsiiUTeNbHOMY NOKYMEHTY SIBISAETCS JOKaJbHBIN
HODMATMBHBIH ~ aKT  HMIM  WHOH  JOKYMEHT,  YTBepXKIaeMblii  JaHHBIM
PacnopsIMTENbHBIM NOKYMEHTOM, Ha NEPBOM JIUCTE MPUJIOKEHUS MNPOCTaBIAETCS
OTMETKA O MPHUJIOXKEHHH (0e3 CChIIKM Ha pacrlopsiAUTENbHBIH JAOKYMEHT) U rpud
YTBEPXIEHUS, B KOTOPOM YKa3blBalOTCS JaHHBIE DPACIOPSOUTENBHOrO JIOKYMEHTA,
KOTOPBIM YTBEPXAEH AOKYMEHT-TIPUIIOKEHHE.
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Hanpumep:

[Ipunoxxenue Ne 1

YTBEPXJEHO
npukazom CIIOI'YT
ot 00.00.0000 Ne

Ecnu npunoxenuii 6onpuioe xonuuectBo (0T 10 HOKyMEHTOB) COCTaBASIETCS
peecTp NPUJIOKEHHUH U MPUKIAABIBAETCS K TUChMY:

[Tpunoxenue: Ha 200 1. B TOM yucie peectp Ha 3 1. B 1 3k3.

2.33. T'pud cornacoBaHUs MpPOCTaBISIETCS Ha JOKYMEHTE B Cliydae ero
BHEILHEr0  COrjacoBaHWs  (CoryiacoBaHME€ C  OpraHaMd  BJacTH, HHBIMHU
OpraHu3alUsAMH, JODKHOCTHBIMH JIULIAMMU).

['pu¢ cornmacoBanus B 3aBUCUMOCTH OT BUJA JOKYMEHTa U 0COOEHHOCTeH ero
o(opMIIEHUS MOXET NNPOCTABJIATHCH:

Ha NEepBOM JIUCTE JOKyMeHTa (eClM AOKYMEHT HMeeT THUTYJbHBbIM JIHCT, - Ha
TUTYJILHOM JIUCTE) B JIEBOM BEPXHEM YIJy Ha YpOBHE rpuca yTBEp>XIECHUS WU MOA
HalMEHOBaHMEM JOKyMEHTa OyiMKe K HUKHEMY MOJII0);

Ha MoCcjielHEM JIUCTE AOKYMEHTA IO TEKCTOM;

Ha JIUCTE COIJIaCOBaHMUs, ABJAIOLIEMCS HEOThEMIIEMOH YacThiO JOKYMEHTA.

I'pud cornacoBanus cocroutr u3 cnosa «COI'JIACOBAHO», momkHOCTH
JMLA, ¢ KOTOPBIM COIVIaCOBAaH NOKYMEHT (BK/IIOYas HaUMEHOBaHHE OpraHu3allH),
€ro cOOCTBEHHOPYYHOH NOAMUCH, HHULIUAJIOB, (haMUJIUH, JAThl COTJIaCOBaHUS.

Hanpumep:

COI'/TACOBAHO:
PyxoBoautens PenepanbHOro areHTCTBA CBSA3U

(muuHas noanuck) (MHULMAIBI, HaMHUIHS)
00.00.0000

Ecnu cornacoBaHue OCylLECTBISETCS KOJJIETHAJIbHBIM, COBEIIATEIIBLHBIM HIIH
MHBIM OpraHoM, B TIpHU(e CcOrjacoBaHMsl YKa3blBalOTCS CBeleHUs 00 opraHe,
COIJIacoOBaBLIEM JOKYMEHT, JaTe U HOMEpe MpPOTOKOJd, B KOTOPOM 3adhHKCHUPOBAHO
pelieHue o cornacoBaHud. Ecnu corylacoBaHHe OCYLIECTBASETCS MHUCHMOM,
yKa3blBalOTCS BHUJ JOKYMEHTa, HaWMEHOBaHHEe OpraHU3alUWH, COrjacoBaBllIe
IOKYMEHT, laTa 1 HOMep MUChMa.
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Hanpumep:
COI''TACOBAHO:

Hay4Ho-TeXHUYECKUM COBETOM
OBV «HauMeHoBaHHE OpraHU3aLUI»

(npoTokoJ OT Ne )
COI''TACOBAHO

nucsMoM OBY «HaumeHoBaHue
OpraHu3aLuu»

oT Ne

2.34. BuHyTpeHHee corjlacoBaHMe [OOKyMeHTa odopmisercs BU30il. Busa
BLIPAXXaeT MHEHUE JINIA, BU3UPYIOIIEro NPOEKT JOKYMEHTa, U BKJIIOYaeT: AOHKHOCTD
MWL, BU3MPYIOLLEro INOKYMEHT, MOAMNHUCh, pacliMdpOoBKY HOAMUCH (MHHULHKAJGI,
¢dbamMunuo) 1 Aaty BU3MpoBaHus. Hanpumep:

HayanbHuK ropuauueckoro otaena
IHoonuce W.0. ®amunus
Jara

Ilpy Hanuuuy 3aMeyanui K JOKYMEHTY BH3y OGOPMISIIOT ClieIyIOLUM
obpazom:
3aMeyaHUs MPUIararTCs.
PyxoBoauTenp OpUANYECKOro OTAela
Iloonuce  W.0O. Gamunus
Jlara

B I1okyMeHTax, NOMJMHHUKU KOTOPBIX XPAaHSATCS B OpraHU3allMM, BH3bBI
NPOCTaBNAIOT HA IMOC/IEAHEM JIMCTE NOKYMEHTa 1104 [MOANMCHI0, Ha obopoTe
NOCNEAHEro JIMCTa [MOMJIMHHMKA JOKyMEHTa MM Ha JMCTe COIIaCOBaHHUs
(BU3MpOBaHUS), IPUIaraeMoM K JOKYMEHTY.

B ucxomflumx JOOKyMEHTaX BH3bl IIPOCTABISIOTCS Ha  OK3EMIUIAPax
JOKYMEHTOB, [TOMELIAEMBIX B AEJIO.

[Io ycMOTpeHHIO OpraHHU3alyyd MOXKET MPUMEHATHCS MOJTMCTHOE BU3HpPOBaHUE
NOKYMEHTa U €ro NpUJIOXKEHHUH.

CornacoBaHue IIPOEKTOB JIOKYMEHTOB (BHewIHEE, BHYTpEHHEee)
OCYILECTBJISIETCS B COOTBETCTBUH C MyHKTamHu 4.1 - 4.6 MucTpykuuu.

2.35. Ilognuce nokymeHTa - 00s3aTeNbHbIH PEKBU3UT KaXA0r0 JOKYMEHTA.

JlOKyMeHTBI, HampaBiseMble YHHBEPCUTETOM B BBILLECTOSILIHE OpPraHbl
U YIIpaBJIEHUs, TIOANHUCHIBAIOTCS] PEKTOPOM, IPOPEKTOPAMHU 10 MOPYUYEHHUIO PEKTOPA.

JIOKyMeHTBbI, HampaBisieMble By30M B aJpec Jpyrux OpraHu3auui,
YUPEXKACHUA W  NpEeANnpUATHH, MOryT [MOIANHUCHIBATBCS  PYKOBOOUTENSIMU
CTPYKTYPHBIX NIOJipa3/ieNieHHil By3a.
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[loanmuce BKIIOYaeT: HAaMMEHOBAaHHWE JO/DKHOCTH JIMLA, MOAIMCHIBAIOLIEro
JOKYMEHT, €ro COOCTBEHHOPYUYHYIO MOANKUCH, HHULIKANBI, (PaMUIHIO.
Hanpumep:

[IpopexTop no Hay4yHOU paboTe NOJANKUCH N.0. Gamunus
Ecnu pokymeHT odopMneH He Ha OyiaHKe, B HaMMEHOBaHHE JOJDKHOCTH

BKJIIOYAETCs HAMMEHOBaHUE OpraHU3aluu.

Hanpumep:

Pekrop CIIGI'YT NOJMKCH N.0. Gamunus
[Ipy noanucaHMM [OOKyMEHTa HECKOJbKUMH JO/DKHOCTHBIMH JIMLAMH,

3aHUMAarIHMHU PasHOE IMOJIOXKEHUE, UX IMMOAINUCH pacriojlaraloTes ogHa Imoa ,leyFOﬁ B
nocJIeA0BaTCIIBHOCTH, COOTBCTCTBy}OH.leﬁ CTaTyCy AOJIXKHOCTH.

Hanpumep:
Pektop NOAMKUCH | N.0. ®amunus
I'naBHBIN Oyxrantep NIOAIHKCH N.0. ®amunus

[Tpu noanucanuyu NOKyMEHTa HECKOJIBKMMHU JTMLIAMHU, PaBHBIMU IO JOJDKHOCTH,
HO NPEACTaB/ISIOIMMU pa3Hble OpraHMW3alM{, MOANUCH paclojiaraloT Ha OJHOM
YPOBHE.
Hanpumep:

Pektop CIIOI'YT I"'enepasibHBIN AMpEKTOP
00O «IIporpecc»
1.0. ®amunus N.O. Gamunus

B AOKYMEHTaXx, roAroTOBJICHHBIX KOMHUCCHUEN, B MOAMUCH YKa3bIBa€TCs CTAaTyC
JJMa B COCTaBE KOMHUCCHH.

Hanpumep:
Ilpencenarens xomMuccuu MOJIMHUCH N.O. ®amunus
UneHbl KOMUCCUHH NOAMNUCH N.O. Gamunus

[Toanuce HN.0. ©amunus

Ecnu gomxHOCTHOE JIMLO, NOANMHUCHL KOTOPOro BHECEHA B INPOEKT NOKYMCHTA,
OTCYTCTBYET, TO ANOKYMCHT IIOAIMUCBIBACT JIMLO, HCIOJHAKIIEE €ro O6H3aHHOCTI/I,
HJIK €ro 3aMECTHUTEIIb. HpI/l 3TOM 00s13aTeNbHO YKa3blBaCTCs Q)aKTI/I‘{eCKaﬂ JAOJDKHOCTD
JIMla, IoAnucaBlIero I0KyMeHT U €ro (l)aMPIJIldﬂ.
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Ilpy noanucaHMM [OOKYMEHTa JIMLIOM, B COOTBETCTBUM C I[IPHKa30M,
MCIOJIHAIOIMM 0053aHHOCTH BPEMEHHO OTCYTCTBYIOLIErO PYKOBOAMTENS (OTIYCK,
00J1e3Hb, KOMaHAUPOBKA), MOANHUCH OOPMIISETCS ClIEeAYIOLINUM 00pa3oMm:

H.o. pextopa MOAINHKCH N.O. ®amunus
Wnu

Hcnonusronmii 06s13aHHOCTH
peKkTopa NOAIIHCH N.O. ®amunus

He HOOITYCKaeTCss IMpPOCTaBICHUE KOCOH HYEPThI WJIM TIpeAjiora «3a» Iepen
HauMEHOBAHHUEM JOJIDKHOCTH.

2.36. IleuaTp 3aBepseT MNOMJIMHHOCTD MOANMUCH JHOJ/DKHOCTHOTO JIMLA
Ha JMOKYMEHTax, yJOCTOBEPSIOLMX MpaBa ML, (GUKCHPYIOLIUX (aKThbl, CBA3aHHBIE
¢ (MHAHCOBBIMHU CPEACTBAMH, @ TAKXKe Ha MHBIX JOKYMEHTax, IperyCMaTpPUBAIOIUX
3aBEpEHHE MOAINMCH MeYaTbi0 B COOTBETCTBHMU C 3aKOHOJATEILCTBOM Poccuiickoii
Depepauuu.

CIIOI'YT wumeer neuath ¢ uH300paxeHueM [ocymapcTBeHHOro repba
Poccuiickoi denepaluu U UHbIE IEYaTH B COOTBETCTBUHU C YCTaBOM YHHUBEpPCHUTETA.

Ortuck nedat c u3obpaxeHueMm [ocynmapcTBeHHoro repba Poccuiickoii
@enepanuy CTaBUTCS Ha JAOKYMEHTax, TpeOymOLIMX OCOOOro YOOCTOBEPEHHUS HX
MOAJIMHHOCTH.

ITpocTeie kpyrible nevatu (6e3 U300pakeHUs] rocyJapCTBEHHONW CHMBOJIUKH)
CTaBATCSd Ha KONMAX [OKYMEHTOB [Jii YIOOCTOBEPEHHS HX COOTBETCTBHS
NOAJTMHHUKAM.

OTTUCK nedyaTH CTaBUTCA Ha CBOOOIAHOM OT TEKCTAa MeECTe, HE 3aXBaThiBas
JMYHOM TMNOANMUCH JOJ/DKHOCTHoro nuua. Iledyath MoxeT 3axBaThiBaTh 4YacTh
HaMMEHOBaHUs NOJDKHOCTH JIMLA, MOAMUCABLIEro JOKYMEHT.

B J1oxymMeHTax, MNOATrOTOBJIECHHBIX Ha OCHOBE YHH(HLHUPOBAHHBIX (opM,
neyaTh CTaBUTCS Ha MecTe, 0603HadeHHOM OoTMeTkod «MII» (Mecto neuatu) wiu
UHBIM 00pa3oMm.

2.37. OtMmeTka o 3aBepeHMM Konuu. [y 3aBepeHHs COOTBETCTBMS KOIMUM
JOKYyMEHTa NOJNMHHUKY HUXE pEeKBU3UTA «ITognuce» HavyaJIbHUK
aJIMUHMCTPAaTUBHO-KaApPOBOr0  yNpaBieHUs WM HayajlbHUK OTHeNa KaJpoB
[IPOCTABJISIET 3aBEPUTEIIbHYIO HAANUCh «BepHO» W TMYHYIO MOMHUCH.

Jns CBMIAETENECTBOBAHUSI BEPHOCTH KOMNWHU MOJJIMHHUKY AOKyMEHTa IIpH
NPEACTABJIEHWH KOMHUH JOKYMEHTa B CTOPOHHIOIO OPraHM3alldi0 OTMETKa O 3aBepkKe
KOMHHK OQOpMIISeTCs Ha MOCIeaHEM JIMCTE KOMKK, Ha CBOOOJAHOM MECTE [0 TEKCTOM
HUXeE TMOANUCHU. PexkBU3UT BkirouaeT: cnoBa «BepHo», HaUMeHOBaHUE NOJIKHOCTH
3aBEPUBLUETO KOIMIO, JIMYHYIO IOANMCH, PacllM(PpOBKY MNOAINMCH, AATy 3aBEPEHHS
U e4aTh.
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Hanpumep:
BepHo
HauanpHUK aAMUHUCTPATUBHO-KaApOBOIO
ylpaBjeHus A.IT. 3BepeB
(J1M4Has noanuch)
Harta

JIMCTBI MHOTOCTPaHWYHBIX KOMMH [OKyMeHTa (BBIMMMCOK H3 AOKYMEHTA)
HYMEpYIOTCS, OTMETKa O 3aBepKe KOMHUH AOTOJHAETCS KOJTMUYECTBOM JIMCTOB KOMMH
(BBIMMCKM U3 AOKyMeHTa): «Bcero B komuu _ JucTOBY». JlomyckaeTcst 3aBepsTh
oTMeTKOH «Konusi BepHa» KaxIbld JIUCT MHOTOCTPAaHUYHON KOIMHUH JOKYMEHTA.
Jlonmyckaercss MpolIMBKAa MHOIOCTPaHWYHBIX KONMHUH B JBa MpoOKona M
C 3aBEpUTEJIbHON HAAMUCHIO:

B AOKYMEHTE MPOLUHUTO H NPOHYMEPOBAHO JIUCTOB.

HavanbHuk aIMHHHCTPATHBHO-

KaapOBOro YMnpasieHHs noanuce  M.O. Gamunus

OTMeTka O 3aBepke KONHUH YIOCTOBEpSeTCS OTTHCKOM TrepOOBOH mMeyaTu
CIIeI'VT.

Konuu xaapoBeIx JOKyMEHTOB 3aBepsitoTcs B otaene kaapos CIIGIYT.

2.38. OTMeTka 06 ucnosHUTENe JOKYMEHTa MevyaTaeTcs WpUGTOM pa3sMepoM
Nell, B 1€eBOM HMIXKHEM yrily JIMLEBOH UIU OOOPOTHOH CTOPOHBI MOCJEAHErO JIUCTA
NOJUIMHHUKA JOKYMEHTa WK MOXET OQOPMIIATBCS KaK HUKHUHA KOJIOHTUTYJI.

Otmerka 06 ucnonHuTene o6s3aTeNbHO BKIOYAET, HaMUIIMIO, HMS U OTYECTBO
HCIIONIHUTENS U HOMep ero TenedoHa. Hanpumep:

HBanosa Mapus [leTpoBHa
8(812) XXX-XX-XX

OtMeTKka 006 MCHONHHUTENE MOXXET JOMOJIHATHCS HaHUMEHOBAHHEM HOJDKHOCTH,
CTPYKTYPHOIO  MNOApa3fe/leHuss U JJeKTPOHHBIM  agpecoM  MCIMOJIHHUTEJS.
Hanpumep:

OaunokoBa TarbsiHa DayapAoBHa, HaualIbHKK O0LWIEro oTena

8(812)326-31-56, office@sut.ru
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Ha pokymeHTe, MOArOTOBJEHHOM MO mnopydeHHuto pykosoautens CII6GIYT
rpymnoi MCIoNHUTENEH, B OTMeTKe 00 WCHOJNHUTENE YKa3blBAeTCS (DaMUIIUS
OCHOBHOTO HCIIOJIHUTEISL.

B  10oKyMeHTax HMeloWMx TIpud  KOHQUAEHLMAIBHOCTH, OTMETKa
00 HUCIOJIHUTEIE IPOCTAaBIAeTCsl Ha 060pOTe NOCNEAHEro JIUCTA KaXKI0r0 IK3EMILIspa
IOKYMEHTa M BKJIIOYaeT B cels: yKa3aHHe KOJIMYeCTBa OTMEYAaTaHHBIX 3K3EMIUISPOB;
X MpedHa3sHadyeHUe; TMepBblH — ajpecaTy; MPeArnociefHUud B 1 OTAeN; NOoCieIHUH
B JIeJI0 OTHeNla, B KOTOPOM HCIHONHsSICS [NOKYMEHT; (aMHIUIO, UMs, OTYECTBO
HCIOJIHUTENS K HoMmep TenedoHa. Hanpumep:
y4eTHbIHA No
Orm. 3 2K3.

Ok3. Ne 1 — agpecary

Ok3. Ne 2 — 1 otnen

Ok3. Ne 3 — B fieno otnena
WBanosa Mapus IletpoBna
8(812) XXX-XX-XX

2.39. OTMeTKa 0 NOCTYIJIEHUH AOKYMEHTA CIIY>KUT [U1sl NOATBEPXKAeHUs dakTa
NOCTYIUIEHUSI [JOKYMEHTa B OpraHu3alydi0 M BKIOYAeT JaTy [OCTYIUICHHUS
U BXOISLUMH perucTpalyoHHbIH HOMep AokymeHTa. IIpn HEoOXOAMMOCTH OTMETKa
O NOCTYIUIEHUH MOXET JOTOJHATLCA YKa3aHWEM BpEeMEHM MOCTYIUIEHUS NOKYMeHTa
B 4acaxX U MUHyTax U crnocofa A0CTaBKH JOKYMEHTa.

OTMmeTka O MOCTYIUIEHMHM JOKYMEHTa MOXET MPOCTaBIATBLCA C MOMOLIBIO
LITaMIa.

2.40. Pesonrouus monmkHa COAepXaTh yKazaHHE MO HCIOJIHEHHIO JAOKYMEHTA.
Pesonrouuss odopmisercs Ha cBoOOAHOM MecTe pabGoyero Mojis JOKYMEHTa, Ha
OnaHKe pe3oNIOLMM MM BHOCHTCS HENOCPENCTBEHHO B CHCTEMY 3JIEKTPOHHOIO
JIOKyMeHToobopoTa.

Peszomonuss fpomxHa BKIOYaTh: (aMUIIMIO, HWHHLMANBl  HUCIIOJHHUTENS
(McnionHuTeneR), nopyyeHHue no JOKYMEHTY (KOHKpPETHOEe 3aJaHMe IO HCIIOJIHEHHIO
NOKYMEHTa HJIH bopmynupoBka LeNu paccMoTpeHus JIOKYMEHTa),
NpY HEOOXOOMMOCTH - CPOK HCIIONIHEHUS, MOMINCH JIMLA, BBIHECLIErO PE30JIOLMIO,
JATy pe30JIIOLHHU:

®amunusa U.0., Gamunusa 1.0.
I[Ipoiry NoAroTOBUTH NMpEIOKEHHUS
k 10.11.2017 INoanuce
Jata

Cpok HCIONIHEHHsI MOPY4eHHUsT HE JOJDKEH YKa3bIBaThCS, €CJIM OH Ha3BaH B
TEKCTE TMOCTYNMUBLIETO NOKYMEHTa W pYKOBOJHUTENb HE CUMTAeT HEeOOXOAMMBIM
M3MEHUTH €r0 B CTOPOHY COKpAlLlEHHs] WM SIBSETCS THIOBBIM Ui AaHHOrO BUJA
IOKYMEHTA.
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Ilpy yka3zaHUM HECKOJbKUX HCHONHUTENEeH (daMuIus OTBETCTBEHHOIO
UCIIOJIHUTENS YKa3blBAaeTCs MEepBOH, MoguepkuBaeTcs UM 0003HAUAeTCs CJIOBOM
«OTB.» («OTBETCTBEHHBIN).

2.41. OTMeTKka O KOHTpOJIe CBHJETENbLCTBYET O IIOCTAHOBKE JIOKyMEHTa
Ha KOHTPOJIb, IpocTaBisieTcs wraMinoM «KoHTposb» Ha BEpXHEM M0Jie JOKYMEHTA.

III. [TonroroBka 1 opopmiieHHE OTAENBHBIX BUAOB JOKYMEHTOB

3.1. JloxanbHble HOpMaTUBHbIE akThl (Hanee - JIHA) opraHuzanuu uznaroTCs
B BHMJAE IpaBWI, T[OJOXEHUHW, MHCTPYKLHH, periamMeHTOB, [EpeydHei,
KI1acCUpUKAaTOPOB U JpYyrHX BUAOB JOKYMEHTOB. PexoMmeHIayeMblit o0pasell
odopmnenus JIHA na npumepe JlomxHOCTHON HHCTpYKLUMH (punoxkeHue N 4).

JIHA npuobperaroT IOpUAHYECKYIO CHJIYy T[OCIe WX YTBepXAEeHHUS
pacrnopsauTENbHbIM JIOKYMEHTOM (npukaszom) UJIH HEMOCPEACTBEHHO
PYKOBOJHMTENIEM OpraHU3alUH HHBIM YIIOJTHOMOYEHHBIM UM JIULIOM.

PyxoBoauTenu cTpyKTypHBIX NOApa3eNeHuil He Bopase uzgaBaTh JIHA.

3.2. JIHA moryT ObITb:

NOCTOSIHHO AeHCTBYIOWMMHU (0€3 OrpaHUUYEHUs CPOKa UX IIPUMEHEHHS);

BPEMEHHBIMU ([EHCTBYIOLIMMH B TEUEHHE YKA3aHHOrO B HHX CpOKa WM
J10 HACTYIUICHUsl OIIpeAEIEHHOTO COOBITHS).

3.3. OcHoBanuem s uznanus JIHA aBnsrorcs:

3aKOHOJATEeNbHbIE M MHbIE HOpPMAaTHBHbIE NPaBOBble aKThl Poccuiickoii
Qenepaumn  (ykasel M pacnopsbkeHus [lpesupeHta Poccuiickoit ®enepauuy,
NOCTaHOBJIEHUsT U pacnopshkeHus [IpaButensctBa Poccuiickoit denepauuu, akThl
(enepanbHbIX OpraHOB UCIOJIHUTENBHOM BIACTH);

3aKOHOJATebHblE aKThl cyOwnekTa Poccuiickoir ®enepaliid, HOpPMAaTHBHBIE
NpaBOBbI€ aKThl OPraHOB TIOCYAApCTBEHHOW BnacTu cyOwbekTa Poccuiickoii
®enepauuy;

paHee u3faHHeie B opranusauuu JIHA u/unu pacnopsautenbHble JOKYMEHTEI.

3.4. JIHA u3zparoTcs B LessX:

YCTaHOBJIEHUS HOpM, TpeOGOBaHMH, MpaBU1 B OTHOLUICHHH MpeaMeETa
HOPMATHBHOTO PEryJIMPOBaHUs, PaHEEe HE sBIISBLUEMCS NPEIMETOM pPeryJupOBaHMs
B OpraHu3ally;

U3MEHEHMsl CYLIECTBYIOIUMX HOPM, TpeOOBaHHUH, MpaBUN, YCTAHOBJEHHBIX
paHee U3JaHHBIMU HOPMATUBHBIMH JOKYMEHTaMH,

OTMEHBI paHee YCTAaHOBIEHHBIX HOPM, TpeOOBaHHUH, TPaBHJL.

3.5. Ilpeanoxenue o paspaborke npoekta JIHA BHOCHTCS pYKOBOAMTENIEM
CTPYKTYPHOTIO IIOAPAa3Ae/I€HUs] UIU UHBIM JIOJDKHOCTHBIM JIMLIOM.

3.6. JIHA paspabatbiBaeTcs B ciydae, ecliu:

UMEETCs  y4yaCTOK paboTel (BOMPOCHl  AEATEIBHOCTH), HYXIAHOIIMHCS
B HOPMaTUBHOM PETYJIHPOBAHHH;

TpebyeTcss BHECEHHE 3HAYUTEIHHOrO KOJNMYECTBA M3MEHEHUH B paHee
npuHAThId JIHA;
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BBIABJIEHO HECKOJIBKO, DPETYNHPYIOLUMX CMEXHBbIe BOINPOCH], KOTOpPBIE
nesnecoobpasHo 0ObEAUHUTE B OAUH AOKYMEHT.
Axryanusauus pa"ee npuHaThiX JIHA ocyluecTBnsieTcs yepe3 BHECEHHE B HUX
U3MEHEHUH.
3.7. Ilpennoxenne ¢ oOGOCHOBaHMEM HEOOXOAMMOCTH pa3pabOTKH HOBOTO
JIHA npencraBnsercss pyKOBOAUTENEM CTPYKTYPHOIO MOApAa3leeHUs WKW HHBIM
YTIOJIHOMOYEHHBIM JOJDKHOCTHBIM JIMLIOM DPYKOBOJIMTENIO OpraHu3zauud B ¢opme
JOKJIa{HOH (Cly>xeOHOM) 3alUCKH, B KOTOPOH U3JIaraercs:
BONpPOC, TpeOYIOLIMH pelieHusl, ¢ HW3J0XKEHHEM OCHOBHBIX HalpaBieHHH,
crocoboB €ro pelueHus;
MIPOrHO3 MOCAEACTBUM NIPUHITUS HOPMAaTHBHOTO TOKYMEHTa;
OpraHU3allMOHHbIE, KaApoBble, (UHAHCOBBIE, MaTepHAbHO-TEXHHUUYECKUE
Y WHbIE MEPONPUATHS, KOTOpble HEOOX0AMMO OyeT MPOBECTH B CBSI3U C NIPUHATHEM
HOpPMaTUBHOIO JOKYMEHTAa,
nepeyeHb paHee U3JaHHBIX, [IOUIeKALUUX OTMEHE B CBSI3U C U3J1aHHEM HOBOTO
HOPMaTHUBHOI'O JOKYMEHTa;
npeJyiaraeMeli CpoK i pa3paboTKH NMpoeKTa HOPMaTUBHOIO JOKYMEHTA.
3.8. Cornacopanne mnpoektoB JIHA ocyuecTBiasieTcs B COOTBETCTBHHU
¢ nyHktamu 4.1 - 4.13 MHCcTpYyKUHUH.
3.9. JIHA yTBEpPXKIAETCs NpPHUKa3oM, ecnu OJHOBPEMEHHO
C YTBEpPXIEHHEM HOPMATHBHOIO [OKyMEHTa HeoOXOAWMO NpPHUHATH Mepbl
OpraHu3alMOHHOr0, PUHAHCOBOro, TEXHUYECKOro, KapOBOr0 MJIM UHOIO XapakTepa
U 1aTh COOTBETCTBYIOILME [TOPYyUYEHHs PYKOBOAUTENSAM CTPYKTYPHBIX MOApPa3AeIeHHH
WIM UHBIM DabOTHUKaM OpraHu3aliid, a TakXe, eclid HeoOXOAMMO BHECTH
H3MEHEHHS WM NPpU3HATh YTPAaTUBLLUMMHU CHIly paHee yTBepxaeHHble JIHA.
3.10. I3menenus B JIHA u otmena JIHA odopMisitoTcs npukasom.
3.11. B Tekcte mpukaza o6 yTBEep)XKIOEHUM, U3MEHEHUH WIHU oTMeHe JIHA
UCTIOJIB3YIOTCSI POPMYTUPOBKH:
npu ytBepxaeHuu Hosoro JIHA: "YrtBepaute (Ha3Banue JIHA)" wunu
"Yr1eepauts (HazBanue JIHA) u BBecTH B nelicTBue ¢ (narta)". Hanpumep:
1. Y1Bepauts Ilonoxxenue o nokanbHbIX HOPMATHBHBIX aKTaXx.
WIIH:
1. YTBepauts OpraHuzanuoHHyio cTpyktypy W llltatHoe pacnucanue
Ha 2018 rox v BBecTH ero B feiictBue ¢ 1 sHBaps 2018 r. (mpuiioxxeHue).

Ipy BHECEHHH M3MEHEHUH B paHee yTBepxAeHHbIH JIHA: "Buectu usmeHeHus
B (Ha3Banue JIHA). Hanpumep:
1. Brectu cnenyrowye usmernenus B llltatHoe pacnucanue na 2018 rog,
yTrBepxa€HHoe npukaszom CITOI'YT or 25 nexabps 2017 roma Ne 689: ...
npy oTtMeHe paHee ytBepxaeHHoro JIHA: "Ilpusnate yTpatuBliuM cuny
(nazBanue JIHA), yrBepxaenHoe ...". Hanpumep:

5. Ilpusnate yTpatuBlued cuiny MHCTpYyKUUIO MO JENONpPOU3BOJACTBY,
yTBepXAEHHYIO Nprka3omM oT 11.03.2016 Nel14.
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3.12.  OcHoBHbiMH  pekBusutamu JIHA  saBnsioTcs:  HaMMEHOBaHUE
OpraHu3allii, HaWMEHOBAaHHWE BHJAA JIOKYMEHTa M 3arojloBOK K  TEKCTY,
COCTaBJISIOLIME OMHO 1ieJioe, pUd yTBEPXKAEHMs, MECTO U3JAaHHs JOKYMEHTa.

Ecnu npoext JIHA siBiseTcsi MHOTMOCTPaHUYHBIM W K HeMmy odopMIseTcs
TUTYJIBHBIN JIUCT, YKa3aHHbIE BbILLIE PEKBU3UTHI pa3MeLLalOTCs Ha TUTYJILHOM JIMCTE.

3.13. Mudopmauus cnpaBouHoro xapakrepa (rpadbuku, cxembl, TabIuupl,
dopMBbl JOKYMEHTOB) odopMIIsieTcst B Bue npunoxeHui k JIHA.

Ha npunoxenusx x JIHA odopmisercss pekBU3UT "OTMETKA O MPHIIOKEHUH"
B COOTBETCTBHHU ¢ NYHKTOM 3.4.16 MHCcTpyKLMH.

3.14. JIHA BcTynaer B CUlly B CpOK, YKa3aHHBIH B IIpHUKase, KOTOPBIM
yTBepxaeH JIHA, unu c gatel yreBepxaenus JIHA.

3.15. PacnopsauTtesnbHble OOKYMEHTBl OpraHu3alMd H3JarTcs B ¢dopme
NpUKa30B U pacropsbkeHud. PekomeHayemble o6pa3ubl ogopmieHds Mpukasa
U pacnopsbxeHus (npunoxeHust NeNe 2, 2a, 3).

[Ipuxa3el u3garTcs B LeNsX 0QOpMIIEHUS pPelLeHHH:

HOPMAaTHUBHOIO XapakTepa (eciu npukaszoM yreepxkaaercs JIHA unu
MPUHUMAETCS pelleHde OpraHU3allMOHHOrO XapakTepa, HalpuMep, rpukas 0o
YTBEPXKIEHUH CTPYKTYPBI M IUTATHONW YHCIIEHHOCTU OpraHUu3alum);

OpraHU3aLlMOHHOI0, aIMUHUCTPATUBHOIO, B TOM YUCJIE€ OIIEPATUBHOTO
XapakTepa 10 BOIIpOCcaM OCHOBHOM JI€TEIbHOCTH OpraHu3allui.

3.16. IIpoekTsl nprKa3oB pa3pabaThIBaIOTCS CTPYKTYPHBIMU MOpa3/eeHUsIMH
YHMBEPCUTETA Ha OCHOBAaHHWM MOPYYEHHs] pPYKOBOACTBa JHMOO B HWHHUUMATUBHOM
nopsake. OTBETCTBEHHOCTh 3a KayeCTBEHHYH MOArOTOBKY MpOEKTa IpHKa3a,
COrJlacOBaHWE M TpaBWJIbHOE OQOpMJIEHHE IpPOeKTa HECeT pPYKOBOAMUTEIND
NOApa3eeHHs, KOTOPbIM FOTOBUT MPOEKT MpHKa3a U MPeACTaBIIsAET ero Ha MOAINUCh.

3.17. IIpoexTsl NMpHKa30B MO KaJpOBBIM BOMpPOCAM TOTOBUT OTAENl KaApoB
CII6I'YT Ha OCHOBaHMH COOTBETCTBYOUIUX MPEACTABIEHMUIA.

3.18. Ilpuka3sl He JOJKHBI MPOTHBOPEYMTH 3aKOHOJATENLCTBY Poccuitckoit
Qenepauyy, YcraBy, JIOKaJlbHbIM HOPMAaTUBHBIM aKTaM M paHee H3JaHHBIM
npukaszam CIIOIVT.

3.19. KoHTponk mNpaBUIBHOCTH  OQOPMIEHUS  NPOEKTOB  MPHKA30B
OCYILECTBIISET OOIMH OTAeN.

3.20. TlogroroBka NpoekTa MpHKa3za BKIOYAET B ce0s U3yyeHHE CYyIIeCTBa
Bompoca, cOOp HeoOXONMMBIX CBeleHWi, pacneyaTKy IpoeKTa IpHuKasa,
COIIacOBaHUE, NOANMCAHUE PEKTOPOM.

3.21. CornacoBaHue npHKasa OCYLIECTBISETCS ITyTeM BU3HpOBaHus. [Ipukassl,
UCTIOJIHEHHE  KOTOpbIX  TpebyeT  ¢uHaHCOBOro  oOecnevyeHus, BU3UPYIOT
OTBETCTBEHHbIE JIHlla (UHAHCOBOH CITyXOBbI.

3.22. Ilpuka3el N0 OCHOBHOH A€STENbHOCTU U3JAIOTCS:

BO HCITOJIHEHWE HOPMATHUBHBIX IPAaBOBBIX AKTOB OPraHOB IOCYJapCTBEHHOH
BJIACTH Y BBILIECTOALIUX OpraHU3allHii;

B LEJAX OCYUIECTBJIEHUS YNpPaBIeHUYECKOH NeATEeNbHOCTH, BBITEKAOLIEH H3
GyHKUMHA U 3aa4 yHUBEpCUTETA.
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[Tpuka3bl 0 OCHOBHOM AEATEIBHOCTH COCTABJISIOTCS HA OCHOBE TLIATEIBHOIO
M BCECTOPOHHEro M3Y4YeHHs BONpPOCOB, TpeOylOLMX pa3pelleHHs, UYTOOBI
colepkaliecss B IpuKa3zax IMOpy4yeHUs OblIM KOHKpPETHBIMH, obecleynBaiuch
OOCTaTOYHBIMH MAaTEepUAJIbHO-TEXHUYECKUMH W (UHAHCOBBIMM CpPEACTBAMH U
B JajibHeHIleM HCKIIoYalld HeoOXOAMMOCTb KOPPEKTUPOBKU MNPHUHATHIX peLIeHUH
B CBSI3U C HEMOJHOTOM UM HEJOpabOTKOM MpeAblAyLLIEro NpHKasa.

B mpukaszax 1mo OCHOBHOH AEATEeNBbHOCTH peLlarTCs BOMPOChl (PHHaHCOBOM
OeSTeNbHOCTH, IJIAHUPOBAaHMs, OTYETHOCTH, Y4YeOHO-BOCIHMTATEIBHOIO IpoLEcca,
¢GhH31UecKOro pasBUTHUS U T.0.

3.23. Tlpukasbl ohopMISAIOTCA Ha OnaHke MpHUKa3a YCTaHOBJIEHHOH (opMbl
C MCTIOJIb30BaHUEM CIEAYIOIUX PEKBU3UTOB:

MOJHOE€  HauMEHOBaHHWE OpraHu3aluM ¢  yKa3aHHEM  BBIIIECTOsILEH
OpraHu3aiuy;

Ha3BaHMe BUJAA JOKYMEHTA — [IpUKa3;

naty (nata oopmisieTcss UMPPOBBIM UK CIOBECHO-UHU(GPOBBIM CIOCOOOM;

HOMep (HOMep COCTOMUT U3 3HaKa «Noy» K MOopsiAKOBOro HoMepa MpuKasa);

MECTO U3JJaHMs NIpUKa3a - YKa3blBaeTcs FOpOoJ;

3aroJioBOK;

TEKCT;

MOJIUCH;

MHULMAaNbI, GaMuin, Homep TesieoHa UCTIOTHUTENS;

MOANUCH JIMLA, TOATOTOBUBILErO NPOEKT NpUKa3a;

BHU3bI COMIACOBAHMs C yKa3aHHWEM JOKHOCTH COTJIACYOLIUX JIMLI

CIIMCKa PacChUIKU NpUKa3a.

YnotpebaeHue 61aHKOB NIPOU3BOJILHOM (POPMEI HE AOMyCKaeTcsl.

3.24. JlaTa U perucTpalMOHHBbII HOMep IIpHKa3za MNPOCTAaBIAIOTCA IOCTe
NOJNUCaHUs NIPUKa3a peKTOPOM yHUBEPCUTETA.

IIpuka3sl HyMepyrOTCs MOpPAAKOBOH HyMepalued B mpefesiax KalleHIapHOro
roza.

CTpyKTypa perucTpaliiOHHBIX HOMEPOB MPUKA30B CIeAyroLIas:

XX— MPUKa3bl IO OCHOBHOM J1€ATENbHOCTH;

XX/KC— NpHKa3bl [0 JTUYHOMY COCTaBy 00yHalOIUXCS;

XX/3M — npukKasbl 00 YCTaHOBNEHHWH HaA0aBOK K JOJDKHOCTHBIM OKJaJaM H

OpYTUM BUJAM BBIIIAT;

XX/n  — TMpUKa3bl 1O KOHTHHreHTy ciaywmatenei HWMHO  (otnena

JIOTIOJIHUTENBHOTO NpOoQecCHOHANTbHOro 00pa3oBaHus ).

3.25. 3aronoBok K MpuKasy nevaTaeTcs yepe3 ONUH MEXCTPOUHBIH HHTepBal
N0/l peKBU3UTaMU OJlaHKa cjieBa OT PaHHUIbl JIEBOTO MoJisi. Touka B KOHLIE 3arojioBKa
HE CTaBUTCsS. 3arojioBOK K MpuKa3zy GOpMyJNHpyeTcs ¢ mpeajioroMm «o» («ob»),
KpaTKO M TOYHO OTpakasl CoAep)KaHue TeKcTa npukasa. Hanpumep:

O6 yTBep>IeHUU HHCTPYKLIHU MO JEN0NPOU3BOIACTBY;
O IBI)XE€HUU KOHTHHI'€HTa 00y4aroIuxcsl.
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3.26. Tekct oTaensieTcss OT 3arojioBka 2-3 MEXCTPOYHBIMH HMHTEPBAJIaMHU H
neyaraetcst wpupToM pasMepoM Ne 14 unu Ne 12 (ansg MpUKasoB MO JIMUHOMY
cocTaBy oOy4arouuxes) yepes 1-1,5 uHTepBana ot neBoi rpaHULbl TEKCTOBOTO M10JIs
¥ BBIpaBHMBAEeTCs 1O JIeBOH W NpaBod rpaHuLaM TekcToBoro nojs. Ilepsas cTpoka
ab3alla HaYHHAETCS Ha PacCTOSHUM 1,25 ¢M OT J1IeBO# rpaHuULbl TEKCTOBOIO MOJIS.

