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ITo nenonpous3BOACTBY

1. O01mue mos1oKeHus

1.1. UucTpyKuuss 1O JENONpPOM3BOACTBY (/ajee — WHCTPYKLUS) YyCTaHaBJIMBAeT
eAuHble TpeOOBaHUS K TMOATOTOBKE, O0OpabOTKe, XPAaHEHHI0 U  HCIOJIb30BAHHIO
oOpa3yroomuxcsi B AesaTenbHocTH OpCcKOro ryMaHUTApHO-TEXHOJIOTMYECKOrO WHCTUTYTa
(punmana)  ¢egepanbHOrO0  TOCYAAPCTBEHHOIO  OIOUKETHOTO  00pa30BaTEIbHOIO
YUPEKICHUS BBICILIETO po(ecCHOHATBHOTO oOpa3oBaHHUs «OpeHOyprekuii
rocyJAapCTBEHHbIA YHUBEPCUTET (Jjajiee — MHCTUTYT) JOKYMEHTOB.

1.2. Bompockl paboThl C JOKyMEHTaMU PETYJIUPYIOTCS HOPMaMH ACHCTBYIOIIETO
3akoHoAaTenbcTBa Poccuiickon denepannu.

1.3. Unctpykuusa pa3paboTaHa B LEISX COBEPIICHCTBOBAHUS J1€JIOMPOU3BOJICTBA
MHCTUTYTa W TMOBBIIIEHUS €ro 3((EeKTUBHOCTH, MyTeM YHU(UKauMU cocTaBa U (GopMm
YIOPaBIECHYECKUX JTOKYMEHTOB, TEXHOJOTUH pabOThl C HUMHU U OOECHEeUeHUs: KOHTPOJIS
VCITOJIHEHHSI IOKYMEHTOB.

1.4. UncTpykuus pa3paboTaHa C Y4ETOM MMOJIOKECHU U CHEIYIOIINX
3aKOHOJATEIbHBIX W HOPMATUBHBIX TMPABOBBIX aKTOB B cdepe HHPOpMalUH,
JOKYMEHTAIMH1, APXUBHOTO JeJIa:

- ®enepanbHOTrO 3aK0HA OT 22 OKTIOps 2004 1. Ne 125-D3 «O6 apXuBHOM Jeie B
Poccuiickon @enepaunmn»;

- OenepanbHoro 3akoHa ot 2 mas 2006 r. Ne 59-®3 «O nopsiake paccMOTpEeHUS
obOpainenuii rpaxaan Poccuiickoit deaeparumy;

- GenepanbHoro 3akoHa oT 27 wutons 2006 r. Ne 149-®3 «0O6 wuHdpopmariuwy,
MH(POPMALIMOHHBIX TEXHOJIOTHUAX U O 3alUTe UHPOpMaLN»;



- Ykaza [lIpesunenta Poccuiickoit deaeparuu ot 6 mapta 1997 r. Ne 188 «O6
YTBEPXKIACHUH MIEPEUHs CBEACHUM KOH(DUICHIINATBHOTO XapaKTepay;

- [locranoBnenus IlpaBurensctBa Poccuiickon ®enepanuu ot 15 mrons 2009 r.
Ne 477 «O06 yrBepxaenun I[IpaBun pgemonpon3BoacTBa B (eaepalbHBIX OpraHax
HCIIOJIHUTEIbHON BJIACTHY;

- [Ipukasza MuHucTEpCTBA KYyJIBTYpPHl M MAacCOBBIX KOMMYHHKauui Poccuiickon
®enepaunu ot 8 HOsIOps: 2005 r. Ne 536 «O TUIIOBOI MHCTPYKUMU 110 JI€TONPOU3BOJCTBY
B (heZiepanbHBIX OpraHax UCIOJIHUTEIBHON BIACTHY,

- 3akoHa OpeHnOyprckoit obmactu ot 29 aBrycra 2005 r. Ne 2551/460-111-03 «O6
apxuBHOM Jiesie B OpeHOyprckoi 00acTu;

- Metoauueckux  peKOMEHJalun o pa3paboTke UHCTPYKIIUI o
JeJIONPON3BOACTBY B (heepalibHBIX OpraHax HCIOJHHUTEIbHOW BJIACTH, YTBEPKIECHHBIX
npukasoMm PocapxuBa ot 23 nexadpsi 2009 r. Ne 76;

-T'OCT P 6.30-2003 «TpebGoBanusi K 0POPMICHHUIO JOKYMEHTOBY;

