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NHCTPYKIUS N 1.01.01-2018
IO AEJOIIPOU3BOJACTBY

1 O01ue moJioKeHus

1.1 Hacrosmas MHCTpYKIMs YCTaHABIUBAET:

- €IMHYI0 CUCTEMY JEJIONPOU3BOJCTBA B YHUBEPCUTETE;

- IPaBWJIBHOE U CBOEBPEMEHHOE UCITOJHEHUE PACHOPSAUTENBHBIX JOKYMEHTOB U
NOPYYEHHU  BBIIIECTOSIIMX  OPraHOB B COOTBETCTBUHM C  JICUCTBYIOLIUM
3aKOHOJATEIbCTBOM;

- OpraHu3ali0 y4yeTa, PEerucTpaludu, KOHTPOJsS HCIHOJHEHHUsA, oOpaboOTKu u
NOATOTOBKHU JOKYMEHTOB;

- MOPSAOK Pa3MHOKEHUS JOKYMEHTOB, UX CHUCTEMAaTH3ALMIO, MOATOTOBKY IS
CIa4yM B apXUB, XpAHEHUS U UCTIOJIb30BaHUS;

1.2 Hacrosmast ”HCTPYKITUS 110 JEIOMPOU3BOACTBY B YHUBEPCUTETE pa3paboTana
B COOTBETCTBHUH 3aKOHOJaTenbcTBOM Poccuiickoit denepanuu B cdepe nHpopMaiu,
JOKYMEHTAallM¥, AapXWBHOIO Jeda, a Takke B COOTBETCTBUM C IPHKA30M
Muno6pazoBanusi Poccun ot 24 utomns 2000 r. Ne 2286 «O0 yTBepKICHUH TPUMEPHON
UHCTPYKLUMU TIO  JEJONPOM3BOJACTBY B  BBICHIEM Yy4eOHOM  3aBEACHUM» U
«Haumonanenbli  crangapt Poccuiickoit ®enepanuu. Cucrema CTaHIApPTOB 1O
uHpopmaluy, OUOIMOTEUHOMY M M3JaTeldbCcKOMy  jAeny.  OpraHu3alMOHHO-
pacnopsiiutenbHas qokymeHTanus. TpedoBanus k opopmienuto gokymentos» 'OCT P
7.0.97-2016.

1.3 B nacTosimieit MHCTpyKIIMY UCIIOJIB3YIOTCS CIEAYIOIINE OCHOBHBIE TOHATHUSA:

apxuB (CeKTOp apxuBHOro oodecnedenusi): CTPyKTYpHOE TMOJpa3AciICHUE
YHUBEPCHUTETA, OCYLIECTBISIIONIEE XPAHEHUE, KOMIUIEKTOBAHUE, YUYET U UCIOJIb30BAHUE
apXUBHBIX IOKYMEHTOB.

0JIaHK JokyMeHTa: Jluct Oymaru WM 3JIEKTPOHHBIN Ia0JIOH C PEKBHU3UTAMH,
UACHTU(PUIUPYIOMKUMHU aBTOPa OPHUIIMATEHOTO TOKYMEHTA.

BU3a: PeKBU3UT, BbIpaXKarolluil corjacue (Hecoryiacue) AOJKHOCTHOTO JUla C
COJIep>KaHUEM JIOKYMEHTA.

BKJIIOYeHHe fokyMeHTa B CO/I: OcymiecTBieHue neiCTBHM, 00€CIIeYnBarOIINX
pa3sMElIEHUE CBEICHUM O JOKYMEHTE W JOKYMEHTa B CHCTEME DIJIEKTPOHHOTO
JOKyMEHTO000poTAa.

aesqo: J[OKyMEHT WM COBOKYNHOCTb JIOKYMEHTOB, OTHOCSIIUXCA K OJHOMY
BOIIPOCY WJIM YYACTKY JE€ATEIbHOCTH, TOMEUIEHHBIX B OT/ACIBHYIO 00JIOXKKY.

AeJIONPON3BOAUTE/Ib: PAaOOTHUK, OTBETCTBEHHBIH 3a BEJICHUE JEIONPOU3BOICTBA
B YHUBEPCUTETE (CTPYKTYPHOM MOJIPA3ICICHUN).

AeJONPOU3BOACTBO: JlesTenbHOCTh, oOecmeunBaronas JOKyMEHTHPOBAHUE,
JOKYMEHTOOOOPOT, UCTIOJIB30BAHUE U ONIEPATUBHOE XPAHEHUE JOKYMEHTOB.

AOKyMeHT: 3aduKCUpOBaHHAs HAa HOCHUTENE HACHTU(UUUpyeMas WHGOpMaLus,
CO3JaHHasl WM TOJyYEHHAas YHUBEPCUTETOM M COXpaHsieMas KM B KayecTBE
MOJITBEP>K/ICHUS TIPABOBBIX 003aTENLCTB WIH JEIIOBOM €S TEIbHOCTH.

AOKYMeHTaJbHbIii (oHA: COBOKYNMHOCTh JIOKYMEHTOB, OOpa3ymoIIUXCS B
NEeATEIbHOCTH YHUBEPCUTETA.
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AOKYMEHTO00OPOT: JBMKEHHE JIOKYMEHTOB B YHHMBEPCUTETE C MOMEHTA HUX
CO3/IaHUSI WK MOJyYEeHUS IO 3aBEPILCHUS UCTIOTHEHUS WK OTIPABKHU.

AOKYMEHTOIOTOK: COBOKYINHOCTh JOKYMEHTOB OJHOI'O BUJA WJIA HA3HAYCHMS,
UMEIOIIUX OOLIUI MapIIpyT.

A0CTYN (K AOKYMEHTY): BO3MOXHOCTbh M YCIIOBHS MOJYYEHHUS], HCIOJIb30BAHMS
NOKYMEHTA.

3aBepeHHasl Komusi JAoKyMmMeHrta: Komms [T0KyMeHTa, Ha KOTOpOW B
YCTAHOBJIICHHOM  MOPSIAKE  IMPOCTABJIEHBl  PEKBU3UTHI,  OOECHEUYMBAIOIIUE €€
IOpUINYECKYI0 3HAUUMOCTb.

uHpopmannonnas cucrema: COBOKYIMHOCTh COJAEpXkaIieicss B 0a3zax JaHHBIX
uHpopManuu U obOecreynBarouMx ee 00paboTKy HMH(GOPMALMOHHBIX TEXHOJOTUH U
TEXHUYECKUX CPEJICTB.

HCNOJMHUTENb: PabOTHUK yHHBEpPCHUTETa, B 30HE OTBETCTBEHHOCTH KOTOPOTO
HAaXOAMUTCS CO3JaHHE TMPOEKTa [OKYMEHTa, ero oQopMmJeHHE, COTJaCOBaHHUE U
MIPEICTABICHUE HA MTOANUCH PYKOBOJCTBY.

KOHTEeHHEP 3JJEeKTPOHHOI0 [JOKyMeHTa: OJICKTpOHHasi Tmamnka B Buue ZIP-
apXyBa, BKJIIOYAIOIIAS DJICKTPOHHBIM JIOKYMEHT, BKIIIOYAasi €ro METaJaHHble, H
oOecreunBaoias I1eJIOCTHOCTh AJIEKTPOHHOTO JOKyMEHTa MpHU €ro Imnepenaye Ha
XpaHEHUE.

KOHTpoJibHasi cymma (gaina/manku): 3HaYeHUE, PACCUUTAHHOE IO HAOOPYy
JAHHBIX IIyT€M [PUMEHEHUS OINPEACICHHOTO alIropuT™Ma M HCIHOJb3yEMOE IS
IPOBEPKHU LIEJIOCTHOCTU JAHHBIX IIPU UX MEPEIAU€e NI XPAaHEHUHU.

KONHUS [JOKYMEHTa: OK3EeMIUIAp JOKYMEHTA, MOJHOCTBIO BOCIPOU3BOISILIMMA
nH(}OpMAIUIO MOAJIMHHNKA TOKYMEHTA.

KOppecnoHAeHIUA: [[OKyMEHTBI, COCTABIISIIOLIIME MEPENUCKY MEXIY OpraHaMu
BJIACTH, TOCYJAPCTBEHHBIMU U HETOCYNAPCTBEHHBIMU OPTaHU3aAUSIMH, (PU3UIECKUMU
JULAMH.

JOKaJNbHbIA HopMaTuBHbIH akT (JIHA): HopmartuBHbIM axT, W3gaHHBIN
PEKTOPOM YHUBEPCUTETA WJIM UHBIM YIIOJTHOMOYEHHBIM UM JIUIIOM, YCTAHABJIMBAKOIINI
(M3MEHSIONINI, OTMEHSIOIIMI) MpaBuUilia, HOPMBI, TpPEOOBaHUS, HaIpaBJIEHHbIE Ha
perjlaMeHTalMI0 YIpaBiIeHYeCKOr, (PUHAHCOBOM, KOMMEPUYECKOU, MPOU3BOACTBEHHO-
XO3SIMCTBEHHOU U UHOM JEATEIIbHOCTA YHUBEPCUTETA.

MapmpyT AokyMeHTa: I[lociaenoBaTenbHOCTh OIEpalUdi, COBEPIIAEMBIX C
JOKYMEHTOM B MPOLIECCE €ETO CO3/IaHUS U UCIIOTHEHUS.

HOMeHkJyaTypa aeda: CucTeMaTU3UPOBAHHBIM TMEPEUYEHb 3aroJiOBKOB e,
CO37]aBa€MbIX B YHUBEPCUTETE, C YKA3aHUEM CPOKOB UX XPaHEHUSI.

o0beM gokyMeHTOOOOpoTa: KoinuecTBO JOKYMEHTOB, BKIIOYEHHBIX B
JIOKYMEHTOOOOPOT 3a ONpPEAEICHHBIN NEPUO1 BpeMeHHU (MeCSIL], MOJIYyTOIue, TOI).

onepaTUBHOE XpPaHeHHE JOKYMEHTOB: XpaHEHUE JOKYMEHTOB B CTPYKTYPHOM
MOApa3IeICHUHU 10 UX MEePE/Iaud B ApXUB YHUBEPCUTETA UM YHUUTOXKECHUSL.
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OIKCH /IeJI CTPYKTYPHOI'O NMOAPA3AeJeHUsA: Y UYECTHBIN JOKYMEHT, BKIKOYAKOIIUN
CBEJIEHUS O JieNiaX, CPOPMUPOBAHHBIX B CTPYKTYPHOM TOJPA3/ICICHUN U TOIJISKAITAX
nepeavye Ha XpaHEHUE B apXUB YHUBEPCUTETA.

OPraHM3alMOHHO-PACIOPSAANTEIbHAA AOKYMEHTALUSA: Komneke
JOKYMEHTOB, 00ECIIEUMBAIOIIUX peaau3alnio GQyHKIUNA YIPABICHUS] YHUBEPCUTETOM.

opopmuienne aesa: [loaroroska gena Kk nepegaye Ha apXUBHOE XPaHEHUE.

opopmienune gokyMmeHTta: IIpocTtaBieHue Ha JOKyYMEHTE HEOOXOAMMBIX
PEKBU3UTOB.

nepBuYHasi  0o0padoTKa  JOKYMEHTa  (OKCHeJULIMOHHAsE  00padoTKa
nokymeHnTa): Kommuiekc paboT, BRIMOTHAEMBIX ¢ JOKYMEHTOM IPH €ro MOCTYIUICHU! B
YHUBEPCUTET (MPOBEpPKA MPABUIBHOCTU aJPECOBAHUS, 1IEJIOCTHOCTH, KOMILUIEKTHOCTH U
Ap.).

ne4yarb: YCTpPOMCTBO, coaepiKallee KIuWIIe, KaKk MpaBUo, KPYyriod (OpMsl,
HCIIOJIb3YEMOE MJISl 3aBEPEHUs COOCTBEHHOPYYHOU MOAMKMCH JOJDKHOCTHOTO JHUIAa Ha
JOKYMEHTE MMyTeM HaHECeHMs OTTHCKa KJIMIIE Ha Oymary.

MOAJMHHMK JOKYMeHTAa: [IepBblil M €qUHCTBEHHBIN YK3EMIUISP JOKYMEHTA.

noanucanue (nokymenrta): Crnoco0 yJIOCTOBEpEHMsSI ITOKYMEHTa MOAMKUCHIO
JOJKHOCTHOTO JIUIA, pa0OTHUKA YHUBEPCUTETA, PUINYECKOTO JUIIA.

PEruCTPALMOHHBI  HOMEpP JAOKYMEHTAa (PerMCTPAUMOHHBIA  HMHIEKC
nokymenTa): l[ludpoBoe unu OykBeHHO-IMPpoBoe 0OO3HAUYEHHUE, MPUCBAUBAECMOE
JOKYMEHTY B LIEJISIX €ro UACHTU(PUKALIMK U YUEeTa.

perucrpanusi 1I0kymMeHTa: [IpucBoeHrne NOKYMEHTY PETHCTPALMOHHOTO HOMEpPA
U 3aIUCh CBEACHUN O TOKYMEHTE B PETUCTPALIMOHHO-YUETHYIO (popMmy.

pe3osaronusi: PexBU3UT, coaepkaluii yKa3aHWs JOHKHOCTHOIO JMIA IO
VCIIOJIHEHUIO JOKYMEHTA.

PEKBU3UT JOKYMEHTAa: DOJIEMEHT JOKYMEHTa, HEOOXOMUMBIH ISl  €ro
o(opMmIIeHHS U OpraHU3aIK PabOThI C HUM.

cucremMa JoKymMeHTanuu: COBOKYIHOCTb BUIOB IOKYMEHTOB, B3aUMOCBSI3aHHBIX
N0 TMpU3HAKaM Ha3Ha4YeHMs, cepbl AESITEIbHOCTH W €AMHBIX TpeOOBaHUN K HUX
ohOopMIICHUIO.

CHCTEMA JJIEKTPOHHOIr0 JA0KyMeHTooOopoTra, CIJI: ABTOMaTHM3MpOBaHHAA
uH(pOpPMAIIMOHHAsT CHUCTEMa, OOECIEeYHMBAIONas BKIIOUEHHE JIOKYMEHTOB B CHUCTEMY,
yIpaBJEHUE JOKYMEHTaMU, ONIEPATUBHOE XPAHEHUE U JJOCTYM K HUM.

COrJIACOBAHME TIPOEKTAa JOKYMEHTa (BU3MpPOBaHMe): AHaIU3 MPOEKTa
JOKYMEHTA  3aMHTEPECOBAHHBIMU  OpraHU3alUsAMH, JOLKHOCTHBIMM  JIMIIAMH,
CHEeIHATUCTAaMH B IIEJIAX OLIGHKH IIeJIeCOO0pa3sHOCTH U3JaHUS JOKyMEHTa H
COOTBETCTBHS MPOEKTa JOKYMEHTA JEHCTBYIOLIEMY 3aKOHOJATEIbCTBY W JIOKAJIbHBIM
HOPMATHBHBIM aKTaM.

CPOK XpaHeHHMs TOKYMeHTOB: lleprosn BpeMeHH, B T€UEHHE KOTOPOTO JIOKHO
00€ecreunBaThCsl XpaHEHUE JOKYMEHTa B COCTaBE JIOKYMEHTAJIbHOIO WJIM APXUBHOI'O
donma.
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YHHUYTOKEHUE JOKYMEHTOB: lICkitoueHue NOKYMEHTOB M3 JOKYMEHTAIBHOIO
WIK apxuBHOro (OHIA IO UCTEYCHHWH CpPOKa HUX XpaHEHHs C MOCIEAYIOIUM
YHUYTOXKEHUEM (YTHIIM3ALUECH ).

yTBep:kaeHue qokymeHTa: Crnocod ya0CTOBEpEHUs JOKYMEHTA U BBEICHUS €T0
B JICHCTBUE, CAHKIMOHUPYIOIIMN pPacOpOCTpPAHEHUE JACHUCTBHUS JOKYMEHTa Ha
onpeeleHHbINA KpyT OpraHu3alui, nopa3aeieHuil, pabOTHUKOB.

¢popmupoBanue pgesa: BxiroueHHE HMCHNONHEHHBIX JOKYMEHTOB B JIEJIO B
COOTBETCTBUM C HOMEHKJIATYPOM JIEIL.

INTAMII: YCTPOWCTBO, COJEpIKalllee KIUIIE, KaK MpPaBUJIO, NPSMOYTOJbHOU
dbopmbI, TSI HAaHECEHUsT Ha Oymary OTMETOK CIY»KEOHOTO, CIpPaBOYHOTO, yYETHOTO
Xapaxkrepa.

IKCIEPTH3Aa LEHHOCTH IOKYMEHTOB: lI3ydeHue NOKyMEHTOB Ha OCHOBAaHHH
KPDUTEPUEB HUX LEHHOCTM B LEIAX ONPENEIICHUS CPOKOB XPAaHEHUS IJOKYMEHTOB H
oT0opa uX i BKJIIOUEHUs B coctaB ApxuBHoro ¢onna Poccuiickoit @eneparui.

3J1eKTPOHHAs Komusi JokyMeHTa: Komusi nokymeHTa, co3iaHHas B HUQPPOBOIA
dhopme.

3JIeKTpOoHHass mnoanuchb: WMudopmanus B 3yekTpoHHOM (opme, KoTopas
OpUCOEIMHEHAa K Jpyrod uHdopMmanuu B AJIEKTPOHHOH (opme (moamuchiBaeMoi
uHdopMalMi) WIM HHBIM 00pa3oM CBsi3aHa C Takoll uHdopmamued U KoTopas
UCIIOJIb3YETCS JIJIsl OTPEEICHUS JIMIIA, TOAMUCHIBAIOIIETO HH(OPMAITHIO.

3JIEKTPOHHOE /1eJ10: DJIEKTPOHHBIN JOKYMEHT WMJIM COBOKYIHOCTh 3JEKTPOHHBIX
JOKYMEHTOB, CBS3aHHBIX B 0a3e JaHHBIX MH(POPMALMOHHON CHUCTEMBI C OJIHUM U3
3aroJ0BKOB HOMEHKJIATYPBI €.

JJIEKTPOHHBIA JTOKYMEHTO0000pPOT: YIpaBiI€HUE JOKYMEHTAMU B YCIOBHSIX
NPUMEHEHUS WH(OPMALIMOHHBIX TEXHOJIOTHIA.

3J1eKTPOHHBbIN J0KYMeHT: JIOKYMEHT, CO3JaHHBIN B SJIEKTPOHHOH (opMe.

1.4  OTBETCTBEHHOCTh 33 COCTOSIHUE, IPABUJIBHOE BEICHHE JIETONPOU3BOJICTBA
U COXPAaHHOCTh JOKYMEHTOB B CTPYKTYpPHBIX MojpasaeneHusx (Ha kadeapax, B
MHCTUTYTaX, (GakyJabTeTaxX, YIOpaBICHUSIX, OTJAeNax, LEHTpax) BO3jJaraerci Ha HUX
PYKOBOJIUTEIIEH.

HenocpencTBeHHble UCTIOTHUTENM SIBIISIIOTCSI OTBETCTBEHHBIMU 3a COOJIIOJICHUE
TOM 4acTH JEJI0NPOU3BOJICTBA, KOTOpAsi OTHOCUTCS K KPYTy X 00sI3aHHOCTEH.

1.5 PykoBonurenu CTPYKTYPHBIX NOAPA3AEIHEHUN B BOIIPOCAx
JEIONPON3BOICTBA:

- o0ecreunBarOT CBOEBPEMEHHOE M MPAaBUIBLHOE BBHIIOJIHEHUE MOPYUYECHUN U
pPacCHOPSAAUTENBHBIX JTOKYMEHTOB BBIIIECTOSAIINX OPraHOB, COBETA By3a U JPYIUX
JOKYMEHTOB;

- JOKJIaJIbIBAIOT B OTAEN JTOKyMEHTOOOOpOTa M apXMBHOTO OOECIEYCHHS O
XO/JI€ BBINIOJIHEHHSI IAaHHBIX UM ITOPYYEHUI;

- o0ecne4ynBaroT COXPaHHOCTH OTJIOKUBLINXCS B TEKYLIEM
JEJIONPON3BOACTBE JOKYMEHTAJIBHBIX MAaTEpPUAJIOB BIUIOTH JO CHAYM MX B apXUB
YHUBEPCUTETA;
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- MPUHUMAIOT MEPbl K COKpAIICHWIO IEpPENUCKH, HE JOIycKas €€ 10
BOIIPOCaM, KOTOPbIE MOXHO PEIIUTh MYTEM JINYHBIX MIEPErOBOPOB MIIH IO TeNIeOHY.

1.6 Jlns MOBBILIEHUS KAayecTBAa M ONEPATUBHOCTU PaOOThl C JIOKYMEHTAMH,
aBTOMAaTU3allMM  IIPOLIECCOB  JCJIONPOMU3BOACTBA M BEIEHUSA  DIIEKTPOHHOTO
JOKYMEHTOO0OpOTa B  YHUBEPCUTETE HA3HAYalOTCSd OTBETCTBEHHbIE JIMIA B
CTPYKTYPHBIX IIOJpa3EICHUAX.

1.7 PyKOBOICTBO M KOHTPOJIb 3a IIPABUJIBHBIM BEJICHHUEM JIEJIONPOU3BOJICTBA B
YHUBEPCUTETE M €ro JaJbHEHIIEe COBEPUICHCTBOBAHME BO3JIAracTcsli Ha OTACI
JOKYMEHTOO0OpOTa M AapXMBHOI'O OOECIEUEHUs YHHMBEPCUTETA. YKa3zaHus OTxAesa
JOKYMEHTOO0OpOTa ¥ apXMBHOTO OOECHeYeHHs IO BOMpOcCaM OpraHU3aluu
JEJIOMPON3BOACTBA 00SI3aTENbHBI JIJIs1 BCEX COTPYIHUKOB YHUBEPCUTETA.

1.8 Conepxanue CiIykKeOHBIX JOKYMEHTOB HE MOJICKUT pasriameHuro. C HUM
MOTYT OBITH 0O3HAKOMJICHBI TOJIBKO JIMIA, UMEIOIIHE HEMOCPEICTBEHHOE OTHOIIECHUE K
VCIIOJIHEHHIO 3THX JOKYMEHTOB.

1.9 Ilpm yxome B OTHYCK, OTBhE3A€ B KOMAHIUPOBKY WJM YBOJbHEHUU
COTPYOHUK 00s13aH IepenaTb [0 YKa3aHUIO PYKOBOJAUTENS  CTPYKTYPHOTO
NOJpA3ACICHUs] BCE YHUCIALIMECS 33 HHUM JIOKYMEHTBl JAPYyromMy paOOTHUKY WM
COTPYIHMKY JEJIONPOU3BOACTBA, KOTOpPBIE JOJDKHBI IPHUHATH MEpbl K  HX
CBOEBPEMEHHOMY HCIIOJIHEHUIO.

IIpy  yBONBHEHMH WM  IEPEMEIICHUM  OTBETCTBEHHOIO 3a  BEJICHHUE
JIEJIOIIPOU3BOACTBA, TPOU3BOAUTCS IIepeaada el U JTOKYMEHTOB, O YEM COCTaBJISETCS
IPUEMO-CAATOYHBI aKT, KOTOPBIM YTBEPKIACTCA PYKOBOAUTEIEM CTPYKTYPHOTO
MO/Ipa3ieIeHuUs

1.10 BHOBb TpHUHATBIE COTPYAHUKH AOJKHBI OBITH JI€TATbHO O3HAKOMIICHBI
PYKOBOJICTBOM  COOTBETCTBYIOIIETO  MOApA3JeieHHs] CO  CTPYKTypod  By3a,
YCTAaHOBJIEHHBIM  MOPSJAKOM  pabOThl, HHCTPYKIHEH 1O  JCIONPOU3BOACTBY,
HOMEHKJIATYpOH A€ U AOJHKHOCTHBIMU MHCTPYKIUSMU.

2 Opranusanusi J0KyMeHT0000poTa

2.1  JIokyMeHTOOOOpOT BKJIFOYAET BCIO IOCIEIOBATEILHOCTh IMEPEMEIICHUI
JOKYMEHTOB, a TakKXXe OIEpallid, COBEpIIacMbIe C JTOKYMEHTaMH B IMPOIECCE HX
CO3JIaHMsSI W HCIOJHECHMS (TOJIydYeHHUe, OTIpPaBKa, MPEABAPUTEIHLHOE PACCMOTPEHUE,
perucTparysi, pacCCMOTPEHHE PYKOBOIUTEIIEM U JIP.).

2.2 lenp opraHu3zanuy JOKYMEHTOOOOpOTa - OOeCredYeHrne CBOEBPEMEHHOTO
NPUHSATHUS YIPABICHUYECKAX PEIICHUH M MX HMCIOJHEHHS. 3aiadya JOKyMeHToo0opoTa -
OpraHu30BaTh JIBIDKEHHE JIOKYMEHTOB IO HAaWMEHEe KOPOTKOMY IyTH C
MUHUMAIBHBIMU ~ 3aTpaTaMH TpyAa H BPEMEHH, B YCJIOBUAX DJICKTPOHHOTO
JOKyMEHTO000pOTa - 00eCmeuuTh IOCTYN K JOKyMeHTaMm mosb3oBatensim COJl B
COOTBETCTBUU C MPEJOCTABICHHBIMU UM IIPABAMH.
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23 B ycunoBusax mnpumenenus COJI B yHUBEpPCUTETE HCIOJb3YIOTCA
ANEKTPOHHBIE KOMUU JIOKYMEHTOB, TMOJYYEHHbIE B pE3yJbTaTe CKaHUPOBAHUS
JIOKYMEHTOB Ha OYMa)KHOM HOCHTEIIE.

2.4 Opranuzanyss JABWKEHUS JIOKYMEHTOB B  YCJIOBHUSIX 3JICKTPOHHOIO
JIOKYMEHTOOOOpOTa OCYIIECTBISAECTCS B COOTBETCTBUM C pPErIaMEHTUPOBAHHBIMU
MapiipyTaMmu, pa3padaTblBaeMbIMU YTpaBiIeHUEM HWH(POPMAIIMOHHBIX TEXHOJIOTHH H
OT/ICJIOM JOKYMEHTOOOOpOTa M apXHMBHOTO oOecrnedeHus. MapupyThl JBHKCHUS
OpraHU3alMOHHO-PACTIOPSIIUTENBHBIX JOKYMEHTOB JIOJDKHBI OBITH ONTUMAJbHBIMU IO
3aTpataM BpPEMEHH, HE JIOJDKHBI JIOMyCKaTh AyOJUPYIONIUX OIEepaluii U BO3BPATHBIX
JIBYKEHUH, HE 00YCIIOBICHHBIX JEI0BOM HEOOXOUMOCTHIO.

2.5 Opranuzanuss JTOKyMEHTOOOOpOTa  OCHOBBIBAETCS HA  CICTYIOIINX
MPUHILIANAX:

- LEHTpaIM3alus ONepaluii mo NpueMy U OTIPaBKE JOKYMEHTOB;

- pacnpeneneHue  JOKYMEHTOB  Ha  JIOKYMEHTONOTOKH,  MMEIOILINE
OJIMHAKOBBIA MapIIPyT (MapUIpyTU3AIUs JOKYMEHTOB);

- OpraHu3alys NIpPeaBAPUTEITLHOTO PACCMOTPEHUS BXOISIINX TOKYMEHTOB;

- WCKIIFOUCHHE BO3BPATHBIX JBMKCHUH JTOKyMEHTa, HE OOYCIOBICHHBIX
JIEJIOBOM HEOOXOIUMOCTEIO;

- OJHOKPATHOCTb PETUCTPALIUU IOKYMEHTOB;

- yCTpaHeHHE HEOOOCHOBAHHBIX COTJIACOBAHUH MTPOEKTOB JOKYMEHTOR;

— BPEMEHHAs pEerIaMEeHTAIlMsl Omepanuii Mo o0paboTke, PaCCMOTPEHUIO U
COTJIACOBAHUIO JIOKYMEHTOB.

2.6 B 10KyMeHTOOOOpPOTE€ YHHBEPCUTETA BBIACISIIOTCS JOKYMEHTOIIOTOKH:
BXojsiue (MOCTyMaroumMe) AOKYMEHTHI, HCXOJdiiue (OTOpaBiIsieMble) JIOKYMEHTHI,
BHYTPEHHHE [JIOKYMEHTBHl. B cocTaBe BXOJAIIMX © MCXOMSIIIUX JOKYMEHTOB
BBIJICIISIOTCS

- JOKYMEHTBl OpPraHOB TOCYJApCTBEHHOW BJIACTH, OPraHOB MECTHOTIO
CaMOYIIPABJICHUSI;

- ToKyMeHTHI (punmana B T.bopucornedcke;

- JIOKYMEHTBI U3 TOCYAaPCTBEHHBIX U HETOCYJaPCTBEHHBIX OPraHU3aIIHil;

- 3anpockl  genyrtaroB ['ocymapctBenHod Jymbl u  uneHoB CoBera
deneparuy, JEMyTaTOB  3aKOHOJATENIbHBIX  OpraHoB cyObekToB  Poccuiickoii
®denepaliv 1 OPraHoB MECTHOT'O CAMOYIIPABJICHUS;

- oOpallleHusI TpaXKJaaH;

- JOKYMEHTBl U3  TPABUTEJIbCTBEHHBIX W  HENPABUTEIbCTBEHHBIX
OopraHu3aluii 3apyOeKHbBIX CTPaH U APYTrUe TPYIIIbI JOKYMEHTOB.

2.7 JloctaBka M OTOpaBKa JIOKYMEHTOB B OpraHu3alldd OCYIIECTBIAIOTCS
CpeACTBaMH IOYTOBOM CBSI3H, (PEIbABETEPCKON U KYpPbEPCKOM CBSI3M, HAPOYHBIMH U
pPa3IMYHBIMU  BUJIAMH  DJIEKTPOCBsI3U  ((pakcumuibHas, Tenerpaduas, tenedoHHas,
AJIEKTPOHHAS MOYTa, MEKBEJOMCTBEHHAsi CHCTEMA B3aUMOJICCTBUS 3JEKTPOHHOTO
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JTOKyMEHTO000poTa ¢ MUHUCTEPCTBOM HAyKH M BhICIIero obOpaszoBanmsi Poccuiickoi
®enepanuu (MCB3/), CONN).

3 IIpuem 1 nepBuYHast 00padOTKaA JOKYMEHTOB

3.1 [Ilpu mpueme KOppecHOHACHIMU (B BUAE MHCEM, IMOYTOBBIX KapTOYEK,
Oanzmeposiei M  MakeToOB, TNEYaTHBIX  M3JaHUW, TejerpamMm, (akcorpamm,
tenedoHOrpaMM, SJIEKTPOHHBIX JIOKYMEHTOB M JJIEKTPOHHBIX KOMHUM JOKYMEHTOB)
OTIIeN JOKYMEHTOOOOpOTa W apXMBHOTO OOECIeYeHUs: MPOBEPSET COXPAaHHOCTh
YIAaKOBKH, KOMIUIEKTHOCTh W MPaBUIBHOCTh aapecanuu. OmuO0oYHO JOCTaBlIEHHAs
KOPPECHOHAEHIMS TEPECHUIAIOTCS M0 HA3HAYEHHIO WIIM BO3BPALLAKOTCS OTIIPABUTEITIO.

JIOKyMEHTBI, TMOCTYNHMBUIME B IOBPEXKICHHONW YIAaKOBKE, MPOBEPSIOTCS Ha
LEJIOCTHOCTh, B TOM YHCJIE HA HAINYUE MEXAHUYECKUX ITOBPEKACHUIA.

[Ipy mNOBpeXIEHHH BXOIALIErO JOKYMEHTa WM €ro NpHIOKEHUH, IpH
OTCYTCTBUM B KOHBEpTE (IIAKETE) TOKYMEHTa, €r0 4acTH WJIM MPUJIOKEHUN K HEMY, a
TaKXe NpHU OTCYTCTBUM IMOANUCH HA BXOJISIIEM JTOKYMEHTE COCTaBIISIETCS aKT B JBYX
AK3EMIUISIpaX Ha OYMa)KHOM HOCHUTEJIE, MOAMMUCHIBAEMbIA IBYMsI paOOTHUKAMH OTHENa
JOKYMEHTOO00pOTa U apXUBHOTO 00€CTIeUEHUS.

OnuH 3K3eMIUISIp akTa BMECTE C BXOASIIUM JIOKYMEHTOM U €r0 NMPUJIOKEHUSIMU
nepeacTcs Ha MpeIBapUTENIbHOE PACCMOTPEHUE WM PETUCTPALIO0, BTOPOM SK3EMILIIP
aKTa BBICBUIAETCS OTIPABUTENIO.

DNeKTpoHHasi KOMUs aKTa XPaHUTCA B OT/AeNIe TOKYMEHTOOOOpOTa U apXHWBHOIO
o0ecrneveHus.

[TouToBBIEe OTMpaBieHUs, HECTAHAAPTHBIE IO BeCy, pa3Mmepy, (hopme, UMeroliee
HEPOBHOCTH TI0 OOKaM, 3aKJIEEHHOE JIMITKOW JICHTOM, MEIOINE CTPAHHBIN 3aIlax, IBET,
MPEANOJIOKUTEIPHO HMMEIOIIME BJIOKEHHS, HE XapakTepHbIe JUIsI MOYTOBBIX
OTNpAaBJIEHUH, HE BCKpbIBAIOTCA. (O MOJYyYEHWH MOJO3PUTENBHOTO MOYTOBOIO
OTIIPaBJICHUS JOKJIAIbIBACTCS HAYaJIbHUKY OTIeNa JOKYMEHTOOOOpOTa M apXUBHOTO
oOecreueHurs U MOMOIIHUKY PEKTOPa, OTBETCTBEHHOIO 32 0€30MaCHOCTh YHUBEPCUTETA.

3.2 Koppecnonnenuusi, Tnojiy4aemass OTIAEIOM  JOKYMEHTOOOOpoTa U
apXMBHOrO oOecreyeHusi IMoj pacnucky (C HapO4yHbIM, 3aKa3Hasi, IlE€HHas),
3alMChIBAETCS B HAKJIAAHOM, II€ YKa3bIBAETCS TOPOJ, HOMEP 3aKa3HOTO WJIA LIEHHOTO
IOYTOBOTr'O OTIPABJICHUS U MOAPA3AEIECHNE, B KOTOPOE OHO MEPEIaHO.

3.3 Otnen [O0KyMEHTOOOOpPOTa M apXUBHOIO OO€CIEeueHHs BCKPHIBAET
MOCTYNUBIIYIO KOPPECIOHJCHIIMIO 3a HUCKIIOYEHUEM C HaJMNUChio "IMUYHO" W
aJpECOBAHHYIO HEMOCPEACTBEHHO B CTPYKTYPHBIE MOApa3AEICHUs, KOTOpas MepeaacTcs
aZipecaTy B YHaKOBKE C 00s3aTENbHON OTMETKOW Ha KOHBEPTE JaThl MOJIYUYECHHS, MPH
3TOM MPOBEPSIETCS MNPABWIBHOCTH IOCTABKH, IEJOCTHOCTh KOHBEPTOB W HAJIM4KE
BJIO)KEHHBIX B HHUX JOKyYMEHTOB. KoppecnoHAeHIUs, aJpecoBaHHAas COTPYAHUKY
yHHBepcuteTa (0e3 moMeTku "MMyHO') TakkKe BCKPBIBAETCS, TaK KaK B 3TOM KOHBEpTE
MOTYT HaXOJIUThCS CITy>KEOHBIE JOKYMEHTHI.
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34 B cayyae OTCYTCTBUS NPWIOXKEHUH, YKa3aHHBIX B IOJyYEHHOM
JOKYMEHTE, WJIA HECOOTBETCTBHSI HOMEPOB, MHJEKCOB Ha KOHBEPTE BO BIIOKEHHOM
JOKYMEHTE OTAENd JOKYMEHTOO0OpOTa M apXUBHOrO oOecnedeHus aenacT o0 3ToM
3aluch Ha 00OpOTE MEPBOrO JIMCTAa JOKYMEHTA, 3alpOoC O BBICBUIKE HEIOCTAFOIIUX
JOKYMEHTOB zienaet ucnoynnutens (Ilpunoxenue 1).

3.5 KosBeprsl OT NOCTyNMBLIEH KOPPECHOHACHLIMHM COXPAHSAIOTCI U
IIPUKJIAJABIBAKOTCS K JOKYMEHTY:

- €CJIM JaTa OTIPABKU UM OOpaTHBIM apec yKa3aHbl TOJIBKO Ha KOHBEPTE;

- €CJI J1aThl MOJINMUCAaHUSl JOKYMEHTAa M €ro OTIPAaBKM HMEIT OO0JIbLIOE
Pacx0KJIeHUE BO BPEMEHH;

- €clii KOHBEPT HEOOXOAMM B KayeCTBE OMNPABIATEIbHOIO JOKyMEHTa K
pacxozam II0 o1uiaTe KOppecnoHAeHIMN. Bo BceX OCTaNbHBIX CIy4dasX KOHBEPTHI ITOCIE
IIPOBEPKHU YHUUTOKAIOTCS.

3.6 IlosyueHHast OTHIENIOM JIOKYMEHTOOOOpOTa M apXMBHOIO oOecreueHus
KOPPECIIOHAEHIINS, aAPECOBaHHAs HENMOCPEACTBEHHO B CTPYKTYPHBIE MOJpa3/EIICHHUS,
nepenaeTcs yepes3 MouToBble AIUKA. OTBETCTBEHHBIE 3a ITOJYyYEHNUE KOPPECIIOHACHIINH,
IIPOU3BOJST BBIEMKY JOKYMEHTOB HE MEHEE JABYX pa3 B J€Hb U3 IIOYTOBBIX SIIMKOB U
EPENAIOT HAa PACCMOTPEHHE PYKOBOJMUTEIIO  CTPYKTYPHOTO  IOJApa3JEICHUS.
IIpaBUTENBCTBEHHAsT KOPPECIOHACHIUS, TEIETPAMMBl U JIpyrue CPOYHbBIE TOKyMEHTa
JOCTaBJISIIOTCS  a/ipecaTaM HEMEMJIEHHO C yKa3aHHEeM Ha 00OpOTe JaTbl U BPEMEHU
JOCTABKHU.

KoppecnonaeHnus, nosiydeHHass COTPYIHMKAMU YHUBEPCUTETa NPHU JIUYHOM
npUeMe TOCETUTENIeH WM TOCEIICHUN IPYTUuX YUYPEKACHUH U yuyeOHBIX 3aBeICHUH,
JOJKHA OBITh TMEpefaHa Al COOTBETCTBYIOLIETO O(OPMIICHUS M y4yeTa HE TMO3JHee
clieAyIoniero padouero JHs B OTAEI JJOKyMEHTO000pOTa U apXUBHOI'0 00ECIIeUEeHN .

4 Perucrpanus

4.1 KoppecnonaeHus, agpecoBaHHasi PEeKTOPY, MPOPEKTOPAM YHUBEPCUTETA
0e3 yKazaHMsl MOJpa3[elICHUsl, PErucTpUpyeTCsl B OTHEIEe JOKYMEHTOO0OpoTa M
apXUBHOTO  OO€cleYeHUs]  yHUBEPCUTETa, a  aJpPECOBAHHAasA  CTPYKTYpPHBIM
NOJPA3JIEICHUSM - B 3THX ITOAPA3/ICICHUSAX.

JIOKyMEHTBI, IOCTYNAKOUIME W3 JAPYTUX OPraHM3aluil HENOCPEICTBEHHO B
CTPYKTYpHBIE  NOJpa3felieHus, HO TpeOYIOLIUME pacCMOTPEHHUs PYKOBOJCTBA,
NEepeaoTCss Uil PErucTpaldd W NPEABApPUTEIIBHOIO PACCMOTPEHUS B  OTAEI
JOKyMEHTOO00pOTa ¥ apXUBHOTO 00€CIICUEHUHI.

Peructpanusi koppecnoHAeHIMH JOJDKHA OBITh OJHOKpaTHOW (B oOTaene
JOKYMEHTOO0OpPOTa M apXMBHOTO OOECHEYEHUS WM CTPYKTYPHOM TMOAPA3JICICHUHN).
IIpy 5TOM Ka)xabli BXOIAIIMNM JOKYMEHT ITOIYy4aeT PErUCTPAlMOHHBIA HOMEpP, KOTOPBIN
0oJiee HUT/IE HE TIOBTOPSIETCA.

