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I. OBINME MOJOXEHUA

1.1.OCHOBHBIM  HOPMAaTHBHO-METOJMYECKUM  JOKYMEHTOM,  ONpPEIETSAIOMUM U
YCTaHABIIMBAIOLINM €IMHBIN MOPAIOK PaOOTHI ¢ TOKyMEHTaMH B [ 0OCyZapCTBEHHOM OFOKETHOM
00pa30BaTeNbHOM YYpPEXKACHWH Bbicmiero oOpasoBanmsa PecnyOmmkn Kpeim  «Kpsimckuit
WH)KEHEpHO-Tienaroruueckuii yausepceure™ (mamee — [bOYBO PK KUITY, KUITY), sBnsetcs
HHCTpyKIHs 110 AETOTPOU3BOACTBY. MHCTPYKIHSA MO IENONMPOU3BOACTBY (Hanee — MHCTpyKIws)
YCTaHABIIMBAET €IWHYI0 CHCTEMY JEJOMPOW3BOACTBA, MOPAAOK TOATOTOBKH, OQOPMIICHHS,
MPOXOKIAEHUS, KOHTPOJIA 3a WCIOJIHEHHEM, YUYETOM, XPAHEHHMEM, IE€YaThi0, KOMUPOBAHUEM H
TUPAKUPOBAHUEM CITYKEOHBIX TOKYMEHTOB.

1.2.1lpaBuna BeaeHus AENONPOU3BOJACTBA, MPEAYCMOTPEHHBIE HacTosAmend MucTpykumen,
PacnpoCTPAaHAIOTCS HA JOKYMEHTBI OTKPBITOTO XapakTepa.

1.3. Jemonpoussoacteo B KUITY opranusyercs Ha OCHOBE YaCTHYHOM JCLECHTPATU3ALUHA U
OCYNIECTBIIACTCA YTIPaBICHHEM JOKYMEHTOOOOpoTa ™ KoHTpoias (mamee — YJK) wu
CTPYKTYPHBIMH TTOAPA3IEICHAIMHA B COOTBETCTBHH C TPEOOBAHUAMH HACTOAIEH NHCTpYyKIWH.

1.4.Oprauu3alluOHHO-METOAUYECKOE  PYKOBOJCTBO W KOHTPOJIb  HAJ  BEACHUEM
nenonponssoacTea B KUITY ocymecTiser Ynpasnenne 1oKyMeHTO000poTa B KOHTpous. Y JIK
JaeT YKa3aHWsA 10 BOIMPOCAM OPTraHM3ALMH BEICHHUS EIIOTIPOM3BOJCTBA, 00S3aTENbHBIE I
WCIIOJIHEHUS CTPYKTYPHBIMU MOAPA3ACIEHUSIMH, MPOBEPSIET COCTOSHHME JACIONPOU3BOACTBA M
OCYIIECTBIAECT OOyYeHHEe pPAOOTHHKOB, OTBETCTBEHHBIX 3a BEICHHE JECIONMPOM3BOJICTBA B
CTpyKTypHbIX mogpaszaencHusax KHIIY. Vkazamma VYJIK 1o Bompocam opraHusauuu
JEIIOTIPOU3BOICTBA 003aTENBHBI A BeeX padoTHukoB KUITY .

1.5.0OTBETCTBEHHOCTh 32  OPraHU3alMI0  JIENONMPOMU3BOJACTBA, CBOEBPEMEHHOE U
KaueCTBEHHOE HCIIOJIHEHHE JOKYMEHTOB, HMX COXPAHHOCTb BO3JIaracTcd Ha PYKOBOJUTENEH
cTpykrypHbix noapasaencanii KUITY (ympasnenwnii, otaenos, Gummnanos, KOIEKa, JEKAHATOB,
kadenp, mnaGoparopwii, IEHTPOB, OOOCOOJCHHBIX TOMPA3JENCHHH U Ap.). PykoBomuremn
CTPYKTYPHBIX TOAPA3IEICHUN 00S3aHBI PACCMATPUBATH BCE JOKYMEHTHI B J€Hb MX TOTyYCHUS;
TpeOOBAaTh OT HWCIOJHUTENIEH CBOEBPEMEHHOM M KAYECTBEHHOW TOATOTOBKH TOKYMEHTOB H
BBINIOJIHEHUA COOTBETCTBYIOIIMX MOPYYEHUM, CBOEBPEMEHHO JOKIAAbIBATh PYKOBOJACTBY B
Cllydyae HEOOXOAMMOCTH O TIEPEHOCE CPOKOB MCHIOJMHEHHA JOKYMEHTOB. PykoBoguTenwu
CTPYKTYPHBIX TIOJpa3J€NeHU JOKHBI TMPUHUMATh MEPbl K COKPAIIEHHUIO NEPEMUCKH,
oOecTieuynBaTh TNPABWIBHOE ©  PAMOHAIPHOE HWCIOJIB30BAHHE CPEICTB  OPTTEXHHUKH,
Pacxoa0BaHHE CITY:KEOHBIX OJIAHKOB M OyMary.

1.6.Conmeprkanne CITy’kK€OHBIX JTOKYMEHTOB HE TOJJICKUT pasrmameHuto. C TOKyMeHTaMU
MOTYT OBITh O3HAKOMJICHBI TOJBKO JIMIA, WMMEIONIHE HEMOCPEICTBEHHOE OTHOHIEHHE K
WCIIOJIHEHHIO 3TUX JOKYMEHTOB. O3HAKOMIIEHUE IPYTHX JHUL C JOKYMEHTAIBHBIMU MaTEpPHAIaMH,
a TaKKe Tepenavya JOKYMEHTOB M MX KONHHM Pa0OTHHKAM CTOPOHHUX OPTaHHU3ALMU JOTYCKAeTCs
TOJBKO ¢ paspemieHus pykosoacTtsa KHUITY.

1.7.HenocpencTBeHHOE BEACHHWE IEIONMPOU3BOACTBA B CTPYKTYPHBIX MOAPA3ACICHUAX
BO3JIaracTcs Ha PaOOTHUKOB, HA3HAYECHHBIX OTBETCTBEHHBIMH 3a 3Ty PaOOTy PYKOBOIUTEIEM
MOApa3IEACHHUS.

1.8.PabOTHUKH CTPYKTYPHBIX TOJAPA3IEICHUN HECYT OTBETCTBEHHOCTH 3a BBITIOJTHEHHUE
TpeOoBaHMi MHCTPYKIHMH, 32 COXPAHHOCTh HAXOAAIIUXCA y HUX CIYKEOHBIX TOKyMeHTOB. OO0
yTpaTe TOKYMEHTOB HEMEIJICHHO JOKIAABIBAIOT PYKOBOJUTEIIO MOIPA3ACICHUS W COOOIIAIOT B
YJK.

1.9.B cmyuae orcyrctBHA  paboTHMKA  (OTHYCK, KOMAHAMPOBKA, BPEMEHHAs
HETPYIOCTIOCOOHOCTB), HMEIOIMHECS Y HET0 [JOKYMEHTHI TI0 VYKa3aHWUI0 PYKOBOJIUTEI
CTPYKTYPHOTO TIOAPA3JCIICHUS TEPENAIOTCS IPYyroMy PaOOTHHKY, KOTOPBIH 00f3aH TPHUHATH
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MEPBI K WX CBOEBPEMEHHOMY WCTONHEHMIO. [IpM yBOIIBHEHWM WM TIEpEMEIICHWH PaOOTHHKA,
OTBETCTBEHHOTO 32 BEJCHUE ACIIONPOU3BOACTBA, MPOU3BOAUTCA MEPeaayda A€l U JOKYMEHTOB, O
YeM COCTAaBISAETCA MNPUEMO-CHATOYHBIA aKT, KOTOPBIM YTBEPKAAETCA PYKOBOAUTEIEM
CTpPYKTypHOTO noapasaenenus. Konusa akra nepenaercs B Y K.

1.10.BeneHre TepenucKy ¢ BBICIIUMH JTOJDKHOCTHBIMU Jnamu PecryOmuku Kpeim, c
BBICIIIMMH JOJUKHOCTHBIMU nunamMu [IpaBurensctBa PecnyOmuku Kpsim u [ocymapcTBeHHOTO
Cosera Pectiyonuku Kpeim ocymecTBsiercss pekropom. Benenne nmepenmcku ot umenu KUITY ¢
MUHHCTEPCTBAMH H  BegoMmMcTBamMu  Poccuiickoit @enmepammu w  PecnyOmmku  Kpwim
OCYIIECTBIACTCS PEKTOPOM, W/HWIIH IO TMOPYYEHHIO PEKTOPAa MPOPEKTOPOM TIO HAIMPABIICHUIO
JEATEITBHOCTH, PYKOBOJUTENEM CTPYKTYPHOIO IOAPA3ACICHU, IO BOMPOCAM, BXOJAIMIMM B €r0
KOMIIETEHLUIO.

I.11.ITonoskenmss ~ MHCTpyknmMM ~ pacmpoCTPaHAIOTCA  KaK  HAa  TPAJULHOHHOE
JETOTPOU3BOCTBO, TAK M HA OPTAHU3ALMIO PA0OTHI C SIMEKTPOHHBIMHU JOKYMEHTAMH.

1.12.Bemonaenne HacTosmed VMHCTPYKIHMU OOSM3aTENbHO I PYKOBOIAIIETO COCTaBAa M
OTBETCTBEHHBIX 3a AenmonponsBoacTBo B KUITY, ¢ ee TpeGoBaHMsAMH PAOOTHHUKH JOJKHBI OBITH
O3HAKOMJIEHBI TIOJl POCIHUCh. Bce BHOBH TpuHATBIE HAa PadOTy PaOOTHHKH IOJDKHBI OBITH
O3HAKOMJIEHBI PYKOBOJMTEIIMH CTPYKTYPHBIX NOJAPA3ACICHHM € YCTAHOBJICHHBIM IOPSIIKOM
paboTHI ¢ TOKYMEHTaMH | HacTosmier MHCcTpyKIue.

1.13.ITopsimok pabOTHI C CEKPETHBIMH TOKyMEHTAMH, AOKyMEeHTaMH ¢ Tpudom «Jlmst
cmy:keOHOrOo Tmomb3oBanms» (JICII), mnmcebmamu, 3asgBACHUAMH W JKaloO0aMH  TPa)KaaH
OTPENENAETCA CIELUATbHBIMU HHCTPYKLUAMM.

II. JAOKYMEHTHI YHUBEPCUTETA

KUITY u3naer cneayromue TOKYMEHTHI:

-OpTaHHU3AIMOHHbIC (TIPAaBHJIA BHYTPEHHETO PACIIOPANKA, TOJOXKEHHUS O CTPYKTYPHBIX
noapasaeneHusax KUIIY, permameHTsl mo BHOaM AECATEIIBHOCTH, JOJLKHOCTHBIE HHCTPYKLHH,
HITATHOE PACTIMCAHUE, JOTOBOPHI, COTTAIMIEHHUS U 1IP.);

-pactiopsaAuTeNbHbBIE (TTPUKA3, pACTIOPsKEHUE, PEIICHHUE ),

-MH()OPMALMOHHO-CTIPABOYHBIE (TIPOTOKOJI, AaKT, THCHMO, IOKIAJHAsA, CIy)KeOHad |
OOBSCHUTETHHAS 3aITUCKA, CIIPABKa U JIP.);

-(puHAHCOBO-OyXTaNnTEPCKUE TOKYMEHTHI.

B opraHu3zanmoHHO-paCTIOPATUTENPHOW  JOKYMEHTAMH  (DUKCHPYIOTCS — PEIIEHUS
aIMUHUCTPATUBHBIX U OPTaHU3AIMOHHBIX BOITPOCOB.

1. MPABUJA NOATOTOBKU 1 O®OPMJIEHUA NOKYMEHTOB

OdopMmieHue  JOKYMEHTOB TMPOU3BOAUTCS B  COOTBETCTBUH C  TPEOOBAHHUSIMHU
HaumonaneHoro crannaprta Poccuiickoit @eaepaiyu I'OCT P 7.0.97-2016 "Cuctema cTaHaapTOB
o WH(pOPMAaIHH, OUOTHOTEYHOMY W M3aTeITbCKOMY Aeny. OpraHu3aioHHO-PACTIOPSTUTETHHAS
noKyMeHTauusA. TpeOoBanma k odopmienmtoo aokymentoB" (manee ['OCT P 7.0.97-2016),
HacToAmerd MHCcTpykumen. B HacTosdmem cTaHmapTe MCHOIb30BAHBI HOPMATHUBHBIC CCBUIKH HA
CIETyFOTIHE CTAHJAPTHI:

['OCT P 7.0.8 Cuctembl cTaHAAPTOB 10 HHPOPMAIHH, OHOTHOTEYHOMY M U3JATEITECKOMY
neny. JdenonpousBoactso u apxuBHoe Aeno. Tepmunbl u onpeaenenus ['OCT P UCO 15489-1
Cucrema cTaHAapToB 10 WHPOPMAIMH, OHONHOTEYHOMY M HM3AATEIIHCKOMY JIETy. Y MpaBlcHUE
nokymentamu. O0TmHe TpeOOBAHHUA.



3.1. O6me TpeGoBaHMS K CO3AaHUI0 T0KYMEHTOB

3.1.1. JIokyMEHTBI MOTYT CO3/IaBATHCS HA OYMa)KHOM HOCHTEIE U B 3JICKTPOHHOH (hopMeE C
COOITFOIEHHEM YCTAHOBIIEHHBIX MTPABHI 0()OPMIIEHHA JOKYMEHTOB.

3.1.2. Ilpu co3maHuu TOKyMEHTAa HAa ABYX M OOJiee CTPAHMIAX BTOPYIO W TOCIETYIOIIHE
CTPaHHULIbI HYMEPYIOT.

Howmepa cTpaHuL npocTaBiIstOTCA MOCEPEAUHE BEPXHETO MOJIA AOKYMEHTA HAa PacCTOSTHUU
He MeHee 10 MM OT BEPXHETO Kpas JIUCTa.

JlomyckaeTcss cO3JaHMe JOKYMEHTOB Ha JHMIIEBOM W OOOPOTHOM cTOpoHax mmcta. [lpm
JBYCTOPOHHEM CO3JJaHUM JOKYMEHTOB IIMPHUHA JIEBOTO MOJS HA JIMLEBOW CTOPOHE JHCTa M
MPABOTO MO HA 00OPOTHOM CTOPOHE JTUCTA JOJDKHBI OBITH PABHBL.

3.1.3.IlpeAnoYTHTENEHBIMH TAPHUTYPAMH W pa3MepamMu MmMpUPTOB I PEKBH3HTOB
JOKYMEHTA ABJIAIOTCS:

Times New Roman 13, 14.

[Ipu cocTaBneHnH TAOTHUI] TOITYCKAETCS MCIIOb30BAHUE MPU(PTOB MEHBIIUX PA3MEPOB.

3.1.4. AG3aHbIi OTCTYI TEKCTA JOKYMeHTa - 1,25 cm.

3arolOBKM Pa3feNoB W TMOAPA3ACIIOB TEYATAIOTCS C a03alHBIM OTCTYIIOM HITH
LEHTPUPYIOTCS MO ITUPHUHE TEKCTA.

MHOroCTpO4HbIE PEKBHU3UTBHI MEYATAIOTCS YE€pPe3 OJWH MEKCTPOYHBIH HHTEpPBAI,
COCTaBHBIE YaCTH PEKBU3UTOB OTACIAIOTCA JOMOJHUTENBHBIM HHTEPBAIIOM.

Texer nokymeHTa nevaraercsa yepes 1 - 1,5 MeKCTpOUYHBIX HHTEPBAJIA.

Ecnmu mokyMeHT rOTOBHTCS [UIA W3JAHHS C YMEHBIICHHEM MacmTada, TEKCT TedaraeTcs
4yepes JBa HHTEPBAA.

HuTepBan Mexay OyKBaMHU B CIIOBAX - OOBIYHBIM.

WHTepBan Mexay cIOBaMH - OJUH POOET.

3.1.5. Tekct mOoKyMeHTa BHIPAaBHHUBAECTCA MO HIMPUHE JHCTA (TI0 TPAHUIAM JIEBOTO H
MPABOTO TOJICH TOKYMEHTA).

JInuHa caMOM JJIMHHOM CTPOKHM PEKBU3MTA IIPH YIVIOBOM PACIONIOKEHUH PEKBH3HUTOB HE
oonee 7,5 cM.

JlnvuHa caMOM JNJIMHHOHW CTPOKH PEKBU3HUTA IPHU NPOJOJIBHOM PACIIOIOKEHUM PEKBH3UTOB
He Oonee 12 cm.

3.1.6.BHecerne W3MEHEHHWH (JOTMOJHEHWH) B JIOKAJbHBIE AaKThl JHOO WX OTMEHA
OCYIIECTBIACTCA B TOM JK€ TOPAIKE, B KOTOPOM OHH Pa3padaThIBAIHCh W YTBEPKIAIHCH
(MPUHUMAITUCH).

3.2. PeKBU3UTBI JOKYMEHTA

[Ipu moaroroBke W OGOPMICHHH TOKYMEHTOB HCIONB3YIOT PEKBH3HUTHI, OIMpPEIEICHUSA
koTopbix npuseaeHst B 'OCT P 7.0.8.

01 - rep6 (I'ocymapctBennsiii rep0o Poccuiickoit @exeparmn, repod PecryOnmuku Kpoiwm,
rep0 (repampaudeckuii 3HaK) . Cumdepornons),

02 - >mOeMa;

03 - TOBapHBIN 3HAK (3HAK OOCITYKHBaHHUA);

04 - xox hopMBbI TOKYMEHTA;

05 - HaMMEHOBaHUE OPTaHU3ALHH - AaBTOPA JOKYMEHTA,

06 - HaMMEHOBAaHHWE CTPYKTYPHOTO MOAPA3ACICHH - ABTOPA JOKYMEHTA,

07 - HaMMEHOBaHUE JOLKHOCTH JIMLA - aBTOPA TOKYMEHTA,

08 - cpaBoYHBIE JaHHBIE 00 OPTaHU3ALNH;



09 - HanMeHOBaHUE BUAA JOKYMEHTA,

10 - naTta nOKyMeEHTA;

11 - perucTpanMOHHBIN HOMEDP JOKYMEHTA,

12 - ccpuTKa HAa PErUCTPALMOHHBIM HOMED M JATy MOCTYIIUBIIETO JOKYMEHTA,;
13 - MecTo cocTaBiieHUs (M3JaHUs) TOKYMEHTA,;
14 - rpud orpaHUYEeHHSA AOCTYMA K JOKYMEHTY,
15 - agpecar;

16 - Tpud yTBEPKIACHHUA JOKYMEHTA,

17 - 3aroyI0BOK K TEKCTY;

18 - TEKCT HOKYMEHTA,

19 - oTMeTKA O IPHUTIOKEHUH,

20 - rpu¢ cormacoBaHHs TOKYMEHTA;

21 - Bu3a;

22 - MOJNKUCH;

23 - oTMeTKa 00 SNEKTPOHHOU MOITUCH,

24 - meyartn;

25 - oTMETKa 00 MCITOJTHHUTEIIE,

26 - OTMETKA O 3aBEPEHUU KOIIHH,

27 - OTMETKA O TIOCTYIUICHUU JOKYMECHTA,

28 - pe3osronus;

29 - 0OTMETKA O KOHTPOJIE;

30 - oOTMETKA O HAMPABJICHUH TOKYMEHTA B JIENO.

3.3. OdopmineHne peKBU3UTOB JOKYMEHTOB
3.3.1.T'ep6 (I'ocymapcteenubiii repo Poccmiickoit ®enepanuu, repd PecryOommku Kpeiwm,

rep0 (repampauueckuii 3HaK) T. Cumdepornonsi) BOCIIPOU3BOAUTCS Ha OJTAHKAX JOKYMEHTOB B
cooTBeTcTBUU ¢ DeaepanbHbIM KOHCTHUTYLIMOHHBIM 3aKOHOM OT 25.12.2000 r. Ne 2 - ®K3 "O

locymapcteennom rtepOe  Poccuiickoit  @Dexepanuu’, 3aKOHOMATETBHBIMH W HWHBIMH
HOPMATHBHBIMH TPABOBBIMH akTaMu PecryOnuku KpbiM ¥ HOPMATHBHBIMH MPABOBBIMH aKTAMH
OpraHoB  MecTHOro  camoympaBieHus 1.  Cumdeponons.  MzoOpaxenue  repda

(F'ocymapcTBeHHOTO), TOMENIACTCS TMOCEPEIUHE BEPXHETO TOJNA OJaHKa JOKYMEHTa Ha
PEKBU3UTAMHU OPTAHU3ALINH - ABTOPA TOKYMEHTA, Ha PacCTOSTHAH 10 MM OT BEPXHETO Kpas JIHCTA.

3.3.2.0mbnema KUIIY, paspaGoraHHas u yTBEpKICHHAs B YCTAHOBJICHHOM TIOPAJIKE,
pa3MeImaeTcss B COOTBETCTBHH C HOPMATHBHBIMHU NPABOBBIMH aKTaMH Ha OJAHKAX: JOKYMEHTOB
(deneparbHBIX ~ OPTaHOB  TOCYJAPCTBEHHOW  BJAacTH (32  HMCKIOYEHHWEM  CITy4Yaes,
MPeIyCMATPHBAIOIINX HWCIONIb30BaHUEe W300paxkeHus [ ocymapcTBeHHoro repba Poccuiickoit
Qenepannun), TEPPUTOPHAIBHBIX OPTaHOB (EeACPATbHBIX OPTaHOB TOCYJAPCTBEHHOW BIACTH,
TOCYJAPCTBEHHBIX W HETOCYJAPCTBEHHBIX OpraHm3anui. M300parkeHue >MOJIeMBbl MOMEMAeTCs
MOCEPEIMHE BEPXHETO MO OJaHKAa JOKYMEHTAa HAJ PEKBH3UTAMH OPTaHHW3AIMH - aBTOPA
JOKYMEHTA, Ha paccToAHUU 10 MM OT BEpXHETO Kpas JIUCTA.

3.3.3.Koxa ¢opmbr TOKyMeHTa POCTABIIAETCS HA YHU(HUITUPOBAHHBIX (POPMAX JOKYMEHTOB
B cooTBeTcTBHH ¢ OOMIEPOCCHUCKAM KIIACCH(UKATOPOM YTPABICHYECKOW JOKYMEHTALUN
(OKVY[]) nnu noKampHBIM KIacCH(PUKATOPOM, PACTIONIATAETCA B MPABOM BEPXHEM YTy PaOOUETo
MOJI TOKYMEHTA, COCTOUT m3 cioB "®opma mo" (HaumeHoBaHUE Kiaccuuraropa) u mudpoBoro
KO/Ia.

[Ipumep - ®opma no OKY /[ 0211151.



3.3.4.HaumenoBanne [ocymapcTBeHHOE OIOMKETHOE O00pPA30BATEIIFHOE YUPEKICHHUE
BpIcIeT0 oOpasoBammsa PecryOmuku  Kpeim  «KpeIMCKHH — MH)KEHEPHO-TIEAATOTHIECKHM
VHUBEPCUTET» Ha ONIAHKE JTOKYMEHTA JODKHO COOTBETCTBOBATH HAMMEHOBAHHIO FOPUIMYECKOTO
JMLA, 3aKPETUIEHHOMY B Y CTaBe.

Ilon HaumenoBanuem [I'BOYBO PK «Kpbmmckuii uH:KEHEPHO-NIEAArOTHYECKHUMA
VHUBEPCUTET» YKa3bIBAETCS COKpamieHHoe HamMeHoBaHue opranusamun (IBOYBO PK
«KpbIMckull uHKeHepHO-nienarorudyeckuii yusepcuret», ['bOYBO PK KHUITY, Kpeimckuit
WHKeHepHO-Tienaroruueckuii yausepcuret, KUITY). Hag nanvmenosannem KUITY ykaspBaercs
MOJIHOE WM COKpPAUIEHHOE€ HaWMMEHOBAHUE BBIIIECTOSLIEH oOpraHu3zauud — MUHUCTEPCTBO
00pa3oBaHus, HAYKHA U MOoAeku Pecyomukn Kpbim.

[lomHOE HAaMMEHOBAaHWE YHHMBEPCHTETA, MPUMEHAeMOe Ha OmaHkax, — ['ocymapcTtBeHHOE
OFO/DKETHOE 00pa3oBaTEeNIbHOE YUYpEeXKACHHWE BhIcHIero oOpasoBanma PecnyOmukm Kpbim
«KpBIMCKMI HH;KEHEPHO-TIENATOTHYECKUI YHUBEPCUTETY, YCTAaHOBIIEHO B Y cTtage KUITY.

Taxke VYcraBoM  YCTAaHOBIEHO  HAUMEHOBAHUE  YHHUBEPCUTETA HAa  PYCCKOM,
KPBIMCKOTATAPCKOM MW YKPaWHCKOM s3bIkax. Ha Omankax Hax wHaumenoBanuem KUITY
YKa3bIBAETCA MOTHOE HAUMEHOBAHUE BBIIIECTOSIIEN OpPraHU3aLUu.

3.3.5.CnpaBouHbIe JaHHBIE 00 OPTaHU3AIMH YKA3bIBAIOTCA B OJJAHKAX MHUCEM U BKITFOYAIOT:
TOYTOBBIN aapec OPTaHHU3AIMH (JTOTOTHUTEIHPHO MOMKET YKA3BIBATHCS aIPEC MECTA HAXOKICHUSA
FOPUIUYECKOTO JIUI[A, €CTM OH HE COBIATACT C TIOYTOBBIM aapecom), Homep Termedona, daxca,
aapec 3NEKTPOHHOW MOYTHI, CETEBOM aapec.

B cocraB crpaBOYHBIX MAaHHBIX, 33 HWCKIIOYEHHWEM OJIAHKOB JOKYMEHTOB OPTaHOB
rOCY/AapCTBEHHOH BIIACTH, OPTAHOB MECTHOTO CaMOYTPABIEHUS, BKIFOYAIOTCS: KOJ OpPraHu3aluu
mo OOmepoccuiickomy kimaccupukatopy mnpeanpustuii u opranmsammii (OKIIO), ocHOBHOM
TOCYJapCTBEHHBIH perucTpanoHHbid HoMep oprammsammu (OI'PH) m wmeHTHQUKAIMOHHBIH
HOMEP HaJOTOTIIATEIBIINKA/ KO IPUIHHBI TIOCTAHOBKH Ha Haymorossiid yueT (MHH/KIIIT).

3.3.6.HaumeHoBaHME BHJA [JOKYMEHTa YKa3blBaeTCd HA BCEX JOKYMEHTaX, 3a
WUCKJTFOYEHHUEM JETOBBIX (CIy»eOHBIX) THCEM, pAacmojaracTca TOJ PEKBH3UTAMH aBTOPA
OOKyMEHTa (HAMMEHOBAHWEM OPTaHU3AIlMH, HAWUMEHOBAHHEM CTPYKTYPHOTO TMOIPa3IciiCHuUs,
HauMeHOBaHUEeM NOJLKHOCTH) ([Ipunoxkenus 5, 6, 7, 8).

HaumenoBanmwe  momkxHO  OBITh  yKa3aHO  3armaBHeiMH — OykBamu:  [IPMKAS,
PACITOPAKEHUE, I[TPOTOKOJIL, AKT, OTYET, KOHTPAKT, JOI'OBOP,
XOI[ATAPICTBO, CIIPABKA u 1. A. DTOT PEKBU3HUT SBIAETCS OJAHUM M3 BAKHEHIIUX U
MPOCTABIIAETCS HA BCEX JOKYMEHTaX, KpoMe mnuceM. /[ muceMm yka3aHuE BUAA JOKyMEHTA
HCTIONB3yeTCs TONBKO B clieayromneM codetanun: I APAHTUMHOE ITHCHMO.

3.3.7.Jlata moxymeHTa COOTBETCTBYET JaTe MOANMHUCAHUA (YTBEPIKIEHHUSA) NOKYMEHTA HITH
nate cOOBITHA, 3a()MKCHPOBAHHOTO B JOKYMEHTE. JIOKyMEHTHI, W3NAaHHBIE ABYMS WIH Oojee
OpPTaHW3aLWAMH, JODKHBI WMETh OJHY (eauHyr0) naty. Jlara mOKyMeHTa 3alMChIBaE€TCS B
MOCTIETOBATEIIFHOCTH: ACHD MECSIIA, MECSII, Tl OJHUM H3 IBYX CIIOCOOO0B:

apaOckumu mrdpamu, pasaeneHHbIME ToUKoH: 05.06.2016;

CIIOBECHO-IIM(PPOBBIM cTIOcOOOM, HanpuMmep: 5 uroHs 2016 .

3.3.8.PerucTpaniioOHHBI HOMEP MOKYMEHTAa - UU(POBOW WM OyKBEHHO-TIU(PPOBOH
WACHTA(UKATOP AOKYMEHTA, COCTOSIIMHA W3 TOPAJKOBOTO HOMEPA JOKYMEHTA, KOTOPBIH, IO
YCMOTPEHHIO OPTAaHU3ALWH, MOMKET MAOTMONHATHCS UH(POBBIMH WM OYKBEHHBIMH KOJAMH
(MHOEKCAaMH) B COOTBETCTBHHM C HCHONB3yeMBIMH KiaccH(puKaropaMu (MHIEKCOM JeNa TI0
HOMEHKJIAType JIEN, KOJOM KOPPECTIOHIEHTA, KOJAOM JODKHOCTHOTO JIUIA U Ap. ).

Ha moxyMmeHTe, COCTaBIIEHHOM COBMECTHO [JBYMA H 0OOJ€e OpPTaHHU3ALMAMH,
MPOCTABIAIOTCA PETMCTPALIMOHHBIE HOMEPA JOKYMEHTA, IPUCBOEHHBIE KAKI0H U3 OpraHu3alui.



PeructpannonHbie HOMEpa OTIAENAIOTCSA APYT OT Jpyra KOCOM 4epTO U MPOCTABIAIOTCS B
MOPSAAKE YKAa3aHHUA aBTOPOB B 3ar0JIOBOYHON YaCTH HITH TIPeaMOysie JOKYMEHTA.

3.3.9.Ccpika Ha PErucTpPaLMOHHBI HOMEP M AaTy MOCTYMMBILErO JOKYMEHTA BKIIOYAET
PETHCTPALMOHHBIA HOMEDP M JAaTy BXOJALIEr0 MHULMATUBHOIO JIOKYMEHTA, HA KOTOPBIH JAeTcs
OTBET.

3.3.10.Mecto cocraBneHus (M3HaHHWA) TOKYMEHTA YKAa3bIBAETCS BO BCEX NOKYMEHTAX,
KpOME JIETIOBBIX (CITy’KEOHBIX) TTUCEM, a TAaKKe JOKIATHBIX, CITY’)KEOHBIX 3aITUCOK W JIPYTHX
BHYTPEHHHUX HH(POPMAILIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

Mecto cocraBneHus (M3JaHWA) JOKYMEHTa HE YKA3bIBAETCA B TOM CIlydae, €Clid B
HAUMEHOBAaHUM OPraHU3allMd MPUCYTCTBYET YKa3aHUE HA MECTO €€ HaXxoKJAeHusa. Mecto
cocraBiieHust  (W3MAHWA) JOKYMEHTAa  YKa3blBa€TCAI B COOTBETCTBHH C  MPUHSATHIM
aMUHHUCTPATUBHO-TEPPUTOPHAIIBHBIM JICIIEHUEM.

3.3.11. I'pud orpanmveHHs JOCTYyTA K JOKYMEHTY MPOCTABIAECTCSA B PABOM BEPXHEM YTITY
MIEPBOTO JINCTA JOKYMEHTA (TIPOEKTa TOKYMEHTA, COMPOBOAUTENHFHOTO TUChMA K JOKYMEHTY) Ha
TPaHUIIE BEPXHETO TOJIA MPH HATMYHH B TOKYMEHTE HHPOPMAIIMH, JOCTYT K KOTOPOH OTPaHUYCH
B COOTBETCTBHHM € 3aKOHOJATENBCTBOM Poccuiickon Penepanyu.

Buasr ucnonmb3yeMbIx B OpraHM3amMi  TpU(OB OTPaHHYEHHS JOCTYHA JTOJDKHBI
COOTBETCTBOBATh 3aKOHOJATENIbHBIM W WHBIM HOPMATHUBHBIM IPaBOBBIM akTaMm Poccuiickoit
@Oenepanyy U JOIDKHBI OBITH 3aKPEIUIEHBI B JIOKATBHBIX HOPMATHBHBIX akTax. B coctas rpuda
OTPaHWYECHHA NOCTyNMa K JOKYMEHTY BXOAHUT orpaHuuutenbHas Haamuch (" cmyxeOHOTO
none3oBanua’, "Konpuaenmmansao", "Kommepueckas TtaitHa" WM Op.), KOTOpas MOXKET
JOTIONHATBCS HOMEPOM 3K3EMIUISIPAa AOKYMEHTAa M JAPYTHMMH CBEACHUSIMH B COOTBETCTBHH C
3aKOHOATENbCTBOM Poccuiickon Penepanun.

IIpumep - Kommepueckas taiina.
Ok3. Ne2

3.3.12.Anpecar wucnomp3yeTcs TpPH OQOPMIIEHHH [JEJOBBIX (CITYy)KEOHBIX) TIHCEM,
BHYTPEHHUX HH()OPMALMOHHO-CTIPABOYHBIX JOKYMEHTOB (IOKITATHBIX, CIYyKEOHBIX 3alHCOK H
ap.). AJIpecaroM TOKYMEHTAa MOMKET OBITh OpraHW3alus, CTPYKTYPHOE TOJIpa3/IeTcHHE
OpTaHH3aLWH, TOJDKHOCTHOE WA (PU3HIECKOE JIHIIO.

PexBm3ur "ampecat” MpOCTAaBIIETCS B BEPXHEW MPaBOM 4acTH TOKyMEHTa (Ha OJaHKE ¢
VTJIOBBIM PACTIONIOKEHUEM PEKBU3UTOB) HITH CITPABa MO PEKBU3HTAMH OJIaHKA (TP MPOIOIEHOM
PacToJIO’KEHUH PEKBH3UTOB O1aHka). CTpoku pekBH3UTA "aapecar” BHIPABHUBAIOTCS IO JIEBOMY
KParo WM LHEHTPUPYIOTCS OTHOCUTEIIBHO CAMOM JJIMHHOU CTPOKH.

[Ipm  angpecoBaHMHM  JOKYMEHTAa  PYKOBOJUTEIIO  (3aMECTHTENIO  PYKOBOJIWTEISA)
OpPraHU3alMy YKa3bIBAIOTCS B JATENbHOM MaJeKe HAUMEHOBAHHWE AOLKHOCTH PYKOBOIUTEINA
(3amecTHTENA PYKOBOJHUTENS), BKIOYAIOMIEE HANMECHOBAHME OPTaHW3alWH, W (damMuims,
WHULUAIBI JOJKHOCTHOTO JIULA.

ITpumep -

Munnctpy 00pa3oBaHHs, HAYKH
u Monoaexu Pecyomiku Kpsim
I'onuaposou H.I'.

HpI/I aapcCOBAHUU IMHUCbMA B OPraHU3alUI0 YKAa3bIBACTCA €C IMOMHOC WKW COKpPAIICHHOC
HAaHUMCHOBAHHMC B HMCHHUTCJIIBHOM IIaACKCE.



ITpumepsr -
1. MunucrepcTBO 00pa30BaHMA,

HayKH 1 Monoaexu Pecnyommku Kpeim
2.MOHM PK

[Ipu appecoBaHuM TOKyMEHTA B CTPYKTYPHOE TOJPA3JCICHHE OPTaHU3AIMHA B PEKBU3UTE
"agpecar’ yKa3pIBA€TCA B HMEHHUTEIIBHOM TMAJIE’KE€ HAMMEHOBAHUE OPraHU3alMM, HIDKE -
HAUMEHOBAHUE CTPYKTYPHOTO TOAPA3ICIICHUS.

ITpumep -
@enepanbHOE ApXUBHOE AaT€HTCTBO
OTnen rocyrapcTBEHHOH CITy»KOBI, KaPOB U HArpas

[Tpu axpecoBaHWW MHCHMA PYKOBOAUTEIO CTPYKTYPHOTO MOAPA3ACIIEHHS YKA3bIBACTCS B
WMCHHUTEIIFHOM TMAaJc:Ke€ HAUMCHOBAHHWE OPTaHHW3AlWH, HIKE - B JATEJIBbHOM MAJEXKe
HAaMMEHOBAHHE JODKHOCTH PYKOBOJMTEINS, BKIIOYAIOIIEE HAUMEHOBAHHE CTPYKTYPHOTO
noipa3AeaeHus, (PaMUITHIO, HHULIHAIIBL.

ITpumep -

MunnctepcTBO 00pa3oBaHus,

HayKH 1 Monoaexu Pecniyommku Kpeim
YnpasneHue nenaMmu

Benymemy cnenmpanucty

OGamumus 1.0.

[lepen damunmmen MOMMKHOCTHOTO JIMIA AOMYCKAETCA YMOTPEOIATh COKpamieHWe '"T-Hy"
(rocioIuHy ), €CIH aapecar My:KUnHA, WK "T-xe" (TOCIOKe), €CIH apecar KEHIIHHA.

IIpumepsr -
1 r-ny @amunmus 1.0.
2 r-xxe @amunus 1.0.

[lpu pacchulke AOKYMEHTAa HE BCEM CTPYKTYPHBIM MOJPA3ACICHUSIM IMOJ PEKBH3HTOM
"Anpecar”" B ckoOKax ykassiBaetTcs: "(T1I0 CITHUCKY)".