3.27. TekcT mpuKasa COCTOUT W3 JBYX uacTei: oOocHoBaHMs (rpeamOyIibi)
M pacropsAAUTENIbHON YacTU. B 060CHOBaHUM YKa3blBa€TCsi OCHOBaHHME, IPUUHHA HIIH
LieJIb W3aHus AoKymMeHTa. Hanpumep:

B cootBercTBUM ¢ DenepanbHbIM 3akoHOM Poccuiickoit Penepauuu ot

28 Mapta 1998 roma Ne 53-®3 «O BoMHCKOH OOS3aHHOCTM WU BOEHHOM

cayxbe»...

Ha ocHoBanuu peweHuss YuéHoro cosera CIIOI'YT ot 25.04.2019,
npotokon Ne4. ..

3.28. PacnopsgurenbHas 4acTh npukKaza  HauUHaeTcs CJIOBOM
«I1 p ¥ K a 3 bl B @ I0», KOTOPOE MNevaTaeTcsi CTPOUHBIMU OyKBaMH Bpa3psaaKy.

PacriopsautenpHas 4acTb MOXKET COAEPKATh:

pelleHUs] OpraHU3allMOHHOTO XapakTepa (YTBepAUTbh, CO3aTh, Ipeodpa3oBaTh,
NMKBUIUPOBATh, IPU3HATH YTPATUBILUM CUILY);

KOHKPETHBIE TIOPYUYEHHUs C YKa3aHUEM HCITONIHUTENS (UCTIONHUTENEHN) U CPOKOB
MX BBITIOJIHEHMUSI.

4.29. Kaxxnoe peuieHue (nopyudeHue) opopMisieTcss B MpUKa3ze Kak OTHENbHbIN
nyHKT. ITyHKTEl npHKa3a pacnonararoTcsi B JJOTHKO-BPEMEHHOH OC/IEN0BaTEIbHOCTH
W HyMmepyloTcs apabckumu Luppamu. Eciu nopydeHue paercs KOHKPETHOMY
NoJpa3fe/IeHHIO, €r0 HAMMEHOBAaHUE NUILETCS MOJHOCTBIO, B CKOOKaX yKa3bIBaIOTCS
bamMuIus ¥ MHULUAIBl PYKOBOAUTENS MOApa3fe/ieHUs] B MMEHHTENILHOM Mafiexke.
Hanpumep:

..MIpUKa3bIBal:

2. YnpapneHuto MapketuHra u pexnamel (@amunus M.0O.) pasmecTUTh

HaCTOSALUUH NpuKa3 Ha opuuransHoM caiite CII6I'YT B ceTu nHTEpHET.

3. ...

Ecnn nopydeHue paeTcs KOHKPETHOMY MCIIOJIHUTENI, €ro AOJDKHOCTh
1 (hamunus ykasblBaloTcs 6€3 CKoOOK B AatenbHOM nanexe. Hanpumep:

...2. I'maBHoMy Oyxrantepy ®amunus M.O. obecrieuuTs Ha4yuclieHUE
H BBIIUJIATY B YCTAHOBJIEHHOM TOPSIZIKE.

IlpennuceiBaeMoe [OeiicTBUE BBIpaXXaeTCsi TIJIArojOM B HeOMpeJesIeHHON
dopme. He nonyckaercs ynoTpebasiTh HEKOHKpPETHbIE BBIPXKEHHS TUIA «YCHIIUTHY,
«YCKOPHUTBY», «00ECNeUnTh B KpaTyahllIie CPOKH».

Ecnin omHoMy HcnonHUTENH0 HEOOXOOHWMO IOPYYHTh HECKOJBKO pa3HbIX
3aJaHUil C OJHMM CpPOKOM BBINOJIHEHHUS, OTBETCTBEHHBIH HKCIIOJHHUTEIb U CPOK
MCIIONIHEHH YKa3bIBalOTCS OJJMH pPa3 B OCHOBHOM IIYHKTE, a MOPY4YeHHS BbIAEIAIOTCS
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B OTHeJIbHBbIE MOJMYHKTHL. EcCiU y mopydeHuil pa3Hble CpPOKM HCIONHEHHUS, CPOKH
yKa3bIBAIOTCS HE B OCHOBHOM ITYHKTE, & B Ka)XXIOM MOAIMYHKTE.

Cpok HCIOJHEHHS OO/DKEH OBITh pealibHbIM, COOTBETCTBOBAaTh OOBEMY
npeanoyaraeMelx pabor. Ilpy ycTaHOBNEHUM CpOKa CledyeT YUMThbIBaTh BpeMs
IOBeICHHUs JOKyMEHTa 10 KOHKPETHBIX UCIONHUTENEH.

Cpok HCHOJNHEHHS B INYHKTaXx pacloOpsIUTENbHON 4acTH  IpUKa3a
He YKa3blBaeTcs B ClydyasX, €ClIH JAeHCTBUS HOCAT PEryJspHBIH XapakTep MU HX
BBIMOJIHEHUE IPEANUCHIBAETCS HA BeCh Mepuoj] JeiicTBus npukaza. Konuuectso
UCIOJHUTENEH 1O KaXAOMYy NYHKTY (NOAMYHKTY) He  OrpaHH4YMBaeTCs.
OTBETCTBEHHbI UCIIONHUTENb YKa3bIBA€TCS MEPBBIM.

Eciu nmnpukas OTMeHSeT TMOJHOCThIO MM YacTHUYHO paHee HU3JaHHbIe
JOKYMEHTbl 1O TOMY J>K€ BONpOCY, TO B TIpeArociefHeM IYyHKTe IpHKa3a
HEoOXOOMMO HX MEpPEevUCIUTb C yKa3aHWeM HauMEHOBaHHUs JOKYMEHTa, ero Aathl,
HOMepa, 3aroyioBka. Hanpumep:

4. IlpusHaTe yTpaTUBIUMM cuiy mpukas ot 17.05.2019 Ne 291 «O6
yrBepxaeHun Ilopsaka poctyna pabGOTHUKOB B IOMEIIEHHS, B KOTOPBIX
Ben€Tcsi 00paboTKa NepcoHaNIbHBIX AaHHBIXY.

IlocnenHuit MyHKT npukasa - NyHKT O KOHTpOJe, B HEM YKa3bIBalOTCS
JOJDKHOCTb JIMLA, OTBETCTBEHHOIO 3a MUCIIOJNIHEHHE [OKYMEHTa B LEJIOM, €ro
damunus ¥ uHULKaNel. Hampumep:

4. KoHTposs 3aM HCIONIHEHHEM IpUKa3a BO3JIaraeTcs Ha IMpopeKTopa 1o
6e3omnacuocty @amunus U.O.

B oTAenBHBIX clydasx pyKOBOAMUTENb OpraHU3aluid MOXET OCTaBUTh KOHTPOJIb
3a co00Iii;
KoHTposnb 3a ncrosiHeHHEM TNpHKa3a OCTaBJISAIO 38 COOOH.

3.30. He Bxmouaercs B TekcT npukasa NyHKT «[Ipuka3 [JOBECTH [0
CBEJIEHHS...».

IlonpasaeneHus ¥ JOMKHOCTHbIE JIULA, OO CBEAEHHS KOTOPBIX HEOOXOAMMO
JOBECTH TPHKa3, MEPEYUCIIAIOTCS B yKazaTene (JIMCTe, CIUCKE) pacChUIKH, KOTOPBIH
FOTOBUTCA MCIIOJIHUTENEM U MOXET OQOPMISATbCS Ha OOOpPOTHOM CTOpOHE
NOCJIENHETO JIUCTA IpUKa3a.

3.31. B npukazax He IOMyCcKaeTCs:

U3MEHEHHE paHee YCTaHOBJIEHHbIX CPOKOB BBITIOJIHEHHUS 3aJaHUi B CTOPOHY MX
YBEJIMUYEHHS;

BHECEHHE HM3MEHEHMH B NOANKCAHHBIA [pUKa3, a TaKXKe B COIJIaCOBAaHHBIH
NIPOEKT JOKYMEHTA;

NpUMEHEHUE IPOU3BOJIBHBIX COKpAlleHUH WM HCKaXeHHe HauMeHOBaHUH
CTPYKTYPHBIX IOJpa3fe/ieHUHl OpraHu3alui, NOABEJOMCTBEHHBIX OpraHHW3alub -
HCIIOJIHUTEIIEH;
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NpPUMEHEHHE MPOU3BOJILHBIX (HE OOILEMPUHATBIX) TEXHHYECKUX W JPYTHX
TEPMHHOB, COKpAILIEHHBIX CJI0B U HAMMEHOBAHHUH.

3.32. [lpu HanuuuM OPHUIIOKEHMH B TEKCTE MpHMKa3a B COOTBETCTBYHOILMX
MyHKTax pPacloOpsOUTENbHOM 4acTH AAIOTCS OTCBUIKM: ... (mpuioxenue Ne l); ..
(npunoxenne Ne 2); ... «COrNaCHO NPHUIOKEHUIO», HA IPUIIOKEHHH OQPOPMIIAETCS
OTMETKa O MPUIIOKEHUU:

IMpunoxenue Ne 1
K npukasy CII6I'YT
oT 25.06.2014 Ne 256

W3ganue BMecTe C TMpPUKa3OoM TMPUIOXKEHUH, He YIOMSAHYTBIX B TEKCTE
JOKYMEHTA, HE JOITyCKaeTCsl.

Eciy TOKYMEHT, yTBEpX/IEHHbBIH NPHUKa30M, BIIOCIEICTBUM AEHCTBYET B BUJE
CaMOCTOATENILHOTO [JOKYMEHTa, Ha MEepPBOM JIUCTE AOKYMEHTa B BEPXHEM IIpaBOM
yrily mnpocrtaBnsercs rpud yTreBepxaeHHs (TpH HEOOXOAMMOCTH, - C YyKa3aHUEM
HOMepa npuiioxxenus ). Hanpumep:

[Tonoxxenue
YTBEPXJIEHO
npukazom CII6I'YT
oT 25.06.2014 Ne 256

3.33. PacnopsixeHust opOopMIISIFOTCS 10 TEM K€ IIpaBUiIaM, YTO U MPUKA3bI, 34
UCKJIIOYEHHUEM TOT0, YTO B KOHLIE NpeamOyJibl CTaBUTCS IBOETOUYHE, N1OCIIE YETO
CJIeyIOT MyHKThI pacropsAUTenbHON yacTd. Hanpumep:

B upensx ocyiuiecTBieHus KOHTpojsi 3a peanusauued Ilporpammsl
passutus CII6I'YT Ha 2019 rox:

1. IIpopexTopy no passutuio Kosanésy C.E. oTcnexxuBath ouep€aHOCTh
(GbHHAHCHPOBaHUSA NPOEKTOB pa3BUTUS B COOTBETCTBUU C YTBEPKAEHHBIM

IIPUOPUTETOM (DUHAHCHPOBAHHUS.
2. ...

PacnopskeHust MOryT He UMeThb IIpeaMOyJIbl.

3.34. Jlo mpencTaBiieHMs Ha IOANKMCH MPOEKT MpuKa3a (pacrnopsKeHUs)
COrJIaCOBBIBA€TCSl € 3aUHTEPECOBAHHBIMU JIMLIAMH B COOTBETCTBHM C ITYHKTaMmu
4.1.-4.9. UHCTpyKLMH.

3.35. Ilpuka3 noanuCeIBaeT PEKTOP YHHUBEPCUTETA WIIH JIMLO, MCIOJHSIOLIEE
ero 0653aHHOCTH.

PacniopsbxeHue MOANKUCHIBAETCS PEKTOPOM H/WIM WHBIMHU YNOJHOMOUYEHHBIMH
YM JIMLAMH.

3.36. Konuu mnpuka3oB (pacnopsiKEHUH) pacChUIalOTCd B COOTBETCTBUHU
C yKa3areneM (JUCTOM, CIIMCKOM) PacChbUIKHM.
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3.37. PasHapsiixa Ha pacChUIKy Ie4aTaeTcs B JI€BOM HIXKHEM YIiy 0OOpOTHOM
CTOPOHBI NpHKa3a (eciu MpUKa3 COIAEPXXUT Ba U Ooyiee JUCTOB, TO HA OOOPOTHOM
CTOpOHe nocneaHero aucta). Hanpumep:

Orn. 3 3K3.:

1 - O0wui otnen
2 - Otpen kaapoB
3 - I

Konuu npukasa [s paccbUIKK NepefatoTcs UCIIOJIHUTENEM B 001U oTae.

3.38. Ilpu odopmieHud mnpukKasza, H3LaBaeMOro COBMECTHO C Jpyroi
OpraHHU3alLHuei:

OJ1aHK He UCMOJIb3YETCS;

HaMMEHOBAHHUs OpraHU3aLUy [eyaTarTCs Ha OQHOM YPOBHE;

HauMmeHoBaHue Buaa nokymenTa (IIPUKA3) pacnionaraercs no LeHTpY.

JaTtoli COBMECTHOrO IIpHMKa3a SBISETCS JaTa IIPOCTaBICHHs NocieqHeH
MOAINUCH Ha JOKyMEHTEe. PerucTpaudoHHBI HOMEpP COBMECTHOIO MpHUKa3a COCTOUT
U3 PpErucTpallMOHHBIX HOMEpPOB, IPUCBOEHHBIX KaXAOH U3 opraHu3auuili u
NIPOCTABJISIEMBIX 4Y€pe3 KOCYI0 YepTy B IMOpsAKe yKa3aHHUS OpraHu3alliil - aBTOpOB
JOKYMEHTA.

TekcT coBMecTHOro mpukasa M3jaraercs OT IEepPBOro JMLA MHOXECTBEHHOIO
4Kcna («NpUKa3bIBaEM»), OANUCH PyKOBOAUTENEH OpraHU3allii pacrnoiaratloTcs Ha
OIHOM YPOBHE CJIEBa U CIIpaBa.

3.39. JleATenpHOCTh IO COBMECTHOH BbIpabOTKE pelleHHH Ha 3acegaHHusaX
COBETOB, KOMHCCHH, COBELIaHUAX OPOPMIISETCS TPOTOKOJIAMHU.

[IpoTokon cocraBnsieTcs Ha OCHOBaHUM AMKTOPOHHBIX (PYKOIHCHBIX)
3arucen, NMPOU3BEAEHHBIX BO BpeMsl 3acelaHus, NPeACTaBIEHHBIX TE3UCOB NOKJIaOB
U BBICTYIUIEHHH, CIIPAaBOK, TPOEKTOB peLUEHUM (TIOCTAaHOBJIEHHH).

[IpoTokon odopmisieTcss B TeUeHHE OIHOrO-TpeX [Hel Mocse MpOBEAEHUS
3acellaHHsl, €CJIM CPOKHU €ro MNOATOTOBKU HE OTOBOPEHBI 0C060.

3.40. PexBu3WTaMM I[IPOTOKONA SBISIOTCSA: HAUMEHOBAaHHE OpraHU3allMH,
HaUMEHOBaHHWE BHUIA NOKYMEHTa, 3aroJIOBOK K TEKCTy, JlaTa U MECTO 3acelaHus,
pEruCTpalMOHHBIA HOMED MPOTOKOJA, TEKCT, IIOIHCH.

3.41 IlpoTokosnsl meyaTaroTCs Ha CTaHAAPTHOM OJlaHKe MPOTOKOJa pasMepoM
wpudTa Ne 14 1 UMEIOT cneyole PEKBU3UTI:

Haumenosanue noxymenta - cnoBo ITIPOTOKOJI neuataercst OT rpaHMIIbI
BEPXHETO I10JI1 NPONMCHBIMU OyKBaMH, MONYXXHUPHBIM LipudToM pazmepoM Ne 17 u
BBIPABHHUBAETCS MO LIEHTPY.

Bup 3acenanus, coBellaHusi - OTAENSETCS OT MPEIbIAYLIEr0 pPEeKBM3WTa
2 MEXCTpPOUHBIMH HHTEpBajJaMH, IeyaTaeTcs MONYXUPHBIM IIPUGTOM depes
|1 uHTEpBaN U BEIpaBHUBAETCS 10 LIEHTPY.

Mecto nmnpoBelneHHMs 3acellaHMs, COBElIaHHs - yka3biBaercs (TIpHu
HeOOXONMMOCTH), y KOro NPOBOJAUTCS COBELIAaHHEe, BBIPAaBHHBAETCS MO LEHTPY H
OTHENSAETCS OT PEKBU3UTOB «JaTa» U «HOMEpPY MPOTOKOJIA TIMHENRKOH.
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JlaToii mpoTokona siBiseTcs nara 3acefaHus. Eciu 3acenanue npojosnkaercs
HECKONBKO J[HEel, YKa3blBaeTCs JaTa Hayajla 3acellaHus W depe3 THpe - JaTa
okoH4aHus: 12-13 mas 2018 r.

HomMmep nportokona nevyaraetrcsi apabckuMu LudpaMy U COCTOUT U3 3HaKa
«No» ¥ MopsAKOBOro HOMEpPa MPOTOKOIA.

3arojioBOK K TEKCTY IPOTOKOJa OTBEYaeT Ha BOMNPOC «YEro?» U COAEPXKHUT
yKa3zaHue NoJpa3/ie/ieHUs] WM opraHa, AeSTEeIbHOCTbh KOTOPOro INPOTOKOJIHUPYETCS.
Hanpumep:

IIPOTOKOJI 3aCelaHus aTTeCTALMOHHOH KOMUCCUH
IIPOTOKOJI 3acelaHHs HayYHO-METOANYECKOH KOMUCCHH.

3.42. TexcT mMpOTOKOJa JOJKEH COCTOATh M3 JBYX 4YacTei: BBOJHOU U
OCHOBHOH. B BBOAHONH uacTH MpPOTOKONA YKa3bIBAIOTCA (GaMHJIUU Ipeacenares
(npencenatenbCTBYIOILEr0); cekpeTaps; GaMUIUK y4aCTHUKOB, IPUCYTCTBYIOLIUX Ha
3ace[JaHUH; JIUL], IPUITIAIEHHBIX Ha 3acelaHue; [I0BecTKa JIHS.

Ecny xonuuecTBO MPHUCYTCTBYIOIIMX HA 3acellaHWd MpeBhilIaeT 15 yenosek,
B BBOJHOM YacTHM [MpPOTOKOJA [JENaeTcs CCbUlKa Ha CIHUCOK, SIBISIOLIMKACS
HEOTBhEMJIEMOH 4acThiO NpoTokosia. Hampumep:

[IpucyTcTBOBanMU: 25 Yen. (CIUMCOK MpUiaraeTcs).

BBoanass yacTe NpOTOKONA 3aKkaHYMBAETCs MMOBECTKOM [JHA, CoJepiKallei
nepeyeHb pPacCMaTpUBAEMbIX BONPOCOB, MEPEUMCIEHHBIX B MOPsJIKe X 00CYXIEeHHUS
C yKa3aHHEeM JOKJaJuuKa 10 KaXIOMy paccMaTpuBaeMOMy Bonpocy. Bompocsl
TIOBECTKH AHSA (POPMYJUPYIOTCS C MPEAsoroM «o» («ob»), meyaTaroTcss OT TPaHULIBI
JIEBOTO M0 U HYMEPYIOTCs apabCKuMu Ludpam.

OcHoBHasl 4acTb IPOTOKOJIa NeyaTaeTcs yepes 1,5 MeXCTPOUYHBIX HHTEPBAIA.

IToanuce oTaensieTcs OT TEKCTa 3 MEXCTPOYHBIMH HHTEPBaJlaMH H BKJIIOYAET
Ha¥MMEHOBaHWE [JOJDKHOCTM JMLUa, [peJAcelaTeNbCTBOBABLIEr0 Ha 3acelaHuHt
(coBellaHWH), €ro JUYHOH MOAMUCH, PpACIUU(PPOBKH MOANMCH (MHHMLIHAIBI
U hbaMuius).

HaunmeHnoBaHue AOMKHOCTH redvaTaeTcsl OT JIEeBOM rpaHHUbI TEKCTOBOIO MOJIs
yepe3 | MEXCTPOYHBIA MHTEPBall M LEHTPUPYETCS OTHOCUTENBHO CaMOW IJIMHHOM
CTpPOKH.

Paciindposka noanucu pacrnionaraercs Ha ypOBHe MOCHeAHEH CTPOKH
HaMMEHOBaHUsl JOHKHOCTH C NpoOenoM MexAy HHUUManaMH d ¢amunuei. [pu
ojopmieHur pacliuGpoBKU IMOANUCH, BKIIOYAIOIIEH TOJNBKO WHHIMAI HMEHH U
bamunuio, npoben MeX Ay TOUKOH Nocie HHULKaNa UMEHH ¥ (paMurei He CTaBUTCS.
[Tocnennss 6ykBa B paciiuppoBKe OrpaHU4KUBAETCS MPABBIM IMOJIEM.

B ocHOBHO# 4acTH NpoTOKOIa GUKCUPYETCSI X0 3aceJaHusl.

3.43. IlonHbIA NPOTOKON COAEPKUT 3alKCh TOTO, YTO NMPOUCXOAUIIO BO BpeMs
3ace[laHMsl, BKJIIOYas BONPOCH! K JAOKJIAAYUKYy, OTBETHl Ha HHUX, BBICTYIUIEHHS B XOAE
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00CyXIeHHs BOIpOCa, pe3ybTaThl FOJIOCOBaHHS 110 BONIPOCY U NPHHSATHIE PELICHMUS.
Pexomennyemslit obpaser] opopMIIeHHs TTIOJTHOTO MPOTOKoIa (MpuioxkeHne Ne 5).

Kpatkue npoToKojsl BeJyTCS NpPU PacCMOTPEHHH BOMPOCOB OMEPATHBHOIO
xapaktepa. PexoMeHayembiii ofpasell oQOpMIIEHHS ~ KPaTKOro IMpOTOKONa
(npunoxxenre Ne 6). B kpaTkoM npoTokoie (HUKCHpYyeTcs TeMa OOCYXIEHHUS,
(aMuiMa NOKJIAA4YMKa 110 BOIIPOCY U MPHHATHIE PELLIEHMUS.

3.44. OcHOBHas 4YacTb TIOJHOrO IIPOTOKONA COCTOMT M3 Ppa3fenoB,
NOCBSLIEHHbIX BOMNpPOCaM IIOBECTKU [HsA. XOJ pacCMOTpPEHHs KaXIOro BONpoca
3anuceiBaercs B nocjuenosarensHocty: CJIVIIAJIU - BBICTYTIUJIN - PELLIMJIN.

[TocranoBnenue (pelieHue) B TEKCT MPOTOKOJA BHOCHUTCS IOJHOCTBIO B TOM
¢opmynupoBke, KoTopas Obla NpUHATAa HA 3acelaHUM; NP HEO6XOAUMOCTH
NPUBOJSTCS UTOTH IONIOCOBAHMSA: «34 - ... TPOTUB - ..., BO3AEPIKAIOCH - ...».

3.45. TlpoTtokon 3acelaHWs NOANHKCHIBAETCS MpejcelaTelieM M CeKpeTapeM
3ace/laHus, eClIM MHOe He yctaHoBiieHo JIHA.

3.46. IIpu Heo6X0AUMOCTH KOMHHK MPOTOKOJIOB UM BBIMCKH M3 NPOTOKOJNOB
pacChlTalOTCS 3aWHTEPECOBAaHHBIM JIMLAM B 3JIEKTPOHHOM BHAE B COOTBETCTBHU
C yKasaTeJjeM pacChLIKH.

B BeInHCKe M3 NPOTOKONA NOMKHBI BOCIPOM3BOJMTLCH BCE PEKBH3HTHI
3aroJIOBOYHOM 4YacTW MpPOTOKOJNA, BBOAHAS YacTh, BOMNPOC IOBECTKH IHS,
0 KOTOPOMY TOTOBHUTCS BBINHCKa, M TEKCT, OTpaXaloIMH oOCyXIeHHe BOmpoca
H NIPUHSITOE pELIEHHE.

3.47. Jlenooe (cmyxebHOe) MMCBMO TOTOBHTCA Ha 6iaHke nuceMa. Ilpwu
COCTaBJIEHHH NTMCEM OQOPMIIAIOTCS PEKBU3HUTBI: a[PEcart, 3arojoBOK K TeKCTY, TEKCT,
MOAMHUCh, OTMETKA 00 MCMONHMTeNe, B HEOOXOOUMBIX Cly4asX - OTMeTKa
O MNpuioXeHUH. PexkomeHoyeMblli oOpasell OQOpMIIEHHS [AENOBOrO MHCHhMA
(npunoxxenue Ne 7).

3.48. Eciy mucbMo AIBJISETCA OTBETOM Ha NOCTYNMBLUMI 3a1IpoC WM Npock6y,
3aMOJIHAETCA PEKBU3UT «CCBUIKA Ha PErHCTPALMOHHBIH HOMEp M JaTy NOCTYMUBLIEro
IIUCbMay.

HanmeHnoBanue BuAa NOKYMeHTa (KIHCBMO») M pa3sHOBHAHOCTH IHCHbMa
(Hampumep, «npocsba», «HHOOPMALHOHHOE», «CONPOBOAMTENBHOE», «3alpPOCH,
«HaIIOMHUHaHHUE») B AENOBBIX (CTy)KeOHBIX) NMChbMaX HE YKa3bIBaIOTCA.

Ecnu nucbMo HanpaenseTcs afpecary I10 91€KTPOHHOM MOYTe MM 1O (akcy
6e3 LOCBUIKM MO MOYTE, BMECTO MOYTOBOrO a[peca yKa3sBaeTCs apec 3JIEKTPOHHOM
MOYTH! HJIM HOMep TenedoHa-pakca.

Eciu muceMO siBNIseTCS OTBETOM Ha MOCTYNMMBIIMN 3a1poC MMM NpockGy,
3aMOJIHAETCS PEKBU3HUT «CChUIKA HA PETMCTPALMOHHBIN HOMED M JaTy MOCTYMHUBIIETo
nuchbMay.

HanmeHoBanne BuIa mOKyMeHTa («NHUCBMO») M pasHOBHAHOCTh HCHbMa
(Hanpumep, «mpockba», «MHPOPMALMOHHOE», «CONMPOBOAUTEIBHOEY, «3ampocy,
«HaIlOMHHAHHKE») B JENIOBBIX (CIyKeOHBIX) MMChbMAaxX He YKa3bIBalOTCH.

Ecnn nuckMo HanpasnseTcs ajpecary Mo 3JEKTPOHHO MOYTe WM MO (akcy
6e3 LOCBUIKH 110 MOYTe, BMECTO OYTOBOTO a/|peca yKa3biBAETCs afpec IeKTPOHHOM
NOYTEI U1K HOMep TenedoHa-dakca.
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3.49. Jlenosoe (cnyxeOGHOE) MUCHMO JOMKHO OBITH IMOCBALIEHO OXHOMY
Bompocy. Ecinu HeoOxonuMo OOpaTHThCS B OpraHU3alMi0 OJHOBPEMEHHO 10
HECKOJIBKMM BOIPOCaM, PEKOMEHIYETCSl COCTaBUTh OTJAENBHOE MHCBMO MO KKAOMY
U3 HUX.

[THcbMO MOXKET KacaTbCsl HECKOJIBKHX BONPOCOB, €CJIM OHU B3aHUMOCBSI3aHBI.

3.50. B ogHOM NHCBEMeE He JOJDKHO OBITh G0Jee UeThIpex aJpecaToB, MPH 3TOM
OCHOBHOI ajpecaT YyKa3blBaeTCs IMEpBbIM, OCTalIbHBEIM aJpecaTaM IHCBMO
HanpaBJseTcs s CBEACHUS.

ITpu HEOOXOOUMOCTH HaNpaBUTb NMHUCHBMO OONBLIEMY KOJMYECTBY aJpPECATOB,
TOTOBMTCS CITUCOK PACChUIKH, U IUCbMa PAcChUIAIOTCS I10 CITMCKY.

3.51. Ilpu cocraBleHUM [EJOBBIX IHCEM HCIONB3YETCS BCTYIIUTENbHOE
obpalileHHe W 3aKIIOYMTENbHAs STUKeTHas ()pa3a B COOTBETCTBUM C MYyHKTOM 2.28
HHcTpykumm.

3.52. TekcTt nucbMa u3naraercs:

OoT 1-ro nuua MHOXXECTBEHHOro 4ucha («IIPOCHUM...», «IIpeAsiaraeMm...»,
«HaIlOMUHAEM...»);

OT 3-ro JMIa €AUHCTBEHHOIO YUcna («IpeaNpUsITHE CUUTAET BO3MOXKHBIM ...»,
«MHCTUTYT HE pacroJiaraeT BO3MOXXHOCTBIO ...»);

OT 1-ro JNHMLA eQUHCTBEHHOro uucia («Ipouy ..», «Ipeajararo ...»), eclu
MMCbMO OOpMIISETCSl Ha IOJDKHOCTHOM OaHKe.

3.53. Ecnu npoekT AenoBoro (ciyxeGHOro) rmucbMa HampaBlsieTcsl aapecary
T10 MOYTE, MIPOEKT F'OTOBUTCS B ABYX 3K3eMILIspax: OAUH dK3eMIUIIp opopMIIseTcs Ha
OJaHKe, BTOPOH 3K3eMIUIAp, NpeAHa3HAUYEHHBIH Il BU3UPOBaHUS) - Ha CTaHAAPTHBIX
nucrax Oymard.

Henosoe (cnyxebHoe) NUCbMO 10 NpEeACTaBIeHUs Ha MOMAIMUCH JOJKHO OBITh
COIJIacOBaHO (3aBU3MPOBAHO) CO BCEMH 3aMHTEpEeCOBaHHBIMH NuliamMu. CoriacoBaHue
(BU3MpOBaHME) AENOBBIX NHUCEM INIPOBOJUTCS B COOTBETCTBHM C MyHKTamu 4.1 - 4.9
HUHcTpykuuu.

3.54. Jlenosoe (cny>xeOHOe) MUCHMO NOAMUCHIBAETCS PEKTOPOM YHHUBEPCHUTETA
MUK MHBIM YIIOJIHOMOYEHHBIM MM JuuoM. [lognucanHoe paenoBoe (ciysxkeGHOE)
MIMCbMO NOJJIEXXHUT PErMCTpaliui U OTIpaBKe.

He nomyckaercs oTnpaBnsTe ajapecataM IHCbMa, He HMEIOUIME JAThl
Y perucTpalyoOHHOr0 HOMepa.

3.55. Tlocne moamucaHus MUCbMa M €ro PEriucTpaldd 3K3eMIUISp MNHChbMa
C BH3aMH 3aHHTEPECOBAHHBIX JIUL IOMELIAETCS UCIIOJIHUTENIEM B JENO.

3.56. AKTBl COCTaBISIOTCS Ha OCHOBE YTBEPXKIEHHBIX OpraHaMH BJIaCTH
YHU(QUUMPOBaHHBIX (GOpM HIM B CBOOOJHOW ¢opMe B HeNSAX MOATBEPXKACHUS
(bakToB, CBA3aHHBIX C JEATENbHOCThIO yHHUBepcuTeTa. OOpasel] opopMieHHs akTa
(npunoxenue Ne 8).

3.57. Ilpy cocTaBlE€HHH AKTOB HCIOJB3YIOTCS PEKBHU3UTHI: HAUMEHOBaHHE
OpraHM3al¥y; HaMMEHOBaHHE BHJa AOKYMEHTA; JaTa JOKYMEHTa; peruCcTpallMOHHbIH
HOMEp JOKYMEHTa; MECTO COCTaBIE€HMs WM H3/aHHAS MJOKYMEHTA; 3arojloBOK
K TEKCTY; [TOAIHUCE.
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3.58. Jlatoif akTa SsBJSETCA JaTa COCTAaBIE€HHS aKTa M IOAINHUCAHUs €ro
COCTABUTEJISIMM.

Ecnu  ¢opMolf akrta INpelyCMOTPEHO €ro yTBEpXAEHHE pPEKTOPOM
YHUBEPCUTETA OpPraHU3alu{ HIH WHBIM YMOJHOMOYEHHBIM TODKHOCTHBIM JIULOM,
JIATOH aKTa SABJSAETCS JlaTa ero yTBep KAeHHUs.

3.59. Bo BBOJHO# YacTH akTa B UMEHHUTEIbHOM MaJEXKe YKa3bIBAKOTC:

OCHOBaHME  COCTaBJleHMss  akTa  (JOKaJbHbII  HOPMAaTUBHBIH  &KT;
paCHOPAIUTENbHbIA JTOKYMEHT OpraHusauuM (MpHKa3, pacrnopspKeHMe); (akT WK
COOBITHE, MTOC/Y)KUBLIEEe OCHOBaHUEM JJIsi COCTaBJIEHHS aKTa);

cocTaBuTeNd akTa (mepeuucisioTcs nocne cioba «CocTaBlaeH» € yKa3aHUEM
IOJDKHOCTEH, HaMMEHOBaHMM OpraHusaluid, €ciId COCTaBHUTENH  ABJAIOTCH
NpeCTaBUTENIAMH APYTOi OpraHu3aiuy, GaMUIMH 1 HHHULIUAJOB).

Ecnu akT cocTaBiieH KOMHCCHEH, NepBoOi yKa3biBaeTcsl paMuius npeacenaTesis
KOMHCCHH, 38TE€M YJIEHOB KOMHCCHH B aJIPaBUTHOM MOPSAIKE.

3.60. B TekcTe akTa U3nararTCs LEAM M 3aJa4d COCTABJIEHUS aKTa, CYLLIHOCTb,
XapaKTep, METOBI U CPOKH MpOJeNaHHOMN paboThl, €€ pe3yJbTaThl.

[Ipy HEOOXOAUMOCTH aKT MOXET COAEPKATh BbIBOABI U PEKOMEH ALl H.

B 3aKJIIOUHUTENBHOM 4acTH aKTa YKa3blBalOTCSH KOJUYECTBO MOATOTOBJIEHHBIX
JK3EMIUIAPOB aKTa M MECTOHAXOXJEeHHe Kaxaoro osk3eMiuisipa. KoaudecTso
SK3eMIUISIPOB aKTa OMpPEAENAETCS KOJIMYECTBOM CTOPOH, 3aHHTEPECOBAaHHBIX B €ro
COCTaBJIeHHHM, WJIH HOPMATUBHBIMM  TpeOOBaHUAMH, perjJaMeHTHPYIOLIMMHU
COCTaBJIEHUE aKTOB KOHKPETHON pa3HOBUIHOCTH.

3.61. Dx3eMIUISIpPEI aKTa NOJAMUCHIBAIOTCS BCEMU YJIE€HaMH KOMUCCHH (€ClIU aKT
COCTaBISICA  KOMHCCHEH) WJIM COCTaBUTENSIMH M, I[pM HEOOXOAUMOCTH,
NPUCYTCTBOBABIIUMHU JIML[AMHU.

[lpu moanucaHuu akra npeacefatesieM U 4ieHaMd KOMHUCCUU HaMMEHOBaHUs
UX JO/HKHOCTEHN He yKa3bIBalOTCS.

Ocoboe MHEHHE COCTAaBUTEJS aKTa u3JlaraeTcs Ha OTHEJBHOM JIMCTE,
NOANKCHIBAETCS U NPUIAraeTCs K aKTy.

3.62. Ecau 3axkoHogartenscTBoM Poccuiickoii ®enepauuy NpeaycMOTPEHO
O3HaKOMJIEHHE C COJEpXKaHHWEM aKTa JIML, YIOMSHYTBIX B aKkTe, MOJ IOAIHKCH, Ha
noclnegHed CTpaHULE akKTa [MpOCTaBISETCsl O3HaKoMUTenbHas BH3a «C axToM
O3HaKOMJIeH(bI)», NPU 3TOM YKa3bIBalOTCS AaThl O3HaKoMieHus. JluLa, KOTopble
3HaKOMSATCS C COJIEP)KaHUEM aKTa, UMEIOT NPaBO HE COINIaCUTBCS C COAepKaHUEM
aKkTa B 1eJIOM MM €ero OTAEJbHBIMU IIOJIOXKEHUSAMH, YTO OOJIKHO OBIThH
3a()KCUPOBAHO MMPU 03HAKOMJIEHUU C aKTOM.

3.63. HoxnanHas (cmyxxeOHas) 3amucka HCMOJB3YeTCs AJiS ONEepaTHBHOIO
uHpopMalMOHHOTO  oOMeHa  MexAy  CTPYKTYpPHBIMU noapasaeieHUusIMU
U pykoBoACTBOM. PexomeHayemble oOpasubl ohOpMIIEHUS HOKJIAOHON 3amUCKH
(npunoxenue Ne 9).

3.64. Ilpu agpecoBaHHM JOKJIAAHBIX (Cly>XeOHBIX) 3alMCOK YKa3bIBaIOTCH
B JaTeJIbHOM MajeXe AOJDKHOCTH JIMLA, KOTOPOMY agpecoBaH IOKYMEHT, (aMuiIus
Y MHULIAAJBI.
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Hanpumep:
PP [IpopexTopy no HHGoOpMaTU3aLUK
®amunus H.0.
WIIn:
HauanesHuky AAMHHUCTPATUBHO-
KaJIpOBOTr0 YIpaBJieHUs
®amunus M.0O.

3.65. Tekct noknaaHoH (ciy>keOHOMH) 3aMUCKH, B 3aBUCUMOCTH OT CJIOXKHOCTH
COJep)KaHUs W MPUBOJUMON apryMeHTalUH, COCTOUT W3 OOHOH, ABYX WIM Tpex
yacTen:

B MEPBOM 4aCTH U3NAraroTCsl NPUYMHBI, (PaKThl UM COOBITHS, MOCITYXXUBLIUE
MIOBOLOM IJIsl COCTaBIEHUS JOKYMEHTa;

BO BTOPOM YaCTH MOaeTcs aHalu3 CJIOXHUBLUEHCS CUTyallMd, BO3MOXHbIE
BapHaHThI €€ PeILeHMUS;

B TPETbEHN YaCTH U3J1araroTCsl BEIBOJBI.

3.66. JlenoBele NUCbMa, HampabisieMble 3apyOeXHbIM KOpPPECHOHIAEHTaM
(B ToM umcne ajpecataM rocynapcTB - ObiBlIMX pecrnyOnuk B coctaBe CCCP),
oopMIIAIOTCs Ha OJaHKe NMCbMa OpraHU3alluy ¢ peKBU3UTaMHU Ha PYCCKOM U OZIHOM
U3 UHOCTPAHHBIX A3bIKOB.

3.67. [Ilucemo, HampaBnseMoe 3apy0eXHOMY ajpecary, COCTaBJISIETCS
Ha PYCCKOM f3bIKe, IPOXOAUT COINIacoBaHHE CO BCEMH 3aHMHTEPECOBAHHBIMH JIMLIAMU
OpraHM3alMH, MOCJ€ YEro NUCbMO MEPEBOAUTCS HAa OJUH U3 WHOCTPAHHBIX S3BIKOB
(A3bIK afpecaTa MM aHMVIMHCKUH s3bIK) U odopMiseTcs Ha OJaHKe MHCHhMa,
npeJHa3sHaYeHHOM [JIsl TIEPEMUCKHU C 3apyOeKHBIMU KOPPECTIOHEHTAMH.

INoanunHMK nHucbeMa, O(QOPMIIEHHBI Ha OJHOM M3 HMHOCTPAHHBIX S3BIKOB,
NOJXKEH OBbITh HAEHTUYEH 10 COAEPKAHUIO IK3EMIUIAPY Ha PYCCKOM fA3bIKE C BU3aMH
3aUHTEPECOBaHHbIX JHL.

3.68. Ha noanuce pyKOBOAMTENIO NPENCTaBISAIOTCS: 3SK3EMILISp MKHChbMa
3apy0eXHOMY KOppPECNOHIEHTY, O(OpMIIeHHbIH Ha OJlaHKe, KOMHs JaHHOrO MHChMa
Ha CTaHAApTHOM JIMCTe Oymard ¢ BH30Hl HCHOJNHHUTENS, 3K3EMIUISp MHUCbMA Ha
PYCCKOM SI3bIKE C BU3AMU 3aHHTEPECOBAHHBIX JIMLI.

3.69. [Ilocne noanucaHus  NHCbMa  pPYKOBOAMTENEM WM  UHBIM
YIOJTHOMOUEHHBIM UM JIULIOM:

3K3EMILISAP NMUCbMa, OPOPMIIEHHBIN Ha OJlaHKe, TOAMUCAHHBIH PYKOBOAUTENIEM
¥ 3aperuCTPUPOBAaHHbBIN B 00LLEM OTAENe, HAlpaBIsIeTCs afpecary;

KOMHS MUCbMa C BU30M HMCIOJHHUTENS U IK3EMIUISIp NMUCbMa, COCTaBJIEHHBIH
Ha PYCCKOM sI3bIK€, C BU3aMHU 3aWHTEPECOBAaHHBIX JIUL TOMEILAIOTCS B JEJO.

3.70. Ilucema, HanpapisieMble 3apyOeXHBIM alpecaraM, HOJDKHBI HMETh
PEKBM3UTHI: apecaT, 1aTa, peruCTpalMOHHbIA HOMED, TEKCT, MOIIHCH.