OTMeTka O TOCTYIUIEHMH JOKYMEHTa CIYXHUT JUIs TOATBEPKIACHHS (akTa
NOCTYILJIEHUS TOKYMEHTA B OPTaHM3ALMIO0 U BKJIIOYAET ATy MOCTYIUICHUS U BXOIALIUN
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pETUCTpallMOHHBIA HOMEp AokyMeHTa. [Ipm HeoOXoauMocTH OTMETKa O MOCTYIUICHUU
MOJKET JOTOJHATHCS YKa3aHHMEM BPEMEHH MOCTYIUICHHS B YacaXx M MHHYTax M crocoba
JNOCTaBKU JOKYMEHTA.

OTMeTKka O TOCTYIUIEHHM JOKYMEHTAa MOXET MPOCTABIATHCS C IOMOIIBIO
ITamIa.

4.2 Bcs nocTynuBIIas B YHUBEPCUTET KOPpPECHOHAEHIMs peructpupyercs. He
NOJJIEKAT PETUCTPALIMU CIEAYIOIINE TOKYMEHTHI:

- aHKETHI (pe3toMe), HallpaBJIsieMble B LESAX TPYI0yCTPONCTBA;

- OyxraiaTepckue JOKYMEHThl (Oyxraintepckas OTYETHOCTh, CuUeTa, CcyeTa-
(bakTypbl, aKThl CBEPKH B3aUMOPACUYETOB, aKThl IPUEMKHU-TIEpEaul OCHOBHBIX CPE/ICTB,
TOBapHbIE€ HAKJIAIHBIE U JIP.);

- 'OCTbpl, TEXHUYECKUX PETIaMEHTOB, PYKOBOJSALIMX U JPYTUX JOKYMEHTOB IO
TEXHUYECKOMY PErYJIUPOBAHUIO U CTAaHAAPTHU3ALUY;

- rpaduKu, HapsAbl, 3asBKH, pa3HAPSIIKHY;

- TOKYMEHTHI (TIPOEKTHI JOKYMEHTOB), TPEOYIOINE MOANUCAHUS (COTJIACOBAHUSA,
YTBEPKJICHHUS ) U TIOCIIEYIOIIETO BO3BPATa;

- KOHKYPCHasl IOKYMEHTaIUs;

- HQYYHO-TEXHUYECKAs U MPOECKTHAS JOKYMEHTALINS;

- KOPPECHOHJCHIIMS, aJpecoBaHHAs paOOTHHMKAM OpraHu3aldd C [OMETKOU
"JInano";

- TeyaTHble W3AaHUs (KHUTH, >KYpHaJbl, Tra3eThl), KaTalord, TEeXHUYecKas
JUTEpaTypa, TeMaTHUECKUE U ClelIMaIbHbIe COOPHUKH, IJIAKATHI;

- TO3JpaBUTEIbHBIE THChbMA M TEJIETPAMMBbI, OJarofapcTBEHHbIE MHCbMa U
TEJErpaMMBbl;

- IPEUCKYPAHTHI,

- IPUTJIACUTEIIbHBIE OUIIETHI, PUTJIAILEHUS;

- IPOTpaMMbl KOH(PEPEHIINH, COBELIaHH;

- peKJIaMHbIE MaTepHaJIbl (IMCbMA, JINCTOBKH, MMPOCHEKTHI, OYKIETHI U AP.);

- yueOHbI€ TIJIaHbl, TPOTrPAMMBI;

- (popMbI 1 OJaHKHU, B T.4. POPMBI CTATUCTUYECKON U UHOW OTYETHOCTH.

Ecnm ykazaHHble [TOKYMEHTBHI MOCTYNWJIM C COMNPOBOAUTEIBHBIM ITHMCHMOM,
NYMCbMa  PETUCTPUPYIOTCS B MOPSAKE, YCTAHOBICHHOM  MHCTPYKLIHMEW MO
JEIONPOU3BOICTRY.

Peructpauus u 3anuch B y4eTHbIE (POPMBI MPOU3ZBOJUTCSA B JI€Hb MOCTYIUICHUS
JOKYMEHTA HJIM Ha CIeAYIOUUi pabounii 1eHb MPHU MOCTYIUICHUH TOKYMEHTOB B KOHIIE
pabouero nHs WK B Hepabouee Bpems.

Jnsa  ynobctBa  perucTtpaliii d  TMOHWCKAa  JIOKYMEHTOB  CTPYKTYPHBIM
Mo/Ipa3iesieHusIM NpucBanBaroTcs 1udpossie nHACKCH ([Ipunoxenue 2).

4.3 Ha HmxHEM HoJie NMEPBOM CTPAaHULBI IMOCTYNHMBIIETO JOKYMEHTa, a Ha
KOPPECHOHJEHUMN, HE  MOJJIeKAUlell  BCKPBITUIO, HAa  KOHBEPTE  OTAEI
JOKYMEHTOO0OpOTa M apXMBHOIO O0ECMEUYEeHMsI CTABUT IUTAaMI C YKa3aHHEM HHAEKCa
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oTheNna JOKYMEHTOOOOpOTa W apXUBHOTO OOECTeyYeHHs, MOPSIKOBOTO BXOJSIIETO
HOMEpPA U JAThI MOCTYIUICHHUS.

4.4 B CTpYKTYpHBIX MOAPA3ACICHUSIX PETUCTPALIMOHHBIA HMHIEKC CTAaBUTCS B
IpaBOM BEpPXHEM YIUIy NEpBOM CTpaHMIBI JOKYMEHTA M COCTOUT U3 HHJAEKCa
NoJIpa3/ieJICHUs U MOPSAKOBOTO HOMEPA BXOAIIETO JOKYMEHTA. 3/1€Ch K€ YKa3bIBACTCS
JaTa MOCTYIUICHHS IOKYMEHTA.

4.5 Ilpm HanMuuM CCHUIKM HA paHee [MOCTYNHBIIME  JIOKYMEHTHI,
PETUCTPUPYIOIIMI TOKYMEHT, YKa3biBaeT Ha 000pOTE€ HOMEpPA ITUX JOKYMEHTOB, JEJa,
B KOTOPBIX OHU MOJANIUTHI, U (PAMUIINIO UCTIOTTHUTES.

4.6 Peructpauus U 3amnMch MOCTYNHBIIEH KOPPECHOHJIECHLUWHU IPOU3BOAMTCS B
KypHasie yudera Bxojsmied koppecrnonaeHuuu mno ¢opme (IIpunoxenne 3) u B
PErMCTPAallMOHHO-KOHTPOJIBHOW KapTOUYKe JUIsl JOKYMEHTOB CTOSIIIMX HAa KOHTPOJIE
(ITpunoxenne 4). CBeaeHus O MOCTYNHUBIIEM JOKYMEHTE BHOCSTCSA B 3JIEKTPOHHYIO
perucTpauroHHyo kaprouky (OPK) CO/I.

4.7 JIOKyMEHTHI, TOCTYNHUBIIME Ha OyMaXHOM HOCHUTENE, CKaHUPYIOTCH,
AJIEKTPOHHAs Komusl JokyMeHTa Bkmtouaercs B COJ] um mpucoenunsiercs k OPK
JIOKyMEHTa.

4.8 KoppecnoHJieHIIMS Ha MHOCTPAHHBIX S3bIKaX, aJPECOBAHHAS PYKOBOACTBY
YHUBEPCUTETA, IOCIE PETrUcTpalud B OTAeNe JOKYMEHTOOO0OpOoTa M apXUBHOTO
oOecrieueHus TepeJaeTcss B  MHCTUTYT  MEXKIyHapoJHOro  oOpa3oBaHHUs U
COTpYJHHMYECTBA JJisl TMEpeBoJa M TMOCIEAYIOIIeH TMepefadyd Ha pPaccMOTPEHUE
pykoBojcTBa. MHasi KOppecHOHIEHIMS Ha HWHOCTPAHHBIX SI3bIKAaX TMEepenaercs Mo
Ha3HAYECHHUIO HEMOCPEACTBEHHO B CTPYKTYPHBIE MOAPA3ACIICHHUS.

S Ilepenaya 1OKYyMEHTOB Ha pacCMOTpeHHe

5.1 3apeructpupoBaHHasi KOPPECHOHAECHIMS B J€Hb MOCTYIUICHUS NEpeaacTcs
COTPpYIHWKAaMU OTAeNa JOKYMEHTOOOOpOTa H  apXWBHOTO OOeCleYeHus Ha
pPaccMOTpPEHHE PYKOBOJICTBA WJIM HEMIOCPEACTBEHHBIM UCIIOJIHUTENSM B COOTBETCTBUU C
YTBEPKJIECHHBIMU  JTOJDKHOCTHBIMU UHCTPYKIUSIMU u (GyHKUHOHATBHBIMU
00S3aHHOCTSIMHU.

5.2 Pe3ynbTarbl paccMOTpPEHHUs JOKYMEHTa PEKTOPOM  YHHBEPCHUTETA,
IPOPEKTOPAMH, PYKOBOAUTEIIAMHU MOAPA3ACICHUA 0()OPMIISIIOTCS B BUJIE PE3OJTIOIUU.

5.3 Pezononusi COAEPKUT yKa3aHHE IO WCIOIHEHUIO JOKyMeHTa. Pesomronus
odopmisieTcss Ha CBOOOHOM MECTE pabodero moJis JOKyMEeHTa, Ha OJJaHKE PEe30JTFOITUU
WJI BHOCHUTCS] HETIOCPEJCTBEHHO B CUCTEMY DJIEKTPOHHOTO IOKYMEHTOO0OPOTA.

Pezomomnust BKITFOUaeT: (pamMuinio, WHUIUMAIBl WCIONHHUTENS (UCIOJHUTENEH),
MOPYYCHHUE MO JTOKYMEHTY, NMPU HEOOXOIMMOCTH - CPOK HCIIOTHEHUS, MOIMUCH JINIIA,
BBIHECITIETO PE3O0JTIOIUIO, AaTy PE30TIOIUH.
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[Ipumep:
Haconosom T.B.
[lepeBo3uMkoBOM JI.C.
[Ipomy HOOTOTOBUTHL IIPOEKT
noroeopa k 05.10.2018 .
JIMyHasa nonnmchb
ITaTa

Ecnu wucnonmHuTeNneil HECKOJIbKO, TO MEpPBBbIM M3 YKAa3aHHBIX B PE30JIOLUU
ABJISIETCS] OTBETCTBEHHBIM 32 UCTIOJHEHUE BCETO TOKYMEHTA.

OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE W MPaBUIBLHOE HCIOJIHEHUE 3aJaHusl B
PaBHOM CTENEHU HECYT BCE YKa3aHHBIE B PE30JIOLIMH UCTIOTHUTEIH.

5.4 Csenenust o pe3oJoUMH (MCIOJHUTENb, COJEPKAHHE MOPYUYEHUs, CPOK
WCIIOJTHEHUS) COTPYJIHUKOM OT/AeNa JOKYMEHTOOOOpOTa M apXHMBHOTO OOecreyeHus
BHOcsTCs B OPK C3Jl, mocne yero MCHONHUTENM MOIY4YalOT JOCTYN K 3JIEKTPOHHOMY
JOKYMEHTY WJIM OJJIEKTPOHHOM KOINWU JOKYMEHTA, €CJIH JOKYMEHT HOCTYIHJ Ha
OyMa)XHOM HOCHTETIE.

5.5 JIOKyMeHTBI, TOCTYTAOMKE Ha OyMa)KHOM HOCUTEJIE, TIOCIIE UX PETUCTPAIIHH,
BimroueHus: B COJl B BHJIE DJIEKTPOHHBIX KOMHMA W PACCMOTPEHHUS PYKOBOJCTBOM
NepenaTcsi B COOTBETCTBYIOLIME CTPYKTYpPHBIE MOJApa3/efieHuss Ha HcHojHeHue. B
Cllyyae Ha3HAUYEHUsI HECKOJBKUX HCIIOJHMUTENCH, MOJIMHHUKU BXOASIINX JTOKYMEHTOB
NepealnTcsl OTBETCTBEHHOMY HCIOJHUTEN0, a OCTAJIbHBIM HCIHOJHUTENSAM KOIUU
JIOKyMEHTa.

5.6 VcnonuuTenb 00s13aH €XKEeIHEBHO MPOCMATPUBATH MOCTYNUBIIHNE JOKYMEHTHI
B CHCTEME OJJIEKTPOHHOTO JIOKYMEHTOOOOpOTa, O3HAKOMUTHCS C MOCTYNMHUBIIUMU
JOKYMEHTaMU U BBIIETUTH T€ U3 HUX, KOTOPbIE TPEOYIOT CPOUHOTO UCIIOTHEHHUS.

5.7 Ilepemaya KOpPpECHOHAECHIHMM M3 OJHOIO CTPYKTYPHOIO IOJPAa3JICIICHHS B
Apyroe, ¢ 00s3aTebHON OTMETKOM 00 3TOM B xkypHaie u B COJ] mpou3BOAUTCS TOIBKO
C pa3peulieHus] peKTopa WU MPOPEKTOpa COTPYAHUKAMHU OT/eNa TOKyMEHTO000poTa U
apXUBHOTO OOeCTeueHusl.

5.8 Ilepenaya NOKYMEHTOB Ha MCIOJHEHHE OCYLIECTBISETCS 4epe3 MOYTOBBIC
SIIAKA ¥ B CHCTEME JIEKTPOHHOTO ToKyMeHTooOopoTa (CO/I).

6 Cpoxu UCIOJTHEHHSI JOKYMEHTOB

6.1 PykoBoguTeNnu CTPYKTYpHBIX TOApA3JEIeHU 00s3aHbl paccMaTpUBaTh
COCTOSHUE MCIOJHMUTEIBbHOW JUCHUIUIMHBI 10 JOKYMEHTaM C [OPYYEHHSIMU
PYKOBOJCTBA BYy3a, a TaKkK€ JOKYMEHTbI, IOCTYNMBIIME B aApec CTPYKTYpPHOIO
HoJpa3AeieHus, TPeOyIOIIMe UCIIOJIHEHUS U IOJrOTOBKY OTBETA.

6.2 JIOKyMEHT CUYMTAeTCsi HMCIOJHEHHBIM, KOIJIa PEUIEHbl OKOHYAaTEJIbHO BCE
MOCTaBJIEHHBIE B HEM BOMPOCHI 1 COOJIIO/IEHBI CIEAYIOUINE CPOKH:

CpoKu UCIIOJIHEHHSI TOKYMEHTOB UCUUCIISIFOTCS B KAJICHIAPHBIX JHSX.

Cpok 1OKyMEHTa HaUMHAET T€Yb C JAThI MOCTYIUIEHUs JOKYMEHTa U3 CTOPOHHHX
OpraHu3allMii WIM C J1aTbl MOANMCAHUS (AOKYMEHTBl YHUBEpPCUTETA: IpHUKa3,
pacnopsKeHue, IpOTOKON).
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Cpox 1o yMoT4aHUI0 00BIYHO cocTaBisieT 30 THEH.

JIOKyMEHT, OCTYIAOIINAN B YHUBEPCUTET, JOBOAUTCS 10 UCIOJHUTEIEH B JICHb
NOCTYIUJIEHUS JTMOO0 Ha CIIEYIONINH 1€Hb.

[Io MEXBEOOMCTBEHHBIM 3alpocaM O TPEACTABICHUU JIOKYMEHTOB U
uH(pOpMaIUU B LEISIX MPEAOCTABICHUS TOCYJaPCTBEHHBIX U MyHUIIUNIAIBHBIX YCIYT —
nsATh paboYMX JHEH CO JTHA MOITYYEHUs 3a1poca, €Clid 3aKOHOIaTeIbCTBOM Poccuiickoi
denepanny HE YCTAHOBJICH HHOW CPOK.

Ha nokymeHTax MOryT CTaBUThCA NMOMETKH. ECIM Ha JOKYMEHTE €CTh IMOMETKHU
«Cpo4yHO», TO CpPOK JOKYMEHTa COCTaBjsieT 3 JHA, "BE€CbMa CPOYHO'" - B TEUCHUE
onHoro aHs. Eciu Ha noKymMeHTe cTouT nomeTrka «OnepaTuBHO», To 10 nHEil.

Ecnau cTOUT CPOK «B T€YEHHE... THEW», TO JEHb IIPOCTABIEHUS 3TON PE3OJIIOLAN
CUMTAETCA MEPBBIM THEM CPOKa.

[Ipumep:

[IoOTOTOBUTHL HOOKJIAI B TeueHue 5 IHen.
15.05.2018r. C.A.KOJOOIXHEI

Takum 00pa3om, EPBBIH JA€Hb UCIIOTHEHUS mopy4deHus - 15.05.2018

Ecin mnocnenHuid [1€Hb CpOKa BBINMAJAET HA BBIXOJHOW, TO MOCJIEIHUW [I€Hb
WCIIOJTHEHHS — TIOCIIEHUH TIEpe]T BBIXOJHBIMHU pa0OUnii IEHb.
[Ipumep:
BanpocmuTh IOOKyMeHTH no 28.05.2018T
17.05.2018r. C. B. CadoHoB

Takum 00pa3om, MOCIECIHUMN IeHb UCTIOTHEHUS mopydeHus - 25.05.2018

Ecnau B cpoke ykazana koHkpeTHas narta (Cpok - 25.05.2018), To kpaiiHuil Cpok
UCIIOJIHEHHUSI IOPYUYEHUS - ITOT JACHb 10 KOHIAa paboyero aHs.

[Tpumep:
Cpox — 25.05.2018
17.05.2018 . T. B. HaconHoBa

Taxum oOpazom, KpaitHUIl cpok UcodHeHus nopydenus- 16.00 25.05.2018

Ecnmu mepen nmatoll CTOUT TPEJIOT «I0», TO MOCICIHUN JE€Hb HCIOJIHEHHUS
MOPYYEHUS -I€Hb, IPEAIICCTBYOIINN YKA3aHHOM JaTe.
[Ipumep:
[Ipowy OOJIOXKUTEL O BHIIOJHEeHMM 3amaHmsa o 25.05.2018
Taxum oOpazom, mopyueHue cieayer BoImoaHuTh 24.05.2018

Ecnun mepen matoil yka3aHO «HE MO3JHEE», TO MOCJIECIHUN J€Hb HUCIOIHEHUS
MOPYYEHUS - YKa3aHHasl JaTa.
[Ipumep:
[logroToBMTE MaTepmajibl K CcoBemaHuio He nozpHee 25.05.2018r.
Takum 00pa3om, MOCIEIHUN IeHh UCTIOJTHEHUS MopydeHus - 25.05.2018 r.
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I[IpoaauTh CPOK MO JOKYMEHTY MOXKHO C MOMOIIBIO CIYy>KEOHOW 3amucKu Ha
uMsi pekTopa (IPOpPEeKTopa), HAJOKUBILIETO pe3oaonuio. B cayxeOHON 3ammcke
YKa3bIBAlOTCS NPUYMHBI IIEPEHOCAa CpOKa, MOAMNKMCHIBAETCS OHA PYKOBOAUTEIEM
CTPYKTYPHOI'O MOJpa3aeICHHUS.

Ecniu HapymieH cpoxk mo JOKYMEHTY, TO TMHIIETCS OOBICHUTEIbHAS
3amucKa Ha UMsI pekTopa (mpopektopa). Permenune o Mepe HakazaHuWs MPUHUMACTCS
PEKTOpPOM (ITPOPEKTOPOM).

6.3 OTCyTCTBHE HEMOCPEICTBEHHOTO HMCIOTHUTENS (00JI€3Hb, KOMaHIUPOBKA U
T.J1.) HE CHUMaeT C TOJpa3feiieHus OTBETCTBEHHOCTH 32 CBOEBPEMEHHOE U
KaueCTBEHHOE MCITOJTHECHHUE IOKYMEHTOB U TIOPYUCHHIA.

7 KoHTpOJIb 32 HCIIOJTHEHHEM TOKYMEHTOB

7.1 OGs3aTeILHOMY KOHTPOJIIO TTO/1JICIKAT:

- TIOCTaHOBJIEHUS, PACIOPSDIKEHHUS, NPHUKAa3bl BBIMIECTOSIIMX OpraHu3aluid u
JIpYTUe TOKYMEHTBI, 10 KOTOPbIM TpeOyeTCsl OTBET

- MOPYYEHUS U 3aJaHUS CTPYKTYPHBIM MOIPA3ICIICHUSM.

VcrionHeHne OCTambHBIX JOKYMEHTOB O€peTcs Ha KOHTPOJb IO YKa3aHUIO
PEKTOpa UM MPOPEKTOPOB.

7.2 KOHTpOIb 32 UCTIOJIHEHUEM MOCTYNUBIINX JOKYMEHTOB BO3J1araeTcs:

- B CTPYKTYpHBIC TMOJpA3JeiCHHs Ha JIUIl, Ha3HAYCHHBIX ISl ATOU pabOTHI
PYKOBOJICTBOM CTPYKTYPHOT'O MOJpa3/IeNICHuUsI,

- W3 BBIIIECTOSIIUX OpraHU3alvid, NPUKA30B U MOPYUYEHUU PEKTOPY
YHUBEPCUTETA, a TAK)KE MOCTABJIEHHBIX Ha KOHTPOJIb PYKOBOJACTBOM YHUBEPCUTETA - HA
OTJIe] TOKYMEHTO000pOTa M apXUBHOTO 0OECIeUeHHUS.

7.3 VYkazaHus MO MCHOJHEHUIO JOKYMEHTOB JaroTcs B (opme pe3osouuu
PYKOBOJCTBAa YHHMBEpPCUTETAa. B cocCTaB pe3onrouus BKIKOYAIOTCS, KaK IPaBHIIO,
cienyroue 00s3aTeNbHbIEe JJIEMEHTHI: yKa3aHUE HCIIOJHUTENEH, CcolaepkKaHue
NENUCTBUH, CPOK UCITOJIHEHUS, TUYHAS TOANNCHh PYKOBOJIUTEIS, 1aTa.

OTMeTKa 0 KOHTpOJIe JOKyMeHTa npucTtaBisiercs mo gopme "K" wim "KoHTpOIb U
MOMENIAETCS Ha JIEBOM MOJIE EPBOTO JIMCTA JOKYMEHTA.

OtmeTka 00 WCMOJHEHWH JOKYMEHTa IMOMEMNIACTCS Ha HUXKHEM TOJie TEePBOTO
JUCTA JOKYMEHTA U COAEPKUT KPATKYIO CIIPaBKy 00 McronHeHUH (ucx. Ne ToKyMeHTa u
naty), B KOHTpoibHOW KapTtouke (IIpunoxenne 4) m B CHCTEME BIIEKTPOHHOIO
JTIOKyMEHTO000pOTA.

[Ipu pemennn Bompoca mo TenedoHy WM JTUYHO HA UCIOJHEHHOM JIOKYMEHTE
WCIIOJTHUTEITb JIEIaeT OTMETKY 00 MCIIOTHEHHH.
Hampumep:
CHnopHEIE BONPOCH COIJIACOBaHH C npexncrasuTesnamMmu MYIl «BomokaHas BopoHexa».

[IpoekT pmoroBopa OymeT HanpaeyieH pmo 10.05.2018.
[IoOonuck MCHNOJIHUTEJIS 07.05.2018
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7.4 KOHTpPOJIb 32 HCTIOTHEHUEM OCYLIECTBIISIETCS IyTEM €KETHEBHOTO MPOCMOTPa
KOHTPOJIbHO-PETUCTPAIIMOHHON KapTOUYKU B CUCTEME JIEKTPOHHOTO TOKYMEHTO000pOTa
C  HAallOMUHAaHUEM  UCHOJHUTENSAIM O  NPUOIMKEHUM  CPOKAa  UCIOJHEHMS.

7.5 CHATP [JOOKYMEHT C KOHTPOJS MOTYT TOJBKO JIOJDKHOCTHBIE JIMIIA,
OCYLIECTBJISIOIIME  KOHTPOJIb 3@  MCIHOJHEHHEM B  CHUCTEME  DJIEKTPOHHOIO
JOKYMEHTO000pOTA.

7.6 OcHOBaHMEM I CHATHS C KOHTPOJIS JOKYMEHTOB C IOPYYCHUSAIMU
PYKOBOJICTBA, SIBJISETCS JOKYMEHT-OTBET, IIOANMCAHHBIA PEKTOPOM, IPOPEKTOPOM,
a0 crpaBka 00 MCHOJIHEHMM JOKYMEHTA 3a MOJANUCHIO HayalbHUKA CTPYKTYPHOI'O
MO/Ipa3/IeJICHUS.

8 IlopsoK NPOX0KIEHUSI M PErHCTPALMH UCXOAAIINX TOKYMEHTOB

8.1 Hcxopsmme [TOKYMEHTBI, 3aBU3HPOBAHHBIE BCEMH 3aUHTEPECOBAHHBIMU
JUUAMHA W TOJNUCAaHHBIE PEKTOPOM WM MHBIM YIOJIHOMOYEHHBIM MM JIHIIOM,
PETUCTPUPYIOTCSL WCIIOJHUTENIEM, aApPECOBAHHbIE B MHUHUCTEPCTBO HAYKU U BBICILIETO
oOpazoBanust Poccuiickoit ®Denepanvu OTAEIOM JIOKYMEHTOOOOpPOTa M apXUBHOTO
oOecreueHusl.

8.2 Peructpauuss UCXOOSIIMX JOKYMEHTOB OCYIIECTBIISIETCA B JKypHale
pPErucTpaluu JJIsl UCXOIAUIMX TOKYMEHTOB (MPUJIOKEHHE 5) B J€Hb MOANMUCAHUS WU
Ha cienyroumi pabounil 1eHb, €Clu JOKYMEHThI ObLJIM MOJANKCAaHbI B KOHIIE paboyero
ITHSl WIK B HEpabouee BpeMsi.

8.3 Ilpu peructpanuu ucxonsimero nmuchbma B COJl cBeneHns 00 oTmpaBIseMOM
nokymeHTe ¢ukcupytorcs B DPK, Kk KOoTOpoil mpucOoemuHSIETCS SJIEKTPOHHAS KOMUS
OTIPABIIIEMOIO JOKYMEHTA.

Ecmn OPK 6pia co3zgana B COJ] nmpu moAroToBKe MpPOEKTa AOKYMEHTa, TO MPH
pETUCTpallMM  HUCXOIALIETO JOKyMEHTa B Hee J00aBISIIOTCS  CBEACHHUS O
PETUCTPALIMOHHOM HOMEpE, JaTe PETUCTPALMU W JPYyrHe CBEACHUS 00 HCXOMASIIEM
NOKYMEHTE.

8.4 PeructpallMOHHBI HOMEp HCXOJAIIEIO JOKYMEHTa COCTOUT W3 IU(POBBIX
UHJEKCOB B COOTBETCTBUM C IMPUMEHSIEMOM B YHUBEPCHUTETE HOMEHKIIATYpOWU IE€l H
NOPSIAKOBOIO HOMEPA JOKYMEHTA B IIPEAENIAaX KaJleHAAPHOTO TOa.

JlaTa perucrpauuy U perucTpauMOHHbII HOMEP MPOCTABISAIOTCS HA MOIJIMHHUKE
OTHPABISEMOr0 TOKYMEHTA, 4 TAK)KE HA KOIMUH UCXOAIIETO JOKYMEHTA, OCTAIOIIEHCS B
nene.

8.5 TlomnMMHHUK HCXOMSIIEr0 JOKYMEHTA, MOANMCAHHOTO PEKTOPOM HWIIM HHBIM
YIOJHOMOYEHHBIM MM JIMLOM, I€peJaeTcsi Ha OTIPABKY, KOMHsS JOKyMEHTa Ha
OyMa)XHOM HOCHUTEJIE C BU3AMH IIOMEIIAETCS B JI€JI0 B COOTBETCTBUU C HOMEHKIIATypOil
nen.

Ecnu nokymMeHT co3faH B 3J€KTPOHHOM (hOpMe U OTHPABIIAETCS aJpecaTy TaKxKe
B DJIGKTPOHHOU (opMe, KOMHsI JTOKYMEHTa CO BCeW OTHOCSIIeHCS K Hel mHpopMaluein
xpaHutcs B 6a3e qanubix COJI.
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8.6 B 3aBHCMMOCTH OT COAEpKaHUS U CPOUYHOCTH JOKYMEHTHI, OTIPABIIsiEMbIe U3
YHUBEPCUTETA, JOCTABISIOTCSA aapecaTaM CpeICTBaMU IOYTOBOH, (eababerepckoi
CBSI3M, CIELICBA3H, KyPbEPOM, IKCIIPECC-IIOUTOM, a TAKKE MEPEAAIOTCS 110 KaHAIaM
NIEKTPOCBA3U ((akcuMuIbHAs CBA3b, Tenerpad, TenedoH, 3JIEKTPOHHAs II0YTa,
MCB3J, CON).

8.7 JIOKyMEHTBI I OTIPAaBKU B APYTHE OPraHU3aluu [OJDKHBI IIE€PENaBaThCs
COTPYJHUKAMHU CTPYKTYPHBIX MOAPA3/EICHHUM, OTBETCTBEHHBIMU 3a JI€JIONPOU3BOJICTBO,
B OTJI€J1 JOKYMEHTOO0OpOTa U apXUBHOTO 00ECIIEUEHMUS.

OTBETCTBEHHbIE 3a JEJIONPOM3BOACTBO MEpes CAaued KOpPPECIOHAECHLUUU Ha
OTIIPaBKY JOJDKHBI 00S3aTENIbHO MPOBEPHUTH MPABUIBLHOCTH O(OPMIICHUS HCXOISIINX
JOKYMEHTOB (HaJu4ue BU3, MOJIMKUCH, AaThl, UCXOMASIIEr0 HOMEpA, aapecara, HaIudue
OTMETKM 00 UCHOJHHUTENE), a TaKKe YKa3aHHBIX B HCXOIINIMX JOKYMEHTax
NPWIOKEHNUH, COOTBETCTBHE KOJIMYECTBA H3K3EMIUIIPOB KOJMWYECTBY aAPECaToOB IIO
YKa3aTeI0 PacChUIKH.

KonBepToBanne KOpPpECHOHIEHIIMM M JPYTrUX TOYTOBBIX  OTIPABICHUI
IPOU3BOAUTCS COTPYIHUKOM CTPYKTYpHOTO IOApA3JEIEeHUs, OTBETCTBEHHOIO 3a
JEeJIONPON3BOCTBO

8.8 KoppecnonaeHuus, agpecoBaHHas OJHOMY M TOMY )K€ YUPEKICHHIO, JOKHA
OBITh BJIOXKEHA B OJAMH KOHBEPT.

Ha kxoHBepTe NOJKHBI OBITh yKa3aHbl: BUJ OTHPAaBKU (IIPOCTOE, 3aKa3HOE, C
YBEIOMJIEHHEM), UHJIEKC OTAEJIEHUS CBSI3HU, a/IpeC, HAMMEHOBAHUE YUPEKACHHUS.

8.9 B nensx cokpalleHusi No4ToBO-TeaerpadHbIX pacxog0B HE PEKOMEHYETCS B
NOCIeAHU pabounii JeHb HEAENW OTHPAaBIATh TeJIerpaMmbl B T€ MYHKTHI, KyJa
KOPPECMOHICHIIUS, OTIIPABIIAEMas TOYTOM, JOXOIUT B TEUEHUE BBIXOIHBIX JHEH.

8.10 Mcxonsmas KoppeCnoHASHIIMS CaaeTcsl Ha OTIpaBKy Oe3 pacmucku. Bpems
U TEePUOJUYHOCTh OTMPABKH YCTAHABIMBACTCS OTIEIOM JIOKyMEHTOOOOpOoTa U
apXUBHOTO 0OECTIeUeHUs] YHUBEPCUTETA.

9 O61me TpedGoBaHMS K 0(pOPMJICHHUIO JOKYMEHTOB

9.1 JIokyMeHTBI JOJKHBI, KaK MpaBuiio, 0QOpMIISITHCS Ha OJIaHKaxX By3a U UMETh
YCTAHOBJICHHBIH KOMIUIEKC OOS3aTENbHBIX PEKBU3UTOB W CTAOMIJIbBHBIA MOPSIOK HX
pacnoyiokeHusi  (pacrojio’KeHWe PEKBU3UTOB Ha OJIaHKaX OpPraHu3allMOHHO —
pacnopsiAMTENbHBIX TOKYMEHTOB  JOJKHO cootBerctBoBaTh ['OCT P 7.0.97-2016
«Hanuonaneueiii  ctangapt Poccuiickoit ®epeparuu. Cucrema CTaHIapTOB MO
uHpopmanuu, OUONMMOTEYHOMY U  UW3JaTeNbckoMmy  aeny. OpraHu3anuoHHO-
pacniopsiuTenbHas JoKyMeHTarus. TpeboBaHus K 0hOPMIICHHIO TOKYMEHTOBY ).

9.2 JlokymMeHTBl yHUBepcuUTeTa OGOPMIISIOTCS Ha OJIAaHKaX WJIM CTaHIApTHBIX
muctax Oymaru gopmata A4.

9.3 J11s1 M3roToBJIEHUS JOKYMEHTOB B OpraHU3alluK UCTIOJIb3YOTCS:

— OnaHk mpukasa (mpusoxeHue 6);

— OJlaHK pacriopsikeHus (puioxeHue 7);
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— OJlaHK MHUChbMa C PEKBU3UTAMU Ha PYCCKOM SI3bIKE JIS BEACHUS MEPEMUCKU
C OpraHM3alusMH W TpaXJaHaMHu, HaXOASIIMMHCS Ha Tepputopuu Poccuiickoi
®denepanuu (puaoxeHue 8);

— 0JIaHK TUChbMa C PEKBU3UTAMU Ha PYCCKOM M OJHOM M3 HHOCTPaHHBIX
A3BIKOB NIl BEJEHUS MEPENHUCKH C 3apyOeHBIMU KOPPECIOHACHTaMHU (IIPHUIIOKEHUE
9);

- OJlaHK MUChMa PEeKTOpa yHUBEpcuTeTa (mpuiioxenue 10);

biiaHKu TOKyMEHTOB YHUBEpPCUTETA U3rOTABIMBAKOTCS CPEICTBAMH ONEPATHBHOM
nosurpadum.

KoHTposib 32 U3rOTOBIIEHHEM, WCIOJIL30BAHMEM M XpaHEHHEM OJIAHKOB
YHUBEPCUTETA BO3JIAraeTcs Ha OTIEN JIOKYMEHTOOOOpOTa M apXMBHOIO OOecreueHus,
XpaHEHHE U UCMOJIb30BaHHE OJaHKOB B CTPYKTYPHBIX MOAPA3AEICHUAX BO3jaraercsa Ha
JIUI OTBETCTBEHHBIX 3a JIEJOMPOU3BOJICTBO B CTPYKTYPHBIX MOAPA3ICTICHUSX.

9.4 JlokyMeHTBl yHUBepcUTeTa, 0hOpMIICHHbIE KaK Ha OJlaHKe, Tak U 0e3 Hero,
JOJKHBI UMETh MOJIS HE MEHEE:

20 MM - JIeBOE;

10 MM - mpaBoe;

20 MM - BEpXHEE;

20 MM - HUKHEE.

JoxkyMeHTbl anutenbHbIX (cBbilie 10 J€T) CPOKOB XpaHEHHUs JOJIKHBI HUMETh
JieBoe moJie He MeHee 30 MM.

9.5 JlokymMeHThl, H37AaBa€Mble COBMECTHO OJIHOM WJIM  HECKOJIbKUMHU
opraHuzanusMu, oGOpPMIISIOTCS HA CTaHJAPTHBIX JIMCTaX OyMaru ¢ BOCIPOU3BEIACHUEM
PEKBU3UTOB BCEX OpraHU3alUM, yYaCTBYIOIIMX B U3IaHUH IOKYMEHTA.

9.6 Ilpu co3gaHuM JOKyMEHTa Ha JBYX M 0oJee CTpaHUIaX BTOPYHO U
MOCJIEYIONIME CTpaHULbI HyMepytoT. HoMepa cTpaHMI] MPOCTABISIOTCA MO CepeuHe
BEPXHETro MoJisi JOKyMEHTa Ha paccTosiHUU 10 MM OT BEpXHEro Kpas JIUCTa.

9.7 JIns M3roToBIEHHsS] JOKYMEHTOB B YHHUBEPCUTETE HCIOJIb3YETCS TapHUTYypa
mpudrta Times New Roman. . Pazmep mpudra - Ne 12, 14;

[Ipu coctaBneHnn TaOMUI] NOMYCKAaeTCAd HCIOJb30BaHHE MIPU(TOB MEHBIINUX
pazmepos - Ne 10, 11

9.8 AO3aiHbIi OTCTYI B TEKCTE TOKyMeHTa - 1,25 cm.

3aroyioBKM pa3/iesioB W IMOAPA3/ICIIOB IMeYaTarTcs ¢ ab3alHbIM OTCTYIIOM WIIH
LEHTPUPYIOTCS 110 HIMPUHE TEKCTA.

9.9 Tekct noxymeHTa newartaercss yepe3 1 - 1,5 MEXCTpOUHBIX WHTEpBaa.
MHoOroCTpoUHble PEKBU3UTHI IE€UATAIOTCS Yepe3 OJUH MEXKCTPOUYHBIM WHTEpBa,
COCTAaBHBIE YACTU PEKBU3UTOB MOTYT Pa3JIEAThCS JOMOIHUTEIbHBIM HHTEPBAIIOM.

Ecnu JOKyMEHT TOTOBUTCS Il M3JAaHUSI C YMEHbIIEHHEM MacmTadba, TeKCT
neyaTaeTcs uepes JBa MHTepBasa.

HuTepBan Mexay OykBaMH B CJIOBax - OObIYHbIA. VIHTEpBal MexX1y cloBaMu -
OJIUH TIpo0eT.
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CTpOKM pEKBU3UTOB BBIPABHHMBAIOTCS IO JIEBOW T'PAHULE 30HBI PACIIOJIOKEHUS
PEKBU3UTA WM LIEHTPYIOTCA OTHOCUTENIBHO CaMOM IJTMHHOM CTPOKHU.

9.10 Tekct AOKYMEHTa BBIPABHUBAETCS MO LIMPHUHE JIMCTA (TI0 TPAHUIIAM JIEBOTO
Y TIPABOTO MOJIEH JOKYMEHTA).

JnuHa camoil JJIMHHOM CTPOKHM PpEKBU3UTAa MPU YIJIOBOM PACIOJIOKEHUU
PEKBU3UTOB He Oosiee 7,5 cM.

JlnuHa caMOl NJIMHHOW CTPOKM PEKBH3UTAa IPHU MPOIOJBHOM PACIONIOKEHUU
PEKBU3UTOB He Oosiee 12 cm.

9.11 Ilpu moAroToBKE MHOTOCTPAaHUYHBIX JTOKYMEHTOB (IpaBUiia, MOJIOKEHUS,
WHCTPYKIIUU, PETJIaMEHTHI, IUIaHbI, MPOTPAMMBI, OTYETHI MW Jp.) OQOpPMISETCS
TUTYJIbHBIN JIUCT.

10 CocTaBiieHne JOKYMEHTOB

10.1 ApnpecoBaHue U 3ar0JIOBOK

10.1.1 Anpecar - peKBU3UT, HCHOJB3YEMbIH TIpH O(QOPMIEHUH JETOBBIX
(ciy>)keOHBIX) THUCEM, BHYTPEHHUX HH()OPMAIMOHHO-CIIPABOYHBIX  JIOKYMEHTOB
(TOKIaAHBIX, CTY>KEOHBIX 3aMHCOK U Jp.).

AJnpecaToM JOKyMEHTa MOKET ObITh OpraHu3allMsl, CTPYKTYpHOE MOJpa3/eieHue
YHUBEPCUTETA, TOJBKHOCTHOE WU (DPU3UUECKOE JIUIIO.

PexBuzur "agpecat" odopmisercss Ha OJaHKE C YIJIOBBIM PacCMOJIOKEHHUEM
PEKBU3UTOB - B BEpPXHEW MpaBOMl YacTH JOKyMEHTa, Ha OJIaHKE C MPOJO0JIbHBIM
PacCIoJIOKEHUEM PEKBU3HUTOB - CIpaBa Moj pekBu3uTamu Onanka. CTPOKU PEKBU3HTA
"ampecatr" BBIPAaBHHMBAIOTCS IO JIEBOMY Kpal0 WJIM LEHTPYIOTCS OTHOCUTEIBHO CaMOM
JUIMHHOW CTPOKH.