ITpumep -

PykoBoguTENAIM CTPYKTYPHBIX
noApa3ACICHUIN

(o criucKy)

B omHOM mokymeHTe He AODKHO OBITH OoJtee deThipex ampecatoB. Crmoso "Kommsa" mepen
BTOPBIM, TPETHHM, YETBEPTHIM aapecaraMH He YyKasbBaercs. [Ilpu OoibmieM KOJTHYECTBE
aJ[pecaToB COCTABISIETCS CHHUCOK (JMCT, YKA3aTenb) PACCBUIKM MJOKYMEHTa, HAa KaKIOM
JOKYMEHTE YKa3bIBACTCS OJIMH aJpecart WM ajapecaT oopmisieTcs 0000IIEHHO.

B cocraB pekBusuTa "Anpecar”’ MOXKET BXOAUTh MOYTOBBIA aapec. DAEMEHThHI MOYTOBOTO
aZjpeca yKa3bIBAIOTCS B TOCIIEAOBATENBHOCTH, yCTaHOBIEeHHOW [IpaBumamu oOKkasaHuWsA yCIyT
TTOYTOBOM CBSA3H, YTBEPKACHHBIMU MPUKA30M MUHHUCTEPCTBA CBS3H U MACCOBBIX KOMMYHHKAITAH
Poccwuiickont @enepannu ot 31.07.2014 1. No234.
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ITpumep -

Bceepoccuiicknii Hay4YHO-HCCIEA0BATENbCKAN HHCTUTYT
JOKYMEHTOBEJEHUSA U aPXUBHOTO JIeia

[Tpodcoroznas yi., 1. 82,

r. Mocksa, 117393

[TouToBBIN agpec MOKET HE YKAa3bIBaTBhCA B JTOKYMEHTaX, HAMPABIIEMBIX B BBICIIHE
OpTaHbI BIIACTH, BBIIIECTOSMINE OPTAHU3ALNH, TT0IBEIOMCTBEHHbBIE OPTAHU3AINH U TTIOCTOSTHHBIM
KOPPECTIOHACHTAM (32 UCKITFOUEHHEM HAIIPABJICHUS THCEM YKA3aHHBIM aIpecaTaM B KOHBEPTAX C
MTPO3PAYHBIMH OKHAMM).

[Ipu agpecoBanmm HOKyMeHTa (PU3UUYECKOMY JIHIYy YKA3BIBAIOTCA: (DaMUIHMA WHHLIAAIBI,
MOYTOBBIN aJpec.

ITpumep -

Gamums 1.0.

Capmosas yn., 1. 5, kB. 12,

r. JIroGepibr, MockoBckast 00m., 301264

[Ipu oTmpaBke THChbMA MO SJACKTPOHHOM TOYTE WM MO (PAKCUMHIIBHOW CBs3H (0e3
JOCBITKH TI0 TOYTE) TOYTOBBIH aapec He yKa3biBaeTCA. [Ipr HEOOX0IUMOCTH MOKET OBITh YKa3aH
3JICKTPOHHBIN anmpec (Homep Tenedona/dakca).

ITpumep -

Beepoccniicknit Hay4HO-
HCCIIEN0BATENBCKHI HHCTUTYT
JOKYMEHTOBEICHUS U APXUBHOTO €A
mail@vniidad.ru

3.3.13.'pud yTBEpKOCHUS TPOCTABIAETCA HA JAOKYMEHTE B CIy4Yae €ro yTBEP:KICHHUA
JOJDKHOCTHBIM  JIMIIOM, PACTIOPAJUTEIBHBIM JOKYMEHTOM (TIOCTAHOBJICHHEM, PEIICHHUEM,
MIPUKA30M, PACTIOPSKEHHEM) WM PEHICHWEM KOJUIETHAIIBHOTO opraHa. [lepedeHp MOKyMEHTOB,
MOJIEKAINUX YTBEPKICHUIO, IPEACTABNIEH B [ [punoxkenun 9.

['pud yTBEpKIACHHSA pa3MEINaeTCs B MPABOM BEPXHEM YTy TEPBOTO JIUCTA JOKYMEHTA.
CTpoKu PEKBH3HMTA BBIPABHUBAIOTCS MO JIEBOMY KpPal0 WM LIEHTPYIOTCS OTHOCUTENBHO CamMoi
IUIMHHOW CTpOKW. llpH yTBEp:KIEHWH MOKyMEHTAa IODKHOCTHBIM JIMLIOM TPH(] yTBEPXKIACHUSA
cocroutr u3 cnoa Y TBEPXJ/IAN, HaumeHOBaHMS IOKHOCTH JIMLA, YTBEPXKIAKOIIETO
OOKYMEHT, €70 TOANHNCH, HHUIHAIOB, ()aMUIIUA U JAThl YTBEPIKICHHUS.

ITpumep -

VTBEPXIAIO

Pexrop 'BOYBO PK KUITY

JIAYHAS TTOJIHUCH N.0O. Gamunus
10.05.2018 r.

[Ipu yTBepKIEHWH AOKYMEHTAa PACIIOPATUTENFHBIM TOKYMEHTOM TpHU( yTBEpXKICHUA
cocrout m3 ciosa YTBEPXJIEH (YTBEPX/JEHA, YTBEPXXJAEHbBI v YTBEPXJ/IEHO),
COTJTACOBAHHOTO ¢ HAMMEHOBAHMEM BHJAA YTBEPKIAEMOIO JOKYMEHTA, HAUMEHOBAHUSA
PacoOPSAUTENBHOTO JOKYMEHTA B TBOPUTENBHOM HAAEKE, €0 AaThl, HOMEPA.
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ITpumepsr -

1. (ITOJIOKEHUE) YTBEPXJIEHO
npukazom Pektopa [ BOYBO PK «Kpsimckuit
WHKEHEPHO-MEIArOTHYECKUH YHUBEPCUTET»
o1 28.05.2018 r. Ne 270

2. (ITPABUJIA) YTBEPXJIEHbBI

npukazom Pektopa [ BOYBO PK «Kpsimckuit
WHKEHEPHO-TIEAATOTHYE€CKUN YHUBEPCUTET»
ot 28.05.2018 r. Ne 271

[Ipu yTBEpKIACHHH JOKYMEHTA KOJUIETHAIbHBIM OPTaHOM, PEIICHHA KOTOPOIO
(UKCUPYIOTCS B MPOTOKOJE, B TpuUde YTBEPKIACHHA YKa3bIBACTCA HAMMCHOBAHHE OpraHa,
pENIeHHEM KOTOPOTO YTBEPKIACH TOKYMEHT, TaTa X HOMEP MPOTOKOJA (B CKOOKAX).

ITpumep -

(ITonoxenne)

YTBEPXJIEHO

Y4eHBIM COBETOM YHHBEPCHTETA
(mpotokom ot 12.12.2017 r. Nel2)

3.3.14.3arol0oBOK K TEKCTY - KPaTKOE COJACPKAHHUE ITOKYMEHTA. 3arojiOBOK K TEKCTY
dbopmynupyeTtcs ¢ mpemrorom "O" ("O0") u oTBevaeT Ha Bompoc "o yem?"):

-nipuKka3 (0 4eM?) 0 CO3/IaHUU ATTECTAIHOHHON KOMHUCCHH,

-ipuKa3 (0 yem?) 00 yTBEP)KACHHUH IITATHOTO PACTIMCAHUS;

-chMO (0 yem?) 0 peIOCTaBIICHUH HH()OPMAIIHH.

3aroJIoBOK K TEKCTY OQOPMIIIETCS O PEKBHU3UTAMH OJNaHKA CIIEBA, OT TPAHUIIBI JIEBOTO
monsi. B ykasax, MOCTaHOBIEHWAX, PEINCHUAX, TNPHUKA3aX, H3JABAEMBIX OPraHaAMH BIIACTH,
3aroJIOBOK K TEKCTY MOKET O(OPMIATHCA HAJ TEKCTOM TMOCepPeInHE padoyvero Mol JOKYMEHTA H
LIEHTPHUPYETCS OTHOCHUTEIIBHO CAMOU JJIMHHOH CTPOKH.

3aroJIoBOK K TEKCTY MOKET HE COCTABIATHCA, €CITH TEKCT JOKYMEHTA HE MPEBBIMAET 4 - 5
CTPOK.

3.3.15. TekCcT MOKyMEHTa COCTaBIAETCI HAa TIOCYJApPCTBEHHOM s3blke Poccuiickon
@denepanyy WM TOCYAAPCTBEHHOM s3bIKe (s3bIKkax) PecrryOonmuku Kpeim B coctaBe Poccuiickoit
Qenepanii B COOTBETCTBUM C 3aKOHOJATENBCTBOM PECIyONHMK B coctaBe PoccHiickon
Oenepanuuu.

B TekcTe mOKyMeHTa, TOATOTOBICHHOM HAa OCHOBAHHHM 3aKOHOJATENBHBIX HIIA HHBIX
HOPMATHBHBIX TPABOBBIX AaKTOB, PAaHEE W3JAHHBIX PACMOPSAUTEIHHBIX JTOKYMEHTOB,
YKa3bIBAIOTCS UX PEKBU3HTHL

-HAMMEHOBAHHE JOKYMEHTA, HANMEHOBAHHWE OPTaHM3AIMHA - aBTOPAa AOKYMEHTA, dara
JOKYMEHTA, PETUCTPALMOHHBIA HOMEDP TOKYMEHTA, 3ar0JI0BOK K TEKCTY WJIH HAMMEHOBAaHUE BH/IA
TOKYMEHTA;

-HAMMEHOBAHHUE OPTAHU3AIMH WIIH JOJLDKHOCTHOTO JIMIA, YTBEPAUBIIETO AOKYMEHT, HATy
YTBEPKACHUA JOKYMEHTA.

TekcT mOKyMEHTa MOMKET COAEPKATh PAa3JENbl, TOAPA3IEHBI, MYHKTHI, TTOMITYHKTHI,
HyMepyeMbIe apaOCKuMH IudpaMu. YpOBHEH PyOpHKAIMH TEKCTa HE JMOJDKHO OBITH Ooee
YETBIPEX.

B mpukaszax TEKCT m3maraeTcs OT MEPBOTO JIMIA €AMHCTBEHHOTO yrcha ("TprUKas3eIBaio”).
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B moxyMeHTax KOJUTETHAIbHBIX W COBEIIATENIbHBIX OPTAHOB TEKCT MU3TIAraeTCs OT TPETHETO
JUIIA €TMHCTBEHHOTO Yrciia ("KOJUIerHsl... TOCTaHOBIseT", "coOpanue. .. pemuio"”).

TekcT TpoTOKOMAa W3NAraeTcs OT TPETHETO JIMIA MHOMKECTBEHHOTo umcna ('cmymramu',
"BpICTynHIK ', "TIOCTaHOBUIH", "permmn’).

B moxyMeHTax, yCTaHABIHMBAIOIIUX MPaBa U OOSA3aHHOCTH CTPYKTYPHBIX TOIPA3ACTICHHUM
(pummanoB) (momokeHWE, WHCTPYKLHMA), a TAKKE COACPKAIMUX OIMUCAHWE CUTYAlWH, aHaIN3
(hakTOB WM BRIBOABI (KT, CIIPABKA), HCIONIB3yeTCA (hopMa U3IIOIKEHHUS TEKCTA OT TPETHETO JIULA
€MHCTBEHHOTO WJIM MHOKecTBeHHOro uucna ("oraen ocymiecTBiaseT (yHKiwmH...", "B cocTaB
YIPaBJICHAS BXOIAT...", "KOMUCCHS TIPOBEIa POBEPKY...").

B coBMeCTHBIX JOKYMEHTAaX TEKCT H3JIaraeTcs OT MEPBOTO JIMLA MHOMKECTBEHHOTO YHCIIA
("mpukassiBaeM”, "pemruma’).

B nemoBsIx (Cimy:KeOHBIX) MUCHMAaX UCTIONB3YIOTCS (POPMBI H3TOKEHHUSA:

- OT TIEPBOTO JIUIIA MHOKECTBEHHOTO yucna ('MpocHM HampaBuTh...", "TpeACTaBIsIeM Ha
paccmotpenue...");

- OT TPETHETO JIMIA €TUHCTBEHHOTO Yncia ("MHUHHUCTEPCTBO HE BO3PAKAET...
CUUTAET BO3MOXKHBIM...").

B TekcTax MOKYMEHTOB YHOTPEOJSIOTCS TOJBKO OOIIENpPHHATBIE a0OpeBHATYPHI W
rpaduueckue COKpPaIIeHUs.

[Ipu ynmoTpeGieHuH B TeKcTe (haMUITAHN JTAL HHALIAAIB! YKa3bIBAIOTCA TIOCTIe (paMuIHH.

B nemoBbIx (Cimy:KeOHBIX) MUCHMaX MOTYT UCIIOTB30BATHC

- BCTYTIUTEIHHOE OOpALCHHE:

YBaxkaewmsiii rocrioauH [Ipencenarens!

YBaxaembrii rociouH ['yoepuaTop!

VBaxaemblil rociogus IIpoxopos!

YBaxkaemas rocnoxa 3axaposa!

VBaxaembiii Huxonaii [letposuu!

VBaxaemas Onbra HukonaesHa!

VBaxkaemble rocroja!

B oOpamienuu 1o 70KHOCTH HAWMEHOBAHUE JODKHOCTH TIHINETCS C TIPOTIMCHOM OYKBHI, B
oOpamieHn# 1o (HaMUITHN HHULTHAITEI JTUIA HE YKAa3BIBAIOTCA.

- 3aKJTIFOYUTEITbHAS STHKETHAS (hpa3a;

C yBaxkeHHEM, ...

3.3.16.0TmMeTKA O TIPUJIOKEHHUH COJEPKHUT CBEJACHUS O JOKyMEHTE (TOKyMEHTAax),
MPHUJIATAEMOM K OCHOBHOMY JOKYMEHTY (B CONPOBOJWTENIBHBIX MHUCHMAX, MPETEH3UAX, aKTaX,
CIpaBKax W JAPYTHX HH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTaX) WM O TOM, YTO JTOKYMEHT
ABIIAETCS TPHWIOKEHHEM K OCHOBHOMY JOKYMEHTY (B MJOKYMEHTaX - TPHIOKEHHAX K
PACTIOPAIUTENBHBIM JOKYMEHTAM, TIOJIOKEHUAM, TIPABUIIAM, HHCTPYKLHUAM, JTOTOBOPAM, TUIAHAM,
OTUYETAM H JIP. TOKyMEHTAM).

[IpunokeHNss K pacTOPAIUTENIFHBIM AOKYMEHTaM TIO0 OPTaHW3alMd M O00ECTICYECHHUIO
oOpaszoBarenpHOTO Tporiecca B KUIIY, mnoanmceBaroTcss PyKOBOZUTENEM CTPYKTYPHOTO
MOIpa3AeTCHHS THOO0 JTUIIOM, €TO 3aMETIAOLITHM.

B compoBomuTENPHEIX TMHChMax W JAPYTUX HH(POPMALMOHHO-CIPABOYHBIX TOKYMEHTaX
OTMETKA O TPHUIOKEHUH OQOPMIIIETCS TOA TEKCTOM OT TPAHHUIBI JIEBOTO TONA CJETYFOIIHM
oOpaszom:

- €CJTH TIPHJIOKEHUE HA3BAHO B TEKCTE:

IIpunosxenue: Ha 2 1. B 1 3K3.

- €CIIA TIPUJIO’KCHHUE HE HA3BAHO B TEKCTE WJIH €CJIHM MPHIIOKEHUH HECKOJIBKO, YKA3BIBAIOT
HA3BaHUA JOKYMEHTOB-TIPHJIOKEHHH, KOJIMYECTBO JINCTOB U 3K3EMIUTPOB KAXKIOTO TIPHITOKEHUS:

"

, "oO111eCcTBO
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[Tpunoxenwne: 1. [Tomoxkerne 00 Y4ueOHO-METOTUISCKOM YITPaBICHUH HA 5 II. B 1 9K3.
2. CripaBka 0 KaIpoBOM COCTaBe Y YeOHO-METOIUYECKOTO YIIPABICHUS
Ha 2 1. B 1 3k3.

- €CJTH TIPHIIOKEHHUE (TTPHIIOKEHHS ) COPOIITIOPOBAHBI:
[Ipunosxenue:
otuet 0 HHP B 2 3Kk3.

- €CJIM JOKYMEHT, SBJISAIOIIMUCS MPUIOKEHUEM, UMEET MPUIOKEHUA C CAMOCTOSTEIbHON
HyMepauuen CTPaHULL:

[Ipunosxenue:

[Tucemo MOH P® ot 05.06.2018 1. Ne 02-6/172 v ipunokeHHus K HEMY, BCETO Ha 5 T

- €CITH TIPHJIOKEHUEM SBISIETCA 000COONIECHHBIN 3JIEKTPOHHBIM HOCHUTENb (KOMIIAKT-IHCK,
usb-¢rem-HakoUTEND U AP.):

[Ipunosxenue:

CD B 1 3k3.

[Tpu >ToM Ha BKIAApINE (KOHBEPTE), B KOTOPHIA MOMEINACTCS HOCHTENb, YKAa3BIBAIOTCS
HAMMEHOBAHUs TOKYMEHTOB, 3aIIMCAHHBIX HA HOCUTEIb, UMEHA (aiiyioB.

B pacmopsauMTebHBIX ~ JTOKYMEHTaX  (IMOCTAHOBJICHWSAX, PEHOICHHAX, [MPHKA3ax,
PACTOPSKEHUSIX), TOTOBOPAX, MOJIOMKEHHAX, MPABHIAX, WHCTPYKUUSIX H APYTHX JOKYMEHTAX
OTMETKA O TIPHUIIOKEHUH O(OPMIISETCS CIIEIYIOIHAM 00Pa3oM:

- B TEKCTE JOKYMEHTA TPH TMEPBOM YIOMHHAHWH TOKYMEHTA-TIPUIIOKEHHS B CKOOKAX
yKa3piBaeTCa. ... (TpHIOKEHWE) Wiad ... (TpWiokeHWe 1); Tmepes HOMEPOM TPHIIOXKEHHUS
JOITyCKAETCA CTABUTH 3HAK HOMEPA: ... (IprnoxeHue No2);

- HAa TIEPBOM JTUCTE TOKYMEHTA-TIPUJIOKEHUS B IPABOM BEPXHEM YTy YKA3bIBACTCS:

[Tpunoxenne No2

k nmpukasy MOHM PK

ot 15.05.2018 1. Ne 112

CTpOKHM peKBU3HUTA BBIPABHUBAIOTCA IO JIEBOMY KParO WM LIEHTPUPYIOTCS OTHOCHTEIIBHO
CaMOM JJIMHHOU CTPOKH.

Ecnu npuinokeHHMEM K pacnopsSAMTENIbHOMY JOKYMEHTY SABJAECTCA HOPMAaTHUBHBIN
MPAaBOBOM aKT WM WHOM JTOKYMEHT, YTBEP:KAA€MbIH JaHHBIM PACTIOPSAUTEIBHBIM JOKYMEHTOM,
Ha TIEPBOM JIUCTE TPUIIOKEHUSA TPOCTABIACTCA OTMETKA O TPUIOKEHHH (0€3 CChUIKA Ha
PACTIOPATUTENBHBIM JOKYMEHT) W TpH(] YTBEPXKACHHUA, B KOTOPOM YKAa3bIBAIOTCS JAHHBIC
pacnopsAaUTENBHOIO JOKYMEHTA, KOTOPBIM YTBEPKJIEH JOKYMEHT-TPUIIOKEHHE.

ITpumep -

[Tpunoxenwue 1

YTBEPXJIEHO

npukazoM MOHM PK ot 18.05.2018 1. Ne 67

3.3.17.'pu¢d corimacoBaHus TOKyMEHTA MPOCTABSECTCS HA JOKYMEHTAX, COTJIACOBAHHBIX
OpraHaMH BJIACTH, OPTaHU3AIMWSAMH, JODKHOCTHBIMH JHIaMu. [pud cormacoBaHus B
3aBHCHMOCTH OT BHJA JOKYMEHTA H OCOOCHHOCTEH €10 0O()OPMIICHHS MOKET IPOCTABIIATHC:

— Ha TIEPBOM JIUCTE JTOKYMEHTA (€CITH JOKYMEHT UMEET TUTYJIbHBIH JTUCT, - HA TUTYJIbHOM
JUCTE) B JIEBOM BEPXHEM YTy HA YpPOBHe Tpuda yTBEpKACHHUS WIH O] HAUMEHOBAHHUEM
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JOKYMEHTa OJTiKE K HIDKHEMY TIOITHO ),

— Ha TIOCTICTHEM JIUCTE TOKYMEHTA 10| TEKCTOM;

— Ha JINCTE COTJIACOBAHMSA, BJIAFOIIEMCS HEOTHEMIIEMOH YaCTHIO JOKYMEHTA.

I'pud cormacoanusi cocrout u3 ciosa COI'JIJACOBAHO, nomkHOCTH nHIA, KOTOPHIM
COTJIACOBAaH JOKYMEHT (BKIIFOUas HAWMMEHOBAaHHE OPTAHHM3AIMH), €r0 COOCTBEHHOPYYHOH
TTO/IMUCH, WHUITHAIIOB, (DaMUJTHH, JTATHI COTJIACOBAHMUSI.

ITpumep -

COI'TTACOBAHO

ITpopexTop 'BOYBO PK KUITY
(moamuck) N.O. Gamunus

Jlara

Ecnm cormacoBaHue OCyIIECTBIAETCS KOJUIETHABHBIM OPTraHOM, B TpH(e cormacoBaHHA
YKa3bIBAOT CBEJEHHA OO OpraHe, COTNIACOBABLIEM JOKYMEHT, JaTeé M HOMEpPE MPOTOKONA, B
KOTOPOM 3a)MKCHPOBAHO pEIIEHHE O COTacOBaHMM. ECIM corimacoBaHHE OCYIIECTBIAETCS
MUCHMOM, YKAa3bIBAIOT BHJI TOKYMEHTA, OPTaHHM3ALMIO - aBTOpa NOKYMEHTAa, JAaTy U HOMEP
MTUCHMA.

IIpumepsr -

1 COT'JIACOBAHO

Yuensim coBeTom KUITY

(TIPOTOKOI OT « » No )
2 COI'JTACOBAHO

muceMoM MOHM PK

oT No

3.3.18.Bu3za CBHAETENBCTBYET O COIJIACHH HIIM HECOTJIACHH JOJDKHOCTHOIO JIMLA
(paboTHMKA) ¢ coAep:KAaHMEM TPOEKTa MJOKyMEeHTa. Bmu3oi odopmisieTcss BHYTpPeHHEE
COrjlacoBaHME JOKyMEHTa. Bu3a BKIFOYaeT JOIDKHOCTD JIUI[A, BUSHPYIOIIETO JTOKYMEHT, IOJIHCH,
pacmudpoBKY TOATUCH (MHULMAIBL, (PAMHITHIO) ¥ JATy BUSUPOBAHUA.

ITpumep -
HavanpHuk ropuanyeckoro otaena IHommwcs HN.0O. Gamunus
JlaTa

[Tpu HamMUHMK 3aMEeYaHHH K TOKYMEHTY BH3Y O(OPMIISIOT CJIeIYyIONIHM 00Pa3oM:

ITpumep -

3ameydaHus MPUIIararTCs.

HavanpHuk HOpuanueckoro otTaesna IHommwmcs HN.0O. Gamunus
Jlara

B oprammzanmusax, TNPUMEHSIOMHX CHCTEMBI  JJIEKTPOHHOTO  JOKYMEHTOOOOPOTA,
COTJIACOBAHHE MOKET MPOBOIUTHCA B 3MeKTpoHHOH opme, cormacao ['OCT P MCO 15489-1.

B nmoxymeHTax, moanuHHHUKM KOTOpBIX XpaHAtrca B KUIIY, BH3pI mpocTaBnsrooT Ha
MOCJIEHEM JIMCTE AOKYMEHTa IOJ TMOAMKCHIO, HA OOOPOTE MOCNIEAHEr0 JHMCTa MOIJUHHHKA
JOKYMEHTA WM HA JINCTE COTJIACOBAHUS (BU3UPOBAHUS), IPHIIATAEMOM K JOKYMEHTY.
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B wucxomAmmx MOKyMEHTaX BH3BI TPOCTABIAIOTCS HA DJK3EMIUIIPAX JOKYMEHTOB,
MOMEILAEMBIX B JIENO.

3.3.19.1loamuce BKIIIOYAET: HAWMEHOBAHHE AOKHOCTH JIHIA, ITOJIMHUCHIBAIOIIETO
JOKYMEHT, €70 COOCTBEHHOPYYHYIO TOANHCH, PACIIU(PPOBKY MOANHCH (MHALIAAIGI, (PaMUIIHs).

ITpumep -
Pexrop IHoamucs HN.0O. ®amunus

Ecnu moxymenT odopmieH He Ha OnaHke, B HAMMEHOBAHHE OJDKHOCTH BKITFOUAETCS
HaumeHoBanue KHUIIY. [lomyckaeTcs ULEHTpOBaTh HAWMMEHOBAHWE JOJDKHOCTH  JIHIIA,
MOJIMHACABIIETO JOKYMEHT, OTHOCUTEIPHO CAMOU JTHHHOM CTPOKH.

ITpumep -
PexTop IToamuce N.0. ®amunus

[Ipy moamucaHuy JOKYMEHTA HECKOMBKUMH JOJLKHOCTHBIMH JIMLIAMH, 3aHUMAFOUIAMH
pPa3HOE MOJIOKEHWE, UX MOJIMCH PACIONAararoTCsA OJHA MO IPYrod B IMOCIENOBATEIBHOCTH,
COOTBETCTBYIOLICH UEPAPXUU 3aHUMACMBIX JOJDKHOCTEH.

ITpumep -
Pexrop [Toamuce N.0. Gamunus
[TepBeIit TPOPEKTOP [Toamuce N.0O. Gamunus

HpI/I noaATMMCaHH JOKYMCHTA HCCKOJIBKHUMH JTHUIIAMHU PAaBHBIX I[OJ'DI(HOCTGI‘/'I HX TIOAITMCH
pacnoaararoTcd Ha OAHOM YPOBHC.

ITpumep -
IIpopekTop Mo HAy4YHOM M MHHOBALMOHHOU IIpopekTop Mo BOCIIMTATEIPHON U COLMAIBHOU
nearenpbHocTH lloamuch HN.0. Gamunusa padote ITonmuce HN.0O. Gamunua

B AOKYMCHTaX, COCTaBJICHHbIX KOMI/ICCI/IGfI, B TIOAMNHCH YKAa3bIBACTCA CTATyC JIMLA B
COCTaBC KOMHUCCHH.

ITpumep -
[Ipencenatens KOMUCCHHA [Tonmuce N.0O. Gamunus
YneHBI KOMHCCHHA ITonmce HN.0. Gamunusa
IHoamucs HN.O. Gamunus
IHoamucs HN.O. Gamunus

[Ipu moxmucanuyu AOKYMEHTA JHUIIOM, HMCIIONHIIONIAM OOS3aHHOCTH PEKTOPA, TMOJAIHCH
oopmiseTcss ¢ yKa3aHHEM CTaTyca [O/DKHOCTHOTO JIMIIA B COOTBETCTBHM C IPHUKAa30M
(pacmiopsKEHHEM).

[Ipn moanmMcaHWU MOKYMEHTA JIMIIOM, UMEIOIIMM TPABO TOJANHUCH B CIIy4ae BPEMEHHOTO
OTCYTCTBUS PYKOBOJWTENA, HCIPABICHWS B HANMEHOBAHHE [OJDKHOCTH H PAaCHIUPPOBKY
(amMuIMH yKe TOATOTOBICHHOTO U COTJIACOBAHHOTO MPOEKTA JOKYMEHTA BHOCATCS OT PYKH HIIH C
WCTIONB30BAHAEM COOTBETCTBYIOIMUX IMTAMNOB. He momyckaeTess cTaBHTh KOCYIO YePTY, HAIHChH
"3a" mepea HAMMEHOBAHUEM JOJDKHOCTH JHL@A B MOJIHUCH, €CITU JOKYMEHT MOAMMCHIBAET UHOE
JOIDKHOCTHOE JIULIO.
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3.3.20.Ilevatp 3aBepsAeT MOAIMHHOCTH MOANWCH AOJLKHOCTHOTO JIMI[A HA AOKYMEHTAX,
YAOCTOBEPSFONINX TPaBa JIUL, (PUKCUPYOMUX (PaKThHI, CBA3aHHBIE ¢ (PMHAHCOBBIMH CPEICTBAMH,
a TaKKe Ha HUHBIX JOKYMEHTax, MpEeAyCMaTPUBAIOIIUX 3aBEPEHHUE TMOAMMHCH TMEYaThIO B
COOTBETCTBHH C 3aKOHOAATENbCTBOM Poccuiickon @Penepanyu. [lepeyeHp AODKHOCTHBIX JIHIL,
Ybsl TIOANHCH HA TOKYMEHTaX CKPETUIIETCS repOoBOH TievaTsio, mpeacTasiieH B [Ipunoxennu 10.

JloxymenTel 3aBepsaroT mevatbro KHUIIY. Ileuats mnpocTaBisgeTcsas, HE 3axBaThIBas
COOCTBEHHOPYYHOU TOJNHMCH JIMIIA, MOAMWCABIIETO JOKYMEHT, WM B MECTE, OOO3HAYCHHOM
"MIT" ("Mecto neuatu").

['epOoBas meuaTh CTABHUTCI HA TEX MAOKYMEHTAX, BOCTPOM3BEACHHE OTTHUCKA TrepOOBOM
MeYaTH Ha KOTOPBIX CHELHAIbHO NpPEeaycMaTPHUBAE€TCd HOPMATUBHBIM aKTOM. JIOKYMEHTHI, Ha
KOTOPBIX MPOCTABIIACTCA TepOoOBas mevarh, ykasansl B [I[pumepHom mepeune ([Ipumoxkenue 11).

3.3.21.0TtmMeTKa 00 WCTIOTHWTEJIE BKIFOYAET (PaMUITHIO, UMS M OTYECTBO HWCITOJTHHUTE]I,
HOoMep ero Temedona. OTmMeTKa 00 HCIONHUTENE MOKET JOTMOJHATHCS HAWNMEHOBAHHEM
JOJDKHOCTH, CTPYKTYPHOTO OAPA3ACIICHUS U JIIEKTPOHHBIM aIPECOM HUCIIOTHUTEIIA.

OtmeTrka 00 wucnomaHUTENEe OGOPMISIETCS HA JIMIEBOW CTOPOHE TIOCIETHETO JIMCTA
JOKYMEHTAa OT TPAHMIBI JIEBOTO TIONA WM, TIPH OTCYTCTBHH MECTa, - HA OOOPOTHOW CTOPOHE
BHU3Y cieBa. Hampumep: 3abemun WBan AmngpeeBny, KoHTponpHOE yIpaBlieHWE, BEyIIHHA
cnermamuct, +7(495) 924-45-67, Zabelin@gov.ru

OTtMeTKa 00 HUCTIONHHUTEE MOKET O(OPMIATHCA KaK HIKHUM KOJIIOHTHUTYJ W TEYaTATHCS
mpruTOM MEHBIIIETO Pa3Mepa.

3.3.22.0TmMeTKa O 3aBEPEHHH KOMHH O(GOPMIIAETCS IS TIOATBEPIKIEHHUS COOTBETCTBHUS
KOTIMHM TOKYMEHTa (BBIMMUCKHA W3 JOKYMEHTA) TOMIWHHHUKY HOoKyMeHTa. OTMETKa O 3aBEPEHUH
KOIHMH TTPOCTABIISIETCS MO PEKBU3UTOM "TIOAMUCH" U BKIIIOYAET. CJIOBO "BepHO'"; HAMMEHOBAHHE
JOOJDKHOCTH JIMIA, 3aBEPUBLIETO KOIHIO; €r0 COOCTBEHHOPYYHYIO TOJITHCH, PacIu(pOBKY
MOITUCH (MHULMAITBL, (PaMUITHIO ); ATy 3aBEPEHUS KOTHHU (BBITUCKA U3 TOKYMEHTA).

ITpumep -

Bepno

JoxymenTosen Y JIK [Toamuce N.O. Gamumus
Jara

B cTpykTypHOM mOIpasneNeHHAX KONMU € JOKYMEHTOB BBIJAIOTCA C pPa3pellcHUsA
PYKOBOJMUTENEH CTPYKTYPHBIX MOAPA3ACIICHUA U TOJBKO ¢ JOKYMEHTOB, M3aaHHbIX B KUIIY n
KaCAIOUINXCS CITY’KeOHOU AEATETPHOCTH JAHHOTO CTPYKTYPHOTO TTOIPa3ACTICHHA.

Komuu ¢ npukasos, pacnopsbKeHUM M JOKYMEHTOB, xpanammxca B KUIIY, Beimarorcs
YK cTOpoHHMM OpraHu3anusaM TOJIbKO ¢ paspemenus pexkropa KUIIY. Ilpm Beroaye xommu
JOKYMEHT  BOCHPOHM3BOAWTCA MOJMHOCTRIO. Ha kommM  goOKymMeHTa MOCIE  MOJIHOTO
BOCIIPOU3BEICHUS TEKCTA B IPABOM HW)KHEM YTITy MPOCTABIAETCA OTMETKA O 3aBEPEHHU KOIIUH.

Ecnm xonus BeimaeTca Ay NPEaCTaBIECHUS B IPYTYI0 OPraHU3aLUI0, OTMETKA O 3aBEPEHHU
KOTIUH JOTIONTHAETCS HAAMUCHI0 O MECTE XPAHEHHUS JOKYMEHTa, ¢ KOTOPOTO ObLIa M3TOTOBJICHA
korust ("llognMHHMK TOKyMeHTa HaXOAWTCS B (HAMMEHOBAHHE OpraHW3anuu) B aene Ne.. 3a ...
roA'") M 3aBEPAECTCS MEYATHIO OPTaHU3ALIH.

IIpu BeIJAYE KOMHUU C KOMUU clenyeT nucath «Komus ¢ komumy.

Konun ¢ 10KyMEHTOB BBITAIOTCS M 3aBEPAIOTCA TaM, TAE 3TH JOKYMEHTHI (DOPMHUPYIOTCS
WM XPAHATCSL.

JInd npoCTaBIEHHA OTMETKH O 3aBEPEHHUH KOITUHU MOKET HCIIOIb30BaThCA M TAMIL

3.3.23.0TtmMeTKa O TIOCTYIUICHHH JOKYMEHTA CHOYKHT i1 TOATBEpPKAeHHA (akTa
nocrymieHuss gokymenta B KHIIY w  Brmouyaer pgary DOCTYIUIEHHMA UM BXOJSIIHM
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PETUCTPALMOHHBIN HOMEP AOKyMeHTa. [Ipu HE0OXOOUMOCTH OTMETKA O MOCTYIICHHH MOJKET
JOTIOJTHATECS YKA3aHUEM BPEMCHH TOCTYIUICHHS B 4YacaX W MHHYTaX M COCO0a JOCTAaBKH
JTOKYyMEHTA.

OTMeTKa 0 MOCTYIUICHHH JOKYMEHTA MOKET MPOCTABIATHCS C TIOMOIIIBIO INTAMIIA.

3.3.24 Pe3omonMs COACPKUT YKAa3aHUE TI0 MCIOJHEHHUIO JOKyMeHTa. Pesomonusa
oopmnsieTcss Ha CBOOOTHOM MecTe PadOYero TMoNs JOKYMEHTa, Ha OJaHKE PE30IOIHH HITH
BHOCHTCS HETIOCPEJACTBEHHO B CHCTEMY SJIEKTPOHHOTO TOKYMEHTOOOO0POTA.

Pesomorms BrmOYaeT: (paMHITUIO, HHULHAIBI UCTIOTHUTENS (MCTIOTHUTENEH), TIOpyYeHHE
MO0 JOKYMEHTY, TpPH HEOOXOAMUMOCTH - CPOK HMCIOJIHCHHUS, TOAMKUCh JIMIlA, BBIHECIIETO
PE30IIIOLINIO, ATy PE3OJTFOLIUH.

ITpumep -

OGamunus 1.0.

[Tpomy noarorosuts npeanoxkenus k 10.06.2018 r.
ITonmcs

Jara

3.3.25.0T™MeTKa O KOHTPOJIE CBUAETENBCTBYET O MOCTAHOBKE IOKYMEHTAa HAa KOHTPOJIb,
npocTtasiseTcs mraMnoM "KoHTpons" Ha BEpXHEM MOJIE JOKYMEHTA.

3.3.26.0TMeTKa O HAmNpaBJIEHUU JOKYMEHTAa B JE€J0 OINpPEAENAET MECTO XpaHEHHs
JOKYMEHTA TIOCTIE 3aBepUICHHSA Pa0OThl C HAM M BKIIFOYAET: cioBa "B nemo", mHAeKC mema 1o
HOMECHKJIATYPE JAEJ, B KOTOPOE IOMEINAETCA NOKYMEHT HAa XPAaHEHHE, ¢ YKa3aHUEM TroJa,
JIODKHOCTH JTHLA, O()OPMHBIIETO OTMETKY, TIOITHUCH, AATHI.

ITpumep -

B nemo Ne 01-18 3a 2016 1.
JIoKyMeHTOBE T

ITonmcs

Jara

OTMmeTKa O HAMPaBJIECHUHU JOKYMEHTA B JACJIO MOXKET TOMOJHITHCA KPATKUMHU CBEICHUIMU
0 XapaKTEPE UCITOJIHEHHA JOKYMEHTA.