Ilpuy  HeoOxoauMocTH  MOTYT  OQOPMIATBCS  PEKBU3UTHI  «CChLIKA
Ha PpErdCTPalMOHHBII HOMEp M [aTy NOCTYNHUBLIEr0 MHUCbMa» M «3arojioBOK
K TEKCTy». Ha xonuu mucema, nomeiiaeMoi B A€o, JOMONHUTENBHO NPOCTaBIsAETCS
OTMETKa 00 UCTIIOJIHUTEIE.
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3.71. PexBusutT «ampecat» oGOpMIISETCs CIipaBa MOJ PEeKBU3UTaMH OyaHKa.
AJNpecaToM NUcbMa MOXKET ObITh OpraHM3aLUsl HIIM KOHKPETHOE JIKLIO.

Eciu mucbMO aipecoBaHO OpraHM3alliM, CHayajla JaeTcsl €€ HauMEeHOBaHUeE,
3aTeM - MOUTOBBIN aipec B MOCJIE0BATENbHOCTH: HOMEP A0MA WIIM 3[1aHHUs, Ha3BaHUE
YJIMLBl; Ha3BaHUe ropojia; CTpaHa.

Kaxapiii 3neMeHT aapeca NMUILETCS Ha OTAeNbHOH cTpoke. HasBaHue ropona,
Kakx MpaBuJIo, e4aTaeTcs IPONUCHbIMU OyKBaMH.

Hanpumep:

Brook & Son Toymakers
61-71 Steel Street
BRIDGETOWN

BR61 7RE

U.S.A.

CnoBa Avenue, Street, Place 1 nHble B agpece NUILYTCS C MPOMUCHOMN OYKBEI.

IIpuy odopMneHun nouToBOro agpeca 3apyOeXHBIM KOpPpECIOHAEHTaM
MyHKTyalusi He IPUMEHSETCS.

Ilpu agpecoBaHuu nuceM HeOOXOJUMO YUUTBIBATH TPAAULIMH, XapaKTepHbIE
IUI1 OTHENBHBIX cTpaH (HampuMmep, B BenukoOputaHuu mnocie yka3zaHHs ropoja
MOXeT OBbITh yKa3aHo rpagctso, B CLLIA - Ha3BaHue LUTaTa).

Ecnu B Ha3BaHUH ¢bupmbl IPUCYTCTBYET bamunus nuua
(Hanmpumep, W. Edward & Co., Ltd), nepen Ha3BaHueM (DUPMBI HNPUHATO CTaBHTh
cnoBo Messrs (cokpalueHue oT Messieurs - rocroa).

Ecnu nuceMo afipecyeTcss KOHKpETHOMY JIMLY, Ilepel Ha3BaHHeM OpraHHu3aLuu
YKa3bIBalOT haMHIIUIO U JOJDKHOCTb PabOTHHKA HITH €r0 JOHKHOCTb.

Hanpumep:

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

U.S.A.

3.72. B nucemax 3apyOexHbIM ajapecaraMm Jara 0OGOpPMIISETCS CIOBECHO-
LU POBBIM crIOcOOOM B MOCIIEAOBATENIbHOCTH: IEHb MECALA, MECSLI, TOJ.
Hanpumep: 24 suBaps 2017 r.
IIpy cocraBieHUH NMHUCbMa Ha AHTJIMHCKOM $3bIKe AOMYycKaeTcss oOopMIIEHHE ATkl
B I10CJIEJIOBATENBHOCTHU: [0, MECSL, AEHb MeCsLa.
Hanpumep: 2017, January 24.
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3.73. B nuceMax 3apyOexxHbIM ajpecaTaM HCIONb3YIOTCS BCTYMUTENbHBIE
obpalLeHus 1o IOJDKHOCTH UIH 1o bamunuu ajzipecara.
Hanpumep:

YBaxkaeMblif rocnoind ToproBelil COBETHHUK!
YBa)xxaeMbli rocrnoaud AHresos!

3.74.JI0BEpEHHOCTH BBIOAIOTCS YHUBEPCHUTETOM CBOEMY MPEIACTABUTENIO Ha
NpaBo 3aKJIFOUEHUs] JOTOBOPOB, NPEACTaBIEHUE UHTEPECOB B CyZlaXx U UHBIX OpraHax
rOCyJapCTBEHHO! BacTH, MOJIyYeHHE [EHEr, TOBapHO-MaTEpUalbHBIX LEHHOCTEH
UM coBeplueHue Apyrux Aeicteuit ot umenu CIIGIYT. B tekcre moBepeHHOCTH
MOTYT yKa3bIBaThCsl CJIEAYIOLLME CBEACHHUS:

NIOJIHOE HAUMEHOBAHUE OpraHU3aLUu;

(bamMunus, HUMs, OTYECTBO, AOJDKHOCTb, NAcCHOpPTHbIE NaHHbIE JOBEPEHHOIO
nuna;

COAep)KaHUe TOBEPEHHBIX OJIHOMOYHA;

3aBepeHUe NOJJIMHHOCTH NOAMNHUCH;

CPOK IEHCTBUSI JOBEPEHHOCTH.

JloBepeHHocTh neuyartaeTcss Ha obwem Oinanke CIIGIYT Ge3 odopMmieHus
aapecHol yactu (npuioxxenue Ne 10).

Haumenosanue nokymenta - cnopo lO BEPEH H O C T b — neuaraetcs
NPOMUCHBIMU OYKBaMH Bpa3psiKy [MONYXKHPHBIM ILIPUPTOM K BbIpAaBHUBAETCS
10 LIEHTPY, OTAENSAETCS OT TeKCTa (OCHOBHBIX PEKBU3UTOB) 3 MEXCTPOYHBIMHU
MHTEpBalaMU.

JIoBEpEHHOCTh MOAMUCHIBAETCSI PEKTOPOM MU JIULOM, HUCHOJHSIOLIUM €ro
0053aHHOCTH.

JloBEpEHHOCTH MNoOAJIeXAT perucTpalud B obuiem otxaene. [loBepeHHOCTH
odopMIIsSETCS B IBYX IK3EMIUIAPaxX, ONUH U3 KOTOPBIX XPAaHUTCS B 00LIEM OTHEIE.

IV. CornacoBaHue NpoeKTOB JOKYMEHTOB.
IToanucanue (yTBepXxaeHNEe) NPOEKTOB JOKYMEHTOB

4.1. CornacoBaHue npoekTa NOKYMEHTa IPOBOAMTCA OO €ro IOJANUCaHHS
PEKTOPOM B LIEJISIX OLIEHKM COOTBETCTBUSI MPOEKTa 3aKOHOHATeNIbCTBY Poccuiickoit
Qenepauyy, JIOKaNbHBIM  HOPMATHBHBIM ~ aKTaM  OpraHM3aldd, KadecTBa
1 3 PeKTUBHOCTH NpeyIaraeMoro pelLieHusl.

CornacoBaHue MpoeKkTa JOKYMEHTa OpraHH3yeTcsi HEernoCpeACTBEHHBIM
UCIIOJIHUTENEM (COCTaBUTENEM) M PYKOBOJUTENEM MOAPA3/e/IeHUS-UCIIOTHUTENS
Y NPOBOJUTCS B NpefiesiaX yCTaHOBIEHHOIO CPOKa HCIIONIHEHHUSI.

4.2. CornacoBaHue NPOEKTOB J0OKYMEHTOB ¢ pabOTHHKaMH OpraHU3aLUy W/UIK
JApyrMMHU OpraHH3alUsMU OpraHUu3yeT UCIIOJNHUTEND MOCIIE COrIacOBaHUs B paboyeM
NOpsALKEe IpOeKTa AOKYMEHTa ¢ pPYKOBOJAUTENEM CTPYKTYPHOIrO MNoApa3aeNieHus
7
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B COOTBETCTBMM C MHCTPYKLUMEH NO WIM HHBIMU JIOKQJBHBIMH HOPMaTHBHBIMH
aKTaMH, pETyJMpPYIOIMMH [POLECC COrNacoBaHMs (BH3UPOBaHHS) [POEKTOB
JIOKYMEHTOB.

4.3. [IpoeKThbl JOKYMEHTOB COIJIaCyIOTCH:

HEMOCPEACTBEHHBIM HCIIOJNHUTENEM M pPYKOBOJAMTENEM MOJApa3JeNeHus-
UCIOJIHUTETIS;

COUCTIOJIHUTENSIMU (TIPH UX HATTMUYHUK);

PYKOBOJMTENSAIMU CTPYKTYPHBIX NOApa3jeeHni, paboOTHUKaMH YHHBEPCUTETA,
HanpaBjeHus JAEATENBHOCTH W/WIM (QYHKLHOHAJBHBIE OOS3aHHOCTH KOTOPBIX
3aTparnBalOTCss B MpPOEKTe [JOKYMEHTa M/MIM KOTOpblE YKa3aHbl B IIPOEKTE
JOKYMEHTa B KaueCcTBE WCIHOJHUTeNeHd (B Cilydae BpPEMEHHOr0 OTCYTCTBHSA
PYKOBOIMTENS [MOJpa3fieNeHrsl MPOEKT JAOKYMEHTa BH3UDYET JIMLO, BPEMEHHO
HCIIONHSOIIee ero 00s3aHHOCTH);

[IpopexTopaMy yHUBEpPCUTETa, KYPUPYHIOLUMMH 3aTPOHYTblIE B IIPOEKTE
JIOKYMEHTa BOMPOCHI (€CI¥ OOKYMEHT MOANMCHIBaeTCs (YTBEPXKAAETCA) PEKTOPOM
YHUBEpCUTETA);

ropuanyeckoit ciyx6oii (npoextoB JIHA, npoekToB nprka3os);

[TpoekThl TOKYMEHTOB, peajiu3alusi KOTOpbIX TpebyeT (UHAHCOBBIX 3aTpar,
COIIacOBBIBAIOTCS C (PUHAHCOBO-MPABOBBIM JIENapTaMEHTOM.

He ponyckaercs HampaBisATb Ha COIJIAaCOBAHME INPOEKT JOKYMEHTa
OJJHOBPEMEHHO JIByM WJIU Oosiee pabOTHHKaM OJHOTO CTPYKTYpPHOTO NOAPA3eNEeHHs.

B kauecTBe mnul, COrNacyloIIUX MPOEKT NOKyMEHTa, NOJKHBI BbICTYNAaTh
NPEeUMYILECTBEHHO PYKOBOAUTENH CTPYKTYPHBIX MOApa3fAeaeHU.

4.4. BHemHee coriacoBaHue IpoeKTa JOKYMEHTa OCYLIECTBISETCA
NOCPEICTBOM HalpaBleHUs MMPOEKTa B APYTyI0 OpraHHU3alMio C CONPOBOAUTENbHBIM
MUCbMOM, B KOTOPOM YKa3blBaeTCs CPOK COJIaCOBaHUS.

4.5. Cpokd corjiacoBaHUsl JOKYMEHTOB YCTaHaBJIMBalOTCS UHIUBUIYaTbHOU
UHCTPYKLMEN MO [EeNONpPOU3BOACTBY W/WUIM WHBIMH JIOKaJIbHBIMU HOPMaTHBHBIMU
aKTaMd B 3aBHCUMOCTH OT BHJA JOKyMeHTa W oObeMa JOKyMeHTa, BKJIOuas
npunoxeHus K Hemy. CpoKu cornacoBaHUs JOKYMEHTOB COCTaBISIOT:

NPOEKTHI AeNOBBIX (CyXeOHBIX) MUCEM - 1-3 pabouux OHS;

IIPOEKTHI MPHKa30B Oe3 npunoxeHui - 1-3 pabounx qHs;

IPOEKTHI MPUKA30B C MPUJIOKEHUSIMU CIIPABOYHOIO Xapakrepa - 3-5 paboyux
JIHEH;

NPOEKThl TPUKA30B C TMPUJIOXKEHHEM JIOKAJIBbHBIX HOPMATUBHBIX aKTOB
B 3aBHCUMOCTH OT UX obbema (He Oonee 50 cTpanuL) - 5-10 pabouux aHe;

NPOEKThI JIOKAIBHBIX HOPMATUBHBIX aKTOB, YTBEPXKIa€MbIX HENOCPEACTBEHHO
NoANUChl0 pykoBoauTtesns (He 6onee 50 cTtpanun) - 5-10 pabouux aHeit;

NpOEKThl IPOTOKOJOB 3acefaHuil (coBelwlaHWH) TMpu HEOOXOAHMMOCTH
UX COIJIaCOBaHUsl, B 3aBUCUMOCTH OT oO0beMa JOKyMeHTa - 1-3 paGouux AHs.

Cpoku cornacoBaHUsi NMpPOEKTOB AOKYMEHTOB, HallpaBlsE€MbIX Ha BHELIHEE
COrIacOBaHUE He JOJDKHBI COCTABIATE Oosiee 30 KaneHAapHbIX AHEH.

B KOHKpEeTHBIX cly4yasxX B 3aBUCUMOCTH OT COAEpXaHUS M Ha3HaudeHHs
JOKYMEHTa CPOK COIJIaCOBaHUs MOXXET ObITh COKpAUIEH WM yBEJIMYEH 10 PELICHHIO
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PYKOBOIMTES, KypUPYIOILEro HaNpaBjeHHUe AesTENLHOCTH, [0 KOTOPOMY FOTOBHUTCS
IPOEKT pelIeHUs.

4.6. Odopmnenue pe3ynpTaToB cornacosanus JIHA u pacrnopsanTenbHBIX
OOKYMEHTOB OCYLIECTBISETCS B BHUJE B3, NPOCTABISIEMBIX 3aHHTEPECOBAHHBIMH
JIMLAMH Ha MOC/IeHEM JIUCTe MPOeKTa JOKYMEHTa (Ha ero JuleBod Uiu obopoTHOMH
CTOPOHE) WM Ha OTAENBHOM JIUCTE COIVIACOBaHUS, SIBJSIOLLEMCS HEOTbEMJIEMOM
4yacThio JokymMeHTa. OTMETKH O COIJIacOBaHWUM (IpU( COrNacoBaHUsl U BU3BI)
0hOpMIIAIOTCS B COOTBETCTBUHU € MyHKTaMH 2.33, 2.34 UHCTpyKLUH.

[Ip cornacoBaHWM MOeNIOBBIX (CHy)Xe€OHBIX) MHCEM BHU3bl MPOCTABISIOTCS
Ha KOIMU NMHUCbMa (BH30BOH 3K3EMIUISAp), KOTOPBIH MOC/e MOANUCAHUSA MOAJMHHHUKA
nucbMa U €ro perucTpalyd MOMELLAeTcsi B AeNl0, UMM Ha obopoTe MOAJNMHHUKA
nuchbMa, €ciy MUCBbMO HalpaBiseTcs agpecary o ¢akcy WM JIEKTPOHHOU mourTe.
JTOT X€ IK3EMIUISIp NIMChMa [0CJie OTIPaBKU aapecaTy (Mo (akcy UM JNEeKTPOHHON
MI0YTE B BU/JIE JIEKTPOHHOH KOMKH) OMELIAETCS B AEJO.

IIpoexTel MPOTOKOJIOB BU3UPYIOTCSl JIULIAMH, BBICTYNAaBIIMMH Ha 3aceJaHUuU
(coBellaHMM) MyTeM MpPOCTaBIEHUs BU3bl Ha JIEBOM II0JI€ AOKYMEHTa HAaIlpOTHB
3allMCH BBICTYIUIEHHs] COOTBETCTBYIOLLEro paboTHUKa.

4.7. Tlpu cornacoBaHMM MpPOEKTOB BHYTPEHHHUX [OKYMEHTOB, CO3JaHHBIX
Ha OyMaXXHOM HOCHUTese, BU3bl [POCTaBISIOTCS HENOCPENCTBEHHO Ha IPOEKTE
JOKYMEHTa.

4.8. Ilpy BHELLHEM COIIacOBaHUH, MMOJyYEHHOM MHCHMOM, WUJIM COTIACOBAHHUU
NpoeKTa JOKYMEHTa KOJUIerMallbHbIM (COBeEILATeNbHBIM) OpraHoM c (dukcauuei
pellieHUss O COrJIaCOBaHMM B IIPOTOKOJIE 3acelaHMsi HCIOJHHUTENb OQopMIIseT
Ha TIpOEKTe [OKyMEHTa MWJIM B JIUCT€ COIJIaCOBaHUs Trpud COriacoBaHHUS
B COOTBETCTBUU ¢ NMYHKTOM 2.30 UncTpykuuu. Ilucema o coriacoBaHuu (BbIIKCKA
U3 [IPOTOKOJIA) MPUIararTcs K NPOeKTy JOKYMEHTa.

49. B xome cornacoBaHusi MpoeKkTa AOKYMeHTa pabOTHHK, COIJacyroLIuit
JOKYMEHT, IPUHUMAET OJIHO U3 CJIECAYIOLLIUX PEeLIeHUH:

corjacoBaTh IPOEKT JOKyMeHTa 0e3 3aMeyaHui;

COracoBaTh MPOEKT JOKYMEHTA C 3aMeYaHUsIMU;

OTKJIOHHUTD MPOEKT AOKYMEHTA;

yKa3aTb, 4YTO HE HMMEET OTHOLIEHMs] K MNPOEKTy AOKyMeHTa (pacCMOTpeHHe
BOIIpOCa, 10 KOTOPOMY IPUHUMAETCS peELIeHHe, He BXOJAUT B OOSI3aHHOCTH
paboTHUKA).

Bospaxenus 10 TIpoekTy npukasa (pacnopspKeHHus), BO3HHKAIOIIHE
NIpH COTJIaCOBaHMU, M3JIaraloTCs B CIpaBKe, KOTOpasi MpujlaraeTcs K MpoeKxTy.

Ecin npoexT noKyMeHTa corjiiacoBaH ¢ 3aMe4YaHHSAMH, 3TO O3HAYaeT, YTo
3aMeYaHus HOCAT PENaKLMOHHBIM XapaKTep, U MocJie UX MPUHIATUS HCIOJHUTENIEM
NpOEKT He TpeOyeT MOBTOPHOTO COrlaCOBaHUS.

IIpoeKT 1oKyMeHTa OTKJIOHSETCS JIMLIOM, COrIACYIOLUM JOKYMEHT, B CIy4asx:

HaJIM4Ms CYLIECTBEHHBIX 3aMEeUYaHUM M0 NPOEKTY JOKYMEHTA,;

HECorjacus ¢ IPOeKTOM JOKYMEHTA.

4.10. HecornacoBaHHbIif  NpOeKT JOKyMeHTa TpebyeT  mopaboTKu
M0 BBICKA3aHHBIM 3aMeUYaHUsIM, IepeoPOpMIIEHUS U MOBTOPHOTO COTJIACOBAHMS.
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4.11. Ecnu mpu popaboTke MpOeKTa JOKYMEHTa HWCIOJHUTENb MpPUHUMAET
pellleHre HEe Y4YUTHIBaTh 3aMeyaHue (3aMedaHus) Juua (JIML), y4aCTBOBABIUMX
B COINIACOBAHMHM, MCIIOJHMUTEIEM TOTOBHUTCS pEeCTp HEYUTEeHHBIX 3aMeyYaHui,
KOTOpBIi BMeCTe C IPOEKTOM JOKyMEHTa MNpEACTaBJISIETCA DPEKTOPY HJIM HHOMY
YIIOJJHOMOYEHHOMY UM JIOJDKHOCTHOMY JIHLLY, TIOANHUCHIBArOILEMY (YTBEPKAAIOLLEMY )
JIOKyMeHT. PeecTp Hey4TeHHBIX 3aME€YaHMH [OANMCHIBAETCS PYKOBOAUTENEM
CTPYKTYPHOTO NOAPA3AEIICHUS-UCTIOTHUTENS.

4.12. Pelienye o TOM, MPUHUMATh WM HE MPUHUMATh HEYYTEHHbIE 3aMECUYaHHUsA
NPUHUMAET PEKTOP.

B ciyyae ecnd peKTOp MNPUHUMAET pelleHHEe O HeoOXOOMMOCTH YYeCThb
3aMey4aHus, OTKJIOHEHHBIE HCIIOJIHUTENIEM, WCNOJHUTENb A0padaThIBA€T IPOEKT
IOKYMEHTa B COOTBETCTBHUH C BbICKa3aHHBIMU 3aMEUaHUSAMH.

Ecnu pekTop corjaimiaercss ¢ MHEHHEM HCIIOJIHUTENs, OH IOJAINUCHIBAET
(yTBEpXOaeT) NOKyMEHT.

4.13. JIoKyMeHTBl, U3[1aBa€Mble OT UMEHM YHHBEPCHUTETA, IOANMCBIBAIOTCS
PEeKTOPOM WM MWHBIMH  YMNOJHOMOYEHHBIMH UM  JO/DKHOCTHBIMHM  JIMUAMH
(npopeKkTopaMy, AMPEKTOpaMH AENapTaMEHTOB, PYKOBOAMTENSAMH CTPYKTYPHBIX
nojgpasiejeH’i, WHBIMM JO/DKHOCTHBIMH JIMU@MH B COOTBETCTBHHM C HX
KOMIIeTEHLIUEH, OIpeAenseMOoil JOBEPEHHOCTAMH Ha BBINIOIHEHUE OINpeAesIEeHHbIX
NEHUCTBUH OT MMEHU OpraHu3alMH, BHYTPEHHMMH HOPMATUBHBIMHU AOKYMEHTAMHU
OpraHU3alUHn).

4.14.  OrtpenbHble  BHUABl  BHYTPEHHHMX  OOKYMEHTOB  (cCilyxeOHble,
OOBACHUTENbHbIE 3allUCKH) HAa HUMS PYKOBOAMTENS CTPYKTYPHOIO MOApa3leNeHHUs
NOJMNHUCHIBAIOTCS HCIONHUTENEM (COCTaBUTENEM), €CIM paspellacMble NpH 3TOM
BOMPOCHI HE BBIXOAAT 3a MPEAENbl €r0 KOMIIETEHLUH.

4.15. JlokyMeHTbI, HamnpaBiseMble B BbICLIHE OpPraHbl TOCYIapCTBEHHOMN
BJIaCTH, Ha WUMS MEPBBIX pyKoBoauTenei ¢enepajibHBIX OpraHOB MCIOJHUTENBHOU
BJIAaCTH, pykoBomauTened cyOobekToB Poccuiickoit ®enepaunu u 3apyOesxHbIX
roCyapCTB, MOANUCHIBAIOTCS PEKTOPOM YHUBEPCUTETA WJIM JIMLIOM, UCTIOJHAIOLIUM
ero o0s13aHHOCTH.

4.16. JloKyMeHTbl, HampaB/isieMble B (GUINaIbl U CTOPOHHHUE OpraHM3alMH,
NOJAMNUCHIBAIOTCS. TNPOPEKTOPaMU, HHBIMU JIOJDKHOCTHBIMM JIMLIAMM YHHUBEPCUTETA
B COOTBETCTBUM C NPEANOCTABIEHHBIMU UM MOJHOMOUYUSIMH.

4.17. JlokyMeHT MOANHUCHIBaeTCS [JByMss uiauM Oosee JHLaMM, €cCiu
3a cojepXaHHe JOKyMEHTa HECYT OTBETCTBEHHOCTb HECKOJBKO pabOTHHKOB
(ZIOKYMEHTHI, NIOATOTOBJIEHHBIE HECKOJIbKUMHU noJpa3feseHUsIMHU 17805
opraHu3alusMH, paboueit rpynnoi, koMuccuei).

4.18. IlomgnuceiBaeTcsi, Kak IpaBWIO, OOWUH 3K3EMIUIIp JAOKYMEHTa.
CoBMeCTHBIH JOKYMEHT IMOJINMUCHIBAETCS B KOJHMYECTBE, COOTBETCTBYIOLIEM
KOJIMUECTBY OpraHM3alluii, CO3JaBLIUX JOKYMEHT.

[Ipu HanpaBiieHMHM NMHUCbMa UAW BHYTPEHHEro MHGOpMaLHOHHO-CIIPABOYHOTO
JIOKyMEHTa HECKOJIBKUM ajpecaTtaM (He OoJiee uyeTblpeX) MOAINUCHIBAETCS KaXKAbIH
OTIIpaBiisieMbI IK3EMILISIP JOKYMEHTa.
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4.19. INoanuce Ha AOKYMeHTe O(pOpMIIsIeTCs B COOTBETCTBUHU € NMyHKTOM 2.32
WHcTpykuuu.

4.20. YTBepxaeHUE JOKYMEHTA IPOU3BOAUTCS:

HETMOCPENCTBEHHO PEKTOPOM - MpOCTaBIeHMEM COOCTBEHHOPYYHOH MOAMUCH
B Ipude yTBEp)KAEHHUS;

MpYKa30M yHUBEPCUTETA.

4.21. VYT1BepxparooTcs MpaBuila, [OJIOXKEHUS, HHCTPYKLUHMH, pErjJaMeHTHI,
HEKOTOpble ~ BHABI  aKTOB, IUIaHbl, [pOrpaMmel M  JApyTrHe  IOKYMEHTHI,
yCTaHaBJIMBAIOLIKE HOPMBl W/WIM pAcCCUUTAHHbIE HA MJIUTENBHOE IPUMEHEHHE
(npunoxxenue Ne 11). '

Odopmnenue rpuda yTBepXXA€HHUS MPOU3BOIUTCS B COOTBETCTBUH C ITyHKTOM
2.24 VucTpykuumu.

4.22. TTonnuce pyKOBOAWUTENSI OpraHU3alHUK UM WHOTO YIOJTHOMOYEHHOIO UM
JWla Ha JOKyMeHTaX, TpeOyIILIUX OCO0Oro yAOCTOBEPEHHsI UX MOUJIMHHOCTH, a
TaK)Ke Ha KOMUAX JOKYMEHTOB U BBINHCKAaX U3 JOKYMEHTOB 3aBEpSETCA NEYaThio
(npunoxxenue Nel2).

[TeyaTp Ha AOKYMEHTE IIPOCTaBJISIETCS B COOTBETCTBUM C MNYHKTOM 2.36
HUnctpykuuu.

V. Opranu3zaiusi J0KyMeHTO000poTa

5.1. JlokyMeHTOOOOpOT BKIJIFOYAET BCIO IOCHENOBATENILHOCTh MepeMelleHui
JOKYMEHTOB, a Takxe ollepalluy, COBepluaeMble C JAOKYMEHTaMH B IMpoLecce HX
CO3JaHusl ¥ MCNOJHEeHUs (Mojy4yeHue, OTIpaBKa, NpelBapUTEIbHOE PacCMOTPEHHE,
perucTpanus, pacCMOTPEHUE PYKOBOAUTENIEM).

5.2. llenp opraHuszauuu JOKYMeHTOOOOpoTa - obecrneyeHre CBOEBPEMEHHOIO
NIPUHATHUS YNPABJIEHYECKUX PELUEHUH U X UCIOJHEHUs. 3ajaya JOKYMeHToobopoTa
- OpraHu3oBaTh J[BW)XXEHME [OKYMEHTOB [0 HaWMeEHee KOpPOTKOMY IyTH
C MUHHMAaJIBHBIMHU 3aTpaTaMy TpyZAa U BPEMEHH.

53. B noxymeHTOOOOpOTE BBIAENSIOTCS JOKYMEHTOIIOTOKH: BXOJSLIHE
(noctynatolue) JOKYMEHTBI; UCXOAdlue (OTIpaBisieMble) JOKYMEHTbI; BHYTPEHHUE
JOKYMEHTBI. B cocTaBe BXOAAIMX U UCXOAAIIUX JOKYMEHTOB BbIAEISIOTCS:

JIOKyMEHTbl OpPraHOB TIOCYNapCTBEHHOW BJIaCTH, OpPraHOB MECTHOIO
caMOYIIpaBliEHHUs;

JNOKyMeHThbI PoccBsizan, MUHKOMCBS3H;

JIOKYMEHTBI (PUITHAJIOB ;

JIOKYMEHTBI U3 FOCYJapCTBEHHBIX U HEroCyapCTBEHHbIX OpraHUu3aluii;

oOpallieHus rpaXkJaH;

JIOKyMEHTBl W3 NpPaBUTENbCTBEHHBIX W HENpPAaBUTENIbCTBEHHBIX OpPraHU3aLMiA
3apy6eXXHBIX CTpPaH U Apyrye rpymnibl JOKYMEHTOB.

5.4. JloctaBKa W OTHpaBKa AOKYMEHTOB B OpraHM3allU{ OCYLIECTBISIOTCS
CpeICTBaMH TOYTOBOH CBA3H, (enbAbEerepCcKOl U KyphepCKOW CBS3H, HAPOUYHBIMU H
pa3iM4YHBIMM BUAAMU 3JeKTpocBsizu (daxcuMunbHasg, TenerpadHas, tenedoHHas,
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3JIEKTPOHHAs noyra, cucrema MEXBEIOMCTBEHHOIO 3JIEKTPOHHOIO
nokymeHtoobopota (MO 10).

5.5. B CII6I'YT nmocraBnsieTcsi KOppECNOH/JEHLUsI B BUJIE IHCEM, IMOYTOBBIX
KapToyek, GaHaeponedl U MaKeTOB, MEYaTHBIX U3JAHUM, TejerpaMM, (akcorpamm,
Tesle)OHOrpaMM, SNEKTPOHHBIX JOKYMEHTOB M 3JIEKTPOHHBIX KOTHH JOKYMEHTOB.

5.6. Ilpuem noxymeHTOB ocyuiectBiaseTrcss OOwuM otaenoM. JloKyMeHTHI,
nojy4yeHHble pabOTHUKaMU OT APYrHX OpraHusalui, Taioke nepefarorcs B OOmmii
OTJEJ 1J1 PETUCTPALIUK U/UIIH yueTa.

5.7. Bce mnocTynuBILKE B YHHUBEPCHUTET AOKYMEHTBI NOJJEXAT IEePBUYHOM
o0paboTke, BKIIOYAIOLIEH:

NPOBEPKY MPAaBUIBHOCTH JOCTaBKU JOKYMEHTOB;

NPOBEPKY LEJIOCTHOCTH YIAaKOBKH (KOHBEPTOB, ITAKETOB);

BCKPBITHE YNaKOBKM (32 HCKJIIOUEHHEM KOHBEPTOB, MaKETOB C IOMETKO
«JInuHO» M rpadamu orpaHuueHUs JOCTYyINa K JOKYMEHTY);

MPOBEPKY LIEJIOCTHOCTH BXOJSALIMX AOKYMEHTOB, BKJIIOUas PUIOKEHMUS;

YHUUYTOXXEHHUE KOHBEPTOB, [1aKETOB WJIH YIIAKOBKH;

[IPOCTaBJIEHUE OTMETKHU O MOCTyrieHuu JokyMeHTa B CIIGIY T

5.8. Ownbo4HO HOCTaBjeHHblE AOKYMEHTBHI MEPECBUIAIOTCS MO Ha3HaueHHIO
WJIM BO3BPALLAIOTCSA OTNPaBUTENO. JIOKyMEHTHI, NOCTYNUBIUHE B TMOBPEKIACHHOH
yIaKOBKe, MPOBEPSIOTCS Ha LEJOCTHOCTh, B TOM YMCJI€ Ha HaJM4he MEXaHH4YEeCKHX
MIOBPEXIEHUH.

ITouToBBIE OTNIPaBEHHUS, HECTAHAAPTHEIE 110 Becy, pasmepy, hopMme, UMetoLIHe
HEPOBHOCTH IO 0OKaM, 3aKJE€EHHbIE JIMIKON JICHTOH, WMelolllMe CTPaHHBIN 3amax,
L[BET, NPEANOJIOXKUTENBPHO HUMEIOLUE BIOXEHUS, HE XapaKTepHble Ui [OYTOBBIX
OTIIPAaBJIEHUH, HE BCKPBIBAIOTCS.

5.9. Ilpu noctynneHnH 1OKyMEHTa B IOBPEXIEHHOH YaKOBKe, MOBPEXIAEHUN
NOKYMEHTa, NpH OTCYTCTBUM B KOHBepTe (IakeTe) NOKYMEHTa, €ro YacTH WJIH
NPUTIOKEHUN K HEMy, a TalkKe IpH OTCYTCTBHM TMNOANKHCH Ha IOCTYNHBIIEM
JNIOKyMEHTE COCTaBJIAETCS aKT B JABYX OK3eMIUIsipaXx Ha OyMaXHOM HOCHUTEJIE,
NOAMHKCBIBaeMbIH AByMs paboTHHkaMu OO61iero otaena.

OnuH 3K3eMIUISIp aKkTa BMeCTe C [MOCTY[MBUIMM JOKYMEHTOM M €ro
NPUJIOKEHUAMH TepeaeTCsd Ha NPEABapUTEIbHOE PACCMOTPEHHUE M PETrHCTPALMIO,
BTOPOM 3K3EMILISP aKTa BBICBUIAETCS OTIIPABUTEIIIO.

5.10. KonBepTsl, NakeTbl WJIW YMaKOBKAa COXPAHSIOTCS W [PUJIAraroTCs
K MMOCTYMHUBIUKUM JOKYMEHTaAM B Clly4asix:

€CJIH TOJIBKO I10 HUM MOXXHO yCTAHOBUTb OTIIPABUTEJS UJIH ATy OTIPaBJIeHUS;

€CJIM BXOJALUMM JOKYMEHT MOCTYNUI NOKE YKA3aHHOIO B TEKCTE JTOKYMEHTA
CpOKa UCTIOIHEHHUS WIIH JaThl MEPOIPUSATHUS;

npy OONBIIOM paCXOXAEHUH MeXIY JOaTaMH MOANHCAHUA W MNONyYeHMs
JOKYMEHTOB.

ITocne 3aBepuieHust paboTbl ¢ JOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM
NIOMELLAETCs UCIIOIHUTENIEM Ha XpaHEeHHeE B JIENI0.

5.11. Kouseptel (maketbl), umerowpe otMeTky «JInuHo» («Privatey)
He BCKPBIBAIOTCS U MEPEAAIOTCs] HENOCPEACTBEHHO aJpecary.
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5.12. IlepBuuHas 0OpaboTKka JOKYMEHTOB 3aBEpIUAETCS UX paclpeleiieHUeEM
(COPTHUPOBKOI1) HA PETUCTPUPYEMBIE U HEPETUCTPUPYEMBIE.

Peructpauuu He nojnexar:

1. AnkeTsl (pe3toMe), HanpaBlisieMble B LIesAX TPYNLOYCTPOHCTRA.

2. Byxranrepckue nokymeHTBl (Oyxrantepckass OTUYETHOCTb, CHeTa, CueTa-
bakTypbl, akTbl CBEpKH B3aUMOpPACUYETOB, aKThl MpPUEMKH-IIepeadyd OCHOBHBIX
CPEACTB, TOBapHbIE HAKJIaJHBIE).

3. F'OCTsl, TexHuueckue periaMeHTbl, PYKOBOASIIME U JpYrue IJOKYMEHTBI
10 TEXHUYECKOMY PETyJIMPOBAaHMIO U CTaH1apTU3aLIHUH.

4. I'paduxu, HapsAbl, 3asIBKU, pa3HapAKH.

5.  HoxyMeHTBl (MpOeKTbl JOKYMEHTOB), TpeOylolue MOAMNUCAHUSA
(cornacoBaHMsl, yTBEpXKAEHUS) U MOCIENYIOLIEro Bo3Bpara.

6. KonkypcHas JokyMeHTauus.

7. HayuHo-TexHHUY€ecKasi U TPOEKTHas JOKyMEHTaLUs.

8. KoppecnonneHuus, agpecoBaHHass paOOTHHUKaM OpraHU3al{d C IOMETKOH
«JIuuno».

9. IleyaTHble U3maHMs (KHHIH, XXypHalbl, ra3eTbl), KaTaJlOTH, TeXHHUYECKas
JIUTEepaTypa, TEMaTUYECKHE U ClielHalbHble COOPHUKH, MIaKaThl.

10. Ilo3apaBuTeNbHBIE NUCbMA U TejerpamMMsl, OarogapcTBeHHble MHUCbMa U
TEJIErpaMMBbl, IIPUTTIACUTENbHbBIE OUTETHI.

11. IlpefickypaHThl.

12. TlpurnacutensHble OUNETHI, MPUIJIALLEHHUS.

13. TIporpammb!l KOH(EepeHLIHH, COBELIAHHA.

14. PexnamHble MaTepuassl (MUCbMa, TUCTOBKH, IIPOCIIEKTHI, OYKIIETHI).

15. YuebHble naHbl, MpOrpamMmal.

16. ®opmbl M OnaHKM, B TOM 4ucie (DOpPMBI CTATUCTUYECKOH M HHOM
OTYETHOCTH.

Ecnn ykasaHHble JOKYMEHTBHI TMOCTYNMIM C CONPOBOAMTENBHBIM MHCBMOM,
NUCbMa  PETUCTPUPYIOTCA B IOpsAJKE,  YCTAHOBJIEHHOM  HMHCTpYKIMEH
110 JIENONPOU3BOACTBY.

5.13. Perucrtpauus nocTynMBIIUX AOKYMEHTOB OCYLUECTBIISETCS HE3aBHCHMO
OT criocoba Ux JO0CTaBKH OAUH pa3: B OOL1eM oTaesne yHUBEPCUTETA.

JIOKyMEeHTBI, TMOCTyNalwllUMe U3 JApPYyruX OpraHH3aldid HenocpeacTBEHHO
B CTPYKTYpHBIE TMOIpa3fieieHusl, HO Tpedylolle pacCMOTpeHHs pPYKOBOACTBA,
nepejaroTCs AJs PETMCTPALUH U NIPpeABapUTENIBHOrO paccMoTpeHus B O61uit otaen.

5.14. PerucTpauus NOCTYNMBIIUX JOKYMEHTOB OCYILECTBIISETCS B JeHb WX
NIOCTYIUIEHUS] MJIM Ha CIEeAyIOLMHA pabouuil JeHb NpU MOCTYIUIEHHH IOKYMEHTOB
B KOHLIe pabo4ero AHs WM B Hepabouee Bpems.

Peructpauus obpaiueHuil rpakaaH OCYLUECTBISIETCS B TeYeHHe Tpex MAHeH
C MOMEHTA NOCTYIJIEHHUs oOpalleHus.

5.15. Ha noctynuBmMX AOKYMEHTaX B MPaBOM HHXKHEM CBOOOIHOM OT TEKCTa
1oJjie MEPBOM CTpaHULBl JOKYMEHTa CTaBUTCS LITAaMN C YKa3aHHEM I[OPSAKOBOIO
PErMCTpalldOHHOIO HOMEpa U JaThl IIOCTYIUIEHUs AokyMeHTa. Ha koppecnoHaeHUuH,
He MoJyexXallel BCKPBITUIO, IUTaMI CTaBUTCS Ha KOHBEpPTE.
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PerucrpallMoHHBIi HOMep MOCTYNMBIIEro (BXOIAILEr0) JOKYMEHTa COCTOUT
U3 MOPSOKOBOrO HOMepa NOKyMEHTa B Mpejenax KaJleHAapHOro roja, KOTODHIH
MOXEeT OBITh JOMOJSHEH LH(POBBIMUH KogaMH (MHAEKCaMH) MO Kiaccupukaropam
(ITpunoxenus NeNe 10, 11).

5.16. TlpenBapuTrenbHOE pacCMOTPEHHME MPOBOJUTCS B LIEAX paclpenesieHus
MOCTYMAIOUIMX B YHHUBEPCUTET JOKYMEHTOB Ha TpeOyroiue o00sS3aTeNbHOro
paccMOTpeHHs1 PYKOBOACTBOM M HalpaBiisieMble HEIIOCPEACTBEHHO B CTPYKTYPHBIE
nojpasJieseHHsl.

5.17. IIpenBapurenpHoe paccMOTpeHHE BXOSIIIUX JOKYMEHTOB
ocyuecTBisieTcss B O61LeM OTAene nocae perucTpaliy JOKYMEHTOB.

IlpenBapuTenbHOE pacCMOTpEHUWE MOXET MPOBOAUTHCS [AO pPErucTpaluu
B  Clydae  IOCTYIUIEHHS  JOKYMEHTOB C  OTMETKaMH,  TpeOyloIlIUMU
He3aMeJIUTENBHOIO paCCMOTPEHUS U UCIIONIHEHUS JOKYMEHTA.

5.18. IlpenBapuTeqbHOMY pacCMOTpPEHUIO IMOJIekAT BXOISLIHE IOKYMEHTHI,
aZipeCOBaHHbIE B YHUBEPCUTET U HA UMS PEKTOpA.

JIOKyMeHTHI, aZpecoBaHHbIE NoApa3fAesIeHUsM, PYKOBOJHUTENSAM
NoApa3feNIeHHil U crienuaucTaM, NepefaloTcs B CTPYKTYpHbIE NMoApa3fieneHus 0e3
NpeIBApUTENBHOTO paCCMOTPEHMUS.