- UHcTpykuuu 1o JENONpOM3BOACTBY  (helepallbHOrO  TOCyAapCTBEHHOTO
OIO/DKETHOrO  O00pa3oBaTENbHOTO  YUYPEXKIEHHUA  BBICIIETO  MPOPECCHOHATBHOIO
oOpazoBanust «OpeHOyprckuil rocyJapCTBEHHbIM YHUBEPCUTET» (J1ajie€ — YHUBEPCHUTET),
COTJIACOBAaHHOM C 3KCIEPTHO-TIPOBEPOUHON MeToauueckoil komuccuen (nanee — I1IMK)
KoMuTeTa 1o aenam apxuBoB OpenOyprckoit obmactu ot 08.04.2010 Ne 5 u HOBOM
penaknuu WHCTpyKnuM yHuUBepcuteta oT 25.10.2010 Ne 01-01-08, yTBepkmeHHOM
npuka3om pekropa yausepcurera oT 02.06.2010 Ne 192,

1.5. [TonoxeHnuss MHCTPYKIMHU PACIPOCTPAHAIOTCS HA OPraHU3aIuio padoThl C
JOKYMEHTaMH HE3aBUCUMO OT BHUJA HOCHUTENS, B TOM YHCIE C 3JIEKTPOHHBIMU
JOKYMEHTaMH, BKJIOYas MOATOTOBKY, 0OpabOTKy, XpaHEHHE U HCIOJIb30BaHUE
JOKYMEHTOB, OCYILIECTBIISIEMbIE C TOMOIIBI0 HH(OPMALIMOHHBIX TEXHOJIOTH.

1.6. UncTpykius  yTBepKJaeTcss  MPUKA30M  peKTopa  HHCTUTYyTa  TOCIe
cornacoBanus ¢ DIIMK komurera mo nenam apxuBoB OpeHOYprckoi 061acTu.

1.7. lokyMeHTallMOHHOE O0ECIIeYeHUE YNPaBICHYECKON NEATEeIbHOCTH MHCTUTYTA,
KOHTPOJIb 32 BEJACHHEM JEJONPOMU3BOACTBA B MOAPA3NEICHUAX, METOJUYECKOE
PYKOBOJICTBO M 00y4YeHUE paOOTHUKOB OCHOBaM PaOOThI C IOKYMEHTaMHU BO3JIaraloTcs Ha
OTZIeN TOKYMEHTAllMOHHOTO 00EeCTIeYeHHs] U KOHTPOJISI UCIIOJIHEHUS JOKYMEHTOB (Jayee —
OHAOKUM ).

1.8. OTBETCTBEHHOCTh 32  OpPraHM3alUI0  JICJIONIPOM3BOJICTBA,  COOIOJICHHE
YCTAaHOBJICHHBIX MPaBHWJ, CPOKOB HCIIOJIHEHHMS M TMOPAJOK pabOThl ¢ JOKyMEHTaMH B
MO/IPA3/ICNICHUsAX BO3Jaraercs Ha MX pykoBojauteneil. Cekperapu MHOJpa3laeieHUl HWIn
UHbIe paOOTHUKM, Ha3HAYaeMble PYKOBOJUTEISIMH TMOJpPA3[eieHUd B  KauecTBe
OTBETCTBEHHBIX 3a JIEJOMPOU3BOJCTBO, OOECIEUUBAIOT YUET TOKYMEHTOB, MPOXOXKICHUE
JOKYMEHTOB B YCTAaHOBJICHHBIE CPOKH, OCYUIECTBIISIOT O3HAKOMJICHHE PaOOTHUKOB C
HOPMAaTUBHBIMU U METOJIMYECKUMH IOKYMEHTAMH IO JIEJIOMPOU3BOICTBY.

1.9. Opranmzanuio pabOTel € JOKYMEHTaMH, COJACpKaIUMU HWHOOPMAIUIO
OrpaHUYeHHOro jJoctyna (¢ TpudoM «CEKPETHO», «IJsi CIy>KEOHOro IOJIb30BaHUS»,
«KOMMepYecKasi TalHa»), OCYIICCTBISIETCS B COOTBETCTBHHM CO  CIHCIMAIbHBIMH
UHCTPYKIUSMU, YTBEPKIAEMBIMH PEKTOPOM MHCTUTYTA.
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Opranuzaiusi paboTbl € JOKYMEHTaMH, COJAEpPKAUIMMU [EePCOHAJIbHBIE JaHHBIE
(c rpudom «xKOHGUACHITUATHHOY), OCYIIECTBISETCS B COOTBETCTBUU C MHCTpYyKIuen «O
nopsiike odecredeHrs KOHGUIESHITMATLHOCTH TIpu 00paboTke HHGOPMAIIHH, COACpKAIICH
MIEPCOHAJIBHBIE TAHHBIEY», YTBEPKACHHOU MTpUKa30M pekropa uHcruryra ot 03.11.2011 Ne 109.