3.4. biaHKM JOKYMEHTOB YHUBEpPCUTETA

3.4.1.JlokymeHTHI, KOoTOpble odopmistroTess Ha Omankax KUITY, uMeroT ycTaHOBIIEHHBIN
KOMIUTEKC ~ OOSI3aTENIbHBIX PEKBU3UTOB M  CTAOWJIBHBIM TOPAAOK WX  PACIIOJIOKECHHUSA
(pacmionoKeHHEe PEKBU3HTOB HA OJAHKAX OPTaHHU3ALWOHHO-PACTIOPSAMTEIBHBIX JOKYMEHTOB
nomwkao coorBeTcTBOBaTh [ OCTy P 7.0.97-2016 (IIpumoskenus 1,2).

3.4.2 JIna w3rotoBiieHUsT OMaHKOB MOoKyMeHTOB, corinacHo [OCT P 7.0.8, ucmoms3yetcs
oymara ¢opmaroB A4 (210 x 297 mm), AS (148 x 210 mMMm); And WU3TOTOBJIEHUS OJIAHKOB
pe3omonuni ucronb3yetcs Oymara popmaroB AS (148 x 210 mm), A6 (105 x 148 mm).

Kaxmprit muct qokymeHTa, oOPMIIEHHBIA Ha ONaHKE WM 0€3 HEero, JOJDKEH UMETh TOJIS
HE MEHEE:

20 MM - JIeBOE;

10 MM - mpasoe;

20 MM - BEpXHEE;

20 MM - HUKHEE.
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JIOKyMeHTBI ITUTEeNbHBIX (cBbIme 10 JeT) CpOKOB XpaHEHHS JOJLKHBI UMETH JIEBOE TIOJIE
He MeHee 30 MMm.

3.4.3.bmaHKu TOKYMEHTOB CIIEAYET U3TOTABIMBATD HA OETIOW OyMare Wim Oymare CBETIIBIX
TOHOB.

ONEKTPOHHBIE IMA0NOHBI OJAHKOB JOKYMEHTOB JOJDKHBI  OBITH  3AIHMINEHBI  OT
HECAHKLIMOHUPOBAHHBIX U3MEHEHUH.

3.4.4 bnanku  TOKyMEHTOB O(QOPMISIIOTCS B COOTBETCTBHHM ¢ llpunoxkenuem 2.
OpHEHTHPOBOYHBIE TPAHUIIBI 30H PACIIONIOKEHUS PEKBH3UTOB 0003HAYEHBI MyHKTHPOM. Kaxkmas
30HA OMpPEAENAETCA COBOKYITHOCTBIO BXOASIINX B HEE PEKBU3HTOB.

3.4.5.Pexsusursl 01, 02, 03 pacnonararoTcss Ha BEpXHEM I0JI€ JOKYMEHTA HAJ PEKBH3UTOM
05 mocepenvHE 30HBL, 3aHATOM 3TUM PEKBH3UTOM.

PexBusut 03 MOXKET pacmosiaraTecs ClIeBa Ha ypOBHE pekBH3nTa 05.

PexBuzutel 05, 06, 07, 08, 09, 13, orpaHAYHATENBHBIE OTMETKH A pekBusuToB 10, 11, 12
B TIPEJIENIaX TPAHUI] 30H PACTIONOKECHUS PEKBU3UTOB PA3MEIIAOTCA OJTHAM U3 CTIOCOOOB:

—IIEHTPOBAHHBIM (HAYAJI0 U KOHEI[ KAKJOW CTPOKH PEKBU3HTOB PABHO YIAIIEHBI OT TPAHHII
30HBI PACIIOJIO’KEHUS PEKBU3UTOB);

—¢maroBeiM (Kaxmas CTpPOKa PEKBU3WTOB HAYMHAECTCS OT JI€BOW TPAHMIBI 30HBI
PACTIONOKEHUS PEKBU3UTOB).

3.4.6.Y craHaBNMHUBAIOTCA CEAYIOIHE BUABI OMaHKOB JoKyMeHTOB KUITY:

— o6mui Onank (IIpumoxkenue 3);

— Onank uceMma (IIpunoxenne 4);

— OJTaHK KOHKPETHOTO BUAA JOKyMeHTa (5, 6, 7, 8).

Hopmatusaeimu akramu KUIIY ycranaBnuBaroTcs BHABI NPUMEHSAEMBIX OJAHKOB M X
Pa3HOBHIHOCTH (OJIAHK TTUChMA CTPYKTYPHOTO TOPA3/ACIiCHUs, OIAaHK MUChMa, OJIAHK TPHKa3a,
OJTaHK pacTOpsKEHUs, OJTAHK MPOTOKOA U AP. ).

3.4.7.00mmiA OaHK WCTIONB3YETCS ISl U3TOTOBJICHHS JTOOBIX BUAOB TOKYMEHTOB, KPOME
JEIIOBOTO (CITy:K€OHOTO) HCHMA.

OOmmuii OMaHK B 3aBHCHMOCTH OT ydupenutTenbHbIX aokymMeHToB KUIIY u nmokampHBIX
HOPMATHBHBIX aKTOB BKI0O4aeT pekBu3utThl 01 (02 wmm 03), 05, 06, 07, 13 u orpaHMYHTENIbHBIE
OTMETKH 11 pexksu3uTos 10, 11, 16, 17.

bnaHk mnmchMa B 3aBUCHUMOCTH OT YYPEAUTENBHBIX JOKYMEHTOB OpraHu3allid |
JOKaTbHBIX HOPMATHBHBIX aKTOB BKmouyaer peksm3urel 01 (02 wmm  03), 05, 08,
OTPaHUYMUTEIBHBIE OTMETKH U peksusutos 10, 11, 12, 15, 17.

braHK KOHKPETHOTO BHJA TOKYMEHTA, KDOME MUCHhMA, B 3aBUCUMOCTH OT YYPEAUTEIbHBIX
nokymeHToB KUITY M nokaapHBIX HOPMATHBHBIX MPABOBBIX aKTOB BKIIO4YaeT pekBU3UTHI 01(02
nmu 03),05,09,13 1 orpaHUYHATENBHBIE OTMETKH JJIS TPAHULL 30H PACIIONIOKEHUS PEKBH3UTOB 10,
11, 16, 17. bnank KOHKpPETHOTO BHJA JOKYMEHTA CTPYKTYPHOTO MOAPA3ACICHUS TONOJHUTEIIBHO
BKITFOYAeT PeKBU3UT 06, OaHK TOBKHOCTHOTO JTUTIA - peKBU3UT 07.

34.8B opramax BmacTHm ® opraHuzammax CcyosekToB Poccuiickoir ®Dexpepaiuw,
HCMOJIB3YIOMMNX HapAAYy C PYCCKHUM SA3BIKOM KaK TOCYJApCTBEHHBIM S3BIKOM POCCHHMCKOU
Qenepani  TOCYNAPCTBEHHBIM S3BIK (TOCYZAPCTBEHHBIE S3BIKA) PECIYOJIMK B COCTaBE
Poccmiickoii ®enepannu, HCMONB3YIOTCS ONAaHKH TOKYMEHTOB Ha PYCCKOM fA3BIKE H
TOCY/IApCTBEHHOM S3bIKE (S3BIKAX) pecrmyONmK B cocTaBe Poccuiickoit Demepariu: yrioBbie
(pexBH3UTHI OaHKAa PACMONATAOTCA HA OJHOM YPOBHE: HAa PYCCKOM S3BIKE - CIIEBa, Ha
TOCY/IaPCTBEHHOM SI3BIKE (SI3BIKAX) PECIyONHK B cocTaBe Poccmiickoit Demepariuu - cipaBa) WA
MPOAONIBbHBIE (BCE PEKBU3HUTHI OJIAHKA HA PYCCKOM S3BIKE - CBEPXY, HIDKE - BCE PEKBU3HUTHI OJTaHKA
HA TOCYTAPCTBEHHOM SI3bIKE (A3bIKaX) pecyOuK B coctaBe Poccuiickoi Denepanun).
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[Ipu pacchiike JOKYMEHTOB, HMEIOIMUX FOPHIUYECKYIO CHITY (ITOCTAHOBIICHUS, TTPHUKA3HI,
PacCTIOPSKEHUS], HHCTPYKTHBHBIE TIHCHMA | T.JI.), KOTIMH PACCHUTAEMBIX JOKYMEHTOB BBITAIOTCS C
00s13aTeTPHON OTMETKOM O TIOJTyYE€HHH B COOTBETCTBYIOMEM KypHane Y JIK.

IV. OCOBEHHOCTH MOJrOTOBKH N O®OPMJIEHUSA OTAEJIbHBIX
BU/I0B TOKYMEHTOB

4.1. PacnopsiauTe/ibHbIE JOKYMEHTBI.
Iopsinok corsiacoBaHust OPraHM3aLUOHHO-PACNOPSAANTEIbHBIX JOKYMEHTOB

K nambomee pacmpocTpaHeHHBIM BUAAM PACTIOPAIUTEIBHBIX JOKYMEHTOB OTHOCATCS
MPUKA3bl U PACTIOPAKEHHUA.

[Ipoueaypa nzgaHus pacnopsAUTENbHBIX JOKYMEHTOB BKIIIOYAET CIEIAYIOLIUE CTAIUU:

1. Manmmmposanue penieHus (000CHOBaHHWE HEOOXOIUMOCTH H3JAHUS PACTIOPSTUTETHHOTO
JOKYMEHTA).

2. Coop u aHanu3 WHGOPMAIIHH IO BOTIPOCY.

3. [IoaroroBka NpoeKTa pacnopsAIUTENIBHOIO JOKYMEHTA.

4. CornacoBaHue MTPOEKTA JOKYMEHTA.

5. JlopaboTKa TTPOEKTa JOKYMEHTA TI0 3aMEUAHHSM.

6. [lpunsiTie penieHus (MMOAMMCAHUE TOKYMEHTA).

7. JloBeieHUE pacOpAAUTENBHOTO JOKYMEHTA 10 UCTIOJTHUTENCH.

[Ipoueaypa AOKYMEHTHpPOBAHHS SBISETCS OPraHU3YIOUIMM HAyajJoM B MOATOTOBKE M
W3JAaHUM PACTIOPAIUTENBHOTO JOKyMEHTa U TIPU3BaHAa OOECMEYHTh €ro COOTBETCTBHE
3aKOHOJATENIbCTBY.

Jindg wW3maHuA TOpuKaza IO OCHOBHOM  JICATENPHOCTH  JOJDKHOCTHBIM  JIMLIAM,
WHULMHUPYIOIAM H3JaHHE TPHKa3a, HEOOXOAMMO TOATOTOBHTH TPOEKT NpuKasza. lIpoexTs
MPHUKA30B pa3padaThIBAOTCA CTPYKTYPHBIMH TIOAPA3JACIIEHUSAMH TI0 TOPYYEHHIO PYKOBOJCTBA
WM TI0 COOCTBEHHOW WHHUIIMATHBE.

[Ipukassl U pacnops>KEHUA MOAPA3JESAIOTCA HA CIEAYIOIINE BUIBI U TPYIIIIHL:

Kto

Ne | Bunpl npukas3os I'pynna npukaszos dbopmupyeT
1 2 3 4

1 ITo ocHoBHOH | 1) mO AeATeNbHOCTH KoJuterHaiabHbix opranos KUITY, | Pykosoxu
AESATENPHOCTH | yIIpABICHYECKUX  CTPYKTYPHBIX  MOJpPA3ACNIEHUH, 1O Toam
CTPVKT

MPOBEACHHUIO TIPEICTABUTENBCKHAX, KYJIbTYPHO-MAaCCOBBIX I;{YHXYP

MEPOTPUATHH; noApaszene
2) cBsi3aHHAA C 00PA30BATEIFHO-METOAUYECKHM TTPOIIECCOM HH

B KHUIIVY, B T.4. ¢ COIMATBHO-BOCTIMTATETEHON PaOOTOM;

3) cBA3aHHAA C HAYYHO-TIPAKTUYECKOW, WHHOBAIIMOHHOW
JNEATEIbHOCTBIO,  peallM3alued IMPOTPaMMBbl  Pa3BUTHA
KHUIIY n nopoxHOM KapThl,

4) Mo OpPraHW3aIMOHHBIM H CTPYKTYPHBIM W3MEHEHHUSIM B
KUITY;

5) Mo M3MEHEHUAM B OPraHU3ALMOHHO-PACTIOPATUTEITBHBIX
noxkymenrtax KUIIY;

6) 10 (hMHAHCOBO-3KOHOMHYECKOU ACATETbHOCTH;
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7) MO agTMUHHCTPATHBHO-XO3IHCTBEHHOH IEATEIHOCTH
KHUIIY, mo pacnpenenenuro momaneu B KUITY, no oxpane
TPYyZa, 0 TPAXKAAHCKOH 000POHE M AHTUTEPPOPUCTHUECKOH
JESATENBHOCTH;
8) mo mMpoBeNEHWIO €OUHOW TOJMTHKHA WH(OPMATH3ALIHH
KHUIIY u ocymecTBICHHIO YIIPABICHHS ACATEIBHOCTBIO TIO
BHEJPEHUIO WH(POPMAITMOHHBIX TEXHOJOTUH B
nopazaeneHuax u cmyxxoax KUITY;
9) mo opraHu3anuu KOMITIEKCHOU Oe3omacHocT KUITY
2 Io muanomy | [1o opraHu3anMoOHHO-KaapoBbIiM Bonpocam B KUITY Ynpasneuue
COCTaBy, KaapoB
IPEnOCTaBIIe
HUIO OTITYCKOB,
HA3HAYCHUIO,
3aKJIIOYCHUIO 1
PaCTOPIKEHHIO
JIOTOBOPOB U
T.O.

4.1.1. Ilpuxas

IIprka3 — OKanbHBIA HOPMATHUBHBIM AKT, W3ABAEMBIM PEKTOPOM B LEIAX pa3peIICHUsA
OCHOBHBIX Y OIEPATHBHBIX 3aj1a4, croamux nepea KUITY.

[Ipuka3 mMoxkeT OBITh M3AaH PEKTOPOM HIIM MPOPEKTOPOM, HUCTIOTHSIOIIMM OOS3aHHOCTH
PEKTOpa B CIIy4ae €ro OTCYTCTBHS, €Clu 00 3TOM OOBABICHO NMPHUKa30M. B mprkaszax pemrarotcs
BOTMIPOCHI  00pPA30BATENIbHOM, HAYYHOH, aJIMHUHUCTPATHBHO-XO3SUCTBEHHOHW, (DHHAHCOBOU
AEATENTbHOCTH, TUIAHUPOBAHMSA, OTYETHOCTH, Y4eOHO-BOCITHUTATENBHOTO Tpoliecca W T. m. B
coorBercteun ¢ [OCT P 7.0.97-2016 «YVHupUIIMPOBAHHBIE CHUCTEMBI JTOKYMEHTAITHH.
YHudummposanaas cucTeMa OPraHU3ALMOHHO-PACTIOPAIUTETFHOW TOKYMEHTAIMH. T peOoBaHUA
K 0(OPMIICHUIO JTOKYMEHTOBY», MPHUKa3bl odopmisitorcs Ha odmem Omanke KUITY um mmerot
YCTAHOBJICHHBIM KOMIUIEKC OOS3aTENbHBIX PEKBU3UTOB M  CTAOWJIBHBIM TOPAJOK WX
pacnosioxkeHus: HaumeHoBanue KUIIY, HasBanme BHaa AOKyMeHTa, AaTy M HOMEp MPHKA3a,
MECTO COCTABJICHUA, 3ar0J0BOK K TEKCTY, TEKCT, MOJAIHKCH, BU3BL.

[Ipukassr neuatarotes mpudrom Times New Roman, 13 (momyckaercs 14) ¢ oquHapHBIM
(momycKaeTcs TOTyTOPHBIM) WHTEPBAJIOM, TIOJISI. BEPXHEE, JeBoe, HkHee — 20 MM, mpasBoe 10
mm (IIpumnoxenue 5).

PacniopsaurenbHble JOKYMEHTHI (IIPHKA3bl, PACTIOPSDKEHUSA) NOJDKHBI MUMETH 3aroJIOBOK,
KoTOpbIi HaunHaeTcs ¢ mpemrora «O (O0)». [lewaraercs momy:kupHbIM TIPpU(TOM UYepe3 OTUH
MEXCTPOUHBIN uHTEpBaN. Hanpumep: O0 ytBepxaeHuu..., O peructpaumn..., O co3maHum. .

TekcT mpukasa, Kak MpaBujI0, COCTOUT W3 KOHCTATUPYIOIIEH U PACIOPAIUTENBHOM YaCTEM.
KoHcTaTupyromas 4yacTe ABIAETCA BBEJEHHUEM B CYINECTBO paccMaTpuBaeMoro sompoca. OHa
MpHU3BaHa OOBACHUTH, Y€M BBI3BAHA HEOOXOJMMOCTH YIPABICHUECKOTO JEUCTBUA. B Helt moryT
OBITh TIepeuncleHBl (AKTBI, COOBITHSA, JaHA OIEHKA, KPAaTKO W3JIOKECHBI IETH W 3aJa4u
NPEANUCHIBAEMBIX JEUCTBUM, TOCITY)KUBIOWE IPUYMHOM H3AaHusA Ipukasa. Hepeaxko B
KOHCTATHPYIOIIEW YacTH [JAETCA IIEPECKAa3 AaKTa BBIMIECTOAIIETO OpPraHa, BO HCIOJHEHHE
KOTOPOTO WU3JACTCA JAHHBIN PACTIOPSIUTEbHBIN JOKYMEHT (Yalie BCETO TPUKA3).

B stom cimydae ykaspiBaeTcad BHMJ aKTa, €ro aBTOp, JaTa, HOMEpP, MOJHOE HA3BAHUE
(3ar0JI0BOK), T.€. MPUBOAATCS BCE TIOUCKOBBIC (CCHIIOYHBIE) TaHHBIC,
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PacnopsgurenpHas 4acTh MpHKa3a OTACIAECTCS OT KOHCTATUPYIOLIEH YacTH CIIOBOM
«ITPUKA3BIBAKO» (meuaraercs ¢ HOBOW CTPOKH OONBIIMMH OYKBaMH O€3 OTCTYIUIEHHSA OT
JIEBOTO TIOJISI M KABBIYEK, TTOTYKHPHBIM IIPUPTOM), TTOCITIE KOTOPOTO CTABHTCS IBOETOUHE.

Koncratupyromas 4acTe MOXKET OTCYTCTBOBATH, €CIIM MPEANMCHIBAEMBIE IEHUCTBHA HE
HYKJIAFOTCA B PA3bSICHECHHH.

Ecnm wmcmonHenwe mnpukasa NpPearnonaracT HECKOJIbKO HCIOJHUTENIEH M BBINOJHECHHE
PA3IMYHBIX IO XAPAKTEPY AEUCTBUM, TEKCT PACTIOPANMTEIIBHOM YacTH JACIHUTCA HA IyHKTBI, B
KOTOPBIX YKA3bIBAIOTCS HCIOJIHUTEIH, KOHKPETHBIE JECUCTBUA M CPOKHM  HCIOJHEHHUSA
MPEINMHUCHIBAEMBIX ACUCTBUU. J[EMCTBHUS OJHOTO XapakTepa MEPEUYUCIAIOTCA B OJHOM IMYHKTE.
IIyHKTBI, KOTOpBIE BKJIIOYAKOT YIPABICHYECKUE JACHUCTBHA, HOCAIIME PaCHOPIAUTENBHBIN
XapakTep, HAYMHAIOTCS C TJ1arojia B HeONpPeAeIeHHOU (hopMe.

ITpumep -
IMPUKA3BIBAIO:
1.Co3maTh KOMHUCCHIO B COCTABE. ..

B TtoMm cmydae, ecnm 3amaHme WM AEUCTBHE NMPEIIIONAracT KOHKPETHOTO HCIIOITHUTEINS,
COOTBETCTBYIOIIMHA IyHKT AOKYMEHTA TOJDKEH HAYWHATHCA C YKA3aHHA JOJDKHOCTH W (haMUIIAN
WUCTIOMHUTENS B JATENbHOM TMajgeke. B KauecTBe WCIONHUTENIEH MOTYT OBITh YKa3aHBI
CTPYKTYPHBIE TIOIPA3ACIICHHS.

ITpumep -

IMPUKA3BIBAIO:

1.Ilpopektopy 1O Hay4yHOM W HWHHOBALMOHHON aedatenpHocTH @Pamummua M.O. npo
12.06.2018 r. OArOTOBUTH MPOEKT. ..

2.OUHAHCOBO-3KOHOMHYECKOMY  YINPABICHUIO 10 18.06.2018r. MPEACTABUTH
COOTBETCTBYIOINHE JAHHBIE. . .

B ciydae, ecnu HM3gaBaeMbld JOKYMEHT OTMEHSAET PaHEE HM3JAAHHBIM NPHKA3, B KOHILE
pacTIOPAIMTENIbHOM  4YacTH  yKa3biBaercs:  «CuMTaTh  yTpaTHBIOAM  CHIIy  (CUMTATh
HEJEUCTBUTENbHBIM) TTPUKa3 oT 26.05.2016 t. Ne 252 u HanmenoBanue». Eciu mpukas oTMeHseT
TONBKO OJWH HIIM HECKOJNBKO IIYHKTOB pAaHEe M3JAHHOTO IPUKa3a, TO OTMEHAKTCA
COOTBETCTBYIOIIHE ITyHKT(BI).

B mocnenHeM myHKTE pacnoOpsSIWTENBHOM YacTH IIPUKA3a YKa3bIBACTCS OJDKHOCTHOE
JUI0, HA KOTOPOE BO3JAaracrca KOHTPOJb HAJ MCIOJHEHHEM NpHKasa B memoMm. Hampumep:
«KOHTpOJIb HaJT UCTIOTHEHUEM TPHUKA3a BO3JI0KUTH Ha TIEpBOTO npopekTopa amunus 1.0.» unu
«KoHTpos HaJ HCTIOTHEHHEM HACTOAIIETO MPUKA3a OCTABIIAIO 33 COOO0M.

Ecrm mpukas BBOOWUT B JACWCTBHE KAaKUE-TMOO TOKYMEHTHI (MHCTPYKIHH, TpaduKH,
MPaBHJIA, TTOJIOKEHHUS ), TO OHU 0(OPMIIAIOTCA B BH/E MIPUIIOKEHHA K TIPUKA3Y.

B mpaBoM BepxHEM yTIy TAKHX JOKYMEHTOB, OT IATOTO TIOJOXKEHHUS TaOyIsATOpa MHUIIYT
cnoBo «lIpunokenue» ¢ ykazaHMEM HAMMEHOBAHUA PACIOPSAIUTENBHOTO JOKYMEHTA, €r0 JATHhl,
HOMEDpA.

ITpumep -
IIpunosxenue
YTBEPX/JIEHO
npukazom KHUITY

ot 12.02.2018 r. Ne 57
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ITocne pexsusura COI'JTACOBAHO uepes aBa uHTEpBana OT JEBOrO MO yKa3bIBA€TCA
JOODKHOCTD U (paMHITAS PYKOBOJHUTENS CTPYKTYPHOTO TOAPA3IAECIIEHHUS, TIOATOTOBUBIIETO MTPOEKT
MPHKa3a Ha PACCMOTPEHHUE U COITIACOBAHMUE.

ITpumep -

COI'JTACOBAHO

[TepBeIit TPOPEKTOP MOJIHCH narta N.0. Gamunus
[TpopexTop mo AXP MOJIHCH narta N.0. Gamunus
HauvaneHuk rop.otaena MOJIHCH narta N.O0.®amunus
JlexaHn ¢akynbpTeTa MOJIHUCH Jaara N.O0.®amunus

[Ipu perucTpauyMy mnpUKa3bl HYMEPYIOTCS TOPAJKOBBIMM HOMEpPaMHM B Tpelenax
KaJICHIAPHOTO TO/a.

4.1.2. CoBMeCTHBIH NpHKa3

B ycraHoBneHHBIX 3akoHOmaTenscTBOM ciy4asx B KHIIY moryr wm3maBaThcs akThl
COBMECTHO C JPYTMMHU OpPraHM3alMsAMU M YUPEXKACHUAMH MO BOMNpPOCAM, IMPEACTABIAIOMINM
B3aMIMHBIM MHTEPEC W BXOIAIMIUM B KOMIIETCHIHMIO 00euX CTOPOH. Takwme akThl 0OPMIAIOTCA H
MyOMHUKYIOTCS KaK €IUHBIN TOKYMEHT (TIPHUKA3, IPOTOKOJ, TIOJIOKEHHUE U AP. ).

4.1.2.1. [IpaBuna opopmieHHS PEKBU3UTOB COBMECTHOTO PACTIOPSAUTEIIEHOTO TOKYMEHTA

Jlama ooxymenma

Jlatoit JOKyMEHTa, U3JaBAEMOTO COBMECTHO IBYMS I OOJIE€ OPTaHU3ALMAMH, SBIICTCS
narta OoJiee MO3IHEH MOIITHUCH.

Pecucmpayuonnvii nomep OoKymenma

PeructpauoHHBIH HOMEpP JOKYMEHTA, W3/IaHHOTO COBMECTHO, COCTOMT M3 Pa3AClEHHBIX
KOCOM 4YEepPTOM PpErucTPallMOHHBIX HOMEPOB, TPUCBOEHHBIX OpraHU3alUsMU - aBTOpaMu
JOKYMEHTa W PACITONOKEHHBIX B TIOCIEIOBATEIIBHOCTH, COOTBETCTBYIOHIEH O0003HAYCHHIO
HAUMEHOBAHUW OPraHU3alHM B 3ar0JOBOYHOM YaCTH JOKYMEHTA.

Texcm ookymenma

B COBMECTHBIX JOKYMEHTAaX TEKCT M3JIAral0T OT MEPBOrO JMLA MHOKECTBEHHOTO YMCIA!
[TPUKA3BIBAEM..., PEHIWUJIN... .

4.1.2.2. IloarotoBka u opopMIIEHHE COBMECTHBIX MPUKA30B (PACTIOPIKEHUH )

CoBMecTHBIE TTPUKA3bI TIEYATAIOTCS HA CTAHTAPTHBIX JHcTax Oymaru ¢opmarta A4 (210 x
297 mwm). [Ipu oopmneHrHr COBMECTHOTO TTPUKA3a:

-HAUMEHOBAaHUA (PeIepaIbHBIX OPTAaHOB HCTIOJIHATEIPHOM BIACTH PACIOAraroTCAd Ha
OJTHOM YPOBHE;

-HauMeHOBaHUE BUAa 1okyMeHTa — [IPUKA3- pacmonaraercs eHTPUPOBAHHBIM 00pa3oM;

-J1aTa COBMECTHOTO TIPHUKA3a — €IWHASL, COOTBETCTBYET JaTe O0JIee MO3HEN TOIHCH;

-PETHCTPALMOHHBIA HOMEP MOKYMEHTa, COCTABICHHOTO COBMECTHO IBYMA M Ooiee
OpPraHU3alUsIMH, COCTOMT U3 PETMCTPALMOHHBIX HOMEPOB, MPUCBOCHHBIX JOKYMEHTY KayKIbIM
OpPraHOM BIJIACTH, MPOCTABISEMBIX YEPE3 KOCYI0 4YEPTYy B TMOPSIAKE YKa3aHHUA AaBTOPOB B
JOKYMEHTE;

-MOANUCH PYKOBOJMUTENEH PACIIONIaral0TCA HUXKE TEKCTA HA OJHOM YPOBHE.

4.1.2.3. OcoberrocTr 0pOPMIIEHUS OTACITBHBIX PEKBU3UTOB COBMECTHBIX TOKYMEHTOB

[IpoexTsl TIpHKa30B (PAacTOPSIKEHUH) COCTABIAIOTCS B KOJHMYECTBE, COOTBETCTBYIOIIEM
YUCITy OPraHW3aluil (JOJDKHOCTHBIX JIMI]), OT WMEHH KOTOPBIX TPHHHUMAETCA TOKYMEHT, C
YKa3aHUEM HX OO0S3aTENbHBIX PEKBH3HUTOB. [IpHM 3TOM pPEKBH3UTHI MPHKA30B (PacTOPsKEHHN)
nevararoTcs mpudTom 14 6e3 TOMapoK M UCTIPABICHUN HA CTAHAAPTHBIX JIMCTaX OyMaru 0ejIoro
useta popmara A4 (210 x 297 mm).

KauecTBO mevyatu 10mKHO 00€CTIEYMBATh HOPMATBHOE YTEHHE TEKCTa H BO3MOMKHOCTB €70
BOCIPOU3BEACHHA CPEACTBAMH KOITUPOBAIbHO-MHOKUTEIbHON TEXHUKH.
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bnank ookymenma. B cOBMECTHBIX TIPHKa3ax (PacmopsKeHUAX) OMaHKH HE UCTIOIB3YFOTCA.
Haumenosanus opeanuszayuii. HanMeHOBaHWA OpraHu3alydid pacmoiaraldT Ha OJHOM
YPOBHE.

ITpumep -
['ocynapcTBeHHOE OIOKETHOE @enepanpHOE TOCYAAPCTBEHHOE
00pa30BaTENbHOE YUPEKACHUE BBICHIETO  OIOKETHOE 00pa30BATENFHOE YUPEKACHHE
oOpazoBanus PecriyOmuku Kpeim BBICTIIETO PO ECCHOHATTEHOTO
«KpbIMCKHIT HEDKEHEPHO-TIEAATOTHYECKHA  00pa3oBaHus «Ka3zaHCKUI HAMOHATBHBIN
YHUBEPCHUTET yHuBepcuteT uM. A .H. Tynonesa»

[Ipu odopmneHHH COBMECTHBIX JOKYMEHTOB YKAa3bIBAIOTCSA TIONHBIE HAWMEHOBAHUS
OpraHu3alui, y4acTBOBABIIHUX B MOJAMUCAHUU TOKyMEHTA. [IepBpIM yKa3bIBa€TCs HAMMEHOBAHHE
OpTraHU3aLuy, SABSIOLIENCS HHULMATOPOM CO3JIaHUS JOKYMEHTA.

Haumenosanue e6uoa ooxkymenma. HaumeHoBanue Buga pgokymenra — [IPHUKA3
(PACIIOPAXEHHE) pacmonaraeTcs EeHTPUPOBAHO.

Jlama. ]Jlatoii AOKyMeHTa SIBIsETCA J€Hb €ro moamnucaHusa. COOTBETCTBEHHO, MPHUKAa3bl
(pactiopsKkeHHs ), U3TAHHBIE COBMECTHO C APYTHMH OPTaHH3ALMAMH, PETUCTPUPYIOTCS C OTHOU
(emuHOM) MaTOW TTOCTIEAHEN perucTpalyy (IOAMHCAHNS) TIPUKa3a (PACTIOPSIKEHHSA).

Pecucmpayuonnoiti  nomep.  PeTHCTpaLlMOHHBIA ~ HOMEpP  COBMECTHOTO  IPHKa3a
(pactiopspKeHHSI)  COCTOMT W3  PETHCTPALIMOHHBIX ~ HOMEPOB  KAXKAOHM  OpPTaHH3ALINH,
PACTIONOKEHHBIX B TIOPSI/IKE UX TIEPEUUCIICHHS TOCIIETOBATENHHO (ClIeBa HANIPABO) Yepe3 KOCYIo
yepty, Hanpumep: Ne 45/18

Mecmo cocmasaenusi unu uzoanust Ookymenma. MecTOM COCTAaBIICHUS (M3JaHUA) TIPHUKa3a
(pactiopskeHus1) OyIeT SBIATHCA HACEIECHHBIM ITYHKT, B KOTOPOM HaXOAATCA OPTaHU3ALINH,
W3J1aBIIKE €TO.

Texcm ookymenma. B cOBMECTHOM C IPYTHMH OPTaHH3ALMAMHU TPUKa3e (PacTOpsKEHHN)
PpacnopsAUTENBHOE CIIOBO M3/1aracTcs OT MEPBOTO JIMLA MHOKECTBEHHOIO 4YMCIIA, HAampUMeEp:
«ITPUKA3BIBAEMY, «ITPEJIJIAT’AEM», «OBA3BIBAEM)Y.

Iloonuce. llpu mOANIMCAHWUM COBMECTHOTO TIpHKas3a (PacTOPsKEHUSA) HECKOIbKUMH
JODKHOCTHBIMHM JIMIIAMHA WX TIOATIHCH PACIONIaral0T HIKE TeKcTa (Ha 3  MEKCTPOYHBIX
WHTEPBaja) Ha OJHOM YPOBHE WJIM OJHY IO/ APYTOH B MOCTIETOBATENBHOCTH, MTPETyCMOTPEHHOM
OPraHU3ALMOHHON CTPYKTYPOU, HAIIPUMED:

Pexrop KHUITY N.o. pexropa KHUTY - KAU
[Mogmucrs UN.O. Gamunusa IMoamuce U.0O. Gamunusa

[Ipy moanmucaHWM JOKYMEHTA HECKOJBKMMH [TOJKHOCTHBIMH JIHIAMHA WX TOAIHACH
pacmonararoT OJHy TMOJ JPYyrod B TIOCIEJOBATEIBHOCTH, COOTBETCTBYIOLIEH 3aHMMAacMOU
JTOLKHOCTH. Ha BCex sK3eMIuIspax MOIIMUCH PYKOBOAUTENEH JOLKHBI OBITH TIOJTHHHBIMH.

B HamMeHOoBaHWE MODKHOCTH pekBu3nuTa <«llOAMUCH» TOMKHO OBITh BKITFOYEHO
HaMMEHOBaHUE opraHuzaiuu. CreayeT ydecTh, YTO TOJAMMCHIBACTCS CTOIBKO 3SK3EMIUISIPOB
JOKYMEHTA, CKOJBKO OPraHM3alMil y4YacTBOBAJIO B €ro co3gaHuu. Kaxapli noAnMCaHHBIN
SK3EMIUTAP ABSAETCS MOATUHHUKOM M XPAHUTCS B JEaX OPraHU3alMi - Y4aCTHUKOB. DK3EMILIAP
COBMECTHOT'O JOKYMEHTA C BU3aAMH COTJIACOBAHUA XPAHUTCS B A€aX OPraHU3aluyi — HHUOHATOPpA
CO3JaHUs JOKYMEHTA.

Buzer  coenacosanusi  ookymenma.  OdopMieHHe BH3  COBMECTHOTO  TPHUKasa
(pactiopspKE€HHSI)  OCYHIECTBIIIETCS HA OTACABHOM I K&KJOW OPTaHW3alWd  JIMCTE
COTJIACOBAHHUA, MPH 3TOM HAMMEHOBAHHS AOJLKHOCTEM UL, BU3UPYIOIIHNX MPHKA3, YKA3bIBAIOTCS
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cleBa OT WX WHUOMANOB W (amumuii. CormacoBaHHWE TPOEKTa COBMECTHOTO TIPHKA3a
OCYIIECTBIIAET CTPYKTYPHOE MOJpPA3AE/IEHHE, OTBETCTBEHHOE 3a MOJATrOTOBKY MPOEKTAa NMpHUKa3a.
Busuposanue npoekTa mpHKas3a MPOU3BOAUTCA KAXKIO0M CTOPOHOM Ha BeexX dK3eMIuipax (dopma
npeacTasneHa B [Ipunoxxennu 12).

4.1.3. PacniopszkeHue

PacnopsiskeHHe — pacnOpAIUTENBHBIA JOKYMEHT, W3JaBAEMBIM PEKTOPOM, NMPOPEKTOPAMH
KHUIIY mo TekymuM OIEpaTUBHBIM BompocaMm. PacnopsskeHHMs B OTIMYME OT IPUKA30B HE
coaep:KaT TPEANMHCAHWH, HOCAIIMX HOpPMAaTHBHBIM xapakrep. [loaroroBka u odopmneHue
PacTIOPsDKEHUHM TTPOBOAUTCS O TEM K€ TMPAaBHIIAM, YTO MOJATOTOBKA W O(OPMIICHHE TPHKa3a
(ITpunoxkenue 5).

4.1.4. [IpoTokon

[IpoTOKOT — JOKYMEHT, B KOTOPOM (PHKCHUPYyETCA XOA 00CYKAECHUS BOIMPOCOB U MPHUHATHA
pemeHnid Ha 3acegaHuAX KoyuermansHelx opraHos KMIIY, puccepTanmoHHBIX COBETOB,
KoH(epeHIUAX, CcoOpaHusaX NPoGeCcCOPCKO-TIPENOAABATENHCKOTO COCTaBa MW  ACIHPAHTOB,
peKTopaTax, aJAMHHHCTPATUBHBIX COBETAX, pPAa0OYMX COBEIAHHUAX, JEIOBBIX BCTpPEYAX,
SKCIIEPTHBIX KOMUCCHH H T.JI. [IpOTOKOIBI MOTYT COCTABAATHCA B MOJIHOW WITH C:kaTtol ¢opme. B
MPOTOKOJIAX, COCTABIIEHHBIX B CxKAaTOH (popme, (PUKCHUPYIOTCS JIMIIb MPUHATHIC PEINEHUS, a HE
X0J 00CYKIEHHUS BOTIPOCA.

[Iporokon odopmisieTcs Ha OJaHKE MPOTOKONA (MPU HAMYWH TAaKOTO OJaHKAa) WM Ha
oOmieM OJTaHKe YYpPEKIEHHS, a B Clydae, KOraa OIaHKHA He TPEIyCMOTPEHBI, - HA YUCTOM JIUCTE
oymaru ¢opmata A4 (210 x 297 MM) Kak ¢ YrI0BBIM (PEUMYIIECTBEHHO ), TAK M U3 MPOJOTEHBIM
pacnionoxxeareM peksusnuToB ([Ipunoxenue 7).