5.19. IlpenBapuTesbHOE PacCMOTPEHHUE OCYUIECTBIISETCS HCXOHS M3 OLEHKU
COIEPKaHUs BXOAALLMX JOKYMEHTOB, C Yy4eToM YycraHoBneHHoro B CIIOI'YT
pacnpefeneHus QyHKUHOHAIbHBIX 0053aHHOCTEH MEXIY PEeKTOPOM, MPOPEKTOPaMH,
PYKOBOLUTENSAMU CTPYKTYPHBIX MOJpa3/iejeHui.

5.20. Tlo pesyneTatam MpeaBapUTENbHOTO pPACCMOTPEHHS IOKYMEHTBI
pacnpenessoTcs Ha JOKyMEHTONIOTOKH, HallpaBisieMble:

Ha pacCMOTpPEHHE peKTopa (OOKYMEHTHl, IIOCTyHalollHe M3 OpPraHoOB
roCyIapCTBEHHOM BJIAaCTH, OPraHOB MECTHOrO CaMOyNpaBleHUs, JAOKYMEHTBI
110 HanboJiee BaXXHBIM U MPUHLUITUATBHBIM BOIPOCaM AESTENBHOCTH OPraHU3aLiH );

Ha pacCMOTPEHME MIPOPEKTOPaM (JIOKYMEHTHI 110 HaNpaBJIEHUAM AEATENLHOCTH,
KypUPYEMBIX COOTBETCTBYIOLUMMH IPOPEKTOPAMHU );

Ha paCCMOTPEHHME WHBIX PyKOBOAMTENEH, MMaBHbBIX U BEAYLIUX CIELHATMCTOB,;

Ha pacCMOTPEHHME M  HCIOJHEHHME B CTPYKTYpHBlE TMOJpa3iesieHus
110 HalpaBJIEHUSIM UX AeSTebHOCTH.

5.21. Tlo 3aBeplieHMM MpeJBapUTENBHOTO PACCMOTPEHHSI JOKYMEHTBI
NepearoTCcsl COOTBETCTBYIOLIMM PYKOBOJAUTENSIM [JIsl PACCMOTPEHHUS M BbIHECEHHUs
pe3osonui (yKasaHui Mo UCIOJIHEHHIO).

5.22. PaccMOTpeHHE HOKYMEHTOB PEKTOPOM OCYLLECTBIISETCS B A€Hb Nepeaayt
JOKYMEHTOB pEKTOpY HIIM Ha Ccleaylowuid paboyuil JeHb, €CIH JOKYMEHTBI
nepeaHbl PyKOBOACTBY B KOHLIe pabouero qusi.

JOKyMeHTEI, TpeOyroliye CpPOYHOr0 PAcCMOTPEHMs, a TaKXKe TeJerpaMMbl
1 TesepOHOrpaMMBbl PacCMaTPUBAIOTCS PEKTOPOM He3aMeIIUTENLHO.

5.23. PesyneTaThl paccMOTpeHMsT HOKyMEHTa pEKTOPOM YHUBEPCHUTETA,
NIPOPEKTOpPaMH, PyKOBOJUTENSIMHU NOAPA3AeIEHUH 0hOPMIISIOTCS B BUIE PE3OJIIOLMU
B COOTBETCTBHUH C MMYHKTOM 2.37 MHCTpYKLIHH.
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5.24. CBeneHust 0 pe30aOLMH (MCIIOJIHUTEND, COJEpPKAHUE TOPYUYEHHUs], CPOK
UcnonHeHusa) pabotHukoMm obwero otaena BHocaTcs PKK  (perucrpaunuonHo-
KOHTPOJIBHYIO KapTOUKY).

5.25. JlokyMeHTBl, NOCJIE MX PEerucTpalMd U pacCMOTPEHMUS] PYKOBOIACTBOM
NepesaroTcsl B COOTBETCTBYIOLIME CTPYKTYpHbIE NOAPA3AENEHHs Ha UCTIOJHEHHUE.

5.26. IlognMHHUKK BXOASAIMX JOKYMEHTOB, B Clly4yae Ha3HAYEHUs HECKOJIBKHUX
UCMOJHUTENE  TepedaloTcsi  OTBETCTBEHHOMY  HCIIONIHUTENI0,  OCTaJbHBIM
HcrnonHuTensaM paboTHukH OOILEero oTAena nepejacT KONUMM JOKYMEHTA.

5.27. Ornpaensemsle JNOKYMEHTHI, 3aBU3UPOBaHHBIC BCEMU
3aMHTEPECOBAHHBIMH JIMUAMM M T[OANMCAHHbIE PYKOBOAWTENEM WM HMHBIM
YIOJTHOMOYEHHBIM UM JIMLIOM, perucTpupytoTcs B ObLLeM oTaene yHUBEpCUTETA.

5.28. Peructpauus otnpasiseMblX (MCXOASLIUX) AOKYMEHTOB OCYLLECTBIISETCS
B JIeHb IOANMCAHHS WIM Ha Cledylolui pabouyuil JeHb, ecld AOKYMEHTHl ObUIH
TIOANHCAHBI B KOHLIE pabo4ero AHs WM B Hepabouee Bpems.

5.29. llepen peructpauued OTHpaBiasieMBIX HOOKyMeHTOB OOmuii oTtaen
NpoBEpsAeT MpaBUIBHOCTE O(OPMIEHUS [NOKYMEHTOB (B TOM UYHC/E HalU4He
NOANUCEH, BH3, TMPaBWIBHOCTH HAaNHWCaHUS aApPEecoB), a TakKXXe YKa3aHHBIX
B JOKYMEHTaxX NpHUJI0XEHUH, COOTBETCTBUE KOJMYECTBA 3K3EMILISIPOB KOJHUYECTBY
aZipecaToB [0 yKa3aTelo pacChUIKU, HATMYKHE OTMETKHU 00 HCIOJIHUTENE.

5.30. PerucTtpauuoOHHBIII HOMep OTHpPAaBAAEMOr0 HOKYMEHTa COCTOUT
U3 TOPAAKOBOIO HOMepa [OKyMEeHTa B [Mpeleiax KaJeHJapHOro rojga M Koja
CTPYKTYPHOIO nofapasfienenus (npunoxenue Ne 10).

Jlata  perucTpauMM M pPerucTpalUMOHHBIA  HOMEpP  IPOCTABISAIOTCA
Ha OTNPAaBIAEMOM JOKYMEHTE, a TAK)KE Ha KOMHUU UCXOISALIEro JOKyMeHTa.

5.31. OrnpaBnsgeMslii JOKYMEHT, MOANUCAHHBIH PEKTOPOM YHMBEPCUTETA WIIU
MHBIM YIIOJHOMOYEHHBIM MM JJOJDKHOCTHBIM JIMLIOM, NIEPENAETCs! Ha OTIPABKY, KOS
JOKyMEHTa Ha OyMa)XHOM HOCHUTENIe C BU3aMHU MOMEIIAETCS HCIIOJHUTENIEM B JIENO
B COOTBETCTBMH C HOMEHKIIaTypoOi Jeil.

532. B 3aBHCUMOCTH OT COAEPXaHUS M CPOYHOCTH JOKYMEHTHI,
OTIIpaBJIsieMbIE U3 YHHBEPCHUTETA, JOCTABISIOTCS aJpecaTaM CpeACTBaMU MTOYTOBOM,
denbaverepcko  CBA3M, CHEUCBS3H, KYpbepOM, 3KCIPECC-IOYTOM, a TaKxke
NepellaloTCs M0 KaHajlaM 3J1EeKTPOCBA3M ((akcuMuiIbHas CBsA3b, Tenerpad, TenedoH,
aneKkTpoHHas nouta, MJIJ10).

O6paboTka  KOppeCHOHAEHLMH Uil  OTHpPaBKM  [OYTOBOM  CBA3BIO
OCYLIECTBJIAETCH B COOTBETCTBUH ¢ IIpaBunamMu oka3zaHUs YCIYT MOYTOBOM CBA3M.

5.33. JIoKyMEHTBI, HE UMEIOLIHE aPECHON YacTH, MPUHUMAIOTCS HA OTIPABKY
C CONpPOBOJAMTENBLHBEIMU TMHUCBMaMHU (3a HCKIIOYEHHEM KOIHH pacropsanuTelbHBIX
JIOKYMEHTOB, HallpaB/IsieMbIX B (hUTHAIbI).

HenpasuneHo odopMiieHHblE JOKYMEHTBl U KOPPECTIOHAEHIMS HECTyKeOHOTo
XapakTepa K OTIpaBKe He MPHHUMAIOTCS U BO3BPALLAIOTCS UCIIOIHHUTENIO.

JloxyMeHTEl, nojuieXallie  OTHpaBKe,  JOJDKHBI obpabaTeIBaTHCA
¥ OTMPABIATECS B NEHDb UX NOANUCAHUS U perMcTpaliy WK Ha CIeAyIoLIMit pabounit
JEHb.



45

5.34. JlocelaKa WM 3aMEHa paHee OTIPaBJIEHHOr0 JOKYMEHTa OCYLLIECTBIIETCS
110 YKa3aHHIO JIHLa, MOJNHKCABIIEro JOKYMEHT.

5.35. IlpoxoxaeHue BHYTPEHHHMX NOKYMEHTOB Ha 3Tanax HMX MOATOTOBKH
¥ OoQOpMIICHUs JOJDKHO  COOTBETCTBOBATb  MPOXOXICHUIO  OTIPABIAEMBIX
JIOKyMEHTOB, a Ha dTare UCTIOJIHEHHS - [TOCTYNAKOIINX JOKYMEHTOB.

5.36. ITpoeKThl pacrnopsAUTENbHbIX JOKYMEHTOB (NPHMKA30B, paclopsHKEHUH),
NOArOTOBJAEHHBIX JJS  [OANUCAHUA, I[OCJI€ [OATOTOBKM W  COIVIAaCOBaHHUS
C 3aMHTEPECOBaHHBIMM JHMLAMH nepefarorcss B OOWMM oTaen [Uis NpOBEPKU
MPaBUIIBHOCTH UX OQOPMIICHHUS.

5.37. TlpaBunbHO oOQOpMIIEHHBIE MpPHUKa3bl, pPACIOPHKEHUS IEPEJArOTCs
HCIOJIHUTEJIEM Ha MOAIMUCH PEKTOPY YHUBEPCHUTETA.

5.38. INloanucaHHBIE MpPHKa3bl, PACHOPSLDKEHUs] MO OCHOBHOW JEATEILHOCTH
peructpupyotcs B O61em oTaele.

[Ipuka3zaM, pacrnopsHKEHUsIM IO OCHOBHOH OEATENBHOCTH IPUCBaWBAIOTCA
NOpsAANKOBBIE HOMepa (MO KaXAOH rpymnne NOKYMEHTOB OTAENBHO) B Ipefenax
kaneHaapHoro ropaa. IlopsakoBeli HoOMep JOKyMEHTa MOXET JONOJHSATHCA
OYKBEHHbIM MM UUPPOBBIM HHAEKCOM, 0003HAYalOUM MPUHALIEKHOCTD
JOKYMEHTa COOTBETCTBYIOLUEH rpynne JOKyMeHTOB (1. 3.24 VIHCTpyKuun).

CBeneHuss 0 perucTpupyemblX IpHUKa3ax, paclHopsKEHUsIX BHOCATCA
B COOTBETCTBYIOLUHE XXypHaJbl PETUCTPaLIUU.

5.39. IlognMHHUKK NpPUKa30B (pacHopspKeHHi) MO MeCcTy HUX PerucTpaluu
dopMupyloTCT B Oefla B COOTBETCTBHM C HoMeHkinatypoil gnen CIIGIYT
B COOTBETCTBMHU C NMyHKTOM 8.20 MHCcTpyKk1uu.

5.40. Komuu npHka3oB, pacropsDKEHHIl pacChUIAIOTCA MCIOJHHUTENEM
B 3JIEKTPOHHOH (opMe MM mepenaroTcss Ha OyMaKHOM HOCHTEJE B COOTBETCTBHM
C yKaszaresneM pacchblikd B O0umii oTaen.

Konun npukasoB, pacnopspkeHHH, pacceliaeMble Ha OYMaKHOM HOCHTEIE,
3aBEPSAIOTCS B COOTBETCTBUM C MyHKTOM 2.33 UHCTpyKLUH.

5.41. IlpoTokonsl 3acelaHui, COBELlaHWH, NPOBOAUMBIX KOJUIErHAIbHBIMU
(coBellaTebHBIMHM) OpraHaMy, KOMHUCCHSMHU WIIM B CTPYKTYPHBIX MOApa3IeeHUsIX
CII6I'YT, perucTpupyroTcss B MOJpAa3AeNeHHsX, OTBETCTBEHHBIX 33 OpraHU3alUIo
U NpoBeJeHHe MepornpuaTusa. Komuu Takux MpPOTOKOJNOB TOTOBSTCS K pacChUIKE
M pacChLIAIOTCS CTPYKTYPHBIM IOpa3/ieIeHHeM, OTBETCTBEHHBIM 3a OpraHH3al{io
Y NIpOBEJICHUE MEPONPHUATHS.

5.42. TlpoTokomaM npUCBaWBalOTCS TOPAOKOBBIE HOMepa B Mpeaesiax
KaJIeHJapHOro rofia WK nepuoaa paboTbl BpeMeHHON pabouei rpyrmnmnbl (KOMHCCHK)
T10 KaXKZI0H rpyIIe MpOTOKOJIOB OTAEIbHO.

IloanMHHUKY POTOKOJIOB 110 MECTY MX perucTpauuu GopMHUPYIOTCA B Aeia o
HOMEHKJIAType JIeJ1 OpraHy3alui B COOTBETCTBUU ¢ MYHKTOM 8.20 MHcTpyKUMH.

5.43. BHyTpeHHHE NOKYMEHTHI Ha UMsI PYKOBOJUTENS JPYTrOro CTPYKTYPHOTO
nojpas/ieJieH|si pPEruCTpUpPYIOTCS B MOJpa3JiefieHWd, CO3JaBIIMM JOKYMEHT.

3aperucTpupoBaHHbIN NOKYMEHT nepenaercs HEMOCPEICTBEHHO
B NOJpa3/elieHHe - aipecar, B KOTOPOM [TIOBTOPHO HE PerucTpUpyeTcsl.
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VI. KoHTpob UCTIONHEHNS JOKYMEHTOB (TIOpY4EHHUH)

6.1. KOHTpoNb WCHOJNHEHMs JOKYMEHTOB (MOpY4YeHHiH) BedeTcs B LENAX
¥X CBOEBPEMEHHOTO U KaueCTBEHHOIO MCIOJHEHMUS.

6.2. KOoHTpONb HCTIONHEHKs! JOKYMEHTOB (NOpy4€HHH) BeAeTCs:

PYKOBOJMTENEM WM UHBIM JAOKHOCTHBIM JIMLUOM OpraHU3alky - HCIIONIHEHUs
JIOKyMEHTOB ([TOPY4EHHIi) IO CYLLECTBY;

O6wmm otaenom CIIGBI'YT u  OTBETCTBEHHBIMHM 32 JEJIONPOU3BOIACTBO
B CTPYKTYPHBIX MOJPA3/eNeHHsX - CPOKOB HCTIONHEHUS JOKYMEHTOB (MIOpYY€eHHH).

B  OO6wmem  oTOoene  LEHTPAJM30BAHHOMY  KOHTPOJIO  TOAJIeXaT
3aperuCTPUpPOBaHHBIE JOKYMEHTHI C OTMeTKOH o KoHTpone («KoHTposb»),
NIPOCTABJISIEMON B COOTBETCTBMM C MyHKTOM 2.38 MHCTpyKUHUM, a B CTPYKTYypPHBIX
noJipasfeieHUsIX OpraHu3alliy - BCe 3aperUCTPUPOBaHHbIE JOKYMEHTHI, TPeOyIoIue
UCTIOJIHEHHUS.

6.3. PacropsauTenbHble JOKYMEHTBI, MPOTOKOJB! 3acelaHHil (CoBeLlaHHH),
colepXallie IOpy4YeHHss C KOHKPETHBIMH CPOKaMH HCIIOJHEHHS, CTaBATCA
Ha KOHTPOJb N0 KaXA0MY MOPYUYEHHUIO OTAENBHO.

6.4. KOHTpOJIb CPOKOB WCIIOJIHEHHS OOKYMEHTOB ([TOpYyY€HMH) BKIHOYAET
B celsi:

MOCTAHOBKY JJOKYMEHTOB ([IOPY4€HUI1) Ha KOHTPOJIb;

MPOBEPKY  CBOEBPEMEHHOCTHU  [JOBEIEHMs  JOKYMEHTOB  (TIOpy4eHHH)
J10 HCIOJIHUTEJIEH;

NpelBapUTEIbHYIO IPOBEPKY U PEryJIMPOBaHUE XOAa UCIIOJHEHHS JIOKYMEHTOB
(nopyueHnuit);

CHSITHE C KOHTPOJISI JOKYMEHTOB (MOpY4eHHi);

yueT, o0oOleHne u aHaiIM3 pe3yJbTaTOB XOAa MWCIOJHEHHUS AOKYMEHTOB
(nopyueHnuit);

MHQOpMUpPOBaHHE pYKOBOAUTENEH O XOA€ MCIOJIHEHHs [OKYMEHTOB
(nopyueHuit) U COCTOSSHUU UCTIOJIHUTENbCKON JUCLUITTIUHBI.

6.5. Cpoku UCHONHEHUS  JAOKYMEHTOB (TMOpY4YeHUH)  HUCUUCSIOTCA
B KaJIeHJApHbIX JHAX.

Ecnu nocnenHui neHb Ccpoka HCIONHEHWs JOKyMeHTa (IOpy4eHHs)
MPUXOOUTCS Ha Hepabo4yuil JeHb, TO [JOKYMEHT TMOAJNEKHUT HCIOJHEHHUIO
B ONrKal1Lui clieqyolni 3a HUM pabo4yuil 1eHb.

Hara ucnonHeHus: fokymenra (nopyuenus) ¢pukcupyercs B PKK.

Cpokd  HCHONHEHUs  JOKYMEHTOB  (MOpy4YeHMH)  yCTaHaBJMBAaIOTCA
PYKOBOJHUTEJIEM, MCXONS W3 CPOKa, YCTAHOBJIEHHOrO OpraHu3allieill, HalpaBUBLIEH
OOKYMEHT, MWJIM CpPOKOB, YCTaHOBJEHHBIX 3aKOHOAAaTenbCcTBOM Poccuiickoit
®enepauuu.

6.6. loxyMeHTbI (MOpyuYeHus) MOJIEXKAT UCIIOJHEHHIO B CIIEYIOILIAE CPOKHU:

C KOHKpPETHOH [aTO! UCNIOJHEHHUS - B YKa3aHHBIHA CPOK;

0e3 yka3aHUs KOHKPETHOM [aThl MCIOJHEHHUs, UMEIOLLUE B TEKCTE MOMETKY
«BECbMa CpPOYHO» - B TEYEHHE OJHOrO [Hs, «CPOYHO» - B 3-IHEBHBIH CpOK;
«omnepaTuBHO» - B 10-HEBHBIN CpPOK; OCTalbHbIE - B CpOK He Oonee 30 nHel;
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M0 NaplaMeHTCKUM 3anpocaM - He MO3AHee 4eM d4epe3 15 nHel co OHA
NOJyYEeHUS;

no 3anpocam uieHoB Cosera Oenepauuu, AenyTaTtoB ['ocynapcTBeHHON JlyMbl
(menmyTaTckoMy 3arpocy) He no3ziHee yeM uepe3 30 qHeH co JHs MoNydeHus.

10 MEXBEJOMCTBEHHBIM 3alpocaM O INpPEACTaBICHUM JOKYMEHTOB U (MJIH)
UH(OPMAaLIMU B LENAX NpeAOoCTaBleH!s FOCYJapCTBEHHBIX U MyHULIMNANBHBIX YCIYyT
- 5 pabouux JHEH co JHS MOJyueHus 3ampoca, eclid 3aKoHoAaTeabCcTBoM Poccuiickon
Denepallii He YCTAHOBIJIEH HHOM CpOK;

1o obpauieHusaM rpaxzaaH - 30 ngHel co AHS perucTpalmi.

6.7. IlpHOCTaHOBUTH HCIIOJIHEHUE KOHTPONBHOTO JOKYMEHTa (IOpY4eHHs),
a TaK)ke OTMEHUTH €r0 MOXET PyKOBOAUTENb, OANUCABIIMNA JOKYMEHT WIH NaBLUMH
nopy4deHue (ykasaHue).

6.8. B wmensix CBOEBpPEeMEHHOTO MCIOJHEHUS JOKYMEHTOB, IIOpYy4YEeHHUH
(yka3zaHuit), NMOCTaBJIEHHbIX Ha KOHTpousb, pabortHuk OOluero otaena nposepsieT
CBOEBPEMEHHOCTD JOBEIEHHUS IOKyMEHTa (Opy4YeHHs ) A0 UCTIONHUTENS.

6.9. Ecnu cpok UCMONHEHUs JOKYMEHTa (MOpy4YeHus1) MpeBbIILAaeT OAUH MECHLI,
B LensXx oOecredyeHus CBOEBPEMEHHOrO MCIMOJHEHHs MOOKyMeHTa ([Opy4YeHHs])
NPOBOJUTCS NpeNBapUTEeNbHBIA KOHTPOJb U  HANOMWUHAHMUS  UCHOJHUTENSIM
0 NpUONMIKEHNUH CPOKOB UCTONHEHHUS NOKYMEHTOB (OpY4YeHHit).

6.10. IIpenBapuTenbHblil KOHTPOJIBL OCYLUECTBISETCS B CEAYIOLIEM NOPsAKE:

JIOKYMEHTOB (TIOpYyUeHHi1) NOCIeNYIOLIHX JIET - HE pexe OAHOTO pa3a B roj;

JOKYMEHTOB (TOpy4YeHHH) NOCIEAYIOLMX MECSLEB TEKYLIEro rofia - He peske
OJIHOTO pa3a B MecslL;

JOKYMEHTOB ([TOpY4YEeHUH) TeKylLero Mecsaua - 3a 5 AHel 0 UCTeYeHUs CpoKa
UCTIOJTHEHHUS.

6.11. Ilpu HeoOXOOAMMOCTH H3MEHEHHs CpOKa HKCIHOJHEHHUs JOKYyMEeHTa
(mopyueHus1) OTBETCTBEHHBIH MCIONHUTENb O00s3aH MpPEeACTaBUTh Ha  HUMS
DYKOBOAMTENS, JaBLIEr0 IoOpydeHHe, oOOCHOBaHHE (Cly)XeOHyI0 3aIlucCKy)
O NPOAJIEHUHU CpOKa C yKa3aHHeM NPUYUH NPOAJIEHUS U AaThl UCIIOJHEHHUS.

ObocHoBaHME MpOANIEHHS] CpPOKa MCIOJHEHUS JOKyMeHTa ([Opy4eHMUs)
IOJDKHO OBITH HAalpaBleHO COOTBETCTBYIOLLEMY PYKOBOAUTENIO HE MO3JHEe, YeM
10 UCTEUEHHUH IBYX TPETHHX CPOKA UCNOJHEHUS JOKYMEHTA ([TOpYyUEHHUS).

O6 u3MeHeHMU CpoKa MCIIOJNHEHUs JOKyMeHTa (IOopy4YeHHs) OTBETCTBEHHBIH
ucnonHuTens HHGopmupyet O61uit otaen.

6.12. loxymeHT (nopydeHHE) CUUTAETCS HCIIOJIHEHHBIM, €CJIM TPUHSATHI
pellleHUss MO TIOCTaBJIECHHbIM BOIPOCaM, IOATOTOBJIEHbl COOTBETCTBYIOUIHE
JOKYMEHTBI, HalpaBleHa crnpaBka 00 HCMOJHEHHUH B COOTBETCTBYIOIIHE OpPraHbl
BJIaCTH (OpraHM3aliy) WK AaH OTBET 10 CYLIECTBY 3aMHTEPECOBAHHBIM JIMLAM.

PelieHue 06 ucnonHeHun AOKyMeHTa (MOpy4eHHUs ) NPUHUMAET pyKOBOAUTENb,
NOCTaBUBIUMI  NOKyMEHT (MOpy4yeHHe) Ha  KOHTpOJb, C  0O0s3aTeNbHbIM
uH(popmupoBanuem OO11ero otaena yHUBEpCUTETA.

CaeneHus 00 UCNONHEHUH JOKyMeHTa (nopy4eHus) BHocsTcs B PKK.
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6.13. JlokyMeHTH! (IOpYYEHHsI), HE CHATBIE C KOHTPOJIA, a TaKXe [OKYMEHTBI
(mopy4yeHus), CpPOK  MWCTOJHEHHMS  KOTOPbIX  HE  MpPOMJIH,  CUMTAIOTCA
HEHUCIOIHEHHbBIMH.

VII. Opranu3zanust paboTbl HCIIOJNHUTENS C JOKYMEHTaMH

7.1. HcnonHuTenp mnoJiyyaeT AOKYMEHTBI Ha MWCIIOJHEHHWE B JEHb HX
PacCMOTpEHHUS WIIH Ha CleAYIOLUI pabounil JEHb B COOTBETCTBUU C PE3OJIIOLUIMU
pekTopa W pykoBoauTens mnojpaszfeneHus. CpoyHble JOKYMEHThl I€peAaroTCs
HCTIOJIHUTENIO HE3aMEIIUTENBHO.

7.2. JIOKyMeHTBl, TMOCTynalolilye B  CTPYKTypHOE  MOJpasfelieHue
C pe30oIOUMsIMH PYKOBOICTBA, MEpefalTCs PYKOBOAUTENIO NojpasieieHus. Ecnu
JOKYMEHT, MOCTYMHUBILWKA Ha WUCIONHEHUE B NOJApa3JesieHue, HE UMEET OTHOIIEHMS
K KOMIIETEeHLIMU MOApa3AesieHUs, pyKOBOJAUTENb NMOApa3AeNieHUsl B TOT XK€ JE€Hb WU
Ha ciepyrolidid pabouuit neHb Bo3Bpawlaer ero B OOmui oTnen Aisi peLIeHHs
BOIpOCa O NepeHanpasieHHH ero Ha UCMOJHEeHUe B Ipyroe nojpaszaesieHue (Ipyromy
HCIIOJIHUTEIIIO).

7.3. UcnonHeHue NOKyMEHTa NpelycCMaTpUBAET:

cOop ¥ aHayIU3 HEOOX0AMMOI HHpOpMaLIHY;

MOJArOTOBKY IIPOEKTa IOKYMEHTa U ero ohopMJiIeHHE;

COrjacoBaHHe NMPOEKTa JOKYMEHTA C 3aMHTEPECOBAHHBIMHU JIMLIAMHU;

nopaboTKy TmpoekTa [JOKyMEHTa [0 3aMe4YaHHsM, [OJIyYeHHBIM B XOJHe
COIJIaCOBaHUs U, IIpH HEOOXOAUMOCTH, - TIOBTOPHOE COTJIaCOBaHUE);

MOArOTOBKY cHuUcKa (ykasaTeNs) pacChlIKM JOOKYMEHTa, €Clh JOKYMEHT
aZipecoBaH rpyIlne opraHu3aluii;

NpeJCTaBIEHUE NPOEKTA JOKYMEHTA Ha MOANHUCH (YTBEPXKAEHHUE) PYKOBOJICTBY;

NOJArOTOBKY JOKYMEHTA K OTIIPaBKE U Mepenavdy KOMUHU JOKYMEHTa B JEJ0.

7.4. Ilpu  HampaBi€HUM  [JOKYMEHTAa  HECKOJBKHUM  HMCITOJIHUTENNAM,
OTBETCTBEHHBIM 3a I[IOATOTOBKY IIpOEKTa AOKYMEHTa SBJSETCS HCIOJIHUTEND,
yKa3aHHBIH B pE3OJIOLMM NEPBBIM MWIM OO0O3HAYEHHBII B pe30JIIOLUM Kak
OTBETCTBEHHBIH HCIIONHUTEIb.

7.5. OTBETCTBEHHBIH MWCIOMHUTENb HMeEeT IpaBO JaBaTh IOpPYYEHHS
OCTAJIBHBIM HCIMOJHUTENSAM, [pPOBOAUTH paboude coBeluaHus sl BbIpaboTKu
COBMECTHOIO pelleHHs. Bce HconHUTENM B paBHOM CTENEHUM OTBETCTBEHHBI
332 CBOEBPEMEHHOE U Ka4yeCTBEHHOE MCIIOJHEHHWE IIOpYyYEeHHS U IpeACTaBJIeHUE
OTBETCTBEHHOMY HCIIOJIHUTENIO B YCTAHOBJEHHBIE WM CpPOKH HEOOXOAHMBIX
MaTepHalloB (IPOEKTOB JOKYMEHTOB, CMpaBOK). VCMONHUTENH HE HMEIT MpaBa
NPEACTaBATh MPOEKThl JOKYMEHTOB PYKOBOJAMTENIO, AaBLIEMy NOpyYe€HHE, MHUHYS
OTBETCTBEHHOI'O MCIIOTHUTEISL.

7.6. B cny4yae oTCyTCTBUSI UCIONHUTENs (KOMaHJIMPOBKA, OTIIYCK, OOJIE3Hb)
NOKYMEHT MO YKa3aHHUI0O pPYKOBOJUTENs IMOApa3feNieHUuss MepelaeTcs ApyroMy
UCTIOJIHUTENIO C 00s3aTeNbHbIM COOOLIEHHEM ero (aMHIIMK [AeJO0NpPOU3BOAUTEINIO
nojpaszeneHus sl BHECEHUsI U3MEHEHUH B PerucTpalMOHHO-Y4eTHYIO GhopMy.



49

7.7. Tlpu yBOJbLHEHUH WM [lepexojie Ha Apyrod yyacToK paboThl COTpYIHHK
00s13aH cIaTh AOKYMEHThl M Jejla DYKOBOIAUTENIO IIOJApa3/ieieHdus WU MO €ero
YKa3aHHIO BHOBb Ha3HAaueHHOMY COTPYJAHHKY (B Ciiyuyae HEOOXONMMOCTH, - MO aKTy
npueMa-Tiepeaayr, B KOTOPOM YKa3bIBalOTCS BWIBl J€N (3arOJIOBKM [eN) H HX
KOJIMYECTBO M KOTOPBIH MOAMUCHIBaeTCS PabOOTHHUKOM, MEPEeNaBIUMM IOKYMEHTHI,
¥ pabOTHHUKOM, IPUHSBLIUM JOKYMEHTBI).

7.8. Pe3ynpTaroM HCIONHEHUs [NOKYMEHTa SBISETCS IPOEKT IOKYMEHTa,
IOJIFOTOBJIEHHBIM UCTIOTHUTENIEM.

[TpoeKT JOKyMeHTa CO BCeMU HEOOXOAUMBIMH MPUIIOKEHUAMH, HalleYaTaHHbIHA
¥ O0QOPMIEHHBI B COOTBETCTBUM C MpaBUIIaMH, YCTAHOBJEHHBIMM B pasjieie 3
WHcTpykuuy, UCIIOJIHUTEND COrJIacoOBBIBAET c 3alHTepEeCOBaHHBIMHU
noapasaeleHUsIMU U JIMLaMHU U, IpU He0OXOAUMOCTH, C APYTUMH OpPraHU3alUUAMH.

JIOKYMEHTBI, MpeAHa3sHayeHHble Ul OTNpaBKH, ogopMisAloTcs Ha OnaHke
OpraHH3allMd YCTAaHOBJIEHHON (opmbl. [lnsg OTnpaBKH NOKYMEHTOB, HE HWMEIOIIMX
aZipeCHON 4acTH, COCTaBISIETCS COMPOBOAUTENBHOE ITUCHMO.

Ha nmokymeHT, pacceliaemblii Gojiee 4eM B YeThlpe alpeca, HCIOJHHUTEIND
TOTOBUT CIIMCOK PAacChUIKU, OMpeAeNseT KOJMYECTBO 3K3EMIUISIPOB JOKYMEHTa
M TMOCJie perucTpaurdud obecreyrBaeT H3rOTOBJIEHHE HEOOXOAMMOIo KOJWYECTBa
KOTIUA.

7.9. UcnonHutenb (OTBETCTBEHHBIH HCIONHUTENb) OPraHU3yeT COrjacOBaHUe
(BU3MpOBaHUE) MpoeKTa AOKYMEHTa CO BCEMH 3aUHTEPECOBAHHBIMU JIMLIAMHU
U MpPOBOOUT N0pabOTKy INpoeKTa 10 3aMe4YaHUsIM B COOTBETCTBUM C IYHKTaMH
4.1 - 4.11 UHcTpyKUHUH.

[Ipy Hanuuuud OOJBIIOrO KOJNUYECTBA 3aMEYaHUM [dO NpelCTaBIECHUS
JIOpabOTaHHOr0 MpOeKTa AOKYMEHTa Ha TMOANUCh PYKOBOAUTENIO HCIOJHUTEND
FOTOBUT CBOJKY 3aMeyaHUH (MpeasiokeHUui), B KOTOpOH yKa3blBaeTCs: COAepkKaHHe
3aMeuyaHus (NpeanoXeHus), AOJIKHOCTb, (aMUNIMA JMlla, AaBLIEr0 3aMe4yaHHe,
INPUHATO WJIM OTKJIOHEHO 3aMmeudaHHe (ecid 3aMedaHHe OTKJIOHEHO, - IpPUYUHY
OTKJIOHEHHS ).

7.10. [locne nopabOTKH W MMOBTOPHOTO BU3UPOBaHUs (COIJIACOBAHMS) MPOEKT
JOKyMeHTa nepejaercs Ha noanucaHue (yTBepxaeHue). Jlo MpeAcTaBieHHs Ha
NOAMNKHCH HUCIOJHUTENb IPOBEpSET IMPaBUILHOCTh OGOPMIIEHUS JOKYMEHTa,
NpaBUIBHOCTb O(OpMIIEHHS ajpecara, Haluyue HEOOXONHUMBIX BU3, NPUIIOXKEHUH,
npd HEoOXOOUMOCTM - CIPaBOK, TMOSACHUTENBHBIX 3alHCOK, pPa3bsCHAIOLIMX
cozepXaHue NMoAroTOBIEHHBIX JOKYMEHTOB, JIUCTA (yKa3aTes) pacChUIKY.

7.11. IlopnucaHHpli JOKYMEHT MUCIOJHUTENb B COOTBETCTBHM C MOPSAIKOM,
YCTAHOBJIEHHBIM HWHIWBUAYANbHOW UHCTPYKUHUEHW MO AEIONPOU3BOACTBY, lepenaer
JUISl pETUCTPALIMK U OTIIPABKM W/UIIM BKJIIOYEHUS B EJIO.

B cooTBercTBUM C HOMEHKJIATYpOH JeNl UCIOJHHUTENb OINpeAesseT UHAECKC
Jiena, B KOTOpOoe AOJKEH OBITh BKIHOYEH JOKYMEHT.

7.12. B xoze “cnoOnHEHUs] JOKYMEHTa UCMOJHUTENb UMEET IpaBo MNpeaiaraTh
U3MEHEeHHEe CPOKa HCIONHEHMS], €CIIM OTCYTCTBYIOT peajlbHbIE YCIOBUS HCIOJHEHHUs
JOKyMeHTa (nopyuyeHHus), [enaTb [MOMETKM Ha JOKYMEHTE O BpPEMEHH €ro
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TNIOCTYIJIEHHS, O Jarax [IPOMEXYTOYHOrO KOHTpOJs, TENEePOHHBIX U IMHCbMEHHBIX
3anpocax, 0 JaTe U pe3y/ibTaTe OKOHYATENIbHOTO UCTIOTHEHUS.

7.13. HUcnonHuTeNnp HEe UMeEET [paBa pasrijallarh CoAep)kaHHe MOCTYMUBLIUX
K HEMY JOKYMEHTOB U MOATOTOBJIEHHBIX MPOEKTOB CIyXeOHBIX TOKYMEHTOB, C HUMH
MOTYT OBITH 03HAKOMJIEHBI TOJIBKO JIMLIA, MMEIOLIYE OTHOLIEHHE K UX HCITOJIHEHHIO.

VIII. ®opmupoBaHue JOKYMEHTaNbHOro (POHAA OpraHu3alun

8.1. OnepaTuBHOE XpaHEHHE JOKYMEHTOB [0 Iepelayd UX Ha XpaHeHHE B
apxXUB WM YHUUYTOXXEHHE OCYILLECTBISETCS B CTPYKTYPHBIX IOAPAa3JENIEeHUAX
YHUBEpPCHUTETA.

8.2. B uensx xpaHeHHUs, MOUCKA U HUCIIOJIB30BAHUS JOKYMEHTBI Ha OyMaXHOM
HOCUTeNIe W D3JIEKTPOHHBIE [JOKYMEHThl (QOpPMHpYIOTCS B [Jejla B COOTBETCTBHHU
C HOMEHKJIaTypoHu Jell.

HoMeHknatypa  gen  3akperiser  knaccuduKauuio  (CpyNInupoOBKY)
UCNOJHEHHbIX JOKYMEHTOB B Jefna (dJeKTpOHHbBIE Jena), CHUCTEMaTU3alUIo
U MUHACKCALHIO [eJl, CPOKM HUX XpaHEHUsS U SBISETCS OCHOBHBIM YUETHBIM
JOKYMEHTOM.

HomeHknaTypa nen sBAs€TCS OCHOBOH JJI COCTaBJI€HMSI OIMCEH Jen
TIOCTOSIHHOT O, BpeMEHHBIX (CBbIle 10 JIeT) CpOKOB XpaHEHHUs U M0 JIUYHOMY COCTaBY,
aKTOB O BBIJE/IEHUU K YHUUTOXEHHIO TOKYMEHTOB C UCTEKIINMHU CPOKaMH XpaHEeHHs,
a TaK>Ke JJIs yyeTa el BpeMeHHbIX (10 10 jeT BKIIoYUTeNbHO) CPOKOB XpaHEHHS.

8.3. Homenknatypa nen yHHUBEpPCUTETa COCTABISETCS Ha OCHOBE H3y4YeHHs
COCTaBa M COJAEpPXaHUs NOKYMEHTOB, ofpasywiuxcs B aedrenpHoctu CIIOIYT,
BKJItOYasi JOKYMEHTBHI, [I0CTYNaOLLKE U3 APYTUX OpraHU3aLMid.

8.4. Ilpn cocTaBlNeHHHM HOMEHKJIATYyphl JeNl CJeAyeT pPYKOBOACTBOBATHCS
Ycrasom CIIOI'YT, nonoXxeHusiMH O CTPYKTYpPHBIX MOApa3JeNieHUsAX, LUTaTHBIM
pacnucaHueM, IUIaHaMH U OTYeTaMU O paboTe yHHBEpPCHTETa, HOMEHKIATYpOH Oeln
3a NpOIIEAINMH IO/, JOKAJbHBIMA HOPMAaTUBHBIMU aKTaMU, COAEPXKAIIMMU CBEACHHUS
O JIOKyMEHTaX, O0Opa3ylolluXcsi B JAEATENbHOCTH YHHBEpPCHETa, THIIOBBIMU
M TNpPUMEPHBIMH HOMEHKIAaTypamMd Jen (Mpd WX HaJlW4YWH), BEAOMCTBEHHBIMH
¥ TUIIOBBIMU NEPEYHAMHM JOKYMEHTOB C yKa3aHHUEM CPOKOB UX XpaHEeHHUSI.

8.5. B HOMeHKnaTypy naen BKIIOYAIOTCS BCE JAOKYMEHTbI, OTpakalollue
JEATENBHOCTb CTPYKTYPHBIX noapasjaeneHuil CII6I'YT u nocTossHHO WM BpeMeHHO
NEHCTBYIOIMX OpraHOB (KOMHCCHH, COBETOB, KOMUTETOB), B TOM 4UCJ€ AOKYMEHTHI
OrpaHUYEHHOr0 JOCTYIa, PETUCTPallMOHHbIE M YUeTHble >XypHaJlbl U KapTOTEKH,
B HEOOXONMMBIX cCly4asX - KONUM JOKYMEHTOB. JIOKYMEHTEI, CO3JaHHbIE
B 3JIEKTPOHHOM (opMe, BKIIOYAIOTCS B HOMEHKJIATYpY JIeJi [0 TEM JKe IpaBHiiaM, YTOo
Y JOKyMEHTbI Ha OyMa)KHOM HOCHTEJIE.

He BkaroyaroTcss B HOMEHKJIATypy JeNl MepHOAMYECKHE W3HaHUS, KHHUIH,
OpoLLIOpBEI.