1.10. TpeGoBanusi HHCTPYKIMH K paboTe C OyXraaTepcKod, HaydHO-TEXHUYECKOH,
y4e0HO-METOIUYECKON U IPYroi CHEeIalbHON TOKyMEHTAIMEN pacpOCTPAHSIIOTCS JIHIIb
B YacTW OOMMX TPHUHIMIIOB pabOTHl C HUMH, a TaKXKe IMOATOTOBKH JOKYMEHTOB K
nepeaade B apXuB MHCTUTYTA.

1.11. Conepxanue CIyKEOHBIX JOKYMEHTOB HE€ TOMJICKUT pasrjalleHHUIo.
[lepenaua cimykeOHBIX JOKYMEHTOB, MX KOMHUM U MPOEKTOB CTOPOHHUM OpraHU3aIlUsIM, a
TaKKe MyOJIMKAIUs UX B MIEYaTH JOIYCKAETCs TOJIBKO C pa3pelieHUus peKTopa HHCTUTYTA.

1.12. BeinoyiHeHHE HACTOSIIEH MHCTPYKIIUU SBJISIETCS] 00S3aTENbHBIM I KaXKI0TO
paboTHUKA WHCTUTYTAa. PaOOTHHKM WHCTUTYTa HECYT JHUCHMIUIMHAPHYI0 W HHYIO
YCTAaHOBJICHHYIO 3aKOHOJATeNbCTBOM Poccuiickoit ®enepaniid OTBETCTBEHHOCTh 3a
Heco0JIt0/IeHne TpeOOBaHW MHCTPYKIIMH, CBOEBPEMEHHOE PACCMOTPEHUE U HCIIOJHEHHE
JOKYMEHTOB, MX TMpaBUIbHOE O(OpMIIEHHE U COXpaHHOCTh. llpu yTpare ciry:keOHBIX
JTOKYMEHTOB HEMEJICHHO JTOKJIABIBACTCS PEKTOPY HHCTHUTYTA.

[Ipu yxome paboTHHWKA B OTITYCK, OThE3/I¢ B KOMAHIWPOBKY, YBOJHbHCHHH WIIH
NepPEeMEIIEHNN HMEIOIUecs Yy Hero JOKYMEHTHl 10 YKa3aHUI0 PYKOBOAHUTENS
MO/pA3/ICNICHUs] TEpPelalTcs ApyroMy paOOTHUKY, Mepegada JIOKYMEHTOB U Jell
OCYIIECTBJISICTCS MO0 akTy. BHOBBH MHpuHSTHIE PAOOTHUKH HHCTUTYTa OOSI3aHBI M3y4YWTb
WHCTPYKITUIO U COOJI01aTh €e TpeOOoBaHUs B pabOTe C TOKyMEHTaMHU.

1.13. JIo;oKHOCTHBIC 0053aHHOCTH PAa0OOTHUKOB, OTBEYAIOIINX 32 JICTIONPOU3BOJICTBO
B TOJPA3NICTICHUSX WHCTUTYTa, PETJIAMEHTUPYIOTCS JODKHOCTHBIMU MHCTPYKIMSIMHU.
Hapymienne  TpeGoBaHmii  MaHHOM  WHCTPYKIIMM  BJIEYET  JAUCIUIUIMHAPHYIO
OTBETCTBEHHOCTh paOOTHUKA MHCTUTYTA, TOMYCTUBIIIETO HAPYIIICHHE.