[Ipu agpecoBaHMHM JOKYMEHTA PYKOBOJUTENIO (3aMECTUTENI0 PYKOBOJMUTEIS)
OpraHu3allid yKa3bIBaeTCs B JaTEIbHOM TaJeXke HAUMEHOBAHUE JOJLKHOCTH
pyKOBOJUTENSA  (3aMECTUTENSl  PYKOBOJMUTENSA),  BKIIOYAIONIEE  HAUMEHOBAHUE
opraHu3aluu, U HaMuiIvs, MHULIKAIBL JTOJKHOCTHOTO JIMLA.

Hampumep:

T'eHepallbHOMY IUPEKTOPY

OBY "MuHoBauma"
ViBanosy WM.U.

[Ipn appecoBaHMM mnMCbMa B OPraHM3alMIO0 YKa3bIBACTCA €€ MOJHOE WIH
COKpAIllEHHOE HAUMEHOBAHNE B UMEHHUTEIIBHOM MAJEXKE.
Hanpumep:

derepalZibHOE APXMUBHOE
areHTCTBO

nJn:
Pocapxus
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[Ipun agpecoBaHHBIA JTOKYMEHTa B CTPYKTYpHOE MOAPA3IAECICHHE OpPraHU3alMHU B
pexkBu3nuTe "ajmpecar”’ yKa3blBAETCS B HMEHHUTEJIBHOM MaJeKe€ HAUMEHOBaHUE
OpraHu3allMH, HWKE - HIMMEHOBAHUE CTPYKTYPHOIO IOAPA3ACIICHHUS.

Hampumep:

O®BY "MuHHOoBauma"
dMHaHCOBOE yNIpaBJIeHUE

[Ipy agpecoBaHMM MNHCbMA PYKOBOAUTENIO CTPYKTYPHOTO IOAPA3JAEICHUS
YKa3bIBa€TCsI B HMEHMUTEIBHOM II4/I€)K€ HAMMEHOBAaHWE OpraHu3aluy, HWXKE - B
JATEJIbHOM IIaJIe)K€ HAMMEHOBAaHHWE JOJDKHOCTH PYKOBOJMWTENS, BKJIIOYAIOIIEE
HAaUMEHOBAHME CTPYKTYPHOTO NOApa3AesieHus, pamMiins, HHUIHAIIBI.

Hanpumep:

OBY "MuHOoBauma"
PykoBomomTe 0 OOT'OBOPHO-
npaBoBOTO OTHeJa
AHnpeeBy A.A.

[epen dhamunmeil OMKHOCTHOTO JUIA TOMYCKAeTCA YHOTPEOISATh COKpalleHue ""1-
Hy" (rocrnoauHy), €ciav ajapecaT MyKUMHA, WM 'r-xe" (Tocmoxke), eciau ajapecar
KEHIIUHA.

Hanpumep:

r-HY VBaHOBYy WM.U.
r—-xe IlaBjoBom II.II.

IIpu pacceuike JOKYMEHTA IPYyNIE OPraHUu3alil OMHOIO TUIIA WU B CTPYKTYpHBIE
HOJpa3AesieHUs] OJHOW OpraHU3aluy, agpecar yKa3blBaeTCsl 0000IIEHHO.
Hanpumep:

PYKOBOIUTEJAM (OUIMAJIOB
OBY "MuHOBauusa"

PykopomuresnsaM yHpaBJIEeHUM
u oTmeJioB OBY "MHHOBauusa"

ITpu paccbulke JOKYMEHTa HE BCEM OpraHU3alusM WU  CTPYKTYPHBIM
MOJIpa3/eNIeHUsIM TOJT peKBU3UTOM "AzpecaT" B ckOOKax ykasbiBaeTcs: "(Io CIucky)".
Hanpumep:

PykoBomguTesaM OuiInajionB

OBY "VMuHHOBauusa"
(mo cnmcky)

CHnMCOK pacChUIKH COCTABIISCTCS UCIIOTHUTEIIEM.

Ecaum nmucbmMo HampaBisieTCss B OpraHU3aIldI0 WM JOJDKHOCTHOMY JIMIYY WU JUIS
CBCJICHHS €Ille Py OpraHu3aluil WM JIOJDKHOCTHBIX JIMI[, OOIIee KOJUYECTBO
aJpecaToB HE JOJKHO OBITh 00JIee YEThIPEX, IIPHU STOM OCHOBHOM ajjpecaT yKa3bIBaeTCs
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nepBbiM, cinoBo "Konus" mnepen BTOpPBIM, TPETbUM, YETBEPTHIM aJpecaTaMH He
reyaraeTcs.

B cocraB pexBuszuta "Anapecar" MOXKET BXOJAUTh IMOYTOBBIM aJpec. DIEMEHTHI
MOYTOBOTO aJipeca YKa3bIBalOTCS B IMOCJIEIOBATEIILHOCTH, yCTaHOBIIeHHOU [IpaBunamu
OKa3aHUs YCIYT MOYTOBOM CBSI3U.

Hanpumep:
O®BY "MHHOBauusa"

JleHMHCKMUM Mnpocn., 83,
MockBa, 117296

[loyTOBBIM angpec HE YKa3blBAETCA B JOKYMEHTAaX, HAINPABIIEMBIX B BBICIIHE
OpraHbl BJIACTH, BBILIECTOSIIME OPTraHM3ALMM, MOJABEAOMCTBEHHBIE OpraHU3alUU H
MIOCTOSIHHBIM KOPPECHOHJIEHTaM (32 HMCKJIIOYEHUEM HANpPaBJICHHUS MUCEM YKa3aHHBIM
ajpecaTtaM B KOHBEPTAX C MPO3PaYyHbIMH OKHAMM).

[Ipu agpecoBaHuMM [OOKyMEHTa (U3UYECKOMY JIMIY YKa3bIBalOTCS: (Qamuiins
MHUIUAIB] (PU3NYECKOTO JIUIIA, TOYTOBBIN ajpec.

Hanpumep:
ViBanosy WM.U.

Camoradg yJja., O. 5, xB. 12,
r. Jlobepurl, MockoBckasa oOOJI.,
301264

[Tpu oTnpaBke MUChbMa MO AEKTPOHHOM MOUTE WU MO (PaKCUMUIBHON cBsi3u (0e3
JOCBUIKHM 10 TIOYTE) MOYTOBBIN aapec He ykas3biBaeTcs. [Ipu HEOOXOAMMOCTH MOXKET
OBITH yKa3aH JIEKTPOHHBIN afapec (HoMep Tenedona/daxca).

Hanpuwmep:

BHUNIAL

mail@vniidad.ru

10.1.2 3aroyioBOK K TEKCTY - KpaTKO€ COJepKaHue JOKyMeHTa. Eciu 3arojioBok K
TEeKCTy OTBedaeT Ha Bompoc "o yem?", o HaumHaeTcs ¢ mpemiora "O" ("O6"). Eciu
3aroJIOBOK K TEKCTYy OTBEYAaeT Ha BONpoc '"dero?", OH COCTABISIET OAHO LEJIOE C
Ha3BaHMEM BUJa NOKyMmMeHTa. Hampumep:

npuka3 (0 uem?) 0 CO3/laHNM aTTECTAMOHHON KOMHUCCUU

nuceMo (0 yem?) 0 mpeAoCTaBICHUH HH(OPMALIUN

aKkT (4ero?) npuema-nepenadu aei

pOTOKOI (Yero?) 3acelaHus SKCHEPTHON KOMUCCUU

3arosioBoK K TeKCTy 0GOpMIIIeTCsS MOJ PEKBU3UTAMM OJIaHKa CJIEBA, OT TPAHMIIBI
JIEBOTO TOJIA.
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10.2. Tekct nokyMeHTa

10.2.1 TekcT 1OKyMEHTa COCTaBJISIETCS HA TOCYAapCTBEHHOM si3bike Poccuiickoii
®denepaliy UM rOCYJAPCTBEHHOM S3bIKE (s13bIKax) pecnmyOnuKk B coctaBe Poccuiickoit
@denepaliii B COOTBETCTBUM C 3aKOHOJATEILCTBOM pecnyOiuK B coctaBe Poccuiickoi
denepanuum.

10.2.2 TekcT nOKyMeHTa JOJKEH OBbITh COCTABJICH IPaMOTHO, SICHO, TIOHSATHO U IO
BO3MOXHOCTH KpaTko. TEKCT JOKyMEHTa JOJDKEH COIEpKaTh JOCTOBEPHYIO U
aKTyaJbHYI0 HHQOpMALUIO, JOCTATOYHYIO JUIsl TPUHATHAS PEIIeHUA WM UX
UCIIOJIHEHUSI, HE JIOJIKEH J0MYCKATh PA3IMYHBIX TOJKOBAHUM.

B Tekcre nokymeHTa, MOATOTOBJIEHHOM HA OCHOBAaHUU 3aKOHOJATENIbHBIX WIIH
MHBIX HOPMAaTUBHBIX IMPABOBBIX aKTOB, pAHEE U3JAHHBIX PaACHOPSIUTEIbHBIX
JIOKYMEHTOB, YKa3bIBAIOTCA UX PEKBU3UTHI:

HaUMEHOBAaHUE JOKYMEHTAa, HANMEHOBAHHE OpraHa BJacTH, OpraHU3alluu - aBTopa
JOKYMEHTa, JaTa JIOKYMEHTa, PErucTpPallMOHHBI HOMEp JOKYMEHTA, 3arojioBOK K
TEKCTY;

HAaMMEHOBAaHUE OpraHU3alMK WM JOJDKHOCTHOTO JIUIA, YTBEPAUBIIETO JTOKYMEHT,
JaTy YTBEPXKICHUS IOKYMEHTA.

TekcT TOKYMEHTa MOXKET COJlepKaTh pa3eibl, MOAPa3aebl, IyHKTbI, MOAMYHKTHI,
HyMepyeMmble apabckuMu HudppamMu. YpoBHEH pyOpUKallUd TEKCTa HE JOHKHO OBbITh
0oJiee yeThIpeX.

TekcT ToKyMeHTa U3jaraercs:

B MpHKa3aX, U3JAHHBIX €IUHOJIMYHO - OT MEPBOrO JUIA E€IUHCTBEHHOTO YHCIA
("...mpuka3sbiBar");

B MIpUKa3ax, U3IaHHBIX COBMECTHO ABYMS WM O0Jiee OpTaHu3aIUsIMU, - OT TIEPBOTO
JUIa MHOKEeCTBEHHOTO uncia ("...nmpukaspiBaem");

B IMPOTOKOJAX 3acelaHudl - OT TPEThEro JHUIA MHOKECTBEHHOTO YHCIIa
("CIIYIIAJIA", "BBICTYTIIJIN", "ITIOCTAHOBWJIN" wnu "PEIINJIN");

B JICJIOBBIX MUChMax, 0()OPMIICHHBIX Ha OJaHKaX OpraHU3aIliy, - OT MEPBOTO JIUIA
MHO>XECTBEHHOTO 4uciia (MpOCUM, HampaBisieM, NpeljiaraéM U Jp.) WU OT TPEThETrO
JUIa eIMHCTBEHHOro 4ucia ("mpennpusTiue He Bo3paxkaeT...", " YHUBEPCUTET CUUTAET
BO3MOXKHBIM...");

B JICJIOBBIX MUChbMaX, 0(OPMIICHHBIX Ha JTOKHOCTHBIX OJIaHKaX, - OT IIEPBOTO JIUIIA

eauHcTBeHHOTO yncha ("mpomry...", "npeanarato..." u 1p.);
B JIOKJIAJIHBIX U CIIY’)KEOHBIX 3alUCKax, 3asBJIEHUAX - OT I[EPBOTO JIMIA
€IMHCTBEHHOTO uncia ("mpomry...", "cunTaro He0OOXOUMBIM..." U Jp.);

B JIOKYMEHTaX, YCTAaHaBJIMBAIOUIMX TpaBa U OOS3aHHOCTH CTPYKTYpPHBIX
noJipa3fiesiecHnii, paOOTHUKOB (TOJIOKEHUE, HMHCTPYKIM), a TaKXKe COAepKallux
ONHCaHWE CUTyallui, aHamu3 (PaKTOB WJIM BBIBOABI (aKT, CTIpaBKa), UCHOJIb3yeTcs Gpopma
U3JIOKEHUSI TEKCTa OT TPEThEro JHIA €JUHCTBEHHOTO WJIM MHOXXECTBEHHOTO 4HCIa
("otmen ocymectBiusieT (GyHKIMU...", "B cOCTaB ympaBlIeHUS BXOMAT...", "KOMHCCHS
poBesa MpoBeEPKY...").
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B moarotoBke TekcTa IOKyMEHTa CIEAyeT COONIOAaTh MpaBujia HaIMHCAHUS
ouIMaIbHBIX HANMEHOBAHUMN, YUCIUTEILHBIX U SUHUI] U3MEPEHHUS.

B Tekctax JOKYMEHTOB YIOTPEOJISIIOTCS OOIIEeNpUHIThIE a0OpeBUATYphl H
rpaguueckue COKpalieHus.

[Tpu ynotpebneHuun B TeKCTe (PamMuInii TUI MHUIUMAIIBI CTABSITCS MOCe (aMUITUU.

B nenoBbIx (City»ke0HbIX) MUChbMax UCIOIb3YIOTCS:

- BCTYIIUTEIbHOE OOpalleHue:

Hampumep:

YBaxaeMell rocrnoiuH I[lperncenaTesb !
YBaxaeMeli TOCHOIMH MuHMCTP!
YBaxaeMe IOCnoIuH JVBaHOB!
YBaxaeMas rocrnoxa llerpona!

YeaxaeMell VMeaH IeTpoBud!
YBaxaeMas AHHa HuxojiaeBHa!
YBaxaeMele rocrnozna !

- 3aKJTIOYNTEeNIbHAS dTHKeTHAs (Ppaza: "C yBaxxeHuewm,...".

B oOpamennn mo AOMKHOCTH HAMMEHOBAHUE JTOJDKHOCTH IMHUIIETCS C MPOMUCHOM
OYyKBBI, B 00paleHuu 1o GaMuiiuyu MHUUAIBI JTUIA HE YKa3bIBAIOTCS.

10.2.3 OtMmeTKa O IPUIOKEHUH COJICPKUT CBEJCHUS O TOKYMEHTE (JIOKYMEHTax),
NpUJIara€MoOM K OCHOBHOMY JIOKYMEHTY (B CONPOBOJUTENBHBIX MUCbMAX, MPETEH3USX,
aKTax, CIpaBKax U JPYrux MH(POPMAIMOHHO-CIIPABOYHBIX JOKYMEHTAaX) UM O TOM, YTO
JOKYMEHT SIBJIIETCS TPHJIOKEHUEM K OCHOBHOMY JIOKYMEHTY (B MNPUIIOXKEHHUSIX K
pacnopsIMTEIbHBIM JOKYMEHTaM, MOJIOKEHUSIM, MPaBUJIaM, HHCTPYKIIUSIM, JOTOBOPaM,
IJIaHaM, OTYETaM U Jp. TOKYMEHTaM).

B compoBoauTenbHBIX THUCHRMax W APYrUX  WHGOPMAIMOHHO-CIPABOYHBIX
JOKyMEHTaX OTMETKAa O MPWJIOKEHUU O(QOPMIISIETCS MO TEKCTOM OT TPAHHUIIBI JIEBOTO
TIOJTSI CIISYFOIIIAM 00pa3oMm:

- €CJIM IPWJIOKEHUE HA3BAHO B TEKCTE:

[IpuyoxeHre: Ha 2 J. B 1 BK3.

CCJIM IPUJIOKCHNEC HC HAa3BaHO B TCKCTC UJIN CCJIN HpHHO)KeHHI)'I HECKOJIbKO:

[MpunoxeHue : 1. HoynoxeHue 0O YhnpaBJieHUMU PETMOHAJIBHOT'O KpeIonuTOoBaHMAa
Ha 5 ;1. B 1 »K3.
2. CnpaBka ¢} KaOpoOBOM cocrTaBe YnpaBJIeHMS PerMOHAaJIbHOTO

KPeIMTOBaHMSA Ha 2 J. B 1 BK3.

- €CITU TIPWJIOKEHUE (MPUIIOKEHHUST) COPOITIOPOBAHBI:

[IpunoxeHue: oTueT O HUP B 2 B5kK3.

- €CIIM JOKYMEHT, SBILIIOIIMNACS NPWIOKEHUEM, UMEET MPUIIOKEHUI C
CaMOCTOSITEIIbHOM HyMEpaluen CTpaHuLL:

[IpuJoxeHMe: OOTOBOP BO3MEBIHOTO OKaszaHuUA yCIyT oT 05.09.2017
N 32-17/72 v OpWUIOXEeHMI K HeMy, BCero Ha 7 J.
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- eCIM TPUJIOKCHHEM SBIIIOTCS JIOKYMEHTBI, 3amucaHHbie Ha (U3HYECKU
000COOJIEHHBIN JIEKTPOHHBIA HOCUTENH (KOMIAKT-AKUCK, Usb-(Ien-HakonuTenb u ap.):

[IpunoxeHnue: DVD-R B 1 »k3.

[Ipu »TOM Ha BKJIajbIIe (KOHBEPTE), B KOTOPHIA IMOMENIAETCS HOCHUTEIb,
YKa3bIBAIOTCS HAMMEHOBAHMS JOKYMEHTOB, 3alIMCAHHBIX Ha HOCHUTEIb, UMEHa (pailyioB,
JOTIOJTHUTENBHO MOXKET YKa3bIBaThCs 00beM B OaiiTax.

B pacnopsauTenpHBIX IOKyMeHTax (MpUKas3axX, PpacHoOpsHKEHUSX), JIOTOBOpax,
MOJIOKEHUSX, PABWIIAX, MHCTPYKIIUAX U JAPYTUX JOKYMEHTaX OTMETKA O MPHUJIOKEHUU
oopMIISIeTCS CIASAYIOMNUM 00pa3oM:

B TEKCTE IOKYMEHTA IIPH MEPBOM YIIOMUHAHUY JOKYMEHTA-TIPUIIOKEHUS B CKOOKaxX
YKa3bIBaETCS:... (IPWIOKEHUE) UIH... (mpuiioxkeHue 1), (mpunoxenue N 1);

Ha TIEPBOM JIMCTE JOKYMEHTA-TPUJIOKEHHUS B IPABOM BEPXHEM YTy YKa3bIBACTCS:

[MpunoxeHve N 2
k npuxkaszy ®BY "lMHuHOoBauma"
or 15.08.2017 N 112

Ecnu npunoxeHneMm K pacnopsauTeNbHOMY AOKYMEHTY SBIJISIETCSI HOPMATHBHBIN
IIPAaBOBOM aKT WJIM WHOM JOKYMEHT, YTBEPKAAEMBIM JAaHHBIM PACHOPAIUTEIIBHBIM
JOKYMEHTOM, Ha IEPBOM JIMCTE NPWIOKEHHS MPOCTABIAETCS OTMETKA O IMPWIOKECHHUH
(0e3 ccbuIKM Ha pPacmOpPATUTENbHBIN JOKYMEHT) U Ipud yTBEpKIEHUs, B KOTOPOM
YKa3bIBAIOTCSA JAHHBIE PACHOPSAUTEIBHOTO JOKYMEHTA, KOTOPBIM  YTBEPXKACH
TOKYMEHT-TIPUJIOKEHUE.

Hanpuwmep:

IpunoxeHmue N 1

YTBEPXIEHO
npukaszoMm OBY "MuHoBauma"
or 18.09.2017 N 67

10.2.4 Tpud orpaHuueHuss OOCTyNMa K JOKYMEHTY IPOCTaBISETCS B IPABOM
BEPXHEM YIJIy IMEPBOIrO JIMCTAa JOKYMEHTa (MPOEKTa JOKYMEHTA, CONPOBOJUTEIBHOIO
nuchMa K JIOKYMEHTY) OT TpaHMIlbl BEPXHEr0 IMOJs INPU HAJIMYUU B JIOKYMEHTE
UHpOpMaIMHU, AOCTYNl K KOTOPOH OrpaHHYEH B COOTBETCTBUM C 3aKOHOAATEIHCTBOM
Poccuiickon @enepanum.

Bunpel ucnonb3yemslx B OpraHu3aludyd Ipu(OB OrpaHUYEHMs] JOCTYNa JIOJKHBI
COOTBETCTBOBATh 3aKOHOJATEIBHBIM W HMHBIM HOPMATHBHBIM IIPAaBOBBIM aKTaM
Poccuiickoit @enepauyy U JOJIKHBI ObITh 3aKPEIJIEHBI B JIOKAJIBHBIX HOPMATHUBHBIX
aktax. ['pud orpanuueHuss goctynma K JTOKYMEHTY COCTOMT U3 OrPaHUYUTEIbHOU
Haamucu ("ns ciyxeOHoro momb3oBanus'", "Kommepueckas TaitHa'), KOTOpask MOXET
JOMOJHATBCS HOMEPOM  3K3eMIUIIpa JOKYMEHTa M JPYTMMH CBEICHHUSIMHU B
COOTBETCTBMHM C 3aKOHOIATENBLCTBOM Poccuniickon denepanun.

B nokyMeHTax opraHuzalnMM, COAEpPKAIIUMX CBEACHMS, COCTaBIIAIOIINE
KOMMEPUYECKYIO TailHy, B COOTBETCTBUU ¢ DeaepaibHBIM 3aKOHOM OT 29 urons 2004 r.
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No 98-®3 "O xommepdeckoil TaiiHe" Hapsiay C TpudoOM yKa3bIBaeTCS IOJHOE
HAaWMEHOBAaHME IOPUIUYECKOTO JIMIA, MECTO €T0 HAXOXKACHHS W HOMEp 3K3eMIUIIpa
JOKyMEHTa.

Hampumep:

KoMMmepueckas TaliHa

OBY "VMHHOBauusa"
JleHMHCKMM npocn., n. 83, Mockma, 117296
9x3. N 2

10.2.5 UcnoHuUTEIh OTBEYACT 3a COCTABIICHHUE JAOKYMCHTOB, UX COACPKAHUC,
CTHUJIb U3JIOKCHHUA U Ka4YCCTBO UX O(I)OpMJ'ICHI/I}I.

10.2.6 [Ins odopmieHUs TOKYMEHTOB B COOTBETCTBHH C YCTAaBOM YHHUBEPCUTETA
HE0OXO0IMMO UCIOJIb30BaTh OJIUH U3 BAPUAHTOB HAMMEHOBAHUS:

- IIOJIHOC HAMMCHOBAHUC-

depmepasyibHOE TIOCyHapCTBEeHHOe OonmxeTHOe o0pa30BaTesIbHOe YUpPEeXIeHME  BEICIIETO
obpaszoBaHUsa «BOPOHEXCKUNM T'OCYNAPCTBEHHEIM TEXHUUECKUM YHUBEPCUTET»

- COKpali€HHOC HAMMCHOBAHUC-

dT'BOY BO «BI'TY» smbo BI'TY.

10.3 CornacoBanue, yTBEpKIACHUE, BU3UPOBAHUE, MOJINMUCAHUE U JaTa TOKYMEHTA

10.3.1 TI'pud corymacoBaHuss JTOKyYMEHTa TMPOCTABJISIETCS Ha JOKYMEHTaXx,
COTJIACOBAaHHBIX C OpraHamMu BJACTH, OPTraHU3ALUSIMHU, JOJDKHOCTHBIMU JIUIIAMH
(BHEILIHEE COTJIaCOBAHUE).

['pud cormacoBanvs B 3aBUCMMOCTH OT BHJIa JOKyMEHTa W OCOOCHHOCTEH €ro
0(OpMIIEHUS MOKET MPOCTABISATHCS:

Ha TEPBOM JIUCTE JIOKYMEHTa (€Clid JAOKYMEHT MMEET THUTYJbHBIM JIUCT, - Ha
TUTYJIBHOM JIUCTE) B JIEBOM BEPXHEM YTy Ha YpOBHE Tpuda yTBEPKICHUS WU TIOJ
HAaWMEHOBAaHHUEM JIOKyMEHTA OJIMKE K HYKHEMY TIOJTIO);

Ha MOCJIEAHEM JIUCTE JOKYMEHTA MOJI TEKCTOM;

Ha JIMCTE COTJIACOBAHUS, SBJISIFOIIMMCS HEOTHEMJIEMOM YacThIO JIOKYMEHTA.

I'pud cornacoBanusi cocrout u3 ciosa "COI'JIACOBAHO", nomkHOCTH JHIIa,
KOTOPBIM COTJIaCOBaH JOKYMEHT (BKJIOYass HaMMEHOBAHHE OpraHu3aliu), ero
COOCTBEHHOPYYHOM MOJMUCH, HHUITUATIOB, (haMIJIMH, 1aThl COTJIACOBAHUSI.

Hanpumep:
COTJIACOBAHO
3aMecTuUTeslb MUHUCTPAa
IIPOMEIIJIEHHOCTY M TOPTOBJM
Poccumickom denmepaumum
[lopnuce nN.0. dammnmsa
IDaTa

Ecau cornacoBaHue OCYIICCTBIIACTCA KOJUICTHAJIBbHBIM, COBCINATCIbHBIM WA
HWHBIM OpraHOM, B FquKE CorjiaCoBaHusl YKa3bIBAIOTCA CBCACHUA 00 oprane,

| Bepcus 2.0 | Usmenenne Ne 0 | Ctp. 25 u3 96 |




OI'BOY BO «BI'TY», BITY

NHCTPYKIUS N 1.01.01-2018
IO AEJOIIPOU3BOJACTBY

COTJIACOBABIIEM JIOKYMEHT, JaTe W HOMEpE MPOTOKOJIa, B KOTOPOM 3a(pUKCHPOBAHO
pemieHMe O corjacoBaHuM. Eciaum  COMIacOBaHHME  OCYILECTBISAETCS  MHUCHMOM,
YKa3bIBaIOTCS BUJ] IOKYMEHTA, OpraHU3alys - aBTOp JOKYMEHTA, 1aTa U HOMEP MUChMa.

Hampumep:
COTJIACOBAHO
Hay‘:IHO—TeXHquCKMM CcCOoBeTOM
®BY "lMuuHoBauma"

(mporokomsm or N )
COTJIACOBAHO

nuceMoM MuHTpymna Poccum
oT N

10.3.2 TI'pud yrBepkaeHUs TOKyMEHTa MPOCTABISAETCS HA TOKYMEHTAaX B MPABOM
BEPXHEM YIIIy MEPBOro JUCTa AOKyMeHTa. Ecnu JokymMeHT o(opMieH C TUTYJIbHBIM
TucToM, Tpud yTBEpKIeHUs odopmisieTcss Ha TUTYJIbHOM jucte. CTpPOKH pEKBU3UTA
BBIPABHHMBAIOTCS MO JIEBOMY Kpar WM LEHTPYKOTCS OTHOCUTEIBHO CaMOM JIMHHOW
CTPOKH.

[Ipn yTBepkAEHUM JIOKYMEHTa COOCTBEHHOPYYHOM MOJMUCHIO JTOHKHOCTHOTO
muua tpud yrBepxkaeHuss cocrour wu3 cioBa "YTBEPXJIAKO", nHanmeHoBaHHS
JOJKHOCTH JIMIIA, YTBEPKAAIOUIETO JOKYMEHT, €ro MOJNUCH, HHUIMAIOB, (haMUIIUU U
JaThl YTBEPKICHHUSL.

Hanpumep:

YTBEPXIAIO
PexTop BI'TY

Iloomnmce C.A.KoJIOOSXHBI
ITaTa

[Ipn  yTBEpXIEHUM JOKYMEHTa paClOPSIUTEIbHBIM  JOKYMEHTOM  Tpu(
yTBepxkAeHus  cocrour w3 cnoBa  "YTBEPXIEH"  ("YTBEPXJIEHA",
"VTBEPXJIEHBI" wiu "VTBEPXIEHQO"), cornacoBaHHOTO ¢ HauMEHOBaHUEM BHJA
YTBEPKIAEMOr0 JOKYMEHTA, Ha3BaHHUS BHJA PACHOPAIUTEIBHOTO JOKYMEHTa B
TBOPUTEIILHOM MAJIEKE, €r0 AaThl, HOMEpa.

Hanpumep:

(IlpaBuia) YTBEPXIEHE

npukasomMm BI'TY
or 5 okTabpsa 2017 r. N 383

[Tpu yTBEp>KAEHWU IOKYMEHTa KOJUICTHAJIbHBIM, COBEUIATEIbHBIM WM HHBIM
OpPraHOM, pEHICHUsI KOTOPOro (UKCUPYIOTCS B TPOTOKOJIC, B TpUQE yTBEPKICHUS
YKa3bIBa€TCsl, HANMEHOBAHHE OpraHa, pelieHNeM KOTOPOTO YTBEPKACH TOKYMEHT, J1aTa
¥ HOMEp MPOTOKOJa (B CKOOKaX).

['pud yTBEp>)ACHUS MPOCTABIAECTCS HA CIACIYIOIIUX JOKYMEHTAX:
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AKTBI (IPOBEPOK U PEBU3MIl; MpUEMa 3aKOHYEHHBIX CTPOUTEIHCTBOM OOBEKTOB,
00OpyIOBaHUs; SKCIEPTU3bI;, TIepeaun J1e; JUKBUAAINNA OpPraHu3aluil, yUpeKIeHul,
OpEANPUATAN U T.1.).

I'paguxm pabot, OTITYCKOB, CMEHHOCTH U JIp.

3aganna (Ha TMPOEKTUPOBAHHE OOBEKTOB, TEXHUYECKUX COOPYKEHUM, Ka-
NUTAJIbHOE CTPOUTENILCTBO; HA IMPOBEACHHUE HAYYHO-HCCIIEIOBATEIBCKUX, MPOEKTHO-
KOHCTPYKTOPCKHUX U TEXHOJOTUYECKUX padOT; TEXHUYECKHUE U T.1.).

Nucrpyknum (mpaBwia) (AODKHOCTHBIE; MO  JIETONPOU3BOJICTBY; TEXHUKE
0€30MacHOCTH; BHYTPEHHETO TPYIOBOTO paclopsiaKa U T.J.).

HomenkJiiaTypa aes opraHu3aryi.

HopmaTtussl (pacxoaa CbIpbsi, MaT€pUalioB, 3JIEKTPOIHEPIUHU; TEXHOJIOTHYECKOTIO
MPOEKTUPOBAHUS; YUCICHHOCTH PAOOTHUKOB U T.11.).

Ot4yersl (0 MNPOU3BOACTBEHHOM JI€ATEIBHOCTH, KOMAHJHUPOBKAX, HAYYHO-
UCCIIEIOBATENbCKUX padoTax u T.1.).

Onucu gea (MOCTOSSHHOTO, BpeMEeHHBIX (CBbIile 10 JIeT) CPOKOB XpaHEHUS U MO
JUYHOMY COCTAaBY)

Ilepeunn (nOKHOCTEM pPaOOTHUKOB C HEHOPMUPOBAHHBIM pa0OUYMM JHEM;
OPEANPUATUNA, Ha KOTOPBIE PACHPOCTPAHSIOTCS OMPEAECIEHHBIE JbIOTHI; THUIOBBIX
JOKYMEHTAJIbHBIX MaTepHalioB, OO0pa3ylouMxcsi B JESITEIbHOCTH MHHHCTEPCTB,
BEJIOMCTB U JIPYTUX OpraHU3alliid, C YKa3aHHUEM CPOKOB XpAHEHHS MAaTEPUAIOB U T.1I.).

Inanbl (IpOU3BOJICTBEHHBIE; CTPOUTENBHO-MOHTAXKHBIX, POEKTHO-
M3BICKATENIbCKUX, HAYYHO-UCCIEI0BATENbCKUX PadOT; BHEAPEHUS HOBOW TEXHUKH; IO
KaluTaJbHOMY PEMOHTY; paOOThl KOJUIETHUH, HAyYHO-TEXHHUYECKOTO COBETAa, YUEHOTO
COBETa U T.1.).

Iosi0:kenns (00 opraHu3anuu; CTPYKTYpHOM MOJpa3fesieHUuH; MPEMUPOBAHUU U
T.J1.).

I[IpaBuia

IIporpammsl (mpoBeneHus paboOT U MEPOIIPHUATHI, KOMAaHAUPOBOK H TI1.).

PacueHku Ha MpoU3BOACTBO PadoOT.

PeryiameHThI

CMeThI (pacxoJ0B Ha COJIEp)KaHHE armapaTa ynpaBlIeHHs, 3JaHUN, TTOMEIIEHUH,
COOPYKE€HUM, HCIOIb30BaHUS CpeAcTB (oHAA NPEANpUATHS; Ha TMOATOTOBKY U
OCBOEHHE MPOU3BOJICTBA HOBBIX U3/IENUI; HA KAUTAIILHOE CTPOUTENBCTBO U T.1.).

Cranaaptsl (rocyJapCTBEHHBIE, OTPACIIEBbIE, TEXHUYECKHUE YCIOBHS).

CTpyKTypa U IITATHAA YUCICHHOCTD.

TapudgHusie craBgu.

YcraB yHuBepcuTeTa.

®opMbl YHHPHUITUPOBAHHBIX TOKYMEHTOB.

IITaTHbIe pacIMCaHUA U U3MEHEHHS K HUM.

10.3.3 Ilognuch BKIIOYAET: HAUMEHOBAHME JOJDKHOCTHU JIMIA, MOIIIMCHIBAIOIICTO
JTOKYMEHT, €r0 COOCTBEHHOPYYHYIO TIO/INHUCH, WHUIIHAIIBI, (PaMUITHIO.
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o JEJOIMPOU3BOACTBY
Hanpumep:
PexTop BI'TY JInunaga nomnmce C.A. KoJonmsaxHBIV

WM Ha Oy1aHke (MMchMa, MpUKas3a, pacopsuKeHUH):

PexkTop JInuHasa nomnmce C.A. KoJomsaXHBIA

HpI/I O(I)OpMJ'ICHI/II/I JOKYMCHTA Ha OnaHke JOJDKHOCTHOT'O JIMIIAa AOJIZKHOCTB 3TOI'O
Jya B IMOAIIMCHU HEC YKa3bIBAlOT.

JImyHasa nonnmchb C.A. KoOJIOOSXHEI

HpI/I MMOANMMCAHNUN NOKYMCHTA HCCKOJbKUMHU JOJIKHOCTHBIMHU JIMITAMU HUX IMOAIINCHU
pacnojiararor OJHY IIoJ z:pyroﬁ B IIOCICOOBATCIBHOCTH, COOTBCTCTBYIOHICﬁ
3aHUMAEMOU JOJDKHOCTH.

Hampumep:
PexTop JIMuHasa nomonmch C.A. KomonmsaxHbl
TJlaBHEM OyxTajTep JInunaga nomnmce JI.B. Henamesna

[Ipy moamucaHWM COBMECTHOTO JOKYMEHTa MEpPBBIA JIUCT O(QOPMIISAIOT HE Ha
Onmanke. B mokymMeHTax, COCTaBICHHBIX KOMUCCHEH, YKAa3bIBAIOT HE JIOJDKHOCTU JIMII,
MOJIMUCHIBAIONINX JOKYMEHT, a UX O0S3aHHOCTH B COCTaB€ KOMHCCHUU B COOTBETCTBHUH C

paCHpCHCHCHHCM.
Hampumep:
[lpencenaTesyic  KOMMCCHUM JIMuHad MNomnmchb C.B.Cadponos
UJIeHBE KOMMUCCUU JInuHasg noOONucChb T.B. HacoHOBa
JInuHag nonnmuchb K.H. JlanumHa
JInuHag nonnmuchb A.A. Benges

[Ipu noanucanuu TOKyMEHTA JIMIIOM, UCTIOJHSIOUUM 00SI3aHHOCTH PYKOBOIUTENS,
noAnuch oopMIIIETCSl ¢ yKa3aHUEM CTaTyca JOHKHOCTHOTO JIMIA B COOTBETCTBUU C
pUKa3oM (pacropspKEHUEM ).

Hampumep:

N.o. pekTOpa JIMuHaga nomonmch n.I'. IOposmnos

WIIn:

Vcnonuaommly O0S3aHHOCTU
pexkTopa JIMuHasa nomonmch n.I'. IOposmnos

[Ipy noanmucaHuu [OKYMEHTa JMIIOM, HMMEIOIIMM MpaBO MOJANKCU B Ciyyae
BPEMEHHOTO OTCYTCTBHSI PYKOBOJUTENS, UCOPABICHUS B HAMMEHOBAHHUE JOJIKHOCTU U
pactpoBKy (pamMuiIuM MOATOTOBICHHOTO W COTJIACOBAaHHOTO MPOEKTa JOKYMEHTa
BHOCSITCS OT PYKA WM C HCIOJIb30BAHUEM COOTBETCTBYIOLIMX IITaMroB. He
JIOIYCKAeTCsl CTaBUTh KOCYIO YepTy, HAANUCh "3a" mepe]l HAMMEHOBAHUEM JIOJKHOCTH
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JUA B MOJIUCH, €CIU JOKYMEHT MOAMNUCHIBAET MHOE JOJLKHOCTHOE JIUIIO, €CJIM MHOE
HEYCTAHOBJICHHO HOPMATUBHBIMU aKTaMH.

10.3.4 Buzoii odopmisieTcss BHYTpEHHEE COrjlacoBaHHMe JOKyMeHTa. Bwusa
BbIpa)KaeT corjacue (Hecoryiacue) ¢ COJepKaHHUEM MpPOEeKTa JOKyMEeHTa JIMla,
BU3HUPYIOLETO JOKYMEHT, M BKJIIOYAET: JODKHOCTh JIMIA, BU3UPYIOIIETO JOKYMEHT,
MNOJMUCH, PACIIU(PPOBKY MOANUCH (MHUIMANBI, (PaMUITUIO) U AaTy BU3UPOBAHMUS.

Hampumep:
HadvajlbHMK DOPUIOMYECKOI'O OoTnejsa
JlmyHasa [DoOnmuch A.A.Benges
ITaTa

[Ipu HanMuMu 3aMe4aHui K JOKYMEHTY BU3Y O0OPMIISIOT CIIETYIOIIMM 00pa3oM:

3aMeduaHMsa OpuilarainTcsd

I'nmaBHEM OyxTajTep

JInuHasa nonnmchb JI.B.HeHamera
IDaTa

3ameyaHusl M3JaraloT Ha OTAEIBHOM JIMCTE, MOANMCBHIBAIOT W NPHIAraroT K
JOKYMEHTY.

B 1oxyMeHTax, NOJJIMHHUKHA KOTOPBIX XpaHATCA B OpraHW3allud, BHU3bI
IPOCTABJISIFOT HA MOCJIEHEM JINCTE JOKYMEHTA MO/ MOANKNCHI0, HA 000POTE NOCIEAHETO
JUCTa TOJUIMHHMKA JOKYMEHTAa WM Ha JIMCTE COIJIaCOBaHMS (BU3UPOBAHMUS),
IPWJIAraéMoM K JOKYMEHTY.

B ucxopsmmx AOKYMEHTAaX BH3bI MPOCTABIIKOTCSA HA DK3EMIULIPAX JOKYMEHTOB,
IIOMEIAEMBIX B JEJIO.

IIo ycMOTpeHHIO OpraHu3anuyd MOXET NPUMEHSTHCA IOJIMCTHOE BHU3UPOBAHUE
JOKYMEHTA U €T0 IPUIIOKEHUM.

10.3.5 Ormerka 00 5JIEKTPOHHON MOJNMCH HCIONB3YETCA ISl BHU3yalU3allUud
AIIEKTPOHHOM TMOJMHUCH TOJydyaTeleM JOKYMEHTa TIpH OOMEHE JIIEKTPOHHBIMU
JOKYMEHTaMH, TMOJANUCAHHBIMA YCHUJICHHOW KBaJU(UIMPOBAHHOM  AIIEKTPOHHOMN
ITOIIUCHIO.

B cootBercTBUM ¢ 3akoHomaTenbcTBOM Poccuiickoit demeparuum  oTMeTka 00
AJIEKTPOHHOM NOANUCH (OPMUPYETCS U BU3YAIU3UPYETCS IPOrPAMMHBIMU CPEJICTBAMHU.
OTtmeTka 00 D9JIEKTPOHHOM MOANMCH BKiIoYaeT @pasy "JIOKyMeHT mnoamnucaH
AJIEKTPOHHOM TMOJANMCHIO", HOMEp cepTU(UKaTa KIo4a 3JIEKTPOHHOW IOJIHUCH,
damMmiMio, MMs, OTYECTBO BIIAJENIblia CEPTHU(PHUKATA, CPOK JEHCTBUS CepTU(HUKATa
KJIF0UYa JIEKTPOHHOM MOIHUCH.