8.6. Homenknatypa nen opranusauuu (cBogHas) cocTasisgeTcs OO6mmm
OT/E/IOM Ha OCHOBaHWM HOMEHKJIATYp A€l CTPYKTYpPHBIX NoApasfeneHuit no dbopme,
ycraHoBleHHOH IIpaBunamMu XpaHeHHs, KOMIUIEKTOBaHHUS, ydeTa M HCIOJIb30BaHUS
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nokymeHToB ApxuBHOro ¢onza Poccuilckoii ®enepauuu ¥ Apyrux apXMBHBIX
JOKYMEHTOB B  OpraHax TrOCyAapCTBEHHOIl  BIacTH, OpraHax MeCTHOIO
camoyIpaBJIeHUs, opraHu3auusx (nanee - [IpaBuna xpaHeHus).

CBoznHas HOMEHK/IATypa Aesl COCTaBIseTCs B IIOCIEJHEM KBapTalle TEKYILETo
rofia Ha NpeACTOSIILMI KaJleHdapHbBIH To.

8.7. HomenxknaTypa nen yHUBepcUTeTa MOAMNUCHIBAETCS HAYATIBHUKOM OBOLIEro
OTHAEeNa, BHU3UPYETCs DPYKOBOAMTENEM apxHuBa, COINIAaCOBBIBAETCS C OSKCHEPTHOM
KOMHCCHENH YHHUBEPCHTETa U OAMH pa3 B 5 JIeT MpPEeACTaBIAETCSA Ha COIJIaCOBaHME
9KCIEPTHO-NPOBEPOYHO METOIUYECKON KOMHCCHH LleHTpansHoro
rocynapctseHHoro apxusa Cankr-Ilerepbypra (nanee - SIIMK LII'A CII6).

Homenknatypa nen, cormacoaHHas OJIIMK III'A CII6, yTtBepxmaercs
PEKTOPOM YHHBEPCHTETa W BBOIUTCS B JeHCTBUE C 1-ro sHBaps IpeacTOSILEro
KaJeHapHOro roja.

B cnyyae n3MeHeHus GyHKUMH U CTPYKTYpbl OpraHM3allMi HOMEHKJIATypa el
COCTaBJISIETCS, COTTIACOBBIBAETCS U yTBEPXKAAETCS 3aHOBO.

8.8. CornacoBannas JIIMK LII'A CII6 HoMeHKJIaTypa [iejl B KOHILE Ka)<IOro
rofla YTOYHSAETCs, IepenevyaTblBaeTCs, YTBEPXKNAETCS pPEKTOPOM M BBOJIHUTCA
B IEHCTBUE C 1 AAHBaps NpeACTOALIEro KaJleHJapHOro roja.

8.9. IlepBelii 3K3eMIUISIp YTBEPXKAEHHOH HOMEHKJIATYphl JeN SBISETCS
JOKYMEHTOM IMOCTOSHHOIO XpaHEHHsl U BKIIOYAETCs B HOMEHKIATYpy AeN B pasjel
Ob1uero otaena, BTOpoi - Mcrnons3yercs OOLMM OTHENIOM B KavecTBe pabouero
3K3eMIUIApa, TPETUH - MepellaeTcss B apXUMB B KayeCTBE YYETHOrO JOKYMEHTa,
JJIEKTPOHHAs KOIMS HOMEHKJIATyphl [€J1 OpraHM3alli{, YTBEPXKIAEHHOH pEeKTOpOM
YHMBEPCUTETa, IIepefaeTcs B TOCYJAapCTBEHHBIH (MyHULMNaJIbHBIA) apXuB,
UCTOYHMKOM KOMIUIEKTOBaHUs KoToporo sBisiercs CITIOI'VT.

Jis  o3HaKkoMJIeHHsl TMoApa3fieNleHud yHHUBEpCUTEeTa HOMEHKJIaTypa Jel
noMeulaeTcs Ha opULUanbHOM caiiTe yHUBEPCUTETA.

8.10. HomeHknaTypa Aen CTpOMUTCS 1O CTPYKTYpHOH cxeMme (Ha3BaHHSAMH
paszenoB (MoApa3fenoB) HOMEHKIATyphbl [ieNl SIBASIOTCS Ha3BaHHUsS CTPYKTYPHBIX
NOApa3/ie/IeHUH, pacroJOXKEHHbIE B COOTBETCTBUM C YTBEPXIEHHOW CTPYKTypoOi
YHUBEPCUTETA).

8.11. Homenknatypa pgen CTpYKTYpHOro TMOApa3lielieHUsl COCTaBJISAETCS
B KaXIOM [IOApa3fieliIeHHH yHHBepcuTeTa pabOTHUKOM, OTBETCTBEHHBIM
3a JIeJIONPOU3BOACTBO TNOJpPa3AeNeHusi, [pH Y4YacTUH BeAyIUUX CIIELHaATHUCTOB
NOApa3eJIEHHs], COTTIaCOBBIBAETCsI C IKCIIEPTHOM KOMUCCHEH nmopa3feneHus (pu ee
HaJIM4YUH), TOANKCBHIBAETCS  PYKOBOAUTENEM  CTPYKTYPHOrO  IMOApa3lesieHUs
u npencrapnsiercs B O6wuit otaen (apxuB).

HomeHknatypa nen cTpyKTypHOro nojpasfeNeHus COCTaBiseTcs Mo ¢opme,
ycTaHoByieHHOH [IpaBunamu xpaHeHus.

BHOBb cO3JaHHOE MM  pEOpPraHMW30BaHHOE MOApa3feieHHe  JOJIKHO
B MECAYHBII Cpok paspaboTaTh HOMEHKNATypy AeNl U MNpeacTaBuTh ee B OOLuii
oTzed.

8.12. Bce 3aronoBku fes, BKIIOUYEHHbIE B HOMEHKJIATYpPY AeNl CTPYKTYPHOTO
noapasziesieHus, uHAeKcupyrorcsi. MHpexc pena  ykaspiBaeTcs B rpage |
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HOMEHKJIATyphl el ¥ COCTOMUT M3 HHIEKCa CTPYKTYPHOro MoppasjeleHus (koja
noapasfeneduss B coorBeTcTBMHM ¢ [lpunoxenuem Ne 10  MHcTpykuuu)
M MOpPSJKOBOrO HOMepa Jefla B pasjelle HOMEHKIaTypel fAei. MuHaekcel nen
o6Go3HavaTcs apabckuMu L ppamMu.

Hanpumep: 01-05, rae:

01 - Koz CTPYKTYpHOTO NOJpa3eeHus,

05 - nopsAOKOBBIA HOMEp efa B pa3Jesie HOMEHKIATYPhl el

Jlena mo BompocaMm, Hepa3pelleHHbIM B TEYEHHE OJHOIO roja, ABJIAKTCA
«IEePEXONALIMMHU» U BHOCSTCS B HOMEHKJIATYpy Hel CJIELYIOLIErO roja C TEM XKe
HHAEeKCOM. PekoMeHayeTcs COXpaHATh B HOMEHKJATYpe AeJl OJMHAKOBLIE HHIEKCHI
JUIsl ONHOPOIHBIX JIeJ1, BKJIIOYEHHBIX B pa3Hble pa3elbl.

Ecinu B TedyeHHe roja B AESITEIbHOCTH OpraHU3alMK 00pa3yroTCsl JOKYMEHTEHI,
He MpelyCMOTpPEeHHble HOMEHKJIATypOil Aes, 3aroJIOBKM HOBBIX A€Jl JOIMOJHUTEIBHO
BKJIIOYAIOTCS B HOMEHKJATypy Aesl. B kaxxnoMm pasfene HOMEHKIATypbl A€l AJis
BHOBb 3aBOJMMBIX Jie] IPeyCMaTpPUBAIOTCsl pe3epBHBIE HOMEpa.

8.13. 3aronoBok aena (rpada 2 HOMEHKJIATYyphl AeN) AoJKeH B 0000LIeHHOH
dbopMe oTpaxaTb OCHOBHOE COJEep)XaHHe W CocTaB JOKyMeHTOB Jena. He
IOMycKaeTcsi ymnoTpeOiieHHe B 3arojiOBKE [Jiena HEKOHKPETHBIX (OpMYJHPOBOK
(«pa3Hble MaTepuanbl», «obllas Mepenucka»), a Takke BBOAHBIX CJIOB M CJIOXHBIX
CUHTAKCHUYECKUX OOOpOTOB. 3arojoBKM [e€J MOTYT YTOUYHATbCA B TEHEHUE Troja
B npouecce GopMUpOBaHHs U OpopMieHUs Ael.

3aroJioBOK Jena JOMKEH COCTOATh K3  JJIEMEHTOB, pacroJjiaraeMbix
B CJIeyIOlLei NOCeN0BaTeIbHOCTH:

a) Ha3BaHUe BHJa Jena (nepenucka, XypHall, Ae0) HJIH BUAa HOKYMEHTOB,
BKJIFOYEHHBIX B [IeN10 ([IPOTOKOJbI, [IPHKa3bl);

©) HaMMeHOBaHHE OpraHu3alllM, CTPYKTYPHOTO MOApa3fesieHHs, MOCTOSHHO
OEHCTBYIOLIETO MM BPEMEHHOIO OpraHa, MAO/DKHOCTHOTO JIMLa, CO3/aBILHX
OOKyMeHT(bl);

B) HaMMEHOBaHME KOPPECNOHAeHTa (OpraHu3alyH, JHLa, KOTOpOMY
aipeCOBaHbl WM OT KOTOPOTO MOJIy4YeHbl JOKYMEHTHI);

T') KpaTKOe Coep)KaHHe JOKYMEHTOB Jieia;

1) Ha3BaHHE MECTHOCTH (TEpPUTOPUH), C KOTOPOH CBA3AHO COLEPIKAHHE
JIOKYMEHTOB JIeJ1a;

e) fata (nepuon), K KOTOpblM OTHOCSTCS JOKYMEHTHI JeNa;

) YKa3aHHe Ha KONMIHOCTh JOKYMEHTOB AeJia.

8.14. Tlopsmok pacrnolioOXXeHHsl 3arojloBKOB  JieJl BHYTPU  pa3lesioB
HOMEHKJIaTyphl A€J1 ONPENENSeTCsl CTENEHbI0 BaXKHOCTH JOKYMEHTOB, BKIIOYEHHBIX
B Jiefia.

B Hayaje pasgena pacrosiararoTcsi  3aroJIOBKM  JeNl,  COJAEpKalluX
yupeaMTEbHblE, OpPraHU3alMOHHO-TIPABOBbIE U pPacCIOPSAMTESIbHbIE JOKYMEHTEI,
3aTE€M 3aroJIOBKM J€Jl, COAEPXKAllUX IUIaHOBbIE, OTYETHble, WHGPOPMALMOHHO-
aHaJIMTUYECKHE  JOKYMEHTbl,  NOKYMEHTbl,  OTpPaXKalollhe  HeSATEJbHOCTh
nojpaszAesieHus, TEepenucKy, B KOHLE pa3jesia - PEerdcTPaldOHHbIE W Yy4YEeTHBIE
KYpHallbl, KAPTOTEKHU, Oa3bl JaHHBIX.
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3aroyIoBKH [ieJl, COCTaBJIEHHBIX 110 KOPPECMOHAEHTCKOMY U reorpaduueckoMy
IpU3HAKaM, BHOCSTCS B HOMEHKJIATypy [Jen Mo andaBUTy KOPPECNOHAECHTOB HIIH
reorpaduyecKUX Ha3BaHUH.

B 3arosioBkax nen, copepiallMX AOKYMEHTHI 110 OJHOMY BOIPOCY, HO He
CBA3aHHBIX TI0CJIENOBATENILHOCTBIO pELIEHHUs BOMNpoOca, B KaydecTBe BHOA Jea
yNoTpebseTcs TEPMUH «JOKYMEHTBI», a B KOHLIE 3ar0JIOBKa B CKOOKaxX YKa3blBalOTCS
Ha3BaHHUs BUIOB JOKYMEHTOB, HauboJiee NpeACcTaBlEHHBIX B AeNe:

«JIoKyMeHTBI (IIporpamMmbl, CIHCKH, NOKJIAAbl) O MPOBEAEHHWH COBEIIAHHUId
¥ CEMUHapOB.

TepMHH «IOKYMEHTBI» NPUMEHSETCS TaKXKe B 3arojloBKax Aej, COAepKallluX
INOKYMEHTBI-IPUJIOXKEHHU K  KakoMy-TnbOo JOKyMeHTy (BHOBl JIOKYMEHTOB-
NPUJIOXKEHUI He NepedrCIIIIOTCs ):

«JIOKyMEHTBI K IIPOTOKOJIaM 3acefaHuit HayuyHO-TeXHHUYECKOro coBeTay;

«IIpOoTOKOBI ONEPaTHBHBIX COBEIAHUN» U JOKYMEHTHI K HUMY.

B 3arosoBkax [fen, MNpeJHa3HAuY€HHbIX MJISi TPYNIHPOBKH OIHOTHITHBIX
JIOKYMEHTOB, 3Ta I'pynna J0KyYMEHTOB yKa3blBaeTCsi BO MHOXXECTBEHHOM YHCJIE:

«IIpoTokonsl 3acenaHuil pekToparay.

B 3aronoBkax nei, coaepKalix Nepenucky, ykasplBaeTcs, C KEM U [0 KaKOMY
BOIIPOCY OHa BeJeTCs:

«lleperucka ¢ npennpuATHSMH O  NPOM3BOACTBEHHOM  MNpaKTHKE
obyyaromuxcs».

B 3aronoBkax  gen, coiepxallMX ~— MEPEemHUCKY ¢ OXHOPOIAHBIMH
KOpPECIIOHJIEHTaMH, IIOCJE€JHME HE Ha3bIBAIOTCS, & YKa3blBaeTCd HX BHIOBOE
Ha3BaHUe:

«Ilepenucka ¢  denaepanbHBIMH  OpraHaMH  MCIOJIHUTENBHOM  BJIACTH
0 3aKJIIOYEHHH U UCIIOJIHEHHMHU rOCYAapCTBEHHBIX KOHTPAKTOBY.

B zaromoBkax gen, cozepXallMX ~ HEepenucKy C  PasHOPOAHBIMH
KOppECNOHAEHTaMHU, IOCAeAHHUE HE MePEeYUCIAIOTCS:

«Ilepenycka o 3aKJIHOYEHHUHU U UCTIOJIHEHHUH rOCYAapCTBEHHBIX KOHTPAKTOBY.

B 3aronoske fena yka3biBaeTCsl KOHKPETHbIH KOPPECMOHACHT, €ClH Nepentcka
BEIETCS TOJIKO C HUM:

«Ilepenucka ¢ [TAO «Poctenexom» o npeaocTaBiIeHHH YCIYT CBA3MY.

IIpn obo3HaueHHM B 3arojoBKax JAen aiMHHHCTPATHBHO-TEPPHUTOPHAIBHBIX
€AUHHUL YYUTBIBAETCS ClIEAYIOLLEE:

ecliu coliep)KaHue nena KacaeTtcs HECKOJIbKUX OJIHOPOOHBIX
aIMUHUCTPATHBHO-TEPPUTOPHANIBHBIX €QUHHL, B 3arojlOBKe Jiejla He YKa3bIBaloTCA
MX KOHKPETHbIE Ha3BaHUsl, a YKa3bIBaeTCsl X OOlllee BUIOBOE Ha3BaHUE:

«Ilepenucka c Komuteramu IlpaButenscrBa Cankt-IleTepOypray.

€CJI COJEp)KaHHe Jiefla KacaeTcsi OAHON agMHHHUCTPATUBHO-TEPPUTOPHUAIILHOM
eIMHULBI (HAaCEeNIeHHOro NMyHKTa), ee (ero) Ha3BaHHEe YKa3bIBA€TCS B 3ar0JIOBKE [ENa:

«ITepenncka ¢ ApxaHreiabCKUM KOJUIEDKEM TENEKOMMYHHUKALWH, (Uinaniom
CITeT'YT».
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B 3arosioBkax nen, coaepXalliMX IMIAaHOBYIO UM OTYETHYIO NOKYMEHTAaLHIO,
yKa3plBaeTCsl NMepuoA (Mecsl, KBapTall, rof) Ha (3a) KOTOPBIA COCTaBJIEHbl IUIaHBI
(otuetnl):

«KBapraneHble Oyxrantepckue OTYETHI U 3aKII0YeHU K HUM 3a 2017 rogy;

«CTaTUCTUYECKUM OTUYET O YUCIIEHHOCTH, COCTaBe U ABMXXEHMH KaapoB 3a 2018
rog (¢. Ne 27-ron)».

Ilpu dopmupoBaHMK nena U3 HECKONbKHX TOMOB (4acTei), KpoMe OOIIEro
3arojioBKa Jena Ipd HEOOXOAHMMOCTH COCTAaBJSIIOTCS 3arojlOBKH KaXXIOro ToMa
(4acTH), yTOUHSIIOLKE COep)KaHhe TOMOB (YacTeil) aena.

3aroJIOBKU el MOTYyT YTOUHSTBCS B Mpouecce GopMUpoBaHus U 0POpMIIEHHUS
nen.

8.15. I'padpa 3 «KonuvectBo nen» 3anosHAETCs 110 OKOHYAHHMH KaJeHAapHOTO
roga. [lo mocTwkeHuM [enoM, BKIIOYAIOIIMM JOKYMEHTH! BpeMEHHbIX (cBblie 10
JIeT) U TOCTOSIHHOTO CPOKOB XpaHeHHs, oObema B 250 JIMCTOB, TOM 3aKpbIBaeTcs
U OTKpbIBaeTCcs HOBbIH TOM. B rpade 3 HOMEHKIaTypbl el MOCIEAOBATENBHO
YKa3bIBAIOTCs1 HOMEpPa TOMOB U KpalHHe AaThl JOKYMEHTOB KaXk10ro ToMa.

T.1.11.01.2017

30.06.2017

DJIeKTPOHHBIE [efla Ha ToMa (4YacTH) He pasfenslorcsi. Bce 3eKTpoHHbIE
JNOKYMEHTBI, HE3aBUCHMO OT UX 00beMa, BKJIIOYAIOTCS B OIHO 3IEKTPOHHOE JeJ0.

8.16. B rpade 4 «Cpok xpaHeHHs H Ne cTaTbH MO MEPEYHIO» YKA3bIBAIOTCS
CPOKH XpaHEHHUs JeJl U HOMepa CTaTeH N0 TUIIOBOMY WIIM BELOMCTBEHHOMY [E€PEUHIO
JOKYMEHTOB C yKa3aHMEM CpPOKOB XpaHEeHHs, (elepaJlbHOMY 3aKOHY WM HHOMY
HOpMaTHUBHOMY [IpaBOBOMY aKTy.

8.17. B rpade 5 «lIpumMeuaHne» NMpOCTABIAIOTCS OTMETKH O 3aBEAEHHH €
(«3aBeneno»), o mepexomdaliux Aenax (Hanpumep, «Ilepexonsiee ¢ 2016 rogay),
O BBIJEJIEHUH Je]l K YHUUYTOXEHHUIO, O JIMLIaX, OTBETCTBEHHBIX 3a (OpMHUpOBaHUE JE,
0 nepenaye Aen B APyTryro OpraHU3aluio s NPOAOKEHHUS.

8.18. Io 3aBeplueHUN NeNONPOU3BOJCTBEHHOrO rojla B KOHLIE HOMEHKIATYpBI
IeNl B KaXIOM CTPYKTYPHOM noapasieneHud o¢opMiseTcs WTOropas 3allkCh,
B KOTOPYIO BHOCSATCS CBEICHMS O KOJHMUYECTBE 3aBEJEHHBIX Jei (TOMOB, 4YacTei),
OTHENILHO TMOCTOSSHHOIO M BPEMEHHBIX CpPOKOB XpaHEHHs, BPEMEHHBIX CPOKOB
XpaHeHHs ¢ oTMmeTkoil «JOITK» u nepexoasmux. MToroBas 3amuch AOMOJHSETCS
JaHHBIMH O KOJIMYECTBE JIEKTPOHHBIX 1€/l COOTBETCTBYIOLLUX CPOKOB XPaHEHHUS.

B wuTOroByro 3amuch CBOAHOH HOMEHKNIATYphl JeNl CBEAEHUS BHOCATCH
Ha OCHOBAHMHM JAaHHBIX, I€PEaHHbIX U3 CTPYKTYPHBIX NMOApa3eIeHH YHUBEpCUTETa
B O01uit oTaen.

CeeneHus, cojepxallldecss B MTOTOBOW 3allMCHM HOMEHKJIATypbl Jell,
NEepEealoTcss B apXuB, O Y€M B HOMEHKJAType Mesl MpOCTaBisSeTCs OTMETKa
C YKa3aHHUEM JOJKHOCTH U MOAMUCH JIMLa, NepeIaBIIero CBeJeHHs.

8.19. Jlena co OHs uUX 3aBeAEHHUS 1O MNepelayd B apXUB YHHBEPCHUTETA WJIH
J0 BbIAEJNIEHUS HMX K YHHUYTOXKEHHUIO MO HCTEHEHHM CpOKa XpaHEHUs XpaHITCS
110 MeCTY UX (OpMHUpOBaHUS.
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Jleno cyuTaeTcs 3aBENEHHBIM C MOMEHTa BK/IIOYEHHS] B HEro IEpBOro
MCIOJIHEHHOI'O JOKYMEHTA.

8.20. I'lpu dopmupoBaHuH Aen Ha OYMaKHOM HOCHTENIE NOJDKHBI COBIIOaThCS
crefyrouye obliye npaBunia:

B JI€JI0 NOMEIAIOTCS MCIOJHEHHBIE JOKYMEHTBI, COOTBETCTBYIOILIKE 10 CBOEMY
COJIEP KaHHIO 3aroJIOBKY JieJla [10 HOMEHKJaType Ael;

NPHJIOKEHHS MIOMELUAIOTCA BMECTE C OCHOBHBIMHU JOKYMEHTaMH;

B OeN0  BKIKOYAOTCd  JOKYMEHTBI  OJHOIO  KalleHAApHOro  roja,
3a UCK/IIOYEHHUEM IIepeXOIALLHUX Ae;

JOKYMEHTBI IMOCTOSHHOTO W BPEMEHHBIX CPOKOB XpaHEHHUs IpYNIUPYIOTCA
B Jief1a pa3feNbHo;

B ZIEJIO BKJIIOYAETCS 10 OJJHOMY 3K3EMILIAPY KaXkKAOro JOKYMEHTA,;

(daxcorpaMMsbl, TejlerpamMmMsl, Tesje(oOHOrpaMMbl MOMEINAIOTCS B Jena
C MEPENHUCKON Ha OOIIMX OCHOBaHUSIX;

B J€JI0 MOMEIIAIOTCS NOKYMEHTBI NPaBUJIBHO W IMOJHOCTBIO OQOpMIIEHHEIE
(AOKYMEHTBI IOJDKHBI UMETh ATy, MOANUCH U Apyrie HeoOXOUMble PEKBU3HUTSI);

B JE€I0 HE BKIIOYAIOTCA [OOKYMEHTBI, MOJJIeXalllue BO3BpaTy, JUIIHUE
3K3EMINIAPBI 1 YEPHOBUKH (32 HCKJIFOUEHHEM 0c000 LIEHHBIX);

no oObeMy J[eso, BKJIIOYAIOLee [OKYMEHTBl Ha OyMaXXHOM HOCHTEIIE,
He JOJKHO npesblaTh 250 nucTOB, MpH ToNLKMHE He Oosee 4 cM (TonlMHa Aen
cO cpokaMmu XxpaHeHus A0 10 yer He nomkHa npeBbiath 10 cM). [lpu npeBbllieHUH
naHHoro obnema 3aBoautcsi Bropod Tom. [lpu Hanuuuu B Aenie HECKOJbKHUX TOMOB
(vacTei) HHOEKC U 3aroJIOBOK Jiejla MPOCTaBIAIOTCA Ha KaXXAOM TOMe ¢ AoOaBieHHeM
o6o3Hauenui: «T. 1», «T. 2».

JIokyMeHTBI BHYTpH [ejia pacnojlaraloTcsi CHU3Y BBEPX B XPOHOJIOTMUYECKOH,
BOIIPOCHO-JIOTUYECKOH NOCIEN0BATENILHOCTH UIIM UX COYETAHUH.

PacriopsiautensHble  OOKYMEHTBl TIpYNIMPYKOTCS B Jela [0  BHUAAM
M XpOHOJIOTMHM C OTHOCSIUMMUCS K HUM NPUIOXKEHUSAMHU. JJOKyMEHTBl — OCHOBaHHs
K pacropsiiuTeNbHbIM JOKYMEHTaM BKIIIOYAIOTCS B OTAEIbHOE AEIO.

IIpoTokonel B [eje pacrnonararoTCs B XPOHOJIOMMYECKOM IOPSAKE M IO
HOMepaM.

JIOKyMEHTBI K 3aceflaHHsiM (COBELIaHWAM) IpYNIIMPYIOTCS B OTAEIBHOE AENO,
KaK U NPUJIOKEHUS K IPOTOKOJIaM, €CIM OHU coaepaT boiiee 25 CTpaHHUL.

JIOKYMEHTBI K MpPOTOKOjaM, €CIM OHHM CrpyMNIHMpPOBaHbl B OTJENbHBIE AEJA,
CUCTEMAaTHU3UPYIOTCS BHYTPH [€/1a [0 NOPsAKY HOMEPOB IPOTOKOJIOB.

JlokanbHble HOPMATUBHBIE aKThl, YTBEPXACHHBIE PpACNOPAAUTENBHBIMU
JOKYMEHTaMH, SBISIOTCS TMPUWIOKEHUSIMH K HUM M TpPYNIUPYIOTCS BMECTE
C YKa3aHHBIMH JOKYMEHTaMH.

[Ipyka3bl 10 OCHOBHOHN AEATENbHOCTH IPYNINUPYIOTCS OTAENIBHO OT NPUKAa30B
10 JUYHOMY COCTaBy U APYTrUX BUAOB MPUKA30B.

[lpuka3sl Mo JMYHOMY cCOCTaBy (OPMHUPYIOTCS B Jejia B COOTBETCTBHUHU
CO CPOKaMHU XpaHEeHHUs.

JIOKyMEHTBI B JIMUHBIX AeJlaX pacrojiaratloTcs Mo Mepe UX MOCTYIUIEHHUS.
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Ilepenucka rpynnupyercs B Aefla IO TeMaTHKe W/WIM KOPPECIOHIAEHTaM
M CUCTEMATHU3UPYeTCs B XPOHOJOTMYECKOH IMOCIe10BaTENbHOCTH: JOKYMEHT-OTBET
NoMellaeTcs 3a JOKyMEHTOM-NpockOoil  (3ampocom). [lpu  B0300OHOBIEHHH
NepEenuCKY N0 OMNpEeleNIEHHOMY BONpOCY, HauyaBlIecs B MpeAblAyIleM TO.y,
JOKYMEHTBl BKJIFOYAIOTCSI B €0 TEKyLIero roja ¢ YyKa3aHHeM HHJIeKca Jena
NpeabIAYLIEro roja.

ONEeKTpOHHBIE  JOKYMEHTbl  (OPMHUPYIOTCA B  JJIEKTPOHHBIE  JeNia
B COOTBETCTBHMH C HOMEHKJIATypo# Jien B TOH MH(GOPMaLMOHHON CUCTEME, B KOTOPOi
OHH OBLIH CO3J]aHbI WK B KOTOPYIO ObUIH BKIIHOUYEHBI.

8.21. lns obecneveHns COXpaHHOCTH, yyeTa JOKYMEHTOB H AeJl CTPYKTYpPHOro
NoApa3/ieNieH!s] U YHUBEPCHUTETa JOCTyNa K HUM MPOBOJUTCS KOMIUIEKC paborT:

CO37laHHE ONTUMAJILHBIX YCJIIOBUH XpaHEHUs! JOKYMEHTOB U Jie;
pasMelleHue Oe;

MpOBEpPKA HAJIMYUS U COCTOSIHUSA JOKYMEHTOB U JIE;

cobrofeHye NopsAaKa BblIaYH €.

8.22. Jlena pa3MemialoT B pabo4yMX KOMHATaxX MJIM CMELHAIbHO OTBEIEHHBIX
AN STOH LEeNM NOMelIeHusX B Iukadax, Ha CTejUlaxax, 4YToObl 00ecneuuTh
UX COXPaHHOCTb Y 3aLUMTY OT BO3AEHCTBHUS BpeAHbIX (haKTOPOB.

Hena 1y1st ux ydera v OpICTPOro MOMCKa JOJDKHBI pacnoiaraTbCs BEPTUKAIIBHO,
KOpelllkaMUd HapyXy U B COOTBETCTBMM C HOMeEHKnatypoil gen. Ha kopeuikax
00JI0KEK JeNl yKa3blBalOTCS MHAEKCHI 110 HOMEHKJIaType Jell, IpU HeoOXOAMMOCTH
HOMEp TOMa Jena, naTy Jena. HoMeHknaTypa fen MM BhIKMCKA U3 Hee MOMeLaeTcs
Ha BHYTpeHHelH CTOpoHe likada.

8.23. IlpoBepkH HamW4yusi U COCTOSIHUSI OOKYMEHTOB M Jel B LeNsX
YyCTaHOBJIEHHUS dakTHyecKoro HaJIM4us nen  OOJDKHBI IIPOBOJUTHCS
NEJIONPOU3BOANTENIEM NOAPA3ENEHUS B CIy4asx:

nepen nepeaayeil JOKyMEHTOB B apXHUB OpraHH3aluHy;

IpY NepeMeLIEHUH Ael;

[IpY CMEHE PYKOBOJAUTEJSI CTPYKTYPHOTr'O NoJApa3ieiieHus;

IpU peopraHu3allMd W JIMKBUJAUWMMA OpraHU3alMd WJIH CTPYKTYpPHOIO
nojapasJeseHHusl.

IIpoBepka HalW4Msl MPOBOAUTCS MyTeM CBEPKH cTaTell HOMEHKIIATyphbl Hel
C onucaHueM Jen Ha obnoxke, a Gusnueckoe COCTOSHUE JeNT OTpenesseTcs MyTeM
UX BHM3yalbHOro mpocMmoTpa. Bce oOHapyxeHHble HENOCTaTKM  JOJKHBI
¢buKcHpOBaTbCs B aKTe NIPOBEPKH HAJIMYMS U COCTOSIHUS Jell.

8.24. B ciyuae BBISIBNEHHUS OTCYTCTBHUS A€J, YUCIALIUXCSA 10 HOMEHKJAType
IeNl, pyKOBOACTBOM NOApa3lejieHUH MPUHUMAIOTCS MEpbl MO HUX PO3BICKY (CpOK
po3bicka — 2] KaneHapHbld JeHb). Ecniu po3bick Aen He [AaeT pe3yJbTaTa,
COCTaBIISIETCsl CIIpaBKa O MPHYMHAX HMX OTCYTCTBHUS, KOTOpas MOAIHCBIBAETCS
pYKOBOAHWTENEM NOApa3fesieHus U npeacrasnsercs B OOui otaen.

®akt yTpathl gena (#en) Qukcupyercss B akTe, coctaBiasieMoM OO0mmm
OTAENIOM (3aBeAYIOLLUM apXMBOM) U PYKOBOJUTENIEM CTPYKTYPHOIO MOApa3/eeHUs
(YNOoNHOMOYEHHBIM UM JHUIOM) B TPeX 3K3eMIUIIpax: Mo OJHOMY 3K3eMIUIIpY akKrta
xpaHutcs B OOleM oTaene U CTPYKTYPHOM MOApPA3AeNieHUM; 3K3eMIUISp aKTa
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NPEACTaBNAETCS B apxXWB OpraHM3alMd [pUd Mepejade JeNl CTPYKTYPHOTO
noJpa3sJeJieH!s] Ha apXUBHOE XpaHEHHE.,

8.25. OxcneprH3a UEHHOCTH JOKYMEHTOB MpPOBOAMTCS HAa  OCHOBE
3aKOHOJATENIbHBIX H HHBIX HOPMATUBHBIX NPaBOBbIX akTOB Poccuiickoit Mexpepanmu,
YCTaHaBIMBAOUIMX TpeOOBaHHA K CpPOKAaM XpaHEHHs HOKYMEHTOB, THIIOBBIX
1 BE[JIOMCTBEHHBIX MepeYHel JOKYMEHTOB C yKa3aHHEM CPOKOB UX XPaHEHH:

TNpY COCTaBJIEHUH HOMEHKJIATYPBI AeJ;

TIpH MOATOTOBKE JIEN K Nepefaye B apXUB OpraHU3alky;

B apXUBE OpraHU3alUH.

8.26. [JIna opraHu3alMM M TNpOBENEHUs pabOTHl 110 3KCHEPTU3E LIEHHOCTH
nokymentoB B CIIPOI'Y T npukasom co3naercs skcnepTHas komuccus (naiee - 9K).

3ajauy, ¢yHKUMM, npaBa, opraHusauus pabotei DK  onpenensiorcs
IIOJIOKEHHEM O HEH, KOTopoe pa3pabaThlBaeTCs Ha OCHOBaHHUHM [PUMEPHOTO
MIOJIOKEHUS,  YTBEPXKOEHHOIO  YNOJHOMOYEHHBIM  (elepaJibHBIM  OpraHoM
MCIIOJHHTENIHOM BJIACTH B c(hepe apXHBHOTO Jejia U JeJIONPOU3BOACTBA.

8.27. OcHoBHbIMU (yHKUMAMH DK sBISIOTCS:

OpraHM3alus eXXeroqHoro otoopa Ae AJis XpaHEHUS U YHUUTOXKEHHS;

pPacCMOTpPEHHME U COIJIaCOBaHUE INPOEKTa HOMEHKIATYyphl e OpraHu3allHH,
OIMMCEN JieN1 MOCTOSHHOTO M BpeMeHHbIX (cBbliie 10 JIeT) CpOKOB XpaHEHHs, B TOM
YHClE IO JIMYHOMY COCTaBy, aKTOB O BBIJEJIEHHUM K YHUUTOXEHHIO Jiell,
He MoJJIexalllix XpaHeHHUIo;

y4yacTH€ B IIOATOTOBKE M  pPacCMOTPEHHMH IIPOEKTOB HOPMATHUBHBIX
M METOJUYECKHX JOKYMEHTOB 110 BOIpocaM paboThl C JOKYMEHTaMK B OpraHHU3allkH.

8.28. OxcmepTusa LEHHOCTM JOKYMEHTOB OCYIUECTBIISETCS €XKETOIHO
JENONPOU3BOANTENSAMH  MoApasfesieHuit coBMectHO ¢ OJOK  CIIGBI'YT u nmnoa
METOAUYECKUM pykoBoacTBoM Ob1uero otaena.

8.29. Ilpu npoBeneHUH IKCIEPTU3bl LIEHHOCTU NOKYMEHTOB NpPH MOArOTOBKE
JieJ1 K [epefiade B apXyUB OpraHM3aluy OCYILIEeCTBIISETCS:

OoTOOp [OKYMEHTOB IOCTOSIHHOrO M BpeMeHHBIX (cBbimle 10 Jer) cpokos
XpaHeHus AJs [lepeaiy B apXuB;

oTOOp NOKYMEHTOB BpeMeHHbIX (0 10 JieT BKIIOYUTEIBHO) CPOKOB XpaHEHHS
U ¢ noMeTkaMu «Jlo MUHOBaHHs HafoOHOCTUY, «J10 3aMeHbl HOBBIMHY, MTOAJIEXKALIHUX
JalbHEHIIEMY XPaHEHHIO B CTPYKTYPHBIX NOApPa3ieNeHHAX;

BBIZICJIEHHME K YHUHYTOXXEHHUIO OEN 3a MNpelblaylHe TOMAbl, CPOKH XpaHEHHSs
KOTOPBIX UCTEKIIH.

OnHOBpEMEHHO MpOBEPSETCST KaueCcTBO M IOJIHOTa HOMEHKJIATYphl Je
CII6I'YT, npaBUIBHOCTH OIpeleIeHHs] CPOKOB XpaHEeHUs Je.

8.30. Jlena nocTOSIHHOrO M BpeMeHHBIX (cBbllle 10 J1eT) CpOKOB XpaHEHUS
IOJJIEXKAT TOJIUCTHOMY IPOCMOTPY AJIS BBIACJIEHHS M3 HX COCTaBa JOKYMEHTOB
BpeMeHHBIX (10 10 1eT) CpoKOB XpaHEeHHUsI.

Jena ¢ otMmetkor «JIIK» moasepraroTcss NMOJMHUCTHOMY IPOCMOTPY B LIEJAX
OIpefie/IEHUs Y BBIIENEHUS U3 UX COCTaBa JOKYMEHTOB, ITOMJIEKAIINX TOCTOSHHOMY
XpaHEHHUIO.



58

831. Otbop 2JIEKTPOHHBIX [AOKYMEHTOB )1 I[iepeJadyd B  apXHB
OCYILECTBIISIETCS] B aBTOMaTU3UPOBAHHOM peXKUME MyTeM 0TOopa JOKYMEHTOB U3 6a3
OAaHHBIX HH(pOpMalUOHHBIX cHcTeM no npusHaky «UWHaexc pena» («Cpok
XpaHEHUs»),

8.32. Ilo pesynbraram O3KcHepTH3bl UEHHOCTH HOokyMeHTOoB B CIIOI'YT
NPOBOAUTCS OQOpPMIIEHHE JieN U COCTABJISIIOTCS ONUCH €N MOCTOSHHOTO XpaHeHMs,
BpeMeHHbIX (CBBILIE 10 NeT) CPOKOB XpaHEHUs U IO JIUYHOMY COCTaBY, @ TAK)KE aKThl
O BBIJICJIEHUH K YHUUTOXKEHUIO €], HE NOJJIeXallUX XPaHEHHIO.

Onucu [en NOCTOSHHOrO XpaHeHHs, BpeMeHHbIX (cBbille 10 5er) cpokoB
XpaHEHUs! ¥ M0 JINYHOMY COCTaBY, a TaK)XKe aKThl O BBIAEJIEHUHU K YHUUTOXXEHHUIO JeT,
He MOoJUIeXallluX XpaHEeHWI0, paccMaTpuBaloTCsi Ha 3acenaHuu OK yHuBepcuTeTa
onHoBpeMeHHo. CornacoBaHHble DK aKkThl U ONUCH YTBEPXKIAIOTCS PEKTOPOM.

8.33. [ena, obpa3oBaBluuecs: B AeSATENIbHOCTY YHUBEPCUTETA U IOAJIEXALLUE
XPpaHeHHUI0, TPOXOST IOJIHOE WM YyacTU4YHoe odopmiieHue. [lonHomy odopmienuro
nojnexar Jesia BpeMeHHbIX (cBbllie 10 s1eT) CpOKOB XpaHEHUs U IOCTOSHHOIO
xpaHeHus. Jlena BpeMeHHBIX (10 10 JieT) CpOKOB XpaHEHMs MOAJIEKAT YACTUYHOMY
0(OPMIIEHHUIO.

Odopmnenue nen MpoBOLUTCS B CTPYKTYPHBIX MOJpa3JENeHUSX [0 MECTY
(¢bopMHpOBaHUs JOKYMEHTOB B JeJa.

8.34. IlonHoe odopmneHue nena Ha OyMaKHOM HOCHTEJE BKJIIOYaeT:

odopMIIeHHE PEKBU3UTOB OOJIOKKHU [ena 1o Gopme;

HyMepalHIo JINCTOB B JeJie;

COCTaBJIEHHE JIUCTa-3aBEpUTENS [eNa;

COCTaBJIEHUE B HEOOXOAUMBIX Cllyyasix BHyTpeHHel OonucH JOKYMEHTOB JeNa;

MOAIIKMBKY U IepernerT Aena;

BHECEHHE HEOOXOOUMBIX YTOUYHEHUH B peKBH3UTHI 00JIOKKH Aena (yTOuHEHHUE
Ha3BaHHs OpraHM3ally, HHAEKCa efa, KpalHUX AaT [efa, 3arojioBKa [ena).

JlucT-3aBepuTenb Aena, BHYTPEHHAS ONUCh JOKYMEHTOB Jena U 00J0XKa aena
COCTaBNAOTCS MO (hopMaM, yCTaHOBIEHHbIM [IpaBunamu xpaHeHuUs.

8.35. Mlena BpemeHHbIX (n0 10 neT BKJIIOUUTENBHO) CPOKOB XpaHEHHS,
MnoAjeXxallue 4YacTUYHOMY O(OpMIEHHIO, MOOMNYCKaeTcs XpaHWTb B Marnkax,
B KOTOpBIX J€Jla XpaHWIIMCh B AEJONPOU3BOACTBE, [TepecUcTeMaTH3alls JOKyMEHTOB
B Jlelle HE NpPOBOJUTCS, JIUCTHI [ejla HE HYMEpPYIOTCH, JIUCThl - 3aBEPUTENHU Jella
He cocTaBisloTcd. Ha o00sioxke nena B COOTBETCTBUM C HOMEHKIATypoH [Jein
CII6I'YT 3amonHsAIOTCA pPEeKBU3UTHI: HaUMEHOBaHHE OpraHM3alll{, HauMEHOBaHHE
noapasaeneHusi, UHAEKC Aea, 3aroIoBOK AeNla, CPOK XpaHeHUsl JOKYMEHTOB.