JlaTol mpoTokona SBIIETCA JaTa NPOBEICHMs 3acenaHus. EciM 3acegaHue IMIIOCh
HECKOJBKO AHEW, TO 4YEPE3 THUPE OTMEUYAKOTCA MEPBBIM W MOCICIHUN JeHb 3acegaHus. Homep
(MHIEKC) MPOTOKOJIA TOJDKEH OTBEYATH OPSIIKOBOMY HOMEPY 3aCEIaHMUA.

Hymepanus npoTokosIoB BeIETCA B MpEAEax KaJeHAAPHOIO roja OTAEIbHO MO KaKAOW
Ipynmne MpOTOKOJIOB 3acelaHus COOTBETCTBYIOLIETO KOJUIETMAIbHOTO OpraHa: KOJUIETHH,
HAYYHBIX, SKCIIEPTHBIX KOMHCCHH, COBETOB U TOMY Moa00HOe. B pexBusure "Mecto 3acemaHus"
YKa3bIBAECTCS Ha3BAHUE HACENICHHOTO MTyHKTA, B KOTOPOM COCTOSJIOCH 3aCEAAHHE.

3armaBue K TEKCTy NPOTOKONA MJODKHO OTOOpakaTh BHI 3aceJaHus (COBEINAHWE,
coOpanue, KOH(pEepeHIHS W TOMY IMOJOOHOE) WITH KOJUIETHAIbHOW JCSITEIIBHOCTH (KOMHCCHS,
COBET, KOJUIETHS, padoyas rpymnma ¥ TOMy MOA00HOE) U BKITFOYATh HA3BAHUE BU/IA JOKYMEHTA.

TexeT MpOTOKOIIa COCTOUT U3 BCTYNHUTEIBHOM U OCHOBHOM 4acTEM.

Bo BcTynmmuTenbHONW YacTH MPOTOKONIA YKA3bIBAIOTCA (DaMUNMHM W WHHLHANG (MHUALIHAAT
WMEHH) TIPEICENaTeNs WM TPEACEIATENFCTBYIOIMETO, CEKpeTaps, MPUITIAINCHHBIX, a TaKKe
MPHUCYTCTBYIOTIMX JIALI.

B cmnmcke coOpaBmmxcs yKaswpIBalOTCA B an(aBUTHOM TOPSAAKE CHavana (aMUIHA H
WHUIMAITBI TIPUCYTCTBYIOIMIHUX TIOCTOSHHBIX WJIEHOB KOJUIETHAIFHOTO OpraHa 0e3 yKa3aHus
JOJKHOCTEH, TMOTOM - TPUIJAIIEHHBIX JIMI[ C YKa3aHUEM JOJDKHOCTEM W B ciydae
HEOOXOTMMOCTH HAWMMEHOBAaHUN yupekaeHud. Ecou komudecTBO coOpaBImIMXCs TpeBbImaeT 15
YEIIOBEK, YKAa3bIBAECTCS UX OOINEee KOJUYECTBO CO CCHIJIKOM HA CITUCOK, KOTOPBIM MPHUIIATAETCs K
MPOTOKOIY.

BerynuTenbHas yacTh BKITFOYAET MOBECTKY JHA — MEPEYEHb PACCMOTPEHHBIX HA 3aCE€JaHUU
BOINPOCOB, KOTOPBIE pPAa3MEIICHBI B MOPSAAKE WX 3HAYMMOCTH C YKa3aHUEM [JOKIaJYUKa [0
Kaxaomy Bompocy. IloBecTka JHSA MPHUIAraeTcs B KOHIIE BCTYMUTEIbHON YaCcTH.

Cnosa "lIloBecTka OHA" Me4YaTarOTCA OT TPAHULBI JEBOTO MO, MOCJAE HUX CTaBUTCS
nsoeroune. Kaxkaplii Bompoc HyMmepyercs apaOCKumu mmdpamMu W TiedaraeTcs ¢ ad3ara.
@opMUpOBaHHE BOMPOCOB B MOBECTKE JHA HAYMHaeTcA ¢ npeasora "O".
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OcHOBHas YacTh MPOTOKOJA COCTOMUT W3 PAa3AeNiOB, KOTOPhIE MOJLKHBI OTBEYATH IMyHKTAM
MOBECTKH THA. Pasmenst HymepyroTcs apabcKkuMu nupamMu U CTPOATCA MO TAKOH CXeMe:

CJIIYIOAJIA - BBICTYIIWJIN — PEHIWUJIN (OAOBPUJIN, ITIOCTAHOBUJIN).

VYka3aHHBIE CITOBA TIEYATAFOTCA OONBITUMH OYKBAMHU 0€3 OTCTYIUICHHUS OT TPAHHUIIBI JIEBOTO
noyist. [locme cimoB cTaBUTCSA ABOETOUHE.

[Tocne cnosa "CJIYIIAJIN" yka3biBaeTcad TEKCT BBICTYIUIEHHS OCHOBHOTO JOKJIAaTUHKA.
QaMuus ¥ WHADWANG! (MHUIMAT UMEHH) KOKAOTO JOKIATYHKA TEYaTAIOTCS ¢ HOBOM CTPOKH.
TekcT BBRICTYIUIEHHS U371aracTcs B TPETHEM JIHLIE €AMHCTBEHHOTO YHCTIA.

TexcThl MK TE3UCHI AOKIIA/Aa U BBICTYIUIEHUH, 0()OPMIICHHBIE KaK OTJEITbHBIE JTOKYMEHTHI,
B MPOTOKOJI HE BKIMO4YaroTcs. [locnme cBeaeHW O MOKIATYHUKE CTABUTCS THPE M OTMEYACTCA:
"TexcT nOKaaa (BHICTYTUICHHS ) TPUIIATACTCS K TIPOTOKOITY "

[Tocnme cmosa "BBICTYIIMJIN" ¢ukcupyrOoTCs BBICTYIUIEHHS TE€X JHI, KOTOPBIE
Y4aCTBOBAIH B OOCYXACHUU NOKIaaa. BeIcTyreHus oOpMIISIOTCS B MPOTOKOJE C YKa3aHHUEM
OOJDKHOCTEH, (aMHIWH W WHULIHMATIOB (MHHWIMATA WMEHH) BBICTYMAOIMNUX B WMEHHTEITHBHOM
Majieke, a TaKKe C HM3I0KEHHEM COJepKaHWs BOmpoca W OTBeTOB Ha Hero. CoaepraHue
BBICTYIUIEHUH M3/IaraeTCsA OT TPETHETO JIUIA €TUHCTBEHHOTO YHCIIA.

[locme cmosa "PEHIWMJIN" ("OHOBPUIIN", "IIOCTAHOBWUIJIN") d¢urcupyercs
MPUHATOE PEMEHHE MO OO0CYKIAEMOMY BOTPOCY TOBECTKH MAHA. PemieHue MOMKHO OBITh
KOHKPETHBIM W BKJIFOYATh COCTABIIAIONIME, KOTOPHIE OTBEYAIOT HA TAKHE BOTPOCHI: «KOMY?»,
«4TO CAENATH?» U «B KAKOU CPOK?».

Pemrenuns, copmepikanie HECKOJIBKO BOMPOCOB, PA3JEIAIOT HA TYHKTHI W TIOAITYHKTHI,
KOTOPBIE HYMEPYIOTCS apaOckumu nuppamu. [1oamyHKTEI HyMepyIOTCS U(ppaMu CO CKOOKOM.

B cnyuae, ecnmu Ha 3aceqaHWM TIPUHUMAETCS PEIIEHHE OO0 YTBEPKACHHUH TOKYMEHTA,
KOTOPBIA OOCYKIajcs Ha 3aC€JaHUHM, 3TOT JOKYMEHT TPHIATACTCA K TPOTOKOIY W B HEM
JETaeTCs CChIIKA HA HOMEP U IATy MPOTOKOJIA.

[lpn HanMuUMK APYTUX NOKYMEHTOB, KOTOPBIE PACCMATPUBAIHMCH HA 3aceJaHUH W (PakT
00CYXAECHHUA KOTOPBIX OBIT 3aUKCHUPOBAH B TEKCTE MPOTOKOJIA, OHH HYMEPYIOTCS apaOCKUMHU
mudpavu ([Ipunoxenne 1, [Ipunoxkenune 2). B cooTBeTCTBYIOMMX MyHKTAX MPOTOKOJIA IETACTCS
CChIJIKA HA AaHHbIe npunoxkeHus. Pexkpusut "OTMETKA O HATUYUU MPUIIOKEHUN" B KOHILIE TEKCTA
MPOTOKOJIA HE YKAa3bIBAETCA.

[IpoTOKOA TOANMUCHIBAETCS TPEICENATEIHCTBYIOIIMM HA 3aCeTaHUU KOJUIETHATHHOTO
oprana u cekpetapeM. OpuUTrHHAI MPOTOKOJIA XPAHUTCS Y CEKPETAPS KOJUIETHAIBHOTO OpTraHa.

HexoTopsie mpoToKOmbI 3acenaHnii (KOMHTETOB, METOIWYECKHUX, SKCIEPTHBIX, HAYIHBIX
COBETOB U KOMHCCHH W TOMY TOJOOHOE) TOAJIEKAT YTBEPKACHUIO. B TakoMm ciydae mpoToOKOI
JODKEH UMETh TPU() YTBEPIKICHUS.

Konuu npoToko1oB MK BBITTUCKK W3 HUX B CIIy4ae HEOOXOAMMOCTH 3aBEPAFOTCS TIEYATHIO
OTAENa JETOTPOU3BOACTBA M KOHTPOJII W HAmNpaBIAIOTCI B Clyyae HEOOXOIUMOCTH
3aWHTEPECOBAHHBIM OpraHaM, JOJDKHOCTHBIM JnaM, padoTHHKaM. CIHCOK PacChUIKH
COCTaBIIAET U MOANHUCHIBAET CEKPETAPb.

4.2. OpraHu3zauoHHbIe J0KYMEHTbI

Oprasu3alMOHHbBIE JOKYMEHTHI — 3TO KOMIUIEKC B3aUMOYBA3AHHBIX JOKYMEHTOB, KOTOPbIE
PETTIAMEHTHPYIOT NEATETFHOCTD, 3a/1a4d U (PYHKIIMH YHUBEPCUTETA, OPTAHHU3AIUIO €0 PadOTHI,
mpaBa, 00S3aHHOCTH, OTBETCTBEHHOCTh CTPYKTYPHBIX MOAPA3ACICHHNH W JODKHOCTHBIX JIHII.
CormacHo JaecTByromieMy 3akoHomateabcTBy B KUIIY wu3maror cneayrommue  BUIBI
OPraHU3alMOHHBIX JOKYMEHTOB: YCTaB, IOJOKEHHA, HWHCTPYKLUHH, INTATHOE PACIHUCAHUE,
MPaBHJIA BHYTPEHHETO PACIIOPSAAKA U JP.
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4.2.1. Buapl OpraHA3alHOHHBIX JOKYMEHTOB:

4.2.1.1. Ycras

YeraB — CBOA  MPABWI, PETYNHMPYIOIIMX  JACATENBHOCT  YHHUBEPCHTETA,  €I0
B3aMMOOTHOIIEHHUS C JPYTHMH OPTaHU3ALUAMH U TPAXIAHAMH, TIPaBa W 00sM3aHHOCTH B cdepe
roCyIapCTBEHHOM WM XO3AUCTBEHHOM ACATETbHOCTH.

4.2.1.2. JOIDKHOCTHAS HHCTPYKIMS

JIOJDKHOCTHAs MHCTPYKLHA — OPraHM3ALMOHHBIA JOKYMEHT, B KOTOPOM ONPEACIAIOTCS
OCHOBHBIE (DYHKIWH, TIpaBa, OOS3aHHOCTH M OTBETCTBEHHOCTh PAOOTHHKA YHHBEPCHUTETA TPH
OCYIIECTBIICHUU UM JIEATENBHOCTH B ONPEAETIEHHON JOJLKHOCTH.

Ha ocHOBaHWM MOMKHOCTHOW WHCTPYKIMH Pa3paOaTHIBAETCS TPYAOBOH KOHTPAKT C
paboTHHKOM. TpyHOBOM KOHTPAKT U JODKHOCTHAS MHCTPYKIHS UCTIONB3YIOTCS TIPH Pa3peIeHuN
KOH()JTUKTHBIX CHTyallud MeXay padoromareneM W PaOOTHUKOM. J[O/DKHOCTHAS WHCTPYKIIHS
pa3padaThIBa€TCs PYKOBOJUTENIEM CTPYKTYPHOTO TIOJAPA3/ACTCHUA, COTIACOBHIBACTCA B
YCTAHOBJICHHOM MOPSAKE U YTBEPKAACTCA PEKTOPOM.

4.2.1.3. Ilonoxenue

[lomokeHHe — 3TO HOPMATHBHBIM aKT, ONPEACIAIONIHMN TOPAJOK OOpa30BaHWA, 33aJa4H,
00S3aHHOCTH, TIPaBa, OTBETCTBEHHOCTh W OPTaHM3AIMIO PAOOTHI CTPYKTYPHOTO TOAPA3IEICHUS.
[lonoxxkeHue ABNAETCA CIOKHBIM JAOKYMEHTOM. CTPYKTypa U COJAEp:KaHHE MOJOXKEHUS, KaK
npasuio, onpenerstores yHusepcureroM. B KHUIIY Teker nonmokeHus CTpyKTypUpyeTcs MO
pasznenaM H nmoApasaeiam.

4.2.1.4. lllTaTHOE pacniUcaHUE

IlltaTHOE pacnucanue — OSTO HOPMATHUBHBIM OPraHU3ALMOHHO-PACIIOPSIIUTENBHBIN
JOKYMEHT, KOTOPBIM OTPa’kaeT CTPYKTYpPy OpPraHHU3alMH, HAUMEHOBAHHE CTPYKTYPHBIX
MOJPA3ACTCHUHA, JODKHOCTH, CIEIHAIBHOCTH, TpodeccHd ¢ YKa3aHWeM KBaIH(HUKAIIHH,
CBEJICHUSA O KOJTMYECTBE MTATHBIX €IHHHUL, PA3MEPHI JODKHOCTHBIX OKIIQJ0B U HaJ0OABOK.

[[IratHOE pactmcanue BKIMOYAeT B ceOs momkHocTH KUITY, yncneHHOCTh paOOTHHKOB,
JOOJDKHOCTHBIE OKJIA[bl, BBIIUIATHI KOMIICHCAIMOHHOTO XapaKTepa H APYrue OO0s3aTeITbHBIC
JOTUIaTBl W HAJ0aBKH, YCTAHOBJICHHBIE 3aKOHOAATEIBCTBOM, HOPMATHBHBIMH TPAaBOBBIMH
aKTaMH, COJEPKAIIMMH HOPMBI TPYAOBOTO TpaBa, KOJIEKTHBHBIM TOTOBOPOM, TIOJIOKEHHEM 00
omnate Tpyna padoraukos KUITY, w nmpousBogumbie paOOTHHKAM, 3aYHCJICHHBIM HA TITATHHIC
JOJDKHOCTH YHUBEPCUTETA.

4.2.1.5. Ctpykrypa

CTpykTypa — OpraHU3alMOHHBIA JOKYMEHT, B KOTOPOM YKa3bIBAIOTCA BCE CTPYKTYPHBIE
NOAPA3ACICHUS yUpeKIeHUA. I3MEHEHHA B CTPYKTYPY BHOCATCS ITPUKA30M YHHUBEPCUTETA.

4.2.1.6. IIpaBuiia BHyTPEHHETO pacnopsAaKa

[IpaBuna BHyTpeHHero pacmnopsanka (mamnee — IlpaBuna) — OpraHW3alMOHHBIN JOKYMEHT,
KOTOPBIM ABJIAECTCA JIOKAJIbHBIM HOpMaTuBHbIM akTtoM KMUIIY, pernamentupyromum B
COOTBETCTBHH ¢ TpynoBeIM KojmekcoMm Poccuiickoit Denepanmn u WHBIMH (eaepaTbHBIMU
3aKOHAMHU:

-TIOPAZIOK TIpUEMA ¥ YBOJBHEHHWS pPAOOTHUKOB, OCHOBHBIE TIpaBa, OOA3aHHOCTH U
OTBETCTBEHHOCTh CTOPOH TPYAOBOTO JOTOBOPA, PEKUM PaOOUYET0 BPEMEHH W BPEMEHH OTABIXA,
MPUMEHAEMbIE K PAaOOTHHKAM MEpHI TOOMIPEHUS W B3BICKAHHUA, a TAKKE HHBIE BOMPOCHI
peryinuposaHus TpyAoBbIX oTHOmEHHH B KUITY;

-OCHOBHBIE TIpaBa, OOSM3aHHOCTH CTYJCHTOB, CIyIIATENEH, ACTIMPAHTOB, COMCKATENEH,
JOKTOPAHTOB, PEXKUM WX OOYYEHHs, OTIBIXa, NPHUMEHSAEMBIE K HHM MEPHI TOOMPEHUA H
B3BICKAHUS, a TAKXKE MHBIE BOPOCH OPTaHU3anK 00pa3oBaTenbHOTO mporecca B KUITY;

-TIpaBHUIIa IOBEACHHUS a0UTYPHEHTOB, IPyrux rpaxkaad 8 KUITY.
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[IpaBuna paspadateiBatorcs B coorBercTBum ¢ Koncturynumen Poccuiickoit ®@enepanmy,
(denepanbHBIMH KOHCTUTYIIHOHHBIMH 3akoHamu, aktamu [Ipeswnenrta Poccuiickoit Denepaiumy,
aktamu IIpaButensctBa Poccuiickoit Denepaimy, BEAOMCTBEHHBIMH aKTaMHu POCCHUCKOM
Oenepaumyn, Koncturymmerr PecnyOmmkm KpbiM, HOpPMAaTHBHBIMH TIPABOBBIMH  aKTaMHU
Pecryomuku Kpev, Ycerasom KUITY, Konnmektusasim qorosopom KUITY u vHBIMEU TOKaThHBIMH
aKTaMH YHUBEPCHUTETA.

[Ipoekr IlpaBunm paspabaTeiBaeTCd KOMHCCHEH, co3manHONM mpukazom KUITY, wu
MPUHUMAETCS C YYETOM MHEHUA:

-pexropara KHUIIY;

-nipocorozroro kKomureTa padoTHuko KUITY;

-nipo¢coro3HOTO KoMuTeTa ooydaromuxcs KUITY;

-Yuenoro cosera KUITY.

IIpaBuna BCTyMarOT B CHIIy ¢ MOMEHTA UX yTBepkaeHHA pektopom KUIIY u nenctByroT
0e3 orpaHWYeHHS CpOKa (10 BHECEHHUS HW3MEHEHWHW W JOTIOJHECHWH WM TPHHATHS HOBBIX
[IpaBun). BHecenne m3aMeHeHMH M AOTONHEHUH B [IpaBHna mpoW3BOIUTCS B TOM JK€ TIOPAIKE,
YTO U UX NMPHUHATHE.

4.2.1.7 1oBepeHHOCTD

JIoBEpEeHHOCTBIO O(QOPMIIAETCS THCHMEHHOE YIOJHOMOYHE, BBIAABAEMOE PEKTOPOM
KUITY paboraukam KUITY s mpemcraBuTenbCTBA TeEped TPEThUMHU JMiaMu. Hactosmas
HHCTPYKLHA HE PpacHpoCTPaHsAETCA Ha BbIJAYy [JOBEPEHHOCTEM HA IIONY4YEHHE TOBAPHO-
MaTepUATBHBIX IeHHOCTEH. Jl0BepeHHOCTH 0(opMIIsieTcs B TMChbMEHHOM BHAe Ha Omanke KUITY
U JOJDKHA COAEPKATH:

-1aTy U PETUCTPALMOHHBIN HOMEP;

-paMuTHrO0, UM, OTYECTBO M TOJLDKHOCTH TPEACTABUTEIIA;

-[acTOPTHBIE JAHHBIE MTPEICTABUTES;

-IIEPEYEHBb MOJTHOMOYHM, MEPEJABAEMBIX ITPEACTABUTEIIO,

-IIPaBO HA MEPENOBEPHE;

-CPOK JEUCTBHUSA JOBEPEHHOCTH;

-00pazer] moIMMCH MPECTABUTEIIA.

[Ipu odopmneHHH NOOBEPEHHOCTH HA YYaCTHE B TPAKIAHCKOM WM apOHUTPAKHOM
CyAONPOU3BOJCTBE B COOTBETCTBUU CO CT. 54 ['paskIaHCKOro mpoueccyanbHOro kojaekca PO u
CT. 62 ApOUTPa)KHOTO MPOLECCYATBHOTO KoAekca P® oTaenbHbIE TTOTHOMOYHMS TPEICTABUTEIS
JOJDKHBI OBITh CHEIMAIbHO OTOBOPEHBI. JloBepeHHOCTh yaocToBepsaercsa pexkropom KUITY wmm
JMIIOM, BPEMEHHO HCHOJIHAIOMIMM €ro 00S3aHHOCTH. J|OBEPEHHOCTh MOKET OBITh BBIAaHA HA
CPOK, HE IIPEBBIIAKINNAN TPEX JIEeT. ECnu Cpok NJOBEPEHHOCTH HE YKa3aH, OHA COXPAHAET CUILY B
TEYECHHE TOAA CO HA ee yaocToBepeHus: pekropom KUITY. [IpoekT noBepeHHOCTH 0GOPMIISETCS
IOpunmueckum  otmenmom KUIIY Ha ocHOBaHUM CHy:KeOHOM 3alHCKH  PYKOBOJWUTEIS
cTpykTypHoro noapasnenenus KUITY, ¢ momoxurensrol Bu3on pekropa KUITY. B cmykeOHOM
3aIUCKE O BBIIaYe TOBEPEHHOCTH OJDKHBI OBITh YKA3aHBI CIIETYIOIINE CBEACHHUA:

-HEOOXOJUMOCTh BBIJAYH JOBEPEHHOCTH C YKa3aHUEM OPTaHOB U OPTaHU3ALUH, B KOTOPBIX
HEOOXOMMO TIPEACTABUTENBCTBO;

-pamunms, UM, OTYECTBO U TOBKHOCTH padoTHHka KUITY

-macropTHbIE JaHHbIe padoTarka KUITY;

-TIoTHOMOYHS, TIepeaaBaembie padoTauky KUITY;

-KOHTAKTHBIN Teae(oH.
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4.3. UnpopmMaumoHHO-cipaBoYHbIE JOKYMEHTbI

43.1. Akt

AKT — 3TO JMOKYMEHT, KOTOPBIH COCTAaBIACTCA I TOATBEPKIACHHUS YCTAHOBJICHHBIX
(akTOB M COOBITUH HECKOIBKHUMH JHIIAMH. AKTBI COCTABIIIIOTCA TIO PE3yNbTaTaM PEBU3HH
AEATETbHOCTH KaK OPTaHU3ALMH B IIEJIOM, TAK U €T0 CTPYKTYPHBIX TOAPA3IEIEHUN U OTIEIBHBIX
JOOJDKHOCTHBIX JIMIL, TIPH TPHEME-TIepeaade e, MOATOTOBKH JOKYMEHTOB K YHHUYTOKCHHIO,
nmpreMe OOBEKTOB B KcIuTyaTammio u T.11. (IIpunoxenne 8).

B akre comepxarcs cnemyromre PeKBU3UTH. HAMMEHOBAHUE OPTAHNU3ALWH, HAUMEHOBAHHE
BHUJA JOKYMEHTA, Jara (JaTa aKkTHPYEMOTO COOBITHSA), HOMEP, MECTO COCTAaBIICHHUSA, TpH(
yTBEpP:KIeHUA (TIpH HEOOXOJMMOCTH), 3aroioBOK K TEKCTY, TEKCT, OTMETKA O HaJUYHH
MPUIOKEHUS (TPH  HEOOXOAMMOCTH), TOINMUCH, OTMETKa 00 WCIONHEHWH JOKyMEHTa H
HaNPaBJICHUH €TO B JIETIO.

AKT TIOIITUCHIBAETCS JIMIAMH, TTPHHUMABIIUMH Y9aCTHE B €0 COCTABJICHHUH, TMPH ITOM
YKa3bIBACTC HE HAUMEHOBAHHE JOJDKHOCTEH, a paclpeaesieHue 00sM3aHHOCTEH MEXKAY WICHAMHU
KOMHUCCHH. TIPEJICENATEND, WIEHB KOMUCCHH.

TeKCcT akTa COCTOMT W3 JBYX YacTEW. BBOJHOM M KOHCTAaTHpYIOImEcH. Bo BBOAHOM yacTh
YKa3bIBAIOTCS: HAMMEHOBAHHWE JOKYMEHTa, B COOTBETCTBHM C KOTOPBIM Oblma oOpa3zoBaHa
KOMHCCHA, €0 HOMEP W JaTa; WM HAUMEHOBAaHWE, /aTa M HOMEP AOKYMEHTA, HA OCHOBAHHUH
KOTOPOTO TMPOBOAUTCSA PEBH3HA, TIPOBEPKA; MK COOBITHE, (PAKT, TMOCTYKHBIIUE OCHOBAHUEM JJIS
cocTaBleHHA akTa. Jajmee, BO BBOJHOM YACTH, MEPEUUCIIAETCS COCTAB KOMHCCHU: TIPEICEIATEND
(TOIDKHOCTD, (PaMUIIMA, WHUITHAIBI), YICHBI KOMHUCCHHM (IOJDKHOCTH, (DaMUIIMH, WHHLIAAIBI).
QaMuIMH YI€HOB KOMHCCHHU TPUBOAATCA, KaK MPABHIIO, B aN(aBUTHOM TMOPSAKE, HYMEPYIOTCS
apaOckumu TMdpaMu ¢ TOYKAMH W TeyaTaroTcs depe3 1,5 wHTepBanma. Bo BBOmHOU YacTu
YKa3bIBAIOTCS TAKXKE JIUIIA, HE SBIAIOIIUECS WICHAMH JAHHOM KOMHCCHH, HO TIPUCYTCTBOBABIIHE
MIPH TIPOBEACHUH TTPOBEPKH.

B KoHCTaTHpyrOmeH YacTH aKTa M3IIATaloTCAd IETH, 33/Ja4Yd, CYIOIHOCTh M XapakTep
MPOBEJACHHON KOMHCCHEH PaOOThI, (PUKCUPYIOTCS yYCTAHOBIIEHHBIE (DAKTHI, TETAFOTCA BBIBOJIBI O
MOJTyYEHHBIX PE3yJAbTaTaX W TPH HEOOXOTUMOCTH HAFOTCS TMPEUIOKEHHA 0 YCTPAHEHHUIO
BBISIBIICHHBIX HEJOCTATKOB. TEKCT aKTa MPUHATO H3JIaraTh OT TPETHETO JHIA €IHMHCTBEHHOTO
yHucIa («KKOMHUCCHS YCTAHOBHUIIAY).

AKT cOCTaBmA€TCA B TOM KOJHYECTBE OK3EMIULIPOB, KOTOPOE  OMPEIENACTCS
MOTPEOHOCTHIO 3aMHTEPECOBAHHBIX JHIL. (CBEOEHUS O KOJMYECTBE 3K3EMIUIPOB aKTa W HX
MECTOHAXOKIECHUHM TOMEIAIOTCS B KOHIIE TEKCTa TMEPe] OTMETKOM O HAIMYUH TPHIIOKEHUA K
aKTy.

4.3.2. Ciry:xe0HOE TTHCHMO

CnyxeOHpIE TIMCBMAa COCTaBJIAIOTCS C IEJIbI0 OOMeHa HWHpOpPMAamMed Mexay
OpPTaHU3AMUAMH KaK:

-OTBETHI O BBITIOJTHEHHUH 33JaHUM, ONPEICIIEHHBIX B aKTaxX ()eAepabHBIX OPTaHOB BIACTH,
opraHoB BracTu PecrryOmuku KpbiM, MOpy4YeHHAX BBICIINX JTOJDKHOCTHBIX JIAIL;

-OTBETHI Ha BBITIOJTHEHHUE TTOPYUEHUH YIPEIKIEHUH BBICIIETO YPOBHS,

-OTBETHI Ha 3aMPOCHI IPYTHX YUPEKIACHUH;

-OTBETHI Ha OOPAIIEHUS TPAKIAH,

-MHULUATHBHBIE TIHCHMA;

-COTIPOBOTUTEIIFHBIE TTHCHMA.

CrnyxeOHbIe TCHMa odopMIAFOTCA Ha Onmanke ucbMa (Ilpunoxenne 4) popmara A4 (210
x 297 mm).

[lucbMO wWMeeT TakWe PEKBH3UTHL [JaTa, PETHCTPALMOHHBIN WMHIECKC, CChUIKA HAa
PETUCTPAIMOHHBIM MHAEKC W ATy AOKYMEHTA, HA KOTOPBIM JAE€TCA OTBET, apecaT, 3arjaBue K
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TEKCTY, TEKCT, OTMETKA O HAJTMYHHU TPUIIOKEHUH (B CIydae HEOOXOAUMOCTH), TTOIITUCH, OTMETKA
00 UCTIOTHHTETE.

JlaToil muchMa SBISETCS JaTa €ro MOJANMCAHUA, KOTOpas IOJKHA COBMIAAaTh C JAaTOM
PETUCTPALMM UCXOAAIIEN KoppecnonacHIHH B Y [1K.

[Tucemo, oopmireHHoe Ha Omanke popmara A4 (210 x 297 MM), TOIDKHO UMETH 3arJIaBHE
K TEKCTY, KOTOPOE OTBEYAET HA BOMPOC «O YeM?».

OCHOBHBIM PEKBH3UTOM CIYKEOHOTO THChMA SIBIAECTCA TEKCT, KOTOPBIA, KaK TPABHUIIO,
COCTOMT M3 IBYX 4YacTed. B mepBoil yacTH yka3piBaeTCs MPUYHHA, OCHOBAHUE WM 00OCHOBAHHE
MOJrOTOBKH MHCHhMAa HJIM TIPUBOJATCS CCBHUIKM HAa JOKYMEHTHI, KOTOPBIE OBIITM OCHOBAHWUEM MJIS
€Tr0 COCTaBIIEHUSA. BTOpas 4acTh BKIFOYAeT BHIBOIBL, NPEIIOKEHUSA, POCHOBI, PEIIEHUA H TOMY
MoI00HOE, KOTOPBIE Pa3MEIArOTCs ¢ ad3ara.

TekcT TMcbMa TOMKEH OBITH MPOCTHIM, TO €CTh OCBEIIATh OJWH BOIMPOC. JTO YMPOCTHUT
TEXHHYECKHE OTIepanuy Mo 00padoOTKe MUChMA B YUPEKICHHH-TIONyYaTeNne (€r0 PEerHCTPAIHIO,
KOHTPOJTb, OPMHUPOBAHHUE B J€NIa) U YCKOPUT UCTIOTHEHHE JOKYMEHTA, TaK KaK NMPH HAIMYHH B
MUChME HECKOJBKHMX BOINPOCOB CHHUMAETCA KOMNMS, WM YCTaHABIMBAETCA OYEPEIHOCTD
WCTIOJIHEHUA BonpocoB. [1o3ToMy ecii ¢ OJHUM agpecaToM HaA0 PEIIUTh HECKOJIBKO BONPOCOB,
TO MO KaXJAOMY CIIENYET COCTABUTh OTAENbHBIM JOKYMEHT.

B miucemax cnemyeT m30erath KaTerOPHUYECKUX BBIPAKEHUH. JTO JOCTHUTAETCS BBOJHBIMHU
CIIOBAMH M KOHCTPYKLMEH: MO-BUAMMOMY, MO-TIPEKHEMY, KAK U3BECTHO, €CJIM BO3MOXKHO M T.II.
VYBakeHHe K aApecaTy TOMOTAIOT BBIPA3UTh JACECTIPHYACTHBIE 0OOPOTHL

«BHHMATENBHO paccMOTpeB Bamu mpemmokeHusd...», «THATETPHO W3YYHB Bamm
3aMEyaHus. .. ».

TekcT mucpMa M3MaraeTcst OT MEPBOTO JIMLA MHOKECTBEHHOTO YMCIIA C UCTIONB30BAHUEM
CNOB: "TIPOCHUM COOOITUTE...", "pa3bscCHIEM, YTO..." WM OT TPETHETO JIUI[A €TMHCTBEHHOTO YHCIa
- "yHuBepcuteT HHGOPMHUPYET...", "yIIPABICHHE CUUTACT IEIECO00PA3HBIM "

[Ipu oOOCHOBaHMM JEUCTBHH WCHOIB3YyETCA OTPAHUYECHHBIM HAOOp HAYAIBHBIX H
3aKIFIOYHTENBHBIX CIIOBOCOYETAHWH W BhIpakeHnd: «B mopsanke oOmeHa...», «B mopsanke
HCKIIFOYEHMUSA. . .», «B ¢Bsa3u...», «B cooTBeTcTBHM...» W T.II.

[lpryuHBl TPUHATHA PEHICHWH Takke (OPMYITUPYIOTCS C TMOMOIIBIO JEETPUYACTHBIX
O0OpOTOB:  YYHTHIBAs», «CUHTAs», <«IPUHUMAas BO BHHMAHHE», «paccMaTpUBasy,
«PYKOBOJACTBYSCHY H T.[I.

Ecmu mucemo HampasnsieTcs B 4 aapeca U 0oJiee, €r0 COCTABUTENb 00sA3aH MPEICTABUTD
CIIMCOK Ha PacChUIKY.

Ecnu mucbMo ABIIAETCS OTBETOM, COCTABUTENh YKA3bIBAET AATy U HOMEP MHUIIHATHBHOTO
JOKYMEHTA, Ha KOTOPBIA OH OTBEYAET. DTOT PEKBU3UT MEPEHOCHTCA B OAHK W3 HHHLIUATHBHOTO
MUChMA TIPH OKOHYATETEHOM 0()OPMIICHUH TTUCHMa-0TBETA.

CnyxeOHbIE TMChMAa TIOAIMCHIBAIOTCS PEKTOPOM, a B CIy4ae €ro OTCYTCTBHS —
JOODKHOCTHBIM JIUIIOM, YTIOJTHOMOYEHHBIM PEKTOPOM. [ epOOBOM NEeUaThiO yIOCTOBEPSIOTCS JIUIIID
rapaHTHuiiHbie TichMa. OOpasen muchbma npuBeacH B [Ipunoxennn 13.

4.3.3. dakcUMUIBHOE COOOIICHHE

Qakc (pakcummunpHOE coOOmEHWE) — MFOO00H MOKYMEHT Ha OyMa)kKHOM HOCHTEE,
MOJTyYE€HHBIH B BHJIE (DAKCUMHUITPHOW KOTHHW O KaHajaMm TenedonHoi cBa3u. [lo dakcy MoxHO
MepeaBaTh KakK TEKCTHI, TaK W TaONWIBL, PHUCYHKH, 4eprexku, Qororpadum u mrodyio
rpaduueckyro HHPOPMAITHIO.

JIOKyMeHTBI, TiepenaBaeMbie TI0 (akcy, OODKHBI OBITh O(QOPMIIEHBI B CTPOTOM
COOTBETCTBHHU C TPEOOBAHUAMH, TIPEABABIIIEMBIMHA K BUIY OTIPABISEMOTO JTOKYMEHTA: TIPUKA3a,
MPOTOKOJA, aKTa, A0ToBopa, muchkMa W T.4. OObaHO TO (akCy NepemaroT ONEPATHBHYIO
WH(POPMAIHIO, TAK KaK JOKYMEHT, MOJIyY€HHBIHA 10 (pakcy, He 00TaTaeT TAKOH K€ FOPUAHYECKON
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CHJIOW KaK TOJUTHHHHK TOKYMEHTa WIIH €r0 3aBepeHHas Komws. [IpW MOATrOTOBKE TOKYMEHTA,
KOTOpPBIH OyAeT mepenaH mo (akcy, CieayeT H30eraTh HCIOJIb30BAHUS MEIKHX IMPHPTOB U
neTaned rpaduKu, KOTOPHIE TUIOXO MEPETArOTCS 10 (PAKCUMHUIIBHON CBA3H. JIOKyMEHTBI JODKHBI
OBITh Hame4yaTaHbl YETKHM, KOHTPACTHBHIM NIPU()TOM HIH HAMMCAHBI KOHTPACTHBIMH (YCPHBIMH,
TEMHO-CHHHMH) YEPHHUJIAMH, NIAPHKOBOW PYy4Kod. OTBETCTBEHHBIM 3a (PAKCHMHUIIBHYIO CBS3b
SBJSIETCSL CEKPETAph MPOPEKTOPA, KOTOPHIA OCYIIECTBISIET MPHEM M PETUCTPALIHIO JOKYMEHTOB,
TOJTyYE€HHBIX 110 (haKCy.

[lepenaya koppecnoHAEHIMH 1O (AKCUMHIBHOH CBSI3M B JpPyTHE OPTraHU3AIHH
OCYHIECTBIISIETCS. TOJIPKO O YKA3aHHIO WK C paspenieHus pekropa. OpUTrHHAIBI TOKYMEHTOB,
NepeTaHHbIX MO0 (PAKCHMUIIBHOW CBS3H, MOAINUBAIOTCA B ACIO C YKA3aHHEM BPEMEHH W JATHI
nepefavy, a KONHMH BO3BPANIAIOTCS B COOTBETCTBYIOIMUE CTPYKTYPHBIE TOAPA3IACICHHS C
nomeTkol «FAX (axc) (maTa u Bpems)».