Hampumep:

IvperTop JOKYMEHT ITOAITNCAH .. VBaHOB
AJIEKTPOHHOU ITOJITNCHIO
Ceptudukar lal11aaa000000000011
Bnanenen MBanos MBan MBanoBuu
HewictButenen ¢ 01.12.2012 mo 01.12.2017
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10.3.6 OtTuck neyatu 3aBepseT MOJIMHHOCTh MOAMUCH JOJIKHOCTHOIO JIMIA Ha
JOKYMEHTaX, YIOCTOBEPSIONIMX TpaBa JHUIl, (UKCUPYIONUX (AKTHI, CBS3aHHBIE C
(MHAHCOBBIMU CpEJCTBAMH, a TAaK)K€ HA HMHBIX JTOKYMEHTaxX, MPEeTyCMaTpPUBAIOIINX
3aBepeHUE TMOJUIMHHON TOJAMKMCH TeYaThbl0 B COOTBETCTBUM C 3aKOHOJATEIHLCTBOM
Poccuiickonn @enepanum.

10.3.7 JlIokyMeHTHI 3aBepsItOT NedyaThlo opranu3anuu. [ledyath mpocTaBisieTcs, He
3aXBaThiBass COOCTBEHHOPYYHOW MOJAMMCH JIMIIA, TOAMMCABIIETO JOKYMEHT, WM B
mecte, ooo3HaueHHoM "MII" ("Mecto neyatu").

['epOoBasi meyaTh CTAaBUTCS HA CJIEAYIOLUIUX TOKYMEHTaX:

AKTBI (TpUeMa 3aKOHYEHHBIX CTPOMUTENBHBIX OOBEKTOB, 000PYIOBaHUA,
BBITIOJTHEHHBIX Pa0OT; CIIMCAHUS; SKCIIEPTU3HI U T.1I.).

ApXHUBHbIE CIIPABKH.

ApXUBHbIE KOITHU.

JloBepeHHOCTH (HA TIOJyYCHHE TOBAPHO-MATEPHATBHBIX IIEHHOCTEH, BEIACHHUE B
apOuTpaxe u T.1.).

JloroBopbl (0 MaTepuanibHONM OTBETCTBEHHOCTH, MOCTAaBKaxX, MOAPAIAX, HAYYHO-
TEXHUYECKOM COTPYIHUUYECTBE, apeH i€ MOMEUIEHUM; O MPOU3BOICTBE PadbOT U T.1.);

JlokymMeHTbI PUHAHCOBOW OTYETHOCTH.

3apanna  (HA TOPOEKTHUPOBAHHE OOBEKTOB, TEXHUYECKUX  COOPY>KECHHUI,
KaluTaIbHOE CTPOUTENBCTBO; TEXHUYECKHUE U T.1.).

3akyIl0YeHUs M OT3bIBBI.

Konuu 1 BbINMCKN U3 JOKYMEHTOB, BbIJIaBA€MbIX ISl IPEACTABICHUS B JIpyrue
OpraHu3alMH.

Hopmsbl pacxoaa.

OOpa3ubl OTTHUCKOB TMe4yaTed M MOANHCed paOOTHUKOB, HMEIOIIUX IPaBO
coBepIeHus PUHAHCOBO-X035HCTBEHHBIX OIEPaIUi.

IMucsma rapanTuitaeie (Ha BBIOJHEHUE PaboT, YCIYT U T.1.).

IMopyuenus (0romxeTHbIe; OAHKOBCKUE; MEHCHUOHHBIC; IJIATEXKHbIE (CBOAHBIC, B
0aHK; Ha MOJy4€HHUE U TIEPEBOJ] BAJIIOTHI U T.J1.).

Ionoxenns 00 opraHu3alusIX.

IIpeacraBienussi W XxojaTtaiictBa (0 HarpaxieHUM TOCYAAPCTBEHHBIMU
HarpajaMu U IpeMUsIMU).

PeecTpnl (4eKkoB; OFOKETHBIX MMOPYUCHHUH, MIPEICTaBIsIeMble B 0aHK);

CMeTnbl pacxoaoB (Ha coJep)KaHUE afmnapaTa ynpaBieHHs; Ha KaJIbKYJSLHUIO K
JIOTOBOPY H T.1I.).

Cornamenmnst.

CnpaBku (0 1oxomax (U3MYECKUX JUI, O BBIJIATE CTPAXOBBIX CYMM, O
0anaHCOBOM CTOMMOCTHM OCHOBHBIX (DOHIIOB, O NEPCOHU(PHUIMPOBAHHOMY YUETY,
0 OpPMIIEHHIO CTPAaXOBBIX CBHUJIETENBCTB, IO 3apOCaM OPTaHU3ALMM, 10 JOKYMEHTaM,
MPEIOCTABIIIEMBIM B CY/, - 10 HEOOXOUMOCTH).

Cneundukanmu (U31e1ui, TPOAYKIUU U T.1.).
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TuryabHBIE CIUCKH.
YnocrosepeHus.

YcraB yHuBepcUTeTa.
HITaTrHbie pacniucanus.

JIOKyMEHTBI 3aBEpSIIOTCS TepOOBONM TMEYaThlo, MOJNUCAHHBIE JTOJKHOCTHBIMU
JUIAMH YHUBEPCUTETAa B COOTBETCTBHM C HUX JODKHOCTHBIMU OOSI3aHHOCTSIMU TIO
pUKa3y peKkTopa.

10.3.8 OtrmeTrka O 3aBepeHHUU KOMHHU O(QOpMIISETCS IS TOATBEPKICHUS
COOTBETCTBHUSI KONMUU JOKYMEHTa (BBIMMCKU U3 JIOKYMEHTA) MOJJIMHHUKY JTOKYMEHTA.
OTMmeTKa 0 3aBEPEHUHU KOMUU MPOCTABIAETCS HA CBOOOJAHOM OT TEKCTa MECTE W, MIPH
OTCYTCTBHHM CBOOOJHOTO MeCTa Ha JIHMIIEBOW CTOPOHE [IOKyMEHTa, Ha 000poTe
JOKyMEHTa W BKJIOYAeT: cJoBO "BepHOo", HaMMEHOBaHHME JODKHOCTH JIMLA,
3aBEpUBIIETO KOMHUIO; €ro COOCTBEHHOPYYHYIO MOAMUCH, PACHIMPpPOBKY MOIMUCU
(vHUIMANB, (aMUTTUIO); ATy 3aBEPEHUS KOMUH (BBIMUCKU U3 TOKYMEHTA).

Ha xonusix MHOrOCTpaHWYHBIX JIOKYMEHTOB OTMETKa O 3aBE€PEHUU KOIHH
IPOCTABJISAETCS Ha KaXKJIOM JIMCTE JOKYMEHTA WIHM Ha TIOCJIEIHEM JINCTE IPOLIUTOrO WIH
CKPEIUJIEHHOTO MHBIM 00pa3oM JOKYMEHTA. 3aluCh O MECTE HAXOXKIEHUS MOIMHHHUKA
IPOCTABJISAETCS TOJIBKO HA MOCIEIHEM JINCTE TIOKYMEHTA.

Ecnau konus BbIIaeTcs JUisl MPEACTABICHUS B APYTYH0 OpraHU3aIUI0, OTMETKA O
3aBEPEHUH KONMUU AOTOJHAETCS 3alMChbI0 O MECTE€ XPaHEHHUs TOKYMEHTa, C KOTOPOIO
ObL1a U3rOTOBJICHA KOMUS, U 3aBEPSETCS MeYaThIO OPTaHU3alUH.

Hampumep:

[IOOJIMHHMK IHOOKyMeHTa Haxomurcsa b BI'TY
B mesie N 06-OPII-09 3a 2015 ronm

BepHo
CneumanmuctT no kagpam OPII JImunaa nomnmce C.B. T'opinosa
DaTa [leuaThb

Jlig 3aBepeHMs] KONMM JIOKyMEHTA, M3TOTOBJIEHHOW Ha OyMa)KHOM HOCHTEIE,
MOXET UCIIOJIb30BaTHCA ITAMII.

Konum »5neKTpOHHBIX JOKYMEHTOB, HaIpaBIsSIEeMbIX 10 HHPOPMAIMOHHO-
TEJIEKOMMYHUKAIMOHHON CETH, 3aBEPSIOTCS DJIEKTPOHHOU MOIINKCBHIO PYKOBOAMUTEINS
OpraHMU3alMHA WJIA WHOTO YIOJHOMOYEHHOTO MM JIMLA WU BBICBUIAIOTCS IOJIyYaTEIo C
COTIPOBOJUTENILHBIM MMUCHbMOM B 3JIEKTPOHHOH (opMe.

Konum 3neKTpOHHBIX  JOKYMEHTOB, MPEIOCTABISIEMbIX Ha  (PU3MUECKH
000COOJIEHHBIX HOCUTEISIX, BBICBUIAIOTCS MOJYYaTEN0 ¢ COIPOBOAUTENBHBIM TUCEMOM
Ha OyMa)>KHOM HOCHUTEJIE.

B compoBogMTeNBHOM NHMCBME K  KONMSAM  DJJIEKTPOHHBIX  JOKYMEHTOB
YKa3bIBACTCS:

- HAMMEHOBaHUE NH(POPMALIMOHHON CUCTEMBI, B KOTOPOW XPaHATCS JOKYMEHTHI;

- HAMMEHOBAaHUS JOKYMEHTOB, KOIIMU KOTOPBIX HAIPABIIKOTCS MOJIy4aTellto;

- Ha3BaHUs (aillIoB TOKYMEHTOB € yKa3zaHueM ¢opMmara Qaiina;
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- 00beM Kaxaoro (aiina B 0aiiTax U Mpu HEOOXOJUMOCTH UHAsI UH(POpMAIIHSL.

[Tpu sToM Ha ¢u3nuecku 0060co0IEeHHOM HOcuTene ykasbiBaercs: "[Ipunoxenue
K mUcbMy oT (zata) Ne...".

Konusi »neKTpOHHOrO JOKYMEHTa, MpEJICTaBiI€HHAas B BUJE JOKyMEHTa Ha
OyMa)XHOM HOCHTEJE, 3aBEpsETCS B MOPSJIKE, YCTAHOBICHHOM JIaHHBIM IyHKTOM
MHCTPYKLMU JUIsl 3aBEPEHUs KOIUN TOKYMEHTOB Ha OyMa)KHOM HOCHUTEJE, IIPU STOM Ha
KOIMM YKa3blBaeTCs, B KakOil MH(OPMALMOHHOW CUCTEME XPAHUTCS SJIEKTPOHHBIN
JOKYMEHT.

10.3.9 CormnacoBanue MNpoeKTa AOKYMEHTa MPOBOJAMUTCA A0 €ro MOANUCAHUA
PYKOBOJMTENEM B LEMAX OLEHKH COOTBETCTBUS IPOEKTAa 3aKOHOAATENIbCTBY
Poccuniickonn denepanyu, JOKaIbHBIM HOPMAaTHBHBIM aKTaM OPraHU3allMH, Ka4eCTBA U
3¢ ()EKTUBHOCTHU TIPEITIaraeMoOro perieHusI.

CorynacoBaHue NOpoOeKTa JOKYMEHTa  OPraHu3yercs  HEMOCPEICTBEHHBIM
UCIIOJIHUTENIEM (COCTaBUTENIIEM) W PYKOBOIUTEIEM MOAPA3ACIICHUS-UCIIOTHUTENS U
IIPOBOJIUTCSA B MPEAEIaX YCTAHOBIEHHOI'O CPOKA UCTIOJHEHUS.

10.3.10 ITpoeKThl JOKYMEHTOB COTJIACYIOTCS:

- HEINOCPEACTBEHHBIM MCIIOJIHUTEIEM U PYKOBOAMUTEIEM IOAPA3/IEICHUSI-
UCTIOJTHUTEIIS;

- COUCTIOJIHUTEIISAMH (TIPU X HAJIUYHUN);

- PYKOBOJIUTENSIMU CTPYKTYPHBIX NOJpa3zesieHuii, pabOTHUKaMH YHUBEPCUTETA,
HalpaBJ€HUs  JIEATENbHOCTH WIM  (PYHKUHMOHAJIbHbIE  OOSI3aHHOCTH  KOTOPBIX
3aTParvBarOTCsl B MPOEKTE JOKYMEHTA M KOTOPbIE YKa3aHbl B NPOEKTE JOKYMEHTa B
KauecTBE HCIIOJHUTENEeH (B Cilaydae BPEMEHHOIO OTCYTCTBUS PYKOBOAMTENS
MO/IPA3/ICNICHUs] MPOEKT JOKYMEHTAa BHU3UPYET JIMLO, BPEMEHHO HCIOIHSIOIEE €ro
00sI3aHHOCTH ),

- TPOPEKTOpPaMH, KYpPUPYIOUIUMH 3aTPOHYTHIE B MPOEKTE AOKYMEHTa BOIPOCHI
(eci TOKyMEHT NOANUCHIBAETCS (YTBEPKIAAETCS) PEKTOPOM YHUBEPCUTETA);

- OpUIAYECKUM OTAeNoM (mpoekToB JIHA, mpoeKTOB nprKa3oB);

- P HEOOXOIUMOCTH OTAEJIOM JOKYMEHTOOOOpOTa U apXUBHOI'0 00ECIIEUEHUSI.

ITpoekTbl JOKYMEHTOB, peajiu3auus KOTOpbIX TpeOyeT (MHAHCOBBIX 3aTpart,
COTJIACOBBIBAIOTCS C  OTHAENOM (DMHAHCOBOIO IIJIAHUPOBAHUS U YIPaBICHUEM
OyXrajarepckoro yyera.

He onomnyckaercs HampaBisiThb Ha  COIVIACOBAaHUE IPOEKT  JOKyMEHTa
OJIHOBPEMEHHO JIBYM WM 0Oosiee pabOTHHKaM OJHOIO CTPYKTYPHOTO MOIpPAa3/IEICHHUS.
[IpropuTeTHBIM SBJISIETCSl HampaBlieHHE TPOEKTa JOKYMEHTa Ha COIJIacOBaHUE
PYKOBOIUTEISM CTPYKTYPHBIX TOJIpa3AeieHui.

10.3.11 Cpoxku coracoBanusi JOKYMEHTOB 3aBUCAT OT BHJIa TOKyMEHTa U 00beMa
JOKYMEHTA, BKJIIOYAast IPHIIOKEHUS K HEMY.

Cpoxku cornacoBaHusi JOKYMEHTOB COCTABJISIOT:

- IPOEKTHI JICTIOBBIX (CIYXKEOHBIX) MUCEM - | - 3 pabounx aHs;

- POEKTHI MPUKA30B 0€3 MPMIoKEeHUH - 1 - 3 pabouux aHS;
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- IPOEKTHI MPUKA30B C MPUIOKEHUSIMH CIIPABOYHOTO Xapakrepa - 3 - 5 pabounx
JTHEH;

- TMPOEKThl MNPHUKA30B C MPUIIOKEHUEM JIOKAJIbHBIX HOPMATUBHBIX AaKTOB B
3aBUCHUMOCTH OT UX oobema (He 6osiee 50 ctpanun) - 5 - 10 pabouux gHEw;

- MPOEKTHI JIOKAJTBHBIX HOPMATUBHBIX AKTOB, YTBEP>KJAEMbIX HEMOCPEICTBEHHO
NOANMUCHI0 pykoBoautes (He 60osee 50 crpanui) - 5 - 10 paGouux THEH;

- TPOEKThl TPOTOKOJIOB 3acelaHuid (COBEIlaHWil) MpU HEOOXOJUMOCTH HX
COTrJIacOBaHUs, B 3aBUCUMOCTH OT 00beMa JOKyMeHTa - 1 - 3 pabouux aHs.

Cpoku corjacoBaHUsi TPOEKTOB JOKYMEHTOB, HAINpaBIIIEMbIX HAa BHEIIIHEE
COTJIaCOBaHUE He JTOJKHBI COCTaBIATH Oosiee 30 KaleHAapHBIX JHEH.

B KOHKpeTHBIX cCiy4asX B 3aBUCHUMOCTH OT COJCpKaHUA ¥ Ha3HAYCHUS
JOKYMEHTa CPOK COTJIaCOBAaHHUSI MOKET OBITh COKpAIIeH WM YBEIHYEH IO PELICHUIO
PYKOBOJMTENSA, KYPUPYIOIIEr0 HAINpPaBIEHUE JEATEIbHOCTH, IO KOTOPOMY T'OTOBUTCS
MPOEKT PelICHUsI.

10.3.12 3ameuanus M pa3HOIJIACUsl YKa3bIBAKOTCS IPU BU3UPOBAHUM WIIU
0(pOPMIISIIOTCS OTIEIBHBIM MPUIOKEHUEM C TOMETKON Ha MPOEKTE JOKYMEHTA.

[Ipukassl U npyrue pacnopsauTeabHble JOKYMEHTBI JOJKHBI ObITh COTJIACOBAHBI
CO BCEMH 3aMHTEPECOBAHHBIMU  TOJpa3JCJICHUSIMU, a 3aTeM  BU3UPYIOTCS
PYKOBOJUTEISIMUA CTPYKTYPHBIX MOAPA3/ICIICHUN.

10.3.13 JlokyMeHTBI MOAIMCHIBAIOTCA Ha OJlaHKaX By3a OT UMEHHM YHHBEPCUTETA
— PYKOBOJICTBOM YHHUBEPCUTETA.

10.3.14 Ilepenaya Ha TOANIKMCH PYKOBOJCTBY JOKYMEHTOB MPOU3BOIUTCS:

- PEKTOpY- Yepe3 OTAET TOKyMEHTO000pOTa U apXUBHOT'O 00eCTIeUeHUS

- IIPOPEKTOPAM - YEpe3 CeKpeTapeit

- PYKOBOAMUTENSAM CTPYKTYPHBIX TOAPA3JEICHUN- dYepe3 COTPYAHHUKOB
OTBETCTBEHHBIX 32 JEIONPOU3BOACTBO B ATUX MOIPa3ICIICHUSX.

11 JlokaJbHble HOPMATHUBHBIEC AKThI (IPABHJIA, MOJ0KEHUA, HHCTPYKIHMHU H
ap.)

11.1 JlokanpHble HOpMaTHUBHBIE akThl (anee - JIHA) yHuBepcuteTa n3aarTcs B
BU/IE MIPABUJI, MTOJIOKEHUM, UHCTPYKLUN U IPYTUX BUAOB JTOKYMEHTOB.

11.2 IlpaBuna pa3paboTku, 0GOpPMIICHHS, COIJIACOBAHUS, YTBEPXKICHMUS,
NOBEICHUS N0 HCIOJHUTENEH, XpaHeHus U akryanuszauuu JIHA onpenenstorces
CTaHAapTOM YHHBEPCHUTETA.

11.3 JIHA npuoOperaioT IOPUAMYECKYI0 CHIIy TIOCJI€ UX YTBEPKACHUS
pacnopsIUTENbHBIM JOKYMEHTOM (IPUKa30M) WM HENOCPEACTBEHHO PEKTOPOM
YHUBEPCUTETA.

B Tekcte mpukaza 00 yTBepKIeHUH, HU3MeHeHMH win otMmeHe JIHA
UCIOJIB3YIOTCS (POPMYJIUPOBKHU:

- npu yrBepxkaenun Hooro JIHA: "VTBepauths (Ha3Banue JIHA) u BBecTH B
nencTBue ¢ (ara)".
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Hanpumep:

1. YrBepouTh VHCTPYKLUMIO IO LEJIONPOM3BOACTBY M BBeCTM B neycreme c¢ 1.09.2018
(npunoxeHMe) .

- IpY BHECEHUM U3MEHEHUH B paHee yTBepkaeHHbIN JIHA: "BHecTn nusmenenus
B (Ha3Banue JIHA).

Hanpuwmep:

2. BHecTu crnempywomme wu3MeHeHus B llraTHoe pacnucaHme opraHusaumm Ha 2019
rom: ...

- npu oTMmeHe panee yrBepxkaceHHoro JIHA: "lIpu3HaTe yTpaTHUBIIMM CHITY
(mazBanue JIHA), yrBepxkaenHnoe...".

Hampumep:

3. IIpu3HaTeE YyTpaTMBUMM CUJIy IIoJIOXeHMe O HeHOPMMPOBAHHOM paboueM mOHe,
yTBepXIeHHOe INpukasoM oT 15 dempana 2012 r. N 22.

11.4 JIHA mMoryT OBITb:

- MOCTOSIHHO JeHCTBYIOMUMU (0€3 OrpaHUYEHUs CPOKA UX MPUMEHEHUS);

— BPEMEHHBIMU (JEHCTBYIOLUIMMHU B TEUEHHE YKa3aHHOI'O B HUX CPOKa WM J10
HACTYIUICHUS ONPEICIIEHHOTO COOBITHS).

11.5 OcuoBaunuem g n3aanus JIHA asnsgrores:

— 3aKOHOAATEIbHBIE M HMHbIE HOPMATHBHBIE IIPABOBbIE aKThl Poccuiickoii
Oenepanuu  (ykazel U pacnopsbkenust  Ilpesupenta Poccuiickoit  ®Denepanuu,
IIOCTAHOBJIEHUsT W pacnopsbkeHus I[IpasurenscrBa Poccuiickonn ®enepanun, axThl
benepanabHBIX OPraHOB HCTIOTHUTEIHHON BIACTH);

— 3aKOHOJAaTeNbHbIe aKThl cyObekTa Poccuiickoit deneparuu, HOpMaTUBHBIE
IIPaBOBbIE aKThl OPTaHOB TOCYJAPCTBEHHOM BiacTu cyobekTa Poccuiickoit denepanuu;

— paHee wu3naHHble B YyHuBepcurere JIHA wunm  pacnopsauTenbHbIE
JNOKYMEHTBI.

12 PacnopsizuresibHbIe JOKYMEHTHI (IPUKAa3, PACHOpsIKeHUe)

12.1 Odopmnenue npukazon
12.1.1 Tlpuka3 - mpaBOBOM aKT, HM3JAaBA€MbIi PEKTOPOM YHUBEpPCUTETA IS
pelIeHUs] OCHOBHBIX M ONEPATUBHBIX 33]1a4, CTOSIIIUX MEPE] YHUBEPCUTETOM.

[Ipuka3pl, wu3gaBaeMble B YHMBEPCUTETE, HE JOJDKHBI IPOTUBOPEUUTH
3aKoHOJAaTeNnbCTBY Poccuiickon denepannu, Y CTaBy, JOKaIbHBIM HOPMAaTUBHBIM aKTaM
Y paHee U3IaHHBIM MPUKA3aM.

[Tpukaser pa3pabdaTbIBatOTCS COOTBETCTBYIOIIIUMHU CTPYKTYPHBIMHU
NOApa3eICHUSIMH 110 MOPYYCHUIO PYKOBOJICTBA YHUBEPCUTETA JTUOO B MHUIIMATUBHOM
nopsiake. OTBETCTBEHHOCTh 33 KAU€CTBEHHYIO MOJATOTOBKY MPUKA30B, X COrJIACOBAHUE
U TIpaBWIbHOE O(POpMIICHHE HECYT PYKOBOAMTEIM MOAPA3ACICHUN, KOTOPhIE TOTOBAT
MPUKa3 U MPEJCTABIISIIOT €0 Ha MOJIIKCH.

KoHTponbs 3a mpaBUIBHOCTBIO OG(OPMIICHHS TPUKA30B OCYIIECTBISIET OTACI
JOKyMEHTO000pOTa U apXUBHOTO 00ECIICUEHUSI.
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12.1.2 ®opmynsap mnpukaza AOHKEH IedaTaTbCs Ha OJlaHKe NpHUKa3a, HMETb
PEKBU3HUTHI (AaTa, WHACKC (PETrHCTPAllMOHHBIA HOMEp), 3arojOBOK K TEKCTY, TEKCT,
NOJANMUCH PEKTOopa), Ha 000pOoTe MpuKa3za CcoAep>KaTh BHU3bI (IIPOEKT BHOCUT U
corJjiacoBaHo) U crucok pacceuiku (ITpunoxenns 11, 12).

OTMmeTKa 0 3aBepeHHMH KOMHM MprKa3a MPOCTaBIIAETCS TOIbKO Ha KOTUSX.

Konuu npukasza U3roTaBIuBalOT UCIOJIHUTENIU B CTPYKTYPHBIX MOJpa3/eieHUsX,
KOTOpbIE pa3pabaTbiBalOT caM MpUKa3 (JJIs MPUKA30B KOTOPHIE HE MOJJIEKAT PACChUIKE
4yepe3 CUCTEMY AJIEKTPOHHOTO IOKYMEHTOO00pOTa).

Jlata ¥ perucTpalMOHHBIM HOMEp MpHKa3za MPOCTABISAIOTCS IMOCTE MOANUCAHUA
MpHUKa3a PEKTOPOM YHUBEPCUTETA.

12.1.3 Jlyig peructpanuy NpuKa3oB YCTAHABIMBAETCS CIEAYIOMIMI MOPAIOK:

Tabauua 12.1- Iopsinok perucTpanuu U MHAECKCAIUM IPUKA30B

Ne Coaep:xxaHnue nmpukasa HNupexce I'ne perucrpupyercs
n/n
1 2 3 4
1 [[To yueOHO-METOIUUECKUM, bes unnekca B otnene
A IMAHUCTPATUBHO-(UHAHCOBBIM U ITOKYMEHTO000pOTa U
NIPYTUM OCHOBHBIM BOIIPOCAaM APXUBHOT'O OOECIeYeHUs

ACATCIIbHOCTU YHUBCPCUTCTA

2 |0 KOMaHIUPOBAHUU COTPYIHHUKOB 1 B otnene
IMOKYMEHTO000pOTa U
APXWBHOTO O0OECTICUCHUS

3 [[lo nmuyHOMY COCTaBy COTPYJIHUKOB 2 B otnene mo pabdote ¢
(mpueM, Ha3HAYEHUE, [EPCOHAJIOM
NepeMELICHNE, YBOJIbHEHUE)

4  [[lo nMYHOMY COCTaBY CTYAEHTOB, 3 B otnene
ACTIMPAHTOB U MarucTpoB (IIpUEM, NOKYMEHTO000pOTa 1
[EPEBOJ, OTUUCIICHUE, APXUBHOTO 00ecTeueHus

BOCCTaHOBJIEHHUE, TOMYCK K
BK3aMEHaM, OOLIPEHHE,
B3bICKAHUE, TPAKTUKA)

5 |0 noouipeHuu, B3bICKaHUH, 10 4 B otneie
OpraHu3alui HAy4YHO- ITOKyMEHTO000pOTa
MCCIIeI0BATEILCKOM padoThI, MO APXUBHOT'O OOECIeYeHUS
OpraHu3aluui padoThI
ITOMOJTHUTEIHLHBIX

oOpazoBaTenbHbIX yeuayr (OI10)
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[Tpukassl perucTpupyroTCs B perucTpauuoHHbix kapToukax ([Ipunoxenue 13)

12.1.4 3aronoBoK K IpHKa3y IE€YaTaeTCs 4Yepe3 OJWH MEKCTPOUYHBI HHTEpBAI
1o/l peKBU3UTaMK OJIaHKA clieBa OT PAHMIIBI JIEBOTO mojs. Touka B KOHIE 3arojoBKa
HE CTaBUTCs. 3aroJIoBOK K IMpukasy Gopmynupyetcs ¢ npeajgorom "o" ("o0"), kpaTko u
TOYHO OTpaXkasi CoJIepIKaHUE TEKCTa MpUKa3a.

Hampumep:
06 yTBepxOeHUM VHCTPYKUMUM [IO OeJIONPOU3BOIACTBY;
O nopsanke OMHAHCUMPOBAHMSA PEeKJIAMHOM KaMIIaHUU;
O cozmaHMM BKCIEPTHOM KOMMCCUM.

12.1.5 Tekct mpukas3a COCTOUT U3 JBYX dYacTel: 00OCHOBaHHS (MpeamOynbl) U
paCHOPHHHTCHBHOﬁ yacti. B o0ocHOBaHuu YKa3bIBA€TCsI OCHOBAHHC, IMPHYHMHA HIIA
LECJIb U3JJaHMA JOKYMCHTA.

Hampumep:

B COOTBETCTBMM C IMNIPMKa30M MMHMCTEPCTBa CBS3M M MACCOBHX KOMMyHMKauuy oT 25
nexabps 2014 r©. N 1494 "O6 yreepxneHum IlpaBuy oOMeHa IOKyMeHTaMM B 3SJIEKTPOHHOM
BUIE NPM opTraHM3auum MHOOPMALMOHHOT'O B3amMonmeucTBusa"...

B wmeygax opraHM3auMM M NOpoBeleHMsa paboTH IO 3KCIEepTM3e LEeHHOCTM IOKYMEHTOB,

o@pasyfoumxc;{ B HOeATeJIbHOCTM OpTaHmM3aumm, un OTGOpy nux IJjid Iiepernadry Ha XpPaHeHMrEe B
aApX’MB OpraHM3aluy M K YHUMUTOXEHMUI. ..

12.1.6 PacnopsiauTenbHasi 4acTh IpPUKa3a HAYMHAECTCA CIOBOM ''TIpHMKa3bIBao',
KOTOPOE TIeYaTaeTCsl CTPOYHBIMU OyKBaMH BPa3pSIKYy.

PacnopsiauTenbHas 4acTh MOXKET COAEPKATh:

- pelIeHHs OpraHu3aluOHHOrO XapakTepa (YTBEpAUTb, CO3aTh, IPEOOPa30BATh,
JUKBUIUPOBATH, IPU3HATH YTPATUBILIUM CHITY U Ap.);

- KOHKPETHbIC MOPYUYCHHS C YKA3aHUEM UCTIOJHUTENS (MCIIOTHUTENEH) U CPOKOB
UX BBITTOJTHEHUS.

Kaxmoe pemenue (mopydenue) ohopMIIsieTcs B MpUKa3e KaK OTICIbHBIA IMyHKT.
[IyHKTBI TpUKa3a pacnojiaraloTcs B JIOTUKO-BPEMEHHOHM IMOCJIEeI0BATENbHOCTH U
HyMmepyloTca apabckumu tuppamu. Ecnu  nopydeHue nmaercss  KOHKPETHOMY
MOJIpa3/IeJICHUI0, €r0 HaUMEHOBAHHE MUIIETCS MOJTHOCTBIO, B CKOOKAaX YKa3bIBAOTCS
(baMuus ¥ MHULIMAJIBI PYKOBOJIUTENS TOIPA3/ICTICHUSI B UMEHUTEILHOM Ma/IeKe.

Hampumep:

II P M Ka 3 Bl B a :

1. YueBOHO-METOOMUECKOMY YIPABJIEHUIO (Mpmmoeckasdg JI.II.) x 01.11.2018 nomroroBUTH
M NPenCcTaBUTb Ha yTBEpPXIeHMe MJlaH ydebHO-MeTommueckol padorTe Ha 2019 roz.

Ecnmm mnopydeHune naercs KOHKPETHOMY HCIIONTHHUTENI0, €r0 JOHKHOCTh H
dhamuns yka3bpIBalOTCs 0€3 CKOOOK B JaTEILHOM TaJIexkKe.
Hampumep:
3. I'J1aBHOMY oyxTanrepy Henameroit J.B. IOOIOTOBUTD " IpencTaBUThb Ha

paccMOTpeHMe ¥ YTBEPXIEHME CMETY KOMAHIMPOBOUHHIX pacxomoB Ha 2019 rmom B CpPOK IO
30.11.2018.
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[IpennuceiBaemMoe neHCTBHE BBIPAXKAETCS TJArojoM B HEOMPEIETICHHON (opme.
He nomyckaercss ymoTpeOnsiTh HEKOHKPETHBIE BBIpXEHUS TUNA "YCHINTH',
"yckoputh'", "o0ecneunTh B KpaTuaniiue Cpoku" u ap.

Ecnu olHOMY MCIIOJIHUTENO0 HEOOXOMMO MOPYYUTh HECKOJIBKO Pa3HbIX 3aJaHUM
C OJHUM CPOKOM BBINIOJIHEHUSI, OTBETCTBEHHBIM HCIIOJHUTEIb M CPOK HCIOJIHEHUS
YKa3bIBAOTCS OJWH pa3 B OCHOBHOM ITYHKTE, a MOPYYEHUS BBIJICISIOTCS B OTACIbHBIC
NOANYHKTHI. Eciii y mOopy4eHuil pa3Hble CPOKU MCHOJIHEHUS, CPOKM YKa3bIBAKOTCA HE B
OCHOBHOM ITYHKTE€, a B Ka)KJIOM MTOJITYHKTE.

Cpok HCHIOJHEHUs JIOJKEH ObITh pealbHbIM, COOTBETCTBOBaTh O00bEMY
npenmnosiaraeMblx padot. [lpum ycTaHOBIEHHWH CpOKa ClEAyeT YYUTHIBATh BpeMs
JOBEACHUS JOKYMEHTA JO KOHKPETHBIX UCIIOJIHUTEIIEH.

CpoOK UCIIOJIHEHHS B TyHKTaX PACIOPSAUTEILHON YaCTH PHUKA3a HE YKA3bIBAETCS
B CiIydYasX, €CIM JEWCTBUS HOCAT PETYJSIPHBIA XapakTep M HX BBIIOJHEHUE
MPEANKCHIBAETCS HA BECh MEPUOJ JEHCTBUA IMpuKa3a. KoJnyecTBO MCHOJHUTENEH IO
KOKJIOMY IYHKTY (MOANYHKTY) HE orpaHmuyuBaercsi. OTBETCTBEHHBIH HWCIIOJHUTEIb
YKa3bIBA€TCS IEPBBIM.

Ecnu npuka3 OTMEHSIET OJIHOCTBEO MJIM YACTUYHO PAHEE U3IAHHBIE TOKYMEHTHI O
TOMY K€ BOMPOCY, TO B MPEAINOCIEIHEM MYHKTE IpUKa3a HE0OX0AUMO UX MEPEUHUCIIUTD
C YKa3aHMEM HAaUMEHOBAHMS JOKYMEHTA, €r0 AaThl, HOMEpA, 3ar0J0BKA.

Hampumep:

4. Ipu3HATH YyTPaTUBULMM CUIIy Opukas oT 5 aBrycta 2010 r. N 175 "O6 yTBepXIOeHUMU
IIOCTOSHHO HOEeMCTByWUEeY OKCIepTHOM Kommccum ".

[locneqnuii MyHKT MpUKa3a - MyHKT O KOHTPOJIE, B HEM YKa3bIBAETCS JOJIKHOCTD
JMIa, OTBETCTBEHHOT'O 33 UCIIOJHEHHE TOKYMEHTA B IEJIOM, €T0 (paMHIIUsl U HHUILIUATIBL.
Hanpumep:

5. KoHTpoJsieE 3a MCIOJIHEHMEM IIpMKasa BOS3JIOKMTE Ha I[IEepBOIO IpOopeKTopa CadoHoBa

B oTAenbHBIX ciiydasx pyKOBOIUTEb OpPraHU3aIlid MOYKET OCTaBUTh KOHTPOJIb 32
co00ii:
Hanpumep:

KOHTPOJIb 3a MCIOJIHEHMEM MpMKasza OCTaBJgl 3a COOOM’.

12.1.7 Tlogpa3neneHus MW JOJDKHOCTHBIE JIMIIA, JO CBEIECHHS KOTOPBIX
HEO0OXOAMMO JTIOBECTH MPHKA3, MEPEUUCIISIOTCS B yKa3aTene (JINCTe, CIIUCKE) PACCHUIKH,
KOTOPBIM TOTOBUTCS HUCIIOJHUTEIEM U MOXET Oo(QopMIIsAThCS Ha OOOPOTHOW CTOPOHE
MOCJICTHETO JIMCTA MPUKa3a.

Ecnu mpukasz JOBOAMTCS 10 CBEACHHUS BCEX CTPYKTYPHBIX MOApa3JeieHUuN, B
npuka3 BHocuTCs TyHKT: "[Ipuka3 1oBeCTM 10 CBEACHUS BCEX CTPYKTYPHBIX
noapasaeiacHun".

12.1.8 B nmpuka3zax He JOMYCKaeTCs:
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- IPUMEHEHUE IPOU3BOJIBHBIX COKpALICHUI WM HCKAKEHHE HAUMEHOBAaHUMI
CTPYKTYPHBIX NOJIpa3/I€JI€HUI YHUBEPCUTETA, UCIOJHUTEIEH;

- NpUMEHEHHE MPOU3BOJIbHBIX (HE OOUIENPHUHSTHIX) TEXHHUUYECKUX M APYTHX
TEPMHHOB, COKPAIICHHBIX CJIOB 1 HAUMEHOBAHHUI.

12.1.9 Ilpu Gonbmiom oOBeME TEKCTa B MPOEKTE MpHUKa3a U3IAraioTcs UMb
OCHOBHBIE BOITPOCHI, & OCTAJIbHOM TEKCT - B IPUJIOKEHUAX K JOKYMEHTY.

[Tpu Hanuuuu npunoxeHuit (yreepxkaaemsie npukazom JIHA, rpaduku, cxemsl,
TaOJIMLbl, CHMCKM W Jp.) B TEKCTE€ IpUKa3a B COOTBETCTBYIOUIMX ITyHKTax
pacnopsAUTEIbHON YacTU JAKOTCA OTCBUIKHU:... (mpuinoxkenue N 1);... (mpunoxenue N
2);... "corlacHO MPWIOKEHMIO", a Ha CaMOM MPHJIOKEHUU O(POpMIIIETCS OTMETKa O
IPWIOKECHUU:

Ipunoxexnue N 1
k npukaszy OBY "MHHOoBauua"
or 12.11.2017 N 215

[IpunoxxeHus: SBIAIOTCA HEOTHEMIIEMOM 4YacThlO IpuKasa. M3manme BmecTe ¢
IPUKA30M IIPUIIOKEHUH, HE YIIOMSHYTBIX B TEKCTE TOKYMEHTA, HE IOITYCKAETCHI.

12.1.10 Tlpu odopmieHnr npuKaza, HU3AaBAEMOr0 COBMECTHO C JIpyrou
OpraHU3aIMEH:

- OJIaHK HE UCIIOJIb3YEeTCS;

- HAMMEHOBAHUS OPraHU3alHil IeYaTaroTCs Ha OJTHOM YPOBHE;

- HaumeHoBanue Bua nokymenta (ITPUKA3) pacnionaraercs o neHTpy.

JlaToil COBMECTHOI'O IpHKa3a ABJISIETCS J1aTa MPOCTABJIEHUS MOCIEIHEN TOANUCH
Ha JOKyMeHTe. PerucrpanMoHHBII HOMEP COBMECTHOIO IIpHMKa3a COCTOMT U3
PErHCTPallMOHHBIX HOMEPOB, IPUCBOCHHBIX KaXA0W U3 OpraHU3alid U MPOCTaBISEMbIX
4yepe3 KOCYI0 UepTy B MOPSAIAKE yKa3aHUsl OpraHU3alMi - aBTOPOB JOKYMEHTA.

TekcT COBMECTHOrO NpHKa3a M3JIaraeTcsi OT IMEPBOTO JIMIA MHOKECTBEHHOIO
yucna ("mpuxasbiBaeM'), MOJANKUCU PYKOBOJMTENECH OpraHU3alui pacrojararorcs Ha
OJIHOM ypOBHE CJIEBA U CIIPABA.

12.2 Odopmienue pacrnopsHKeHH

12.2.1. PacnopsikeHue - MpaBOBOW aKT, M3/1aBAEMbI PEKTOPOM YHUBEPCUTETA,
IPOPEKTOPOM B COOTBETCTBUHM C IPEJOCTABICHHBIMH MM IIOJIHOMOYHUSIMU B LEJSAX
pELIEHNUs ONEPAaTUBHBIX BOIPOCOB JAESTEIBHOCTH.

Pacniopsikenus, B 11enoM, opOpMIIAIOTCS 110 TEM K€ MpaBUjIaM, YTO U MPHUKA3bI.
Oco0OeHHOCTBIO SIBISIETCS TO, YTO B KOHILE MpeamMOyibl B PacHOPSHKEHUSIX CTaBUTCA
IBOETOYME, TIOCIIE YETO CIEIYIOT MyHKTHI pacnopsautensHoi yactu (Ilpunoxenue 14).