8.36. Ha obnoxxe nen BpemeHHbIX (CBbille 10 jeT) CPOKOB XpaHEHHUS U MO
NMUYHOMY COCTaBYy YKa3bIBalOTCS:

HauMEHOBaHUE BBILLIECTOSLIEN OpraHu3aluuy (OpraHu3aluu - yupeauTes);

HalMEHOBaHHUE OpPraHU3allMU - HICTO4YHHKA KomIuiekToBaHus - LII'A CII6;

HalMEHOBaHUE CTPYKTYPHOTO [OApa3IeIeHHUS];

MHJEKC [eNla 10 HOMEHKIaType Oell;

HOMep ToMa (YacTH);

3aroJIOBOK Jiena (Toma, YacTH);
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KpaiHue AaThl fesa (TOMa, 4acTH);

KOJIMYECTBO JINCTOB B JeJie;

CPOK XpaHEeHHus Jena;

apXUBHBIA HUQp Aena.

Ha 065n05Kax e NOCTOSHHOTO XpaHeHUs! HaJl HAUMEHOBaHUEM OpraHU3allu
yKa3blBaeTCs HAaUMEHOBAaHWE TIOCYAapCTBEHHOr0 (MYHHMLMIAJIBHOIO) apXHBa,
HUCTOYHHKOM KOMIIJIEKTOBaHUS KOTOPOro BbICTYIaeT OpraHHu3aLusl.

8.37. Ilpu odopmiieHHH 00IOXKKY Aena:

HaMMEHOBAHME BBILIECTOAINEH OpraHM3alUM (OpraHu3aUuMd - Y4pPEeAUTENd),
YKa3bIBAE€TCs IOJHOCTBIO B MMEHMTEJIbHOM Mafiexe, NOJ IOJHBIM HaHMEHOBaHHEM
B CKOOKax yka3blBaeTcsl O(ULHaIbHOE NPUHITOE COKpallleHHOE HAWMEHOBAHHE:

®denepaabHOE areHTCTBO CBA3HU
(PoccBsi3b)

HaWMEHOBAHUE€ OpraHHu3aldH YKa3bIBaCTCsAd IIOJIHOCTBKO, B HMEHUTEJBHOM
[Mageixe, ¢ yKazaHHuEM O(bI/ILII/IaJIbHO [IPHHATOr'0 COKpPAlllEeHHOI'0, KOTOPOE YKa3blBaCTCA
B CKoOKax mnocJie MojJHOr0 HauMEHOBAHHS:

(enepanbHOE rocy1apcTBEHHOE OOKETHOE 00Pa30BaTEIbHOE YUPEXKIAEHUE
BeICLIEro obpasoBaHus «CaHkT-IleTepOyprekuil rocyJapCcTBEHHbIH YHHBEPCUTET
TEJIeKOMMYHUKaLUH UM. npod. M.A.boHu-bpyeBuua»

(CIIoI'yT)

HaMMEHOBAaHUE CTPYKTYpHOrO MNOJApa3/ieieHuss YKa3biBa€TCs IIOJHOCTBIO
B COOTBETCTBMH C YTBEPKAECHHOH CTPYKTYpoH opraHuzauud (MpH Haluuyuu
COKpAILlEHHOT0 HaWMEHOBAHHSl CTPYKTYPHOro NOApasfefieHUs OHO YKa3bIBaeTcs
B ckoOkax), HalpHuMep:

PunaHcoBo-NIpaBoBoi aenaprameHT (PI11)

MHIEKC JeNla TPOCTABJsETC] B COOTBETCTBUM C HOMEHKJIATYpod e
YHUBEPCHUTETA,;

3aroJIOBOK JieJla TEPEHOCHTCS M3 HOMEHKJIATYpbl Jedl YHUBEpPCHTETa
(B HEOOXOAUMBIX CIIy4asiX B 3aroJIOBOK BHOCATCS YTOUHEHHS);

nathl fena (roa(bl) 3aBefieHUs! 1 OKOHYaHUs efa B JeJIONPOU3BOJACTBE).

ITpn M3MeHEHMH HaUMEHOBaHUS OpraHH3al|K WIH MOAPa3EIeHUs B TEUEHHE
NepHosa, OXBAaTBIBAEMOIO NOKYMEHTaMHU Aejia, WIM NpHU nepejade Aejla B APYroe
noapasiejeHde Ha OOJIOXKKe Jesia MOJ MPEXHUM HaUMEHOBAHHEM YKa3bIBaeTCH
HOBO€ HaMMEHOBaHWE OpraHM3aluy (MOApa3feNeHus), a MpexHee HauMeHOBaHME
3aKJIFOYaeTCs B CKOOKH.

HMHpekc fena v 3arojoBOK Jesla NMepeHoCATCs Ha 00JI0XKKY W3 HOMEHKJIATYpbI
nen. Ecnu neno cocTouT M3 HECKONBKUX YacTel, Ha 00JIOXKKY KaXXaoro ToMa (Y4acTH)
BBIHOCHTCS OOILHH 3aroI0OBOK JieNa U 3arolioBOK Ka0i 4acTH (NpH €ero Hajauduu).
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Jatoil fen, coaepxalluX pacnopsAUTENbHYI JOKYMEHTALHMIO, a Takxe Jell,
COCTOALIUX U3 HECKONBbKUX TOMOB (4acTei), sABISAIOTCS KpailHWe JaThl JOKYMEHTOB
Jena, TO €CTh JaThl (4YMC]IO, MECsl, TOJA) peructpauuu (COCTaBJIEHHs) CaMOro
paHHEro M Camoro MO3JHEro NOKYMEHTOB, BKJIIOUEHHBIX B jaeno. I[Ipu 3tom aeHb
Mecsiua (IBa 3Haka) W roj (4eTblpe 3Haka) 00O3HAHalOTCS apabCkUMU LUppaMHu,
HasBaHHWE Mecsla NUILETCS ClIoBOM. Eciu B Aeno BKIKOYEHBI JOKYMEHTBI, JAThl
KOTOPBIX BBIXOIST 3a KpalHHWE AaThl Aejia, TO MOJ AaTaMH Jenla, ¢ HOBO#l CTPOKH
JeNaeTcs 3alMch: «B nene uMeroTcs NOKyMEHTHI 3a...rox (bl)». JlaTel gesna MOryT He
yKa3bIBaThCsl Ha 00JI0XKKE A€M, CoAepXkallluX, HallpuMep, TOAOBbIE MJIaHbl U OTYETHI,
TaK KaK OHU OTpa)kaloTCs B 3arojioBKax Jiejl.

Hatamu fena, COAEpKallero NpOTOKOJIbl 3aceaHui, SIBNISIOTCS AaThl IEPBOrO
Y MOCJEAHEr0 IPOTOKONA.

Kpafitnumu paramu JnM4HOrO fena SBISIIOTCS JaThl IOJNMCAHHS IpHKa3a
0 npueMe (NMpU HaJU4UM TPYLOBOrO JOroBOpa - JaTa 3aKiIOYEHHs TPYJIOBOro
JIOTOBOpa) U NpHKa3a 00 yBOJILHEHHHM JIMLa, HA KOTOPOE OHO 3aBelieHO. B ciyuae
CMEpPTH JMLA, Ha KOTOPOE 3aBENEHO [0, KOHEYHOW JaToil sBiseTcs Jara
JIOKYMEHTA, U3BELLAIOLIErO O €ro KOHYHMHE.

PexkBU3UT «CpOK XpaHeHus J[ena» [MEepPeHOCUTCS Ha O0O0JIOKKY Jdena
U3 HOMEHKJIATYpbl [eJl IOCJIE CBEPKM €ro CO CpPOKOM XpaHEHMs, YKa3aHHbBIM
B IIEpeYHE THUIIOBBIX AOKYMEHTOB WM B BEJIOMCTBEHHOM IIepeuHe OOKYMEHTOB,
C YKa3aHUEM CPOKOB XpaHEHHUS.

Ha nenax nocTossHHOro XxpaHeHusl MUIIETCs: « XPaHUTh [TOCTOSTHHOY.

8.38. Ilo oxoH4YaHMM roja B HaalNMCHU Ha OOJIOKKAax JeJl MOCTOSHHOIO
¥ BpeMeHHBIX (cBbille 10 7eT) CpoKOB XpaHEHUs BHOCSATCS YTOYHEHHs: MpH
HECOOTBETCTBHMHU 3arojioBka Aesl Ha OOJIOKKE COAEpaHHIO MOMIIUTHIX JOKYMEHTOB
B 3aI'0JIOBOK €J1a BHOCATCS U3MEHEHUS U AONOIHEHHUS.

HaumeHoBaHHs opraHusaluu U MNOApa3JeieHHs, rol W HOMep Aefla MOTyT
NPOCTaBNATHCA Ha 00JI0XKKE C IIOMOLLBIO LITaMIIA.

8.39. B uenax obecnieyeHUss COXPaHHOCTH U 3aKpelyieHus Mopsaka
pacnojiOXXeHHUs NOKYMEHTOB, BKJIIOYEHHBIX B J€JI0, BCE €ro JIUCThI, KpOMe JIUCTa
3aBEpUTENI] U BHYTPEHHEH OINUCH, HyMEpYIOTCs apabCKUMM LudpaMyd BaJlOBOMH
Hymepauuen. JIMCcTel HymepyroTcs rpadUTOBBIM KapaHAALIOM WM HyMEpaTOpOM
(ynmoTpeOneHue uepHMS M LBETHBIX KapaHJallleil s HyMmepalud JIMCTOB He
JOIYCKAaeTCs1) CBEPXY BHHU3, LIM(PBl IPOCTABIAIOTCS B MPAaBOM BEPXHEM YIJIy JIUCTA,
He 3aieBasi TEKCTa JOKYMeHTA. JIUCThl BHYTpEHHEH ONUCU HYMEpYIOTCS OTAENbHO.

JIMcTel L€, COCTOSIIMX M3 HECKOJIbKUX TOMOB MM 4YacTel, HyMepyrTcs
10 KaXXJIOMY TOMY WJIM YaCTH OTAEJNIbHO.

JlokyMeHTbl C COOCTBEHHOM HyMmepalueill JUCTOB HyMepyroTcs B oOlueM
nopsiJKe.

Jluct moboro dopmara, NOAMUTEINA 32 OAUH Kpal, HyMEpYeTCsl KaK OAMH JIUCT
B NpaBOM BepxHeM yriay. CHOXXEHHBIH JHUCT pa3BOpavyHUBaeTCs W HyMepyeTcs
B [IpaBOM BEpXHEM yriy. JIMCT, CIOXKEHHBIH M MOJUIMUTHIN 33 CepefyHy, MOANEKUT
NepelluBKe U HyMepyeTcs KaK OIHH JIUCT.
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Ecnu B [eno noAliuT KOHBEPT € BJIOXKEHHEM, CHavajla HyMEpyeTcsi KOHBepT,
a 3aTEM OYEpPEOHBIM MOPSAKOBLIM HOMEPOM KaXK[I0€ BIIOXKEHUE B KOHBEPTE.

Ecnu B Hymepauuu nuctoB ponyueHo Oosiee 10 omubok, Bce meno
HyMepyeTcsi 3aHOBO. [Ipu 3TOM cTapble HOMepa 3a4epKUBAIOTCA, U PAOM CTAaBUTCA
HOBBIHM HOMED JIUCTA.

IIpy Hanuuuu OTAENbHBIX OLIMOOK B HyMepaLMH JHCTOB JOIyCKaeTcs
ynotpebieHue TUTepHBIX (¢ OYKBEHHBIMH JOMOJHEHUSIMH ) HOMEPOB JIMCTOB.

8.40. Ilocne 3aBepllueHUss HyMepalllu JIMUCTOB COCTABIISIETCS JIUCT-3aBEPHUTEND
Jejla, KOTOpbIM pacronaraeTcsi B KOHLie Aena. B nucre-3aBeputene uudpamu M
NPONUCHIO  YKa3blBalOTCA KOJNMYECTBO JIUCTOB B JAHHOM Jeje, OCOOEHHOCTH
OTJENIbHBIX JJOKYMEHTOB (HESCHBIA TEKCT, pa3pblBbl, CKJIEHKH).

JIucr-3aBepuTens nena MOANMCHIBACTCS €0 COCTAaBUTENEM C yKa3aHUEM
JOJKHOCTH, UHULMAJIOB U (haMHJIUHU, AaThl COCTaBJICHHUS.

KonuyectBo 1MCTOB B [Jeje, YKa3aHHOe B JIMCTe-3aBepuUTesie [eina,
npocTaBnseTcs Ha o0JIoXKe ena.

Ecnu neno nepenneTeHo U MOAWUTO 6€3 IMCTa-3aBEpUTENs, TO COCTABIEHHBI
JUCT-3aBEPUTEND MTOJKIJIEUBAETCS K BHyTPEHHEH CTOpOHE 3a/iHeil 00J10KKY Jiena.

8.41. [ns yuera JOKYMEHTOB OIpENENeHHBIX KaTeropuii IMOCTOSHHOIO
u BpemeHHoro (cBbille 10 5eT) CpoKkoB XpaHEHHs, Y4eT KOTOPBIX BBI3BaH
cneuu$UKoi JOKYMEHTalUU, BKIIIOUEHHOH B J€N0, COCTABNSETCS BHYTPEHHSS OMHUCH
JOKYMEHTOB JieJIa, TIOMEeLLaeMas B €ro Hayaio.

BHyTpeHHss onuce BKIIOHaeTcsl B Aena, UMeEILuMe Oco0yr0 3HAuMMOCTb,
a Taike B Jena, chOpMUpPOBaHHbIE 110 BUIaM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX He
PacKpbIBalOT KOHKPETHOI'O CONEP>KaHUsl JOKYMEHTOB.

BHyTpeHHAs onuCh JOKYMEHTOB Jiela COCTABIISIETCS Takke Ha 0ObeMHBIE Jela
TIOCTOSHHOTO M BpeMeHHbIX (cBbille 10 JIeT) CPOKOB XpaHeHHMs B LENsIX Yydera
¥ OBICTPOro HaxXOXIEHUs NOKYMEHTOB B JIeJI€.

B xOHLe BHyTpeHHeH OnucH yka3blBaeTcs UU(paMy U NPONUCHIO KOJIHYECTBO
BKJIFOUEHHBIX B Hee€ JOKYMEHTOB U KOJIMYECTBO JIUCTOB BHYTPEHHEN OMMCH.

BHyTpeHHsi1 omnuch JOKYMEHTOB Jena IIOANHCHIBAETCS COCTaBUTENIEM
C YKa3aHHMeM JOJDKHOCTH, MHULIMAJIOB U (haMUIIMY, AaThl COCTaBIEHUS.

Ecnu neno nepenieTeHo u noAlMUTO 6€3 BHYTPEHHEH OMUCH, TO COCTaBleHHas
BHYTPEHHSIS OMUCH MOJKJIEMBAeTCs K BHYTPEHHEH CTOpOHe TMLEBOH 0010XKKH Aena.

8.42. JlokyMeHTbl MOCTOSIHHOro, BpeMeHHbIX (cBbilie 10 1eT) cpokoB
XpaHeHUd U M0 JUYHOMY COCTaBYy, COCTaBISIOLIME AENIO, NIOMELLAIOTCA B TBEpAbIE
OONOXXKM M3 KapTOHa, MOALUMBAIOTCS B YEThIpe IMpOKOJNa WM MEpenieTarTcs
C Y4Y4eTOM BO3MOXXHOCTHM CBODOJHOIO 4YTEHMsI TEKCTa BCeX AOKYMEHTOB, [aT, BH3
M pe3oyiolMi Ha HuX. Pe3omonuu pykoBOACTBa, COCTaBJIE€HHbIE Ha OTAENBHBIX
NnUCTaxX, MOMeLIAlTCs MNepea AoKyMeHToM. [Ipy moAroTroBke Aen K IOXALLMBKE
(nepernuiety) npoBepsieTcss MNpPaBUIBHOCTh MX (GOPMHUPOBaHUS, O(OPMIIEHHS, BCE
IUIaCTUKOBblE M  METAJUIMUECKHE KpEeIUleHWs, a TakKXe TEepMOIIepeIlieThl
U3 JOKYMEHTOB yIAJISIOTCS.
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Jena TMOCTOSSHHOrO XpaHEHWs, COCTOSIIME M3 0C000 LEeHHBIX WM
He(OPMATHBIX JOKYMEHTOB, MOTYT IPUHUMATBCSA Ha XpaHEHUE B 3aKPHITHIX TBEPABIX
nankax ¢ TpeMs KjlanaHaMH U ¢ 3aBS3KaMu WJIH B KOpoOKax.

8.43. [IloarotoBka 3NEKTPOHHBIX MJOKYMEHTOB K Ilepefaye B apXuB
OCYLLECTBJIIETCSI CTPYKTYpPHBIM MOIpa3ieNeHUeM - BJIafeNbleM COOTBETCTBYIOLIEH
MH(MOPMALMOHHON CHUCTEMBI COBMECTHO ¢ mojpasfiefieHdeM (CIELHUaUCTOM),
obecne4dnBaoILIUM QYHKIHUOHHPOBaHHE HHGHOPMAaLIMOHHONW CHCTEMBI.

8.44. Ilpy NMOArOTOBKE 3JNEKTPOHHBIX JHOKYMEHTOB, OTOOpaHHBIX K Mepenaye
B apXUB OpraHM3alliM, BBIMOJHSIIOTCA CJEAyIOLIHe OCHOBHBIE NpOLeaypbl paboThbl
C IOKyMEHTaMHU:

KOHBEpTaLUsl JIEKTPOHHOIO JOKYMEHTA B (pOpMaT apXUBHOTO JOKYMEHTA;

(bopMHpoBaHKe B HH(GOPMALIIOHHON CUCTeMe OpraHu3ally 3JIeKTPOHHBIX Oel,
SABJAIOIIMUXCS COBOKYIHOCTBIO KOHTEHHEPOB 3JIEKTPOHHBIX JOKYMEHTOB HIIH
KOHTEMHEPOM D3JIEKTPOHHOIO [JOKYMEHTa, BKJIIOYAIOIIEM: KOHTEHT U MeTaJaHHEBIE
3JIEKTPOHHOIO NOKYMEHTa, (pailfibl 3J€KTPOHHBIX MOANKCEH M BHU3yaJM3HPOBAaHHYIO
KOITHIO TEKCTOBOI'O 3JIEKTPOHHOIO IOKyMeHTa B popmate PDF/A;

(opMHUpOBaHHWE OINUCH ODIEKTPOHHBIX JieJl, JOKYMEHTOB CTPYKTYpHOIO
NoApa3iesieHus;

MHIpaUUs 3JEKTPOHHBIX JIOKYMEHTOB Ha (Qu3nyeckd 000coOJIeHHBIE
MaTepHaibHble HOCUTENH, ECIIH JOKYMEHTBI [IEPEeNatoTCs B apXUB OPraHU3alliyi He Mo

MHQOPMaLHOHHO-KOMMYHHKALMOHHBIM KaHajlaM;

NPOBEpPKAa BOCIMPOU3BOAUMOCTH 3JIEKTPOHHBIX JOKYMEHTOB;

MpOBEpPKa  JJMEKTPOHHBIX  JAOKYMEHTOB  Ha  HaJH4YMe  BPeIOHOCHBIX
KOMIIBIOTEPHBIX IIPOrpPaMM;

MOATBEPXKIECHHUE LENOCTHOCTH 3JIEKTPOHHOIrO Jejia 3JEKTPOHHOH MOIMHCHIO
PYKOBOZMTENS CTPYKTYPHOrO nojpasfeneHuss (MHOro YIOJHOMOHYEHHOro JIHLa),
OCYLLECTBJISIOLIETO MOArOTOBKY 3JIEKTPOHHBIX JOKYMEHTOB K Nepefaye B apXHUB.

8.45. DOJEeKTpOHHBIE JOKYMEHTbl IMepefaloTcss B apXWMB OpraHu3aluu
no  MHPOPMALMOHHO-TENEKOMMYHHKAllMOHHOW CeTH WnM Ha  (U3MYECKH
0060COOIEHHBIX HOCUTENSIX B COOTBETCTBMM C YCTAHOBJIEHHBIMM IpaBHIIaMM, 6e3
COXpaHEHHMs  JAaHHBIX  JJIEKTPOHHBIX  JOKYMEHTOB B  COOTBETCTBYIOIIHX
MH()OPMAaLMOHHBIX CUCTEMAX.

8.46. Omucu fen COCTaBISIOTCS B CTPYKTYPHBIX [OJApa3leNieHUsX O[T
METOAMYECKUM pyKoBoacTBOM Ob1ero otaena (pabOTHHKOB apXuBa).

Omnucu gen COCTaBISAIOTCS OTAEIBHO Ha Jiejia MOCTOSHHOTO XpaHEHWs; jena
BpeMeHHBIX (cBpllle 10 NeT) CpokoB XpaHEHMs; [efla MO JIHYHOMY COCTaBy,
3JIEKTPOHHBIE [e1a, a TAK)Ke Ha JieNa, COCTOSLLME U3 JOKYMEHTOB, XapaKTepHbIX s
CII6I'YT (cynebHsle, cieACTBEHHbIE Aea, HAYyYHbIE€ OTYETHI [0 TEMaM).

Onucu gen CTPYKTYypHbIX MNoApa3fefieHUH COCTaBIAIOTCA Mo  (opmam,
yCTaHOBNIeHHbIM [IpaBunamu xpaHeHHusl.

ITo onucsaM fen CIPYKTYpHBIX MNOApa3fefieHHi JOKYMEHThbl IIepelaloTCs
B apXUB.

Ha nena BpemeHHBIX CpokoB XpaHeHHS (0o 10 JieT BKIIOYHTENIBHO) OMHUCH
HE COCTaBJSAIOTCS, U B apXMB TakHe JeNa He MepeaaroTcs.
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8.47. Onucu Aen CTPYKTYpHBIX NOApa3fiefeHUuil MpeacTaBIsaIOTCS B apXUB He
paHee, yeM 4epe3 OJIMH IOJl, U He IO3/Hee, YeM Yepe3 TpU rona Iocie 3aBeplIeHUs
Jien B AEIONPOU3BOICTBE.

8.48. OtnenbHas onuch NpeACTaBiseT COOOH rnepedeHb ONucaTeNbHbIX cTaTei
C CaMOCTOSATEJIbHOM TMOpAJAKOBOM HyMepalMeH, Kaxzaas M3 KOTOPBIX HJOJKHA
BKJIFOYATh CIEAYIOIIUE CBEICHUS:

MIOPSAKOBBINA HOMEP JieNa N0 OIUCH;

MHJEKC Jena,

3aroJIOBOK A€ea;

KpaliHHe JaTbl Jena;

KOJIMYECTBO JIUCTOB B JIEJIE;

CPOK XpaHeHUs Jena;

IpUMeYaHuUs.

8.49. Ilpu cocraBieHMUM ONHUCH [J€1 CTPYKTYPHOTO TOIpa3feeHHs
cobrogaroTes clenyromue TpeboBaHus:

3aroJIOBKM €1 BHOCSITCS B ONHUCh B COOTBETCTBUMU C IPUHATOM CXeMOH
CUCTeMAaTHU3alMHU [ell, 3aKPEIUIEHHON B HOMEHKIIAType Ael;

KaXX[10€ JIeJI0O BHOCHUTCS B OIIUCH IO/l CAMOCTOSTENBHBIM ITOPSAKOBEIM HOMEPOM
(ecnu OeNio COCTOUT U3 HECKOJBKHUX TOMOB UJIM YAacTeH, TO KaXKIBIM TOM HIIM 4acTh
BHOCSATCS B OIIKCH [10J] CAMOCTOSITEIBHBIM HOMEPOM);

NOPSA0K HyMepallH JeN B OTIHCH - BaJlOBBI;

rpadbl OMUCH 3aIlOJHAIOTCS B COOTBETCTBUU C TEMH CBEICHUSMHU, KOTODEIE
BbIHECEHBI Ha 00JIOKKY Jena;

P4 BHECEHHWH B ONHUCh NoApsA nen (TOMOB, yacTed) ¢ OOMHAKOBHIMHU
3aroJIOBKaMH 3aroJIoBKM BceX Jiell (TOMOB, YacTel) MUIIYTCS MOJHOCTBIO;

rpada onucu «IlpuMedaHus» uCMONB3yeTcs AN OTMETOK O IpHeMe Jel,
0COOEHHOCTAX UX (PU3UYECKOTO COCTOSIHUS, O Mepejaue NeNl IPYTMM CTPYKTYPHBIM
NoApa3/esieHUeM CO CChUIKOM Ha aKT, O HAJTUUHUM KOIHIA.

8.50. Ilepen BHeceHHMEM 3aroJIOBKOB JieJl B OIIMCH ITPOBEPSIOTCS KadeCTBO
dbopMupoBaHUs U OQOPMIIEHHS HEN, COOTBETCTBHE KOJIMYECTBA J€JI, BHOCHMBIX
B ONKChH, KOJIMYECTBY 3aBEICHHBIX €N 10 HOMEHKJIAType Jel.

B koHIle onucH Bcien 3a MOCHeNHEH OIMMCATEILHOM CTaTheill 3amoyHseTcs
UTOroBasl 3allMCh, B KOTOPOH yKa3bIBaroTCs (LU(paMu U IMPOIUCHIO) KOJTHYECTBO e,
YUCJISAIIMXCSL 10 OIKMCH, INEpBBIA U IIOCNENHUM HOMepa Jeid IO OIHCH, a TaKxke
OroBapHBalOTCSI OCOOEHHOCTM HyMepalMM Jpedl B onucd (JIMTEpHBIE HOMepa
Y MIPOIyHIEHHbIE HOMepa).

8.51. Ilopsgox TmpuUCBOEHHS HOMEpPOB ONHCAM  Jied  CTPYKTYPHBIX
MOApAa3AENEHUN YCTaHABIUBAECTCS 110 COTTIACOBAHUIO C aApXHUBOM OpraHU3allKU.

8.52. Ilpu cocTaBieHUH OMKCH 3NIEKTPOHHBIX JEN B OIMUCH BKIIIOYAIOTCS:

NIOPSIAKOBBIA HOMEp 3JIEKTPOHHOTO JIefa M0 OINUCH;
UHIEKC JIEKTPOHHOTO JeNa;

3aroJIOBOK JieJia;

Jlata aena (Toma, 4acTH),
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CPOK XpaHeHus Jiena;

00BEM 3JIEKTPOHHOTO fena B M6;

pUMeYaHusl.

8.53. Omucu gen  CTPYKTYpPHOro  HOApPA3AENEHUS  IOAMNHUCHIBAIOTCS
pYKOBOAMUTENEM NoJApa3fefeHus U coryacoBeiBatoTcs OO6mumM otaenoM. Peectp
3JIEKTPOHHBIX [IOKYMEHTOB, SBISIOLUIMICS NPUIOXKEHHEM K OIUCH 3JIEKTPOHHBIX
JOKYMEHTOB, MOJIKCBHIBAETCS COCTaBUTENEM peecTpa ¢ YKa3aHHUEM JOJDKHOCTH,
MHULMANIOB, (paMUIIKK, ATl COCTaBIEHHUS.

8.54. Omnucu Jen CTPYKTYpHOrO MOJpa3/ieJieHUs COCTaBISIOTCS B JBYX
dK3eMIUIApax Ha OyMaXHOM HOCHTENe, OJUH M3 KOTOPBIX MEepelaeTcsi BMECTe
C JeNlaMUd B apXWUB YHHMBEPCUTETA, a BTOPOH OCTAaeTCs B KaueCTBe KOHTPOJIBHOIO
dK3EMIUIsIpa B CTPYKTYPHOM Mofpa3fieieHud. B apxuB yHUBepcUTETa TaKxke
nepefaeTcd MO 3K3EMIUISAPY OMUCEH 1esl B 3JIEKTPOHHOM BHJE B PEAAKTUPYEMOM
dbopMmaTe i1 HUCIIONB30BaHUS B JaJbHEHIEM JUIsi NOJArOTOBKM apXUBHBIX OMMCel
nell, JOKYMEHTOB (IFOZOBEIX Pa3zesioB).

8.55. Jlena mepenaroTcs Ha XpaHEHHE B apXWB B COOTBETCTBUU C IpaduKoOM
nepegayd JOKYMEHTOB, YTBEPXACHHBIM PEKTOPOM WM HHBIM YIIOJIHOMOYEHHBIM
UM JIMLOM U COTJIaCOBaHHBIM C PYKOBOAUTEISMH CTPYKTYPHBIX IOApa3feIeHUN.

8.56. [lena mOCTOSHHOIO M BpeMeHHBIX (cBblllle 10 JIeT) CPOKOB XpaHEHMS,
JIOKYMEHTBI 110 JINYHOMY COCTaBY, 3JIEKTPOHHbIE JOKYMEHTHI NIepPelaloTCsl B apXUB HE
paHee, ueM 4Yepe3 rof, U He MO3OHee, UeM yepe3 TPH roja Iocjie 3aBepIICHUs HX
B I€JIONIPOU3BOJCTBE.

8.57. Ilepenaya gen B apXWB YHHUBEpPCUTETA IPOU3BOJAUTCS IO OMUCAM eI
CTPYKTYPHBIX IOApPa3AeIeHUH.

8.58. VYmnonHoOMO4eHHBII pabOTHUK apxuBa IIpOBEpseT IPaBHUIBHOCTD
oopmiieHHsT H (GOPMHPOBaHUS JeJ, NPaBUILHOCTH COCTaBJIECHHs ONMCEH e,
COOTBETCTBHE KOJMYECTBA [i€Jl, BKJIOYEHHBIX B OIUCh, KOJIHYECTBY JEIl,
c(hOpMHPOBaHHBIX B COOTBETCTBUM C HOMEHKIIATypoH Aell.

BrisiBNeHHBIE IPU [TPOBEPKE HEJOCTATKU B (OPMUPOBAHUU U OGOPMIICHHH [N
pabOTHUKU CTPYKTYpHOrO MOApa3feNeHus: o0sf3aHbl yCTPaHUTh B [BYXHEAEIbHBIH
CPOK.

8.59. IlpueM xaxzporo pnena B apxuB IPOU3BOAUTCS B IPHCYTCTBUH
JIeJIONPOU3BOAUTENSL CTPYKTYpHOro rmnonpaznenenus. Ilpu 3Tom Ha oboux
IK3EeMILISIpax ONUCU NPOTHB KaXKAOIo Aeja, BKIIOYEHHOIO B HEe, JENaeTcs OTMeTKa
O Hanyuuu Jena. B KOHLle KaXJoro sK3eMIUIsipa ONHCH B HTOTOBOW 3aIMCH
yKa3bIBaeTCs LU(ppaMH U IPONUCHI KONUYECTBO (PAaKTUYECKU NPUHATHIX B apXHB
Jiell, B TOM YMCJie JJIEKTPOHHBIX, HOMepa OTCYTCTBYIOLIMX JeJl, JaTa IpHeMa-
nepegavyd OeNl, a TakXke IOANUCH JIMIa, OTBETCTBEHHOIO 3a apXWB, WU JHLA,
nepeaBlIero Jena.

Wrorosas 3aIUCh MOATBEPXKAAETCS HOJNUCAMHU apxuBa
U CTPYKTYpPHOrO MOApa3AciicHHs, IepelaBUIero jaejla Ha OyMa)XHOM HOCHUTENE H
9JIEKTPOHHBIE Aena.

8.60. Ilepenaua SIEeKTPOHHBIX JOKYMEHTOB B apXWB OpraHU3alMH
NPOU3BOJUTCS Ha OCHOBaHHUM ONUCEH JINEKTPOHHBIX Jed Ha (U3MYECKH
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060COONEHHBIX MaTepHalbHBIX HOCHUTENSX, KOTOpBlE IIPEICTAaBISIOTCS B [ABYX
MACHTUYHBIX 3K3EMIUISIpax.

8.61. B cinywae JMKBMOALMM WIM  pEOpraHU3allid  CTPYKTYPHOTO
NoApa3feyicHuss LeJIONPOU3BOAUTENDL IMOApa3feNieHuss B I[epHOJ IPOBeAeHUs
NTUKBUJALIMOHHBIX MEPONPUATUH (POpMUpYeT Bce MMEIOIIMECS NOKYMEHTHl B JIeNa,
obopMiIseT Hena M IepelaeT UX B apXUB YHHBEPCHUTETA, HE3ABHCHUMO OT CPOKOB
xpanenwus. Ilepenada fen ocylecTBnseTCs [0 OMUCAM JIeNl 1 HOMEHKJIAType Jell.

8.62. Ha pgema ¢ HCTEKIIMMHM CpOKaMU XpaHEHHss B CTPYKTYPHBIX
NnoJpa3fe/eHUsIX YHUBEPCUTETA COCTaBIAIOTCA IPEAJIOKEHUS K aKTy O BBIAEIEHUU
K YHHYTOXEHHIO JOKYMEHTOB, He MOMIeXaluX XpaHeHHIo (1o ¢opme,
ycTaHOBJIeHHOH [IpaBunamMu XxpaHeHus.

Ha ocHoBe npeanoxeHUH CTPYKTYpHBIX mompasgeneHuit OOwuii otaen
COCTaB/ISIET aKT O BBIAEJICHUH K YHHUTOXEHHIO JOKYMEHTOB, He MOIJIeXalluX
XpaHEHUIO, Ha Jiesla BCEH yHHBEPCUTETA MO TOH Xe ¢opMe. 3arooBKU OJHOPOIHBIX
Jel, OTOOpaHHBIX K YHHUYTOXEHHIO, BHOCATCS B aKT IMOJ OOINUM 3arojIOBKOM
C YKa3aHHUEM KOJIMYECTBA JeJ, OTHECEHHBIX K JaHHOH rpyIIe.

8.63. Jlena BKJIIOYAIOTCA B KT O BBIACNEHUHU K YHHUYTOXXEHHUIO TOKYMEHTOB, HE
NOJANEXAIIMX XPAaHEHUIO, €CJIM NMpPeAyCMOTPEHHBIN IJI1 HUX CPOK XpaHEHUS HCTEK
K | auBaps roga, B KOTOpoM cocTaBieH akT. Hanpumep, 3akoH4yeHHble B 2014 roay
Jena ¢ 3-JIETHUM CPOKOM XpaHEHHs, MOTYT OBITh BKJIFOHEHHI B aKT, KOTOPBIH OyaeT
cocTaBlIeH He paHee 1 sHBaps 2018 roga.

8.64. llena ¢ ormetkoi «OIIK» moanexar monucTHOMY MPOCMOTPY B LEIAX
BBISBJIEHHS JOKYMEHTOB, IIOUIEKAlMX IOCTOSHHOMY XpaHEHHIO. DBhIsBlIEeHHBIE
B TaKMX JieJIax JOKYMEHTB! [IOCTOSIHHOIO XPaHEHUs BBIAEISAIOTCS U NPUCOEAUHSIIOTCS
K OJHOPOJHBIM JelaM UK GOPMHUPYIOTCS B CAMOCTOSITENIbHbIE Jea.

OcranpHble TOKYMEHTH! Jena ¢ oTMeTkoi «JITK» BKIovyaroTcs B akT, Mpu
aToM oTMeTKa «OIIK» B akTe He yka3bIBaeTCsl.

8.65. AKT O BBIIEJICHUHM K YHHYTOXXEHHIO JOKYMEHTOB, HE IO UIEXKAILKX
XPaHEHHIO, MPEACTABISIETC Ha pacCMOTpeHHe U corjacoBaHue DK ogHOBpeMeHHO
C OIMCSIMH JIeJI IIOCTOSIHHOIO XpaHEHHs U 110 INYHOMY COCTaBY.

8.66. AKT O BBIICNCHHUU K YHUYTOXEHHIO JOKYMEHTOB, He IOJIeXAIUX
XpaHEHUIO, YTBEPXKAAeTCsI PyKOBOAUTENEM OpraHu3aluy rocie yrBepxaenus OITK
apXHBHOIO YYPEXIEHHUs, TOCYJapCTBEHHOIO WM MYHHULMIIAJIBHOIO apXHBa
B COOTBETCTBUM C IIPEAOCTaBICHHBIMH €My [IOJHOMOYHSMH OINHUCeHd Jen
IIOCTOSHHOI'O XpaHEHHUsI U COIJIACOBAHHUS OMNMCEHN [AeN IO JIMYHOMY COCTaBy, ITOCIIE
4€eTro JIeJ1a, BBIACIEHHBIE 110 aKTy K YHUUTOXEHHUIO, MOTYT OBITh YHUYTOXKEHEI.

8.67. [Mlena, mnojyexalye YHUYTOXKEHMIO, IlepefaloTcs Ha mepepaboTky
(yrunuszanuro). [lepenaya nen opopmiseTcs nprueMo-cIaTOYHON HaKIagHOM.

[locne yHHUYTOXEHHs el B HOMEHKIAType [ed IPOCTaBIAIOTCS OTMETKH,
3aBepsieMble NMOANUCHIO crienuanucTta Ciny>x6bl 1e0NpoOU3BOICTBA, U JATOM:
«YHuutroxkeHo. CM. akT Ne oT . [Toanuce, MHULIKAIBI,
baMunusay.

8.68. DneKTpOHHBIE NOKYMEHTHI ¢ UCTEKIUUMH CPOKaMH XpaHEeHHS MOAJIEXaT
BBIJCJICHUIO K YHHYTOXEHUIO Ha OOIIMX OCHOBaHHUAX, IIOCJIE YEero IpPOBOIMTCS
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ux (Quznueckoe YHHYTOXKEHHE WIM YHHUUYTOXKEHHE IPOrpaMMHO-TEXHUYECKHMHU
CpPEACTBaMH C COOTBETCTBYIOLIEH OTMETKOM B aKT€ O BBIACIEHUU K YHUUTOXEHUIO
3JIEKTPOHHBIX TOKYMEHTOB.
ONeKTpOHHBIE [JOKYMEHTbl CUMTAIOTCS YHHUUYTOXXEHHBIMH, €CJIM HX HENb3d
BOCCTaHOBUTE CpeACTBaMH HHGOPMALOHHONW CHCTEMBI Ha HOCHTENAX HHGpOpMaIyu
Y U3 pe3epPBHBIX KOIMHUH.

8.69. AKTHI O BBIACICHUHU K YHHUYTOXEHHUIO JOKYMEHTOB, HE IOJIEKAIIUX
XpaHeHHI0, XpaHATCs ITOCTOSHHO B Jiese GoHAa.

[X. Opranuzauus 10CTyIa K JOKYMEHTaM U UX UCIIOJIb30BaHHUs

9.1. Beimava gen, HaxoAsIuxcsi Ha XpaHeHuH B OO1eM oTaene, CTPyKTYPHBIX
HoApa3feNieHHsIX  YHUBEpCHTeTa pabOTHUKAM JpYyrux MoJpa3feleHdud  Juis
O3HaKOMJIEHHS W (WJIKM) A BPEMEHHOrO UCIOJIb30BaHMsl B paboTe NMpoU3BOAUTCA
0 3ampocaM, IIOANKCAHHBEIM pYKOBOAUTENEeM (3aMeCcTHTeNeM PpYKOBOIHTENS)
CTPYKTYPHOTO TIOJpa3/ieIeHHs, 3alpallliBaroILEro Jeno (JOKYMEHT) U ¢ pa3pelleHus
HavanpHuka OOwIero otaena UM PYKOBOAUTENS CTPYKTYPHOTO MOApasfeieHus,
JIOKYMEHTBI KOTOPOTO 3aIpallliBalOTCS.

9.2. Jlena, JOKyMEHTB! BBIJAIOTCS BO BpEeMEHHOE MOJIb30BaHHE pabOTHHKaM
YHHUBEpCHTETA Ha CpPOK He Ooiee 0JJHOro Mecsia.

['ocynmapcTBeHHBIM opraHaMm (CyJeOHBIM, NpPaBOOXpPAHUTENbHBIM, OpraHaM
rOCYJJapCTBEHHOTO KOHTPOJI U Haa3opa) JeNla U OTAeNbHble JOKYMEHTHl BBIJAIOTCA
Ha OCHOBaHMH UX MHCBMEHHBIX 3alPOCOB C pa3pellieHus] peKTOpa YHUBEPCUTETA WU
HMHOTO YIIOJTHOMOYEHHOTO UM JIM1IA, 10 aKTaM Ha CPOK He OoJjiee LIeCTH MECSLIEB.

[Mpu HeOOXOZUMOCTH CpOK HCIIONIB30BAHUSA JOKYMEHTOB MOXET OBITh
IPOJJIEH.

9.3. B muceMeHHOM 3ampoce pabOTHUKOB YHUBEPCHUTETA O BblJJaue JOKYMEHTOB
(mem) BO BpeMEHHOE IIOJIb30BaHME HW3NAraloTCs MNpPUYMHBI, [0  KOTOPBIM
3anpaliBaeTcs JOeJo  (HOKYMEHT) W  Lejdb HKCHOJb30BaHUS JOKYMEHTOB,
HaXOJSILIUXCS Ha OTIEpaTUBHOM XPaHEHUHU.