2. OCHOBHBIC TOHATUSHA

B HacTosmielt HHCTPYKIMH UCTIOJIB3YIOTCSI CIEAYIOIINE OCHOBHBIE TTOHSITHUSA:

- «aBTOP AOKYMEHTa» — (DU3UYECKOE WU IOPUIUUECKOE JIULIO, CO3IABIIICE IOKYMEHT;,

- «DJIAHK  JIOKYMEHTa» — Ha0Op PEKBU3HUTOB, HWJICHTHU(PHUIHUPYIOUIUX aBTOpa
0(UIIHAIIBHOTO MTUCbMEHHOTO JOKYMEHTA;

- B JOKYMEHTA» — IMPUHAMICKHOCTh JOKYMEHTAa K OIPENAEICHHON Tpymme
JIOKYMEHTOB 0 MPU3HAKaM COJEp KaHus U LIEJIEBOr0 Ha3HaueHus (IpUKa3, pelieHue, akT,
CIIpaBKa U T. I1.);

- «BH32» — PEKBU3UT JIOKYMEHTA, BBIPAKAIOUIMNA COTJacCM€ WJIM HECOIJacue
JOJKHOCTHOTO JIMIA, COOTBETCTBYIOIIETO CHEIUaIncTa (pabOTHHKA) C COAEp’KaHUEM
JTIOKYMEHTA.

- «1eJI0» — COBOKYITHOCTh JIOKYMEHTOB WJIU OTAEJIbHBIN TOKYMEHT, OTHOCSIIIIUECS K
OJIHOMY BOIIPOCY WJIM YYaCTKY JEATCIIbHOCTH UHCTUTYTA,;

- «/1eJI0ONPOU3BOICTBO» — JCSATEIBHOCTbD, oOecrieurBaronias CO3J1aHuE
opUIMaTBHBIX JOKYMEHTOB U OpraHu3alfio paboThl C HUMH;
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- «WIOKYMEHT» — OpUIIMaJIbHBIN IOKYMEHT, CO3aHHBIN TOCYapCTBEHHBIM OPraHOM,
OpraHOM MECTHOTO CaMOYTPABJICHHS, OPUIAYSCKUM WIH (QU3HICCKUM JITHIIOM,
o(hOpMIICHHBI B YCTAHOBJICHHOM TIOPSIIKE U BKJIFOUCHHBINA B JOKYMEHTOOOOPOT MHCTUTYTA,;

- IOKYMEHT 3JIEKTPOHHBIN» — IOKYMEHT, B KOTOPOM MH(GOpMAIIHS MpeACcCTaBiIcHA
B DJICKTPOHHO-TIU(POBOH hopme;

- IOKYyMEeHTHPOBaHue» — (ukcarus nHpopMaIuyu Ha MaTepUuaTbHBIX HOCUTENSIX B
YCTaHOBJIEHHOM HOPSIIKE;

- «IOKYMEHT0000pOT» — JBWXECHHE JOKYMEHTOB C MOMEHTA UX CO3JaHHS WIIU
MOJTYYEHHUS 10 3aBEPIICHUS UCIIOTHEHUS, TOMEIICHUS B JIeJI0 U (UJIU) OTIPABKH;

- «(3aBepPeHHasl KONMS» — KOMMUs JOKYMEHTa, Ha KOTOpPOM B COOTBETCTBUM C
YCTAQHOBJICHHBIM TOPSJIKOM IIPOCTABJISAIOT HEOOXOAMMBIE PEKBU3HTHI, MPHUIAIOIINE €i
FOPUINYECKYIO CUITY;

- K(MHCTPYKUMSD> — IIPAaBOBOM  aKT, M3/1aBAa€MbIil Il M3JIOKEHUS  IPaBUII,
PETYIMPYIOLINUX CHEIUAIBHBIE CTOPOHBI ACATEIbHOCTH HHCTUTYTA,;

- «KOMUS JOKYMEHTA» — JOKYMEHT, OJHOCTHIO BOCITPOU3BOIAIINMN HH(OPMALIUIO
MOJIJIMHHUKA JIOKYMEHTA U €0 BHEIITHUE MPU3HAKHA, HE UMEIOIIAN IOPUIMYECKON CUIIBI,

- KHOMEHKJIATYpa JAeJ» — CHCTEMATU3UPOBAHHBIN MEPEUCHb HAUMEHOBAHUM JIEI,
(hopMUPYEMBIX B MHCTUTYTE, C YKa3aHUEM CPOKOB MX XpaHEHUS,;