12.2.2. [lognucanusie PEKTOpOM (mpopexTopom) pacropsKEHUs
PETUCTPUPYIOTCS B OTAENE JOKYMEHTOO0OPOTa U apXUBHOTO 00ECIEeUeHHUS.

Perucrpanus pacnopsixenuit npousBoaurtcd B xxypHaie (Ilpunoxenue 15)

PerucrpaiinoHHblii HOMEp PACIOPSHKEHUS COCTOMT W3 IMOPSAKOBOTO HOMEpa H
OykBeHHOT0 0003HaUeHUS «Py.
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Hanpumep:

N 55p
12.3 Komuu mnpukKa3zoB W PACHOPSIKEHHN PpaACCBUIAIOTCS B COOTBETCTBUHU C
yKazareseM (JIMCTOM, CIIUCKOM) PACCBhUIKH.

13 IIpoToko. 3acenaHusi, BHINUCKA U3 MPOTOKOJIA

13.1 IIporokon 3acemanusi - HOKYMEHT, (GUKCHUPYIOIIUH XOI OOCYXIACHHS
BONPOCOB U MPUHATHUS PELICHUN Ha 3aCElaHUAX KOJJICTUATbHBIX WM COBEIIATEIbHBIX
OpraHoB (KOJIJIETHA, COBETOB, COOpaHMWI, COBEIIAHUI) WM JIETOBBIX MEPOIPHUITHIX
(meperoBopax, BCTpeUax).

13.2 Tlpotokon odopmiseTcss Ha OCHOBAaHHHM JTUKTOPOHHBIX (PYKOIMHUCHBIX)
3anucei, NPOU3BEICHHBIX BO BPEMS 3aC€IaHUs, IPEICTaBICHHBIX T€3UCOB JO0KIAJA0B U
BBICTYIUIEHUH, CIIPABOK, IPOEKTOB PEIIEHUM (IIOCTAHOBJICHUI) U JIp.

JIOKyMEHTBl K O0OCYXJIEHHIO (CHOpaBKH, TMPOEKTbl pELIEHUHd U  1Ip.)
IPEICTABISIFOTCS  OTBETCTBEHHBIMU  HCIIOJIHUTEISIMM, KOTOPBIM — IMOpY4YeHa  UX
HOJArOTOBKA, U MOAMNKUCHIBAIOTCS B YCTAHOBICHHOM HOPSAKE.

ITporokon 3acenanust odopmisieTcss B TEYEHHE OJHOIO - TpeX JHEH mocie
IPOBEICHUS 3aCEIaHus, €CJIM CPOKU €ro NOJTOTOBKU HE OFOBOPEHBI 0C000.

13.3 TIpoToxoi 3acenanust ohopmirsieTcs: 6e3 O6J1aHKa Ha CTaHIAPTHBIX JIMCTAX
Oymaru. O0s13aTeIbHBIMU PEKBU3UTAMU MPOTOKOJIA SIBISIFOTCS: HAUMEHOBAHUE
OpraHu3aliy, HAMMEHOBaHHE BUJIA TOKYMEHTA, 3ar0JIOBOK K TEKCTY, 1aTa U MECTO
3aceaHusl, peruCTPAIlMOHHBIN HOMEP MTPOTOKOJIA, TEKCT, MOIHUCH.

3aroJioBOK K TEKCTY MPOTOKOJA OTBEYAeT Ha BOHpPOC 'dero?" M COAEPIKHUT
yKa3aHHe MOIpa3/iesIeHus] WM OpraHa, JesTeIbHOCTh KOTOPOTrO IPOTOKOIUPYETCS.

Hampumep:

IIPOTOKOJI 3acelaHUnAd aTTEeCTAlUMOHHOM KOMMCCUM;
IIPOTOKOJI 3acelaHUn-d yuebOHO-MeTONUUYECKOM KOMUCCUU U Ip.

Jlaton mpoTokona sBIsAETCS Aarta 3acenaHus. Ecinm 3acenaHue NpoaoinKaeTcs
HECKOJIBKO JTHEW, YKa3bIBAECTCS JlaTa Ha4aJla 3aCEJaHMs U 4Yepe3 TUPE - AaTa OKOHYAHUS:
12 - 13 mas 2018 r.

13.4 TekcT mpoTOKOJIa COCTOMT M3 JIBYX 4YacTel: BBOJHOM M OCHOBHOH. B
BBOJIHOU 4acTu IIPOTOKOJIA YKa3bIBAIOTCS bamunuu npeacenaTens
(mpeacenaTenbCTBYIOIIET0); CeKpeTaps; (paMWINM YYaCTHUKOB, MPUCYTCTBYIOLIUX Ha
3acejaHuy; JIUL, IPUTJIAICHHBIX HA 3aCEAaHue; TOBECTKA JTHS.

Ecnyu xonMuecTBO MPUCYTCTBYIOIIMX Ha 3aceaHUM IPEBBIIACT 15 4denoBek, B
BBOJIHOU YaCTH MPOTOKOJIA JEIACTCSA CChIJIKA Ha CIIUCOK, SBISAIOLIUICA HEOThEMIIEMOU
Y4aCThIO IIPOTOKOJIA.

Hampumep:

IpucyTcTBOBamM: 25 uejsyi. (CHOMCOK IpujlaraeTcs) .
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BBogHasg wacTe mNpOTOKOJA 3aKaHYMBAECTCA IIOBECTKOM [JHA, COAEpKalen
nepeyeHb PaccCMaTPUBAEMbBIX BOIIPOCOB, MEPEUUCICHHBIX B MOPSAKE UX 00CYXKIEHUS C
yKa3aHUEM JOKJIaIuuKa MO0 KaXJI0My paccMaTpuBaeMoMy Borpocy. Bomnpockl moBecTku
nHs hopmynupytotes ¢ npeasiorom "o" ("o0"), meyaTarTCs OT TPaHUILIbl JIEBOTO TMOJIS U
HYMEPYIOTCS apaOCKuMHU U paMu.

B ocHOBHOI1 yacTu npoToKoa GUKCUPYETCS X0 3aCEJaHus.

13.5. PaznuyaroTcst mpOTOKOJIBI MOJIHBIE U KpaTKue. [1oHbIH TPOTOKOA COAEPKUT
3aMKuCh TOTO, YTO MPOUCXOJIUIIO BO BpEMsI 3aCelaHusl, BKIKOYask BOIPOCHI K JOKJIAAUUKY,
OTBETHI HA HUX, BBICTYIUICHUS B XOJ€ OOCYXKIEHUSI BONPOCA, pe3yIbTaThl FOJOCOBAHUS
10 BONPOCY U MPUHSATHIE pemieHus (mpuiioxxenue 16).

B kpatkom mpotokone ¢ukcupyercsa tema oOCyxaeHus, haMuius JOKIaTunKa
10 BOIIPOCY U MpHUHATHIE pemieHus. Kpatkue nmpoTokossl BEAYTCS IPU PACCMOTPEHUU
BOIIPOCOB ONEPATUBHOIO XapakTepa (nmpuiioxenue 17).

13.6. OcHOBHas 4acTh MOJIHOTO MPOTOKOJA COCTOUT U3 Pa3JEiOB, MOCBAIIEHHBIX
BOIIPOCAM TMOBECTKM [HA. XOJ PACCMOTPEHHUs Ka)XJO0ro BOMNPOCA 3alMCHIBAETCS B
nocienosarenbHocTr: CJIVIIHAJIN - BBICTVYIIWJIA - PEIHITNIIN.

[TocTaHoBienue (peuieHue) B TEKCT MPOTOKOJIa BHOCHUTCS TMOJHOCTBIO B TOWU
dbopMyIupoOBKEe, KOTOpas Oblla MPUHATA HA 3acelaHud; MpU HEOOXOJIUMOCTH
MPUBOJSATCA UTOTH TOJIOCOBaHUA: "3a - ..., IPOTUB - ..., BO3AEPKAIOCH - ...".

13.7. [IpoTokon 3acenaHusl MOJIMHUCHIBAETCA npenacenaTenem
(mpencenaTeNnbCTBYIONIMM) U CEKPETAPEM 3ace/laHus, eCiu HHoe He ycTaHoBieHo JIHA.

13.8. IIpy HE0OXOAMMOCTH KOTIUH MPOTOKOJIOB PACCHIIAIOTCS 3aMHTEPECOBAHHBIM
JUUAaM B 3JEKTPOHHOM BHJIE B COOTBETCTBUM C YKAa3aTEJIEM pPAacCChUIKH; yKa3aTellb
PAcCCBUIKM COCTAaBJS€T M MOJNUCHIBAET OTBETCTBEHHBIM HCIIOJIHHUTENb, T'OTOBUBIIUI
pPaccMOTpPEHHE BOIIpOCA.

[TpuHsATHIE pelIeHUs] MOTYT JOBOAMUTHCS 10 MCIOJHUTENEN U 3aMHTEPECOBAHHBIX
JUL B BUJE BBITMCOK U3 IPOTOKOJIOB. BhINKCKa - KOMMS 4acTy NpOTOKoJa. B BeIIUCKE
BOCITPOM3BOJAT BCE PEKBHU3UTHI 3arojOBOYHOM YaCTH MPOTOKOJA, BBOAHYIO YaCTh,
BOIIPOC TMOBECTKU JIHS, MO KOTOPOMY TOTOBUTCS BBIIMCKA, M TEKCT, OTpa)KarouIui
o0cCy>X/IeHHE BOIPOCa U MPUHATOE PEIlICHHUE.

14 [TesoBoe (ci1y:keOHO€) MUCHMO

14.1 JlenoBoe (cmy>keOHO€) MHUCBMO - JOKYMEHT, MOCPEACTBOM KOTOPOTO
OCYIIECTBISICTCS MH(DOPMAIIMOHHBI OOMEH MEXAY OpraHU3alUsIMHU, TOJDKHOCTHBIMH
JUIAMH, TPaXKIaHAMH.

142  PasznuyaroTcs ~ TUChbMa:  3ampoChl,  YBEIOMJICHHUS,  COOOIICHHS,
COTPOBOJUTENIbHBIC, HANIOMHUHAHUWS, TOATBEPKIACHUS, TPEIOKEHHS, TpeOoBaHMUS,
pPEKOMEH/IalliH, peKJIaMHbIe, TApaHTHIHBIE, IPUTIIAIICHUS, TIO3IPABICHHS U JIP.

14.3 JlenoBoe (cmy>ke0HOE) TUCHMO JTOJDKHO OBITH MOCBAIIECHO OJHOMY BOIIPOCY.
Ecnmm HeoOxommmo oOpaTUThCS B OPTraHU3aIMI0 OJHOBPEMEHHO 10 HECKOJIBKUM
BOITPOCAM, PEKOMEHIYEeTCSI COCTABUTh OTACIHHOE MUCHMO TI0 KaXIOMY U3 HUX.
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[TucekMO MOXKET KacaTbCs HECKOJBKHUX BOIPOCOB, €CIIM OHU B3aHMMOCBSI3aHBI U
OyayT paccMaTpuBaTbCcsi B OJHOM CTPYKTYPHOM TOJpPA3AEICHUH OpraHU3aluu-
aapecara.

14.4 JlenoBoe (ciayxkeOHOE) NHUCHMO TOTOBUTCS Ha Ojanke nucbMa. [lpu
COCTaBJICHUH MUCEM O(OPMIIIIOTCS PEKBU3UTHI: aJpecar, 3arojioBOK K TEKCTY, TEKCT,
NOJANMUCH, OTMETKa 00 HCHOJHUTENe, B HEOOXOAUMBIX CIydasX - OTMETKa O
PUJIOKEHHH, TIeHaTh (Mpuiioxenue 18).

Ecnu nuceMo siBIsieTCs OTBETOM Ha MMOCTYNMBUIMK 3ampoc WM TPOChOy,
3aMoJHAETCS PEKBU3UT "CChUJIKA HA PETUCTPAIMOHHBIA HOMEP M JIaTy MOCTYHHUBILIETO
nucbma'.

HaumenoBanne Buma pokymenta ("'muceMo") ©W  pa3HOBUIHOCTh MHUCHMA
("mpocwrba", "undpopmanumonnoe", "compoBoautenbHoe", "3ampoc", "HamoMuHaHUE" U
7Ip.) B JCJIOBBIX (CITy>KEOHBIX) MTUChMaX HE YKa3bIBAIOTCS.

PexBu3uThl THChMa OQOPMISIOTCS B COOTBETCTBHHM C TIPaBWJIAMH JaHHOU
WHCTPYKITUH.

14.5 B ogHoM nmucbMe HE JOJDKHO OBITh OOJiee YEThIpEX aJpecaToB, MPU ITOM
OCHOBHOM aJjpecatr yKa3bIBA€TCsI MEPBbIM, OCTaJIbHBIE aJpecaThl - T€, KOTOPHIM MUCHMO
HaIpaBJIsIeTCs JJIs CBEJICHUS.

[Ipy HEOOXOOUMOCTH HANMPaBUTh MUCHMO OOJBIIEMY KOJUYECTBY aJpecaTos,
TOTOBUTCSA CIIUCOK PACCBHUIKH, U NMHUCbMa PACCHUIAIOTCS MO CIUCKY.

Ecnu nuceMo HampapisieTcs ajpecary Mo 3JeKTPOHHON MoyTe Wiy 1o ¢akcy 6e3
JOCBUJIKY T10 TIOYTE, BMECTO IMOYTOBOIO a/Ipeca yKa3bIBAeTCs aApec FJIEKTPOHHON MOYTHI
uim HoMmep Tenedona-paxca.

14.6 Ilpum cocTaBiIeHUM JEIOBBIX IMHCEM WCIOJIB3YETCS BCTYMHUTEIBHOE

oOpatenue "YBaxaemblid...!", U 3aKkmounTenbHast STukeTHas ¢pasza "C yBaxeHuewm,...".
Kpome Toro, B 3aKiOUMUTEIHHONM YacTU TEKCTa MHCbMAa MOTYT HCIIOJIb30BATHCS
¢bpassbr:

Haneemcs Ha nanpHeliee pa3BUTHE HAIIMX OTHOLIEHUN;

HaneeMmcs Ha qyMtenbHOE TIIOAOTBOPHOE COTPYIHUYECTBO U JIP.

14.7 TexcT nucpMa U3araeTcs:

- or l-ro mnumma wHoXecTBeHHoro uucia ("mpocum...", "mpenmaraem...",
"HammoMuHaeM...");

- OT 3-ro JMila eIUHCTBEHHOro uucia ("MpearnpusaTie CUUTaeT BO3MOXKHBIM...",
"YHUBEPCHUTET HE pacroJiaraeT BO3MOXHOCThIO...");

- oT l-ro nuua eguHcTBeHHOTO uKcia ("mpomry...", "mpennararo...
MUCHMO 0(pOPMITSETCS HA JOJIKHOCTHOM OJIaHKE.

14.8 Ecnm mpoekT nenoBoro (CiyeOHOT0) MUChMa HaIpaBisIeTCs agpecaTy 1o
MoYTe, MPOEKT TOTOBUTCS B ABYX JIK3EMIUIApaX: OAWH 3K3eMIUIAP OQopMIsieTCs Ha
OJlaHKe, BTOPOH IK3EMIUISIp, MPEAHA3HAYCHHBIN NIJI1 BU3UPOBAHMS - HA CTAHIAPTHBIX
aucTax Oymard.

JlenoBoe (ciry>xkeOHOE) MUCHMO 7O TPEACTABICHHS] HAa TOMAMUCH JOJDKHO OBITH
COTJIaCOBaHO (3aBU3MPOBAHO) CO BCEMHU 3aMHTEPECOBAHHBIMU JIUI[AMHU.

"

U 1Ip.), eciu
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CornacoBanue (BU3UPOBAHUE) JEIOBBIX MHUCEM MPOBOAUTCS B COOTBETCTBUU C
MpaBUIaMU JaHHOW UHCTPYKITUU.

149 JlenoBoe (ciaykeOHOE) THUCHMO  MOAMHUCHIBACTCS  PYKOBOJMUTEIEM
OpraHu3alliid WU WHBIM YIOJHOMOYEHHbIM UM JjuioM. lloanucanHoe pgenoBoe
(cimy»xe0Hoe) MUCHhMO MOJJICKUT PETUCTPALIMH U OTIIPABKE.

He pnomyckaercss oTHpaBisTh ajpecaraM MHCbMa, HE HMEIOIIME JAaThl U
PErUCTPALIMOHHOTO HOMEpa.

14.10 Ilocne moamvicaHusi MUCbMa U €r0 PETUCTPALMM DK3EMIUIAP NHUCbMa C
BH3aMU 3aMHTEPECOBAHHBIX JIMI] TOMEIIAETCS B JIEO.

15 AkT

15.1 AKT - HOKYMEHT, COCTaBJISIEMBIA JUIsl IOATBEPKIAECHUS YCTAHOBJIEHHBIX
($akTOB U COOBITUH, CBSI3aHHBIX C JIEATEIHHOCTHIO YHUBEPCUTETA.

[Ipy  NOArOTOBKE  aKTOB  HCHOJB3YIOTCA  YTBEPKICHHBIE  OpraHaMH
rocyJapCTBEHHOM BIAacTH yHU(DUIMPOBaHHBIE (POPMBI aKTOB (IIPU UX HAJTUYHH), B
POTHUBHOM CJIy4ae akT COCTaBJISIETCS B CBOOOIHOM opme.

st cocTaBieHUs! OTAENbHBIX PA3HOBUJIHOCTEH aKTOB (aKkTa mpHema-rnepenadyu
JIeJ1, IPOBEPKH, PEBU3UU U JIP.) MOTYT UCIOJIb30BATHCS SJIEKTPOHHBIE IA0JIOHBI aKTOB.

15.2 Ilpu cocTaBIE€HUH AKTOB UCIOJb3YIOTCS PEKBU3UTHI:

- HAMMEHOBAHUE OPraHU3alMu-aBTOpa JOKYMEHTA;

- HAMMEHOBAaHUE BHU/Ia IOKYMEHTA;

- 1aTa JOKYMEHTAa;

- PErUCTPaLMOHHBII HOMEp JOKYMEHTA;

- MECTO COCTABJICHUS WJIM U3AaHUS JOKYMEHTA;

- 3ar'0JIOBOK K TEKCTY;

- IOJIIHUC.

PexBu3uThl akta 0(hOpMIISIOTCS B COOTBETCTBUU C MPAaBUIIaMU, YCTaHOBICHHBIMU
JAHHOW MHCTpYKIMeH (mpuioxkenue 19).

15.3 Jlatoii akTa sABISETCA JdaTa COCTaBJIICHHMS aKTa W MOANMCAHUS €ro
COCTaBUTEIISIMHU.

OTnenpHbIE Pa3HOBUIHOCTU AKTOB YTBEpKAaroTcsA. [Ipu yTBepKIaeHnu akra ero
JATOM SIBJIAETCS AaTa YTBEPKIACHUSI.

15.4 B BBOAHOI 4aCTH aKTa B UMEHUTEJIBHOM Ma/IeKe YKa3bIBAECTCH:

OCHOBaHUE COCTaBJICHUS aKra (JToKanbHBII HOPMaTUBHBIN aKT;
paclopsAUTENbHBIA JOKYMEHT OpraHu3aiu (MpukKas3, pacnopsikeHue); (axkT wuium
COOBITHE, TIOCTYHUBIIIEE OCHOBAHUEM IS COCTABIICHUS aKTa);

COCTaBUTENM aKTa (mepeyucisitorcs mnocie cioa "CocTaBieH" ¢ yKa3aHHEM
NOJDKHOCTEW, HAWMMEHOBAaHWM  OPraHM3allMii, €CIM  COCTAaBUTENIN  SIBIIIOTCA
MPeCTaBUTEISIMUA JPYTOM OpraHu3aiuu, (GaMuinii 1 UHUIIAIIOB).

Ecnm akT cocTaBieH KOMHCCHEH, epBOil yKa3bIBaeTCsl (haMUIHs MpeaceaaTelis
KOMHCCHH, 3aT€M YJICHOB KOMUCCUU B al(haBUTHOM MOPSJIKE.
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15.5 B Texkcre akTa M3nararoTcs LEIU M 3aJa4d COCTABJICHUS aKTa, CYLIHOCTb,
XapakTep, METO/IbI U CPOKH MPOICTaHHON pabOThI, €€ Pe3yIbTaThl.

[Ipy HEOOXOOUMOCTH aKT MOXET COJIEPKaTh BBIBOABI, 3aKIIIOUEHUS,
PEKOMEHIALMHU, TPEIOKEHUS COCTABUTEIICH.

TekcT akTa m3naraercst OT TPETHErO JINLA €IUHCTBEHHOTO WJIM MHOYKECTBEHHOIO
yucia ("komuccus ycTaHoBuia...", "mpoBepka nokasana..." u ap.).

B 3akirouuTenpbHONM YAacTH aKTa YKa3bIBAETCA KOJWYECTBO IOATOTOBIECHHBIX
DK3EMIUIIPOB  aKTa W MECTOHAXOXKACHUE KaXIOoro sk3emiursipa. KonnuecTtso
AK3EMIUISIPOB aKTa OMNpPENEsAeTCs KOJIUYECTBOM CTOPOH, 3aMHTEPECOBAHHBIX B €T0
COCTaBJICHUH, UM HOPMATUBHBIMU TPEOOBAHUSMU, PETJIAMEHTUPYIOLIUMHU COCTABIICHUE
aKTa KOHKPETHOM Pa3HOBUIHOCTH.

15.6 AKT MoOxkeT uMeTh npujiokeHus. [Ipy HalIMuuMu NpPUITOKEHMI, B TEKCTE
aKkTa B COOTBETCTBYIOIIEM MeECT€ B CKOOKAax JaeTcs CCbUIKa Ha MPUIOKEHHE
(npunoxxenue 1), HAa caMOM MPUJIOKEHWH B BEPXHEM MPABOM YIIIy I[1€YaTaeTCs CIOBO
"mpuioxenue", HoMep MNPUIIOKEHHSI, €CIH IMPWIOKEHUI HECKOJbKO), HAUMEHOBAHHE
aKTa, ero Jara.

15.7 Dx3eMIUIsipbl aKTa MOAMMUCHIBAIOTCS BCEMHU UYJI€EHAMU KOMHUCCUM (€CIH aKT
COCTABJISUICS ~ KOMHCCHEH) WM  COCTaBUTEISIMU M, TpU  HEOOXOAMMOCTH,
IPUCYTCTBOBABUIMMU JIULIAMH.

[Ipy moanMcaHWM aKTa MPEACENATENEM U YJIEHAMH KOMUCCUM HAMMEHOBAHUS UX
JNOJKHOCTEW HE YKa3bIBAKOTCS.

Ecnu xto-nmubo u3 cocraBUTeNeld WM MPUCYTCTBOBABIIUX JIMI[ HE COTJIACEH C
aKTOM, OH MOJIHICHIBAET €0 C YKa3aHUEeM O HaIW4Yuu ocoboro MmHeHus. Ocoboe MHEHHE
M3JIaraeTcsl Ha OTJAEIbHOM JINCTE, OAMUCHIBAECTCS U MTPUIIATaeTCs K aKTYy.

15.8 B HeoOXoauMbIX clydasix, €CIM O3TO YCTAHOBJIECHO HOPMAaTHUBHBIMU
JOKYMEHTaMH, aKT YTBEP)KIAeTCd PYKOBOJAUTEIEM OpraHu3alMyd WM  HHBIM
YIOJIHOMOYEHHBIM UM JIMIIOM.

159 B HeoOXOAMMBIX Cioydasx IOCJE COCTABJICHHS aKTa KOMHUCCHS JIOJDKHA
O03HAKOMUTBH C €T0 COJICPKAHUEM JIMIL, YIOMSHYTBIX B aKkTe, Moj mnoamnuch. [Ipu satom
pOCTaBJsieTCsl O3HakoMmuTenabHas Bu3za "C akToM oO3HaKOoMJIeH(BI)", YKa3bIBalOTCS
HAaUMEHOBaHHUS JIOJDKHOCTEH, JIMYHBIE MOJANMUCH, PacHIM(GPOBKU MOAMMUCEHN, HaThl
O3HAaKOMJIEHUS. JIWIa, KOTOpbIE 3HAKOMSATCS C COJEPKAHMEM aKTa, UMEIOT IPaBO HE
COTJIACUTBCS C COJIEPKAHMUEM aKTa B LIEJIOM WIH €r0 OTJAEIbHBIMU MOJIOKEHUAMH, YTO
JOJIKHO OBITh 3a(DUKCUPOBAHO MPU O3HAKOMJICHUU aKTa.

15.10 ITopsimox ~ cocTaBiieHUsT  OTACIBHBIX  BHJOB aKTOB MOXET OBITh
pErlaMeHTUPOBaH JIOKAIbHBIMA HOPMATHUBHBIMH AKTaMU OPTaHU3ALIHH.

16 lokaannasn (cay:xe0Hasi) 3anucKa

16.1 JloknmamHas 3amucka - JOKYMEHT, aJpPECOBAaHHBIA  BBIIIECTOSILEMY
PYKOBOIMUTENIO W COJEPXKAlIUil M3JI0KEHHE BOMpPOCa, TPEOYIOUIEro peuieHus, ¢
BBIBOJIAMU U MPEAJIOKEHUAMHU cocTaBUTENS (npuioxkenue 20).
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CnyxeOHas 3amucka - JOKYMEHT, WCIOJB3YEeMbIH JUIsi  ONEpPaTUBHOTO
nHOOpPMAITMOHHOTO  OOMEHAa  MEXKAYy CTPYKTYPHBIMH  TOAPA3ACICHUSIMH WA
PYKOBOIUTEISIMU, HE HAXOIALTMMHUCS B MPSMOM MOAYUHEHUH (Tpriioxerne N21).

16.2 OOs3aTenbHBIMU  PEKBU3UTAMM  JOKJIAAHOM  (Coy>KeOHOM)  3alMCKu
SBIIIOTCS: HAaWMEHOBAHHWE CTPYKTYPHOTO TIOApAa3ieieHUs] - aBTopa JOKYMEHTa,
HaMMEHOBAaHWE BHUAa JTOKYMEHTa (JIOKJaaHas 3alrcKa, Ciy)keOHas 3alicka), JaTa,
3aroJIOBOK K TEKCTY, aJipecaT, TeKCT, TIOJIITHCh.

16.3 Ilpu aapecoBaHMM MAOKIAIHBIX (CIyKEOHBIX) 3aIMUCOK YKa3bIBaeTCs B
JaTeTbHOM TMajeXe TOJKHOCTh JIWIA, KOTOPOMY aJIpecoBaH IAOKYMEHT, (Gamiivs u
WHUIIAAITBI.

Hanpumep:

PexTopy BI'TY
Komomaxuomy C.A.

nmim:

HauamnbHUKY YUuebOHO-
METOIMUECKOT'O YIpPaBJIEeHUS
MenuoBckowm JILII.

16.4 JloknaaHble U CiIyKeOHbIE 3alIMCKA MOTYT COCTaBIISATHCS, PACCMAaTPUBATHCS
U XPaHUTHCS B TEYCHHUE YCTAHOBIECHHOTO CPOKA UCKIIFOUUTEIBHO B JJIEKTPOHHOM BHJIE C
ncnoab3oBanuem COJI.

[Ipu opranmzammu pabOTHl € JOKJIAAHBIMH (CIIy’)KEOHBIMM) 3alUCKaMU B
AIIEKTPOHHOM BUJE HCIOJIB3YIOTCS 3JIEKTPOHHbBIE MIA0JIOHBI AOKIAAHON M CIyKeOHOMH
3aIMCOK.

16.5 Tekct mokiamHO# (CIy>)keOHOM) 3alMHMCKU, B 3aBUCUMOCTH OT CIJIOKHOCTHU
COZIEP/KaHUA U IPUBOAUMOM apryMEHTAllMH, COCTOUT U3 OJHOM, IBYX WJIM TPEX YACTEMU.
Ecnu TekcT cocTonT M3 Tpex yacTeu, To:

- B NEPBOM YaCTH W3JIararoTCsl MPUYMHBI, (AKThl UM COOBITHS, MOCITYKUBILNE
IIOBOJIOM JJI1 COCTaBJICHUS JOKYMEHTA,

- BO BTOpPOM 4YacTU JAaeTCi AaHAJIA3 CIOXKUBIIEHCA CUTYallMd, BO3MOXKHBIC
BAapUAHTHI €€ PEIICHMUS;

- B TpeTbeM 4YacTH H3JIararoTcsi MNPOCHObI, MPEAJIOKEHUS, PEKOMEHIAlNH,
KOTOpBIE, IO MHEHUIO COCTABUTENS], HEOOXOIUMO NMPEATPUHSATS.

17 OdopmiieHue [eJIOBBIX IMHCEeM, HaNpPaBJsieMbIX 3apy0eKHbIM
KOpPpeCnoOHAeHTaM

17.1 JlenoBble mucbMa, HampasisieMble 3apyOeKHbIM KOPPECIIOHAECHTaM (B TOM
quclie aJpecaTaM rocyaapcts - ObBIIUX pecnyonuk B coctrae CCCP), odopmistoTcs
Ha OJIaHKe MHUCbMa OpraHU3alluu C PEKBU3UTAMU HA PYCCKOM U OJTHOM M3 MHOCTPAHHBIX
A3BIKOB
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17.2 Tlucemo, HampaBisieMoe 3apyOeKHOMY ajapecaTy, COCTaBseTCsl Ha
PYCCKOM $I3bIKE, MPOXOJUT COTJACOBAHUE CO BCEMHU 3aMHTEPECOBAHHBIMU JIMLAMU
OpraHu3alliM, MOCJE€ YEero MUChMO TMEPEBOJUTCS HA OJUH M3 MHOCTPAHHBIX S3BIKOB
(a13bIK ampecaTa WIM aHIVIMHCKUM s3bIK) U oQopmisieTcss Ha OJlaHKEe IHMChbMa,
peIHa3HAYeHHOM JIJIsl IEPETNUCKHU € 3apyOeKHBIMU KOPPECIIOHACHTaMHU.

[ToanMHHUK TUCHEMa, O(OPMIIEHHBIN Ha OJTHOM M3 HHOCTPAHHBIX S3BIKOB, TOJHKEH
ObITh HJIEHTUYEH IO COJEPKAHHUIO DSK3EMIUIIPY Ha PYCCKOM S3bIKE C BHU3aMU
3aMHTEPECOBAHHBIX JIUII.

17.3 Ha mnoanuck pyKOBOAMTENIO TMPEACTABISAETCS JK3EMIUSIp MUChMa
3apyO0eKHOMY KOPPECIIOHACHTY, O(OPMIICHHBII Ha OJaHKe, KOMUs JAHHOTO MHChbMa Ha
CTaHJIAPTHOM JIMCT€ OymMard ¢ BU30M HCIOJIHHUTENS, IK3EMIUISIP MHCbMa Ha PYCCKOM
A3BIKE C BU3AMH 3aMHTEPECOBAHHBIX JIMII.

17.4 Tlocne moanucaHus NUCbMa PYKOBOJIUTEIEM WM MHBIM YIOJHOMOYEHHBIM
UM JIULIOM:

IK3EMIUISIp MUChMa, OOpMIIEHHBINH Ha OJaHKe, MOAMUCAHHBIN PYKOBOAUTEIEM U
3apeructpupoBaHHbIil B Ciyx0e Ae0nponu3BOACTBa, HAMPABIIAETCS aJlpecary;

KOIUS MHUChbMa C BU30M MCHOJHUTENS U 3K3EMIUISIp MUCbMAa, COCTaBJICHHBIM Ha
PYCCKOM SI3bIKE C BU3aMU 3aMHTEPECOBAHHBIX JIUI] TOMEIIAETCS B JIETIO.

17.5 Dx3emIuisip NMUCbMa, MOJANUCAHHBIA PYKOBOIUTENIEM, PETUCTPUPYETCA B
00111eM MOTOKE UCXOASAIIEH KOPPECTIOHICHIINH.

17.6 Ilucema, HampaBisieMble 3apyO€KHBIM aJpecaTaM, JOJDKHbI HMETh
CJIeIyIOLME PEKBU3UTHI: aJIpecaT, 1aTa, PETUCTPAMOHHBIA HOMED, TEKCT, MOAIHCH.

[Ipu HeoOXoAMMOCTH MOTYT OQOPMISATBCS  PEKBU3UTHI  'CChUIKA  Ha
PErMCTPallMOHHBIN HOMEDP U ATy MOCTYNUBLIEro nuchMa' u "3arojoBok K TekcTy'. Ha
KONUU THUChMA, MOMEIIAEMOW B JENI0, JOMOJHUTEIBHO MPOCTABISIETCS OTMETKa 00
VCIIOJIHUTEIIE.

17.7 PexBu3ut "amgpecatr" odopmiseTcs cmpaBa TMOA PEKBU3UTAMU OJIaHKA.
AJpecaTtoM MUCbMa MOXKET OBITH OPTaHU3ALMS UITH KOHKPETHOE JTUIIO.

Ecnu mucbMo aapecoBaHO OpraHuM3aldu, CHauyajga JaeTcs €€ HauMEHOBaHHUE,
3aTeM - MOYTOBBIM aJpec B MOCIEIOBATEIBHOCTUA: HOMEp J0Ma WM 3[1aHus, Ha3BaHUE
yJIMILIbl; HA3BaHUE TOPO/JIa; CTpaHa.

Kaxx b1l anieMeHT afipeca nuiieTcs Ha oTaeabHOM cTpoke. HazBanue ropona, kak
paBuIo, IeYaTaeTcsl MPONUCHBIMU OYKBaMHU.

Hampumep:

Brook & Son Toymakers
61-71 Steel Street
BRIDGETOWN

BR61 7RE
U.S.A.

CnoBa Avenue, Street, Place u ap. B aapece nuinytcest ¢ 605111011 OYKBEI.
[Ipu  odopmieHuun TOYTOBOrO ajapeca 3apyOCKHBIM  KOPPECTIOHIAEHTaM
MYHKTYyaIusi He MPUMEHSIETCS.
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[Tpu agpecoBaHHbIE THCEM HEOOXOAMMO YUUTHIBAThH TPATUIINN, XapPAKTEPHBIS IS
OTIIETBHBIX CTpaH (Hampumep, B BennkoOpuTanuu mociie ykazaHusi TOpoia MOXKET ObITh
ykazaHo rpadctso, B CLIIA - Ha3BaHue 1rara).

Ecnu B HazBaHuu pupMbl IPUCYTCTBYIOT hamuiiuu Jinil (Hanmpumep, W.Edward &
Co., Ltd), nepen nasBanuem (GuUpMbl MPUHITO CTAaBUTh CIOBO Messrs (COKpalieHue ot
Messieurs - rocrojia).

Ecnu nucbmMo agpecyercs KOHKPETHOMY JIMILY, TIEpE]l Ha3BaHUEM OpraHU3alNU
YKa3bIBAIOT (PaMUJTUIO U JOJDKHOCTh pA0OTHUKA UJIU €T0 I0KHOCTb.

Hampumep:

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

NE12 OLD
U.S.A.

17.8 B mucemax 3apyOexHBIM anpecaraMm jgata OQGOPMIIIETCS CIOBECHO-
U(PPOBBIM CIIOCOOOM B TIOCTIEIOBATEIHLHOCTH: ICHh MECSIIa, MECSII, TOJ.
Hanpumep:

24 guBapsa 2018 .
HpI/I COCTaBJICHUM MHUChMAa Ha aHTJIMUCKOM S3BIKE AOITyCKaeTCs O(I)OpMJ'ICHI/IC HdaThbl

B [IOCJIEA0BATEIBbHOCTHU: TOM, MECSL, JEHb MECSLA.
Hampumep:

2018, January 24.

179 B nucemax 3apyOeXHBIM ajpecaraM HCIOJIb3YIOTCS BCTYNUTEIbHBIC
oOparieHust o JOHKHOCTH WK 10 (haMUJIMH apecara.

Hampumep:

YBaxaeMell TOCnoIMH TOPIT'OBHM COBETHUK !
YBaxaeMull T'OCIOIOMH AHTeJioB!

3akaHYMBaETCS MUCHMO 3aKITIOYUTEIBHON ATUKETHOH (pa3oit "C yBakeHuewm,...".

18 Teaerpammsl, TesaedoHorpamMmmbl 4 GpaKCUMHIbLHASA CBA3b

18.1 TenerpamMmbl COCTaBISIOTCS coTJIacHO o00pasiy. Komms TenerpamMmbl ¢
OTMETKOM O BpPEMEHM €€ IpUeMa XPAaHHUTCS B CTPYKTYPHOM IOJpa3/IeICHUH
(ITpunoxxenue 22).

18.2 TekcT TenerpaMmbl H3Jaraercsi KpaTKo, SICHO, MO BO3MOXKHOCTH 0e€3
IpeJIOroB, COO30B M MECTOMMEHMH, 3Haku mpenuHanus obo3zHavarorcs: 3IIT, TUK,
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JAIBTY, KBY, TUPE u ynorpebnstoTcs TOIBKO B TE€X ClydasX, KOTJa UX OTCYTCTBUE
MOXXET HW3MEHHUTb CMbICH cooOuieHus. LludpoBeie naHHBIE B  TelerpaMMax
PEKOMEHIyEeTCsI MUCATh CIIOBAMHU.

18.3 Tekct mnewartaercs Ha OJHOM CTOpPOHE JIMCTAa 4Yepe3 JBa MHTEpBaia
IPONUCHBIMU OyKBaMH, 0€3 NEPEHOCOB, a03a1IEB U UCIPABICHU, B IBYX IK3EMILIAPAX.

18.4 B TenerpaMMe moj 4epToil yKa3blBaeTCs OOpaTHBIM aapec, COKpallleHHOEe
HaUMEHOBAHNWE YHUBEPCHUTETA, JODKHOCTh JIMILA, IMOAMNMCABILErO TEJIerpammy, €ro
MHUIMAIIBL, (haMUIIUs U JaTa.

18.5 HWcnpaBieHusi, BHECEHHbIE NPU MOANMCAHUU TEJIErPaMMbl, JODKHBI OBITh
OFOBOPEHbI MOJ 4epTod Hagnuceto "HMcmpaBineHHOMY BepUTh' U 3aBEpEHBI
VICIIOJTHUTEJIEM.

18.6 TenerpamMmbl NOAMHUCHIBAKOTCS TOJBKO PEKTOPOM MJIIU IPOPEKTOPOM.

18.7 TIlepen agpecoM YKa3bIBAKOTCSA KaTeropuu TEJIETPAMMBI:
"IIpaBurenscTBeHHas", "Cpounas.

18.8 B TenerpamMmMe 00s3aTe€IbHO YyKa3bIBAETCSI IMOJIHBIM IMOYTOBBIA aApec H
(bamunus nosy4darens.

189 B caywae odopmieHus TenerpaMM Uil HECKOJBbKHUX aJpecaToB HUX
odopmiIeHHEe TPOU3BOAUTCS OTAEIBHO MO KaXIOMY aJpecy.

18.10 Ilepenaua MecTHBIX TeJlerpaMM 3ampeliaeTcsi, cpouHas HHoOpMaIus B
mecTHble (BopoHexckue) anpeca noipKHa —IepenaBaTbes  TeseoHOrpaMmamu
(ITpunoxxenue 23).

18.11 Ilepenaua KoppecHnoHASHIMH TI0 (HAKCUMIIBHOM CBSI3M B JIpyTHe
OpraHU3alMK OCYLIECTBIISIETCS TOJIBKO MO YKA3aHWIO WM C pa3pelleHus pyKOBOJICTBA
YHUBEPCUTETA.

18.12 OpuruHanbl TOKyMEHTOB, TEpeJaHHbIX MO (AaKCUMUIBHOM CBS3H,
BO3BPAILAIOTCS B COOTBETCTBYIOLIME CTPYKTYpPHBIE MoApa3aeieHns ¢ nomeTkoil "FAX
(maTta u Bpems)".

19.1leyaTanue U TUPAKUPOBAHUE JOKYMEHTOB

19.1 CnyxeOHble TOKYMEHTHI B 3aBUCUMOCTH OT WX HAa3HAYCHUS IE€YaTarOTCS B
CTPYKTYPHBIX MOJIpa3ICICHUSAX, TOTOBSIIUX 3TH TOKYMEHTHI.

19.2 Marepuasbl, TOATOTOBJICHHBIE JJIS MTEPENEUYATKH, T0KHBI ObITh HAIMCAHbI
pa300pUMBO, TEMHBIMH YE€PHUJIAMH U TILATEIHHO BHIBEPEHBI.