9.4. Ha BBIIaHHOE JI€JI0 3aBOAUTCS KapTa-3aMeCTUTENb, TOMelaeMas Ha MECTO
BBIJAHHOrO Hena. B Hell ykas3pIBaloTCs MHJAEKC Aefa, JaTa €ro BbAAa4YH, KOMY AEJ0
BBIOAHO, JaTa ero BO3BpallleHWs, NpelycMaTpuBaioTcs rpadbl Aas NoANHcel
B TOJIYYE€HHH U [IpUEMe Jiena.

Ha MecTo H3BATOro nomjMHHMKA AoKymeHTa paborHuk OOlLero oraena uiu
JENONPOU3BOAUTEND MOApA3AENeHUs] BKIAJbIBaE€T B J€NO JIUCT-3aMECTHUTEND
C yKasaHHeM, Korga, KOMy M Ha Kakod CpOK BBIJAaH AOKYMEHT M MOANHMCIMH
B MOJy4YeHUHU W mpueMe fAeina. [Ipy 3ToM B AeNO MOMEILAETCs 3aBEpeHHas KOMHMs
JIOKYMEHTA.

Iocne peuieHus BOMpoca, AJisi PACCMOTPEHHUS KOTOpOro Aena (JIOKyMEHTBI)
W3BIMAJICh MO 3ampocaM TOCyNapCTBEHHBIX OpPraHoB, MOJUIMHHUKU JOKYMEHTOB
JOJDKHBI OBITH BO3BpAILEHBl B YHHBEPCUTET U IIOMEIIEHEI B JIENO.
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9.5. OnexkTpoHHbIE NOKYMEHTHI, HaxOslIHecss Ha OINEPaTHBHOM XpaHEHHH
B 0a3ax JaHHBIX MH(GOPMALMOHHBIX CHUCTEM, BbIJAIOTCS JUISA HCIOJL30BaHUS B BHUJE
KOIUH 3JIEKTPOHHBIX JOKYMEHTOB B COOTBETCTBUM C MyHKTOM 2.34 IHCTpYyKUHH.

9.6. Ilopsgok poctyma pabGOTHHKOB OpraHM3ali K JOKyMEHTawm,
pa3MelllaeMbIM B COOTBETCTBYIOLIeH WHGOpPMALMOHHONW CHCTEMeE, YCTaHaBJIMBaeTCs
JIOKaNbHBIMU HOPMATHMBHBIMH aKTaMd YHUBEPCUTETA, ONPEIEeNAIOLMMU MOPAIOK
3KCMIyaTauuy WH(GOPMALMOHHONW CHUCTEMBbl, U B COOTBETCTBUH C MEPCOHAIBLHBIMH
YUYETHBIMH 3aMUCAMU pabOTHUKOB B HH(OPMAaLIHOHHON CHUCTEME.

PaboTHukaM, He HMeEWOWUMM TMpaBa JOCTYNla K COOTBETCTBYIOLIEH
UH(QOPMaOHHOH CUCTEMeE, JJIEKTPOHHBIE AOKYMEHTBHI BBIJAIOTCS B COOTBETCTBUHU
¢ myHkramu 9.1 - 9.3 HHcTpykuuu, Ha ¢u3nyecku 000coOJIEHHOM HocuTere,
BBICBUIAIOTCS 10 3JIEKTPOHHOMY ajpecy pabOTHHKa, 3alpalldBaloOlero JOKYMEHT,
WJIM UHBIM 00pa3oMm.

9.7. B O6wmeM otaene, CTpPYKTypHOM MOApa3JesieHHH, BBIAABIIEM JEJI0
(noxymeHT) BeneTcs yueT BBIJAHHBIX JeNl  (HOKYMEHTOB) W  KOHTPOJIb
MX CBOEBPEMEHHOIO BO3BpaTa. OJIEKTPOHHble Jena (JAOKyMEHThbI) BO3BpaTy
He MoJJIexar.

9.8. PaboTHukH yHuBepcuTeTa O00s3aHBl OOECIEYHBATH COXPAHHOCTH
NOJYYEHHBIX BO BpEMEHHOE T10J1b30BaHUE IOKYMEHTOB (e) Ha OyMa)KHOM HOCUTele
M HCIOJb30BaTh NOJYYEHHYIO HHGOpMaluio B CHyXeOHBIX LENAX B COOTBETCTBHU
Cc TpeOOBaHUSMHU JIOKAJbHBIX HOPMATHBHBIX aKTOB. Jalpellaercs nepegayva
MOJY4YEHHBIX AOKYMEHTOB WM UX KOMUH pabOoTHUKAM ApYrux MoApaszieieHUi HIn
OpraHu3alui.

9.9. UspsiTue (BbleMKa) IOKYMEHTOB, 0O0pa30BaBILUUXCA B HOEATEIbHOCTH
OpraHM3allMy, IPOU3BOJIUTCS B COOTBETCTBHU C 3aKOHOAATENbCTBOM Poccuiickoii
®enepanuu.

9.10. Hspsatue (BbleMKa) OOKYMEHTOB IIPOM3BOAUTCA Ha OCHOBAHUHU
NMUCBMEHHOTO PacropsiXeHusl (IOCTaHOBJIEHHSI) COOTBETCTBYIOLLErO OpraHa BJIaCTH
C paspelleHMs] PEKTOpa YHHMBEPCHUTETa WJIM HMHOIO YMOJHOMOYEHHOrO0 WM JIMLA
C U3BELLIEHUEM PYKOBOJUTENS MOApa3eieHus], JOKYMEHTbl KOTOPOro U3bIMalOTCsl.

9.11. daxT u3bATUA (BBIEMKH) JOKYMEHTOB (UKCUPYETCs B MPOTOKOJIE (aKTe)
U3BbATHS (BBIEMKM) NOKYMEHTOB, KOTOpBI COCTaBisieTCs HE MeHee 4YeM B JBYyX
3K3eMIUIIpAX M MOANMKCHIBAETCS  YNOJHOMOYEHHBIMH  IPEICTaBUTENSMU
YHHUBEpPCUTETA U COOTBETCTBYIOLIEr0 rocyapcTBeHHOro oprada. K nportokony (akry)
TNpUsIaraeTcs ONUch (peecTp) U3BATHIX JOKYMEHTOB (en).

9.12. Tlpy u3BATUH TMOMIMHHUKOB JOKYMEHTOB B [€JO IOMELLAETCS
3aBepeHHasl KONHs MAOKyMEHTa, Ha 000poTe KOTOpO# YKa3pIBaeTCsi OCHOBaHHE
U3BATHUS NOLJIMHHUKA, CPOK BO3BpaTa, JaTa U MOANUCH pabOTHUKA, OTBETCTBEHHOIO
3a GOpMHUpPOBAHKE U/UIU XpaHEHHE fena.

9.13. IlognuHHUK AOKYMEHTa, U3BATHIN U3 Je/la Ha OCHOBE COOTBETCTBYIOLIETO
pELleHys], TIoC/ie pacCMOTPEHUs M pelleHus BONpOoca, BO3BpalllaeTcst B AeNO, MpH
3TOM KOIIHS, TIOMELUEHHAas B [eJI0 BMECTO MOAJIMHHUKA, U3bIMAETCs.
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X. UsrotoBnenue, yuer, HCIOJB30BaHHE M XpaHEHHE MTeYaTel, IITaMIIOB,
OJ1aHKOB AOKYMEHTOB, HOCUTEJIEH 3NEKTPOHHBIX NOAIHUCEN

10.1. brnanku OpraHU3alMOHHO-PACIIOPAIUTENBHBIX JIOKYMEHTOB
paspabateiBatorcs  O6muM  oTAenoM. Buuael  OGIaHKOB — OpraHM3allMOHHO-
pacropsAAUTENBHBIX TOKYMEHTOB, TPEOOBaHUS K UX OQOPMIIEHHIO U UCIIOJIB30BaHHIO
yCTaHaBIuBalOTCsA VIHCTpyKIuel o AeNonponu3BOACTBY.

10.2. Obpa3us! 6;1aHKOB JOKYMEHTOB YTBEPXKAAIOTCSA B cocTaBe MHcTpykiuu
no aenomnpousBoAcTBy wiM npukazom CIIGI'YT B cocraBe komiuiekTa (anpboma)
OJIaHKOB.

10.3. B opranuzanuu 1Ji1 NOATOTOBKH JOKYMEHTOB MOTYT HCIOJIB30BaThHCS
OnaHKU JOKYMEHTOB, U3TOTOBJEHHBIE THIIOrPa@)CKUM CIIOCOOOM HIIM CpeaCTBaMH
oInepaTUBHON nonurpaduu.

Opranuzanuu  BhOpaBe NpU IIOATOTOBKE JOKYMEHTOB  HCIIOJIB30BATh
3JIEKTpOHHbIE I1AOJOHBI GJIaHKOB. OJIEKTPOHHBIE IIA0IOHBI OJAHKOB JOJDKHBI
COOTBETCTBOBATh 0Opa3liaM OJIaHKOB, YTBEPIKIEHHBIX PEKTOPOM.

10.4. bnanku Opra’u3alMOHHO-PACIOPSIAUTEIBHBIX JIOKYMEHTOB,
IIpUMEHSIEMble B YHMBEPCUTETE, HE MOTYT MepeNaBaThCs APYTMM OpraHU3alUsM,
JOJDKHOCTHBIM M (PU3UYECKUM JIMLIAM.

10.5. Cnyx6a nenompou3BOACTBa OpraHU3alUdy OCYLLECTBIISIET KOHTPOJb 3a
IIPaBUJIBHOCTBIO HCIIOJIb30BaHUsl OJIAHKOB OpraHU3al[MOHHO-PACIOPSIUTENBHBIX
JOKYMEHTOB.

10.6. B CII6BI'YT B coorBerctBuM ¢ DenepaJbHbIM KOHCTHUTYLHMOHHBIM
3akoHOM «O TocymapctBeHHOM repbe Poccuiickoil @enepauuu» U YCTaBOM
YHHUBEPCUTETA UCIIOIB3YETCs NedaTh C BOCIpou3BefeHueM ['ocynapcTBeHHOro repba
Poccuiickoit @enepanuu

B yHuBepcutTeTe Takxe MOIYT HCIIONB30BAaThCS II€4aTH MOApa3feNeHUN U
nevaTy AJis JOKYMEHTOB.

B yHuBepcuTeTe MOrYT HCMOJIB30BAThCS IITaMIl (IUTaMITbl) ¢ (haKCUMHJIBHOM
NOJIUCEHI0 JOJDKHOCTHBIX JIUL, C HaUMEHOBaHHUEM JIOJDKHOCTEH M paciliu(pOBKOM
MOAIIHCER.

10.7. Ileuats yHMBepcuTeTa C BOCIpoOM3BeAeHUEM | ocymapcTBeHHOro repba
Poccuiickoii ®@enepanum AOIKHA COOTBETCTBOBATH TPeOOBAHUSIM, YCTaHOBIEHHBIM
I'OCT P 51511-2001 «Ilewatn c BocmpousBeaenuem I ocynapcTBeHHoro repba
Pocculickoit ®enepauuu. @opMma, pasMepsl U TeEXHUUECKUE TPpeOOBaHUSI.

10.8. Tleyatu W 1UTaMIlbl YHMBEpPCUTETa W3rOTABJIMBAlOTCS B KOJIUYECTBE,
HeoOXOAMMOM [UISl OCYIIECTBIIEHUSl [OApa3JeNeHUsIMH YHHUBEPCHUTETA U  €ro
pabOTHUKaMK BO3JIO)KEHHBIX Ha HUX QYHKIUH.

3assBKM Ha  HU3rOTOBICHME U TIeyaTeld MW  IITaMIIOB  [pUHUMAeET
AIMUHHCTPAaTUBHO-KaPOBOE YIIPaBJIEHHE YHUBEPCUTETA.

Ecny mevats opraHu3aliy HCIONB3YETCs B HECKOJBKHUX IK3EMILIIpaxX, HOMEp
5K3EeMILISIpA Ne4aTy yKa3bIBAeTCsl B KIMILE NIeHaTH IPU €€ U3rOTOBIECHUH.
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10.9. IleyaTpio opraHu3aLuM 3aBepsIOT MOAJIMHHOCTb MOANHKCH peKTopa H
MHBIX YNOJHOMOYEHHBIX MM JIML, Ha [OOKyMEHTaX M KOIMUAX JOKYMEHTOB B
COOTBETCTBMH C MyHKTaMHU 2.33 u 2.34 HCcTpyKuHH.

10.10. Ilewaty M wWTamnbl BBIAAIOTCS [UIS HCIHOJNB30BaHUS pabOTHHUKaM,
OTBETCTBEHHBIM 33 MX HCIOJb30BAaHUE U XpaHEHME MOJ MOANHUCH B XypHaJle yyeTa
neyarted u wramnoB. Yuet neuareit u wramnos CII6IY T Beaet O6iuumit oTaer.

10.11. Ilpu wucnonp3oBaHuM B paboTe Me4aTd W LITAMIBl XPaHATCA B
3anuparolmxcs wwkadax (ceidax) paOOTHUKOB, OTBETCTBEHHBIX 3a XpaHEHHE H
UCII0JIb30BaHUe NevaTed U 1ITaMIIOB.,

10.12. Tlepenaya nevareit ¥ WITaMINOB MOCTOPOHHUM JIMLIAaM HeE [OIMYCKaeTCs.

BeiHOC nmewated M LUTAaMIOB 3a IMpeaeibl YHHBEPCHUTETa BO3MOXEH B
UCKIIIOYMTENBHBIX CIy4asiX MO pElIeHHUIO PYKOBOACTBA YHUBepcUTeTa (Hampumep,
NpY NOAMUCAHUU JOTOBOPOB).

10.13. Ilpumenmye B HEroAHOCTh U yTPATUBLIKE 3HAYEHHE TI€UATH U LITAMIIbI
nojanexar  BO3BpaTy B AJMHMHUCTPAaTUBHO-KaApOBOE  YIpaBjieHHE s
LUEHTPaIM30BAaHHOIO  YHHMYTOXEHHUs. [leyatn yHHYTOXKAIOTCA IO akTy ¢
COOTBETCTBYIOILEH OTMETKOH B )KYpHaJle yueTa feyareil U LITaMIIOB.

11. Tlepeuens npunoxkenuit k MacTpyKuuu no aenonpousoactsy CIIGIYT

[Ipunoxxenre Ne 1CoctaB peKBU3UTOB JOKYMEHTOB

IIpunoxxenue Ne2 Obpasen opopmieHus npukasa

IIpunoxenne Ne2a Obpasen opopmiieHus 060pOTHOH CTOPOHEI pHKa3a
[Ipunoxenue Ne3 Ob6pasen odopmiieHUs pacropsHKeHUS

[Ipunoxenue Ne 4 Obpazen; opopmienus JIHA (JJomKHOCTHOM HHCTPYKIMHK)
[Ipunoxenue Ne 5 Obpasen odopmiieHUs MOJHOrO MPOTOKOJA

[Tpunoxenue Ne 6 Obpazel; oopMIIeHHS KPaTKOro MPOTOKONA

ITpunoxenue Ne 7 Obpazew ohopMiieHUs AeT0OBOro MUCbMa

IIpunoxenue Ne 8 O6pazen opopmnenus Akra

IIpunoxxenue Ne 9 O6paze] 1oKIaAHOHN 3aIUCKH

IIpunoxenue Ne 10 O6pasewns opopmiieHHs JOBEPEHHOCTH

IIpunoxenue Ne 11 IpumepHblit nepeueHsb YTBEP)KAAEMbIX JOKYMEHTOB
IIpunoxxenue Ne 12 TIpumepHbIi nepedeHb JOKYMEHTOB, 3aBepseMblX NE€YaThIO
OpraHu3aluu

ITpunoxenue Ne 13 Koa cTpyKTypHBIX NOApa3ie/IeHU

IIpunoxxenue Ne 14 Knaccudukauus KOppecrioHAeHTOB

IIpunoxxenue Ne 15 dopma HOMEHKIJIATYPBI €]l CTPYKTYPHOTO Nojapasfe/ieHHUs
IMpunoxenue Ne 16 ®opma cBogHoit HomeHknatypsl aea CIT6I'YT
IIpunoxxenue Ne 17 @opma akTa 0 BBIAENIEHUH K YHUUTOXKEHHIO JOKYMEHTOB, He
NOJJIeXALLUX XPaHEHHUIO

[Ipunoxxenue Ne 18 dopma TUTYJIBHOTO JIUCTA OMUCH JOKYMEHTOB MNOCTOSHHOTO
XpaHEeHHUs

[Ipunoxxenue Ne 19 @opma ronosoro paszaena CBOAHOM ONMUCH €1 110 JIUYHOMY
COCTaBy
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IIpunoxenue Ne 20 @opma nucTa-3aBepuTeis aeia

[Ipunoxenue Ne 21 dopma 007I0KKH J1es1a OCTOSIHHOTO U BpeMeHHOTO (cBbiie 10
JIeT) XpaHeHHs

[Ipunoxxenne Ne22 dopma rogoBoro pasjiesna CBOAHONH OMUCH e MOCTOSHHOTO
XpaHeHHusl

[Tpunoxenue Ne 23 dopma ro/JoBoro pasjesna CBOJHOMN OMKICH Jiell BpeMEHHOIo
(cBbiwe 10 neT) xpaHeHUs

[Tpunoxenne Ne 24 Gopma akta 0 HEMCIIPABUMBIX MMOBPEKACHUSX JIOKYMEHTOB
[Ipunoxenue Ne 25 @opma BHYTpeHHEH ONMCH JOKYMEHTOB Jiejia

[Tpunoxenue Ne 26 O6pazert akta o Bbljaue jieJl BO BpeMEHHOE I10JIb30BaHHe
(TOJBKO )15 apXHBa)

[punoxenune Ne 27 IIpumepnas popma akra 06 yTpaTe JOKYMEHTOB
[Tpunoxenune Ne 28 O6pazew onvcu nen BpemeHHOro (cBoie 10 nieT) XxpaneHust
(ToJIBKO 17151 apX1Ba)

[Tpunoxenune No29 @opma onucu e nocTosIHHOro, BpeMeHHoro (cBbiie 10 neT)
XPaHEHHs M 110 JIMYHOMY COCTaBy CTPYKTYPHOIO MOApa3/ieieH!si OpraHru3alum

WMHCTpyKIHIO COCTaBUII:

HauanpHuk obiiero otnena / e T.3. OnuHokoBa
COTJIACOBAHO: COrJIACOBAHO

Mpotoxon AKCNEPTHO-NPOREPOYHON
Tporokon DK CIIGI'YT TR AR
or SO L A7 wo U5 onlFOL N 70 w49 |
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[Ipunoxenue Ne 1

CocTtaB PEKBU3UTOB JOKYMEHTOB

HaunmeHoBaHue pekBu3nTa Kon
pEKBU3UTA

I'ep6 (I'ocynapctBenHslii repd Poccutickoit ®eaepaunu, repod 01
cybbexTa Poccuiickoit ®enepaniuu, repb (repanpanyeckuit 3HaK)
MYHHUIMNAIBHOr0 00pa3oBaHus
OMmbiieMa 02
ToBapHblif 3HaK (3HaK 06CIIy>KHBaHHU) 03
Kona dopmsl fokyMeHTa 04
HanmeHnoBaHMe opraHu3aluu - aBTopa J0KYMEHTa 05
HauMmeHoBaHMEe CTPYKTYpHOro Noapas/iesieHusl - aBTopa JOKYMEHTA 06
HaumeHoBaHMe NOMHKHOCTH JMLa - aBTOpa AOKYMEHTa 07
CrnipaBouHble naHHbIe 00 OpraHu3aluu 08
HanmeHnoraHue Buza JoKyMeHTa 09
Jata noxymeHTa 10
PervucrpaunoHHbIH HOMEP JOKYMEHTa 11
Ccplka Ha perucTpalOHHbIH HOMEp U ATy MOCTYNUBIIErO 12
JOKyMeHTa
MecTo cocTaBneHHUs WK U3JaHUs JOKYMEHTa 13
I'pr¢ orpaHHyeHHUs JOCTyNA K JOKYMEHTY 14
Apnpecar 15
I'pud yTBEpxKIeHHUS AOKYMEHTA 16
3aroJI0BOK K TEKCTY 17
TexcT nokymeHTa 18
OTMeTKa 0 IPUIIOKEHUH 19
I'pud cornacoBaHusi JOKyMeHTa 20
Busa 21
IToanuce 22
OtMmeTKa 06 37IeKTPOHHOM MONUCH 23
[leuarts 24
Otmetka 06 HcronHuTENE 25
OtmeTka 0 3aBepeHUH KOMUHU 26
OTMeTKa 0 NOCTYNJICHHH AOKYMEHTA 27
Pesosmonius 28
OtMmeTKa 0 KOHTpOJIE 29
OTMeTKa 0 HanpaBjIeHHH JOKYMEHTA B JIENO 30
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[Tpunosxenue No2
O6pazen odhopMieHUs NprUKa3a

®EJEPAJIBHOE ATEHTCTBO CBA3H

®EJEPAJBHOE 'OCYJIAPCTBEHHOE BIOJ’KETHOE OFPA30OBATEJIBHOE
YUYPEXIEHHUE BbICHIETO OBPA3OBAHMSI
«CAHKT-TIETEPBYPI'CKUI 'OCYJIAPCTBEHHbIN1 YHUBEPCHUTET
TEJEKOMMYHHUKALUUN UM. IPO®. M.A. BOHU-EPYEBHYA»
(CNI6TYT)

IIPUKA3

201__r. Ne

O6 yTBepXIEHUU UHCTPYKLUH
10 €JI0NPOU3BOJACTBY

Ha ocnosanuu «I'OCT P 7.0.97-2016. HauuoHansHb# cTangapt Poccutickoit
Qepepauun.  CucreMa  craHgaproB 1o  uHopmanuu,  OuUOIMOTEYHOMY
M u3gaTeslbckoMy feny. OpraHu3allMOHHO-pacnopsoUTeNbHAas AOKyMEHTaLMs.
Tpebosanusas k  odopmieHHr0  OOKyMeHTOB»  (yTBepxaéHHoro Ilpukazom
Poccranpapra ot 08.12.2016 N  2004-ct), IlpumepHO#l  HHCTPYKLHH
IO JEJONPOU3BOACTBY B FOCYlapCTBEHHBIX OpraHU3alusX, YTBEPKAEHHON NPHUKa30M
@enepanbHoro apxuHoro areHTcTBa ot 11.04.2018 Noe44, npu ka3 bl Balio:

1. YTBepants MHcTpykumio no aenomnpoussoactsy B CII6IY T (npunoxeHue).

2. IlpusHare yTpaTuBLIMM cuily npuka3 oT 11.03.16 Ne 114 «O6 yTBepxaeHUH
Muctpykuuu no aenonpousponctsy B CITOI Y T».

3. VYnpaBineHHIO MapKeTHHIa M pEeKJaMbl IOMECTUTh TeKCT MHCTpyKuuu Ha
O(HLHaNBHOM caiiTe, B3aMeH yTpaTUBLLEH CUITY.

4. PyxkoBOAMTENSIM CTPYKTYPHBIX MNOApa3JeNieHuii O3HaKOMUTh pabOTHHKOB
¢ HoBOH penakuueit MucTpykuuu.

5. KoHTposb HCIONHEHUs HACTOSLIETO IpUKa3a BO3JIOXKUTh Ha HavaJlbHHKa
AKY A.Il 3Bepesna.

[Ipunoxenue: Ha 105 1.

Pextop C.B. baueBckuit

OauxokoBa TaTbsiHa DayapaoBHa
1362
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[Tpunoxenue Ne2a

Obpazern odpopmieHus 060pOTHOU
CTOPOHBI IIpHKa3a

HpOCKT IIpuKa3a I1oAr0TOBJICH:

AKY A.IT. 3BepeB

Otm. 50 3Kk3.:

1 3K3. — obmumii oTHEN
2-50 3K3. — pyKOBOAMTENAM CTPYKTYPHBIX ITOApa3ieeHuit
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[Ipunoxenue Ne3
O6pazew oopmiieHHs pacnopsHKEHHS

OEJEPAJIBHOE ATEHTCTBO CBSI3H

®EJEPAJIBHOE 'OCYJAPCTBEHHOE BIOJ)KETHOE OBPA3OBATEJBLHOE
YYPEXJIEHHUE BHICHIEIO OBPA30OBAHISA
«CAHKT-IIETEPBYPI'CKHI F'OCYAAPCTBEHHBINA YHUBEPCUTET
TEJIEKOMMYHHUKALUI UM. IPO®. M.A. BOHU-EPYEBHYA»
(CII6I'YT)

PACHOPAXEHUE

201 r. No

O npoBeaeHUH 3aHATHS 110 03HAKOMJIEHHIO
C HHCTPYKIHUEH MO AEJONPOU3BOACTBY

B cBsi3u c yTBepxJeHHMEM M BBEIEHHEM B NeHCTBHE HOBOH peaKLuu
MHCTPYKIIMH 110 JeNIONPOU3BOLCTBY:

1. TIposectu 00.00.2019 B 15.00 B aynuropuu Ne 554 obyyaroliee 3aHsTHE 110
O3HaKOMJICHHIO C HOBOH pefakuuei MHcTpykuuu no penonpoussonctsy B CII6IYT
(otBercTBeHHBle — HauyanbHUK AKY 3pepes A.Il. um HauanbHuk O6GLiero oTaena
Opnunokosa T.D.).

2. PyKOBOAHTENAM CTPYKTYPHBIX MOJpa3AelieHuit 06ecreunThb SBKY Ha 3aHsATHE
pabOTHHKOB, OTBETCTBEHHBIX 3a BeJEHHE HENONPOU3BO/ICTBA.

Pektop C.B. baueBckuit

Onwmnokosa Tatbana SnyapaosHa
1362
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[Tpunoxxenue Ne 4
O6pazen odhopmnenus JIHA
(J1o/mKHOCTHOM MHCTPYKLIMK)

CITo I'V'T )))

(Denepanbﬂoe ar€¢HTCTBO CBs3H

denepanbHoe rocyaapcTBeHHOEe 00pa3oBaTebHOe 610KEeTHOE
Y4pEXKAEHHE BHICIIEr0 Npo(ecCHOHAIbHOrO 00pa3oBaHus
«Cankr-Iletepbyprekuii rocy1apCTBEHHbIH YHUBEPCUTET
TenekoMMyHuKauui uM. npod. M.A. bonu-bpyesnua»

CUCTEMA MEHEJDKMEHTA KAYECTBA

JomKHOCTHAsS UHCTPYKLMS
CIIELIMAJIMCTA I10 YYEBHO-METOJUYECKOH
PABOTE
MHCTUTYTA MATUCTPATYPHI

X.JAN.-01-2019

YTBEPXAIO
Pexrop

C.B. baueBckuii
2019 r.

HOJI?KHOCTHaﬂ HHCTPYKIHSA

CIIEHUAJIMCTA 10 YYEBHO-METOIUYECKOI PABOTE
HHCTUTYTA MATUCTPATYPBI

OKk3. No

X.AN.-01-2019

Bepcus 01
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1 O0uue nosioKeHust

1.1 HacTosuias NOKHOCTHAs MHCTPYKUuUS pa3paboTaHa B COOTBETCTBUHU C
I'OCT ISO 9001-2011 u TpeboBanusimMu EnriHoro kBanudukauyoHHOro ClpaBOYHHKa
JO/DKHOCTEH  pyKOBOOMTeNeil,  CleLHalucToB M ciyxawux.  Pasgen
«O6uleoTpaciieBble KBAIM)HUKALMOHHBIE XapaKTEPUCTUKH JOJKHOCTEH pabOTHUKOB,
3aHATBIX Ha MPEANpPHUATHIX, B YUPEXACHHUAX U OpraHu3alusix», YTBEP)KIEHHOIO
[TocranoBnennem Muntpyna PO ot 21.08.1998 N 37 (c usMeHeHHsMH Ha 12
¢deBpansa 2014 ropa). JlaHHas MHCTPYKLHS YTBEP)KJEHAa Ha OCHOBAHHUU TPYJOBOIO
ZI0roBopa crneyuanucTa no yuebHo-mMeToanueckoit paboTe MHCTUTYTa MarucTpaTypsl.

1.2 Cneuuandct mno  ydyeOHO-MeToAuueckoil  paboTe —  BbICLIEe
npodeccuoHanbHOe 00pa3oBaHue Oe3 NpelbsaBIeHHs TpeOOBaHUH K CTaXy pabOTEHI.

1.3 HasHa4yenue Ha MOOMKHOCTh cHeLManucTa MO Y4eOHO-METOAUUECKOi
paboTe MHCTUTyTa MarucTpaTypbl OCYLUECTBISETCS MO IMpPeACTaBJIEHUIO AMPEKTOpa
MHCTUTYTa MarucTpaTyphl IPUKA30M PEKTOpa YHUBEPCHUTETA.

1.4 Cneuuanuct no y4eOHO-MeTOAHYECKOH paboTe OTHOCHUTCS K KaTeropHH

CINICUHAJIUCTOB...
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[Tpunosxxenue Ne 5
Obpazen odopMieHH s TOTHOTO
MPOTOKOJA

OEJEPAJIBHOE ATEHTCTBO CBA3H
®EJIEPAJIBHOE 'OCYJAPCTBEHHOE BIOJ)KETHOE OBPA3OBATEJIbHOE
YUYPEXXJEHUE BBICHIEI'O OBPA3OBAHHSA
«CAHKT-IETEPBYPICKHI I'OCYJIAPCTBEHHBIA YHUBEPCUTET

TEJEKOMMYHHUKALIAI UM. IPO®. M.A. BOHY-EPYEBHUYA»
(CII6TYT)

ITPOTOKOJI

201 . Ne

3acenaHus kadeapsl (HaMMeHOBaHUE Kadeaphl)
CIIeryT

IIpencenarenscrByrowmuii - ®amunus U.0.
Cekperaps - ®amunus 1.0.
[MpucytctBoBanu: 17 yenoBek (CIIUCOK MpUIaraeTcs)

[TOBECTKA JHA:
1.0...
Hoknan 3aBenyrouero kadenapoit @amunus 1.0.
2. ..

1. CIYIUAJIU: [Tetpos ILII. - TekcT moknana mpujiaraercs.
BBICTYITUJIN:

®amunus M.O. - kpaTkas 3aIUCh BbICTYIICHUSI.
®amunus U.O. - kpaTkas 3anUCh BBICTYTUIEHHS.

PEIINJIN: (ITTOCTAHOBWJIN)
1.1. Cdhopmuposarts...

1.2. IToaroToBUTh ¥ YTBEPAUTH IJI&HBI PabOoTHI 110 ...
2. ...

[IpencenaTensCTBYOIIUMA [Toanuce N.0. Gamunus
Cexpertapb [lognuce N.0. ®amunus
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[Tpunoxenue Ne 6
O6pazer; opopMieHHs: KPATKOrO
MPOTOKOJIA

OENEPAJIIBHOE ATEHTCTBO CBA3HU
OENEPAJIBHOE T'OCYJAPCTBEHHOE BIO/UKETHOE OBPA3OBATEJIBHOE
YYPEXIEHHUE BBICHIETO OBPA3OBAHMA
«CAHKT-IIETEPBYPICKHi1 TOCYJAPCTBEHHBIA YHUBEPCUTET

TEJEKOMMYHUKALMI UM. [IPO®. M.A. FOHY-BPYEBHYA»
(CII6T'YT)

ITPOTOKOJI

201 r. Ne

OnepaTUBHOro COBEILAHUS
y npopextopa no HP

IIpopextop no HP - ®amunusa U.0.
Cexpetapsp - ®amunus H.0.

IpucyrctBoBanu: ®amunus 1U.0., amunus K.0., ®amunus K.0. ...

1. O6 opranuzauuu obcnenopanus no reme HUOKP ...

(Pamunus U.0.*, Gamunus U.0., Gamunus 1.0.)
1. YcTaHoBUTS, YTO ...
2. Pykosoautento tembl (Qamunus 1.0.) obecneunuTs KOHTPOIb ....

2. 06 yyactuu B 3aceiaHuM pabouel IpyInsl 1o ...

(®amunus U.0.*, Gamunusa U.0., @amunus M.0.)
1. IToarotoBuTs K 3acenanuro paboueil rpynnsl MaTepUabl O ...

IIpopektop no HP [Topnuce N.O. ®Gamunus
CexpeTtapb IToanuce N.O. Gamunus

* TlepBoii yka3siBaeTcs: haMUIMsS U HHULHAJBI OCHOBHOTO JOKJIa41Ka, 3aTEM -
GaMUINK 1 HHULHATIB] JIHL], y4aCTBOBABILUX B 06CYXIEHUH BOIpPOCa.
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[Tpunoxxenue Ne 7
Obpazen opopMieHus: AeI0BOro NUChbMa

OGENEPAJIBHOE AFEHTCTBO CBsI3H

®EJEPAJILHOE TOCYIAPCTBEHHOE BIOJUKETHOE
OBPA3OBATEJILHOE YUYPEXKJIEHHE
BbLICHWIETrO O6PA30BAHHSA
«CAHKT-IIETEPBYPICKIi1 FOCYAAPCTBEHHBII
YHHBEPCHTET TEJEKOMMYHHKALHF

M. [TPO®. M.A. BOHY-BPYEBHYA»
(CTI6ryT) 3aMeCcTUTENIO PyKOBOAUTES

IOpuamuecknii anpec: HabepexHnas peku MoikH, (Deﬂepanbﬂoro ar¢HTCTBAa CBA3H
1. 61, Caukr-llerepbypr, 191186

[Mouroswlii anpec: np. bonbwesukos, a. 22, kopn. 1,
Cankr-Tlerep6ypr, 193232 lllepenuny P.B.
Ten.(812) 3263156, dakc: (812) 3263159
E-mail: rector@sut.ru
HHEH 7808004760 KI1IT 784001001
OI'PH 1027809197635 OKTMO 40909000

oT Ne
Ha Ne oT

rO HanpasneHuu oTuyéra o pabore
¢ obpalueHHamMH rpaxaaH 3a 2 ke. 2019

YBaxkaemblii Poman Banepuesuu!
Hanpasnsto Bam cratuctuyeckde paaHHble Mo pabore ¢ oOpalieHHsIMU
rpakzas 3a 2 kBaptan 2019 roga.

[Ipunoxenue: Ha 1 11. B | 3k3.

Pextop C.B. bauesckuii

OnuHokora TarbsHa 3ayapaoBHa
(812)326-31-56
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[Tpunoxxenue Ne 8
O6paszeu opopmneHuss Axra

G®E/TEPAJIBHOE AFEHTCTBO CBA3H

®EJEPAJILHOE FTOCYAAPCTBEHHOE BIOAKETHOE
OBPA30BATEJILHOE YYPEKIEHHE
BbICILIETO OBPA30BAHHS
«CAHKT-IIETEPBYPICKHI1 TOCYIAPCTBEHHBIS1
YHHBEPCHTET TEJEKOMMYHHKALHI
HM. IPO®. M.A. BOHY-BPYEBHYA»
(CTI6rYT)

AKT

[IpoBepKH TEXHUYECKOTO
COCTOSIHUS. ..

Ocnosanue: npuka3 CII6I'YT ot 00.00.0000 Ne XXX «O ...... »

CocraBneH: HauMeHoBaHue nOoJKHOCTH Pamunus HM.O., HauMeHoBaHuHe
pomxHocTH ®Pamunusa M.0O., HauMeHoBaHue noikHocTH Pamunusa U.O.

B xoze npoBepkd TEXHHUECKOIO COCTOsIHHUA..., nposenénHoi 00.00.0000,
YCTaHOBJIEHO. ..

[IpoBepkoi Npu3HaHbl HEMPUTOAHBIMU JUIS IKCIUTyaTallMU:

Iloanuce N.0O. amunus
[Moanuce N.0O. ®amunus

IMonnuce N.0. @amunus
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[Tpunoxenue Ne 9
Obpa3sel nok1aAHOMN 3alIUCKU

AJIMHWHHUCTPATHUBHO-KAIPOBOE

YITPABJIEHME
Pextopy CIIGI'YT
Bauesckomy C.B
JOKJIAXHAS 3ATIMCKA
30 mas 2019 .

06 opranu3auuu npuéma obpaileHuH
['paxxnan

VYBaxaemblit Cepreit BuktopoBuu!

B wuensx ymopsipodyeHuss npuéma oOpallleHUs TIpaxcaaH, aJpecOBaHHBIX
pykoBozctBy CIIOI'YT u Ha ocHOBaHuM pekomenaauuii denepanbHOro areHTCTBa
CBS3M, TIpoOlly JaThb YyKa3aHW€ COOTBETCTBYIOILUM Clyx0aM YyHHBEpCUTETA
pa3paboTaTh U pa3MecTuTh Ha oduuuanbHoM caiite CIIOIYT pasngen «Obpaiienus
rpaxciaH» 0 CyLIECTBYIOLUEMY aHaJOry Ha caifte PoccBssu.

C yBaxeHueM,

Hauaneuuk AKY A.Il 3BepeB
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[Ipunoxxenue Ne 10
Ob6paszel; opopMiieHHs AOBEPEHHOCTH

OENEPAJIBHOE ATEHTCTBO CBSI3HU

®EJEPAJIBHOE TOCYJAAPCTBEHHOE BIOJUKETHOE OBPA3OBATEJILHOE
YUYPEXJAEHUE BBICUIET'O OBPA3OBAHMSI
«CAHKT-TIETEPBYPI'CKUI1 TOCYJAPCTBEHHbBINA YHUBEPCUTET
TEJEKOMMYHHMKALIMA UM. [IPO®. M.A. BOHY-BPYEBUYA»
(CTI6T'YT)

Caukr-TlerepGypr 201 r.

AOBEPEHHOCTDN:

DenepanbHoe rocyfapcTBEHHOE GIOKETHOE 06pa30BATENbHOE YUPEXKIACHHE
BeicIIero obpasosanus «CaHkr-IleTep6yprekuil rocynapcTBeHHBIH YHUBEPCUTET
TEJIEKOMMYHHKAUUK UM. 1pod. M.A. Bonu-Bpyesuuay, B nuue pexkTopa Bayesckoro
Ceprest Buktoposuua, 1eHCTBYIOLLIEr0 Ha OCHOBAHHM YCTaBa, YONHOMOYMBACT:

Pamunus Vims OTuecTBO, HODKHOCTB, NacnopT (cepus, HOMep), BblAaH (AaTa
BbIIa4H), HAaWMEHOBAHME OpraHa, BBIJABLIETO MACIOPT, 3apETHCTPUPOBaH(a) 10
azpecy:

Hnst gero @amunus M.0. npenocrasnsiores npapa:

(ConepxaHue JOBEPEHHBIX [TOJTHOMOYUIA).

Hacrosmas  nosepenHocTs  BhIZaHa cpokoM 10  (Cpok  meicTBus
JOBEPEHHOCTH ).

Ioanuce @amunus Mms OTuectBo YAOCTOBEPSIIO.

PekTop C.B. baueBckuii
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[Tpunoxenue Ne 11

[IpumepHbId NepeyeHb YTBEPXKAaeMbIX JOKYMEHTOB

1. Axtbel (MpOBEpOK, pEBU3MH; CIHUCAHHUS; IKCHEPTHU3bl; JIMKBHAALUHU
opraHuzanui).

2. I'paduxu pabot, OTIyCKOB, CMEHHOCTH.

3. IHCTpYKIMH, JOJDKHOCTHBIE HHCTPYKLIUH.

4. Knaccugukatopsl HHGOpMAaLIMH, JOKYMEHTOB.

5. Meronuueckue peKoOMeHJaluK, METOAUYECKHE YKa3aHUsl U METOLUKH.

6. Homenkrnatypa aen opraHu3aliyi.

7. HopMbl 1 HOpMaTHBBI (BpeMEHH, YUCIEHHOCTH pabOTHUKOB, pacxo/ia ChIphs
U MaTepHaJIOB, 3JIEKTPOIHEPTUHU).

8. Omnucu fen (MOCTOSHHOrO, BpeMeHHbIX (cBbille 10 eT) CpOKOB XpaHEeHHS U
IO JTUYHOMY COCTaBY).

9. Ilepeynu (nomuxHOCTEH, opraHu3alui, BUAOB UH(GOPMALIMY, JOKYMEHTOB).

10. INonutuku.

11. ITonoxxenus (o noapa3aeneHusx, MPEMUPOBAHUH, aTTECTALIMH ).

12. Ilopsiaxwu.

13. IlpaBuna.

14. PernameHTsl (B TOM 4ucClie persaMeHTbl OU3HEC-TIPOLIECCOB).

15. CranpapThl opranuszanuu.

16. YcraBsl.

17. YHubuuupoBaHHble GOpMBI JOKYMEHTOB.

18. IllTaTHOE pacnucaHue.
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[Ipunoxenue Ne 12

[TprMepHBIii NMepeyeHb JOKYMEHTOB, 3aBepsieMbIX Ne4aThio OpraHu3aluu

1. ApxuBHas cripaBka.

2. AkThl (mpHeMa 3aKOHUEHHBIX CTPOUTENILCTBOM OOBEKTOB, 00OpYIdOBaHHH,
BBIMTOJTHEHHBIX paboT, CIUCaHHUS, IKCIIEPTH3BI).

3. Konuu u BBIMKMCKU M3 JOKYMEHTOB, BbIJAaBa€MbIX AN NPEACTABICHUS B
Ipyrye OpraHu3alyH.

4. Obpa3Lpl OTTUCKOB neyaTeil W noanuced pabOTHUKOB, UMEKOIIMX IPABO
coBeplUaTh (PHHAHCOBO-X03HCTBEHHbIE ONEepaLiy.

5. Tlopyuenus (OromxeTHble, OaHKOBCKHE, TIEHCHOHHBIE, IUIATE)XHBIE,
MHKaccoBble B OaHK Ha MOJlyYeHHe UHBAJIIOTHI CO CYETOB, NIEPEeBOJ BaJIIOTHI).