- «opopMiIeHHEe  JOKYMEHTa» — IPOCTABJIICHUE  HEOOXOAUMBIX  PEKBU3UTOB,
YCTAHOBJICHHBIX MPABUIIAMHU JOKYMEHTUPOBAHUS,

- «o0palieHue rpaskIaHMHA) — HANpaBJICHHBIEC B TOCYJAPCTBEHHBIN OpraH, OopraH
MECTHOI'O CaMOYIpaBJICHUS WA JIOJKHOCTHOMY JIMI[y TNHCBMEHHBIC MPEIJIOKEHHUE,
3asABJICHHE WM JKaJlo0a, a TakKe YCTHOE oOpalleHHe IpakJaHWHA B TOCYAapCTBEHHBIN
OpraH, OpraH MECTHOT'O CaMOYIIPaBJICHUS;

- «<00beM JTOKYMEHTO0000pPOTAa» — KOJIMYECTBO JOKYMEHTOB, IOCTYNUBIIUX B
WHCTUTYT U CO3JaHHBIX UM 3a OIPE/ICICHHBIN NEPUO/T;

- «MOAJMHHUK JOKYMEHTAa» — MEPBbIN WM €IMHCTBEHHBIN SK3EMILIAP IOKYMEHTA;

- KIPUKA3» — MPABOBOM aKT, U3IABAEMBI PEKTOPOM HHCTUTYTA, BO BPEMS €r0
OTCYTCTBUS — IIPOPEKTOPOM, UCTIOTHSAIOITUM 00sI3aHHOCTH PEKTOPAa,

- KMPOTOKOJI» — IOKYMEHT, B KOTOPOM (DUKCUPYETCSI X0 0OCYKJICHUSI BOMPOCOB U
MIPUHATHS PEIICHUN HA COOpaHUSIX, COBEIIAHUAX, KOH(DEPECHIIUSX;

- KIIACBMA» —3TO  O00O0OIIEHHOE€  Ha3BaHHUE  PA3IUYHBIX MO  COJECPIKAHUIO
JIOKYMEHTOB, BBIJICTIIEMBIX IO €IMHOMY CIIOCOOY Mmepeayu TeKCTOB (IepechuIKa MOUTOH,
AJIIEKTPOHHOM TOUYTOM, 1O (haKcy);

- KPEKBU3HUT JIOKYMEHTa) — 00s3aTeIIbHBIN JIEMEHT 0(hOPMIICHUS TOKYMEHTA,;

- «PeruCTpalus  JOKYMEHTa» — IPUCBOEHUE JOKYMEHTY PETHCTPALIOHHOTO
HOMEpA U 3aIUCh B YCTAHOBJIEHHOM MOPSIKE CBEICHUN O JOKYMEHTE;

- «popMupoOBaHMe [eJ1a» — TPYNIUPOBKA HCIOJHEHHBIX JOKYMEHTOB B JIEJIO B
COOTBETCTBUM C HOMEHKJIATYPOU JIEJT

- «QKCHEPTH3a LEHHOCTH JOKYMEHTOB» — HU3yYC€HHUE JIOKYMEHTOB Ha OCHOBAHUU
KPUTEPUEB WX IIEHHOCTU B IIEJISAX ONpEJETeHUs] CPOKOB XpaHEHHUs TOKYMEHTOB U OTOOpa
UX JIJI BKJIIOUYEHUS B cocTaB ApxuBHOTO (hoHna Poccuiickoit denepanuu;
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- «cHcTeMa JJIeKTPOHHOI0 JAOKYMEHT0000poTa» — HH(OpMalMOHHAs CHCTEMa,
oOecrieunBaromias cOOp T0KyMEHTOB (BKJIFOUEHHE TOKYMEHTOB B CUCTEMY), X 00pabOTKYy,
yrpaBlieHUE TOKyMEHTaMHU U JOCTYII K HUM;

- «JJIEKTPOHHBIH  JIOKYMEHT0000pPOT» — TOKYMEHTOOOOPOT C  MNPUMEHEHHEM
MH(GOPMALIMOHHON CUCTEMBI;

- «3JIEKTPOHHAs1 uudpoBasi MOANKCH» — PEKBU3UT 3JICKTPOHHOIO JOKYMEHTA,
npelHa3HaYeHHBIA [JIsl 3allUThl JAHHOTO OJJIEKTPOHHOTO JIOKYMEHTAa OT TOJEIKH,
MOJIyUYEHHBI B pe3ylbTaTe Kpunrorpapudeckoro mpeoOpa3oBaHus HHPOpMamuu ¢
MCIIOJIb30BAaHUEM 3aKPBITOTO KJI0Ya 3JEKTPOHHOW IU(PPOBON MOAMUCH U MO3BOJISIONIMNA
UICHTH(QHUIMPOBATh BiaJeNblla cepTUHUKATa KI0Ya TOIMNHCH, a TaKKe YCTaHOBHUTH
OTCYTCTBUE UCKaKEHUS WH(POPMALIUU B DJICKTPOHHOM JIOKYMEHTE;