Pykonucu, neOpexHo ohopMIICHHbIE U ¢ OOJBIIMM KOJMYECTBOM IMOIMPABOK, K
MeYaTaHWIo He TPUHUMAIOTCH.

19.3 Bo uz0exaHue MOBTOPHBIX MEPENEYATOK, COJIEPKAHNE PYKOIHCEH JOIKHO
OBITH  COTJIACOBAHO WCIIOJIHUTENIEM C COOTBETCTBYIOIIMM PYKOBOJIUTEIEM U
3aMHTEPECOBAHHBIMU JOJKHOCTHBIMU JTUIAMHU.

19.4 TekcT nomkeH ObITh HamedyaTaH 0e3 OMMOOK U MPABUIILHO PACIIOIOKEH.
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19.5 TupaxupoBaHue JOKYMEHTOB, Kak IpaBUJIO, NPOU3BOAMUTCSI B OTAEINE
omepaTHUBHOW monurpaduu, a TakkKe B CTPYKTYPHBIX MOJpa3IeiCHUSIX Ha
MHOXHUTEJBHBIX anmnapaTax JJisg ONepaTUBHOIO KOMMUPOBAHMUS.

TupaxxupoBaHUIO TOJJIEKAT TOJBKO TOKYMEHTBI, OTHOCSIIIMECS K CIIyKEOHOMU
NEATEIbHOCTH BY3a.

KoHTponb 3a TUpa)XupoBaHWEM JOKYMEHTOB B CTPYKTYPHBIX IOJpa3/IeJICHUIX
BO3JIAraeTcsl Ha pyKOBOJUTEIIEH.

19.6 [ns  TupaxkupoBaHUST ~ NPUHUMAIOTCA  CIY>KEOHbIE  JIOKYMEHTHI,
M3TOTOBJIEHHBIE MAIIMHOMMUCHBIM criocoboM, cpeactBamu [IOBM. Ha tupaxkupoBanue
JOKYMEHTOB  3allOJHSAETCA  3aKa3, KOTOPBIA  IOANUCBHIBAETCS  PYKOBOJHUTEIEM
MO/IPa3/IeNICHUs, C Pa3PEIICHUEM PEKTOPA WK IIPOPEKTOPA.

PactupaxupoBaHHbIe JOKYMEHTBI BBIAAIOTCS 3aKa34MKY MO PACIIUCKY.

19.7 PactupaxupoBaHHbIE B OTJ€J€ OINEPATUBHOM MOJUTPapUU SK3EMIUISIPHI
JOKYMEHTOB Ha IOCJIEIHEN CTpaHULE AOJKHbI MMETh BBIXOJHBIE JaHHbIE (HOMEp
3aKasa, TUpax, /1aTa).

19.8 Opurunansl pacTUpaKUPOBAaHHBIX JOKYMEHTOB BO3BPALAIOTCS 3aKA3YUKY
IPU NOJIYYEHUH TUPAXKA.

199 B otaene onepaTuBHOW Tmonurpaduu  BeAETCS  OKypHall — yuyera
TUPAKUPOBAHUS JTOKYMEHTOB.

19.10 Tupaxx, pa3MHOXKAEMBIX JIOKYMEHTOB OMNPEACIUTCS HCIOJTHUTEIEM C
y4eTOM NOTPEOHOCTH B HUX TOJIBKO 3aMHTEPECOBAHHBIX MOJIpa3/Ie]IeHUl YHUBEPCUTETA.

20 Y4er u XpaHeHHe NevyaTeil, LITAMIIOB U 0JJAHKOB I0OKYMEHTOB

20.1 OO6s3aTenpHOMY YYETY MOJJIeKAT BCE BUJBI NIEYATEH M IITAMIIOB, OJIAHKH
By3a, YJIOCTOBEPEHHs] JTUYHOCTH, KOMAHIMPOBOYHBIC U OTIYCKHBIE YAOCTOBEPEHUS,
TPYIOBbIE KHUKKH.

20.2 VYyer Bcex mneyaTed M IITAMIOB, HMEIOIIUXCA B BY3€, BEAECTCS B
CHEIHUAaIbHOM >KypHaye, KOTOPBIA XpaHUTCS B OT/AENIE MaTepUalbHO-TEXHUYECKOTO
CHAOXKEHHSI.

20.3 Bpimaua neyaTel, ITaMIOB M OJIAHKOB MPOW3BOAUTCS TOJ, PACIUCKY B
COOTBETCTBYIOIIUX KypHaIaxX ydera.

20.4 JKypnansl yuera BKJIIOUYAIOTCS B HOMEHKJIATYPY J€T.

20.5 Tleyatu W mTamMmobl JOJDKHBI XpaHUThCA B ceddax WM METAUTMYECKUX
mkagax, OJIaHKH - B 3alKparonmxcs mradax u cTojax.

20.6 OTBETCTBEHHOCTh 3a XpPAaHEHUE WM KCIOJIb30BAHHME MEYaTed, IITaMIIOB U
OJIaHKOB B CTPYKTYPHBIX TOJPA3JEICHUSIX HECYT JIMIla, OTBETCTBEHHBIC 3a BEICHUE
JEJIOIPOU3BOICTBA.

20.7 VYHuuroxeHue OJAHKOB MPOU3BOJUTCS MO aKTy CHUCAHUS (TPUIIOKEHHUE
24).

20.8 Ileuyatu u MITAaMIMbl YHAUUYTOXKAIOTCS O AKTY (COTJIAaCHO MPHKa3a PEKTOpa).

| Bepcus 2.0 | Usmenenne Ne 0 | Ctp. 48 u3 96 |




OI'BOY BO «BI'TY», BITY

NHCTPYKIUS N 1.01.01-2018
IO AEJOIIPOU3BOJACTBY

20.9 TlpoBepka Hamu4us MedYaTel, IMTAMIIOB U OJAHKOB, a TAK)Xe MOPSAKA MX
XPaHEHUs W HWCIOJb30BaHUS MPOU3BOJIUTCI KOMHUCCHUEH HE pPEXe OJHOr0 pasza B roj
OJIHOBPEMEHHO C MPOBEPKOM COCTOSHUS J1ETIOPOU3BOICTBA.

20.10. [Topsanok  XpaHeHHWs U HWCHOJIb30BAaHUS  MPOU3BOJAMUTCA B
COOTBETCTBHUH CO CJIEAYIOIIMMHU MPABUIIAMMU:

Taoauna 20.2 - [lopssaiok XpaHeHUs M1 NPUMEHEHUs Ne4yareil, TAMIIOB U
0J1aHKOB

HaumenoBanue | MecTo XpaHeHus IIpuMeHnsiroTcst
1 2 3
['epboBast meuats | Y HauanbHHKA oTaena|Ha NOKYMEHTaXx, ITOJIIMCAaHHBIX
By3a JOKYMEHTO000pOTa M | WU YTBEPKICHHBIX PEKTOpPOM
apXHUBHOTO By3a; Ha OTHEJNbHBIX JOKYMEHTaXx,
o0ecniedyeHus HOANMCAHHBIX PYKOBOAUTEISAIMU

CTPYKTYPHBIX MOApAa3/iesieHuid (COTJIacHO
pHUKas3a peKTopa)

Ileuatn v OTBETCTBEHHBIX | Ha JOKYMEHTAaXx, MOAIMMCAHHbBIX

CTPYKTYPHBIX JIAL, BBIJCICHHBIX B|WJIW YTBEPKICHHBIX PYKOBOJICTBOM JTHUX

MIOAPA3AEIECHUNA | CTPYKTYPHBIX NOAPA3AETICHUN, a
MOJpa3ACICHUAX TaK’)K€ Ha  KONUSAX M BBIIHCKAX

Y3 9TUX JOKYMEHTOB

bnankn, v OTBETCTBEHHBIX | [l ~ JOKYMEHTOB,  H3JaBa€MbIX B

ynoTpeOJiseMble |JIUI, BBIJEICHHBIX B|YHUBEPCUTETE

B CTPYKTYPHBIX

YHUBEPCUTETE OApa3ICICHUAX

21 CocraBijieHHe HOMEHKJIATYPBI AeJl

21.1 Howmenknatypa gen By3a - OGOpPMJICHHBIH B YCTAHOBJIIEHHOM TMOPSIIKE
CUCTEMATU3HPOBAHHBIN IEPEYEHb 3aroJIOBKOB (HAMMEHOBAHWI) J€J, 3aBOJWMBIX B
YHUBEPCUTETE, C YKA3aHUEM CPOKOB MX XPaHEHUS.

HomeHnknatypa gen mnpeaHa3HauyeHa i TPYNIHPOBKH — MCHOJHEHHBIX
JOKYMEHTOB B Ji€Ja, CUCTEMAaTU3allui U ydeTa Jell, MHACKCAlUU el U ONpEaeIeHUs
CPOKOB MX XpaHeHMs. HoMeHKIIaTypa el sBISIETCS CXEMOM IOCTPOEHUs CIPABOYHOMN
KapTOTEKM HCIIOJIHEHHBIX JIOKYMEHTOB UM OCHOBOM COCTABJICHMS OIMCEH IS
IIOCTOSTHHOTO U BpeMEHHOT O (cBbILIE 10 J1eT) XpaHEeHus.

21.2 Ilpm cocTaBieHMHM HOMEHKJIATypbl J€1  YHHUBEPCHUTETAa  CIEAYyeT
PYKOBOJCTBOBATbCSl  YCTAaBOM  YHUBEPCUTETA, IOJOXKEHUSIMHM O  CTPYKTYPHBIX
HOJpa3Ae/ICHUsIX, IITATHBIM PAaCIMCAHUEM, IIJIaHAMHU U OTYETaMH O paboTe, IPUMEPHOM
HOMEHKJIATYpOH /1€ BBICHIETO Y4eOHOTO 3aBEICHUSI.

21.3 B HOMEHKJaTypy [Je€Jd BKJIIOYAKOTCS BCE JIOKYMEHTBI, OTPAKAIOIIHE
NEeATENbHOCTh CTPYKTYPHBIX IOAPA3/IEICHUN YHHMBEPCUTETa W IIOCTOSIHHO WIJIU
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BPEMEHHO JCHCTBYIOUIMX OPIraHOB (KOMHCCHI1, COBETOB, KOMUTETOB U [Ip.), B TOM YHCIIE
JOKYMEHTBl OTPAaHUYEHHOTO JOCTYyNa, PErMCTPAllMOHHBIE M YYETHBIE XypHajlbl U
KapTOTE€KH, B HEOOXOAMMBIX CIy4yasxX - KONMM JOKYMEHTOB (€CiaM KOomus -
CAVMHCTBEHHBIM DJK3EMIULID JOKyMEHTa B OpraHU3allMM, a TakKXKe, €CIH KOIUHU
HEOOXOAUMBI JJI1 OpraHU3aLUH I€ATEIbHOCTH NOAPA3AETICHUS).

JIOKYMEHTBI, CO3/IJaHHBIE B JJIEKTPOHHOU (POpME, BKIIOYAIOTCS B HOMEHKIIATYpy
JIeJ1 IO TEM K€ ITpaBUJIaM, 4TO U JOKyMEHTHI Ha OyMa)KHOM HOCHUTEJIE.

He BkimrouyaroTcss B HOMEHKIATYPY [J€J1 IEPUOJUYECKHE M3JaHUsA, KHUIH,
OpOIIOPHI.

21.4 HazpaHusMU pa3[EIOB HOMEHKIATYpbl JEJ BYy3a SBISIOTCS HAa3BaHUS
CTPYKTYPHBIX MOApA3JEJICHN; pa3lefbl  pacroiaraloTcsi B COOTBETCTBUU  C
YTBEPKIACHHOU CTPYKTYPOM.

21.5 T'padbl HOMEHKIATYpHl J€1 BYy3a, €ro CTPYKTYpPHBIX MOJpa3AeiIcHH
3aIOJHSAIOTCS CIEAYIOUIUM 00pa3oM:

B rpade 1 mpocraBnsitoTcs MHAEKCH KaXIOTO J€Na, BKJIIOYEHHOTO B
HOMEHKJIaTypy. HAEKC /1e1a COCTOUT U3 YCTAaHOBJIEHHOIO B By3€ LU(POBOro MHAEKCA
CTPYKTYPHOIO MOJpa3JeleHUus M IOPSAAKOBOIO HOMEpa 3arojoBka Jerna I10
HOMEHKJIaType B Ipenenax CTPYKTypHOro noxpaszaeneHus. MHaekcsl  nen
0003HaYaroTCs apabCKUMH IUppaMH.

Hampumep:
10-05, rme:
10 - uMdpoBOM MHIEKC CTPYKTYPHOTO MNOIpa3’nejieHus,
05 - DOpPAIKOBEI HOMEP SBaTOJIOBKA Iejla 10 HOMEeHKJIaAType.

B HOMeHKaType el pPeKOMEHIYyeTCS COXPAaHATh OJWHAKOBBIE WHACKCHI IS
OMHOPOJHBIX JIed B TIpeaelax pasHbIX CTPYKTYPHBIX TOJpa3felieHull; s
NEPEeXOIAIINX AT MHICKC COXPaHIETCS.

B rpady 2 3akmrouaroTcst 3arojgoBKH e (TOMOB, YacTe ).

[Topsimoxk pacroyiokeHHs 3aroJIOBKOB BHYTPU pPa3felioB M MOApa3AeieHH
HOMEHKJIATYPbI JIe] OMPEIENAeTCS CTENEeHbI0 BaXKHOCTH JOKYMEHTOB, COCTABIISIOIINX
7enia, X B3aMMOCBSA3BIO M CHCTEMAaTU3aluell JOKYMEHTOB BHYTPH JeJa.

B nauane pacmomaratroTcsi 3arojIOBKMA e, COAEpXAIlUX OPraHU3alMOHHO -
pacnopsAMTENbHYI0 JOKyMeHTauuio. Jlagee pacmomaratoTcsi 3arojoBKH — JEl,
COJIeprKalNX TUIAHOBBIE U OTYETHBIC JOKYMEHTBI, IEPEMUCKY U T.1.

3aromoBOK Jieia JOHKEH YeTKOo B 0000IIeHHOW ¢opMe OTpakaTh OCHOBHOE
COJIEp’)KaHue M COCTaB JIOKYMEHTOB JIeJa.

He nmomyckaercss ymoTpebiieHME B 3arojoBKax Jel  HEKOHKPETHBIX
dhopmynpoBok ("pazHeie MmaTepuaibl", "o01as nepenucka’ u T.u.).

3arooBKU 7 MOTYT YTOUHATHCSA B Ipolecce (GOpMUPOBAHUS U OGOPMIICHHS
IS

[Tpu cocTaBieHNH 3aroJIOBKOB A€ UCTIONB3YIOTCS (POPMYIUPOBKHU U3 MTPHUMEPHOM
HOMEHKJIATYPHI JIeJ BHICIIET0 Y4eOHOTO 3aBEACHMUS.

['pada 3 3amonHsieTcs Mo OKOHYAHUU y4€OHOTO roja.
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B rpade 4 yxaspiBaeTcsi CpoK XpaHeHHUs jaena, HoMmepa crared mo Ilepeunio
TUTIOBBIX YNPABICHUECKUX aAPXMBHBIX JOKYMEHTOB, OOpa3ymIIHUXCS B Mpolecce
NEATEIbBHOCTH TOCYJIAPCTBEHHBIX OpPraHOB, MHHHCTEPCTB, BEIOMCTB M JAPYIHX
YUPEKICHHM, OpraHu3alui, NpeAnpUsITUI, C YKa3aHUEM CPOKOB XPaHEHHS.

B rpade 5 "llpumeuanue" yka3bIBalOTCS Ha3BaHUs TEPEUYHEH JTOKYMEHTOB,
UCIIOJIb30BaHHBIX IIPU ONPEAEICHUH CPOKOB XPAHEHUS JIEJI, IPOCTABIISIIOTCS OTMETKHU O
3aBEJICHUM JEJ, NEPEXOAIINX JeNIaX, BBIACICHUH J€J K YHUUYTOXKEHUIO, O JIHULAX,
OTBETCTBEHHBIX 3a 0(hOopMIICHHE JIeT, O TIepenaye Ael U Ap.

Ecnu neno ¢popmupyercsi B MHPOPMAIMOHHOM CUCTEME M BKJIIOYAET SJIEKTPOHHbBIE
nokymeHThl, B Tpade "[Ipumeuanue" oTMeudaeTcs, 4TO AENO0 BEAETCS B AJICKTPOHHOM
BU/JIE C YKa3aHUEM HauMEHOBaHUs MH(POPMAILIMOHHOM CUCTEMBI:

21.6 Homenknarypa nen YHUBEPCUTETA COCTaBIISICTCS OTZEJIOM
JOKYMEHTOO0OpOTa W apXUBHOTO  OOecreueHuss Ha OCHOBE HOMEHKIATyp el
CTPYKTYPHBIX TMOAPA3ACIICHUA NpPU METOJUYECKOM ITOMOIIM CEKTOpa apXUBHOTO
obecneuenus yausepcuteta ([Ipunoxenus 25; 26).

Kak mpaBuio, pa3paboTke CBOAHOW HOMEHKIATYPhl YUPEKIEHUS MPEIIIECTBYET
COCTaBJICHHE  CTPYKTYPHBIMU  MOAPA3JECICHUSIMU CBOMX  HOMEHKJIATYp  JAE.
Homenknatypsl Jen  CTPpYKTYpPHBIX TOJpa3[ENICHU IOJIMUCHIBAIOTCS  JIMLAMM,
OTBETCTBEHHBIMU 32 JEJONPOU3BOACTBO, COIJIACOBBIBAIOTCS C CEKTOPOM apXUBHOIO
o0OecrieueHUss YHHMBEPCUTETa UM  YTBEPXKAAIOTCA PYKOBOJUTEIEM CTPYKTYPHOTO
NOAPA3ACICHUSL.

HoMmenknaTypa nenn yupexxaeHusl €KEeroaHo 0 YTBEPKICHHS €€ PYKOBOJCTBOM,
COTJIACOBBIBAETCSA C OKCIIEPTHOM KOMMCCHMEHM MW apxXuBOM yupexzaeHud. [lopsnok
COrJJaCOBaHUSl HOMEHKJIATYp J€J C APXUBHBIMU YUYPEXKICHHUSIMH YCTaHABIMBAECTCS
yhnpaBiieHueM aenamu BopoHexxckoit o0nacTu.

HomeHnknatypa gen  y4ypexaeHHs, Kak [pPaBWIO, COIJIACOBBIBAETCA H
YTBEPXKAAETCSI B TPEX DSK3EMIUIAPAX, U3 KOTOPBIX OAMH XPaHUTCA B OTHENe
JOKYMEHTOO0OpOTa M apXHWBHOTO 0OECIEYEeHHs, BTOPOH — B CEKTOpPE apXUBHOTO
obecrieueHus yHUBEPCUTETA, TPETHI- B YTIpaBieHuHU JeaaMu BopoHexxckoit o0acTu.

BHOBB co3gaHHOE WM PEOPraHW30BAHHOE IMOJPA3JICJICHUE JIOHKHO B MECSYHBIN
CPOK pa3paboTaTh HOMEHKJIATYPY /€]l U MPEICTaBUTh €€ B OTIEN JOKYMEHTO000pOoTa U
apXMBHOTO OOECreueHus.

OTBETCTBEHHOCTh 32 CBOEBPEMEHHOCTb W  MPABUIBHOCTH  COCTABJICHUS
HOMEHKJIATYypBbI €I MOAPa3IeICHNAS] HECET €ro0 PyKOBOINUTEIIb.

22 ®opmupoBaHue aeJl

22.1 ®opmupoBaHHe Jed - TPYNIHUPOBKA HCIIOJIHEHHBIX JOKYMEHTOB B JI€a B
COOTBETCTBUM C HOMEHKJIATYPOM JI€JI U CHCTEMATU3alMel TOKYMEHTOB BHYTPH JIEIL.

Hlena B By3e (OPMHUPYIOTCS JACLEHTPAIM30BaHO, T.6. B CTPYKTYPHBIX
MIOAPA3AETIECHUAX JTULAMH, OTBETCTBEHHBIMH 32 JEJIONPOU3BOACTBO.
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MeTtoaudeckoe pyKOBOJCTBO U KOHTPOJIb 32 MPaBUIBHBIM (POPMHUPOBAHUEM JIE€T B
By3€ OCYUIIECTBISIOTCS OTACIOM JIOKYMEHTOOOOpOTa M apXUBHOTO oOOecreueHus
YHUBEPCHUTETA.

22.2 Ilpu dopmupoBaHUM 1€ HEOOXOAMMO COONIOJATH CIEAYIOIUe OOIIue
npaBuiIa: TMOMEIIAaTh B €0 TOJBKO HCIOJHEHHbIE, NPAaBUIBHO O(OPMIICHHbIE
JOKYMEHTbI B COOTBETCTBHM C 3aroJOBKaMHy JIeJI 10 Pa3peuieHui0 OJHOTO BOIPOCa;
IpYyNIIUPOBATh B 1€J0 JOKYMEHTHI Y4eOHOTO To/a, 32 UCKIIOUEHUEM MEPEXOISIINX JIeT,;
pa3nenbHO (QOpMHUPOBATH B Jela JAOKYMEHTbI HOCTOSHHOTO M BPEMEHHOTO CPOKOB
XpaHeHUsA. B 1eno He MOIDKHBI MOMeEMAThesl JOKYMEHTBI, IOJUIeXkAallue BO3Bpary,
JIMIIHUE YK3EMILISIPbI, Y4ePHOBUKH; 10 HE JTOJDKHO MpeBbImaTh 250 TUCTOB.

22.3 Howmep nena, B KOTOPO€ AODKEH OBITh MOAIIUT JTOKYMEHT, OINpEAesieT
UCIIOJHUTENIb TI0 HOMEHKIatype. Ha mokyMeHTe mpocTaBisioTcs: oTMeTka "B gerno
Ne...", maTa, MOANKUCH UCTIOTHUTEIS WIH PYKOBOJUTEIS CTPYKTYPHOTO TIOApa3AeeHusl.

22.4 ]JIoKyMEHTbI BHYTPH JI€Ja pacIoJiaratoTcs B XpOHOJIOTHYECKOW, BOIPOCHO-
JIOTUYECKON MOCIEA0BATEIHHOCTH WIIM UX COUETAaHUU.

PacnopsiaiuTenbHble  IOKYMEHTHI TPYNIUPYIOTCS B JAeja IO BUIaM, B
XPOHOJIOTUYECKOM MOPSJIKE C OTHOCSAIIIMMUCS K HUM MPUIIOKECHUSIMHU.

VYcTaBbl, TMONOXKEHUS, WHCTPYKLMH, YTBEP)KICHHbIE PaCHOPSIUTEIbHBIMU
JOKYMEHTAaMH, SBISIOTCS MPWIOKEHUSIMH K HHUM U TPYNIHPYIOTCS BMECTE C
yKa3aHHBIMHU JOKyMeHTaMu. Eciu jke OHU yTBEep K/I€HBI B KQUeCTBE CaMOCTOSTEIHHOTO
JIOKYMEHTA, TO X TPYNIHUPYIOT B CAMOCTOSTEIbHbIE Jea.

[Iprkasbl MO0 OCHOBHOM JAEATENbHOCTU TPYHNIHUPYIOTCS OTIEIBHO OT MPUKA30B I10
JMYHOMY COCTaBY.

[Tpuka3zbl 0 B3BICKAHUSX, MOOLIPEHUAX (POPMUPYIOTCS B OTIEIBHOE AETIO.

[TpoTokosBl B Ji€sie pachoiaraloTcsi B XpOHOJOTHYECKOM MOPSIAKE MO HOMEpaM.
JIOKyMeHTBI K  MpPOTOKOJIaM,  CTPYNIUPOBAaHHbIE B  OTAENbHBIE  Jena,
CUCTEMAaTHU3UPYIOTCS 10 HOMEpaM MPOTOKOJIOB.

VYTBepKaeHHbIC JIaHbl, OTYETHI, CMETHI, JTUMHUTHI, TUTYJIbHBIE CIIUCKU U JIPYTHE
JTOKYMEHTBI TPYIIHUPYIOTCS OTAEIBHO OT MPOEKTOB.

JIOKyMEHTBHI B JIMUHBIX JIEJIaX PacloyiaraloTcs Mo Mepe uX MOCTYIIICHHUS.

JIuuieBble cuera pabourx W CIyXKAIIUX IPYNIUPYIOTCS B CAMOCTOSITEIbHBIE e
M pacrioyiararoTcsi B HUX B Hopsiike andasura no GpamMuinsgM, UMEHaM U OTYECTBaM.

[Ipennosxkenusi, 3asBIEeHUST U KaJ00bl TpakJaH MO Y4eOHO-IIPOU3BOICTBEHHBIM
BOMPOCAM M BCE JTOKYMEHTBI 10 HMX PACCMOTPEHHUIO M HUCIOJHEHUIO TPYHIHPYIOTCS
OTJENBHO OT MPEIJI0KEHHH, 3asIBICHUN U 5Kajio0 TpaXkIaH MO JMYHBIM BOIIPOCAM.

[lepenucka rpynmupyercsi, Kak MpaBUIO, 3a MEPUOJ KaJIEHIApHOTO Tofa H
CUCTEeMATHU3HPYETCSI B XPOHOJOTUYECKOM TMOCIEI0BATEIbHOCTH; JOKYMEHT - OTBET
MOMEIIAeTCs 3a JOKYMEHTOM - 3ampocoM. [Ipu BO30OHOBIEHUHM TMEPEMHUCKH II0
OTIpeIeIEHHOMY BOIIPOCY, HayaBIIeHCs B MPEAbIAYIIEM IOy, JOKYMEHThI BKIIOYAIOTCS
B JIEJIO TEKYLIETO T'0/1a ¢ YKa3aHUEM MHJIEKCca JieNa MpeIblayIIero roaa.

22.5 Jlena AOKyMEHTAJIBHOTO (JOHJA YHUBEPCUTETA, HAXOMASIIMECS HA TEKYIIEM
XpaHEeHU! B CTPYKTYPHBIX MOApa3feNeHusIX, Moexar ydety. llepmonmuecku, Kak
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MpaBUJjIO, Mepel Mepesadyeil JOKYMEHTOB B ApXUB YHHUBEPCHUTETA, OTBETCTBEHHBIN 3a
JEJOMPOU3BOACTBO MOJAPA3AEICHUS, NPOBOAUT MPOBEPKY HAIWYUSA M COCTOSHUSA
JOKYMEHTOB U J€JI B LIEJIIX YCTAaHOBJIEHUS (PAKTUUECKOIO HAJMYUS 1€ U COOTBETCTBUS
UX KOJMYECTBY I10 HOMEHKJIAType NI,

[TpoBepka HaimMuuMst M COCTOSHUS JOKYMEHTOB U J€Jl NPOBOAUTCA IIpU
HNEpEMELIEHUH JeJ, MPU BO3BpaTe e, NMPU CMEHE PYKOBOJUTENS CTPYKTYPHOTO
HOJpa3AesieHUs, IPU pPEeOpraHU3alui U JUKBUJIALUN OPraHU3alMM WIA CTPYKTYPHOIO
HOJpa3AesICHUsI.

ITpoBepka Hamuuusi NPOBOAUTCS IMYTEM CBEPKU CTaTed HOMEHKJIATYpbl JIEd C
OMHCaHUEM JIeJl Ha OOJOXKe, a (PU3MUECKOe COCTOSIHHE eI OIMpenessieTcs] MyTeM UX
BU3YyaJbHOrO mpocMoTpa. Bce oOHapykeHHbIE HETOCTATKH (PUKCUPYIOTCS B aKTe
MIPOBEPKU HAIMYHUS U COCTOSIHUS JIEJT.

22.6 B caywae yTpaThl [OKyMEHTOB U Jel TPOBOAUTCSA CIyXeOHOe
pacciiejoBaHHe, IO pe3yjabTaTaM KOTOPOrO, JMIIO, BHHOBHOE B YyTpaTe, HECEeT
OTBETCTBEHHOCTh B YCTAHOBJIEHHOM IOPSJIKE.

B cnydae BbISBIEHHS OTCYTCTBHS [€], UMCISAIIMXCS 10 HOMEHKJIAType Ael,
PYKOBOJCTBOM MOJPA3AEIECHUI TPUHUMAIOTCS MEPBI IO UX PO3bICKY. Eciu po3bick aen
HE JaeT pe3yjbTaTa, COCTaBJISIETCS CIpaBKa O IMPUUMHAX MX OTCYTCTBHS, KOTOpPAs
HNOJNUCHIBAETCA PYKOBOAMTENEM MOAPA3JEICHUS] U NPEIACTaBISIETCS B OTHEN
JOKYMEHTO000pOTa U apXUBHOT'O 00ECIIEUEHMS.

®akT yrtparel nena (nen) (QUKCHpPYETCSs B aKTe, COCTaBISIEMOM OTIEIOM
JOKYMEHTOO0OpOTa M apXUBHOIO OOECHEYEeHHs M PYKOBOAMUTEIEM CTPYKTYPHOTO
nojapaszaeyneHuss (ynoJHOMOYEHHBIM MM JIMIIOM) B TpeX 3K3eMIULIpax: MO OJAHOMY
HK3EMIUIIPY aKTa XpPaHUTCA B OTAENE TOKyMEHTOO00pOTa U apXUBHOTO 00ECIIeUeHHs U
CTPYKTYPHOM MOJIPa3JEICHUH; SK3EMIUISP aKTa MPEACTABISETCS B ApXUB YHUBEPCUTETA
IIpH Hepeaye el CTPYKTYPHOrO NOApa3AeieHUs] HA apXUBHOE XPaHEHHUE.

23 DkcnepTr3a HEHHOCTH JOKYMEHTOB

23.1 DOkcrneptu3a HEHHOCTU JOKYMEHTOB - OIPECICHUE [IEHHOCTH IOKYMEHTOB
C 1IeJIbI0 0TOOPA UX Ha rOCY/IapCTBEHHOE XPAHEHUE U YCTAHOBIIEHUE CPOKOB XPAHEHUS.

23.2 DOkcrnepTh3a LEHHOCTH JOKYMEHTOB B YHMBEPCUTETE IPOBOJUTCS MPHU
COCTABJICHMM HOMEHKJIATYp Jell, Ipu OQOpMIIEHUHU e U MPOBEPKE MPABUILHOCTH
OTHECEHHMS IOKYMEHTOB K JieJlaM, IpU MOATOTOBKE Je] K MOCIEAYIOIIEMY XPaHEHHIO.

23.3 Jlnsg opraHu3alMyd W TPOBEICHUSI SKCIEPTU3bl LIEHHOCTH JIOKYMEHTOB B
BY3€ CO3/1a€TCs MOCTOSHHO JIeUCTBYIOIIas SkcnepTHas komuccus (OK).

Oyukiuu 1 npaBa DK By3a, a Takxke opraHu3amnus ee paboThl OMPEAeSIFOTCS
MOJIO’KEHUEM, KOTOPOE YTBEPKIAETCS PEKTOPOM.

OKcriepTu3a  IIEHHOCTH  €XEroJHO  OCYHIECTBISETCS B CTPYKTYpPHBIX
MOApPa3CICHUAX YHUBEPCUTETA C TMPUBJICUCHUEM COOTBETCTBYIOUIUX CIEIMATUCTOB.
OxoHuaTenbHOE perienre npuaumaetr DK yHuBepcuTeTa.
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23.4 Ot60p MAOKYMEHTOB JJsi TOCTOSHHOTO XpaHEHHs TPOBOAUTCA B
COOTBETCTBUHM C HOMEHKJIATYpOH /€71 YHUBEpPCHUTETa, TUIIOBBIM MEPEUYHEM JOKYMEHTOB
C YKa3aHHEM CpPOKOB UX XpaHEHMSs, MyTeM IMOCTPAHUYHOIO MpocMoTpa naei. B pemax
MOCTOSIHHOTO XPAHEHMs TOJUIeKAT U3BATUIO NYOJIETHBIE SK3EMIUISPHI JIOKYMEHTOB,
YEepHOBUKHU, HEO(OPMIIEHHbIE KOMHHU JOKYMEHTOB M HE OTHOCSIIMECS K BOIPOCY
JOKYMEHTBI C BPEMEHHBIMU CPOKAMH XPaHEHUS.

OAHOBPEMEHHO C OTOOPOM JIOKYMEHTOB MOCTOSIHHOTO ¥ BpeMeHHOro (cBbiiie 10
JIET) XpaHEeHUs JJis Mepelaud B apXWUB B CTPYKTYPHBIX MOJPA3IAEICHUSIX MPOBOIUTCA
oTOOp /€Nl U AOKYMEHTOB BpeMeHHOTO (10 10 5eT) XpaHeHusl ¢ UCTEKIIMMHU CPOKaMu
xpaHeHus. [Ipy 3TOM yYHTHIBaIOTCS TOJBKO OTMETKHM B HOMeEHKiatype nen "Jo
MUHOBaHUS HaIOOHOCTH" U T.II.

[To pe3ynpTaTam sKCHEPTH3bI IIEHHOCTU JTOKYMEHTOB COCTAaBJISIOTCS OMUCH e
MIOCTOSIHHOT'0, BpeMeHHOro (cBbiiie 10 j1eT) XpaHeHus U MO JIMYHOMY COCTaBy, a TaKKe
aKThl O BBIICTICHUH JeJl C HCTeKIIMMH CPOKaMHU XpaHEHUs K YHUYTOXCHHIO
(ITpunoxxenue 27; 28).

Jena, noayiexaniue yHUUTOKEHHIO, EPeatoTCs Ha repepaboTKy (YTUIU3ALIMIO).

AKTBI O BBIICJICHUH K YHMUTOXEHHUIO JOKYMEHTOB, HE MOJJIEKAIIUX XPAHEHUIO,
XPaHSTCs MOCTOSHHO B zienie (oHaa.

24 Odopmiienne aeJt

24.1 Jlema yHuBepcuTeTa mojyuiekaT O(GOPMIICHUIO NMPH HMX 3aBEICHUHU U IO
3aBepuieHHH roaa. OdopmiieHne aen BKIYaeT KOMIUIEKC padoT MO TEeXHUYECKOH
o0pa0oTKE U  TPOBOAUTCA  COTPYAHMKAMH  COOTBETCTBYIOIIMX  CTPYKTYPHBIX
MOJIpa3eieHui MPU METOJUYECKOW MOMOIIM U TMOJ KOHTPOJIEM CEKTOpa apXUBHOTO
o0OecrneueHrs yHUBEPCUTETA.

24.2 B 3aBUCHUMOCTH OT CPOKOB XpPaHEHUsS IMPOBOJUTCS MOJHOE WM YaCTUYHOE
oopMieHHUE Il

[TonHOMY OopmMIIeHHIO TIOZJIEKAT JIea MOCTOSHHOTO, BpeMeHHOTo (cBbimie 10
JIeT) XpaHeHus 10 JIMYHOMY cocTaBy. [loiaHoe odopmiienue ena npeaycMaTpuBaeT:

- IOJIIIMBKY WJIM TIEpEIUIeT J1eNa;

- HyMepall1Io JIMCTOB B JIEIIE;

- cocTaBJIeHue 3aBepuTenbHoi Haanucu nena ([Ipunoxenue 29);

- coctaBieHue BHyTpeHHel onucu (Ilpunoxenue 30) JOKyMEHTOB J1ena;

- BHECEHHE HEOOXOAMMBIX YTOUHEHUN B PEKBU3UTHI OOJIOKKHU Jena (yTOUYHEHHE
HA3BaHMS OpraHU3alluy, MHJEKCA U 3ar0JI0BKa Jieja, JaThl Aena U Jp.).

Jlena BpemeHHoro (A0 10 JeT BKIIOYUTENBHO) XPaHEHHUS MOAJIEKAT YACTHUHOMY
0(pOpMIICHUTO:

- JIeNia JIOMYCKAeTCsl XPaHUTh B CKOPOCIINBATEIIAX;

- HE MPOBOJUTH MEPECUCTEMATHU3AIMIO JOKYMEHTa B JeJie, JIMCThl Jiela He
HYMEpOBaTh, 3aBEPUTEIIbHBIC HAAMNUCHA HE COCTABIISATh.
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B memsix obecrniedeHnsi COXpPaHHOCTA M 3aKPEIUICHUS TOPSIKA PACIIOIO0KESHUS
JIOKyMEHTOB, BKJIFOYCHHBIX B JI€J0, BCE JIUCTHI HYMEPYIOTCS apaOCckumu Iudpamu
BaJIOBOM HyMepalliy B IPaBOM BEPXHEM YTy, HE 3aJieBasi TEKCTa JTOKYMEHTA, TPOCThIM
rpaguuecKkuM KapaHJalioM UM HyMEPaTOPOM.

24.3 OO06nokka jAena MOCTOSHHOTO M BpemMeHHOro (cBbiiie 10 jeT) xpaHeHus
odopmisieTcs 1o yctanosieHHor popme (Ilpunoxenue 31).

[To oxoHYaHMM TOJa B HAAMUCU Ha OOJIOKKAX JIeJ MOCTOSITHHOTO M BPEMEHHOIO
(cBpime 10 neT) xpaHeHUs1 BHOCATCS YTOUHEHUS:

MPOBEPSIETCSI COOTBETCTBUE 3arojOBKOB JIe Ha OOJOXKKE COJAEpKAHUIO
MOJAMIUTEIX JTOKYMEHTOB, B HEOOXOJUMBIX CIydasX B 3arojIOBOK JieJla BHOCSITCS
JIOTIOJTHUTENIbHBIC CBENCHUS (MPOCTABIISIIOTCS HOMEpa NPHUKA30B, BHABI U (OPMBI
OTYETHOCTH M T.I1.).

25 CocTaBjieHHE OMHUCEH 161

25.1 Ha 3aBepmieHHBIE J€7la TOCTOSIHHOTO, BpeMeHHoro (cBbimie 10 JeT)
XpaHEeHHMsI ¥ TI0 JINYHOMY COCTaBY, MPOLIEAIINE SKCIEPTU3Y LIEHHOCTH, 0()OPMIICHHBIE B
COOTBETCTBHUH C HACTOSIIMMHU TPEOOBAHUSIMU, €KETOJHO cOCTaBisAt0TCs onuck. Ha nena
BpeMeHHOTO (10 10 1eT) XxpaHeHHs ONUCH HE COCTaBJISIOTCS.

Onucu COCTaBJISIIOTCA OT/AEIBHO Ha Jella [OCTOSIHHOTO XpaHEeHus, Jelia
BpeMeHHOTO (cBbiie 10 jeT) xpaHeHus, ena no JUYHOMY COCTaBYy.

252 B KaxaOoM CTPYKTYpHOM TMOApAa3AeieHUd By3a OIKMCA Ha Jena
MOCTOSTHHOTO XPAHEHUsSI COCTABIISIIOTCS €XETOAHO TPHU METOIUYECKOM PYKOBOJICTBE
CEeKTOpa apXWBHOTO o0ecredeHus: yHuBepcutera. [lo 3TUM ommcsaM JTOKYMEHTHI
cnaroTcs B apxuB. OnucH, MOATOTOBICHHBIE CTPYKTYPHBIMH TOIPA3ICTICHUSIMU, CITy)KaT
OCHOBOM JIJIsl TIOATOTOBKHA CBOJIHOM OMHUCH BY3a, KOTOPYIO TOTOBUT CEKTOP apXUBHOTO
o0ecrnedeHus U 0 KOTOPOM OH CHIAeT Jiefia Ha FTOCYyIapCTBEHHOE XpaHEHHE.