6. IlpeacraBneHuss M XxopaTaicTBa (O HarpaXKAeHUH TIOCYJapCTBEHHBIMU
HarpajiaMy 4 MpeMusiMu).

7. PeecTpsl (4eKkoB, MOpyUYeHUH, IpeACTaBsieMbIX B OaHK).

8. CnpaBku (0 moxonax (pU3WHECKHUX JIML, O BBIIUIATE CTPAaxOBBIX CYMM, O
6anaHCOBOl CTOMMOCTH OCHOBHBIX ()OHAOB, MO MEPCOHUPHLUPOBAHHOMY YHETY,
OQOpPMJIEHHIO  CTPaxOBBIX CBUJAETENbCTB, MO 3alpocaM OpraHu3alui, o
JOKYMEHTaM, NIPEAOCTaBISIEMbIM B CY, - 10 HEOOXOAUMOCTH).

9. Y noctoBepeHus pabOTHUKOB.

10. 3a4€THBIE KHIKKH.

11. CryneHueckue GUNETEI
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IIpunoxxenue Ne 13

KOJIbl CTPYKTYPHBIX ITOJIPA3AEJIEHUI CII6T'YT

01 PekTop

02 O6muit oToen

03 Yuéublii CoBer

04 YuebHbIl oTaeN

04.1 OpraHu3alMOHHO-IJIAHOBbIM OTAEN

04.2 Meroauueckuii oTaen

05 Otnen xayecTa

06 Otaen no paboTe ¢ NpeaNpPHATUSIMUH ¥ MArHCTPaType

07 Otnen npoOpHEHTALMH H JOBY30BCKO#M MOArOTOBKH

08 @aKynbTeT HHPOPMALHOHHBIX CHCTEM H TEXHOJIOTHIt

09 ®akyapTeT HHPOKOMMYHHKALIMOHHBIX CETEH U CHCTEM

10 DakyJbTET paHOTEXHOJIOTHH CBA3H

11 ®akynbTeT UMppPOBOH IKOHOMUKH, YNpaBNEHHS U OU3HEC-MHPOPMATHKH
12 ['ymaHuTapHblii hakyabTer

13 JlenapTaMeHT KOHTPO/S U aAMHHUCTPHPOBAHUS

14 WHCTHTYT HenpepbiBHOro o6paszosanus (OTaen BiclIero 06pa3oBaHus)
15 QakynpTeT hyHIaAMEHTAbHOM TOAMOTOBKH

16 Kadenpa nH)OKOMMYHHKALMOHHEIX CHCTEM

17 BoenHo-y4eOHblii 11eHTp

18 Kadenpa Beicuiell MaTeMaTHKH

19 Kadenpa aneKTpOHHKH M CXEMOTEXHHUKH

20 Kadeapa nporpaMMHO#i MH)XEHEPHH U BEIYHCIUTENBHON TEXHUKH
21 Kadenpa undopMaTyky H KOMIBIOTEPHOTO NH3aiiHa

22 Kadenpa HHOCTpaHHEBIX A3bIKOB

23 Kadenpa ucropun u pernoHosenenus

24 Kadenpa koHCTpyHpoBaHHs H IPOU3BOACTBA PAJHOIIEKTPOHHBIX CpeICTB
25 Kadenpa doToHnKH 1 uHUI CBS3M

26 Kadenpa 3aiyméHHbIX CHCTEM CBSI3H

27 Kadenpa ceteit cBsi3u 1 epeiayu NaHHbIX

28 Kadenpa sxonorun u 6e300acHOCTH KH3HEAEATENBHOCTH

29 Kagenpa dusnueckoit KynbTypbl

30 Kadenpa ¢pusuku

31 Kagenpa sxoHOMHKH H MeHEIXKMEHTA HHDOKOMMYHHKALHH

32 Kadeznpa pagnocsssu u Belanus

33 AIMUHHUCTPAaTHBHO-KaPOBOE YIIpPaBJICHHE

34 Kadenpa pagnocucteM 1 06paboTKH CHIHAIOB

35 Kadenpa HHOCTpaHHBIX H PyCCKOTO SI3bIKOB

36 Kagenpa reneBuaeHus 1 METPOJIOrHH

37 Kadenpa teopun snektpuueckux uemneii 1 cszu

38 Kadenpa counanbHo-NOIUTHYECKHX HAYK

39 Kagenpa ynpapnenus 1 MOIEIMPOBaHHUS B COUMANBHO-IKOHOMUUYECKUX CHCTEMAX
40 Kagenpa 6usHec-uHdpopmaTiku

41 Kagenpa 6e3omacHocTH HHOOPMALMOHHBIX CHCTEM

42 Kadenpa aBToMaTH3aLMH NIPEANPHATHI CBA3MU

43 Kagenpa nHOpMaLHOHHBIX YIPABAAIOLIHX CHCTEM
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44 ApXaHTebCKUI KOJUIEMK TENEKOMMYHHKaUH ((hunuan)

45 CMOJIEHCKHI KOJUTEIK TEJIEKOMMYHHUKaKK (punman)

46 VYnpasnenue UHGOpMaTH3ALUH

47 YnpaBleHHe MapKETHHIa U PEKJIaMbl

47.1 Otxen pexiamsl

47.2 PR-oTzaen

48 Otxen sKcIuTyatainiy HHPOKOMMYHUKAMOHHBIX CHCTEM

49 OTaen TEXHHYECKOTO pa3BUTHS. HH(POKOMMYHHKALMOHHBIX CHCTEM

50 Vpasnenue HHGopMaloHHO-00pa3oBartensHbX pecypcoB (OUT, HTB)

51 Hayuno-uccnenoBarenbekuit HHCTUTYT « T€XHONOTHH CBA3U» (Hay4HbIE LEHTPhI U
nabopaTopUu)

52 I'pynna noAroTOBUTENbHBIX KYPCOB

53 Otaen nonojHUATENsHOro npodeccronansHoro obpazosanus (MHO)

54 [NoapasaeneHys npopeKTopa 1o Hay4yHo# paboTe

55 Y4e6HO-METOAUYECKOE YIIPABIEHUE

56 Otzen acnupaHTyphl U JOKTOPAHTYpPBI

57 OTtzaen MEHEHKMEHTA KauyecTBa

58 JlenapraMeHT OpraHM3aliy U KayecTBa 00pa30BaTebHOH JESITENbHOCTH

59 CI16 Konnemx TenekoMMyHHKalui

60 DKCIUTyaTallHOHHO-TEXHUYECKOE YIpPaBIEHHE

61 OTzaen HENBHXXUMOCTH ¥ apEHAHBIX OTHOLUEHHH

62 PenakMOHHO-U3AAaTENbCKUN OTAEN

63 ['pynna oxpaHsl TpyJa U N0XapHO# NpoQUIaKTUKU

64

65 YnpaBieHUe 3KOHOMUKH M pa3BUTHS

66 Otnen kaapoB

66.1 CTyneH4YeCKHid OT/IeNl KaapoB

67 YnupasyieHue Oyxrairepckoro y4éTra ¥ BHyTPEHHEr0 KOHTPOJIS

68 ApxuB

69 [1po¢coro3HbI KOMUTET

70 VYirpaBneHue opraiu3alyy HayqHol paboTel M MOATOTOBKY HAayYHBIX KaJpoB

71 INoppasneneHus npopekTopa o HHdpoBoit TpaHchopManuu

72

73 [Togpa3szeneHus npopekTopa 1o 6e30MacHOCTH

73.1 Otaen TeXHUYECKOH 3alyThl HHGOpMalUK

74 DUHaHCOBO-IIpaBOBOH AENapTaMEHT

75 Otpen opraHu3alyy HayyHoH paboThl CTYAEHTOB

76 AIMUHHCTPATHBHO-XO3SIMCTBEHHBIH JeapTaMeHT

77 Otren MeXIYHapOOHOro COTPYIHUYECTBA

78 [TogpasneneHus nepBoro NpopeKTopa-npopexkropa no yuebHoit pabore

79 [TpopexTop no BocnuTaTeNbHOH paboTe U MeXXAYHapOJHOMY COTPYJHUYECTBY

80 YrnpaBieHHe 3JKOHOMUYECKOH U I0rOBOPHO# paboThI

81 Otxen niaHupoBaHus GHUHAHCOBO-X03HCTBEHHOM NEATENBHOCTH

82 VYnpaBneHue 1o BOCIUTATENbHON U colMaabHOH paboTe

82.1 Otnien 1o BOCIUTATENbHOM paboTe

82.2 Otxen no counanbHoi pabore

83 Othen aBTOMaTU3HPOBAHHBIX CHCTEM YIIPABJIEHHS

84 2-# oTxen

85 ['pynna no rpax;aHckoH 060pOHE H UpE3BbIYaHHBIM CHTYaLHsIM

86 XossricTBennsit otaen (b-22, M-61, A-3, 3-Jlunus BO, nonuron «BoeitkoBo»)
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87 Otnen Tpyaa v 3apabOTHOI M1aThI

88 OT/en CTpaTernyeckoro pasBUTUS U YNPaBIEHUs] HMYLIECTBEHHBIM KOMIIJIEKCOM

89 Otaen «KoHTpakTHas cinyxba»

90 JloroBopHbIH OTAEN

91

92

93 1 otoen

94

95 VYrpasjieHue aAMUHUCTPATHBHO-XO03SIHCTBEHHOrO 00€ecnevyeH s

96

97 KynbrypHo-npocBeTuTensckuit nentp "Myseit CIIGIYT"

98 «CTyieH4eCKUH rOpoIOK»

99 Otaen opraHu3auMy HayyHO-HCCIIEA0BATENBCKOH paboThl U HHTEIIEKTYaIbHOM
cOOCTBEHHOCTH

100 HOpunuueckuit otaen

101 Ot1aen MOHMTOPHHIA M KOHTPOJIS

102 Oraen obecneueHus KauyecTBa 00pa3oBaTENIbHOMH NEATENBHOCTH

103 Otnen undopmaioHHbix Texnoaorui CIT6KT

104 ITonpasaenenus MpopeKTopa Mo pa3BUTHIO

105 WHCTUTYT MarucTparypsl
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[Mpunoxxenue Ne 14

Knaccudukauus KoppecrnoHIeHTOB

90

MHUHHCTEPCTBO LUGPOBOrO Pa3BUTUS, CBA3M U MaCCOBBIX KOMMYHHUKALIMH,
denepanbpHOe areHTCTBO cBsi3U (PoccBs3b)

91

MuHHCTEPCTBO HayKd U Bbicuiero obpasosaHus Poccuiickoit Penepauuu;
DefepajibHOE areHTCTBO N0 00pa30BaHHUIO

92

MuHucTepcTBa M BefoMmcTBa Poccuiickoir ®epepauuu, ['ockoMHUTETHI,
[TpaButensctBo PO, GenepanvHbie CiysxObl U T.4.)

93

[Mpokypatypa, cynsl, apbutpaxu, topunuueckue ¢upmel, PYBJl, YB]],
MB/JI, ®CB, HanoroBsle MHCHEKLUWH U MOJULHUSA, TAMOXHS, Ka3HAUEUCTBO,
PBK, I'O u UC, ®enpanerepckas cinyxba; B/Y, BC (BoopyeHHbIe CHIIbI);
MUC, UcnipaBuTesbHbIE KOJIOHUU

94

Pepakuuum raser v KypHaJloB; pafido W TeNeCTyAHU; My3€H, TeaTphl,
KUHOCTYJUU, U3JaTeNbCTBa, OUONHOTEKH, apXUBbI, (OHIBI, KyJIbTypHBIE
o0l1ecTBa, BEICTABKH, KOHKYPChI, IEPKBH, TYpUCTHYECKHE (HHUPMBI.

95

[IpaButenscTBo Cankr-Ilerepbypra (Cmonbublii - KomuTetsl), palloHHbIE
aAMUHHCTpauuu  (MOCTOsiHHble  komuccuu), DenepanpHbli  J0M,
3akoHoparensHoe cobpanue, [lyma, IlpaButensctBo JleHoOnacTh,
AJMUMHUCTpalMH JApPYrMX TOpONOB, Ipo¢COI03bl, UEHTPHl 3aHSATOCTH,
TNIEHCHOHHBIe  (oHABI, QoHasl coucTpaxoBaHus, Ilaptun Poccuu,
Crynenueckue coetbl CI16, Mmenuuunckue ueHTpbl, 36 HpKOMBL.

96

Hayunble opranuzauuu: (HIIO, HUU, BAK, MAC, AH wu 1. n),
Accounauuu, Konuepusl, PocnareHt

97

YuebHble 3aBeneHus Poccuu (BbiclMe, cpefHue, LIKONLI), YueOHbIe
LIEHTpPBI 10 NMOBbILIeHUI0 KBasTnbukauuu (Y1)

98

ITpoune npeAnpHsTUs, YUpeXKIEHHsl, OpraHU3aluu, 6aHKH

99

Ilucema rpaxxnan

100

3apyOexxHble (QHpMBbI, OpraHu3alud, yuyeOHBle 3aBeneHus, [locosnbcTBa K
KoHcynbctBa, ctpadbl CHI'
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ITpunoxenue Ne 15
®opma HOMEHKJIATYphl e

CTPYKTYPHOTO NOApa3AeiIeHUs

®EJEPAJIBHOE ATEHTCTBO CBA3HA

OEJEPAJIBHOE T'OCYJAPCTBEHHOE BIOJ’KETHOE OBPA3OBATEJILHOE
YUYPEXJAEHUE BBICHIETI'O OBPA30OBAHUSA

«CAHKT-NETEPBYPI'CKHUI TOCYJAPCTBEHHEI YHUBEPCUTET
TEJEKOMMYHHKALMI M. IPO®. M.A. BOHY-BPYEBHYA»

(CII6Ir'yT)
HaumeHoBaHuE CTPYKTYpPHOTO
[Tonpasgenenus
HOMEHKJIATYPA JEJI
Ha roj
KoanuecTBo
Hunexc Cpox xpaHeHus u Ne
3aronoBok aena TOMOB y [Mpumeuanue
aesia - CTaTEH NO NnepevHo
(uacreit)
1 2 3 4 5

Ha3zsaHue pasaena

]

HanMeHOBaHHE JOMKHOCTH PYKOBOAUTESS
CrpyxTypHOro nofpa3saeneHus

Jlata

IMoamnucek

Pacmndposka nognucu
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[Tpunoxenue Ne 16
dopma cBOAHON HOMEHKJIATYPBI A€

®EJEPAJILHOE ATEHTCTBO CBSI3H
YTBEPXIAIO
GEJEPAJILHOE I'OCYAAPCTBEHHOE BIO,I/KETHOE
OBPA3OBATEJILHOE YUYPEKAEHHE PeKTOp
BLICWIETO OBPA3OBAHHSI )
«CAHKT-IIETEPBYPI'CKHI1 TOCYAAPCTBEHHbIA HOII“HCB Pacm”(bp()BKa
YHHMBEPCHTET TEJIEKOMMYHHKALLHIT
HM. [1PO®. M.A. BOHY-BPYEBHYA» MOANUCH
(CTI6rYT) Jlata
HOMEHKIJIATYPA JIEJI
Ha roja
WHpeke KonuuectBo| Cpok xpaHenus u Ne
3arosioBok jiena [pumMeuanue
nena aen CTaThH MO NEpeyHIo
1 2 3 4 5

Ha3ssanue pasnena

Hauaneuuk O6Luero oraena
Jara

Bu3za 3BEAYIOLUEIO apXHBOM

COT'JIACOBAHO:
[Tporokon DK CII6I'YT
oT Ne

[Moanuce

Paciuiugposka noanucu
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Urorosas 3anuce o KaTeropuax H KOJIMHYECTBE A€/, 3aBCACHHBIX B roay

B OpraHH3alHu

ITo cpokam xpaHeHus Bceero B Tom uucrne:
nepexonalux C OTMETKOH
HBHK"
1 2 3 4

INocTostHHOTrO

BpemenHoro (cBoie 10 ser)

BpemenHoro (no 10 neT BKIIOYHTENBHO)

HTOT'O:

HavyanpHuK o0luero otaena IToanucek

Jara

HroroBsbie CBEACHHUS NIE€pENAHBI B apXHB.

HaumenoBanue AOJDKHOCTH JHLAa

nepeaaBllero CBEACHHS [loanuce

Jlata

Pacummdposka noanucu

Pacimdposka noamucu




<DopMa aKTa O BBIACJICHHH K
YHHYTOXKCHHUIO JOKYMEHTOB, HE MOAJICXKAIINX XPAHCHHUIO

OQEAEPAJIBHOE ATEHTCTBO CBSI3H

92

[Mpunoxxenue Ne 17

®EAEPAJIBHOE FOCYAAPCTBEHHOE BIO/UKETHOE
OBPA3OBATEJBHOE YUPEXKAEHHE
BbICLIET'O OBPA30BAHHSL .
«CAHKT-NETEPBYPICKUI TOCYJAPCTBEHHLIK

YHUBEPCHTET TEJEKOMMYHHKALHI

HM. MPOW. M.A. BOHY-BPYEBHYA»

(CTI6TYT)

AKT
Ne

(MecTo cocTaBaeHHA)

O BBIICJIEHHH K YHHYTOXCHHIO HNOKYMEHTOB,
HE NMoJJICKAIHX XPaHEHHIO

Ha ocHoBanuu

OTOOpaHbl K YHHYTOXEHHIO KaK He HUMEIOLME Hay4HO-HCTOPUUECKOH LEHHOCTH M YTpATHBLIUE
NPaKTHYECKOE 3HAYEHHE JOKYMEHTHI (ponpa Ne

YTBEPXJIAIO

Pextop

[Moamnuce Pacumu¢porka
TIOANUCH

Jara

(Ha3BAHHE 1 BBIXOAHBIC NaHHBIC NEPEUHS NOKYMEHTOB ¢ YKA3aHHEM CPOKOB WX xpaﬂcmm)

(HassaHue (onna)

N | 3aronosok gena |['oxwt | Homep | Homep en.xp. [Konuuectso| Cpoku [Ipumeuanue
n/n| (rpynmnoBoit OnUcU*| [0 OMHUCH el. Xp. XpaHEHHUs U

3arojoBOK HOMEpa

JIOKYMEHTOB) crarei 1o

HNEPEYHIO
1 2 3 4 5 6 7 8
Hroro ell. Xp. 3a rOAEI
(undpams 1 nponHcsIo)

Onucu Jen MOCTOSHHOTO XpaHEHHs 3a rogbpl YTBEPXKOCHBI MO JIMYHOMY COCTaBy

cornacosanbl ¢ DIIMK LI'A CII6

(npotokon ot Ne
HanMeHOBaHUE NOJKHOCTH JIMLA,

MIPOBOJUBIIErO KCIIEPTU3Y

LIEHHOCTH JOKYMEHTOB [Moamnuce

Jlata

PacuiudpoBka noanucu
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COTI'JTACOBAHO
[Tpotoxon DK CII6I'YT
oT Ne

JIOKyMEHTbI B KOJIMYECTBE

ell. Xp.:

- Ha GYMa)KHOM HOCHTEJIC BECOM

Ha YHHYTOXCHHE,
- Ha JICKTPOHHOM HOCHUTEJIC CAaHbl HA YHUYTOXXEHHUE

KI' CIaHEI

(cnocob yHUUTOXKEHUS)

HanmeHoBaHHe NOMKHOCTH pabOTHHKA,
CIABLIErO JOKYMEHTBI [Tognuce  Pacum¢poBka noamucu

Jara

V3mMeHeHus B YUYETHBIC JOKYMCHTBI BHECCHEI.

HanmeHoBaHHe JOXHOCTH pabOTHHKA
apXMBa, BHECLIETO U3MEHEHUS
B YUYETHbIE JOKYMEHTHI [lognuce  PacumdpoBka noanucu

Jara
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[Ipunoxenue Ne 18

CDopma TUTYJIBHOI'O JIUCTA OITUCH NJOKYMEHTOB IIOCTOAHHOTO XpaHEHUS

(HlazBaHHe rocy1apcTBEHHOIO apXHBa)

®EJIEPAJIBHOE FOCYJAAPCTBEHHOE BIOJUKETHOE OBPA30OBATEJLHOE
YUYPEXKJEHHUE BBICIIET'O OBPA30OBAHUS
«CAHKT-IIETEPBYPI'CKHIl TOCYJAPCTBEHHBI YHUBEPCUTET
TEJEKOMMYHHKALIMIA UM. [IPO®. M.A. BOHY-BPYEBUYA»
(CII6T'YT)

Pong Ne
Onucek Ne

(Ha3ssauue onncs)

(Kpaiinse narot)
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[Tpunoxenue Ne 19

CDopMa rogoBoOro paszaenia CBOJHOM OMUCHU AeJI 10 JIMYHOMY COCTaBy

®EJEPAJIBHOE ATEHTCTBO CBSI31 YTBEPXJIAIO
OENEPAJILHOE I'OCYJAPCTBEHHOE BIOJ/KETHOE
OBPA30BATEJILHOE YUPEAJIEHHE PeKTOP
BBICUIETO OBPA30BAHHS
«CAHKT-IIETEPEYPTCKHI FOCYIAPCTBEHHDI{ [Moxanuce Pacundposka
YHUBEPCHTET TEJIEKOMMYHHKALUHIT MOANKCH
HM. [IPO®. M.A. BOHU-EPYEBHYA»
(CTI6T'YT) Jara
®onp Ne
OITMCDB Ne
A€ 1O JIMYHOMY COCTaBy
3a ron
N Hunexc 3aroyioBox Kpaiinne Cpok KonnuectBo [Ipumeuanue
n/n aelia aeJa JAaThbl XPpaHEHHS JIUCTOB
1 2 3 4 5 6 7
B naHHbI# paznen onucH BHECEHO e,

¢cN

(uuppamMu ¥ IPONHCHIO)

JIMTEPHBIC HOMEpa:

NpoMnyLIeHHblEe HOMepa:

HanmeHnoBaHue NOMKHOCTU
COCTaBHUTEJIsl OIIUCH

HanmeHoBaHue HODKHOCTH
PYKOBOAMTEJIS apXuBa (JIMLa,
OTBETCTBEHHOTO 32 apXHUB)

COI''TACOBAHO
[Tporokon 3K CII6I'YT
oT Ne

no N , B TOM YHCJIE:
[Moanuce Pacuun¢poBka noanucu
[Tonnuce Pacundposka noanucu

YTBEPXJEHO
IIporokon ITIMK LI'A CII6
oT Ne
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[Tpunoxenue Ne 20
dopma nucTa-3aBEPUTENS I€a

JIMCT-3ABEPUTEJIb AEJIA N

B nene noauuTO ¥ NPOHYMEPOBaHO JIMCTOB
(undpaMy U MPOMHUCHIO)

cN no N , B TOM 4HCJIe:

NUTEPHbIE HOMEpaA JIUCTOB ;

NpoInylileHHbIE HOMEpa JIUCTOB

+ JINCTOB BHYTPEHHEH OMUCH

OcobenHoctd GpU3HUECKOro COCTOSIHUS U (hopMHpOBaHHS Homepa
aena JIMCTOB
1 2

HaumeHoBaHue nomKHOCTH
paboTHHKA [Toanuce Pacuindporka noanucu

Jara



97

[Tpunoxxenue Ne 21

dopma 06JIOKKH AeNa MOCTOSIHHOTO ¥ BpeMeHHOTo (cBbllle 10 s1eT) XpaHeHus

(HaMeHOBaHHE TOCYAAPCTBEHHOTO (MYHHIMIIAIIBHOIO) apXHBa)

(HaMMeHOBaHUE OpPraHU3aLuHu)

(HaMMEHOBaHHE CTPYKTYPHOTO NOApa3ACICHUS)

AEJIO N TOM N

(3aroyoBOK nena)

(xpaiiHue faTbl)

Ha

XpaHUTb

JIUCTax
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[Ipunoxenue Ne22

(Dopma rogoBOro pasacia CBOJIHOM OIUCH JieJ1 TOCTOSSHHOTO XpPaHEHHUA

EAEPAJILHOE ATEHTCTBO CBSI3H

GEJAEPAJILHOE TrOCYJAPCTBEHHOE BIOJUKETHOE
OBPA3OBATEJIBHOE YUPEX/JIEHHE
BbICUIEIO OBPA30OBAHHA
«CAHKT-NETEPBYPICKHI1 FOCYAAPCTBEHHbII1
YHHBEPCHTET TEJEKOMMYHHKALIT
HM. IIPO®. M.A. BOHY-BPYEBHYA»
(CII6I'YT)

®ona Ne

OITUCDH Ne

JieJ1 IOCTOSIHHOTO XpaHeHHs
3a ron

YTBEPXIAIO

PekTtop
[Tonnuce Pacuindposka
NOAMHCH

Aara

N HUnpekc
n/n aena aena

3arosioBoK

Kpaitnue | KonudectBo
Jatbl JHCTOB

[Ipumeuyanue

1 2 3

4 5 6

HasBaHue pasznena

| | 1

B nanubifi pazen onucH BHECEHO

acn,

¢cN

mo N

(undpamMH U NPOMKUCHIO)
, B TOM 4HCIE:

JIMTCPHBIC HOMEPA!

nponylleHHble HoMepa:

HanmeHoBaHue DOMKHOCTH
COCTABUTENS OINUCH

3aBeayloUMii apXHBOM

COI'JTACOBAHO

[Ipotoxon DK CIIGI'YT
oT N

[Toanuce Paclmdposka noanucu

[MToanuce PacumidpoBka noanucu

YTBEPXIEHO

[Tpotokon IIIMK LI'A CII6
0T N
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[Ipunoxxenue Ne 23

dopMa roZIoBOro pasaesia CBOIHON omucH Aen BpeMeHHoro (cB. 10 1.) XxpaHeHHs

QENEPAJILHOE ATEHTCTBO CB3H

®EJEPAJILHOE rOCYJAPCTBEHHOE
BIOJ)KETHOE
OBPA30BATEJILHOE YUPEKIEHHE
BbICLUEIO OBPA30BAHHS
«CAHKT-TIETEPEYPI'CKHH
TFOCYJAPCTBEHHbIH ~
YHHUBEPCHTET TEJEKOMMYHHKALMHI1
HM. MPO®. M.A. BOHY-EPYEBHYA»
(CN6IYT)

Gonpg Ne

OITHCB Ne

Jen BpeMeHHbIX (cBbituel0 sieT)
CPOKOB XpaHEHUS

3a rox

YTBEPXIAIO

Pekrtop

IMoanuce
Hara

PacmndpoBka noamnucu

N Wnpekc 3arosnoBoK
n/n aena nena

Kpaiinue Cpok Konuuectso | [Ipumeuanue
JIaThl XpaHeHHUs JIUCTOB

1 2 3

4 5 6 7

B naHHBIH pa3acit OnMCH BHECEHO

cN

Ac,

JIMTEPHBIC HOMEpA!

(undppamMu U MPOMUCHIO)

mo N , B TOM YHCJIE:

IpoIylIeHHbIE HOMEpA!

HaumeHoBaHue JOHKHOCTH
COCTABHUTEJIS OIUCH

3aBenyIOLHi apXHBOM

COI'TTACOBAHO
[Tpotoxon DK CII6I'YT
oT N

Iloanuce Pacumugposka noanucu

[Toanuce PacundpoBka noanucu




100

[Ipunoxenue Ne 24

(DopMa aKTa O HEHMCIIPaBUMBIX [NOBPCXKIACHHUAX apXHUBHbBIX NOKYMEHTOB

®EIAEPAJIbHOE ATEHTCTBO CBJI311 VTBEPX II AIO
GEAEPAJIBHOE FOCYJAPCTBEHHOE BIOAKXETHOE
OBPA30BATEJIBHOE YUYPEXKJAEHHE PCKTOP
BBICILEIO OBPA3OBAHISA ~
«CAHKT-NIETEPBYPI'CKHH FOCYJAPCTBEHHBIH HO JIUCH Pacum(bpomca
YHHUBEPCHTET TEJIEKOMMYHHKALUHIT
HM. [TPO®. M.A. BOHY-GPYEBHYA» noAnucu
(CN6IryT) II
aTta
AKT
Ne

(MECTO COCTaBJICHHS)

0 HEUCIIPABHUMBIX MOBPEXKAECHHUAX
ApXHUBHBIX JOKYMEHTOB

B (i)OHﬂe 06Hapy)KCHI>I JOKYMCHTEI, MPHU3HAHHBIC HCHCIIPABHMO ITOBPCKIACHHBIMU

N Onuco En. 3aroja0BoK Kpaitnue | KonuuectBo | CymHocTs u
n/n N Xp. N | TOBpeXAEHHBIX JaThl JUCTOB [IPUYHHBI
en. Xp. (06pem, M6) | moBpexieHuS
1 2 3 4 5 6 7

Hroro O6H8py>KeH0 HEHUCIIPABHUMO NMOBPCIKIACHHBIX

ell. Xp.
(uudpaMu U NPONUCHIO)
[lepeuncrienHble €. Xp. NOAJIEKAT CIIHCAHUIO BBUAY:
3aBeayIOLIM apXHBOM [Toanuce Pacmmdporka noanucu
COT'JIACOBAHO COT'JTACOBAHO:
IMporoxon DK CIIGI'YT [Mporoxon LIDI1K apxupHoro xomutera CI16
oT N OT N
VI3MeHeH s B yUETHBIE JOKYMEHTbI apXUBA BHECEHBI.
HaumeHoBaHue n0mKHOCTH pabOTHHKA,
BHECLIECTO H3MEHEHHUS B YUETHBIE JOKYMEHThI [lonnuce Pacmugposka noanucu

Jlara
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[Ipunoxxenue Ne 25

®dopma BHYTpEeHHEH ONUCH JOKyMEHTOB fiena

BHYTPEHHSA OIITMCh

AOKYMeHTOB aena N

N | Peructpauuonsslit Jara 3aronoBoK Homepa [Tpumeganue
n/n HHJIEKC JIOKYMEHTa JOKYMEHTa JIUCTOB
JIOKYMEHTa aena
1 2 3 4 5 6
HUTtoro JIOKYMEHTOB.

KonuuecTBo 1MCTOB BHYTpEeHHEH OnucH

(uudppaMu U NPONKCHIO)

HaumeHoBaHHE TOKHOCTH JIKLA,
COCTaBHUBILICIO BHYTPECHHIOK ONKMChH
JAOKYMEHTOB I€JIa

JlaTa

(un¢paMy U IPOMTUCHIO)

IToamucek

Pacummdposka noanucu
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IIpunoxxenue Ne 26
OGpa3zel akTa O Bblgaue JieJ BO BpeMEHHOe I0JIb30BaHKe (TONBKO IJIs apXHBa)

GEJEPAJIBHOE ATEHTCTBO CBA3H

OQOEIEPAJIBHOE TOCYAAPCTBEHHOE BIOA/XKETIHIOE
OBPA30BATEJLHOE YUYPEXKAEHHE
BBICLIErO OEPA30BAHHS
«CAHKT-NETEPEYPICKHI1 TOCYIAPCTBEHHBII
YHHBEPCHTET TEJlEKOMMyIIHKAllHﬁ
HM. TIPO®. M.A. EOHY-EPYEBHYA»
(CTI6T'YT)

AKT

N
O BblAayv€ A€J1 BO BpEMEHHOE MOJIb3OBAHHE

(HauMeHOBaHHe OpraHHU3aLMH, ee ajpec,
MOYTOBbII HHAEKC)

OcHoBaHHe

Jns kakoii uenu BblaalOTCA €a. Xp. U3 doHna N

(Ha3BaHue doHAA)

Nn/n | Omucs | En. xp. |3aronosok en. xp. | KpaiiHue KonwnuecTBo aucros, IMpumeuanue
N N AaThl (opmar (o6bem, M06)
1 2 3 4 5 6 7
Bcero Bblaaercs en. Xp.,

{uudpamu K NPOMKCHIO)
CPOK BO3BpaLlEeHHs

I[ena BblAaHbl B YNOPARXOYEHHOM COCTOAHHHW, NOAUIWMTbI, B obnoxkax, ¢ HYMEPOBaHHBIMH  JIMCTAMHU
W1 3aBEPUTENIBHBIMU HAATIMCAMM.

[TonyuaTtens 00A3yeTcs He MPENOCTaBAATL AeNa, MOJY4YEHHbIE BO BPEMEHHOE MONb30BaHHE, MOCTOPOHHUM JIULIAM,
HE BbIOABATb [0 HMM KOMMH, BBHITUCOK W CNPaBOK, He MyONMKOBaTb AOKYMEHTbl 0e3 paspelleHHs OpraHH3auHM,
BblIaBllIei nena.

[Monyuyatenp 06s3yeTcs BepHyTh Jena B apXHB OpraHM3alMH B yKa3aHHbIH BakTe CPOK.

MMonyyarens mpeaynpexaeH 06 OTBETCTBEHHOCTH MO 3aKOHY B C/lyuae yTPAThl
WM MOBPEXAEHHA MONYUEHHbIX BO BpeMEHHOE NM0Jb30BaHUe e,

HaumMeHoBaHHe JOMKHOCTH HanMmeHoBaHUe A0MKHOCTH

PYKOBOAMTENS OpPraHU3aLliy, pyKoBOAUTENS

BbIAAOLUEH Aena OpraHu3aLMU-10yyaTens

IMoanuce  Pacumgposka INoanucs Pacundposka
NOAMHUCH NOAMNKCH

Jata Hara

[TeuaTs opraHuzaunu Ilevyate opranusauuu
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[Ipunoxenue Ne 27

[TpumepHas ¢popma axTa 06 yTpaTe JOKYMEHTOB

GENEPAJILHOE ATEHTCTBO CBSI3H

QEJIEPAJIBHOE I'OCYIAPCTBEHHOE BIOA/KETHOE
OBPA30BATEJILHOE YUYPEXKAEHHE
BbICILErO OBPA30OBAHHS
«CAHKT-TIETEPEYPICKHIl TOCYAAPCTBEHHbIN
YHHBEPCHTET TEJIEKOMMYHHKALHI
HM. [MPO®. M.A. BOHU-EPYEBHUYA»

(CII6Ir'yT)

AKT
00 yTpaTe JOKYMEHTOB

N
MHoto,
(®.M.0. paboTHUKA, JOIKHOCTB, CTPYKTYPHOE NOApa3AecHHE)
B IIPUCYTCTBUU "
(©.1.0.) (®.1.0.)
COCTAaBJICH HACTOALIMH akT 06 yTparte cleAyoWuX JOKYMEHTOB:
1.
(Ha3BaHHE U PEKBU3UTHI JOKYMEHTA)
2.
(Ha3BaHHE U PEKBU3UTHI JOKYMEHTA)
3.

(HaBBaHPIC U pEKBU3HUTHI noxymema)

YTpaTa JOKyMEHTOB 0OHapy>KeHa NpH CIeAyIOMUX 00CTOATENbCTRAX:

JlomxHOCTh [loanuce

H1.0. D)
JIOIDKHOCTD TTonnuce

(1.0. D)



GENEPAJIBHOE ATEHTCTBO CBS3I

®EJAEPAJILHOE MOCYAAPCTBEHHOE BIOAKETHOE
OBPA30BATEJLHOE YUPEXIEHHE
BBICILIEIO OBPA30BAHMS
«CAHKT-TIETEPBYPICKHI1 FOCYIAPCTBEHHDII1
YHHBEPCHTET TEJIEKOMMYHHKALUHI
HM. IPO®. M.A, BOHUY-EPYEBHUA»
(CTI6CYT)

donp Ne

OIIUCDH Ne

Jen BpeMeHHBIX (cBbiie 10 seT)
CPOKOB XpaHEHUs

3a rog
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IIpunoxxenue Ne 28

YTBEPXJAIO

Pexrtop

[loanuce Pacmu¢poska
NOAIIMCH

JlaTa

O6pasew onucH gen BpeMeHHOro (cBbie 10 neT) XxpaHeHus(TOAbKO AJs apXUBa)

Nen/n | Wnnekc nena | 3aronosok aena | Kpaiinue gatel | KonuuectBo [Tpumeyanue
JICTOB
1 2 3 4 5 6
Haspanue pasgena
B nanHBIf paznen onucu BHECEHO nen,

{undpamut 0 MPONUCHIO)

c Ne mo Ne , B TOM 4HcCJIIE:

JUTEPHBIE HOMEPA:

IPONYIIEHHBIE HOMEpa!

HaumeHoBaHHE NOKHOCTH

COCTaBUTEJIS OIIUCH [Toanuce PacmugpoBka
TIOATIHUCH

HaumeHoBaHue 1OHKHOCTH

PYKOBOJAMTENS apXUBa

(Jiu11a, OTBETCTBEHHOTO 3a apXUB) [onmuce Pacumudporka
TOATHUCH

COI'JTACOBAHO

[Mpotokon 3K CII6I'YT
oT Ne
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[Ipunoxxenue Ne29

@opma OIUCH JieNl IOCTOSIHHOTO,
BpeMeHHoro (cBbIie 10 1eT) XpaHEeH!s U 10 INYHOMY COCTaBY
CTPYKTYPHOTO ToJpa3iesieHus OpraHu3aluu

QEAEPAJIBHOE ATEHTCTBO CBSI3H

®EJEPAJIBHOE MOCYIAPCTBEHHOE BIOJKETHOE
OBPA30BATEJILHOE YUPEXAEHHE
BLICILETO OGPA3OBAHISA
«CAHKT-IIETEPBYPI'CKHi1 F'OCYIAPCTBEHHBIN
YHHUBEPCHTET TEJEKOMMYHHKALHIT
HM. IPO®. M.A. BOHY-EPYEBHYA»
(CTI6TYT)

HaumeHoBaHuUE CTPYKTYpHOIO
nozapasaeneHus

OIMMCHb N
nen

1. MOCTOSIHHOTO XpaHEeHHUS W/HITH

2. BpemMeHHoro (cBbiie 10 ner) u/wiu
3. Mo TUYHOMY COCTaBy

Ne | HUupekc 3aronosok agena Kpaiinue Kon-Bo Cpok** | Ilpumeuanu
n/n aena Jatbl JIUCTOB | XpaHeHHs e
1 2 3 4 5 6 7

Haszsanue pazgena

B JAAHHYKO OIMMUCh BHECEHO €a. Xp.
(undpanmu 1 NPonUCkLIO)

c Ne no Ne , B TOM YHCJeE:

JMTEpHbIE HOMEpa:

NPOIyLLEeHHbIE HOMepa:

HaumeHoBaHHE OMKHOCTH CTPYKTYPHOrO
noapasaeNneHHs

(noanuce) (pacuudponka)

00.00.00

COI'mTACOBAHO
HauanbHuk obluero otaena

(noanucy) (pacwndpoBka noaNHcH)

00.00.00
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[lepenan ea. Xp.
(undpasu H HPOHUCHIO)

H PErUCTPALlHOHHO-KOHTPOJIBHBIX KapTOTEK K JIOKYMEHTAM
(undpamu st NponNUCLIO)

HaumeHoBaHue nomkHOCTH paboTHHKA
CTPYKTYPHOrO NOAPa3Ae/ieHHA

(noannce) (pacumdponka)
00.00.00
[Mpunsn efl. Xp.

(tushpastit 11 HPONHCELIO)
H PEruCTpallHOHHO-KOHTPOJIBHBIX KAPTOTEK K IOKYMCHTaM
(uHdpasmi H NPONHCbIO)

HaumeHoBaHHe OOMKHOCTH pa60’1‘HMKa apxuBa

(noanuce) (pacumdposka)

00.00.00

**I'padpa «Cpox XpaHeHHsa» OTCYTCTBYET AJIsl AOKYMEHTOB MOCTOSHHOIO XpaHEHHUs.