- «JJIEKTPOHHBI  00pa3  JAOKYMEHTa» — JJICKTPOHHAas  KONMsI  JOKyMEHTAa,
M3TOTOBJIEHHOTI'O HAa OyMa)kKHOM HOCHUTEIIE;

- <IOpUAMYECKAs CHJIAa JOKYMEHTa» — CBOMCTBO O(UIMAIBHOIO JOKYMEHTAa,
cooOlraemMoe eMmy JeMCTBYIOIIMM 3aKOHOJATENbCTBOM, KOMIIETEHIIMEH M3/1aBIIEr0 ero
OpraHa M yCTaHOBJICHHBIM MOPSIAKOM O(OPMIICHHUS.

3. I[OKyMeHTl/IpOBaHI/Ie ACATCJIbHOCTH HHCTHTYTA

3.1. JleaTenbHOCTh WHCTUTYTa OOECIEYMBACTCS KOMIUIEKCOM B3aWMOCBSI3aHHBIX
YIPaBICHYECKUX JOKYMEHTOB, COCTABIIAIONINX €T0 JOKYMEHTAIIMOHHYIO 0a3y.

3.2. Bca nmedaTenbHOCTh MHCTUTYTA, WCXOAS W3 XapakTepa W 00beMa perraeMbIX
3aJa4, a TakkKe TMOpAdKa WX pPa3pelieHHs, COMPOBOXKIACTCS COCTAaBICHUEM |
odopmIIeHHEM TOKYMEHTOB, KOTOPBIE MOAPA3ICISIIOTCS Ha:

- OpTraHU3aIMOHHBIC (TTOJOKEHUS, JODKHOCTHBIE WHCTPYKIIMU, CTPYKTypa |
IITaTHAas YUCICHHOCThD, MPAaBUJIa BHYTPEHHETO TPYOBOTO PACTIOPSIKA);

- pacniopsIUTeIbHbIe (MPUKA3bl U PACIOPSDKEHHS 10 OCHOBHOM JIESITENBHOCTH,
pelLIeHNUs], TOCTAHOBJICHUS );

- UH(QOPMAITMOHHO-CTIPABOYHBIC (MPOTOKOJIBI, TUChMA, aKThl, CIIPABKH, JOKJIAIHbBIE
3aMKUCKHU, U3BEIICHUS, TAOIHIIBI, (haKChl, TEJIETPAMMBbl, HOMEHKJIATYPHI A€ U Jp.);

- IJITAHOBBIC (TIJIAHBI, IEPCIIEKTUBHBIC TIJIAHBI, TPOTPAMMBI, TPAQUKU, CXEMBbI);

- TOKYMEHTBI 110 TMYHOMY COCTaBY (MPUKA3bl U PACTIOPSIKEHUS 10 JTUIHOMY COCTABY,
TPYAOBBIC IOTOBOPHI, JIMUHBIEC JIENIA, JIMUHBIC KAPTOUKH, JIUIIEBBIE cUeTa Mo 3apabOTHOM IUIate);

- (puHAHCOBO-OyXTaNTepCKHEe JOKYMEHTHI (TJIaBHAas KHHTa, TOJOBBIC OTYETHI,
Oyxranrepckue OanaHChl, aKThl PEBU3HIA, MHBECHTapHU3aIUH, TUTAHBI, OTYEThI, CMETHI, CUCTA,
KOMaHIMPOBOYHBIC YIOCTOBEPEHUS U JP.);

- IOTOBOPBHI, 3aKJIFOYaEMbIC TT0 BCEM BHJIaM JCATEIHBHOCTH HHCTUTYTA.

[lepemnucka ocymiecTBIsIeTcs C:

- MunucrepctBoM obpaszoBanus OpeHOyprckoii 061acTu;

- OpraHaMu 3aKOHOJIaTEeILHOM M UCTIOMHUTENBHON BiacTh OpeHOyprckoit o6nacTu;

- (henmepanbHBIM TOCYTAPCTBEHHBIM OFOJIKETHBIM 00pa30BaTEIbHBIM YUPEKICHUEM
BBICIIIETO  MPOQECCHOHAILHOTO  0OpazoBaHusi  «OpeHOyprckuii  rocymaapCTBEHHBIN
YHUBEPCUTETY;

- YUPEKICHUSIMHU, OPTAaHU3AIUSAMU, IPEANPUITHIMA MYHUITUTIATLHBIX 00pa30BaHU
OpenOyprckoit 001acTu;
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- TpaKJIaHAMHU.