25.3 Tlpu cocTaBiCHHHM OIMUCU T COOJIOMAIOTCS CIEIYIONINE TPeOOBAHUS:
3aroJIOBKH JIeJl BHOCATCS B ONKMCh B COOTBETCTBUU C MPUHSTON CXEMOM cHUCTeMaTU3aluu
HA OCHOBE HOMEHKJIATYpPHhI J€JT; KaXJA0€ JI€JI0 BHOCUTCS B OMUCH IO CAMOCTOSATEIbHBIM
HNOPSAJIKOBBIM HOMEPOM (€CJIM €0 COCTOMT M3 HECKOJIbKMX TOMOB WJIM 4acTed, TO
Ka>K/[bIif TOM WJIM YaCTh BHOCUTCS B OITUCH MOJI CAMOCTOSITEIbHBIM HOMEPOM);

- TIOPSAJIOK TIPUCBOCHUS HOMEPOB OMNUCSAM CTPYKTYPHBIX MOApPA3AeIIeHUi
YCTaHABJIMBAETCS MO0 COTIACOBAHUIO C apXHUBOM;

- rpadbl OMHUCH 3aMOJHSIIOTCS B TOYHOM COOTBETCTBUU C TEMH CBEICHUSMH,
KOTOPBIE€ BHIHECEHBI Ha OOJIOKKY JENa;

- TMpU BHECEHWH B OMUCh MOAPAN Jen (TOMOB, YacTei) ¢ OJWHAKOBBIMHU
3aroJ0BKaMu, 3aroJ0BKU BCEX i) (TOMOB, YacTEH) MUIITYTCS OJIHOCTHIO;

- TIpU BHECEHWHW B ONHCh TMOCIEAHETO 3arojioBKa J00aBIE€TCS CIOBO
"Tlocnennuii");

- JUTSL JIeJ1, COepKAIINX JOKYMEHTHI 32 HECKOIBKO JIET, B KOHIIE OMUCH KaXJI0TO
CJIEIYIOLIEro ToJla, 32 KOTOPbIM MMEIOTCS TOKYMEHThl B JIaHHOM Jelie, JENaroTcCs
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CCBUIKM Ha HOMEpa JIeJI, COJIepKalllMX MaTepualbl 3a JaHHBIN roj (1ociie HHTepBaia 3a
MOCJEAHEN ONUCATENbHON CTaThell KaXK10T0 MOCIEAYIOIIEro rojia);

- tpada omucu "lIpumedanue" HCHONB3YyETCA MJiI OTMETOK O IpUeMEe Jell,
O0COOEHHOCTSIX UX (PU3MYECKOTO COCTOSHUS, O Iepefade Jei JIPYyruM CTPYKTYpPHBIM
MOJIpa3/IeJICHUSIM CO CChUIKOM Ha HEOOXOIMMBIN aKT, O HATMYMU KOMUH U T.II.

B koHue ommcu Beiend 3a MOCHEAHENM OIMCATEIBHOW CTAThbEU 3aIlOHSAETCS
UTOrOBas 3alKCh, B KOTOPOM ykKasbiBaeTcd (IudpaMu M MPOMUCHI0) KOJIUYECTBO I,
YUCJSALIMXCS IO ONWCH, NEPBBIA M TOCIEIHMM HOMEpa JeJ IO OIKCH, a TaKXKe
OrOBapUBAIOTCSI OCOOEHHOCTHM HyMEpalMu Jel B ONUCH (JIUTepHbIE HOMEpa U
MPOITYLIEHHBIE HOMEPA).

25.4 Onwucu aen CTPyKTYPHOTrO MOJIpa3/elICHUs] YHUBEPCUTETA COCTABJISIIOTCS B
JBYX DK3EMIUISIpax Ha OyMa)KHOM HOCHTEINe, OJMH M3 KOTOPHIX MEPEemaeTcss BMECTE C
JeJaMyd B apXuB, a BTOPOM OCTaeTCsl B KaueCTBE KOHTPOJIBHOTO HK3EMIUISIpa B
CTPYKTYPHOM MOJIpa3/ieICHUHN.

26 Ilopsaaok gocTyna K JOKyMeHTaM, HAXOAAIIMMCS HA XpaHEHUM B OT/Iese
JOKYMEHTO000pOTa W ApXHBHOr0 olecmedyeHHsl, CTPYKTYPHBIX NOJApa3ieieHUsAX
YHUBepcurera, 6aszax nanabix CI/{

26.1 C MoMeHTa 3aBEleHMSI W JO Iepellaud B apXWB YHUBEpPCUTETA Jeja
XPaHATCA 10 MeCTY UX (hOPMUPOBAHUS.

PykoBoauTenu CTPYKTYpHBIX TOApPA3ACICHUN W COTPYIHHKU, OTBEUAIOIIUE 3a
JEI0NPOU3BOACTBO, HECYT OTBETCTBEHHOCTh 32 COXPAHHOCTh JOKYMEHTOB U JIEJI.

Jlena HaxoasaTCs B pabOYMX KOMHATaX WM B OTBEJECHHBIX JIJISI HUX MTOMEIICHUSX,
pacrnojnaraiorca B InKagax, 00ECHeuMBAIOIIMX HX TMOJHYIO COXPAaHHOCTh. B memsx
MOBBIIIEHUS]  OMEPATUBHOCTM IOMCKA JOKYMEHTOB, JleJla pacrojaratotcsi B
COOTBETCTBUM C HOMEHKJATypod pen. HoMmeHknaTypa nen wiM BbINKCKA W3 HeEe
MOMEIIAeTCsl Ha BHYTPEHHEN CTOpOoHE mKada.

Ha koperikax 000eK 7€ YKa3bIBatOTCs MHACKCHI 10 HOMEHKIIAType.

26.1.1 Breigaya e, HaxoAsIIMXCS HA XpPaHEHUHU B OTJENE JIOKYMEHTO000pOoTa U
apXMBHOTO OOECTICUCHUs, CTPYKTYPHBIX MOApPA3JEICHUIX YHHBEpPCUTETa pabOTHUKAM
JIPYTUX TMOJpa3Ie/IeHUud JJIsi O3HAKOMJICHHUS, BPEMEHHOI'O HCIIOJIb30BaHUS B padoTe
IPOU3BOJUTCS IO  3ampocaM, TMOJNUCAHHBIM  PYKOBOJUTENEM  (3aMecTUTeNeM
PYKOBOJUTENIS) CTPYKTYPHOTO MOJIpa3iesIeHHs, 3alpalliBaroiero Aei0 (TOKYMEHT) U C
paspenieHus HadaJlbHUKA OTJAENa JOKYMEHTO00OpOTa W apXWBHOTO OOECIICYCHUS WA
CTPYKTYPHOTO MOJAPA3ACIICHUS, JOKYMEHTHI KOTOPOTO 3alpaliiBatoTCs.

26.1.2 Jlena, MOKyMEHTHI BBIIAIOTCS BO BPEMEHHOE IOJIb30BaHHE PaOOTHHUKAM
YHUBEPCUTETA HA CPOK HE OoJiee OTHOTO MecsIia.

['ocymapctBeHHBIM — OpraHaMm  (CyneOHBIM, TIPABOOXPAHHUTEIBHBIM, OpraHaM
roCyJJapCTBEHHOTO KOHTPOJSl WM HaJa30pa W Jp.) JAejla U OTHACNIbHbIE JIOKYMEHTHI
BBIJJAIOTCSI HAa OCHOBAaHMM MX MHCHBMEHHBIX 3alpOCOB C PAa3pelICHUs] PEKToOpa

| Bepcus 2.0 | Usmenenne Ne 0 | Ctp. 56 u3 96 |




OI'BOY BO «BI'TY», BITY

NHCTPYKIUS N 1.01.01-2018
IO AEJOIIPOU3BOJACTBY

YHUBEPCUTETA WJIA WHOTO YMOJHOMOYEHHOTO WM JIHIIA, MO0 aKTaM Ha CpPOK He Ooiee
LIECTH MECSILEB.

[Tpu HEOOXOIMMOCTHU CPOK UCTIOIB30BAHUS IOKYMEHTOB MOXKET ObITh MPOJIJIEH.

26.1.3 B nucbMeHHOM 3ampoce pabOTHUKOB YHHUBEPCUTETA O BbIJIaue JOKYMEHTOB
(mes) BO BpEMEHHOE MOJb30BAHUE M3JIaraloTCs MPUYMHBI, O KOTOPHIM 3alpaliiBacTCs
JeJ10 (IOKYMEHT) M LIeJb UCTOJIb30BaHMs IOKYMEHTOB, HAXOASIIMXCS Ha ONEpaTUBHOM
XPAHEHUMU.

26.1.4 Ha BbIgaHHOE J€710 3aBOJAMTCS KapTa-3aMECTUTENb, IOMENIaeMas Ha MECTO
BBIJJAHHOTO Jena. B Hell yka3blBaeTCs MHAEKC Jella, JaTa €ro BblJadd, KOMY JEN0
BBIIaHO, JaTa €ro BO3BpallleHUs, IpeaycMaTpuBarOTCs Tpadbl AN TMOANHCENH B
MOJIyYEHUH U PUEME Jena.

Ha  mecto  u3pATOr0  MNOJJIMHHUKA  JOKYMEHTa  COTPYIHHK  OTAENa
JOKYMEHTOO0OpOTa MM OTBETCTBEHHOE JHUIIO 32 JEJIOMPOU3BOJCTBO MOIPA3ACICHUS
BKJIQJIBIBAET B JIEJIO JINCT-3aMECTUTENb C yYKa3aHHEM, KOIJla, KOMy M Ha KakOW CpOK
BbIJIaH JOKYMEHT M NOJANUCSIMH B IOJIYYEHUU U npueme nena. Ilpu stom B geno
NOMENIAETCS 3aBEPEHHAs KOIHS JOKYMEHTA.

[locne pemenus Bompoca, AJiE PACCMOTPEHHUS KOTOPOro jena (JOKYMEHTHI)
U3BIMAIIMCh 1O 3alpocaM TOCYAApCTBEHHBIX OPTaHOB, TMOJJIMHHUKU JOKYMEHTOB
JOJIKHBI OBITH BO3BPAIICHbI B YHUBEPCUTET U MIOMEILEHBI B JIEJIO.

26.1.5 DneKkTpoHHBIE JOKYMEHTBI, HAXOJAIIMECS HA ONEPATUBHOM XPaHCHUHU B
0a3ax JaHHbIX HMH(QOPMALMOHHBIX CHUCTEM, BBIJAIOTCS IJIsi MCIOJIb30BaHUS B BUJE
KOIHI 3JIEKTPOHHBIX JOKYMEHTOB.

26.1.6 Ilopsmok goctyma pabOOTHUKOB  YHHUBEPCHUTETa K  JIOKyMEHTaM,
pasmeniaembiM B COJ] wnam wHOW WH(OPMALIMOHHOW CHCTEME, YCTaHaBIMBAETCS
JIOKaJbHBIMM HOPMAaTHBHBIMM aKTaMH YHUBEPCUTETA, ONPEACISIOIIMMH IOPSIOK
SKCIUTyaTalul MHGOPMAIMOHHON CHUCTEMbl, U B COOTBETCTBUU C MEPCOHATbHBIMU
YUETHBIMH 3amucsiMi paboTHUKOB B CO/I.

PaGoTtHukam, He  HWMEIOIMM  TMpaBa JOCTylla K  COOTBETCTBYIOIICH
UH(OPMAIITMOHHOW CHUCTEME, OJJIEKTPOHHBIE JOKYMEHTHI BBIAAIOTCA B  MOPSIKE,
yCTaHOBJIEHHOM TyHKTamu 26.1.1 - 26.1.3 naHHOW WHCTPYKIIUM Ha (U3HYECKH
000COOJIEGHHOM HOCHUTENE, BBICHUIAIOTCA MO D3JIEKTPOHHOMY aJipecy paOOTHHKA,
3aMpalImBaroONIero TOKYMEHT, WJIM UHBIM 00pa3oM.

26.1.7 B otaene AOKYMEHTOOOOpPOTa U apXMBHOTO OOECHEUYEHHS, CTPYKTYPHOM
NOJIpa3/ieJICHu, BbIJABIIEM €0 (JIOKYMEHT) BEIeTCS Y4YeT BBbIJIAHHBIX JIeJ
(IOKYMEHTOB) M KOHTPOJIb HUX CBOEBPEMEHHOI'O BO3Bpara. OJEKTPOHHBIE Jiejia
(IOKYMEHTBI) BO3BpaTy HE MOAJIEKAT.

26.1.8 PaGotHukm yHUBepcuTeTa 00s3aHBI  O0ECIEYMBATh  COXPAHHOCTH
MOJIy4YE€HHBIX BO BPEMEHHOE IMOJIb30BAHUE TOKYMEHTOB (1e1) Ha OyMa>KHOM HOCHUTENE U
UCIIOJIb30BaTh TMONYYCHHYI0 HH(POPMAIMIO B CIYKEOHBIX ILENAX B COOTBETCTBHH C
TpeOOBaHUSMU JIOKAJHHBIX HOPMATUBHBIX AKTOB. 3allpellaeTcs nepeaada moydeHHBIX
JOKYMEHTOB HJIM MX KOMUHM pabOTHUKAM JPYTUX MOApa3AeIeHUN UM OpraHru3alii.
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26.2 U3bsatue (BbIEMKAa) JAOKYMEHTOB (KONMUU JOKYMEHTOB) MO 3ampocy
roCyJIapCTBEHHBIX KOHTPOJbHBIX U HAA30PHBIX OPTaHOB.

26.2.1 Wzbsatue (BbIeMKa) JOKYMEHTOB, OOpPAa30BaBIIMXCS B JEATCIBHOCTH
YHUBEPCHUTETA, MPOU3BOJUTCS B COOTBETCTBUU C JEWCTBYIOIIMM 3aKOHOJATEIbCTBOM
Poccuiickon @enepanum.

26.2.2 Uzbsatue (BbIeMKa) JOKYMEHTOB IIPOM3BOJMUTCS HAa OCHOBAaHUU
NUCBMEHHOTO  pacropsbkeHus  (MIOCTAHOBJIEHHUSI)  COOTBETCTBYIOIIETO  OpraHa
(mpokypaTyphl, CyJia, HaJOTOBBIX OPTaHOB U JIp.) C pa3pellieHus peKTopa YHUBEPCUTETa
WM MHOTO YIIOJHOMOYEHHOTO UM JIMIIA C U3BELICHUEM PYKOBOJUTEIS MOAPA3ACICHNUS,
JIOKYMEHTBI KOTOPOT'O U3bIMAIOTCS.

26.2.3 ®akT u3bATH (BBIEMKH) JOKYMEHTOB (DUKCHpPYETCS B MPOTOKOJE (aKTe)
U3bATUA (BBIEMKH) JOKYMEHTOB, KOTOpPBIA COCTaBJISIETCS HE MEHEEe YeM B JABYX
AK3EMIUISIPAX U TMOJMKUCHIBAETCS YIMOJHOMOYEHHBIMH MPEICTAaBUTEISIMUA YHUBEPCUTETA
U COOTBETCTBYIOIIETO TOCYJAapCTBEHHOro opraHa. K mpoTokoisy (akTy) mpuiiaraercs
ONUCH (PEECTp) UIBATHIX JOKYMEHTOB (I€).

26.2.4 1Tpu U3bSITUU NOJJIMHHUKOB JJOKYMEHTOB B JI€JIO MIOMENIAETCS 3aBEPEHHAS
KOMHUs JOKYMEHTa, Ha O00OpOTE KOTOPOW YKa3bIBAETCS, HA OCHOBAHUM YETO H3IBST
NOJJIMHHUK JIOKYMEHT, CpPOK BO3Bpara JOKYMEHTa, JlaTa W TMOANKUCH pPaOOTHHUKA,
OTBETCTBEHHOTO 32 (POPMUPOBAHKE U XPAHEHHE JIETIa.

26.2.5 IlonmMHHKUK AOKYMEHTA, U3bATHIN U3 J€JIa HA OCHOBE COOTBETCTBYIOLIETO
pEeLIEHNUs, MOCIE PACCMOTPEHUS U PELIEHUSI BOIPOCA, BO3BPAILIAETCS B AEJO0, IIPU 3TOM
KOIIHSI, IOMEIIECHHAS B JIEJI0 BMECTO MOJIMHHUKA, U3bIMAETCS.

27 Ilepenaya nesa B apxuB

27.1 Jlns obecriedeHUs: COXPAHHOCTH JOKYMEHTOB B YHUBEPCHUTETE CO3/aH
CEKTOP apXUBHOTO obOecrieueHns (apXuB) YHUBEPCUTETA.

27.2 B apxuB mIepenaroTcs JAejia MOCTOSIHHOro, BpeMeHHoro (cbime 10 jer)
XpaHEHUs U JieNa 10 JIUYHOMY COCTaBYy.

27.3 B cBOel JeATENbHOCTH CEKTOP ApXMBHOI'O OOECIEUEHUsl pyKOBOJCTBYETCS
HOPMaTUBHBIMU U METOAMYECKUMHU TOKyMeHTaMu DenepaabHOro apXUBHOIO areHTCTBA
Poccuun, nonoxxenneM o0 oTaene JOKYMEHTOO00pOTa U apXUBHOIO 00€CIIEUEHMS.

27.4 [lena nOCTOSTHHOTO CpOKa XpaHEHHUs MIEPEAtOTCS B ApXUB 10 OIUCSM.

Jlena MocTOSsHHOTO M BpeMeHHbIX (cBbilIe 10 J€T) CPOKOB XpaHEHMs, TOKYMEHTHI
10 JINYHOMY COCTaBYy MEPEAAIOTCS B ApXUB HE paHee, YEM Yepes3 rojl, U HE MO3/IHEE, YeEM
4yepe3 TPU rojia MocJie 3aBEPIICHHS UX B JEIONPOU3BOICTBE.

Jlena BpemeHHoro (10 10 JeT BKIIOYMTENBHO) XpaHEHHs MIEpeJadye B apXUB, Kak
MpaBUJIO, HE IMOMJIEkKAT, OHU XPAHATCS B CTPYKTYPHBIX MOJPA3AEICHUSAX U 10
MCTEYEHUN CPOKOB XPAHEHMS IMOMJIEKAT YHUUTOKEHUIO B YCTAHOBJIEHHOM NOPSAJIKE; B
UCKIIFOUHATENBHBIX CIIy4asX IO PELIEHUI0 PYKOBOJCTBAa MepenarTcs B apxuB. Hx
nepeaada OCyLECTBISETCS MO OMUCIM WM HOMEHKIIATYpE JElL.
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27.5 llepemaya nen B apXuB OCYHIECTBISETCA MO TpaduKy, COCTABICHHOMY
apXUBOM.

[Ipuem Kkaxkgoro jena TPOU3BOAMWTCS 3aBEIYIONICH CEKTOPOM apXHBHOTO
obecnieuenus (I'pomHeHCKas,2) U JOKYMEHTOBEIOM CEKTOpa apXMBHOTO OOeCIeYeHHSI
(MockoBckwii ip-T, 179) B mpucyTCTBUU pabOTHHKA CTPYKTYpHOTO TIoapa3aeneHus. Ha
AK3EMILTIpax OMHCH MPOTHB KAXKJIOTO JeJia, BKIOYCHHOTO B HEe, JENAeTCsl OTMETKa O
HAIMYUKM Jefla. B KOHIlE KaXIOro 5K3eMIUIsIpa OMUCH YKa3bIBAIOTCS IUPpaMu |
MPOMUCHIO0 KOJTHYECTBO (PAKTUYECKH MPUHSATHIX B apXUB J€JI, HOMEpPA OTCYTCTBYIOIIUX
7eN, Jara mpuemMa - Mepeiadyd Jell, TOIIUCH 3aBeAYIONeH CEKTOpPOM apXUBHOTO
oOecrnieueHus (JOKYMEHTOBEIa) U COTPYAHUKA, IEPEIaBILIEro Aena.

Jlena B apxuB JOCTaBJISIOTCS COTPYAHUKAMH CTPYKTYPHBIX MOJpa3/eseHuH,
YBSI3aHHBIMU B CBSI3KH.

Bmecrte ¢ pgenamu B apxuB By3a MepearOTCsl PErHCTPALMOHHBIE KapTOTEKU Ha
JOKYMEHTBI. 3aroJIOBOK KaX/JI0l KapTOUYKH BKIIOYAETCS B OMUCH.

3aBenyroiemy CEKTOpOM apXUBHOTO obecrieueHus YHUBEpPCUTETA
(ToKyMEeHTOBeTy) IPEIOCTABIISICTCS TIPABO HE MPUHUMATh IOKyMEHTAIbHBIE MaTepHara,
obopmiieHHBIE 0e3 coOsrofeHus ykasaHHbIX [IpaBwi, 10 TOJHOW MX 00pabOTKH B
CPOKH, OTIpE/IEIIIEMbIE CEKTOPOM apXUBHOTO 00ECIICUeHUSI YHUBEPCUTETA.

B cnydae nuMKBHIAMU WM pPEOpPTaHHU3AIMM CTPYKTYPHOTO TIOJpa3aesieHUs
YHHUBEPCUTETA, OTBETCTBEHHOE JIMIIO 32 JIETIONPOU3BOJICTBO B TMOPA3ICICHUH B MIEPHO/T
MIPOBEICHHSI JTUKBUIAIIMOHHBIX MEPOTIPUATHI (DOPMHUPYET BCE UMEIOITHECS JOKYMEHTBI
B 7ienia, opOpMITSIET JIeNa U MIepeAacT UX B apXUB YHUBEPCUTETA, HE3aBUCUMO OT CPOKOB
xpanenus. [lepegaya aen ocymecTBISETCS MO OMUCSM [ U HOMEHKJIATYpe eIl
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[Tpunoxenue 1 (1m.3.4)

dopma 3anpoca HeTOCTAWIINX TJOKYMEHTOB

MwuHucTepcTBO Haykm 1 Bbicwero obpasoBaHnsa Poccunckon degepaumm
depeparnbHoe rocygapcTBeHHoOe BogKeTHOe
obpasoBaTenbHOE yypexaeHue Bbiclero obpasoBaHus
«BopoHexckumn
rocyaapcTBeHHbIN TEXHUYECKUU YHUBEPCUTET»

(PreQy BO «BI'TY», BI'TY)

Mockosckuin np-T, .14, BopoHex, 394026
Ten./cbakc (473) 271-59-05
e-mail:rector@vorstu.ru; mail@vorstu.ru; http://cchgeu.ru
OKIO 02068083; OIr'PH 1033600070448;
WMHH/KIMMN 3662020886/366201001

N

Ha N oT

3anpoc HEAOCTAIOIINX JOKYMEHTOB

B Bamem nuceme ot «  » 20  roma Ne
OTCYTCTBYIOT
KOTOpbI€ MPOCHUM BBICJIATh B HAIII aAPEC A0 «  » 20  ropa.
JIOJKHOCTB Iloamuce Nuunmane u pamunus
Tenedon
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[Tpunoxenue 2 (1m.4.2)

HNHaekcsl CTPYKTYPHBIX MOAPA3ae/eHUil

1 01 - OTaen T0KyMeHT0000pOTa U ApXUBHOTO 00ECIICUCHUS
02 - CeKTOp apXMBHOT'0 00ECIICUCHHS
2 03 - Y4yeOHO-MEeTOANYECKOE YIIPaBICHHE
3 04 - Ypasnenue o0pa3oBaTelIbHOM MOTUTUKH
4 05 - KonTpakThnas cinyx6a
5 06 - YrpaBjeHue NpaBoBOM U KaJapOBOM paOOThI
06-I0P | _ JOpuamueckuii oTaen
06-OPIl | _ Ormen mo paboTe ¢ meEPCOHATIOM
6 07 - Ypasnenvue nHOPMAITMOHHBIX TEXHOJIOTH
7 08 - [IpuemHast kKomuccus
8 09 -Yuensiii CoBer
9 10 -ITpodcor03HBIII KOMUTET COTPYAHUKOB
10 11 NHCcTUTYT M QaKkyabTeTHI:
11-1 | - CtpoutenbHbIi GaKkyabTeT
11-2 | - CTpouTenbHO-TEXHOJIOTHYECKUI (haKyIbTET
11-3 | - JIopoXHO-TpaHCTIOPTHBIN (HaKyIbTET
11-4 | - ®akyapTET MHKXEHEPHBIX CUCTEM M COOPYKEHUI
11-5 |- ®akyapTeT apXUTEKTYpPhI U IPATOCTPOUTENBCTBA
11-6 | - @akyabTeT IOBY30BCKOTO OOYYCHUS
11-7 - ®aKkyabTET AOMOIHUTEIBHOTO MPOPECCHOHAIBHOTO 00pa30BaHUs
11-8 | - ®dakynpTeT IKOHOMUKH, MEHEKMEHTA U HH(GOPMAIIMOHHBIX
TEXHOJIOTUI
11-9 | - ®akynpTeT cpenHero npoheccuoHaILHOTO 00pa30BaHUS
11-10 | - UHCTUTYT MEXIyHapOAHOTrO 00pa30BaHMs U COTPYIHUYECTBA
11-11 | - ®akyabTeT MAIIMHOCTPOEHUS U A3POKOCMUYECKON TEXHUKH
11-12 | - ®akyabTeT paAuOTEXHUKU U DJIEKTPOHUKHU
11-13 | - ®akyJbTET SJHEPTETUKHU U CUCTEM yYIIPABIICHUS
11-14 | - ®akynbreT HHGOPMALIMOHHBIX TEXHOJIOTHI U KOMITBIOTEPHOU
0€30MacHOCTH
11-15 | - UmxenepHo-d3KOHOMUYECKUN (DaKyIbTET
11-16 | - ®akynbTeT 3204HOTO O0yUEHUS
11-17 | - EcTecTBEHHO-TEXHUYECKUN KOJIIEIK
11 12 - YrpaBieHue 00IIeCTBEHHbBIX CBS3eH
12 13 - Kadenpsr:
13-1 |- Kadenpa ¢pusuxu
13-2 | - Kadenpa ctpouTenbHON MEXaHUKH
13-3 | - Kadenpa MeTamnmnyeckux KOHCTPYKLIUN U CBApPKH B CTPOUTEIIHCTBE
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13-4 | - Kadeapa npoeKTUpOBaHUS 31aHUN U COOPYKEHUN NUMEHU
npod. H.B. Tpourikoro
13-5 | - Kadenpa Breicuieit MaTeMaTUKH U (HU3UKO-MAaTEMaTHIECKOTO
MOJIETUPOBAHUS
13-6 | - Kadenpa TexHoNIOruN, OpraHU3alii CTPOUTEIIBCTBA, IKCIIEPTU3bI U
YOpaBJICHUS] HEJABUKUMOCTHIO
13-7 | - Kadenpa cTpouTeIbHBIX KOHCTPYKIIHI, OCHOBAHUH
u ¢pyHnamenToB umenu npogeccopa KO.M. bopucosa
13-8 | - Kadenpa ctponTenbHON TEXHUKU U WHKECHEPHOU MEXaHUKH
umenu npod. H.A. YipsaHosa
13-9 - Kadenapa cBsizu ¢ 00111eCTBEHHOCTHIO
13-10 |- Kadenpa aBroMaTu3anuu TEXHOJOTUUECKUX MTPOIIECCOB U
IPOU3BOJICTB
13-11 | - Kadenpa nnpopmaTiku 1 rpapuku
13-12 | - Kadenpa kagactpa HeIBU)KUMOCTH, 3€MJICYCTPONCTBA U T'€0/I€3UH
13-13 | - Kadenpa npoekTupoBaHus aBTOMOOMIBHBIX JJOPOT M MOCTOB
13-14 | - Kadenpa cTpouTenbCcTBA U IKCILUTyaTallMd aBTOMOOUIBHBIX
J0poT
13-15 | - Kadenpa nHOCTpaHHBIX SA3bIKOB U TEXHOJIOTHUN MEPEBOJIA
13-16 |- Kadenpa ¢puzndeckoro BOCIUTAHUS
13-16-n1 | - Kadenpa ¢puznyeckoro BOCIUTAHUS U CIIOPTA
13-17 | - Kadenpa ¢punocoduu, COIMOIOTHH U UCTOPUU
13-18 | - Kadenpa pycckoro si3plka 1 MEXKKYJIBTYPHONH KOMMYHUKAIIUU
13-19 |- Kadenapa T€XHOJOTHH CTPOUTEIIBHBIX MAaTEPUATIOB, U3ICIIUMA
Y KOHCTPYKIUI
13-20 | - Kadenpa npukiaaHoil MaTeMaTUKH U MEXAHUKH
13-21 |- Kadenpa nandopMaliMOHHBIX TEXHOJIOTUH U aBTOMATU3UPOBAHHOTO
MIPOEKTUPOBAHUS B CTPOUTEIHCTBE
13-22 | - Kadenpa 5KOHOMUKH U OCHOB IPENTPUHUMATEIHCTBA
13-22-n1 | - Kadeapa 5KOHOMUKH U yTIpaBICHUS HA MPEANPUITHH
MaIIMHOCTPOEHUS
13-23 | - Kadeapa XuMuu 1 XMMHUYECKOW TEXHOJOTHH MaTEPHAIOB
13-24 | - Kadenpa ynpaBieHus: CTPOUTEILCTBOM
13-25 | - Kadenpa XuIMIIHO-KOMMYHaJIBHOTO X035 CTBA
13-26 | - Kadenpa TemnorazocHabxeHusi 1 HEPTEra30BOro ea
13-26-n1 | - Kadenpa HedrerazoBoro 060pymoBanus ¥ TPAHCIIOPTUPOBKH
13-27 | - Kadenpa ruapaBiuku, BOTOCHAOKEHHS ¥ BOJIOOTBEACHUS
13-28 | - Kadenpa TexnochepHoit 1 mo>kapHOM 0€30MacCHOCTH
13-29 |- Kadenpa KOMIIO3UIMY U COXPAHEHUS apXUTEKTYPHO-
IpalOCTPOUTENHHOTO HACIIEIUS
13-30 |- Kadenpa ocCHOB IPOECKTUPOBAHUS M apXUTECKTYPHOU rpaduku
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IO AEJOIIPOU3BOJACTBY

13-31 | - Kadenpa rpamoctpoutenncTpa
13-32 | - Kadenpa nu3zaiina

13-33 | - Kadenapa Teopun v MpakTUKH apXUTEKTYPHOTO IPOCKTUPOBAHUSI

13-34 | - Kadenpa ”HHOBATHKU U CTPOUTEIHLHON (DU3UKHU

13-35 | - Kadenpa npoekTupoBaHus M CTPOUTENHCTBA JIMHEHHBIX OOBEKTOB

13-36 | - Kadenpa ynpasnenus nepcoHaIoM OpraHu3aIiuu

13-37 | - Kadeapa s5kOHOMUYECKON TEOPHUU U IKOHOMHYECKOU MOTUTHKA

13-38 | - Kadenapa nnxeHepHON IKOHOMUKHU

13-39 | - Kadenpa TeopeTrnueckoi U MPUKIATHON MEXaHUKU

13-40 |- Kadenpa aBToMaTU3upOBAHHOTO 00OPYI0BAHUS
MaIIMHOCTPOUTENILHOT'O MPOU3BOJICTBA

13-41 | - Kadeapa TexHOIOTHH MAIIMHOCTPOCHUS

13-42 | - Kadeapa TeXHOJIOTHH CBAPOYHOTO MPOU3BOJICTBA M IUATHOCTUKU

13-43 | - Kadeapa camoneTocTpoeHHs

13-44 | - Kadenpa pakeTHbIX ABUTATEICH

13-45 | -Kadenpa marepuanoBeneHus M GU3UKH METAIIOB

13-46 |-Kadeapa noaynpoBOIHUKOBOM JICKTPOHUKHA U HAHODJIEKTPOHUKHU
13-47 | - Kadenpa pagnoTexHuku

13-48 | - Kadenpa koHCTpynpoBaHHs M MPOU3BOJICTBA PAIUOANIIAPATYPHI
13-49 | - Kadenapa paanod3aeKTPOHHBIX YCTPOUCTB U CUCTEM

13-50 |- Kadenpa buszuku TBEpAOTO TENIA

13-51 |- Kadenpa cucremMHOro aHamu3a W yOpaBJIE€HUs B MEIMIIMHCKHUX
CUCTEMAX

13-52 | - Kadenpa a5ekTpoMeXxaHUIECKUX CUCTEM U DJIEKTPOCHAOKEHUS

13-53 | - Kadeapa TeopeTnueckol ¥ MPOMBITTUICHHON TEMIOYHEPTETUKHU

13-54 |- Kadeapa osnekrponpuBoaa, aBTOMATUKH U YOpPaBICHUS B
TEXHUYECKUX CUCTEMAX

13-55 |- -ba3zoBas kadeapa aBTOMaTH3alMKU M YNPaBICHUS OOBEKTAMHU
ATOMHOMW SHEPTeTUKHU

13-56 |- Kadeapa  nOpoMBINUICHHONW  JKOJIOTMMU U OE30MAaCHOCTH
KU3ZHENIEATeIbHOCTH

13-57 |- Kadeagpa cuctem aBTOMATU3HPOBAHHOTO TPOCKTHUPOBAHUS U
WH()OPMAITMOHHBIX CUCTEM

13-58 | - Kadeapa aBTOMaTU3MPOBAHHBIX M BBIYMCITUTEIHHBIX CUCTEM

13-59 | - Kadenpa KoMObIOTEPHBIX HHTEIIEKTYaTbHBIX TEXHOJIOTUN
IPOEKTUPOBAHMUS

13-60 | - Kadenpa cucteM nuHpopmaimoHHON 6€3011aCHOCTH

13-61 |- Kadenpa rpaduku, KOHCTpYUpOBaHUS U MHOOPMAIIMOHHBIX

TEXHOJIOTUH B MPOMBIIUICHHOM JH3aiiHe
13-62 | - bazoBas kadenpa «Texnonorus napopmanronsoro 3D-
MOJIETTUPOBAHUS

| Bepcus 2.0 | Usmenenne Ne 0 Ctp. 63 u3 96 |
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13-63 | - bazoBas kadeapa «HoBbie TEXHOJIOTHH W MaTEPUATIBD)

13-64 | - YueOHO-IPpOM3BOACTBEHHAS SKCIIEPUMEHTAIbHAsI MacTepCKas
BI'TY

13-65 | - Boennas kadenpa

13-66 | - ba3oBas kadenpa «ABTOMATHU3ALNUU U YIIPaBICHUS 00bEKTaMU
ATOMHOM YHEPTETUKI

13 14 -YnpaBieHre HAyKM U1 HHHOBALIMMI
14-1 | - Hay4yHo-HcceqoBaTesIbCKui M NPOEKTHBIA HHCTUTYT

14-1-bU | - 'HHOBAaLIMOHHBIN OM3HEC-UHKYOATOp JJIsSI CTYJICHTOB, aCITUPAHTOB
Y Hay4YHbIX paboTHUKOB UMeHU npodeccopa FO.M. bopucosa
14-1-IKII | - T[eHTp KOJUIGKTUBHOTO 1MOJIb30BaHus nMeHH rpod. FO.M. bopucosa
14-1-Cb | - CtyneHueckoe MpoeKTHO-KOHCTPYKTOPCKOe OI0po

14-2 | - Oten noArOTOBKM HAYYHO- ME€JarOTMYECKUX KaJIpOB
14-3 | - llenTp nyOnuKaIMOHHOM aKTUBHOCTH
14 15 - Y4yeOHbIil OJAUTroH (aBTOKYPCHI)
15 16 - OTaen onepatuBHOM noymrpadum
16 17 - OTaen puHAHCOBOTO TUTAHUPOBAHUS
17 18 - YropapieHue OyXraaTepckoro y4dera
18 19 - Otzen opraHu3alMOHHO-T0KYMEHTAlHOHHOTO COMPOBOXKICHHUS
pekTopara
20 -YpaBieHHe HMYIIECTBEHHBIM KOMIUIEKCOM
20-1 | -DusKynbTypHO-03J0POBUTEIBHBIN KOMILJIEKC C MJIABATEIbHBIM
OacceitHoM
20-2 | -Canaropuii-nipodunakTropuit
20-3 - Otnen oOIIeCTBEHHOIO NUTAHUS
20-4 | - YopaBieHue CTyA€HYECKUM >KHIHIIIHO-OJOPOBUTEIIbHBIM
KOMILJIEKCOM
21 -Hayunast 6ubnuoreka
22 - YpaBieHue BOCOUTATEIbHONW pabOThl M MOJOAEKHON MOTUTHKU
23 - YrpaBieHue kauecTBa 00pa3oBaHMs
24 - YrpaBjieHHe MOHUTOPUHTA U CTATUCTUKHU
25 - ®umman BI'TY B 1. bopucornedcke
26 - YueOHbIi1 BOCHHBIN IIEHTP
27 - LlenTp MOArOTOBKH, NEPENOATOTOBKH U MOBBIIIEHUS

KBaJ'II/I(bI/IKaI_II/II/I CIICOaJIMCTOB CBAPOYHOTI'O ITPOU3BOJICTBA
HaHI/IOHaHBHOFO ATTCCTAIMOHHOI'O KOMUTECTA 110 CBAPOYHOMY

MIPOU3BOJICTBY

28 - PernoHasibHbIN LEHTP COAECHUCTBUS TPYIAOYCTPOUCTBY U
OpraHHU3alNN MPAKTUKU CTYJICHTOB

29 - Otnen mo jenam rpakJanckoil 000pOHBI U YpE3BbIYANHBIM
CUTYyalUsIM
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30 - [lepBbIit oTnen
31 - Bropoe ynpaBienue
32 - Penakuus xypHana «Hayunsiii BecTHUK BI'TY.
CTpOUTENBCTBO U APXUTEKTYPa»
33 - Cnyx0a oxpaHsl Tpyaa
33-1 | - Cnyx0a noxkapHoi mpo(UIAKTUKU U PaJUAIIMIOHHOTO KOHTPOJIS
34 - Y4yeOHbIil KOMIIBIOTEPHBIN LIEHTP
35 - YrpaBieHue CTpaTeru4ecKoro pa3BuTHs
36 - Conmonornueckas gadboparopusi
37 - [IpoexTHbIl oduc
38 - [IpoexTHBIN 1IEeHTp co3/IaHusl ITUMPOBBIX TEPPUTOPHUI
39 - Hayuno — oOpa3oBaTenbHbIi IEHTP « DHEPTOI(EKTUBHBIE
TEXHOJIOTHH U SHEProcOepeKeHUE
40 - Hayuno — oOpa3oBatenbHblil 1eHTp « ITHHOBAIIMOHHBIE TEXHOJIOTHH
B aBHACTPOEHUMN
41 - Hayuno — oOpazoBatenbHblii IeHTp «MHbOpManinoHHbIe
TEJIEKOMMYHUKAIIMOHHBIE CUCTEMBD»
42 - bazoBeIit Hay4YHO — 00pa3oBaTEIBHBIN IIEHTP AJIEMEHTHON 0a3bl
PaaMOdIEKTPOHUKH
43 - ba3oBpIii HayuHO — 00pa30BaATENBHBIN HEHTP «ATOCY
44 ba3oBblit Hay4yHO — 00pa3oBaTeabHbIN HEHTp «PU3KKa U TEXHUKA
TEPMOIJIEKTPUUECKUX SIBIICHUI
45 - ba3oBr1ii HayuyHO — 0Opa3oBaTenbHbIN HEHTp «Pernonsnepro»
46 - bazoBeIil Hay4YHO — 00pazoBaTeIbHbIN HEHTP «IHEeprust M»
47 - bazoBeIil Hay4YHO — 00pa3oBaTEILHBIN IIEHTP « IHEPrOaATOM
48 - bazoBblil HayuHO — 00pa30BaTENbHBIN IIEHTP MAIIMHOCTPOCHUS U
00pabOTKN METAJIOB JTaBJICHUEM
49 - ba30oBbIil HAy4YHO —MIPOM3BOJCTBEHHBIN LIEHTP «ABHANEPCIEKTUBAY
50 - ba3oBrIii HayuyHO — 00pa3oBaTenbHbIN HEeHTP «HPpOpMaAIIMOHHbIE
CUCTEMBI»
51 - ba3oBbIl HAYYHO —TIPOU3BOACTBEHHBIN LIEHTP «Paguorexnuueckue
CUCTEMBD»
52 -Cniertnann3npoBaHHbIi HieHTp no ctanaaptam Worldskills Russia
53 - EnvHbBI KOHCYJIBTAMOHHBIN HEHTP BOpOHEKCKOT0o OMOpHOTO
YHUBEpPCUTETA
54 - Hayuno — oOpa3oBaTeNbHbII LIEHTP PaJMO3IEKTPOHHBIE CHCTEMBbI
55 -YnpasieHue 1o 0e30macHOCTU U PEKUMY
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N 1.01.01-2018

[Tpunoxenue 3 (11.4.6)

®opma KypHaJIa perucTpaniy BXOASIIHNX JOKYMEHTOB

KYPHAI
Peructpanuu BXoAsIIMX TOKYMEHTOB

JlaTa Hara u unnpexc | Koppecnnonnent | KpaTtkoe conep:kanue Pe3omronusa
MOCTYIIJICHUS | TIOCTYIUBIIETO KOMY
u WHJICKC | IOKYMEHTa HaTpaBIieH
JIOKYMEHTa JIOKYMEHT
1 2 3 4 5
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NHCTPYKIUS N 1.01.01-2018
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[Ipunoxenue 4 (1m.4.6; 1.7.3)