4.3.4. JloknagHast, OObSICHUTEIIbHAS U CITYKEOHAsT 3aITUCKH.

JloknagHas 3amucKa — JOKYMEHT, aJpPECOBAHHBIN PYKOBOJCTBY, B KOTOPOM H3JIaraeTcs
KaKOH-THO0 BOMPOC C BBIBOJAMH M TPEIIOKCHHUIMH COCTaBUTENA. JIOKIamHas 3amMCKa MOKET
oopMITATECS PYKOIMCHBIM CIIOCOOOM HAa CTaHAAPTHOM JIHCTE OyMard. OTO JOKYMEHT,
coAepKalMi OOCTOATEITFHOE W3JI0KEHUE BOIMPOCA, OTPANKAIOIIETO JCATETPHOCTh YHUBEPCUTETA
(moapazaeneHus).

OOBsCHUTENBHAS 3aMUCKAa — COOOMEHNE JODKHOCTHOTO JIMIIA, TIOSCHSIIOMIETO KAKOEe-IHO0
AeWcTBHE, (aKT, MPOMCINECTBUE, MPEACTABIIEMOE BBIMIECTOSIEMY JODKHOCTHOMY JTHILY. DTO
OOKyMEHT, B KoTopoMm pabdotHuk KUIIY o00BsAcHAET NMpHYHUHBI HEBBIIOTHEHHA KAaKOTO-JITHOO
MOPYYEHUS, HAPYIIECHHS TPYAOBOW WM HCIOTHHUTENBCKOH AUCHUTUTMHBL OOBICHUTEITbHAS
3aMHUCKa MOXKET OPOPMIATHCS PYKOTIMCHBIM CITOCOOOM Ha CTAHAAPTHOM JIUCTE OyMaru.

Crny»xe0Hast 3a1mucKa MOXKET 0(DOPMITATHCS PYKOTTUCHBIM CITOCOOOM HA CTAHIAPTHOM JTUCTE
oymarn. CroyxeOHas 3anucKa SBIAECTCA JOKYMEHTOM, COJEPIKAIIAM OOCTOATENBHOE H3JI0KECHHE
BOIIPOCA, OTPAKAIOMIETO TEKYIIYIO ACATENBHOCTh YHUBEpCUTETa. [ 0OpPMIICHHS NOKIIATHOM,
ciy’keOHOM, OOBICHUTEITFHON W TIOSCHUTETHHOM 3aITMCOK CYIMIECTBYIOT oOmntue mpasuia. JIro0oi
W3 3THX JOKYMEHTOB JOJKEH HMETH CIICAYIONIHE PEKBH3HTHI

-HAUMECHOBAHHE CTPYKTYPHOTO IOAPA3ACICHUS;

-HAUMECHOBAHUE BHIA TOKYMEHTA;

-IaTa JOKyMEHTA,

-TEKCT;,

-aJpecar;

-TIOJITUCH COCTABHUTENS (C YKa3aHUEM JIOJKHOCTH),

-BHU3bI COTJIACOBAHMS JOKYMEHTA (TIPH HEOOXOIUMOCTH);

-PE30ITIOLINS;

Oopas1pt opopMIeHHS JOKIIATHOW B CITy:KEOHOM 3aITUCOK TIPEICTaBICHBI B [ [prmoskeHHIX
14, 15.

V.OPTAHU3ALINA TOKYMEHTOOBOPOTA B YHUBEPCUTETE

JIBM:KEHHE JOKYMEHTOB C MOMEHTa WX IMOJYYEHHMs WM CO3JaHuA A0 3aBEPLICHUS
WCTIOJTHEHHSA, OTIIPABKHU HITH CIAYH B AENI0 00pasyeT nokymeHTo000poT KUITY.

Pa3nuyaroT Tpu OCHOBHBIX MOTOKA JOKYMEHTALMU:

-TOKYMEHTBI, TIOCTYTIAIOIIUE U3 IPYTHX OPTaHU3AIUH (BXOIAIINE);

-TOKYMEHTBI, OTIIPABIIEMBIE B APYTHE OPTAHU3ALNHN (HCXOISAIINE ),

-mokyMeHThI, co3naBaembie B KUITY u ncnonp3yembie paOOTHUKAMH B YIPABICHYECKOM
nporecce (BHyTPEHHUE).
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5.1. Hopsiaok NMpoxo:xkaeHusi MOCTYNAKIIUX JOKYMEHTOB

5.1.1.Bce pokymentsl, noctynaromue B KUIIY, npunumarorca YK exenHeBHO, rae
MPOXOAAT MEPBUYHYIO 00pabOTKY, PETUCTPALIMIO M HATIPABIIAECTCS HA PACCMOTPEHHE PYKOBOACTBY
KHUIIY u HenmocpencTBEHHO CTPYKTYpHBIM noapasacneHusam. Jlokymentsr B KUITY moctymaror
MO MOYTE, KyphEePOM, IO IIEKTPOHHOM IMOYTE M MO CUCTEME DIIEKTPOHHOIO B3aUMOAECHCTBHA C
MunncrepcTBOM 00pa3oBaHus, HAYKHA U MOJIOACKH Pecryomuku Kpbiv.

5.1.2.1lpu moCTymIIeHUM IOKYMEHTOB, IIPEKAE BCETO, MPOBEPAETCA MNPABHUIBHOCTh HX
JOCTABKH U LIETIOCTHOCTh YIIAKOBKH:

-OMMMOOYHO TIOTYYCHHA KOPPECTIOHACHIMSA BO3BPANIACTCA HA TIOUTY WIIH TEPECHLIAETCS
azapecary;,

-TIOJTy9€HHAs. B TOBPEKICHHOHW YIAKOBKE KOPPECIIOHACHIUS OCOOEHHO THIATEIHHO
MPOBEPSETCA HA MONMHOTY MPUCIAHHBIX MaTEPHAIOB U HATMYHE MEXAHUYECKHUX TTOBPEKACHUM.

[Ipu monyuyeHnn (HaKCHMHIBHOTO COOOHICHHA TPOBEPAETCA KOIWYECTBO TOTYYECHHBIX
CTpaHWI] ¥ WX YUTaeMOoCcTh. O HEMONHOM TONYyYEHHUH COOOINEHHA MM IIOXOM KadeCTBE
OTIENBHBIX CTPAHMI] COOOIIAETCS OTMpaBUTENIO. [locie BCKPBITHA KOHBEPTOB MPOBEPACTCA
MPABHIIBHOCTD BIIOKEHHA W €r0 LEJTOCTHOCTH, T.€. HAIMYME BCEX CTPAHMI] JOKYMEHTa W BCEX
npuinokeHuH. [Ipr He0OXO0IMMOCTH K TIOTyY€HHBIM JOKYMEHTAM CIIEAYET MPHUIIOKHUTH TIEPEIYEHb
BBISIBJIICHHBIX J1€(DEKTOB.

B 0c000 cepbe3sHBIX CAy4asx MOBPEKIACHHUA WM TOTYYCHHS HETMOJNHBIX KOMIUIEKTOB
JOKYMEHTOB PAaOOTHHK, MPOM3BOIALIMHA TPHEM KOPPECTIOHAEHIINH, COCTABISET AKT, KOTOPBIA
MPUCOEIUHAETCS K JOKYMEHTAM, U BMECTE C HUMH MEPEAAET €r0 I YTBEPKACHUS U TPUHATHS
PEIIeHUs 0 TaHHOMY (DaKTy.

IIpy BCKPBITHM yAKOBKA YHUYTOMKAETCA, PH 3TOM HCKIIIOYEHHS ACNA0TCA B CIETYFOIIUX
ClIydasx:

-B TIOJIYYE€HHBIX JOKYMEHTAaX HET 0OpaTHOTrO aapeca WM (paMHIHM OTHPABHTENA, HO OHH
€CTh HA YIIAaKOBKE;

-B JOKyMEHTaX HE MPOCTABIICHA 1aTa M €€ MPUXOJHUTCA YCTAHABIWUBATH MO MOYTOBOMY
I TEMITETTIO;

-TI0JTy4€HA OIJIaTHAS KOPPECTIOHACHIIUA;

-TIOJTy9E€HHBIH JTOKYMEHT IO CMBICITy HOCHT JIMYHBIM XapakTep, a Ha KOHBEpPTEe Tpud
«JIM4HO» OTCYTCTBYET;

-€CTTM KOHBEPT HEOOXOJHMM B KAYECTBE OINPABAATENBHOTO AOKYMEHTa K PacxoaaM IIo
OIUIaTe KOPPECTIOHACHIIUH.

CoxpaHs0TCA TaKKe KOHBEPTBHI U OT JOKYMEHTOB, MOCTYNUBIIMX C YK€ MPOCPOUYECHHBIM
CPOKOM HCIOJHEHHUA. B 3TOM ciydae mremMmnens Ha KOHBEPTE MOXKET CITY:KUTh JTOKA3aTEIbCTBOM
OHA TIONy4YEeHHA TOKyMeHTa. Ha Bcex BXOIMMMX MOKYMEHTaX IOJDKHA OBITh TPOCTaBICHA
OTMETKA O MOCTYIUICHMH JTOKYMEHTAa B OPraHM3aLMIO, KOTOPas COCTOMT W3 JAThl MOIYYEHHA H
YYETHOTO MOPAAKOBOro Homepa. OTMETKa O MOCTYIJIEHUM MOKET MPOCTABIATHCA B MPABOM
HWKHEM YIJy TMEpBOM CTpaHULBI JOKYMEHTA B BHJAE ITamMna uWid oT pyku. I[ltamn
MPOCTABIIAETCSA TAKKE HA BCEX NPHIIOKEHUAX K TOKYMEHTY. EcnM k mocTynuBmemMy HOKYMEHTY
UMEETCA TIPUIIOKEHHUE, PAJOM C BXOJINIMM HOMEPOM JENAETCAs 00 3TOM OTMETKA, HATPUMED:
«+ Tpun. Ha 2 1y,

5.1.3.1Ipu npocTaBIEeHUHA OTMETKH O MOCTYIUIEHUHN JOKYMEHTA YUYUTBIBACTCS:

-€CJIH KOPPECTIOHACHIIHA HE BCKPBIBAETCA, TO OTMETKA CTABUTCA HA KOHBEPTAX U YIIAKOBKE
MAKETOB;

-€CIM K TTUChMY TIPHUIIATAETCS TOKYMEHT(BI), TO IEIECO00Pa3HO AyOIUPOBATH OTMETKY Ha
MIEPBOM JIUCTE TPHIIOKEHUS,
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-€Clld Ha KOHBepTe HUMeroTcsa Haanucu «CpouHo», «BpydyuTh HEMEJIEHHO» U JIPYyTHE,
OTMEYAETCS] TOYHOE BPEMs UX MOTYUYEHUS;

-€ClIM JOKYMEHT SIBJISIETCS MOBTOPHBIM, TO MHPHU €ro MOJYYEHUH YCTAHABIMBAETCA IO
WH(POPMAIMOHHO-TTIOUCKOBOM CHCTEME MECTOHAXOKJCHHE PaHEE NPHUCIAHHOTO TOKYMEHTA TIO0
JAHHOMY BOMPOCY U HA MOCTYNHUBIIEM JOKYMEHTE JAEIAETCS COOTBETCTBYIOLIAS OTMETKA.

[lepBuunas 00padOTKa JOKYMEHTOB OCYHICCTBIIETCA B JeHh UX TocTytuieHns B Y JIK wmn
B TIEPBBIH paOOYMA JCHB MPH MOCTYIUIEHWH TOKYMEHTOB B HEpaboiee BPEeMs.

5.1.4.TlocTynuBmme AOKYMEHTBHI BCKpbIBatOTCA padotHukamu YK, B CTpyKTypHBIX
MOJAPa3JENEeHUAX — OTBETCTBEHHBIMHU 3a JAEJIONPOU3BOJACTBO B CTPYKTYPHBIX MHOAPA3ACICHUAX.
Konseptsl Ha nmsa pexropa unn Ha uMa KUITY sekpeBarotes B Y/IK. [Ipu BckpeiTHH KOHBEpTA
JOKYMEHTBI, OTHOCSIIMECA K JEATENBHOCTH TNOJPA3JENCHHUM, TMEpPEeAanTcs B KOHKPETHOE
MoJApa3JeNeHue, TIA€ JOKYMEHTBl PETUCTPUPYIOTCA W NEPEJAIOTCA HCIONHUTEIO BHYTPH
TOIPa3/IeNICHAs IS AalTbHEUTeH pacoThl Haa HUMU. OTBETCTBEHHBIH 3a TOCTABKY JTOKYMEHTOB
BHYTPH TIOJAPA3ACICHUS 00A3aH TEPEaTh €r0 TOCIE PETHCTPALMH HCIIONHUTEIO, B TEYCHHE
pabodero JTHI.

5.1.5.BCKpBITHIO HE TOMJIEKHUT KOPPECTIOHACHIMA, MOCTYNUBINAA C MOMETKOU «JImaHO».
Taxke 0€3 mNpeABAPUTENIHFHOTO PACCMOTPEHHUS TIEPEAAOTCA 10 HA3HAYCHHUIO JOKYMEHTHI,
a/IpECOBAHHBIE HETIOCPEICTBEHHO CTPYKTYPHBIM TOAPA3ICICHHAM WIH PaOOTAOIMUM B HHX
JOKHOCTHBIM — JuUaM. EcnM  JAOKYMEHT sBIs€TCs OTBETOM HAa 3ampoc IO  paHee
paccMaTpHBaeMbIM JOKYMEHTaM, TO OH MEPEJAETCS HEMOCPEACTBEHHO UCIIOTHUTESM.

5.1.6.1lonyuennpie YK nOOKyMEHTBI TIEpENArOTCA B CTPYKTYPHBIE NOAPA3IACICHUA.
[IpaBuTEHCTBEHHBIE TOKYMEHTHI, TEJETPaMMBbI mepenatorcs padoTHukamu Y JIK axpecatam
HEMEIJICHHO WITH MX COJEPIKAHUE TEPEIAETCA 10 Teae(oHy.

5.1.7.1lpenBapHuTenbHOE PACCMOTPEHNE JOKYMEHTOB IPOBOJUTCSA € LEIBIO PACIPEAEICHUS
MOCTYNMBINUX JOKYMEHTOB Ha TpeOyromme O0S3aTeNbHOTO PACCMOTPEHHS PEKTOPOM H
HAIPaBJIAEMbIE HEMOCPEACTBEHHO MPOPEKTOpaM, JAPYTMM PYKOBOJIUTENAM CTPYKTYPHBIX
MOAPAa3JENCHU WM KOHKPETHBIM MCIOMHUTEIAM. Takoe pacrnpeaelieHHe OCYIIECTBISIETCS
UCXOJs M3 OLEHKM COAEPXKAHUA JOKYMEHTOB B COOTBETCTBUM C  YCTAHOBIIEHHBIM
pactipenieieHiHeM 00sf3aHHOCTEW H (PYHKIUH PYKOBOJUTENEH, UYTO TIO3BOIIIET OCBOOOIUTH
PEKTOPA OT PACCMOTPEHUS MEJIKMX TEKYLIMX BOIPOCOB, PEIIECHUS 10 KOTOPHIM MOTYT IPUHUMATh
PYKOBOJUTENM CTPYKTYPHBIX NOJPa3AEICHHM.

5.1.8. JIoKyMEHTBI COPTHPYIOTCA HA MOUIEKAIINE U HE MOJIEKAIIUE PETUCTPALUH.

5.1.9 Jlokymentel, He TpeOyromue mokmaga pykosogactey KUITY, wanpasmsroTcs
crienpanmucTaMy Y JIK 11 HenonHeHus B CTPYKTYPHBIE OAPAa3AEICHUA.

5.1.10. Bce moctynuBmIME Ha MM PEKTOpPA JOKYMEHTHI, peructpupyrorca B Y /K. Ha
PacCMOTpPEHHE  PEKTOpa TNEPENAOTCA  JOKYMEHTBI, TMOJYYEHHBIE OT  BBIIIECTOSIIUX
TOCYJApPCTBEHHBIX OPTaHOB BIACTH W VYNPABICHHA, COACPKAIMY0 HHPOPMAIMIO  TIO
MPUHLIUMUAIBHEIM  Bompocam  jaestensHOcTH KUIIY, w apyrue mokymeHtsl, TpeOyromiue
peUIeHus PEKTOpA.

5.1.11.Pextop Ha paccMOTPEHHOM MIOKYMEHTE NPOCTABIET PE30MOLHIO. Pesomonus
MPETIONIAracT HATMYHUE CIIETYFOTIHX 3JIEMEHTOB (YacTel):

-yKa3aHue A (OTBETCTBEHHOTO MCITOJTHUTEIA ), KOTOPOMY a/IPECOBAaHA PE30ITFOLIHS,

-XapaKTEPUCTHKA CYTH PE3OTIOLUH («UTO JOILKHO OBITH CACTIAHOY);

-YKa3aHUE CPOKOB O3KHJAEMOT0 UCTIOTHEHMUS;

-[OANUCH PYKOBOJUTES;

-71aTa PE3OJIIOLIHH.

5.1.12 3aaBnenus, kamoObl ¥ MUChMa O€3 TOAMUCH PACCMOTPEHHIO W PETHCTPALMH HE
MOAJIEXKAT.
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5.1.13. Ilepenaya fOKyMEHTOB UCTIOJHUTENSM ocymecTBigeTca Y K.

5.1.14. Ilepepaya AOKyMEHTOB OT OJHOTO MUCIIOJHHUTENA K JPYrOMY MOKET MPOU3BOAUTHCS
TOJIBKO YEPE3 JIMLI0, OTBETCTBEHHOE 3a JACIOMPOU3BOJACTBO B CTPYKTYPHOM MOAPA3JEIEHUH, C
COOTBETCTBYIOIIEH MOMETKOM B perucTpauuoHHbIX (popmax (IIpumepHbie 00pasipl KypHAIOB
perucTpanuu 1oKyMeHToB B [Ipunoxxennu 16).

5.2. PaGoTa ucnoJiHUTe/Iei ¢ JOKYMEHTaMu

5.2.1.0TBETCTBEHHOCTh 3a HCTIOJHECHHE MOKYMEHTa (MMOPYYECHHs) HECET UCTIONHHUTENb U
PYKOBOJUTEND CTPYKTYPHOTO MOApa3AeieHusa. PykoBOAMTENM CTPYKTYPHBIX MOApa3aeIeHUI
KHUITY oOecneunBaroT ONIepaTHBHOE PACCMOTPEHHE TOKYMEHTOB, MEPENAdy WX HCIIOIHUTEIO B
J€Hb MOCTYIUIEHH, KOHTPOJIb HAJl KAYECTBEHHBIM UCIIOJTHEHUEM TOKYMEHTOB.

5.2.21lpn PaccMOTpEHUHU KOPPECIOHIEHIIUHU PYKOBOJIHUTEND CTPYKTYPHOTI'O
MOJPA3ACTCHAA BBIACIAET JOKYMEHTHI, TPEOYIOIMHUE CPOYHOTO WCIIONHEHHUS. J{OKYMEHTHI,
MPUCIIAHHBIE JIUISl COTJIACOBAHUsA, PACCMATPUBAIOTCS B IEHb UX MOCTYIUICHHUA.

5.2.3.McnoHATENs TOMYYaET TOKYMEHTHI B JICHb UX PETHUCTPALMH WIH HA CHECAYFOINUN
J€Hb B COOTBETCTBHUHM C PE30MOLMEN pykoBoauTensa. CpouyHble AOKYMEHTHI MEPEAAFOTCS
HemennenHo. llepemaya AOKYMEHTOB HAa WCIONHEHHE O€3 PETHCTPALMH W PE3ONIOLHMH
PYKOBOJIUTENS HE Jomyckaerca. [OKyMEHTBI, HampaBisEMble HECKOJBKHUM HCIIOIHHUTETM,
MEPEAATCA UM OJHOBPEMEHHO.

5.2.4.Ecni MCTIONTHUTENIEW HECKOJIBKO, TO MEPBBIM M3 YKA3aHHBIX B PE30JIOLUU SABIACTCS
OTBETCTBEHHBIM 3a HCIIOJIHEHHUE BCEro AOKYMeHTa. OTBETCTBEHHBIM 3a UCIIOJIHEHHE JOKYMEHTA
00s13aH OTIPEIETTUTh MEPOTIPHATHSA TIO €70 UCTIOTHEHHIO.

5.2.5.Bce COMCTIONHATENH CBOEBPEMEHHO M KAYECTBEHHO MPOBOAAT aHAIH3 HH()OPMAITHH
W TIPEJCTABIIAIOT OTBETCTBEHHOMY HWCIIOJHHUTENIO B YCTAHOBIIEHHBIE MM CPOKH HEOOXOTHUMBIE
JOKYMEHTHI (TIPOEKTHI JOKYMEHTOB, CHpPaBKH, cBeAeHWA © T.a.). OTBETCTBEHHOCTh 3a
CBOEBPEMEHHOE M MPABHIILHOE UCIIONHEHHUE 33a/JaHUA B PABHOM CTEMEHU HECYT BCE YKa3aHHBIE B
PE3OMIOLUU UCTIOTHUTEIH.

5.2.6.VictioTHeHWE AOKYMEHTa TMPEeAyCMATpUBACT cOOp H 00pabOTKYy HEO0OXOIUMOUN
uHpOpPMAIMH, TOATOTOBKY TIPOEKTa  JOKYMEHTa, €ro o¢OpMIIEHHE, COTJAaCOBAaHUE,
mpeacTaBlieHHe wiau moanucanue (yreepxkacHue) pexkropom KUITY wmm pykoBomutemsiMu
CTPYKTYPHBIX MOAPA3ACICHUN, OATOTOBKY K MEPECHUIKE aJpecaTy.

52.71lpu omepaTHBHOM pENICHHUH BOMPOCOB O€3 COCTABIICHHUSA JOTMOTHUTEITHHBIX
JOKYMEHTOB HCIOJTHHUTEIh [JENaeT OTMETKH Ha JOKYMEHTe O JaTe TOCTYIUIEHUS (€ciH
oOpa3oBajics UHTEPBAII BPEMEHH Mekay mocTyrieHueM nokymenta B KUIIY u ero moctaBkoi
WUCTIOMHUTENI0), O Jarax MPOMEXKYTOYHOTO MCTIOMHEHHA (3ampoc CBEACHWH, TeneQOHHBIE
MEPETOBOPHI | T. 1I.), O JaT€ M PE3yIbTATe OKOHYATEITFHOTO UCTIOTHEHHA.

5.2.8.Ilocne penieHus NOCTABIECHHBIX B JOKYMEHTE BOIPOCOB UCIIOJTHUTED BHU3Y IIEPBOM
CTPAHUIIBI JOKYMEHTA JOJDKEH CENAaTh OTMETKY 00 MCTIOTHEHHH JOKYMEHTA W HATIPABJICHUH €T0
B JIENO.

5.2.9.McioTHATE D UMEET TIPABO TOJIB30BATHCS CTIPABOYHO-UH(OPMAITHOHHBIMH (DOHIAMHA
u oudmmorekamu KUITY nsa momydyerunss He0OX0UMOM HHDOPMATIHH.

5.2.10.FicionHATENh HECET MNEPCOHATBHYKD OTBETCTBEHHOCTh 34 HEJOCTOBEPHOCTH
WH(POPMAIMH, HCIIONB3YEMOW TPH TMOATOTOBKE ITOKYMEHTA, 3a HECOOIOJACHWE TPEeOOBAHHMA
WCIIOJIHUTENBCKOM AUCLIMIUIMHEL, 38 HEMPABUIBHOE UCMOIb30BAHUE AEHCTBYIOIIMX HOPMAaTHUBHBIX
JOKYMEHTOB B TIOJATOTOBKE, O()OPMIIEHUH M HCTIOTHEHUH TOKYMEHTOB B CPOK.

5.2.11.Kaxnprii padorauk KUIIY nomken oOecreyuBaTh OMEPATHBHOCTH, KAaYECTBO
WCIIOJIHEHHA U COXPAHHOCTh JOKYMEHTOB.
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5.3. lHopsi10K MOATOTOBKM U MPOXO0 KIEHUsI HCXOASILIMX U BHYTPEHHUX JO0KYMEHTOB

5.3.1.Mcxonamipe TOKYMEHTHI 3a TIOATHCHIO0 PEKTOPA (TIPOPEKTOPOB) TOTOBATCS HA OJAHKE
st mceMm KUITY.

5.3.2.Ilopamok TOATOTOBKH MCXOAAIIMX JOKYMEHTOB BKIIFOUYAaeT B ceOsf padoTy mo
COCTaBICHHIO  TPOEKTa  JOKYMEHTa, COTJACOBAHHIO, TOJIUCAHUIO  (YTBEPKACHHIO),
THPAKUPOBAHUIO U OTIIPABKE.

5.3.3.J10 mepemayn AOKYMEHTAa Ha TMOJAMMUCH MCIOIHUTENb JOJLKEH MPOBEPUTH €r0
COJIEpPKaHMe, MPABUIILHOCTD O(hOpMITEHHUS (HATHYHE HEOOXOIUMBIX BU3, PUIIOKECHUH;, (haMUITHH,
WMEHHM W OTYECTBA HWCHIOJTHHUTENSA, HOMepa ero Tenedona). J(oKkymMeHT mpeacTaBuieTcs Ha
MOATIMCH BMECTE C MAaTEPHAIAMH, HA OCHOBAHUM KOTOPBIX OH FOTOBHIICS.

5.3.4.JIOKyMEHTBI, MOJANHCAHHBIE PEKTOPOM, AAPECOBAHHBIE B  BBIIECTOSAIIUE
opranusauuu, peructpupyroresa B Y JIK. Kormmun nokymenTos xpansarcs B Y JIK.

5.3.5.JI0kyM€EHTBI Ha OTIPABKY OT UMEHHU pekTopa caarores B Y JIK B OTKpeITOM BHIE, MU
PETUCTPALH, KOHBEPTHUPOBAHHSA U OTIPaBKU. OTHpaBlieHHe 0€3 PETUCTPALIH HE JTOITyCKAETCS.

5.3.6.Koppecnonnennps, ornpasisieMas OT MPOPEKTOPOB, NMEPEAACTCS OTBETCTBEHHBIMU
3a JEJOIPOU3BOJACTBO B CTPYKTYpPHbIX moapasaencHuax B YJK Ha otnopasBky B
KOHBEPTHPOBAHHOM BuAE. llepen ymakoBKOM TPOBEPSAETCS HAIWYHUE BCEX IOANUCEH, AATHI,
HOMEpPA, aJpecara, CCBUIKM HAa BXOJAINUNA JOKYMEHT, NMPUIOKEHUHM, COOTBETCTBHE KOJIMYECTBA
SK3EMIUIIPOB TTUCEM KOJTMYECTBY aAPECATOB, OTMETKH 00 MCIIOTHEHUH U HAIIPABIICHUH B JIENO.

Ha xoHBepre momkeH OBITh yKa3aH WHIEKC OTAETCHHA CBI3H, a/JpEC, HAUMEHOBAHHE
anpecara. [Ipn He0OX0AMMOCTH BO3MOKEH BAPHAHT OTIIPABKH JOKYMEHTOB 3aKa3HOM TTOYTOM.

Koppecnonaennus, opopmitleHHas ¢ HAPYIIEHUIMHA TIPABHIL, YCTAHOBIEHHBIX HACTOSIICH
WHCTPYKLMEH, K OTHPABKE HE MPUHUMAETCS.

5.3.7.00pa0oTKa JOKYMEHTOB [JIi OTHPABKH TIOYTOBOH CBS3bI0 OCYHIECTBIACTCA B
cootrBeTcTBUM ¢ DenepanbHbiM 3akoHOM Poccuiickoit @eaepaimu ot 17.07.1999 r. Nol76-03
"O nmouyToBOM CBA3M".

5.3.8. KoppecroHaeHIms, axpecoBaHHAas OJHOMY W TOMY K€ aJpecary, JODKHA OBITh
BJIOKEHA B OJWH KOHBEPT. Ha KOHBepTEe MOKHBI OBITH YKa3aHBI. BHJ OTIPABKH (3aKa3HOE,
LEHHOE), MHACKC OTACTICHUS CBA3H, aApec, HANMEHOBAHHUE OPTaHU3AIIHH.

5.3.9.BHyTpeHHHE JOKYMEHTHI — 3TO JOKYMEHTHL, co3nasacmblie B KUIIY u ncnonszyemsre
padoraukamu KUITY B ympasnenueckom mporiecce. BHyTpeHHHE JOKYMEHTBI PETHCTPUPYIOTCH,
PacCchUIAIOTCS W HUCHONHAIOTCS  (Mcmoiib3yiorcsi) B mpeaenax KUIIY  ctpykTypHBIMEH
nopazaeneHuaMy. [loaroroska u opopMiaeHrne BHYTPEHHUX JOKYMEHTOB OPraHU3YeTCS TaK K,
KAaK ¥ UCXOJAIINX, UCITOJIHEHUE JOKYMEHTA — TaK K€, KAK IMOCTYITAIOIIHX.

5.3.10.BHyTpeHHHEe MOKyMEHTHI (TPUKA3bl, PACMOPSIKEHHSA, TIOJIOKEHUSA, PETITAMEHTHI,
JOKJIA/THBIE 3aIUCKH, CTIPABKH, CBOJKH M AP.) PACCMATPHUBAIOTCS TEMHU TOJLDKHOCTHBIMHU JTHLIAMH,
KOMY OHHM HampaslieHbl. Paccpuika TPHKa30B 1O IOAPA3ACICHUAM  OCYLIECTBIACTCA
crnenuanucTom Y JIK.

5.4. Peructpauusi BXoAsSILIUX JOKYMEHTOB

5.4.1.Peructpaiust JOKYMEHTOB — 3TO (uKcaims (pakra CO3MaHUS WIH TOCTYIUICHHUS
JOKyMEHTa IIyTE€M TMPOCTABICHHMA HAa HEM HHAEKCA M JaThl C IOCIEAYIOMEH 3alMchio
HEOOXOJMMBIX CBEIACHHUH O TOKYMEHTE B PETHCTPALMOHHBIX (hopMmax. Permcrpanms qOKyMEHTOB
HEoOXoauMa Ui 0OECTIEYEHH COXPAHHOCTH JOKYMEHTOB, BO3MOKHOCTH BEIEHUS KOHTPOIA 3a
WCTIOTHEHHEM JOKYMEHTOB, MOWCKA TOKYMEHTOB B HH(POPMAIMOHHO-CTIPABOYHBIX LENAX U YUETa
KOJIMYECTBA JOKYMEHTOB.
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5.4.2.Peructpanu  mognexkur Bea  noctymaromas B KMIIY  wm  cTpykTypHBIE
MOJApa3JeNeHus KOPPECMOHACHLMA, 3a HCKIIOUYEHHEM KOPPECHOHAEHUMHU, HE TMOAJIEeKane
peructpauuu. Hepeructpupyembsle JOKYMEHTBI MEPEAAIOTCS B CTPYKTYPHbIE MOAPA3ACICHUS MO
MPUHAANEKHOCTU. BXoasniue JOKyMEHTBI PETUCTPUPYIOTCA B AEHB MOCTYIUIEHUA, UCXOASIINE U
BHYTPEHHHE JOKYMEHTHI — B JIEHb MOJMHUCAHUA.

54.3.Peructpaias  u  xpaHeHue  aokymeHntoB B KHUIIY  ocymectBngercs
JELEHTPATU30BAHO.

B V/IK peructpupyroTcs H XpaHaTCs:

-BXOJsAIIasg KOPPECTOHAEHLMs, HAMpaBlI€HHAsd M3 BBICIIUX OPraHOB TOCYAAapCTBEHHOM
BJIACTH U YIIPABJICHHS HAa UM PEKTOPA;

-BXOJs111asA MPAaBUTEIbCTBEHHAS KOPPECIIOHACHLIUA Ha UMA PEKTOPA;

-KOPPECTIOHJEHIM, aIPECOBAHHAS HA UMs PEKTOPA;

-MCXOMIasA JOKyMeHTaIms oT uMeHHu pekropa KUITY (mpopexTopos);

-IpUKa3bl pekropa odmmue (mo ocHoBHOU aesarenbHocTH KUIIY), mcmomnauTensckue,
aMUHHCTPATUBHO-X03AUCTBEHHOM AEATEIbHOCTH; PACIIOPSIKEHUS PEKTOPA;

-3a5BJICHUSA, CITy’)KEOHBIE 3aIHCKH, MOKIamgHble oT padoTHukoB KUIIY Ha mms pekropa
(TIpOpeKTOPOB);

-0OpamieHus TpakJaH,

-KOMaHAUPOBOYHBIE TIPHKa3bl padoTHukoB KUITY;

-IOKYMEHTBI, HTHULMUPYEMBIE CTPYKTYPHBIMH TMOAPA3AEICHUAMU MO MPUHAAIEKHOCTH B
OpraHU3aLMUH, YUPEKIEHUS U Ha MPEANPUATHA.

B cexperapuare YueHOro coBeTa pETHCTPUPYIOTCA U XPAHATCA NMPOTOKONBI U JOKYMEHTBI
K 3aceganuro Yuenoro copeta KMIIY, BImuckH U3 NpOTOKONOB.

B (urAaHCOBO-3KOHOMHUYECKOM YNPABICHUH PETUCTPHPYETCS W XpaHUTCA (UHAHCOBO-
SKOHOMHUYECKas W OyXranrepckas JOKYMEHTAalus (3adBICHHA O BBIIa4Ye CIIPABOK, CIPABKH O
JT0X0/IaX, TOTOBOPHI U JIp. ).

B ympaBneHnn kaapoB perHCTPUPYETCA W XPAHUTCA KaapoBas AOKyMEHTALHUS (TPYIOBBIE
JOTOBOPHI, TPYAOBBIE KHIKKH, TIPHKA3bI O TPUEME, YBOTBHEHHH, 00 OTIYCKaX H Ap.).

B yueOHO-MeTOAMYECKOM YITPABICHHH PETHCTPUPYIOTCA U XPAHATCS TMPUKA3HI IO padoTe ¢
00yYaOIUMHCH.

B otnene Hay4yHO-MCCIIEAOBATENBCKOW JEATEIPHOCTH W HMHHOBALIMOHHOTO Pa3BUTHUA
PETUCTPHUPYETCS W XPAHUTCS JOKYMEHTALHUS MO padOTe C acIUpaHTaMH (TPUKA3bl, IPOTOKOIEI,
3asABJICHHS, TOTOBOPA U AP.).

B otmene mno MeXAyHapOOHBIM CBA3AM PETUCTPUPYIOTCA W XpaHATCA JAOroBopa
(cornamreHus) 0 COTPYAHUYECTBE, CIPABKH B BOEHKOMAT U JIp.

B meHTpe IOMONMHHUTENHHOTO TPOPECCHOHANBHOTO OOPAa30BaHUA PETUCTPHPYIOTCA H
XPaHATCA 3asBJIEHUS, IPUKA3bL, JOTOBOPA, CIIPABKU.

B nekanarax, ¢unmanax yHHBEPCHTETA PETUCTPUPYIOTCS 3asABICHHA OOYYArOIIMXCS HA
HMS peKTOpa (YIOTHOMOYEHHOTO JIUIA), CIIPABKH O0YJAIOTIIAMCS.

B gpyrux CTPpyKTYpHBIX MOAPA3ACIEHUAX  PETUCTPUPYETCA  KOPPECHIOHACHLMA,
aJpecoBaHHas HEMOCPEACTBEHHO 3TUM MOJPA3AECICHUSM.

5.4.4 Peructpaiust  A0pKHA OBITh  oxHOKpatHoW (B YK wWmm  CTpyKTYypHOM
noapaseneHur). [Ipu 3TOM KaxKIpIii BXOAAIWAN JOKYMEHT TOTY4YaeT PETHCTPAITMOHHBIA HOMED,
cormacHo Homenknatype nen KUIIY. llopsakoBbie perucTpanoOHHbIE HOMEpPA NPUCBAHBAIOT
JOKYMEHTaM B TE€YCHHE KaIEHAAPHOTO Toaa. [IpOoTOKOIBI COBMECTHBIX COBEINAHHM (COOpaHUE)
JOJKHBI HMMETh COCTaBHBIE HOMEpA, BKIIIOYAKOIIME TMOPSIAKOBBIE HOMEPA MPOTOKOJIOB
OpTaHW3aLWH, MPUHABIINX YYaCTHE B pA0OTE COBEIIAHUA.
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5.4.5.3apeructpupoBaHHoe (paKCHMHIBHOE COOONICHHWE TIEPEJACTCS HAa PACCMOTPEHHUE
PEKTOPY MM MpPOpPeKTOopy. B Xode paccMOTpeHHs PpEKTOpP WM MPOPEKTOP HAKIAIbIBAET
pesomonmto. C momMy4eHHOTO (DaKCUMHIIBHOTO COOOHICHHWA, HAa KOTOPOM TMPOCTABJICH
PETUCTPALMOHHBIN IITAMII ¥ PE3OJIIOLUA PYKOBOJMTEIA, CHUMAECTCS KomuA. [IepBpIil 3x3eMIuAp B
COOTBETCTBHH C PE3O0JIIOLIMEHN TTEPENACTCS B CTPYKTYPHOE NMOApa3acineHue, a konus - B Y J1K.

5.5. Peructpauust ucxoasimiux 10KyMeHTOB

5.5.1.Peructpanyisa OTIpaBIsIEMBIX AOKYMEHTOB 34 IOANMUCHIO PEKTOPA, MPOPEKTOPOB
ocymectBiuaercs B KUIIY wmentpammsoBano — B Y/IK. Padoramk VY/IK mnpocmartpuBaer
MOCTYTIMBINUH JOKYMEHT Ha MPEIMET TPAMOTHOCTH COCTABIICHUS W MPABUIBHOCTH O()OPMIICHHA.
JIOKYMEHTBI, COCTaBIIEHHBIE W O(OPMIICHHBIE C HAPYHICHHEM YCTAHOBIIEHHBIX TIPABHIL,
HEKOMIUIEKTHBIE JOKYMEHTHI BO3BPAIMAIOTCS MCIIOHUTEITIO HA TOPA0OTKY.