3.3. KoMIuiekc IOKyMEHTOB ONPEAEISAETCS:

- KPyroM BOIIPOCOB, PEIIAEMbIX HHCTUTYTOM;

- 00bEMOM M  XapakTEpOM B3aUMOCBSI3€H C JPYTUMHU  YUPESKACHUSMH U
OpraHu3aALHIMU.

3.4. YpaBieH4yecKkue JOKYMEHTHI, TOJATOTOBJICHHBIE B OIPa3eICHUAX HHCTUTYTA,
JOJDKHBI OBITh KPaTKUMH, SICHBIMH TIO COJEpP>KaHHIO, BCECTOPOHHE OOOCHOBAHHBIMH,
OTPEJAKTUPOBAHHBIMM W  NPU  HEOOXOAMMOCTH  COIVIACOBAHHBIMH  CO  BCEMH
3aMHTEPECOBAHHBIMU MOJPA3ACICHUSIMU, JOJDKHOCTHBIMUA JUIAMU. TEeKCT OKyMEHTa He
JOJKEH JIOMYCKaTh pa3JIMYHBIX TOJKOBAHMM U MPOTUBOPEYUTH JCHCTBYIOLIEMY
3aKOHOJIATEIbCTRY.

3.5. B 1mensax moBBIINICHHUS] KauyecTBa MOJTOTOBKH YIPABIEHYECKUX JTOKYMEHTOB B
MHCTUTYTE YCTAaHABIMBAIOTCS €IMHbIC TIPABWIIA MMOATOTOBKUA U OPOPMIICHUSI JOKYMEHTOB,
NpU3BAaHHBIE  O0ECIEUUTh  IOPUAWYECKYI0 CHIIy  JOKYMEHTOB,  CIIOCOOCTBOBAaTh
ONEPAaTUBHOMY MCIOJHEHUIO TOKYMEHTOB U UX MMOCJIEAYIOIIEMY UCIIOJIb30BAHUIO.

3.6. FOpuandeckass cuia JOKYMEHTOB OO€CTeUMBacTCS HaJW4YMEeM B  HHX
OMpeeeHHbIX PEKBU3UTOB. COCTaB M MOPSIOK PACHOJIOKEHUS! PEKBU3UTOB YCTAaHOBJICHBI
I'OCT P 6.30-2003 «YHu(puuupoBaHHbIE CUCTEMbl JOKyMEHTAlUHU. YHU(ULIHPOBAHHAS
CUCTEMa  OPraHU3AlMOHHO-PACTIOPSAIUTENILHOM  JOKyMEHTaluu.  TpeOoBaHus K
0(OPMIICHUIO IOKYMEHTOBY.

3.7. Tlpu moAroToBKe AOKYMEHTOB NpPUMEHsSETCsS TeKCToBbIM pemaktop Word for
Windows ¢ ucnosb3oBannem mpudra Times New Roman pasmepom Ne 14 u Ne 12 mist
oopMIIeHUsI TAOJIMYHBIX MaTePUAIOB uepe3 1-2 oMHApHBIX UHTEpBAa.

4. IIpaBuia noaAroToBKu U 0popmMJIeHUs JOKYMEHTOB

4.1. BraHKH 10KYMEHTOB

4.1.1. lokymeHTbl ~ WHCTUTYTa  odopMIAIOTCS  Ha  Omankax.  bianku
M3TrOTaBJIMBAIOTCS HAa CTaHJIAPTHBIX JIMCTaX Oenoi Oymaru miau Oymaru CBETJIBIX TOHOB
dopmara A4 (210x297mm) u AS (148x210 mm), 1100 B BUJIE IIEKTPOHHBIX JIOKYMEHTOB U
MMEIOT YCTaHOBJICHHBIN KOMIUJIEKC PEKBU3UTOB U MOPSAOK UX pacrojoxkenus. OTaenpHble
JIOKYMEHTBI: TaOJUIIbI, TUIAHBI, BEJOMOCTH, TPaQUKU MOXKHO M3TOTABJIMBATH HA JIMCTaX
oymaru ¢opmata A3.