®opMa perucTpalMOHHO-KOHTPOJILHON KapTOYKH

PETUUCTPALIMOHHO-KOHTPOJIbHAA
KAPTOUYKA

K(konmpons)

KoppecnonaeHt

Ot No

Jlata, nHACKC HOCTij%fWﬁI

Ot 0

Conepxanue:

OTBETCTBEHHBIN
WCIIOJIHUTENE

BTOD

PEe30TOIUN

Buy oOpatHO# CTOPOHBL:

Hara, nognuce, ®.1.0 — KoMy Bpy4eH JOKYMEHT

OtmeTka 00 MCIIOJIHEHHH - JaTa, ucx. Ne
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[Tpunoxenue 5 (11.8.2)

@®opmMa KypHaJIa perucTpauuu UCXOASIIHNX JOKYMEHTOB

KYPHAI
Perucrpanuu ucxoasmux 10KyMEHTOB
Ucxonsamue | Agpecar Kpatkoe conepxanue | Mcnonuurens | Koi-Bo k3. Kem
naTa u MOJIMCAaH
HOMED JOKYMEHT
JIOKYMEHTa
1 2 3 4 5 6
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[Tpunoxenue 6 (11.9.3)

baank npukasza
MwuHucTepcTBO Haykm 1 Bbiclero obpasoBaHnsa Poccunckon denepaumm

depneparnbHoe rocygapcTBeHHoe BrogKeTHoe
obpasoBaTernibHOe yupexaeHue Bbiclero obpasoBaHus
«BopoHexckun rocyaapcTBeHHbIN
TeXHUYEeCKUN yHuBepcurtet"
(PreQy BO «BI'TY», BI'TY)

NPUKAS3

BopoHex
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[Tpunoxenue 7 (11.9.3)

baank pacnopsikeHust
MwuHucTepcTBO Haykm n Bbiclero obpasoBaHnsa Poccunckon denepaumm

depnepanbHoe rocygapcTBeHHoe BroaxeTHoe
obpasoBaTernibHOe yupexaeHue Bbicliero obpasoBaHus
«BopoHexckun rocyaapcTBeHHbIN
TeXHUYEeCKUN yHuBepcurtet"
(PreQy BO «BI'TY», BI'TY)

PACMNOPAXEHWE

BopoHex
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[Tpunoxenue 8 (11.9.3)

BJiadk nuceMa

MwuHucTepcTBO Haykm 1 Bbicwero obpasoBaHnsa Poccunckon degepaumm
depeparnbHoe rocygapcTBeHHoOe BogKeTHOe
obpasoBaTenbHOE yypexaeHue Bbiclero obpasoBaHus
«BopoHexckumn
rocyaapcTBeHHbIN TEXHUYECKUU YHUBEPCUTET»

(PreQy BO «BI'TY», BI'TY)

Mockosckuin np-T, .14, BopoHex, 394026
Ten./cbakc (473) 271-59-05
e-mail:rector@vorstu.ru; mail@vorstu.ru; http://cchgeu.ru
OKIO 02068083; OIr'PH 1033600070448;
WMHH/KIMMN 3662020886/366201001

Ha N oT
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[Tpunoxenue 9 (11.9.3)

Bbuank nucbMa 17151 BeJleHUsl NePenucKy ¢ 3apy0e:KHbIMH
KOPpPeCIOHAeHTaMHU

MwuHucTepcTBO Haykm n Bbicwero obpasoBaHnsa Poccunckon degepaumm
depeparnbHoe rocygapcTBeHHoOe BrogKeTHOoe
obpasoBaTenbHOE yypexaeHue Bbiclero obpasoBaHus
«BopoHexckuin rocyaapcTBeHHbIN TEXHUYECKUN YHUBEPCUTET»
(PreQy BO «BI'TY», BI'TY)

Mockosckuin np-T, .14, BopoHex, 394026
Ten./cbakc (473) 271-59-05
e-mail:rector@vorstu.ru; mail@vorstu.ru; http://cchgeu.ru
OKIO 02068083; OIr'PH 1033600070448;
WMHH/KIMMN 3662020886/366201001

The Ministry of Education and Science of the Russian Federation
Voronezh State Technical University
(VSTU)

14 Moskovsky Prospect, Voronezh, 394026
Phone/Fax: (473) 271-59-05
e-mail:rector@vorstu.ru; mail@vorstu.ru; http://cchgeu.ru

Ha N oT
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[Tpunoxenue 10 (11.9.3)

biaHk nucbMa pekTopa YHMBEpPCHTETA

MUWHUCTEPCTBO HayKM 1 BbICLLIETO
obpasoBaHusa Poccuinckon degepaunn

depnepanbHoe rocyaapCTBEHHOE
OrogKkeTHOe obpasoBaTenbHoOe
yupexgeHue BbicLlero obpasoBaHms
«BopoHexckumn
rocyaapCTBEeHHbIN TEXHUYECKUMN
YHUBEPCUTET»
(PreQy BO «BI'TY», BITY)

PEKTOP

Mockosckui np-T, 4.14, BopoHex,394026
Ten./dpakc (473) 271-59-05
e-mail:rector@vorstu.ru; http://cchgeu.ru
OKIO 02068083; OIr'PH 1033600070448;
WMHH/KIMM 3662020886/366201001

N

Ha N oT
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[Tpunoxenue 11 (n.12.1.2)

Oo0pa3sen opopmiieHns: MpUKAa3a

MwuHucTepcTBO Haykn 1 Bbicero obpasoBaHna Poccunckon degepaumnm

depnepanbHoe rocygapcTBeHHoe BoaxeTHoe
obpasoBaTernbHOe yupexaeHue Bbicliero obpasoBaHus
«BopoHexckuin rocyaapcTBeHHbIN
TeXHUYEeCKUN yHuBepcurtet"
(PreQy BO «BI'TY», BI'TY)

NPUKAS3
23.01.2017 15

BopoHex
006 yrBepxaeHuu [lomoxxerus
00 oTaene JOKyMEHTO00opoTa
1 apXHUBHOTO 00ECTICUCHUS

B HEJIX COBCPIICHCTBOBAHUSA JOKYMCHTAIIMOHHOTI'O O6€CH€‘I€HI/IH, IIpaBUJIBHOI'O
N CBOCBPCMCHHOI'O HCIIOJIHCHHUA PaCHIOPAAUTCIbHBIX JTOKYMCHTOB, UX XPaHCHUA U
HCIIOJIB30BaHHUA II'P M K a3 bl B A 10!

1. Yr1Bepauth u  BBecTd B jAeuctBue  [lomokenue 00  oTaene
JIOKYMEHTO000poTa 1 apxuBHOro odecreuenus ¢ 02.02.17r.

2. KonTpons 3a uCHOTHEHMEM IIpUKa3a BO3JIOKWATH HAa MPOPEKTOpa IO
opranuzairoHHo-1paBoBoi padote Haconory T.B.

Pextop C.A Konoasxkueiii
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[Tpunoxenue 12 (n.12.1.2)

OO0pa3zen opopmJieHUs1 00OPOTHOIH CTOPOHBI MPUKA3a

[IpoeKT BHOCHT: CornacoBaHo:
HauanpHUK OTHENTA JOKYMEHTO000- [TpopexTop 1O OpraHU3aIMOHHO-
pOTa U apXUBHOTO OOECIICUEHUS paBOBOI paboTe
N.B. CaBuna T.B. Haconosa
. .2018 . .2018
Pa3ociats:

OuAO

OPII VIIMKP

YMYVY- 23Kk3.

@aKyJIbTET APXUTEKTYPBI U TPAAOCTPOUTEIHCTBA
YpasneHne UMyIECTBEHHBIM KOMILJIEKCOM
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HHCTPYKIUA
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N 1.01.01-2018

[Tpunoxenue 13 (m.12.1.3)

dopMa perucTpalMOHHON KAPTOYKHU NPUKA30B

ITpukaz No OT

Conepxanne

ITomgnmucan

PasmuoxeH B 9K3., Pasocmano IK3.
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[Tpunoxenue 14 (1.12.2)
Oo0pa3sen opopmiieHnsi pacnopsizKEHU s
MwuHucTepcTBO Haykn 1 Bbicwero obpasoBaHnsa Poccumnckon degepaumnm
denepanbHoOe rocyaapcTBeHHoe BrogkeTHoe
obpasoBaTenbHOE yypexaeHue Bbiclero obpasoBaHus
«BopoHexckun rocyaapcTBeHHbIN

TeXHUYEeCKUN yHuBepcurtet"
(PreQy BO «BI'TY», BI'TY)

PACNOPAXEHMWE
27.12.2017 55p

BopoHex

B nensx ompeneneHus €IMHOIO MOPSAKA BHECEHUS WM3MEHEHUH B IUTAaTHOE
pacnucaHue yHUBEPCUTETA:

1.BHOCUTHh M3MEHEHHUsI B IITATHOE PACHUCAHHE YHUBEPCUTETA MO Pe3yjbTaTaMm
3acelaHusi COOTBETCTBYIONMX KOMHUCCHH J[Ba paza B TOJ- C MEPBOrO pabOUero JHS IO
okoHuanuto Hoorognux kanukysa v ¢ 01.09. cooTBETCTBYIOIIETO TO/IA.

2. KoHTposb 3a BBINOJIHEHMEM HACTOSIIETO PACIOPSKEHUSI BO3JIOKUTH Ha
HadanbHuka ODIT K.H.Jlanmuny.

Pextop C.A Konoasxueiin
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OI'BOY BO «BI'TY», BITY

NHCTPYKIUS N 1.01.01-2018
IO AEJOIIPOU3BOJACTBY

[Tpunoxenue 15 (1m.12.2.2)

dopma KypHAJIA PEruCTPALUM PACIIOPHKESHUN

KYPHAII
Perucrpanuu pacnopsxeHui

Howmep Hara Komy Kpatkoe conepxanue Wcnonnurens | Kto
JIOKYMEHTa HanpaBJIeHO nojnucal
1 2 3 4 5 6
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OI'BOY BO «BI'TY», BITY

HHCTPYKIUA
IO AEJOIIPOU3BOJACTBY

N 1.01.01-2018

[Tpunoxenue 16 (1.13.5)

Oo6pa3sen opopmiieHNs TOJTHOTO TPOTOKOJIA

MuHUCTEpPCTBO Hayku 1 Bbicwero obpasoBaHus Poccunckon ®egepaunm

depneparnbHoe rocygapcTBeHHoe BrogkeTHoe
obpasoBaTernbHOe yupexaeHue Bbicliero obpasoBaHus
«BopoHexckni rocyaapcTBeHHbIN
TeXHU4YeCKun yHusepcurtet"

(PreQy BO «BI'TY», BI'TY)

NMPOTOKOIJ

Bopo

3acenanusd YuyeHoro Cosera

HexX

[IpeacenarenscTByromuii — Konogsxusiii C.A.
Yuenslii cekperaps — Tpopumon B.I1.
[TpucyrcrBoBanu: 40 yenoBek u3 49 no cnucKy (CIMCOK MPHJIaraeTcs)

[TOBECTKA JIHA:

1. O6 yTBepkaeHnr 00pa3oBaTeIbHBIX MIPOTpaMM, peannu3yembix B BI'TY.
Jloknaa HayanbHUKA Yy4eOHO-METOANYECKOro yrpaBienus Meimosckoi JIIT.

2...

1. CJIVIHAJIA: MbimoBckast JLIL. - TeKCT nokiaaa mpuiaraeres.
BBICTVYIINJIN:
@®.1.0. - kpaTKas 3alKUCh BHICTYIUICHHUA.

®.1N.0. -

KpaTKas 3alliChb BBICTYILIICHMA.

PEIINJIN: (ITOCTAHOBWJIN)
1.1. VYrtBepautrb o00Opa3oBaTelbHbIE MPOTPAMMBI.
nporpamm, peanuzyeMbix BI'TY npunaraercs (Ilpunoxenue 1).
2. CJIVIHAJIMA....

BBICTYIINJIU:

PEIIWJIN: (ITOCTAHOBWJIN)

IIpencenarens YueHoro cosera

YdeHbIl ceKpeTapb Y YEHOr0 COBETA

Iloamuce

IHoamuce

[lepeuenr oOpa3oBaTENBHBIX

C.A. KomoaskHbIN

B.I1. Tpodumon
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OI'BOY BO «BI'TY», BITY

NHCTPYKIUS N 1.01.01-2018
IO AEJOIIPOU3BOJACTBY

[Tpunoxenue 17 (1.13.5)

Oo6pa3sen opopmiieHNsI KPATKOTO MPOTOKOJIA
MwuHucTepcTBO Haykn n Bbicwero obpasoBaHnsa Poccunckon denepaumm

depneparnbHoe rocygapcTBeHHoe BrogkeTHoe
obpasoBaTernbHOe yupexaeHue Bbicliero obpasoBaHus
«BopoHexckni rocyaapcTBeHHbIN
TeXHU4YeCKun yHusepcurtet"
(Preoy BO «BI'TY», BI'TY)

NMPOTOKOIJ

BopoHex
OIIEPaTUBHOI'O COBEIIAHUS
y IIPOPEKTOPA MO UHHOBALMOHHOMN
Y MPOEKTHOU JIESITETbHOCTH

IIpopexTop N0 MHHOBALIMOHHOM M ITPOEKTHOU AeaTenbHoCTH- [Ipockypun [I.K.
Cexperapsp — [llonoxosa 10.B.
[TpucyrcTBOBaNM: Komner A.B., Makapos /[.B., Illerone A.FO., CaBuna N.B.,
bensie A.A

1. O noBbIieHnH 3PHEKTUBHOCTU PAOOTHI CUCTEMBI 3JIEKTPOHHOTO
nokymeHntoo6opora (CO/I)

(Komne A.B.<*>, IlleroneB A.1O., bensieB A.A,)
1. YcranoBuin, 4To...
2. HavanpHuky ympaBieHus wHpopManuoHHbIX TexHonoruii (Komier A.B.)
o0ecIeunTh KOHTPOJIb. ..
2. O0 ydactuu B 3ace€aHUM paboUeii TPYIIIIHI TO...

(Ilerones A.1O. <*>, CaBuna I.B., bemser A.A,)
1. [TogroToBuTH K 3acemanuio pabovei rpymibl Mo... MATEPHAIIHI O...

[IpopekTop N0 THHOBAIMOHHOW
Y IPOEKTHOM JIESITEIIbHOCTU [Toanuce J.K. ITpockypun

Cexkpertapb [Tonnuck 10.B. llonoxoBa

<*> TlepBoii yka3piBaeTcs (paMUIMsI U MHUIIUAIBI OCHOBHOTO JTOKJIAIIMKa, 3aTEM -
dbaMuIMK 1 UHUIMAIIBI UL, Y4aCTBOBABIIMX B 00CYX/IEHUU BOMPOCa.
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OI'BOY BO «BI'TY», BITY

HUHCTPYKIIUS N 1.01.01-2018

IO AEJOIIPOU3BOJACTBY

[Tpunoxenue 18 (11.14.4)

Oo0pa3sen oopmiieHns 1eJ10BOT0 MUCHMA

MwuHucTepcTBO Haykn 1 Bbicwero obpasoBaHnsa Poccunckon degepaumnm
denepanbHOe rocyaapcTBeHHoe BrogkeTHoe
obpasoBaTenbHOE yypexaeHue Bbiclero obpasoBaHus
«BopoHexckumn
rocyaapcTBeHHbIN TEXHUYECKUU YHUBEPCUTET»

(PreQy BO «BI'TY», BI'TY)

Mockosckun np-T, .14, BopoHex, 394026
Ten./cbakc (473) 271-59-05
e-mail:rector@vorstu.ru; mail@vorstu.ru; http://cchgeu.ru
OKIMO 02068083; OI'PH 1033600070448;
WMHH/KIMM 3662020886/366201001

Ha N oT

PekTopy MoCKOBCKOTO
rOCyJ1apCTBEHHOTO TEXHUYECKOT O
yHuBepcuteTa uM. baymana
AnekcaHapoBy A.A.

yiL. 2-s1 baymanckas, 5,

Mocksa, 105005

006 ydacTuu B aHKETUPOBAHUU
VYBaxkaemblii AHaToJIMil AnleKCcaHIpoBUY!

[IpennaraeMm BaM TpuHATE y4yacTHe B aHKETHPOBAHMH 0Opa30BaTEIBHBIX
OpraHM3alfii, OCYIIECTBISIONIMX TIOATOTOBKY CIEHIUAINCTOB 10 HWHXCHEPHBIM
CTICTIMATEHOCTSIM.

AHKETUpOBaHHWE TMPOBOAUTCS HaMHU B TelsaX cOopa wuHbOpManmuu O BY3ax,
BBIMYCKAIOIINUX CHEIUAIMCTOB HEOOXOJUMBIX HaM CIHEMUAIbHOCTEH, KOTOPHIX B
JaJlbHEHIIIeM MOXXHO OblTIO Obl TPUBIEKATH AJIA MPOXOXKICHUS MPOU3BOACTBEHHOMN
MPAKTUKHU U MOMOJIHEHUS IITaTa CISIMATUCTOB Ha MPEINPHUITHIX OTPACIIH.

3anoMHEeHHYI0 aHKETy MPOCHUM BBICJIAaTh B HAIII aJIpec.

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

C yBaxeHUEM,

Pextop I[Hoanuce C.A. KomoaskHbIN

KomnocoB Anekcanap MBaHoBud,
TPOPEKTOP 10 yaeOHOH padboTe
(473)207-22-70; u00622@vgasu.vrn.ru
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OI'BOY BO «BI'TY», BITY

NHCTPYKIUS N 1.01.01-2018
IO AEJOIIPOU3BOJACTBY

[Tpunoxenue 19 (1.15.2)

Oo0pa3sen opopmiieHnst aKTa

MWHMCTEPCTBO HayKM M BbICLLErO
obpasoBaHusa Poccunckon deagepaunm

depepanbHoOe rocyaapCcTBEHHOE
OogxeTHoe obpasoBaTenbHoOe
yypexaeHue Bbicliero obpasoBaHuns
«BopoHexckum
rocyfapCTBeHHbIN TEXHUYECKUMN
YHUBEpPCUTET»
(Pre0y BO «BI'TY», BI'TY)

AKT

Boponex

MMPOBEPKU TEXHUYECKOTO COCTOSIHUSA
OPTTEXHUKHU

Ocnoanue: npukas ot 30.07.2017 N 89 "O npoBepke TEXHUUECKOTO COCTOSTHUS
OpPITEXHUKH, UCTIOJIb3YyEMOM OTAEIOM TIOKYMEHTOO00pOTa U apXUBHOI'O 0OecrieueH s " .

CocTraBneH: HAYaJIbHUKOM  YOpPaBICHUS  HMHPOPMALMOHHBIX  TEXHOJOTUMN
KomneBeim  A.B.;  HayanpbHHUKOM OTAEJIa  TEXHUYECKOW  MOAAEPKKHU
noJib3oBateneit MenexoBeiM  A.B., HayanbHUKOM OTIEna JOKYMEHTOOOOpOTa U
apxuBHoOro ooecrieuenust Capunoit 1.B.

B xome mpoBepkM  TEXHHYECKOIO  COCTOSHHUS ~ OPITEXHUKH  OT/AeNa
nenonpou3BoAcTBa, mpoBeneHHoi 04.08.2017, ycraHOBIIEHO...

[IpoBepKkoO¥ MpU3HAHBI HETPUTOAHBIMU [T SKCIUTYaTALUK:

IHoanuce A.B. Komies
I[Hoanuce A.B. MenexoB
I[Hoanuce N.B. CaBuna
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OI'BOY BO «BI'TY», BITY

NHCTPYKIUS N 1.01.01-2018
IO AEJOIIPOU3BOJACTBY

[Tpunoxenue 20 (11.16.1)

Oo0pa3sen opopmiieHNsI TOKJIATHOM 3aNIMCKHU

Otnen nokymMmeHTo000pOoTa

U apXUBHOTO OOecIeYeHUs Pextopy BI'TY
JTOKJIAJHAA 3AITMCKA Kononsoxkaomy C.A.
.20 1. Ne

O npuobperernu cereBoro MOY
VYBaxxaembiii Cepreit AnekcanapoBuy!

B cBsa3u ¢ uzHocoMm ceteBoro MOV u texanueckoro 3axiroueraus Ne 0130-2 o He
PEMOHTOIIPUTOTHOCTH ~ KOMIBIOTEPHOTO  00OpyJIOBaHWS Tipomry Bac  u3bICKaTh
BO3MOXKHOCTh Ha IIpuodpeTeHre HoBoro cereBoro MOV ¢dopmara A3 ¢ AByXCTOpOHHEH
[IEYATHIO0 M aBTOIMOJATYUKOM.

C yBaxeHueEM,

Hauaneauk oTnesa Iloamuce N.B.CaBuna
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OI'BOY BO «BI'TY», BITY

NHCTPYKIUS N 1.01.01-2018
IO AEJOIIPOU3BOJACTBY

[Tpunoxenue 21 (11.16.1)

Oo0pa3sen opopmieHnsl CIyKeOHOH 3aNNCKHU

Komy: PykoBoaurensm yrpaBieHHUH U OTJIEI0B

Or: IIpockypsikoBa .H., 3aBeayroniero y4acTkoM aBTOTPaHCIIOpTa
Hara: 17 anpesns 2018 r.

Tewma: [lomaya 3asBOK Ha aBTOTPAHCIIOPT

CJIIYV)XXEBHAA 3AITNCKA

B nemsix moBbimeHus 3¢()EKTUBHOCTH UCIOJIB30BAHUS U COKPAIECHUSI MPOCTOEB
aBTOTPAHCIIOPTHBIX CPEICTB MPOUTY PYKOBOAMUTENEH MOAPA3ACIICHUN MOJaBaTh 3asBKU
Ha aBTOTPAHCIIOPTHBIE cpeicTBa He no3anee 15:00 aHs, npeaecTBYIOMEro Moe3aKe.

3aBeqyOUd y4aCTKOM
aBTOTPAHCIIOPTA N.H. IIpockypskos
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OI'BOY BO «BI'TY», BITY

NHCTPYKIUS N 1.01.01-2018
IO AEJOIIPOU3BOJACTBY

[Tpunoxenue 22 (11.18.1)

Oo6pa3sen opopmiieHns TeJIerpaMMBbl

TEJIETPAMMA

MOCKBA Ne 52 OPIITAHCKAA 3
MATHN PEKTOPY

[IETPOBY AHATOJINIO
I[TABJIOBUYY

CEPAEYHO [HO3APABJIAIO TIPUCYXAEHUEM IIPEMUU
I[TPABUTEJIbCTBA POCCHUU B OBJIIACTHU HAVYKU WU TEXHUKU
XEJIAIO HOBBIX TBOPYECKUX YCIIEXOB

PEKTOP YHUBEPCUTETA C A KOJIOJISKHBIMI

394006,r. Boponex,
yi1.20-netus Okta0ps1,84
BI'TY
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OI'BOY BO «BI'TY», BITY

NHCTPYKIUS N 1.01.01-2018
IO AEJOIIPOU3BOJACTBY

[Tpunoxenue 23 (11.18.10)

Oopa3sen opopmiienns Tejie(h)OHOTPAMMBI

TEJIE@OHOI'PAMMA

JIoIKHOCTH, MHUITHANBI, (hamuuiis, HoMep TenedoHa COTPYIHHKA, TIEPEIABIIETO

TenedoHOrpaMMy
JIOJOKHOCTD, WHUITHANBI, (paMuiius, HoMep TeneoHa COTPYAHHMKA, MPUHSIBIICTO

tenedoHorpamMmmy
JlaTa, HOMep TesnepOHOrpaMMBbI
Bpewms nepenaun
Tekct TenedoHOrpaMMBbI
JIOJDKHOCTh, WHULMANBL, (aMuius JiMla, OT HMEHU KOTOPOro MepeaaeTcs

tenedoHorpamma
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OI'BOY BO «BI'TY», BITY

NHCTPYKIUS N 1.01.01-2018
IO AEJOIIPOU3BOJACTBY

[Tpunoxenue 24 (11.20.7)

Oo0pa3sen opopmiieHnst aKTa
0 CMIHMCAHUM MCTIOPYEHHBIX 0JIAHKOB MUCEM U MPUKA30B

MWHMCTEPCTBO HayKM M BbICLLErO
obpasoBaHus Poccunckon deaepaunn

depepanbHoOe rocygapCTBEHHOE
GropkeTHOEe obpasoBaTternbHoe
yypexaeHue BbicLLero obpasoBaHus
«BopoHexckun
rocyaapCTBeHHbIN TEXHUYECKNMN
YHUBEpPCUTET»
(PreQy BO «BITY», BITY)

AKT

Boponex

O CIMMCAHUM UCTIOPYEHHBIX OJIAHKOB
UCEM U IIPUKA30B
OcHoBanue: nHCTpyKIus 1o aenornpou3poactey ®I'bOY BO «BI'TY» (11.20.7.).

CocTaBreH: PYKOBOAMTENEM CTPYKTYpHOro  mojpasfeneHus  (dhamuims,
WHUIMAIIBI), JTUIIOM OTBETCTBEHHBIM 33 XpPAaHEHHE M UCIOJb30BaHUE OJIAHKOB MHCEM U
NPHUKA30B B CTPYKTYPHOM MOJpa3aencHuu((pamMuius, UHULKAIbBI), JOKYMEHTOBEIOM
oTzena JOKyMEHTO000pOTa U apXUBHOTO oOecTieueHHsI((haMUIHsl, HHUITHAITHI ).

B xone mpoBepky Hamuuus MOJOTYETHBIX OJIaHKOB, mpoBenaeHHon 04.08.2018 r.,
YCTAHOBJIEHO CYUTATh UCHIOPYEHHBIMU U CIIUCATH:

l. Omauky ruceM: Ne.......

2. OyiaHkuM TpuKasos: Ne.....
[Toanuch (MHUTIMAIBI, (haMUITHS )
IHoanuce (wHUTIMATB, (aMUITHS)
IHoanuce (vHUTIANTB, (haMUITIS)
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OI'BOY BO «BI'TY», BITY

HUHCTPYKIIUS N 1.01.01-2018

IO AEJOIIPOU3BOJACTBY

[Tpunoxenue 25 (21.6)

dopmMa HOMEHKJIATYPHI [1eJ1 YHUBEPCUTeTa

MWHMCTEPCTBO HayKM 1 BbICLLErO
obpasoBaHua Poccunckon deagepaunm
depepanbHoe rocyaapCTBEHHOE
OoopkeTHOe obGpasoBaTenbHoOe
yypexaeHue Bbicliero obpasoBaHuns
«BopoHexckun
rocyaapCTBeHHbIN TEXHUYECKNMN

YHNBEepCcUTeT»
(PreQy BO «BITY», BITY)

YTBEPXJAIO
Pextop BI'TY
C.A. KomoasxkHbIi

CormnacoBaHo:
[Ipotokon 9K ®I'BOY BO «BI'TY»

oT No

Homenkiaarypa neu 2018
N
r.BopoHnex
Ha 20 —20 rox
HNupexc geaa 3aros10BOK JeJs1a (TOMa, YaCTH) Koan- | Cpok HHpumeyanue
yecT- XpaHeHHsI U
BO CcTaThsl MO
TOMOB | MepeYHI0
1 2 3 4 5
01- OTaesa 10KyMEeHTO000POTA M APXUBHOI0 00ecrevYeHust
01 -01 [Ipuka3zer MuHucTEpcTBa 00pa3oBaHUS U [ocrosuro | 'Ha
Hayku P®, oTHOcsmmecs K AESTEIbHOCTH Cr. 10 rOCXpaHCHHUE
yauBepcutera. (Kommn) 2001 r' HE nepeacTest
01-02 [Mucekma MunHcTEepcTBa 00pa3oBaHUA U Hocrosuro | Ha
Hayku P®, mnpucnaHHble aJis1 CBEICHMUS. Crt. 10 TFOCXpaHCHUE
(Korun) 2001 1 He nepenaéres
02- Apxus
02-01 HopmaruBuble nokymeHnTsl DenepanbHOM 3(1) roma o  3ameHsbl
apXUBHOU CITYKOBI PO, OpraHoB cT.27 HOBBIMH
YIpaBJICHUS! apXUBHBIM JIEJIOM CyOBEKTOB 2010r.
P®
02-02 [IpoToxoJib 3acelaHui JKCIIEPTHOMN ITocrostHHO
KOMHUCCHUM YHUBEPCUTETA CcT. 246
2010 !
HauanpHuk oTena 10KyMeHTOo00poTa
U apXHUBHOTO OOeCTeueHHs N.B.CaBuna
20 T

CornacoBaHo:

[Iporokoin OIIK ynpasnenus
nenamu Boponexckoi o0iactu
oT No
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OI'BOY BO «BI'TY», BITY

HHCTPYKIUA
IO AEJOIIPOU3BOJACTBY

N 1.01.01-2018

[Tpunoxenue 26 (21.6)

PdopmMa HOMEHKJIATYPHI JeJI CTPYKTYPHOIr0 MOApa3ae1eHus

MVHUCTEPCTBO Haykn 1 BbicLlero obpasoBaHuns
Poccuinckon deaepaunn
depnepanbHoe rocyaapCTBeHHOE
OroopkeTHOe obGpasoBaTenbHoOe
yypexaeHue Bbicliero obpasoBaHuns
«BopoHexckun
rocyaapCTBeHHbIN TEXHUYECKNMN
yHUBEpCUTET»

(®reQy BO «BITY», BI'TY)

HaunmenoBanue cTpykTypHOTO
IIOApa3eICHNUs
Homenkiaarypa e

N
r.Bopone:x
Ha 20 —20 ron
HnHaekc geia 3aroJ10BOK JeJia Kommn- | Cpok Hpumeu
gecT- XpaHeHHs] W | aHHUe
BO Ne cratu mo
e;.Xp. nepevyHIo
1 2 3 4 5
HaumeHOBaHMe CTPYKTYPHOIO MOAPA3/AeIeHUs

HaunmeHnoBanue qJoKHOCTH
PYKOBOJIUTEIISI CTPYKTYPHOTO
MOJIpa3eiIeHus Iloamuce

HaunmenoBaHue nOKHOCTH
Jna, OTBETCTBEHHOI'O 3a
JIETTONTPOU3BOJICTBO IToamuce

(MHULMATBL, (haMUITHS)

(vHUIIMATBL, (HaMUITHS)
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OI'BOY BO «BI'TY», BITY

HHCTPYKIUA

IO AEJOIIPOU3BOJACTBY

N 1.01.01-2018

[Tpunoxenue 27 (23.4)

Popma onucH JeJl NOCTOSHHOT0, BpeMeHHOro (cBbime 10 jieT) XxpaHeHust

MWHMCTEPCTBO HayKM 1 BbicLLero obpasoBaHus
Poccuinckon degepaunn
depnepanbHoOe rocyaapCTBeHHOE
OroakeTHoe obpasoBaTenbHoe
yypexaeHue BbicLlero obpasoBaHus
«BopoHexckumn
rocyaapCTBeHHbIA TeXHUYECKUMN
yHUBepCUTET»

(PreQy BO «BITY», BITY)

HaunmenoBanue cTpykTypHOTO

moApa3aCJICHUA
O mnMmCcChb
N
r.Boponex
Nen/m | Ungexkc | 3aronoBok aemna Kpaiinue Kon-Bo | Cpox [Ipumeuanue
nena JIaThl JUCTOB | XpaHEHHS
1 2 3 4 5 6 7
Hasanue paznena
1
2
B nannyto onuck BHECEHO nen (em.xp.)cNe  moNe | BTOM 4mcIe:
( muppaMu 1 MPOMUCHIO)
JUTEpHbIE HOMepa:
MPOMYIIEHHBIE HOMEpA!
HaunMmenosanue nOKHOCTH
PYKOBOIMTENS CTPYKTYPHOTO
NoApa3aeICHUs IMonnuce (vHUIATBI, (haMUITHS)
[Tepenan
nen
(urdpaMu ¥ MPOTHCHIO)
u PErUCTPALIMOHHO-KOHTPOJIBHBIX KaPTOTEK K JOKYMEHTaM.
(urdpaMu 1 TPOIHUCHIO)
HaumenoBanue 1omKHOCTH pabOTHUKA
CTPYKTYPHOTO MOAPa3ICICHI [Moxamnuck (MHULIAATBI, (haMUITHS)
[Tpunsin el
(unpaMu ¥ IPOIUCHIO)
u PErUCTPALIMOHHO-KOHTPOJIbHBIX

(unpamMu U IPOIUCHIO)
KapTOTEK K JIOKYMEHTAaM.
HaunmenoBanue nomkHOCTH
paboTHHKA apXHBa [Toanuce

Hara

(vHUIIATBI, (haMUITHS)
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OI'BOY BO «BI'TY», BITY

NHCTPYKIUS N 1.01.01-2018
IO AEJOIIPOU3BOJACTBY

[Tpunoxenue 28 (11.23.4)
Oo0pa3sen opopmiieHnst aKTa
0 BblJIeJIEHUH K YHUUYTOKEHUIO TOKYMEHTOB He MO/JIesKaAluX XPaHEHUI0

MWHMCTEPCTBO HayKM 1 BbICLLErO
obpasoBaHusa Poccunckon deagepavnm

depnepanbHoe rocyaapcTBeHHOE
OogxeTHoe obpasoBaTenbHoOe
yypexaeHue BbicLlero obpasoBaHus YTBEPXK/JAIO
«BopoHexckum PeKTop BI'TY

rocyfapCTBeHHbIN TEXHUYECKUMN C.A. KonoasxHblii
YHUBEpPCUTET»

(®rBOY BO «BITY», BITY) » 2018 .

AKT

Boponex
O BbIICTIEHUH K YHUUYTOXXEHHUIO JJOKYMEHTOB
HE MOJIEXKAIINX XPAHEHUIO
Ha ocnoBanuu nmpukasa Ne 0T
DKcrepTHasi KOMUACCHS B COCTaBe:
[Ipencenarens: Cadonor C.B. — mepBblil IPOPEKTOP
3amectutens npencenatens:  Meimosckas JI. I1 - HauanpbHUK y4eOHO-METOAMYECKOTO YIPaBICHUS
HiieHbl KOMUCCHMU:

- 3aMEeCTUTENIh HaYaJIbHUKA OT/IeJIa TI0 paboTe ¢ MepCOHAIOM Koznosa O.B
- 3aMECTUTENh HaYaIbHUKA Y4€OHO-METOAMUECKOTO YIIPaBICHHUS Kykcosa 1.H.
-HaYaJIbHUK OTJIeIa IOKYMEHTO000pOTa U apXUBHOTO O0ECIIeUEHUS CaBuna 1.B.

- 3aBeyIONIasi CEKTOPOM apXHUBHOTO 00eCTIeUeHUS 3untok H.W.

OTto0pasia K yHUUTOKEHHUI0, KaK HE NMEIOIINE HayYHO-UCTOPUYECKON IEHHOCTH U YTPaTUBIIIHE
MIPAKTUYECKOE 3HAUCHHE IOKYMEHTHI

NoNo 3aroJiIoBoK Hara gena HNunexc nena | Kox-Bo gen Cpoku [Tpume
Iejia Win 1581051 10 XpaHEHUs YaHue
TPYIIIOBOMH KpailHHE | HOMEHKIIAType nena (Toma)
3aroJIOBOK JIaThI U HOMepa
craTen
1 2 3 4 5 6 7
HUTOTI'O: nen 3a TOJIBI
HaunmenoBanue nompaznencHus
OTBEeTCTBEHHBIH 32 CAaYy TOKYMEHTOB B apXUB JOJKHOCTh, MHUIIHAIIBI, (haMUITHS
[Ipeacenarens DK C.B. Cadonosn
3am.mpencenarens JI. T1. MbItmoBckas
YreHbl KOMUCCUH O.B. Kosnora
N.H. Kykcosa
N.B. CaBuna
H.N. 3unrok

| Bepcus 2.0 | Usmenenne Ne 0 | Ctp. 91 u3 96 |




OI'BOY BO «BI'TY», BITY

NHCTPYKIUS N 1.01.01-2018
IO AEJOIIPOU3BOJACTBY

[Tpunoxenue 29 (11.24.2)

dopma JHncTa-3aBepUTEIA 1ej1a

JIMCT-3ABEPUTEJIb AEJIA N

B nene noamuTo U NpOHYMEPOBAHO JIUCTOB
(unpaMu ¥ IPOIUCHIO)

cN mo N , B TOM YHCJIE:

JUTEPHbIE HOMEPA JIUCTOB

IIPOITYIIEHHBIE HOMEPA JINCTOB

+ JIMCTOB BHYTPEHHEH OIUCH

OcobenHocTu GU3NIECKOro cOCTOSAHUSA U GopMUPOBaHMS JeJIa Homepa qmcroB

1 2

HaunmeHnoBanue nomxkHOCTH
paboTHHKA [Toamuce (vHUTIMATBL, (HaMUITHS)

Hara
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OI'BOY BO «BI'TY», BITY

NHCTPYKIUS N 1.01.01-2018
IO AEJOIIPOU3BOJACTBY

[Tpunoxenue 30 (11.24.2)

®opMa BHYTPEHHEH ONUCH TOKYMEHTOB /1eJ1a

BHYTPEHHAS OIIUCDH
JloxyMeHTOB aes1a Ne

HNupekc JlaTa 3aroJioBoOK Homepa | [Ipumeuanue
AOKYMEHTA | JOKYMEHTAa AOKYMEHTAa JHUCTOB
aeJa
2 3 4 5 6
Htoro: JIOKYMEHTOB,

(mdpamMu ¥ TPOITUCHIO)

KosuecTBo MCTOB BHYTPEHHEN ONIUCH

(unpamu 1 IPONHUCHIO)

HaumenoBanue nomxkHOCTH
JU1a, OTBETCTBEHHOTO 32
JIEIIOITPOU3BOJCTBO [Tonnuce (vHUTMATB, (aMUITUS)

Jata
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OI'BOY BO «BI'TY», BITY

NHCTPYKIUS N 1.01.01-2018
IO AEJOIIPOU3BOJACTBY

[Tpunoxenue 31 (11.24.3)

dopma 00,10KKH JeJia MOCTOSSHHOTO XpaHeHus (u cBbimie 10 Js1er)

DNo
Om Ne
JINe

MUHHUCTEPCTBO HAYKH U BBICIIET0 0Opa3zoBanus Poccuiickoit enepannu

denepanabHOE rOCYIaPCTBEHHOE OIOIKETHOE 00Pa30BATENBHOE YUPEKICHUE
BBICIIET0 00pa30BaHus

BOPOHEKCKHNU 'OCYJIAPCTBEHHbBIN
TEXHUYECKWH YHUBEPCUTET

OTIAEJ JOKYMEHTOOBOPOTA U APXUBHOI'O OBECIIEHEHUSA
(Ha3BaHUE YUPEXKICHHUS U CTPYKTYPHOTO IOAPA3ICTICHNS)

JTEJIO Ne TOM Ne

IIPHUKA3BI

[10 JIMHHOMY COCTABY COTPY IHHNKOB

¢ Ne mo Ne
oT oT

(3aroyoBoK jena)

Ha JIUCTax
XpaHuUTh

DNo

OrmNe

JINo
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OI'BOY BO «BI'TY», BITY

HHCTPYKIUA
IO AEJOIIPOU3BOJACTBY

N 1.01.01-2018

JIucT coryiacoBanus

OTBeTCTBEeHHBII HCIOJTHUTEIb

Havaneuuk O/IuAO N.B. CaBuna . .2018
COI'JTACOBAHO

[IpopekTop Mo OpraHu3alMoOHHO-

MpaBOBO paboTe T.B.HaconoBa . .2018
Havanpuuk YCP H.B. Porosa . .2018
HavanbHuk 1opuaudeckoro

otaena YIIuKP A.A. benses .. .2018
3aBenyronias cekropom AO

OuAO H.N.3untok .. .2018
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OI'BOY BO «BI'TY», BITY

HHCTPYKIUA
IO AEJOIIPOU3BOJACTBY

N 1.01.01-2018

JIucr perucrpauuy usMeHeHHH

Dammmus u
Bujg nsmenenus Howmep
Tlopsanxo- Pazgen, MHUITAAITBI, Jara
. (3aMeHHUTB, U Jata
BbII HOMED MYHKT MOJIIKCH JINA, | BHECCHHS
aHHYJINPOBATH, npukasa oo
M3MEHEHUS BHECIIIETO W3MEHEHUS
J100aBUTh) HU3MEHEHUHU
W3MEHEHUE
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