PeructpauoHHBIH HOMEP UCXOJSALIET0 JOKYMEHTA AODKEH COCTOATh U3 MHAEKCA JeNa 1Mo
HOMEHKJIATYPE M7 (BKIFOYAIOIIETO B ¢€0s KOJ| CTPYKTYPHOTO TIOIPA3ACIICHHS) U PAa3ACIIEHHOTO
KOCOM 4epTOM MOPAJKOBOIO HOMEpPa JOKYMEHTa B Mpeeax KaJleHJapHOro roja.

ITpumep -

Ne ip.i-nn/np, rae:

1p.1 — UHJIEKC TOAPA3ICTICHUS;

nNe — uHaEekc aena no HomeHknarype aen Y JK;

np — NOPSAAKOBBIA HOMEP JOKYMEHTA B MPEAEIaX KaIeHJapHOro roja.

C Hayana Ka)kJ0ro KajaeHIapHOro rojia pErMCTPAMOHHBIN HOMEP UCXOASAIIETO TOKyMEHTA
HaunHaeTcs ¢ 1udpsel 1. PerucTtpannoHHBIH HOMEP MAOKYMEHTa W JaTa PETHCTPALMH
MPOCTABIIIOTCA HA TOJJIWHHUKE JOKyMEHTa B PEKBH3UTAaX OJlAHKA W HA KONHH, KOTOpas
noamuBacTcsa B Aeno Y JIK wmu crpykrypHoro noapasaencaus KAITY .

[locne mpucBOEHHUS OTHPABIAEMOMY JAOKYMEHTY PETHCTPALMOHHOTO HOMEpPA MEPBbIA
SK3EMIUIAP TMOCTYMAET Ha OTMPABKY, & €r0 KOMHA C BH3AMH W MPHUJIOKECHHAMH (€CTTH TAKOBBIC
WMEIOTCS ) TIOAIIUBACTCA B IO B COOTBETCTBHH C HOMEHKIIATYPOU JIETT.

Tenmerpammel, KOTOphie TpeOyeTcs OTHOPAaBHTh, NPUHUMArOTCH padoTHukamu Y JIK
3aBU3UPOBAHHBIMHU, MOJIMUCAHHBIMH, JATUPOBAHHBIMH C OTMETKOM O KaTeropud M BHUAE
ornpasieHus. OTHIpaBKa TeNerpaMM OCYINECTBISETCS B COOTBETCTBUM ¢ lIpaBunamMu oka3zaHusA
yenyT TenerpadHON CBA3H.

[lo dakcy wmm 1Mo 3AEKTPOHHOW TOYTE WH()OPMAIMOHHBIE COOOMICHHS OTEPATHBHOTO
XapakTepa MOTYT TIEPEdaBaThCd  HEMOCPEIACTBEHHO PAOOTHHKAMH W3  CTPYKTYPHBIX
MOJpa3AcICHUH.

Pabotauku Y JIK mepen ymakoBKOH NPOBEPAIOT MPABUIBHOCTH OQOPMIICHHUS TOKYMEHTA,
HAJIUMYHUE TPUIOKEHUM, COOTBETCTBHE KOJMYECTBA SK3EMIUIIPOB KOJUMYECTBY aApECaToB.
JIOKYMEHTBI, HalnpaBJIEHHbIE PAa3HBIMU MOJAPA3JEICHUSIMHU B OJHMH aJpec MOTYT BKJIaJbIBATHCS B
omHy ymakoBKy. Iluchma, pacceimaembie OOTBIIOMY KOJHYECTBY aapecaTtoB (Ooiee 5-Tw),
nepenarorca B YJIK cO CIMCKOM Ha pPacChUIKy, COCTABJISIEMBIM HCTOJHUTENEM. JIOKYMEHTHI,
MOJICIKAIAE OTHpaBKe, 00padaThHIBAIOTCA MW OTMPABJSIIOTCS B JEHb WX TMOANHCAHUA H
PETUCTPALIMH WITH HE TIO3/HEE CIIEAYIOMETO PAOOYETro THS.

VI. KOHTPOJb UCITIOJTHEHUA 1OKYMEHTOB

KoHTponmp wucmoONMHEHUS TOKYMEHTOB YCTAHABIHBAECTCA B IEMAX OOECIEYCHHA WX
CBOECBPEMEHHOTO M KAYECTBEHHOTO HCIIOTHEHUS, TIOBBIIIEHUS YPOBHA OPTaHU3aTOPCKON padbOTHI
Y UCTIOITHUTENBCKON JUCLATIIINHBI.



37
6.1. OcHoBHbIEe TPpeOOBAHUSI K OPraHU3aLUN KOHTPOJISI HCTIOJIHEHHSI JOKYMEHTOB

6.1.1.Bce moctynmaromue Ha uma pekropa KUIIY wm B agpec KUIIY nokymeHTsI,
TpeOyIOIIHE UCITOTHEHHUS U TIOATOTOBKH OTBETA, TTOAJIEKAT KOHTPOJTIO.

6.1.2.00s13aTe TP HOMY KOHTPOJIIO TIOJIJICIKAT:

-IIOCTAHOBJICHUA, PACIOPAKEHUSA W IMPHUKA3bl BBINECTOSNINX OPraHOB TOCYAAPCTBEHHOM
BJIACTH W yrpasiieHus (oTBeTcTBeHHBIE: Y J[K);

-IIPHKAa3bl pEeKTOpa 1O OCHOBHOM neAtenbHOocTH KUIIY, pemenms Yyenoro coseta,
pemenus pekropara KUIIY (oTBeTcTBEHHBIE: MOIDKHOCTHBIE JIMIIA, HA KOTOPBIX BO3JIO0KEH
KOHTPOJTb 32 UCTIOJTHEHUEM COOTBETCTBYIOIIETO JOKYMEHTA);

-IOPYYEHUST MW 3aJaHMd  PEKTOpa MPOPEKTOPAM, PYKOBOJUTEISIM CTPYKTYPHBIX
noapasaeneanii KUITY (oTBeTCTBEHHBIC: TODKHOCTHBIE JIUIIA, HA KOTOPHIX BO3JIOKEH KOHTPOJTh
32 UCTIOJTHEHHEM COOTBETCTBYIOIIETO TOKYMEHTA).

6.1.3. KOHTpOP HAaJ MCIOTHEHHEM BKIIOYACT: MOCTAHOBKY JOKYMEHTA HAa KOHTPOJIb,
MPOBEPKY CBOEBPEMEHHOTO JOBEACHUS JOKYMEHTA IO UCIIONHUTENS, IIPOBEPKY U PETYIHPOBAHUE
X0Ja WCTOJTHEHHA, Y4YeT W OO0OOIMEHHE Pe3yTbTaTOB KOHTPOJS HCIIONHEHUS TOKYMEHTOB B
YCTaHOBJICHHBIE CPOKH, HHPOPMHUPOBAHHE PYKOBOAMUTETS O COCTOSTHHH UCTIOTHEHUSA JOKYMEHTOB

6.1.4 KoHTpOns Hag HWCTIOTHEHWEM JOKYMEHTOB OJDKEH OBITh TPEAyHpPEaUTEITbHBIM,
BKIIOYAIOIIMM B CE€0A HE TOJIBKO HAIMIOMHUHAHHWE MCTIONHHUTENAM O TPHONMKEHHH CPOKOB
WCIIOJIHEHHS, HO W BBIACHEHUE COCTOSIHUS HMCIOJHEHUS, MPUYUHBI BO3MOXKHOTO CpbiBAa H
WH(POPMHUPOBAHUE 00 3TOM PYKOBOJCTBA C LIETBI0 OPTAHU3AIMH UCTIOTHEHHSA TOKYMEHTOB B CPOK
Iy TEM ITOATOTOBKH CIIPABOK O COCTOSHHM MCTIOJIHEHHS TOKYMEHTOB.

6.1.5.0TBETCTBEHHOCTh 3a OPTaHU3ALMI0 KOHTPOJIA W CBOEBPEMEHHOE IPABUIILHOE
HCTIOJTHEHUE TOKYMEHTOB M COJEP:KalIUMXCA B HUX IMOPYYECHHM BO3JIaracTcsi Ha MPOPEKTOPOB,
PYKOBOIUTENEH APYrUX CTPYKTypHbIX noapasaencHurt KUIIY, a taxke Ha JOIDKHOCTHBIX JIML,
YKa3aHHBIX B TEKCTE WM PE3OJTIOLIMH CITY’KEOHOTO TOKYMEHTA.

6.1.6.KonTpOap HaJ CBOEBPEMEHHOCTBIO HCTIOJIHEHUS JOKYMEHTOB ocymecTsisieTes Y K.
IIpy mocTaHOBKE NJOKYMEHTA HA KOHTPOJIb B BEPXHEM IOJIE JOKYMEHTA CIPaBa JAENacTCs OTMETKA
0 KOHTPOIJIE.

6.1.7. JleaTeIbHOCTh MO KOHTPOO ¢O cTopoHbl Y JIK He 0CcBOOOKmAaeT pyKOBOAMUTENCH
CTPYKTYPHBIX ITOJPA3ACICHUM OT OPraHU3ALMU KOHTPOJA M OTBETCTBEHHOCTH 34 HCIIOITHEHHE
JOKYMEHTOB.

6.2. Cpoxu UCnoJIHeHHsI JOKYMEHTOB

6.2.1.CpoKkd HUCTIONHEHUS AOKYMEHTOB HUCUYHUCISIOTCS B KaJCHOAPHBIX OHAX C JaThl
MOANUCAHUA JOKYMEHTA, a JAJI1 MOCTYNUBIIUX — C AaThl PETUCTPALIUU.

6.2.2.CpoKH HWCTIOJTHEHUS YKAa3bIBAIOTCA B CAMUX JOKYMEHTAaX HWIH (PUKCHPYIOTCA B
PE30IOLIUU PYKOBOJUTEIIA.

6.2.3.Ecimi B TOKyMEHTE MMOCTABIIEH CPOK UCIIOJTHEHUA — B YKa3aHHBIN CPOK.

6.2.4.B cnmy4dadax, KOrja CpOK MCIOJNHEHHMS HE YKa3aH, NMPUMEHAKOTCA THUIIOBBIE CPOKH
WCIIOJIHEHUA:

-€CJIM B JOKYMEHTE UMEETCS IOMETKA «CPOYHO» — B TPEXIHEBHBIN CPOK,;

-cIyKeOHbIE JTOKyMEHTBI, CIIy’)KEOHBIE JOKYMEHTHI TI0 BOMPOCaM, TPEeOyOMIHM
MOATOTOBKH PAacHOPAJUTENBHBIX JOKYMEHTOB HAa OCHOBAHMM HOPMATHBHBIX JOKYMEHTOB
BBIIIECTOSIIIMX OPraHOB, COJEP:KaHME KOTOPBIX CJIEAYET JOBECTH 10 CTPYKTYPHBIX
MOAPA3AECIECHUMN — B IATHIHEBHBIN CPOK;

-€CJIM B JOKYMEHTE UMEETCS IOMETKA «ONEPATHUBHO» — B JECATUAHEBHBIN CPOK;
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-UCITOJTHEHHE MO MUChMaM TpaxkaaH — oT 15 auen 1o 30 aHew;

-ocTanbHbIe — 30 THEH;

-TOKYMEHTBI ¢ TOMETKOW «KOHTpPOIB» HOIDKHBI OBITh BBIIONIHEHBI B YKa3aHHBIE
KOHTPOJIBHBIE CPOKH.

IIpn ompeneneHHH NPOOIDKUTEIBHOCTH CPOKAa HCIOJIHEHHA JOKYMEHTA YYHUTBIBAIOTCS
COJIEPKAHHUE JOKYMEHTA U MPAKTHYECKUE BO3MOKHOCTH €T0 UCTIOJTHEHHS.

6.2.5.CpoKk WHCIIONHEHUSA JOKyMEHTA MOXKET OBITh HW3MEHEH IMINb I0 YKA3aHUIO
JOJDKHOCTHOTO JIMIIA, KOTOPOE €ro yCTAHOBWIIO, @ B €r0 OTCYTCTBHE — JOJDKHOCTHOTO JIMLA,
KOTOPOE €T0 3aMemIaeT. B ciydae HEOOXOAMMOCTH CPOK MOXKET OBITh TMTPOIJIEH IO 00OCHOBAHHOM
MPOCh0e UCTIOTHHUTENS, KOTOPAs TMOAAETCA HE MO3JHEE, YEM 3a TPH PaOOUYMX THS 10 OKOHYAHHUS
YCTaHOBJICHHOTO CPOKa, a B OTHOIICHHWH TOKyMEHTa 0€3 yKa3aHwsa cpoka — 10 okoHuaHus 30-
JHEBHOTO CPOKA OT AATHI €T0 MOJTYyYEHHS.

VII. THAEKCAIIUA TOKYMEHTOB
7.1. Unpexcanusi 10KyMEHTOB

7.1.1.JIns ymoOcTBa pPETUCTPALMH W TIOMCKA AOKYMEHTOB KAKIOMY CTPYKTYPHOMY
nogpazaeneanto  KUITY mnpucBamBaroTcss 1mpoBBIE HWHAECKCH, KOTOPBIE OTPAXKEHBI B
Homenknarype nen KUITY, nenonp3yroTca NpH pErHCTPALMA UCXOAAMIEH KOPPECTIO HACHIIUH.

7.1.2.Pa00OTHHKH, OTBETCTBEHHBIE 3a BEICHHE JIEJONMPOU3BOJCTBA, TIPOBEPSIOT
MPAaBHJIBHOCTh O(QOPMIIEHHS HCXOMANINX TOKYMEHTOB (HAMMYHE TOINHCH, AAThl, HOMEPA,
ajpecara, CCBUIKM HA BXOIIIIMHA JOKYMEHT, COTJIACOBAHMA, OTMETKH OO0 WCIIONHEHWH |
HaNpPAaBJICHUH B JENI0, (paMHUINKM HCTIONHUTENSA, HOMeEpa TenedoHa U Ap.), 3aBEPAIOT UX KOIHH H
BHOCAT HEOOXOAMMBIE 3AITUCH B PETUCTPALMOHHBIE KAPTOUKH.

VIII. YYET U XPAHEHUE BJIAHKOB

8.1.YueTr ONaHKOB CTPOTOW OTYETHOCTH (JAMIUTIOMOB) TIPOU3BOJIUTCA B PEECTpe Ha
MOJTyYeHHe OJIAHKOB TUIUIOMOB M TPHJIOKEHHH K HHUM, TPYJAOBBIX KHH)KEK — B KHHUTE y4YeTa
JBWKEHHA TPYAOBBIX KHIKEK W BKIAJBIIMIEM B HUX B YIIPABICHHHM KAaJpPOB. Y HUYTOKCHUE
OJAHKOB CTPOTOM OTYETHOCTH OCYIIECTBIIETCS TOJIBKO TIOCIE COCTABIICHHS aKTa CIIMCAHUA.

8.2.Brimaua OTAHKOB JTUIIOMOB W TIPHIIOKEHHH K HHUM TPOU3BOIUTCS IO/ POCIHCH B
YKypHAJIe BBIJA4H OJTAHKOB JTUTLIIOMOB.

8.3. Kypuanst ydera BKro4aroTcst B HOMeHKnarypy aen (IIpunoxkenwne 17).

8.4.OTBETCTBEHHOCTh 3a XPAaHCHHE W WCIOJB30BAHHE ONAHKOB HECYT PYKOBOIUTETH
CTPYKTYPHBIX TOJPA3JEICHUM, CEKPETapH WM JMLA, OTBETCTBEHHBIE 34  BEJICHHE
JENOMPOU3BOICTBA.

8.5.Ilpukazom KUIIY MokeT OCymecTBIATECA CMEHA OJAHKOB B CBSI3H C W3MEHEHHUSIMH
TpedoBarni 1 HOpM uX usrorosneHus ('OCToB) u ¢ usmenenmsamu B Ycrase KUITY, koTopsie
CBSI3aHBI C PEOPTAaHU3ALMEH CHCTEMBI M CTPYKTYPHI (pelepalbHbIX OPraHOB HCIOTHUTEIIBHOM
BJIACTH U T.IL

IX. OPTAHU3ALUA JOKYMEHTOB B AEJIOINPOU3BOACTBE
9.1. CocTraBJ/jieHHEe HOMEHKJIATYP AT
9.1.1.Homenknmatypa  gen  —  CHUCTEMATH3HMPOBAHHBIM  IEPEYEHb  3arOJI0BKOB
(manmeHoBaHui) nen, 3aBoguMbix B KUITY ¢ ykazanuem cpokoB UX XpaHeHHsA, O()OPMIICHHBIN B
YCTaHOBJICHHOM TOopsake. HoMeHkmaTypa nen nmpeaHasHaveHa sl TPYIITHPOBKH HCITOTHEHHBIX
JOKYMEHTOB B [€Nla, CHCTEMATH3AIMH W Yy4YeTa JEJ, OMPEACNIEHHS CPOKOB HMX XPAaHEHUSA H
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ABIIIETCSI OCHOBOW JIJISI COCTABJICHHS OIMMCEH JEN MOCTOSTHHOTO W BpeMeHHOro (cBbime 10 eT)
XPaHEHU, a TAKKE U yUeTa JIeN BpeMeHHOTOo (110 10 et BKIFOYUTENBHO) XPAHEHHUS.

9.1.2Ilpn cocTaBIEHMM HOMEHKJIATYPBl JEN CIEAYET PYKOBOACTBOBATHCS Y CTaBOM
KHUIIY, nonoxkeHuaMu O CTpyKTypHBIX mnoxapasaeneHuax B KUIIY, mraTtHeiM pacnmcanumem,
IJTAaHAMA M OTYETAMH O PadoTe, TMEePEeUHIMHU AOKYMEHTOB C YKa3aHHEM CPOKOB MX XPaHEHWUS,
HOMEHKJIATypPaMH JIeN 3a TPEAIECTBYIOMUE TOAbl. M3y4JaroTcs MOKyMEHTHI, 00pasyrommecs B
nearensHocTH KUITY, ux BUIBI, COCTaB U COAECp:KaHUE.

9.1.3.B KHUIIY cocTaBnsatoTcss HOMEHKIATYpPBl JE€N CTPYKTYPHBIX MOAPA3ACICHUN
(ITpunoxxenwne 19) u cBomuas HomeHknarypa aen KUITY (Ilpunoxenne 17).

9.1.4 HomeHnknaTypa Jei CTPYKTYPHOTO TOJAPAa3JENCHHs cocTaBiseTcs (He mo3mHee 16
HOSIOpSA TEKYIIETO T0Ja) PaOOTHHKOM TOPA3CIICHHs, OTBETCTBEHHBIM 3a JECIOMPOU3BOJICTBO,
cornmacosbiBaetcs ¢ apxusom KUITY u YV /IK, moanuceiBaeTcss pyKOBOAUTENIEM MOAPA3ACICHUA U
npeacrapnsercs B Y JIK (kommst). BHOBE co3maHHOE MOapa3ie/iecHne 00I3aHO B MECSYHBIA CPOK
pa3padoTaTh HOMEHKIATYPY JACIT TToApa3iecHus u npeactasuTs ee B Y JIK KUITY.

9.1.5.CBogHas HoMeHKnaTypa nena cocrasisercs YJIK Ha ocHOBE HOMEHKHATyp J€d
CTPYKTYPHBIX MOJPA3IEIICHHN ITPHU METOANYECKON nTomoinH apxusa KUITY.

9.1.6.CBognas nHomenknarypa gaen KHWIIY mnoanuceiBaeTcs pykoBogutenem YK,
COTJIACOBBIBAETCS ¢ OKCHepTHOW kKomuccued (manee mmenyetrca — OK) KUILY, skcmeptro-
npoBepouHor kKommccued (mamee — mmenyerca OIIK) [NocymapcTBeHHOW KOMHUTET MO JeiaaM
apxuBa PecniyOormukun Kpeim (manee mmenyercs ['ockomapxwB) W yTBep:kmaeTcs (HE TO3/IHEE
KoHIA Tekymero roma) pekropom KUITY. Tlocne cormacoBaHust TOapasfeieHHs TMOTYyYarOT
BBIITUCKH U3 HOMEHKIIATYPHI JEN.

9.1.7.CornacoBpIBacTCcsl HOMEHKIATypa Aen ¢ '0OCKOMapXMBOM HE pEXE OJHOrO pas3a B 5
JIET, €CNIA HE OBITO0 KOPEHHBIX M3MeHeHHH B QyHKIMAX U cTpykrype KUITY, B cimydae KOpeHHBIX
n3MeHeHUH Qyukmud w cTpyktypsl KUIIY cBogHas HOMEHKIATypa Oen COCTaBISIETCS W
cornacoBbiBaeTca 3aHOBO ¢ OIIK ['ockomapxmuBa. Ecnu B TeueHHe rojaa MOABISIOTCA HOBBIC
nokymeHTHpoBaHHbIe yyacTku B KUITY, B VJIK cBogHas HoMeHknaTypa OOHOBISETCA, IS YETO
B KaKJOM pa3Jiejie OCTaBISAI0TCA PE3EPBHBIE HOMEDA.

9.1.8.CBotHAsT HOMEHKIIATYpA JEJT MEYATAETCS B HEOOXOIUMOM KOJTMIECTBE YK3EMILIPOB.
[lepBpIil yTBEPKACHHBIA 3K3€MILUIAP HOMEHKIATYPBI ACN SBISETCS JOKYMEHTOM MOCTOSHHOTO
CPOKa XpaHEHUSA W BKIOYAETCA B HOMEHKIATYPy Aen B pasaen Y /K. Bropout mcnonsiyercsa B
VY JIK B xadecTBe padouero. Tpetuit — mpumenseTcs B apxuse KUITY.

9.1.9.Haspanussmu pasgenoB HoMeHknatypel gen  KHUIIY  aBasrorca  HasBaHusA
CTPYKTYPHBIX MOApasfcicHui. B CBOJNHOM HOMEHKIATYPE J€ PasAciibl pPaclonararoTcs B
COOTBETCTBHH C YTBEPKACHHOU cTpykTypou KUITY .

9.1.10.B HOMEHKIaTypy Je€n BKIIOYAKOTCA 3aroiOBKH JEN, OTpPaXarollue BCE
OOKyMeHTHpyeMble yuacTku padorel B KUIIY. B HoMeHKmarypy nem He BKIFOYAKOTCS
MEPUOJUYECKUE U3TAHUS.

9.1.11. I'padpl HOMEHKIATYP JEIT 3AMOHAIOTCS CIEAYIOIIUM 00pa3oM.

B rpade 1 HOMEHKIATYPBI €N MPOCTABIIIOTCA WHACKCH KAKIOTO €A, BKIOYECHHOTO B
HOMeHKIaTypy. Muaekc menma cocrout u3 ycraHosineHHoro B KUITY mmdposoro o6o3HaueHuUs
CTPYKTYPHOTO TOJpAa3JENeHUs] U MOPSAKOBOTO HOMEpA 3arojoBKa JAefia MO0 HOMEHKIATYpE B
Mpeaenax CTPYKTyPHOTO noapasaeneHus. MHmekco qem 0003Ha4aroTes apaOCKuMu mudpamu.

Hanpuwmep: 0.1.1.01-05, rae 0.1.1.01 - 0003HaYeHHE CTPYKTYPHOTO TOAPA3AETICHHUA,

05 — nopsAIKOBBIM HOMEP 3aroJIOBKA JENa MO0 HOMEHKIAType.

B HOMEHKaType el pEKOMEHIYETCA COXPAHATh OJUHAKOBBIE HHAEKCHI JIs1 OHOPOIHBIX
A€ B Tpeaenax pasHbIX CTPYKTYPHBIX MOApA3IENACHUM; i1 NEPEeXodIluX MAeNl HHJIEKC
COXPAaHsETCH.
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B rpady 2 HOMEHKIATYpHI €7 BKIFOYAIOTCS 3arOJIOBKH JIEN (TOMOB, YacTeH). 3arojI0BOK
JeNna JOJUKEH 4YeTKO, B 0000IMEeHHOW ¢opMe OTpakaTh OCHOBHOE COJEPIKaHWE M COCTaB
OOKYMEHTOB Jenma. He momyckaeTcst ymoTpeONeHHE B 3arojioBKE JeNa HEKOHKPETHBIX
bopMyTHPOBOK («pa3HbIE MaTEPHANB), «0OIMas MEPEMUCKa» | T.1.), a TAK)KE BBOJHBIX CJIIOB M
CIIOKHBIX 000poTOB. He momyckaercss ymoTpeOSieHHE COKPAIEHHBIX CJIOB W COKPAIIEHHBIX
HAaHMMEHOBAHUM CTPYKTYPHBIX noapasaenenud KUITY.

3aroloBoK  Jeaa  COCTOMT M3 3JEMEHTOB, PpAaclojlaraéMbelX B CIEAYIOLIEH
MOCIIEA0BATENBHOCTH:

-Ha3BaHWE BHWAA Jena (MEpemnucKa, KypHAT W T.JI.) WIA Pa3HOBHUAHOCTH TOKYMEHTOB
(TIPOTOKOITBI, IPHUKA3BI U T.[.) CTPYKTYPHOTO TIOIPA3ACTEHHS (aBTOP JOKYMEHTA);

-Ha3BaHHWE OPTAaHH3AIMH, KOTOPOU OyayT aApecOBAaHBI WIIH OT KOTOPOH OyIyT MOTYYECHBI
JOKYMEHTHI (apecaT HIIH KOPPECTIOHIEHT TOKYMEHTA),

-KpaTKOE CoJAep:KaHUE TOKYMEHTOB JIENA,;

-Ha3BaHUE MECTHOCTH (TEPPUTOPHH), C KOTOPOH CBA3AHO COAEPIKAHUE JOKYMEHTOB JIETA;

-nmata (eprUo/), K KOTOPBIM OTHOCATCS TOKYMEHTHI JIEA.

B 3aronmoBkax men, coaepammx JOKYMEHTHI TIO OJHOMY BOMPOCY, HO HE CBI3aHHBIX
MOCTIETOBATEIPHOCTBI0  WUCTIIOJHEHHA, B KAa4ecTBE BHAA [ella YIOTPEONIETCS TEPMHH
«JIOKYMEHTBI», a B KOHIIE 3arojloBKa B CKOOKaX YKa3bIBAIOTCS OCHOBHBIE PA3HOBHIHOCTH
JOKYMEHTOB, KOTOPBIE TOJLKHBI OBITh CTPYTIITUPOBAHBI B JIeJ€ (TUIAHBI, CIUCKH, JOKIAABI U T.1. ).

Hanpumep: JIOKyMEHTBI O TIPOBEJIEHHH CEMHUHAPOB, KOH(QEPEHIMHA 10 BOMpPOCAM
AeATENbHOCTH (paKypTeTa (TUIAHBI, CIMCKH, JOKIAIbI, HHPOpPMAaLHN)

B 3aromoBkax men, comepikamiux MEPENUCKy, YKA3bIBAETCA, C KEM H MO0 KAaKOMY BOTIPOCY
OHa BejaeTcs. B 3aromoBkax men, coaepiKamux MEPENUCcKy ¢ OTHOPOIHBIMH KOPPECTIOHACHTAMH,
MOCTIETHAE HE YKA3BIBAIOTCS, 4 YKA3bIBACTCA WX 00IIee BUIOBOE HA3BAHUE.

Hanpumep: llepenmcka ¢ apXWBHBIMH YUYPESKIACHHUAMH O KOMIUIEKTOBAHHH APXHBHOTO
¢dorma Poccutickoit @epeparmivi HAyYHO-TEXHHYECKOW JOKYMEHTAIIHEN

B 3aromoBkax men, coAepKamMX TEPETHCKY C PAa3HOPOIHBIMH KOPPECTIOHICHTAMH,
MOCJIEAHUE HE MEPEUUCIIAIOTCS.

Hanpumep: Ilepenucka 0 HarpaxaeHUH paOOTHUKOB, IPUCBOCHHUH MTOYETHBIX 3BAHUHU

B 3aronoBke gena yka3piBaeTCs KOHKPETHBIM KOPPECTIOHIEHT, €CITH TEPEMUCKA BEIETCS
TOJIBKO C HUM.

Hanpumep: Ilepenucka ¢ Komuretom no aenam apxusos PK mo Bompocam, cBA3aHHBIM C
JIeATeIbHOCThIO Y JIK

[Ipu obOo3HayeHMHM B 3arojIOBKax [l aIMHHHCTPATHBHO-TCPPUTOPHAIBHBIX €IUHUIL
YUUTBIBAETCA CIEAYIOIIEE: €CIM COJEp:KAHHE JENa KacaeTcs HECKOJIBKUX OJHOPOJIHBIX
a/IMAHUCTPATUBHO-TEPPUTOPHATIGHBIX €IMHUL, B 3aroJioBKE [ena HE YKa3bIBAlOTCA HX
KOHKPETHBIE HA3BAHUSA, 4 YKA3BIBAETCS UX 0OINEE BUIOBOE HA3BAHHE.

Hanpumep: llepenucka ¢ roaBaMu aIMHHHCTPALMM PAWOHOB O COLMAIBHOM 3amIuTe
HacCeJIeHUs

Ecmu comepkanne nema KacaeTcs OJAHOH aAMHHHCTPATHBHO-TEPPUTOPHAIIBHOMN €IHHHULIBI
(HaceIleHHOTO MyHKTA), €€ (eT0) HA3BaHUE YKA3bIBACTCS B 3aT0JIOBKE JCIA.

Hanpumep: Tlepemmcka ¢ DenepalbHBIM areHTCTBOM TIO YIMPaBICHHIO (eaepaabHBIM
WMYIIECTBOM TIO BOIIPOCAM, CBI3aHHBIM C YTIPABICHUEM UMYIIECTBOM.

B 3aronoBkax nen, copepiKamux IIAHOBYIO MITH OTYETHYIO JOKYMEHTAIHMIO, YKAa3bIBAETCS
nepuo/ (KBapTam, ro1) Ha (3a) KOTOPBIA COCTABJICHBI TUTAHBI (OTYETHI).

Hanpumep: I'onossie padoune ydeOHbIE TITAHBI

['onoseie Oyxrantepckue otyeThl U Oamancel KUITY, moscHuTEIbHBIE 3aTIMCKA K HUAM.

Ecnu meno OyaeT cOCTOATh M3 HECKONBKHAX TOMOB HMITH YaCTEH, TO COCTABISETCS OOIMHN
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3aroJIOBOK JIEJa, a 3aTe€M IMPH HEOOXOAMMOCTH COCTABIIAIOTCS 3ar0JOBKH KaXA0TO TOMA (YacTH),
YTOUYHSIOIINE COAECPKAHUE 3ar0JIOBKA Jea. 3aroJioBOK MPHUIIOKEHHUS K ey, c¢(hOPMUPOBAHHOTO
B OT/AETBHBIM TOM, TOJKEH COOTBETCTBOBATh 3ar0JIOBKY IOMEIIEHHOTO B 3TOT TOM JOKYMEHTA.

[lopanok pacmonoKeHHUs 3arojioBKOB  JIe BHYTPHM Ppas3ieiioB W NOJPa3/eNoB
HOMEHKJIATYPBI JI€7 OMPEIENAETCS CTENEHBIO BAXKHOCTH JOKYMEHTOB, COCTABIIAIOLINX JI€Na, U UX
B3aUMOCBs3bl0. B Hayanme pacronaratoTcs 3aroJIOBKH JEJ, COAEPKALIMX OpPraHU3aLlUOHHO-
pacnopAUTENBHYI0 JOKYMEHTALMIO. 3arojlOBKM JE MOTYT YTOUYHATBCA B  IPOLIECCE
dbopMupoBaHus U 0OPOPMITCHHS JIEN.

['pacdha 3 HOMEHKIATYPHI A€ 3aAMONHACTCA IO OKOHYAHUH KaJICHAAPHOTO TOA.

B rpade 4 ykaspiBaeTcs CpPOK XpaHEHHS Jeia, HOMEpa CTaTeH MO TEPEYHI0, a TIPH €ro
OTCYTCTBUHM — IO NPUMEPHOM HOMEHKIAType Aen uiam cornacosaHHblil ¢ OIIK ['ockomapxusa
CPOK XpaHEHHH.

B rtpage 5 «llpumeuanue» yKa3pIBAIOTCA HA3BaHWUA TIEPEYHEH JOKYMEHTOB,
WCIIOJIb30BAHHBIX TPU OMNPEAENCHUH CPOKOB XPAaHEHHs [J€J, MPOCTABIIOTCA OTMETKH O
3aBEJICHUM JA€T (B TOM YHCJIE B 3JICKTPOHHOM BHJIIE), O TIEPEXOAAIMMUX ACTaX, O BBICTCHUH JET K
VHUYTOKEHHUIO, O JIMLAX, OTBETCTBEHHBIX 3a ()OPMHUPOBAHHE AET, O Tepeaaye ACT B JAPYTYIO
OpTraHU3aLHIO.

9.1.12.110 OokOHYaHWH TOJa B KOHLE HOMEHKIATYPBI ACH JEJACTCS WTOTrOBas 3aluch O
KOJTMYECTBE 3aBEJACHHBIX /I (TOMOB).

9.2. llopsinoxk popmMupoBaHUS e, yueTa U XPaHEeHHUs el

9.2.1.XpaHeHue JOKYMEHTOB, B TOM YHCJIE IPUKA30B U PACTIOPSKEHUM, OCYLIECTBIIIETCA B
cootBeTcTBHH ¢ Homenknarypon nen KUITY.

OpurvHaisl NPUKa30B M pacnopsbkeHUM pekropa xpanarca B YK ¢ mocnenyromen mx
nepegayern B apxus KMIIY. Kommm npuka3oB W pacnopssKeHMM PEKTOpa XpaHATCS B
cTpykTypHbIX moxapazaeneHusx KUITY Ha OyMa)KHBIX HOCHTENSX B COOTBETCTBHH CO CPOKOM,
onpeacneHubiM Homenknarypou aem KUITY .

9.2.2.1lpu popmupoBanum aen B CTPYKTYpHBIX moapasaeneHusx KUITY Heodbxommumo:

-IOMEeIAaTh B JE€JI0 HCIIOJHEHHbIE JOKYMEHTBI, COOTBETCTBYIOIIHME IO CBOEMY
COJIEP’KAHHIO 3ar0JIOBKY JIEJIa IT0 HOMEHKIIATYPE;

-[IOMELIATh BMECTE BCE TOKYMEHTBI, OTHOCALIUECS K Pa3peIIEHUIO OJHOTO BOIIPOCA;

-MIOMEIATh MPHUIIOKEHHA BMECTE C OCHOBHBIMHM JOKYMEHTAMH; TI'PYIIIUPOBATH B JEIO
JOKYMEHTBI OJJTHOTO KaJ€HAApHOro rojia, 3a UCKIMFOUYEHHUEM MEPEXOASIINX JIET;

-pa3ienbHO TPYNOUPOBaTh B JA€Na AOKYMEHTHI IMOCTOSHHOTO W BPEMEHHBIX CpPOKOB
XPaHEHHS,

-BKJIFOYATh B JIETIO M0 OJJHOMY SK3EMIUTAPY KAKAOr0 JOKYMEHTA;

-IOMEIATh B N0 AOKYMEHT, TPABHJIBHO W TOJNHOCTBIO O(OPMIICHHBIH (JIOKyMEHT
JOJDKEH UMETh JATy, TIOATHCH U JIP. PEKBU3UTHI);

-HE TMOMEMATh B JAENO JOKYMEHTHI, MOJJIEKAIUE BO3BPATy, JMIONHUE 3K3EMIUIAPHI U
YEPHOBHKH (32 HCKITFOYEHUEM 0CO00 IIEHHBIX);

-0 00bEMY €TI0 HE MOJDKHO TpeBbimaTth 250 JMCTOB, TPH TONIMUHE He Oomee 4 cMm
(TommuHa Aen co cpokamu xpaHeHwsa a0 10 mer He momkHa mpesbmmate 10 cm). Ilpum
MIPEBBIICHAN JAaHHOTO 00beMa 3aBOAMTCA BTOPOM ToM. [Ipu Hammumu B Jerie HECKOIBKUX TOMOB
(uacTel) WMHOEKC W 3aroJioBOK JeNia TPOCTABISIOTCS HA KAKIOM TOME C J0OaBICHHEM
ooo3HaueHui: «T. 1», «T. 2» u 1.11.

9.2.3.JIOKyMEHTbl BHYTPH J€Na PaclojlararoTcsd CBEPXY BHU3 B XPOHOJOTHYECKOM,
BONPOCHO-JIOTHYECKOM MOCIEA0BATEIPHOCTH UM UX COYETAHUU.
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9.2.4. PacniopAuTENbHBIE TOKYMEHTHI IPYNIHUPYIOTCA B A€NA MO BUAAM W XPOHOJIOTHU C
OTHOCSIIIUMHCS K HUM TIPUIIOKEHUAMH.

9.2.5.B otxaenbHBle A€Na MO XPOHOJOTHH, B 3aBUCHMOCTH OT BHJIA JIOKYMEHTOB,
(GOpMHPYIOTCS KOMMK TPUHATHIX (eaepalbHbIX 3aKOHOB, akToB I[IpesuaeHTta Poccmiickoi
Oenepannun, ['maBer Peciyomuku Kpeim, axtoB [lpaButensctBa Poccuiickoit @emepammu u
[IpaBurensctBa PecnyOmmku KpemmM, MunuctepctBa 00pa3oBaHHs, HAYKH W MOJOJECKH
PecnyOmuku Kppim.

9.2.6.Bce OOKYMEHTBHI OTYETHOTO W HMH(POPMAIMOHHOTO XapakTepa IO HCIOIHECHHIO
MPUKA30B, PACHOPSKEHUH W TOPYYEHUHM PEKTOpPa, a TaK JKE BBIMIECTOSIIMX OPraHOB
TOCYJApPCTBEHHOM BJACTH W VYIIPABICHUA HAXOMAIIMECS HA KOHTPOJE, MNOAMMBAOTCI B
3aBEJICHHOE HA JTOT NOKYMEHT 1eno. Ecam Ha JDOKYMEHT AEN0 HE 3aBOJMIIOCH, TO OTYETHBIC
JOKYMEHTBI MOAIIUBAKOTCA B IETIO MEPENMCKH MMOCTOSTHHOTO CPOKA XPAHEHUS 32 TEKYIIHH IO,

9.2.7.Ecnim mMeeTcs JOKYMEHT O CHATHU C KOHTPOJIA HECKOJIBKHX JOKYMEHTOB, IOJIIUTBIX
B pPasHbIe JAENa, TO CIEAYET MOAIIUTh HEOOXOAMMOE KOJIMYECTBO KOIHMH 3TOTO JOKYMEHTAa B
COOTBETCTBYIOIME JI€JIa C YKa3aHWUEM HOMeEpa Jejla, B KOTOPOM MOJMMT IOJJIWHHHK 3TOTO
JOKYMEHTA.

9.2.8.JloxyMeHTHI KOJIJIETHATBHBIX OpTraHoOB (yueHoro, HaOII0JaTETHHOTO,
MOTIEYUTEITECKOTO COBETOB U JIP.) TPYNITHPYIOTCA B ABA JENA!

-IIPOTOKOJIBI M PELIECHUA KOJUIETHH,

-JIOKYMEHTBI K 3aCE€JaHHUAM KOJUIETHH.

9.2.9. IIpoTOKOBI B ACTIE PACTIONATAKOTCS B XPOHOJIOTHYECKOM MOPSAKE IO HOMEPAM.

9.2.10.JI0KyMEHTBI K 3aCE€JAHHAM TPYNIUPYIOTCA B OTAECNBHOE JEI0, TaK K€, KaK M
MIPHJIOKEHUS K TIPOTOKOJIAM, €CTTH OHH COJIEpIKaT Oonee 25 cTpaHMIL.

9.2.11.JIOKyMEHTBI K MPOTOKOJAM, €CJIH OHW CIrPYNIUPOBAHBI B OTACHBHBIE JIEIA,
CHUCTEMATU3HUPYIOTCSA BHYTPH J€JIa 10 HOMEPAM MPOTOKOJIOB.

9.2.12 Ilpuka3bl IO OCHOBHOM JEATEIIBHOCTH I'PYMIMPYIOTCA OTAEIBHO OT MPHKA30B IO
JUYHOMY COCTaBY.

9.2.13.Ilpu GpopMHupOBaHHH TPUKA30B IO JTUIHOMY COCTaBY (DOPMHUPYIOTCS B OTAEIBHBIE
Jiena MPUKaspl MO0 JUYHOMY COCTaBy IIO Pa3IMYHBIM BOIPOCAM, B COOTBETCTBHM CO CPOKAMH
xpaHeHus. Hampumep, mpHWKasel O TIpHEME, TEPEMENICHUH, YBOJIBHCHHH PAOOTHHKOB
(hOPMHUPYIOTCS OTAETBHO OT MPHUKA30B 10 IPYTHUM BOMIPOCaM (KOMAaHAMPOBKAM H T.J.).

9.2.14. Y TBEpKICHHBIE TUIAHBI, OTYETHI, CMETHI, JUMHTBI, TUTYJIbHBIC CIIHCKA W APYTHE
JOKYMEHTBI TPYNIHUPYIOTCA OTAENBHO OT X ITPOEKTOB;

9.2.15.10KyMEHTHI B TUYHBIX ACJIaX PACTIONATAIOTCS IO MEPE UX MTOCTYIUICHHUS.

9.2.16.00pamenuns (TpeaoKeHus, 3a9BICHAA U KaI00bl) TPAXKIAH IO BONPOCcaM PadOThI
KHUIIY, ero mnompas3meneHH, W BCE OOKYMEHTBI II0 HX PACCMOTPEHHIO H HCIOIHEHUIO
TPYHNIHPYIOTCA OTAEIBHO OT 3asIBJIICHUM I'PAKIAH I10 JIMYHBIM BOIPOCAM.

9.2.17 Ilepenncka rpynnupyercs, Kak MPaBWIO, 3a NEPHOJ KAJICHAAPHOIO TIoJa M
CHUCTEMATU3UPYETCA B XPOHOJIOTHYECKOH MOCIIENOBATEIBHOCTH: JOKYMEHT-OTBET MOMEINAETCA 3a
JOKYMEHTOM-3anpocoM. [Ipu BO30OHOBIEHHWM TIEPENMUCKH IO OTPEAEICHHOMY BOIPOCY,
HA4YaBIIEWUCA B MPEIBLIYIIEM IOy, JOKYMEHTHI BKIIFOYAOTCA B JAEJIO TEKYILIETO rofa ¢ yKa3aHueM
HMHJIEKCA JIeIa MPEABITYIIETO TOIA.

9.2.18.3aKkOHYEHHBIE JETOMPOU3BOJACTBOM JJIEKTPOHHBIE TOKYMEHTHI (DOPMHUPYIOTCS B
nena (TATKW, JUPEKTOPHH) B COOTBETCTBUHM ¢ HoMeHKiarypou aen KUITY, ormenmpHO OT
JOKYMEHTOB Ha OyMa)KHBIX HOCHTENAX, HA JKECTKOM JHUCKE CIEIHATBHO BBIACICHHOTO
KOMITBIOTEPA.

9.2.19.lena co nHA ux 3aBeacHus A0 nepepaun B apxus KUIIY wnm nHa yHMUYTOXKEHUME
XPAHATCS IO MECTY MX (POPMHUPOBAHHUS.
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9.2.20./lena cyMTarOTCA 3aBEACHHBIMH C MOMEHTA BKIOYECHUA B HHUX MEPBOTO
WCTIOTHEHHOTO JTOKyMeHTa. [locie HCTOTHEHUs TOKYMEHTOB M OKOHYAHHUS Pa0O0Thl ¢ HUMH OHH
MTOMEIAOTCS (TIOIMTUBAIOTCA) IS 0OecTieueHNsT (PU3HUECKON COXPAHHOCTH B TBEP/bIE 0OTOKKH
WJIM TTaNKU-PETUCTPATOPBI.

9.221.B kKakIOM CTPYKTYPHOM  MOJPa3aCICHHH HA3HAYAIOTCA  PaOOTHUKH,
OTBETCTBEHHBIE 32 COXPAHHOCTh JOKYMEHTOB W (pOpMHpOBaHHME WX B jAena . PykoBomurenn
MOIPa3IeTICHANA U YKa3aHHbBIE PAOOTHUKH 00€CTIEYHBAIOT COXPAHHOCTh JOKYMEHTOB H JIEIL.

9.2.22 Ina obecrieyeHUss COXPAHHOCTH W y4€Ta JOKYMEHTOB W [EJ, JOCTyNa K HUM
MTPOBOJIUTCS KOMILJIEKC PadoT:

-CO3/laHH€ ONTHUMAJIBHBIX TEXHUYECKUX YCIIOBUM XpPaHEHHs JOKYMEHTOB U AT,

-pa3sMenieHue A€,

-[POBEPKA HATMYUSA U COCTOSIHUS JOKYMEHTOB U JIET;

-COOITFO ICHHE TIOPSAIKA BBIIAYH JIEN.

9.2.23.]lena pa3mMeniaroT B pabO4YMX KOMHATAX WM CIIEIIHAIIFHO OTBEIEHHBIX I 3TOH
[IEJTH TIOMETNEHUAX B 3aITUPArOIIHecs mKa(bl, CEU(PBI U T.11., YTOOBI OOECTICYHTHh UX COXPAHHOCTH
Y 3aI0UTY OT BO3JACUCTBUA MBUIH U COJIHEYHOTO CBETA.

9.2.24 Jlena B mkadax g UX ydeTa B ObICTPOTO TOMCKA PACIIONATAOTCS BEPTUKAIBHO,
KOPEIIKaMH HapyXXy W B COOTBETCTBHHM C HOMEHKIAaTypou aen. Ha kopemkax oOmOKeK aem
YKa3bIBAIOTCSl MHJEKCHI MO HOMEHKIaType nen. HomeHkmaTypa Jen WM BBIHCKA U3 HEE
MOMEIAeTCA HA BHYTPEHHEH CTOPOHE IIKada.

9.2.25.Ilpu moucKe KaKoro-muOO0 JOKYMEHTA BHAYAJE CIEAYeT HAUTH HYKHBIH 3ar0JI0BOK
JieNa, a 3aTEM II0 HHAEKCY J€Ia — COOTBETCTBYIOINYIO MAIKy Ha MOJIKE.

9.2.26.Jlena noxymentampHoro (porma KUIIY, Haxomsmuecs Ha TEKyIIeM XpaHEHUWH,
nojsiexkar ydety. llepuonudecku, kak npasuno, nepen nepenaden B apxus KHUITY, nposoaures
MPOBEPKA HAJMYHA M COCTOSHHUS JOKYMEHTOB W JEN B LENAX YCTAHOBIIEHUS (PaKTHIECKOTO
HAJIU4UA JEN U COOTBETCTBHA MX KOIMYECTBY, YUCIAIIEMYCS IO HOMEHKIIATYpE ACIL.

9.2.271lpoBepka HaMUUMA W COCTOSHUA JOKYMEHTOB H J€l1 TNPOBOAMUTCI IPHU
MEPEMEINEHUH JIETI, IPHU BO3BpATE JIEIL, MPU CMEHE PYKOBOJMTEINA CTPYKTYPHOTO MOAPA3IEICHHUA,
pykosogutens YK, npu peopranmsanmm w nuksupauuu KUIIY wmnm ero cTpykTypHOro
MOAPAa3ACIICHHUS.

9.2.28 IlpoBepka HaIW4MA IPOBOJUTCA IyTEM CBEPKH CTATEH HOMEHKIATYPBI JEN C
OTIMCAHUEM [eNl Ha OONOXKKe, a (PU3NYECKOE COCTOSHHME JAEN OMPEeNieTcs IIyTeM MX
BU3YAJIBHOTO TIPOCcMOTpa. Bce oOHapy:kKeHHbIE HEAOCTATKH (DUKCHPYIOTCS B aKTE TMPOBEPKH
HAJIUYUA U COCTOSTHUA JEN.

9.2.29. B cnmyyae yTpaTel JOKYMEHTOB U JIEN MPOBOJMTCS CITy’K€OHOE paccieIOBaHHE, 110
pe3ynbTaTaM KOTOPOTO, JIMLO, BUHOBHOE B YTpaTe, HECET OTBETCTBEHHOCTh B YCTAHOBIEHHOM
MOPSAJIKE.

9.2.30. Beimaua nen ApyruM noApasfcacHUAM MPOU3BOAUTCS C Pa3pelicHUs HAaYaIbHHKA
YIK. Beimaua pmen paboTtHukaMm CTPYKTypHbIX Tnompasgeneamii KUITY  ans  paGoTsr
OCYIIECTBIIETCA MOJ pocnuch. Ha BbIIaHHOE €10 3aBOAMTCA KapTa-3aMECTUTENb, TOMEIacMast
Ha MECTO BBIJJAHHOTO JeNla. B HEM yKa3pIBaeTCA CTPYKTYPHOE MOAPA3AEIICHAE, HHIEKC JeNna, 1aTa
€r0 BBIJAYH, KOMY JI€J0 BBIIAHO, JaTa €ro BO3BPAIICHHA, NMPEAyCMAaTpHUBAOTCA Tpadsl s
PaCIUCOK B TIOJYYEHUHU U IIPUEME JIENA.

9231.Jlena BBAAIOTCA BO BPEMEHHOE TIONB30BAHHWE PAOOTHUKAM CTPYKTYPHBIX
MOJIpa3ieTICHA Ha CPOK HE 00JIee OTHOTO MECAIIA U TIOCIIE €T0 UCTEUCHHS TTOIJICIKAT BO3BPATY.

9.2.32 MlHBIM roCcy1apCTBEHHBIM OPraHaM W OPTaHM3aLMAM JI€JIa BBIIAKOTCA HA OCHOBAHUU
WX MUCBMEHHBIX 3alPOCOB C PA3PEIIECHHs PEKTOPA WM MPOPEKTOPAa, KYPHUPYIOLIETO BOIPOCHI
JENOMPOU3BOJICTBA, 110 AKTAM.
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9.2.33.Ecnmu OTOENbHBIE JOKYMEHTHI, YK€ BKIIFOUEHHBICE B JECI0 M HAXOAAIIEecs Ha
TEKYyIIEM XPAaHCHUH B CTPYKTYPHOM TOAPA3ACIICHUH, BPEMEHHO TPeOyIOTCS PabOTHUKY, OHHU
MOTYT OBITh BBIIAHBI U3 JC]Ia OTBETCTBEHHBIM 3a (POPMHUPOBAHKE W XPAHCHHE JIETI, @ HA UX MECTO
BKJIQJBIBACTCS JIMCT-3AMECTHUTENb, C YKAa3aHUEM — KOI/a, KOMY M Ha KakOW CPOK BBIJAaH
JOKYMEHT.

9.2.34 1I3paTHE  TOKYMEHTOB M3 J€JI TMOCTOAHHOIO XPAaHEHUA JOMYCKAacTCsS B
HCKTIOYHUTENBHBIX CIy4YasgX W MPOU3BOAUTCA C PA3PEIICHUSA PEKTOPA C OCTABICHUEM B [IEJIC
3aBEPEHHOM KOIMHU JOKYMEHTA U aKTa O MPUYHHAX BbIJAYM MOJTMHHHKA.

X. HOPAAOK IIEPEJAYN TOKYMEHTOB HA XPAHEHUE B APXUB

[lonroroBka AOKYMEHTOB K mepemauye Ha xpaHenwe B apxuB KUIIY Bkmowaer padoty
YK u nu1, OTBETCTBEHHBIX B CTPYKTYPHBIX MOAPA3AECICHUAX 32 BEICHHUE IETONPOU3BOACTBA, IO
MPOBEJEHUIO HSKCHEPTH3Bl IIEHHOCTH JOKYMEHTOB, (OPMHPOBAHUIO M O(OPMIICHHUIO Je,
COCTABJICHHIO OITUCEH JIEI U AKTOB O BBIICICHUU K YHHYTOKECHHIO TOKYMEHTOB U €.

10.1. JxcnepTU3a LIEHHOCTU JOKYMEHTOB

10.1.1.OkcniepTr3a LEHHOCTH MOOKYMEHTOB — H3YYEHHE JTOKYMEHTOB HAa OCHOBAaHUU
KPUTEPUEB UX LEHHOCTH B LENAX ONPEICIIEHNS CPOKOB XpaHEHHA JOKYMEHTOB M 0TOOpa UX IS
BKIIIOUEHHA B cocTaB ApxuBHOTO poHma PecrryOmmku Kpbim.

10.1.2.Okcneptusza ueHHOCTH nokymMeHTOoB B KUIIY Ha craguum nenompousBOACTBA
MTPOBOJIUTCS: TIPH COCTABIIEHUH HOMEHKIIATYPHI JIEN; B TIporiecce (POPMHUPOBAHUS eI M IPOBEPKE
MPAaBHIIBHOCTH OTHECEHHA NOKYMEHTOB K J€llaM; MPH IMOATrOTOBKE AEN K MEpelade B apXuB
KHUIIY.

10.1.3./l11 opraHM3aliii ¥ MPOBEACHUA SKCIEPTH3BI LEHHOCTH A0KyMeHTOB B KUITY
CO3MIaeTCs MOCTOSHHO JEHCTBYIOIIAA SKCIIEPTHAA KoMHUCcHA (Hanee uMenyercs — OK).

10.1.4.Oyuxkimun w1 mpaBa OK, a Takke OpraHm3aus €€ padOThl OMPEeAeIIeTCs
MOJIO’KEHHEM, KOTOPBIE YTBEPKIAIOTCA PEKTOPOM.

10.1.5.0kcnepTu3a LEHHOCTH JOKYMEHTOB TMOCTOSHHOIO M BPEMEHHOIO XpaHEHHs
OCYIIECTBIIETCS €KETOJAHO B CTPYKTYpHBIX noapasaencHuax KUITY HenmocpeacTBEHHO ULIamuy,
OTBETCTBEHHBIMU 3a BEACHME JEJONMPOU3BOACTBA cOBMeCTHO ¢ OK, moa HemocpeAacTBEHHBIM
METOIUYECKHM PYKOBOJCTBOM apXHUBA.

10.1.6.I1pu mpoBeaeHNH SKCTIEPTH3HI HEHHOCTH JTOKYMEHTOB OCYIIECTBIIACTCS OTOOP AET
MOCTOSTHHOTO M BpeMeHHOTOo (cBbitie 10 ner) xpanenns asa nepeaun B apxus KUITY; otoop nen
C BPEMEHHBIMH CPOKAMH XPAaHEHHUS M C TMOMETKOHU «Jl0 MHUHOBaHUSA HAJTOOHOCTHY, TIOJICIKALINX
JANbHEUIIEMY XPAHEHHUIO B CTPYKTYPHBIX MOAPA3ACIICHUAX; BBIICICHHE K YHUYTOKEHHIO JEIT 3a
NPEABIIYIINE TOABL, CPOKU XPAHEHUSA KOTOPBIX UCTEKIIH.

10.1.7.0100p MOKYMEHTOB [JjIsi TIOCTOSHHOTO XPAaHCHHsS TPOBOJUTCS HAa OCHOBAHUH
MEpEYHEN JOKYMEHTOB C YKa3aHHEM CPOKOB MX XpaHeHus W HOMeHKnatypel aen KHUIIY nyrem
MOJIMCTHOTO TPOCMOTpa Ael. B aenax MOCTOAHHOTO XpaHEHHS TOJICKAT U3BATHIO TyOIeTHBIC
SK3EMIUIAPHI TOKYMEHTOB, YCPHOBHKH, HEO(POPMIIEHHBIE KOTIMH TOKYMEHTOB M HE OTHOCATITHECS
K BOMPOCY JOKYMEHTHl C BPEMEHHBIMH CpOKaMU XpaHeHWsA. OKOHYAaTENbHOE PEIIEHHE M0
pe3yNbTaTaM SKCIEPTU3bI IEHHOCTH A0KyMeHTOB puHuMaeT DK KUITY.

10.1.8.1lo0  pesynmpTaTaM  SKCHOEPTH3bl  LEHHOCTH  JOKYMEHTOB  CHELHMAIBHOU
YIIOJTHOMOYEHHOM OpPTraHHU3alMEd COCTABILIIOTCS OMNMCH JEN TMOCTOSHHOIO XPAaHEHWs H 110
JUYHOMY COCTaBY, a TAKXKE AKThI O BBIJICIICHHU JI€TI K YHHUYTOKCHUIO.

10.1.9.0nucy aena — apxXUBHBIM CHPAaBOYHHUK, COAEPNKALIMM CUCTEMATH3UPOBAHHBIN
MEPEeYEeHb €IUHUI] XPAHCHHS apXUBHOTO (POHA, KOJUIEKIMH U TIPEIHASHAYCHHBIN I UX y4eTa U
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packpeitua  comepkanmsa. OTmenpHAs ONMKMCH TPEACTABIAET COOOM TEpPeYeHb Jel ¢
CaMOCTOATENHHON BAIOBOH (TIOPSAKOBOM) 3aKOHYEHHON HyMEpPAaLHeH.

10.1.10.0mucu  cOCTaBASAIOTCS OTAENABHO Ha JeNa TMOCTOAHHOTO XPAHEHHWA, [Jefa
BPEMEHHOTO (cBbIme 10 JIeT) XpaHEHU; IeNa M0 TUIHOMY COCTABY.

10.1.11. IIpu cocTaBaCHUM OMHUCH ACIT COOIOTAIOTCS CIIEAYIONTHE TPEOOBAHUS:

-K&KJI0€ JENI0 BHOCHUTCS B OIHCH TOJ CAMOCTOATEIHHBIM TOPSAKOBBIM HOMEPOM (ecii
JET0 COCTOMT W3 HECKOIBKHX TOMOB (YacTed), TO KaXABIH TOM (YacTb), B TOM YHCIIE
copMUpOBAaHHOE B OTACTBHBIA TOM TIPHUJIOKEHHE K /€Iy, BHOCHTCA B OIMCh TOJ
CaMOCTOSITENNBHBIM HOMEPOM;

-[OPSIA0OK HYMEPALIMHU JIEN B ONKUCH — BaJIOBOM;

-rpa)pl ONMHCH 3aMONHAIOTCA B TOYHOM COOTBETCTBHHM C TEMH CBEACHHAMH, KOTOPBIE
BBIHECEHBI HA OOJIOKKY JICIIa;

-[IpY BHECEHUHU B OMMCH MOAPAA JAEN C OJUHAKOBBIMHU 3ar0JIOBKAMH IMHINETCS MOTHOCTHIO
3aroJIOBOK TIEPBOTO JIENIA, 4 BCE OCTANBHBIE OJHOPOJHBIE J€/Ia 0003HAYAOTCS CIIOBAMHU «TO JKEM,
MIPH 3TOM JAPYTHE CBEIECHHS O JENaX BHOCATCS B OMHUCH TMOJIHOCTHIO (Ha KKIOM HOBOM JIUCTE
OTIMCH 3ar0JIOBOK BOCTIPOU3BOIUTCS TTOJTHOCTHIO);

-rpadpa OMmUCH «IIPUMEYAHUE» HUCTIONB3YETCA I OTMETOK O TPHUEME JAeT, 0COOEHHOCTAX
UX (PU3NYECKOTO COCTOSHHUSA, O Tepenade AeN APYTAM CTPYKTYPHBIM TIOAPA3IACTIEHUSAM CO
CCBIJIKOM HAa HEOOXOAUMBIH aKT, O HAJIMYHH KOITHH H T.II.

10.1.12.B xoHuE omucH BCIEH 3a MOCIEIHEN ONMUCATENBHOM CTAThEM IENAECTCA UTOrOBAast
3ammch, B KOTOPOU yKasbpiBaeTcs (IupaMud M TPOTMHCHIO) KOJTHYECTBO JEN, YHUCIAIUXCS TI0
OTIMCH, TIEPBBIM M TOCTEIHWNA HOMEpa JeN MO OIWCH, a TaKKE OTOBAPHBAIOTCA OCOOECHHOCTH
HyMEPAIMH JeJT B OTIUCH (JTUTEPHBIE HOMEPA U TIPOIYIICHHBIE HOMEPA).

10.1.13.'0noBOM pasmen CBOAHOM ONHUCH [l TMOCTOSHHOTO XPAaHEHUS TOJJIEKHUT
paccmoTpenuto DK KUITY, mocne vero B cirydae coraacoBaHUs B KOHIIE Pa3/enia CTaBUTCA Tpu(
«CormacoBaHo» ¢ ykazanueM Homepa npotokonia DOKKUIIY u natel 3acenanus, Ha KOTOPOM OH
ob11 paccMoTpeH. OmoOpeHHBIE TOAOBBIE PA3JeiTbl HATIPABIAIOTCA Ha PACCMOTPEHHE aPXHBHOTO
VUPEKIEHUS B COOTBETCTBHH CO CPOKAMHM, YCTAHOBIIEHHBIMU TPAQUKOM MPEICTABICHUS OMUCEH
nen Ha paccmorpenue OIIK ['ockomcapxuBa, HO HE TMO3JHEE 4YEeM uepe3 2 roja Tocie
3aBEPIIEHUS JEIONPOU3BOJICTBOM JE€JI, BKIIIOYEHHBIX B paznen. llpeactasmsarorcs 4 ero
sk3emiuisipa. [locne yrsepxkaenus rogosoro paszaena JIIK 'ockomapxuBa pa3aen yTBep:KaaeTcsa
pekropom KHMIIY, 3aTtem mepBbIfl 3K3eMIULAP TOJOBOIO pasaciia CBOJHOM ONKMCH B KayeCTBE
KOHTPOJIBHOTO mepenaetcs B I ockomapxus, octanpHble ocTaroTess B KUITY.

10.2. @opmupoBaHue u opopmiIeHUE e

10.2.1. ®opMupoBanue aen — TPYNIIHUPOBKA MCIOJHEHHBIX JOKYMEHTOB B J€la B
COOTBETCTBHUH C HOMEHKIATYPOU AEN U CUCTEMATU3aLUA JOKYMEHTOB BHYTPH JIENa.

10.2.2 lena ¢opmupytorcs B KUIIY nemeHTpamusoBaHo, T.€. B CTPYKTYPHBIX
noapasaenenusax KUITY.

10.2.3 KonTpoip Hax mpaBuiIbHBIM (hopMupoBanueM nen ocymectsisieT Y JIK KUITY.

10.2.4.B 3aBHCHMOCTH OT CPOKOB XpPAaHEHHsA IPOBOAUTCS TOJHOE WIM YaCTHYHOE
opopmnenne nen. [lomHoMy odopMIIEHHIO TIOUTEKAT €A TOCTOSTHHOTO, BPEMEHHOTO (CBBIIIE
10 met) xpaHeHUs ¥ IO TUYHOMY cocTaBy. [lonHoe odopmieHue Hena npeycMaTpHUBaeT:

-o(opMIICHHE PEKBU3UTOB OOJIOXKKH JieTa 1o yctaHoBiaeHHOH Gopme ([Ipumoxkenue 20);

-HYMEPALMIO JIUCTOB B JEIIE;

-cOCTaBIIeHUE MHUcTa-3aBepuTens aena ([Ipumoxxenue 21);

-COCTaBIIECHHE B HEOOXOJWMBIX CIlydasX BHYTPEHHEH ONMWUCH JOKYMEHTOB Jeja
(ITpunoxenwne 22);
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-TIOAIIUBKY WITK TIEPETUIET JIETIa,;

-BHECEHHE HEOOXOIUMBIX YTOUHEHHH B PEKBU3HTHI OOJIOMKKH JIETIA.

10.2.5.00moxkka jgena TMOCTOSTHHOTO, BpeMEHHOTo (cBbime 10 7eT) XpaHeHHs W TI0
JUYHOMY COCTaBYy O()OPMITIETCS IO YCTAHOBIIEHHOU (hopMe.

Ha o06mosxke nena yKa3pIBarOTCS PEKBUZHTHI:

-HaMMEHOBaHHE YHUBEpcUTeTa ((hoHm000pazoBarens),

-HAUMEHOBAHUE CTPYKTYPHOTO TOAPA3IEICHHUSA;

-HOMeEp (MHIEKC) Jena;

-3ar0JIOBOK JIENa;

-mata jiena (ToMa, 4YacTH);

-KOJTUMYECTBO JIMCTOB B JIETIC;

-CPOK XpaHEHHUS JIeTIa,

-apXHWBHBIN U Aena.

PekBU3HTHI, IPOCTABIIIEMbIE HA OONOKKE Aena, OPOPMIISFOTCS CIETYIOIUM 00pa3oM:

-HanmeHoBanne KUITY B mMeHHTETRHOM Majexe, ¢ yKa3aHUEM O(HUIHATHHO MPUHATOTO
COKPAIICHHOTO HANMEHOBAHMSA, KOTOPOE YKA3bIBAETCS B CKOOKAX IOCIIE TIOJTHOTO HANMEHOBAHUS;

-HAUMEHOBAHHUE CTPYKTYPHOTO TOJPA3JIETCHHUA — 3aNHMCHIBACTCS Ha3BAHUE CTPYKTYPHOTO
MOAPA3ACIICHUS B COOTBETCTBHH C YTBEPKIACHHON CTPYKTYPOH;

-HOMEP Jiesia — MPOCTaBIIeTCA upoBoe 0003HAUCHHE (MHICKC) Jeia IO HOMEHKIIAType
nen KUITY;

-3aroJI0BOK JIeJIa — MEPEHOCUTCA U3 HOMEHKIaTypsel aen KUITY;

-J1aTa Jena — yKaspIBaeTcs rof(bl) 3aBeICHUS M OKOHYAHHS JIENa B ACIOTIPOU3BOJICTBE.

Jlatoit nenm, coAep)KamIMX PaCTOPSAMTENBHYIO JOKYMEHTALMIO, a TaKkKe I e,
COCTOAIIUX W3 HECKOJIBKUX TOMOB (YacTeH), ABIAIOTCS KpalHHWE ATl JOKYMEHTOB JEna, T.C.
aatel (YHUCII0, MECSI], TOA) PETHCTPALMU (COCTABICHHSA) CAMOTO PAHHETO W CAMOTO IMO3JTHETO
OOKYMEHTOB, BKJIIOYCHHBIX B nen0. JlaTol mnpuioxkeHus K Aeny, CPOPMHPOBAHHOMY B
OTIEITbHBIA TOM, SBISIETCA JATa PETUCTPALUH OCHOBHOTO JOKYMEHTA, PHIOKEHHE K KOTOPOMY
MOMEIIEHO B 3TOT TOM. IlpH 3TOM "mcnmo u roa 0003HAYAIOTCS apaOCKUMH IH(pamMu, Ha3BaHHUE
MeCSIa MAIETCA TTOTHOCTHIO CIIOBAMH.

B memax obecnieueHUst COXpAHHOCTH M 3aKPETUICHUS TIOPAIKA PACTIONIOKEHUA JOKYMEHTOB,
BKIIFOYEHHBIX B JIEJI0, BCE €ro JIUCTHL, KPOME JIMCTA 3aBEPHUTENS W BHYTPEHHEH OIHCH,
HyMepyroTcs. JIMCTBI HyMepyroTCs TPOCTHIM KapaHAAIIOM CBEPXY BHHU3, IH(PBI POCTABIIAIOTCS
B TIPABOM BEPXHEM YTJIy JIUCTA.

Jluct Gompmroro ¢opmaTa, TMOAIIUTHIA 3a OAWH Kpai, HyMEpyeTcs Kak OJWUH JIUCT B
MPABOM BEPXHEM YTITY.

JIOKyMEHTBI ¢ COOCTBEHHOW HyMEpalUMed JUCTOB, B TOM WYHWCJIEC TE€YATHBIC HW3TAHUSA,
HYMEPYIOTCA B OOIIEM TTOPSIIKE.

JlucTel nmen, cOCTOAMMX M3 HECKOJNBKAX TOMOB WITM YACTEH, HyMEPYIOTCA MO KAKIOMY
TOMY WJTH YaCTH OTAETBHO.

@otorpadun, YEpTEKH, AWATPAMMBI M JAPYTHE WIUTIOCTPATUBHBIE M CHEIU(PUIECKUE
JOKYMEHTBI, TPEACTABIAIONINE CAMOCTOSATEIFHBIA JTUCT B JIEJe, HyMEPYIOTCA Ha 00OPOTHOH
CTOPOHE B JIEBOM BEPXHEM YTIIy.

[lommmTeie B €10 KOHBEPTHI C BIIOKEHUSAMH HYMEPYIOTCS: CHAadajda KOHBEPT, a 3aTEM
OYEPEIHBIM HOMEPOM KaKIO€ BIIOKEHHWE B KOHBepTe. lIpmnokeHHWs K Jeiy, TMOCTYNHBIOHE B
neperieTe, 0OPMIIOTCS KaK CAMOCTOATEIBHBIN TOM H HyMEPYIOTCSA OTIEIBHO.

[locne 3aBepmieHHs HyMEPALWH JUCTOB COCTABISAETCS 3aBEPUTEIBHAS HAAMHCH, KOTOpAs
pacmionaraercs B KOHIIE JIeJla U COCTABISAETCA B Jeie Ha OTACTBHOM JIMCTE-3aBepuTese nena. B
3aBEPUTENBPHON HAAMUCH LU(PPAMHU W TPOTHCHIO YKA3BIBAETCS KOJIHYECTBO JIMCTOB B JAHHOM
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aerne, 0COOEHHOCTH OTAETBHBIX JOKYMEHTOB (depTeku, pororpaduu, pUCYHKH H T.11.).

3aBepuTeNbHAS HAAMUCH TOJIUCHIBAETCS €€ COCTABUTENEM C YKAa3aHHEM pPacITu(ppOBKH
MOAINUCH, JOJLKHOCTH M JaThl cocTaBieHUs. KonmMuecTBO NHMCTOB B J€j€ MPOCTABISIETCS Ha
OOJIOJKKE JIeTa B COOTBETCTBHH C HTOTOBOH HAIHCHIO.

PekBH3UT «CPOK XpaHEHHA JENa» TMEPEHOCUTCS Ha OOJOXKKY JeNia U3 COOTBETCTBYIOIEH
HoMeHKJatypel aen KHUITY.

Ha nenax mocTostHHOro XpaHeHHs MUINETCS: « XPaHUTh MTOCTOSAHHOY.

ApxuBHbiii udp mena (coctout U3 HOMepa (OHIA, HOMEpPA ONMMCH W HOMEpA Jena 1o
OTIMCH) HA OOJIO’KKAaX JENI IOCTOSTHHOTO XPAHEHUSA MPOCTABIIETCS YEPHBIMH YEPHHUIAMH TOJIBKO
MocJie BKIIOYEHHMA STHX JENl B TOJOBBIE pa3leibl CBOAHBIX OMUceH, yTBepxkAeHHBIX OIIK
['maBHOTO apxuBa PectyOmiku KpbsiM (10 3TOTO OH MPOCTaBIsAETCA KAPAHAALIOM ).

Ha o0nokkax men moCTOSHHOTO XpaHEHHS TPEIyCMATPUBACTCA MECTO JJI1 HAMMEHOBAHUS
['ockomapxuBa, B KOTOpBIA OymyT TiepenaBaTbes jaena, komoB [ockomapxuBa m KUIIY mo
OomepoccuiickoMy Kiaccupukaropy npeanpustaii u opranuszarmii (OKIIO).

[lo okoOHYaHWH TO/A B HAAMUCH HAa OOJIO’KKAX JAET IOCTOSTHHOTO ¥ BpeMeHHOTO (CcBbImme 10
J€T) XPAaHEHWS BHOCATCS YTOYHEHHA: TPH HECOOTBETCTBHH 3arojioBKa JeNT Ha OOJIOKKE
COJIEP’)KAHMIO MOIIUTHIX JOKYMEHTOB B 3aroJIOBOK JI€NIa BHOCATCS M3MEHEHUS U JOMOTHEHMS.
HaumenoBanus (oHmoo0pa3oBaTens u moaApas3IeNeHus, T U HOMED JIeJa MOTYT MPOCTABIIATHCS
Ha 00JIOKKE IITAMIIOM.

10.2.6. 1na y4yeTa HOKYMEHTOB OINPEIECICHHBIX KATETOPHUH MOCTOSHHOTO M BPEMEHHOTO
cpokoB (cBeime 10 7eT) XpaHEHWS, YYET KOTOPBIX BBI3BIBACTCA CIENU(UKON TaHHOW
OOKyMeHTaumu (0co00 IICHHBIE, JMYHBIE JeNa W T.O.), COCTABISIETCS BHYTPEHHSAA OTHCH
nokymeHToB Aena ([Ipunoxenue 22).

BHyTpeHHASI ONMUCh JOKYMEHTOB JI€fa COCTABISIETCA TAaKKE€ Ha Je€ja TMOCTOAHHOTO H
BpeMeHHOTO (cBbime 10 mer) XpaHeHWs, e€clid OHH C(OPMHUPOBAHBI 1O PA3HOBHIHOCTAM
JOKYMEHTOB, 3arojIOBKH KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COACPKAHUE JTOKYMEHTOB.
BHyTpeHHSsI OMUCH COCTABIMETCS HA OTACIBHOM JIHUCTE IO YCTAHOBIIEHHOW (hopMme, KoTopas
COJIEP’KUT CBEJIEHUA O MOPAAKOBBIX HOMEPAX JOKYMEHTOB JI€NIa, UX UHIEKCAX, 1aTaX, 3arojoBKax
M HOMEpPax JIMCTOB Jela, Ha KOTOPBIX PACIONOXKEH KaKIbIM JOKyMEHT. K BHyTpeHHEH OmnmumcH
COCTAaBIIACTCA WTOTOBAS 3alKCh, B KOTOPOH yKa3bIBaeTCAd LU(PpPAMHU M TPOMHCHI0 KOJIMYECTBO
BKJIFOUYEHHBIX B HEE JOKYMEHTOB U KOJIMYECTBO JIUCTOB BHYTPEHHEN OMMCH.

BHyTpeHHAs omnMch JOKYMEHTOB J€fia IOJAMHUCHIBAETCS COCTABUTENEM C YKa3aHUEM
pacudpOBKH MOIIMTUCH, JODKHOCTH U TAThl COCTABIIEHHUS OTTHCH.

3aBepeHHasd COCTABUTENIEM BHYTPEHHAA ONMCHh JOKYMEHTOB J€fla MOJKJIEHBAETCS 3a
BEPXHUH Kpal K BHyTPEHHEH CTOPOHE JIMLIEBOM YaCTH OOJI0XKKH JIeTa.

10.2.7.JIOKyMEHTBI, COCTABIAIOINMUE JICIIO, MOAIMHUBAIOTCS HA YETHIPE MPOKOIA B TBEPIYIO
OOJIO’KKY W3 KapTOHA WIIM TIEPETUIETAFOTCS C YYETOM BO3MOMKHOTO CBOOOJHOTO YTEHHUS TEKCTa
BCEX MOKYMEHTOB. [Ipu moAroToBke Aen K MOMMIHUBKE (TIEPETUIETY) METATUTMUECKHE CKPETIICHUS
(OymaBKH, CKPENKH) U3 JOKYMEHTOB YIAJISFOTCS.

Jlema BpemeHHOTo (0 10 7T BKIMOYHMTENTHHO) XPAHEHWS IOIMYCKAETCS XPAHHUTh B
CKOPOCHIMBATENAX, HE MPOBOJAUTH MEPECUCTEMATHU3ALMIO JOKYMEHTOB B JEJE€, JIMCTHI JEla HE
HYMEPOBATh, 3aBEPUTEIbHBIE HAAMMCH HE COCTABIIATS.

10.3. YHU4YTOKeHHEe JOKYMEHTOB U JeJ1 ¢ UCTEKIIMMHU CPOKAMHU XPAHEHMUSsI
10.3.1. Hactosme# WMHCTpyKIMEH yCTaHABIMBAETCA TOPAJOK OTOOpPA JOKYMEHTOB C
HCTEKIIMMHU CPOKAMHM XPAHEHHA K YHHUYTOKCHHIO, MOPAJOK COCTABICHHA AKTOB O BBIICIICHUH
JOKYMEHTOB K YHHUYTOKEHHUIO, HX COTJIACOBAHHA U YTBEPKICHUA.
10.3.2. Hacrosmen MHCTpyKIMEN yCTaHABIUBAETCSA, YTO:
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-pe3ynIbTaThl 0TOOPa JOKYMEHTOB K YHHYTOKCHHIO, CPOKH XPAaHEHHA KOTOPBIX UCTEKITH, 34
COOTBETCTBYIOIIMHA TIEPHOJ BPEMEHH O(OPMISAIOTCS AKTOM O BBIACIIEHHH JOKYMEHTOB K
yanaroxkenuto (Ilpunoxenne 23);

-JIe7Ia BKIIFOYAKOTCA B AKT, €CJIM YCTAHOBJIEHHBIN JJIs1 HUX CPOK XPaHEHHU UCTEK K 1 AHBaps
roJia, B KOTOPOM COCTABJICH aKT (HampuMmep, 3akoHdeHHbIe B 2014 roxy aena ¢ 3-NeTHAM CPOKOM
XPaHEHHUs MOTYT OBITh BKIIFOUEHBI B aKT, COCTABIIEHHBIN He paHee 1 suBaps 2018 1.);

-aKT O BBIJEICHUM K YHUYTOXXEHHIO JOKYMEHTOB, HE MOJJICKAIIMX XPAHCHHIO, Kak
MpaBwWjIo, coctaBiierca Ha nena Bcero KUIIY (mpm >TOM jgenma Kakaoro CTPYKTYPHOTO
MOAPA3AEIECHUS COCTABIAKT CAMOCTOATENBHYIO IPYIITY 3aroJIOBKOB, 4 3arOJIOBKH OJHOPOJHBIX
AeT, OTOOPAHHBIX K YHHYTOKEHHIO, MOTYT OBITh BHECEHBI B aKT IMOJA OOMIMM 3arojOBKOM C
YKa3aHUEM KOJIMYECTBA eI, OTHECEHHBIX K JAHHOU TPYIIIIE);

-0TOOpP JAOKYMEHTOB K YHHYTOKEHHIO M COCTABJICHHE aKTa O BBIIEJICHHH JTOKYMEHTOB K
YHHYTOKEHHUIO ITPOU3BOAUTCS MOCIIE COCTABIEHUA CBOAHBIX OMMCEU € MOCTOSIHHOIO XPAHEHUS
3a 3TOT K€ TepHO. (OMTMCH M aKThI paccMaTpuBaroTes Ha 3acemannn OK KUITY);

-cornacoBanHble DK KHUIIY akTel yTBEp:KIAIOTCA PEKTOPOM TOJBKO IMOCIE YTBEPKACHHS
OIIK TI'ockomapxuBa onucel Jei1 MOCTOAHHOTO XPaHEHHS,

-TIOCIIE YTBEPKAECHUA PEKTOPOM AKTOB O BBIJCIICHHMH JOKYMEHTOB K YHHUYTOKCHHIO JIEIIa
mepeaTces Ha rmepepadoTky (YTHIH3AIMIO) TO0 TPHEMO-CAATOYHOM HAKIAAHOW, B KOTOPOH
YKa3bIBAIOTCS AaTa MePeadn, KOJMIECTBO CIABAEMBIX JIET U BEC OYMaKHOH MaKyJIaTypslI (TTOCTe
YHUUTOKEHUSA 1en B HomeHknatype aen KUITY npoctaBiseTcs otMeTka «YHUUTOXKEHO. CM. aKkT
oT... Ne ...» ¢ yKa3aHHeM JODKHOCTH, ()aMUIIHH, TIOATHMCH JIMIA, OTBETCTBEHHOTO 34 TEpenaqy
JIEN HA YHAYTOKEHUE, U TaTHL.

10.4. IloaroroBka u nepeaaya 10KyMEHTOB B AapXUB

10.4.1.B apxus KUIIY nepenmarorca aena ¢ UCHOJHEHHBIMH JOKYMEHTAMHU MOCTOSHHOTO,
BpeMeHHOTO (cBbime 10 neT) XpaHeHHWs W TO JUYHOMY cOCTaBy. WX mepemava mpoOW3BOAMTCS
TOJIBKO 110 orucsM e ([lpunoxenus 24, 25, 26, 27).

10.4.2 Jlena ¢ UCTIONMTHEHHBIMH JOKYMEHTAMH TIOCTOSHHOTO B BpeMeHHOTO (cBbIme 10 mer)
xpanenus nepenarorcs B apxus KUIIY He no3gnee yem depes Tpu roga nocie Ux 3aBEpUICHUS B
JEJIONPOU3BOJCTBE.

10.4.3.lena Bpemennoro (10 10 et BKIIOYUTENBHO) XpaHeHus nepeaaye B apxus KUITY
He noasekat. OHU XpaHATCA B CTPYKTYPHBIX MOJAPA3AEICHUAX U MO0 UCTEYEHUH CPOKOB XPAHEHUS
MOJIEKAT YHUUYTOKEHUIO B YCTAHOBJIIEHHOM ITOPSIAKE.

10.4.4 Ilepenaua nen B apxms KUIIY ocymectBnseTcs mo rpaduky, COCTABICHHOMY
apPXHBOM M COTVIACOBAHHOMY C PYKOBOJUTEISIMH CTPYKTYPHBIX noapasacieHuit u Y JIK.

10.4.5.B nepuon mMOATOTOBKM A€M CTPYKTYPHBIM MOJIPA3AEICHHEM K INEpeavye B apXHB
KUITY paGoTHMKOM apxuBa MPEABAPUTEIHHO TPOBEPSIETCA MPABHIBHOCTh WX (POPMHUPOBAHMA,
opopMIIEHHST W COOTBETCTBHE KOJIHMYECTBA JEJI, BKIFOYCHHBIX B OIHWCH, KOJMYECTBY M€,
3aBEJCHHBIX B COOTBETCTBHM ¢ HOMeHKIaTypou nen KHUIIY. Bcee BeIiBIEHHBIE ITPpH NMPOBEPKE
HEJOCTaTKH B (HopMHUpPOBaHWK U OGOPMIICHHH €71 PAOOTHHUKHA CTPYKTYPHOTO TOIPA3ACTCHUS
00s13aHBI YCTPAHUTB.

10.4.6.Ilpuem kaxgoro pnena mnpousBogutrcsa apxusapuycom KHUIIY B mpucyrcrsum
pabOTHHKA CTPYKTYPHOTO moapasneneHus. [Ipu 3TOM Ha 00OHMX HK3EMIUIIPAX OMHCH TPOTHB
KQKIOro JeNa, BKIOYEHHOTO B HEE, ACIAETCA OTMETKA O HAIM4YMM JAeja. B KoHIe kaxmoro
SK3EMIUIAIPA OMUCH YKAa3bIBAIOTCA IM(PpPaMU W TPOMHUCHI0 KOJTHMYECTBO (PAKTHUECKH TPHUHATHIX
JieN, Jara npueMa-nepesadu Ael, a Takke noanucu apxusapuyca KUIIY u nuia, nepenasmero
Jena.
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HPUJIOKEHUA
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PexBHU3MTBHI 1OKyMeHTA

ITpunoxenue 1
K MHCTpYKUMH 10 AEIOMPOU3BOICTBY
B 'BOYBO PK KUITY

HaumeHoBaHHe peKBU3HTA Koa pexBusuta
I'ep6 (T'ocynapcTeennsrii repd Poccutickoli denepanuy, 01
repb cyObekTa Poccuiickoit denepanuu
DmMbeMa 02
ToBapHbIil 3HaK (3HAK OOCITYKUBAHMSI) 03
Kox hopmbl nokymenTa 04
HaumenosaHue opraHuzanuun 05
HaumeHoBaHU€e CTPYKTYPHOrO NOAPA3AEICHUS — 06
aBTOpa TOKYMEHTA
HaumeHoBaHH€e NOHKHOCTH JIMLA — aBTOPA JOKYMEHTA 07
CripaBo4HbIE JaHHBIE 00 OPTaHU3ALNH 08
HaumeHnosanue Buja JOKYMEHTA 09
JlaTta nokymeHTa 10
PernctpalinOHHBII HOMEpP AOKYMEHTA 11
Ccbuika Ha perucTpalMOHHBIN HOMEp U JaTy NOCTYIUBILIEro 12
JOKYMEHTa
Mecto cocrasyieHus (M30aHMsI) JOKYMEHTA 13
I'pud orpaHnyueHUs 1OCTyMA K TOKYMEHTY 14
Anpecar 15
I'pud yTBEp)KACHUS TOKYMEHTA 16
3aroJIoBOK K TEKCTY 17
TekcT noKkyMeHTa 18
OTMmeTKa O MPUJIOKEHUU 19
I'pud cormacoBanmst JOKyMeHTa 20
Busa 21
Ilonnuce 22
OTtmerka o0 3JIEKTPOHHOH MOAIMHICH 23
Ileuats 24
OTtmeTka 00 HCTIOIHUTEE 25
OTMmeTKa O 3aBepeHUH KOMHUU 26
OTMeTKa O MOCTYIUIEHUH JOKYMEHTa 27
Pesomronus 28
OTMmeTKa O KOHTPOJIE 29
OTMeTKa O HalpaBJIeHUU JOKYMEHTA B JIEJIO 30
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IpunosxeHue 2
K MHCTpYKUMH 10 AEIOMPOU3BOACTBY

B 'BOYBO PK KUITY
Cxema pacmnoJsiosKeHHUsl peKBHU3HUTOB
U IpaHMIbI 30H HA popMaTe A4 NPoOa0JILHOrO 0J1aHKA
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ITpunosxeHue 8
K MHCTpYKUMH 10 AEIOMPOU3BOACTBY

8 FTBOYBO PK KUITY
O0pa3zeu opopmiieHus: aKTa
TI'ocynapcTBeHHOe Or01:KETHOE YTBEPXKJIARO
o0pa3oBaTe/ibHOE yupesKaeHHe PykoBoauTens opranusanuu
BbICILIEr0 00pa30BaHUs Jlnunas /Pacimdposka/
Pecny6smku Kpbim MO ITUCH
«KPBIMCKUU UHKEHEPHO- Hata
HNEJATOI'MYECKHUU
YHUBEPCUTET»
AKT
« » 2018 r. Ne
r. Cum¢epomorb
3a201080K K MEeKCM) HAYUHACMCS] C
omeema Ha 60NPoC «o 4em? (0 Kom?)»
OCHOBAHME: . . . ...ttt ettt et e e e e et e et
CocTaBneH KOMHCCHEMN:
[Ipencenarens: nokHOCTh  W.O. Gamunus
YsneHnsl koMHCCHH: AO0DKHOCTE U.O. @amunus
nomkuocts HM.O. @amunus ...
[IpucyrctBoBanu: pomwkHocTh M.O. @amunus ...
TEKCT
CocrasieH B SK3EMIUIIPAX:
-1 5K3. — Ky1a, KOMy
2-UDOK3. — ... ...
[TpunokeHue: HAUMEHOBAHHUE IOKYMEHTA HA 1.B 3K3.
Ipencenarens: JInyHasi noANuUcChH N.0. ®amunus
YieHbl KOMMCCUH: JInyHasi noANuUcChH N.0. ®amuaus

C aKTOM 03HAKOMIICHBI:
JIOJDKHOCTH JInuHbIE OAMUCH N.0. Gamunmmun
« » 20 T
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Ipunosxenue 9
K MHCTpYKUMH 10 AEIOMPOU3BOACTBY
B 'BOYBO PK KUITY

IMEPEYEHD
AOKYMEHTOB, MOAJIEKALIMX YTBEPKIACHUI0

AKTBI (TIPOBEPOK W PEBU3WH, TPHEMa 3aKOHYCHHBIX CTPOUTEIBCTBOM OOBEKTOB,
000pyIOBaHHSA, CIIUCAHMSA, SKCIIEPTU3bI, TIEPEJAYH JETT, THKBHIALIMH TTOIPA3ACTCHUH U T.1.);

JloroBopel (0 TPOHM3BOJACTBE PabOT, MATEPHAIIBHO-TEXHHYECKOM CHAOKEHHUH, AapeH/e
MOMEIIEHUH, O TOCTABKAX, MOAPSAIAX, HAYYHO-TEXHHYECKOM COTPYIHHYECTBE, MATEPHAIBHOU
OTBETCTBEHHOCTH H T.11.);

3amanusa (HA TPOCKTHPOBAHHE OOBEKTOB, TEXHUYECKHUX COOPYKEHUH, KAMUTAIBHOE
CTPOUTENBCTBO, HA TPOBEICHHE HAYYHO-HCCIIETOBATENBCKUX, MPOEKTHO- KOHCTPYKTOPCKUX H
TEXHOJIOTHYECKUX PAOOT, TEXHUYECKHUE H T.11.);

WucTpyKimu  (OJDKHOCTHBIE, 1O  ACIIOTIPOM3BOJCTBY, TEXHHUKE  OE€30MAaCHOCTH,
BHYTPEHHETO TPYAOBOTO PACTIOPSIIKA U T.1.);

HopmatuBel  (pacxoma  MarepwanoB W JJIEKTPOSHEPTHH,  TEXHOJIIOTHYECKOTO
MPOEKTUPOBAHUS, YUCIIEHHOCTH PAOOTHUKOB H T.1.);

OT3bIB BeAyIEH OpraHU3aIH O TUCCEPTALMOHHON PadoTe;

OTueTsl (0 HAYYHO-HCCIIEAOBATENIBCKAX PA00TaX U T.1.);

[lepeunn (THUMOBBIX AOKYMEHTOB, oOpasyrommxcs B aestenpHocTH KUITY ¢ ykazanmem
CPOKOB XpaHEHHUS JOKYMEHTOB H T.I.);

[Inaspl (MPOEKTHO-M3BICKATENBCKUX W HAYYHO-HCCIIEAOBATENBCKUX PaOOT, BHEIPECHHUA
HOBOW TEXHHUKH, TI0 KAaIMUTATHBHOMY PEMOHTY, Pa0OTHI KOJUIETHH, HAYYHO-TEXHHYECKOTO COBETA,
Y4eHoro cosera u T.11.);

[Tomosxenus (o0 crpykrypHoM noapasaenennu KUITY, mepenmenoBannn v T.1.);

[Iporpammsl (mpoBeeHUS paOOT U MEPOTIPUATHH U T.11.);

Pacrmcanue 3aHATHIT 0OYYAFOTIMXCS, YUEOHBIH TIIaH,

Pacrienku Ha IPOU3BOACTBO PadoT;

CMmeTsl (pacxoloB Ha COJEpKAHHE ammapara yYIOpaBIEHHUS, 3JaHUH, TOMEIICHHH,
COOPYKEHHUH, HCTTONTb30BaHus cpeacTs porma KOV, Ha kanmuTambHOE CTPOUTENBCTBO U T.10.);

CTpykTypa ¥ IITaTHAS YUCITCHHOCTH;

Tapudnsie craBkuy;

[raTHbIE pacTiicaHUsA U U3MEHEHHS K HUM.
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ITpunoxenue 10
K MHCTpYKUMH 110 AEI0NMPOU3BOACTBY
B 'BOYBO PK KUITY

HEPEYEHD
AOJKHOCTHBIX JIML, Ybsl MOANHUCH 3aBepsieTcsi rep0oBoii Ne4aTbio

1. PekTop

2. Ilpopexropsl

3. Ilpeacenarenu quccepTaMOHHBIX COBETOB

4. JI0JDKHOCTHBIE JIULA, UMEIOLIUE MPAaBO MOAMUCH JOKYMEHTOB IO JOBEPEHHOCTH PEKTOPA
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ITpunosxkenue 11
K MHCTpYKUMH 10 AEIOMPOU3BOACTBY
B 'BOYBO PK KUITY

IIpumepHbIil nepeyeHb 10KYMEHTOB, HA KOTOPble CTABUTCS rep0oBasi neyaTb

AKTBI TIpHE€Ma CTPOUTENTBHBIX 00BEKTOB, 000PYIOBAHHS, BRIITOJIHEHHBIX PA0OT, CIIUCAHMUS,
SKCIEPTHU3bI U T.[.

JIOBEpEHHOCTH Ha TMOJYYEHHE TOBAPHO-MATEPHAIBHBIX LICHHOCTEH, BEIEHUE JE€N B
apOuTpake u T.1I.

JloroBopel O MaTepHalbHOM OTBETCTBEHHOCTH, IIOCTaBKaX, MOPAAKaX, HAy4YHO-
TEXHUYECKOM COTPYAHHUYECTBE, APEH/IE TIOMENICHNUH, O IPOU3BOICTBE PAOOT U T.1.

3asBkH HA 000PYIOBAHUE, H30OPETCHHS H T. .

3asBIIEHUS HA AKKPEIUTHB, 00 OTKA3€ OT aKIENTa U T.1.

[Tuckpma rapaHTHIHBIE HA BBHITIOJTHEHUE PA0OT, YCIIYT U T.JI.

[lopyuenust Oro/uKeTHBIE, OAHKOBCKWE, TEHCHOHHBIC, IUIATEKHBIE, HA TOJIYYCHHE U
MEPEBOJI BAJIOT, HA UMIIOPT H T.A.

PeecTprr yekoB OIOKETHBIX TOPYUYEHHH, TIPECTABIAEMBIX B OaHK.

Cmera pacxomoB Ha OOy4YeHHE, HA KANBKY/SIMIO K JOTOBOPY, HA KAIMTAIbHOE
CTPOMUTENBCTBO U T.1.

CrpaBKH JHMMHTHBIE, O BBIIJIATE CTPAXOBBIX CYMM, HCIIONB30BAHAN OFOKETHBIX
ACCUTHOBAHUM Ha 3apIUIaTy, O HAYMCIEHHOW U MPUYMTAIOLIEHCS 3apIyiaTe U T. 4.

JIOKYMEHTBI 7151 HAUHUCTIEHUS TIEHCUH

Yeras KUITY

3aKTOYEHHS W OT3BIBBI Ha JUCCEPTALIMU U aBTOpEdepaTs

CHnHCcKH Hay4YHBIX TPYIOB

JIOKYMEHTBI, HalpaB/IsIEMbIE B BHICHIYIO aTTECTALIMOHHYIO KOMUCCHIO

BrImmuckn w3 poTOKOJIOB 3aceTaHus Y YEHOTO COBETA, KOH(EPEHIMH, 3aceqaHui kadeap,
CBSI3aHHBIX C 00CYKIEHHUEM TUCCEP TALIHH

HcnomHUTENBHBIE TUCTHI

OOpa3upl OTTUCKOB TEYaTeW W MOANMHCEH PaOOTHUKOB, MMEIOIMUX IPABO COBEPIICHHUS
(hMHAHCOBO-XO3MUCTBEHHBIX OTIEPALIHH

[IpencraBmeHus 1 xogaTaicTBa (0 HArpAKACHUH OPACHAMH U METAIAMH U T.1I.)

[TonoxkeHue 0 CTPYKTYPHBIX MOAPA3ACTEHUAX

[IpoToKOBI (COTTaCOBAHUS IUIAHOB TOCTABOK, BBIABIKEHHS HAPOIHBIX 3aceqaTeNicd H
T.JI.)

CornanieHust, TpyIOBbIE COTTIALIEHUS

JIMMIIOMBI ¥ IPUIIOKEHUS K HUM, aKaJIEMHUYECKHE CITPABKH, YIOCTOBEPEHHA

[IITaTHRIE pacUcCaHUs U U3MEHEHUA K HUM

CripaBKH 00YYarOIIUMCS AJI PEACTABIICHUS B BOEHKOMAT

ApXUBHBIE CITPABKH U aPXUBHBIE KOTTUH

CripaBKH Ha TOJTyYEHHUE CCYIbI B OaHKE

3asBKU HA KOHKYPC

[Tucepma B macnioptHoe otaeneHue OB/]

JIOKyMEHTBI Ha MOJTy4YE€HHUE 3arpaHnacnopTa

JIOKyMEHTBI HA TAMOKHIO

JIoroBOpsI Ha OIJIATy KOMMYHAJIBHBIX YCITYT

Cyera u cornmamenys Ha 00y4eHHE WHOCTPAHHBIX TPAKIAH

JloroBopa Ha IyIaTHOE OOY4YEeHHE, Ha OKa3aHUE JOT. 00Pa30BATENBHBIX YCIIYT

JloroBopa Ha OCYIIECTBIEHUE TEXHUYECKOTO HAA30pa
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Iponomxenue Ipunoxenus 11
K MHCTpYKIMH N0 AETONPOU3BOACTBY
B BOYBO PK KUITY

NHnuBuayansHbIe CBEICHUS B ICHCHOHHBIA (DOH/T
3asBlIEHUA O BbIAa4e MPUTIAIICHUS HA Bbe3] B Poccuiickyro Denepaiiuio
IIporokomnsl 3aceganuss HTC
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ITpunoxenue 12
K MHCTpYKUMH 10 AEIOMPOU3BOACTBY

8 [BOYBO PK KUITY
®opma COBMECTHOI0 MpHKa3a
I'ocynapcTBeHHOe Grom:KeTHOE ®enepasbHOE TOCYyAapCTBEHHOE
o0pa3oBaTe/IbHOE YUpesKJeHHe BbICIIero aBTOHOMHOe 00pa3oBaTe/IbHOE yUpexKIeHHe
o0pa3oBaHusi Pecny6.iuxku Kpbpim BbICLIEro 06pa3oBaHusl
«KpbIMCKHI HH}KEHEPHO- «KpbIMckuii ¢eaepabHbIi YHUBEpCUTET
neJaroru4ecKuil yHuBep cuTe ™ nmenu B.U. Bepnaackoro»
ITPUKA3

18.06.2018 Ne 01-06/379/154

Cumepornois
O (00) ....

TekcT mpukasa
Pextop I'BOY BO PK «KpbiMckuii Pextop ®PI'AOY BO PK «Kpbimckuii
HHKEHEPHO-MeAarorn4ecKuil (penepanbHbIil yHUBEPCUTET UMEHH
YHUBEPCUTET» B.!. Bepnaackoro»

N.0. ®amunaus N.0. ®amunus
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ITpunoxenue 14
K MHCTpYKUMH 10 AEIOMPOU3BOICTBY

8 FTBOYBO PK KUITY
O06pa3zeu odopmiieHns1 JOKIATHON 3aNUCKU
HaumeHoBaHUe CTPYKTYPHOIO
PYKTYP Aapecart
noapasaesieHust
« _» 20 1.
PE3OJIIOLUSA

JTOKJIATHAS 3ATINCKA

TEKCT

HaumMeHoBaHue A0/5KHOCTH JIluuHasg noanuch N.0. Pamuius
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ITpunosxenue 15
K MHCTpYKUMH 10 AEIOMPOU3BOACTBY

8 TBOYBO PK KHITY
O06pa3zeu opopmiieHus ciyxkeOHOM 3aNMHUCKH
HaumeHoBaHMe CTPYKTYPHOTO Anapecat
noapasaejieHust
« » 20 1. PE30JIIOLIUA
CHIY/XEBHAA 3AIIMCKA
TEKCT

HaumMeHoBaHHE J0/I5KHOCTH JIluuHasa noanmuch N.0. ®amuius
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ITpunosxenus 17

K MHCTpYKUMH 10 AEIOMPOU3BOACTBY

8 FTBOYBO PK KUITY
®opma UTOTOBOI 3aMUCH K HOMEHKJIaType AeJ
NTOT'OBASA 3AIIUCH
O KATEIOPUAX N KOJIMYECTBE JEJI, 3ABE/IEHHBIX B roagy
B 'BOYBO PK KHUITY
B ToMm umncne
IIo cpokam xpaHeHust Bcero I x ¢ OTMETKOM
epexos «ITK»

1 2 3 4
ITocToaHHOTO
Bpemennoro (cBbimie 10 mer)
Bpemennoro (mo 10 ner
BKJTFOUHTEJTHHO )
HUTOTO:
HavanpHuk
VIPaBIeHHUS JOKYMEHTO000POTa
U KOHTPOJIA JInyHas moamuch N.0O. Gamunus
« _» 20
Uroroseie ceeacHusa nepegansl B apxus KUITY
ApxuBapuyc JInunas noanuce N.0. ®amunus

« » 20
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ITpunoxenue 18
K MHCTpYKUMH 10 AEIOMPOU3BOACTBY
B 'BOYBO PK KUITY

®opMa HOMEHKJIATYPbI Ae/1 CTPYKTYPHOr0 NoApasaesieHust

I'bOYBO PK KUITY
HanmenoBanue noapasaeneHus

HOMEHKIJIATYPA JIEJI

« _» 20 r. Ne

r. Cumdeporonb

Ha roJ

3aroJsioBok Kon-Bo
Nupexc Cpoxk xpaHeHus 1 IIpumeuyanue
aeaa(TomMa, 4acTH) TOMOB
aesa CTAThS MO0 MePeYHI0
1 2 3 4 5
HasBanue cTpykTypHOro noapas3acieHus

HanmMmeHnoBaHHue TOTKHOCTH
PYKOBOIUTENSA MOAPA3ACIIEHUAA JInyHasg moamuch HN.0O. Gamunus

Apxusapuyc KUITY Jlnynas noanmce N.0. ®amunus

« » 20 T.
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ITpunoxenue 20
K MHCTpYKUMH 10 AEIOMPOU3BOACTBY
B 'BOYBO PK KUITY

JUCT-3ABEPUTEJIb AEJIA Ne

B nmene moamuto M MPOHYMEPOBAHO

mcToB, (dpaMu u

MTPOTTHCHIO )

B TOM YHCIJIC:
JUTCPHBIC HOMCPATHUCTOB

MPOMYIIEHHBIE HOMEPA JIMCTOB

+IIMCTOB BHYTPEHHEH OIUCH

OcobeHHoCcTH (PU3HUECKOT0 COCTOSIHUSI Homepa
u popMupOBaHuU aeJia JIUCTOB
1 2
HanmMmenoBaHue TOTKHOCTH
paboTHUKA JlnuHas moAnuUCH N.0O. Gamunus

« » 2018 r.
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ITpunosxenue 21
K MHCTpYKUMH 10 AEIOMPOU3BOACTBY

B BOYBO PK KUITY
@®opMa BHYTpPEHHEH ONMCH J0KYMEHTOB JeJia
BHYTPEHHSAA OIIUCH
JTOKYMEHTOB €1I. Xp. No
No ii/m HUnnexe Jlata 3arojaoBOK Homepa nuctos
JTOKYMEHTa JTOKYMEHTa JTOKYMEHTa el Xp IIpumeyanue
1 2 3 4 5 6
Hroro IOKYMEHTOB
(undpamu U TPOMHUCHIO)
KonnuecTBo MMCTOB BHYTPEHHENH ONUCH
(mudpaMu 1 IPOMHUCHIO)
HanmeHnoBaHue TOMKHOCTH JTHILIA,
COCTaBUBILIETO BHYTPEHHIOK) OIHUCH
JOKYMEHTOB JIeJIa JInuHas moammuch HN.0O. ®amunus

« » 2018 r.
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ITpunoxenue 22
K MHCTpYKUMH 10 AEIOMPOU3BOACTBY
B 'BOYBO PK KUITY

06]333611 AKTa 0 BbIACJICHUH K YHUITOKCHUK JOKYMEHTOB, HE NMMOAJICKAINNUX XPAHCHU)

TI'ocynapcTtBeHHoe 0r01:KeTHOE 00pa3oBaTesibHOE YUpexKaeHe BbIcLIero o0pa3oBaHusi
. Pecny6siuku Kpbim .
«KPBIMCKUU UH KEHEPHO-IIEJATOI'MYECKUU YHUBEPCUTET»

YTBEPKIAIO

HaumeHoBaHUe J0/IKHOCTH PYKOBOAUTEJISI
Jnunast noanucs M.0. ®amunuga

« » 2018 r.

AKT
O BBIACJICHHUHU K YHUYTOXKCHUIO JOKYMCHTOB, HC IMMOAJIC)KAIIIUX XPaHCHUIO

« » 2018 r. Ne

Ha ocuoBanunu

(Ha3BaHME W BBIXOJHBIC JAHHBIEC TIEPEYHS TOKYMEHTOB C YKa3aHUEM CPOKOB MX XPAHEHH)

O0TOOPAHHBIX K YHHUTOKEHHIO KaK HE UMEIONIHE HAYYHO-HCCIIEI0BATENBCKON IEHHOCTH H
YTPaTUBLINE TTPAKTHYECKOE 3HAYCHUE TOKYMEHTHI (hoHIa No

(nazBanme oHaA)

Cpoxu
Hunexcer P
Jara XpaHEeHHUs
3aronoBok aena
aena . Kom-BO aena
Jena uim Howmepa omuceii | (Toma,
No . WTH Jen (ToMma,
TPyIIOBOM . (HOMEHKIIaTypa) | YacTH) H [Tpumeuanue
17Ar KpaiHue (TOMOB, | YacTH) U
3aroJ0BOK 3a ToJ1(BI) No nena N
JaThI yacTer) | HOMepa
aena o
aen Jena 1o
OTIHCH
OTIHCH
1 2 3 4 5 6 7 8
Hroro Jen 32 TOJIbI
(umdpamu 1 IPOTTUCHIO)
Omnmcu Aerm TOCTOSTHHOTO XPAHEHHUS 32 TOABI YTBEPIKJACHBIL, a IO IMYHOMY
cocraBy cornacoBansl ¢ JIIK [NocynapcrsenHoro apxusa Peciyonmuku Kpsiv (ipoTokom
0T« » 2018 r. Ne )

HanmMmeHoBaHHE NOJDKHOCTH JIHIIA,

MPOBOJAUBIIETO SKCIIEPTU3Y

LICHHOCTH JOKYMEHTOB JInuHasg moamuch HN.0O. Gamunus
« » 2018 r.
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IIpogomxerue Ipunoxenusa 22
K MHCTpYKIMHK N0 IETONPOU3BOACTBY

8 'BOYBO PK KUITY
COI'JTACOBAHO
IIporokon DK KHUITY
OT « » 2018 r. Ne
JIOKYMEHTBI B KOJIHYECTBE JEN, BECOM
(tdpaMu 1 TIPOTTUCHIO )
KT C/IaHBI B
(HaMMEHOBaHME OPTAHHU3ALINH)
Ha TiepepabOTKy N0 MPUEMHO-C/TATOYHON HAKJIAHOM OT Ne
HanmeHnoBaHue TODKHOCTH paOOTHHKA
OPTraHU3aLMK, CIABIIETO TOKYMEHTHI Jlnunag nognuce  UM.0O. Gamunus

HN3meHeHUs B YUCTHBIC TOKYMCHTBI BHCCCHBI.

HaunmeHnoBaHue JTOMKHOCTH

pabOTHHKA BEJOMCTBEHHOTO apXHBa (CITy»KOBI

JETOTIPOU3BO/ICTBA ), BHECIIETO N3MEHEHHS

B YYETHBIE JJOKYMEHTHI Jlnynas nogmuces M.O. Gamunus
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ITpunosxenue 23
K MHCTpYKIMH 10 AETOMPOU3BOICTBY
B 'BOYBO PK KUITY

Oo0pa3ewn oopmiieHHsI TUTYJIBHOIO JIMCTA OMUCH J1eJ1 MOCTOSIHHOTO CPOKA XpPaHEeHUsI

I'ocynapcrBennslii apxus Pecnyosmkun Kpbim
MHUHHUCTEPCTBO OBPA30OBAHNA, HAYKHN U MOJIOJAEXHU PECITYBJINKHU KPbIM

TI'ocynapcTBeHHOe 0101:KeTHOE 00pa30BaTe/IbHOE YUpexKAeHHe BbICIIEro 00pa3oBaHust
Pecnyoankn Kpbim

«KPBIMCKHH MHKEHEPHO-IEJATOIT'MYECKA YHUBEPCUTET»
DOOH/L Ne P-5566
OIINUCDH Ne
Z€JI TIOCTOSIHHOTO XPaHEHUs

3a I.
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ITpunoxenue 24
K MHCTpYKUMH 10 AEIOMPOU3BOACTBY
B 'BOYBO PK KUITY

O0pasewn onucH e MOCTOSIHHOTO XpaHeHMsI

YTBEPXKJIARO

PexTop

JIuunasi noanucs NU.0. ®amunusi

2018 r.
®oHg Neo
OIINCDH Ne
JIEN MOCTOSAHHOTO XPaHEHUS
3a rof
3aros0Bok JlaTta Koa-o
JINCTOB B
Ne n/m | HUHpaekc aena aesa(Toma, aea(Toma, Ipumeuyanue
aesie(Toma,
4acTH) YacTH)
4acTH)
1 2 3 4 5 6
Haszsanue pasaena
B nanHbI pasaen onucu BHECEHO eI,
(tdpaMu ¥ TIPOTTUCKHIO )
¢ No mo Ne , B TOM 4HCJIE:
JUTEPHBIE HOMEPA:
MPOMYIIEHHBIE HOMEPA!
HanmMmeHoBaHHue TOTKHOCTH
COCTaBUTEIA JInaxasg nmoamuch HN.0O. Gamunusa
« _» 2018 .
Apxusapuyc KUITY Jlnunas noammce N.0. ®amunusa
« _» 2018 .
COI''TACOBAHO YTBEPXAIO
[Iporokon DK KHUITY IIporokon DIIK I'ockomapxusa
PecnyOnmku Kppim

OT«__ » 2018 r. Ne OT « 2018 r. Ne
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ITpunosxeHue 25
K MHCTpYKUMH 10 AEIOMPOU3BOACTBY
B 'BOYBO PK KUITY

Q0pa3sen onvucu aeJa BpeMeHHoro (eenimre 10 jger) xpaneHus

YTBEPKIAIO
PexTop
JInunast nognuch U.0. ®amunus
«_» 2018 r.
®oHa Neo
OITUCDH Ne
nen BpeMeHHOTo (cBbime 10 neT) XpaHeHus
3a roj
Kon-Bo
3aro/ioBok
Hara nena JIUCTOB
Hupexc aesia
Ne ni/n (Toma, B AeJjie Mpumeyanue
aesa (Toma,
4acTH) (Toma,
YacTH)
4acTH)
1 2 3 4 5 6
HaszBanue pasnena
B nanHbI pasaen onucu BHECEHO eI,
(tdpaMu 1 TIPOTTUCHIO )
¢ No mo Ne , B TOM 4HCJIE:
JUTEPHBIE HOMEPA:
MPOMYIIEHHBIE HOMEPA!
HanmMmeHnoBaHue TOTKHOCTH
CocraBurens JluaHas moamuch HN.0. Gamunua
« » 2018 r.
Apxusapuyc KUITY JInunas noanuce N.0. ®amunus
« » 2018 r.
COI'NTACOBAHO YTBEPX/IAIO
[Iporokon DK KHUITY IIporokon OIIK I'ockomapxuBa
PecnyOmuku Kppim
0T«  » 2018 r. Ne OT«  » 2018 r. Ne
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ITpunoxenue 26
K MHCTpYKUMH 10 AEIOMPOU3BOACTBY

8 TBOYBO PK KHITY
O0pasewn onucH e Mo JTMYHOMY COCTaBY

YTBEPXKJIAIO

PexTop

JIuunasi noanucs NU.0. ®amunusi

« » 2018 .
®oHa Neo
OIIUCH Ne
AETT TI0 JIMYHOMY COCTaBY
3a T,

Koa-Bo
3aroy10BOK Harta
JINCTOB B
Ne ni/n Nuaexc nena | agena(roma, aea(Toma, Ipumeuyanue
aesie(Toma,
YacTH) 4acTH)
4acTH)
1 2 3 4 5 6
HaszBanue pasnena

B mannBIM pasznen onucu BHECEHO JETL,

(umdpamu 1 IPOTTUCHIO)
¢ Ne o Ne

, B TOM 4HCJIE:

JUTEPHBIE HOMEPA:
MPOMYINEHHBIE HOMEPA!

HammMmenosanue

NMOJKHOCTH COCTABUTEIIS JInuHasg moammch HN.0O. Gamunus

« » 2018 1.

Apxusapuyc KUITY JInunas noanuce N.0. ®amunus

« » 2018 1.

COI'JTACOBAHO VTBEPXAIO

[Iporokon DK KHUITY IIporokon DIIK I'ockomapxusa
PecnyOnmku Kppim

OT « » 2018 1. Ne OT « » 2018 1. Ne