[Tpr mOATOTOBKE TOKYMEHTOB B MHCTUTYTE MCIOJB3YIOTCS SJIEKTPOHHBIEC MIa0IOHBI
OJIaHKOB JJOKYMEHTOB, KOTOpbIE pa3MelIeHbl Ha 0(UIIMaTHbHOM CaiiTe MHCTUTYTA.

OTtnenpHBIC BUABI NOKyMEHTAaMU (y4eOHO-METOAMYECKas, HayYHO-TEXHUYECKas,
TEXHHYECKas W Jp.) pa3pabaThIBAIOTCS HAa OCHOBE CTAaHIAPTOB YHHBEPCUTETA M JIPYTHX
HOPMATHBHBIX aKTOB.

4.1.2. Kaxnaplii 1MCT JOKyMeHTa, o(pOpMIICHHBIA Kak Ha OJlaHKe, Tak U 0e3 Hero,
JOJKEH UMETh TI0JIsl HE MEHEee, MM:

20 — neBoe;

10 — mpagoe;

20 — BepxHee;

20 — HuXHEe.
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[Ipu U3roTOBIEHUH JOKYMEHTA Ha JBYX CTOPOHAX JIMCTA 0OOPOTHAsS JOJKHA UMETh
noJisi oOpaTHBIE IO CPABHEHUIO C JIUIIEBOU, MM

10 — neBoe;

20 — mpaBoe;

20 — BepxHee;

20 — HKHEe.

4.1.3. ]Insi WM3TOTOBJICHHSI JOKYMEHTOB B HWHCTHUTYTE HCIOJB3YIOTCS CIICTYIOIIHEC
BUBI OJIAHKOB:

- Onank o6mui yrinosoit (IIpunoxxenue Ne 1);

- Oank o6 poonbHbIN (ITpunoxenue Ne 2);

- 0nank nucbMma ([Ipunoxenue Ne 3);

- ostank npukasa (Ipunoxenue Ne 4);

- OJIaHK TIpUKa3a O HalpaBJICHUU pabOTHUKA B KoMaHaupoBKY (IIpmitoxxenue Ne 5);

- outank pacniopsbkenus (IIpunoxxenue Ne 6);

- onank akrta (IIpunoxenue Ne 7);

- onank nipotokodia (Ilpunoxenue Ne 8);

- OnaHk noJioxeHust o noapaszaenenuu (Ipunoxenue Ne 9);

- ontank uHcTpykuuu (IIpmtosxxenue Ne 10);

- Onank gopkHOCTHOM MHCTpYKIuU ([Iprmoxkenne Ne 11);

- omank npasui (I[Ipunoskenue Ne 12);

- Omank pokianuoi 3anucku (IIpunoxkenne Ne 13);

- 6stank oObsicHuTeNbHOM 3anucku ([Ipunosxenue Ne 14);

- butank ciry:xeOHo 3anucku (Ipunoxenne Ne 15);

- oiank pemenus cosera ([Ipunoxxenne Ne 16).

Hcnonb3oBaTh OJIaHKU TIPOU3BOJILHON (hOPMBI HE pa3periaeTcs.

B 3aBucuMOCTH OT pacmoyioKEHHS PEKBU3WUTOB YCTAHABIMBAIOT JBa BapuaHTa
0JIaHKOB: YTJIOBOW U MIPOJIOJIHHBIN.

4.1.4. Beenenue B oOpamieHue 10 Mepe HEOOXOJUMOCTH HOBBIX OJIaHKOB
JOKYMEHTOB OCYHIIECTBIIICTCS TO TpUKa3zy pekTopa HHCTUTyTa. COOTBETCTBYIOIINE
MPEJIOKEHUS] BHOCATCA PaOOTHUKAMU TOpa3eleHH WHCTUTYTa BMECTe ¢ oOpasiamMu
npejiaraéMbix OJ1aHKOB.

4.1.5. BuyTpeHHue  JOKYMEHTBl  MHCTUTYTa  MH(OpPMAIMOHHO-CIIPaBOYHBIE,
TUTAHOBBIE, OTYETHBIE W JIp. M3TOTaBIMBAIOTCS HA OCHOBE KOMITBIOTEPHBIX ITa0JIOHOB C
coOutoIeHreM TpeOOBaHuil K 0()OPMIICHHIO PEKBU3UTOB HHCTUTYTA (paszaen 4.2.).

4.1.6. B wuHCTUTyTE, TakKXke, WCIOJb3YIOTCI OJAHKU C BOCHPOHM3BEICHHEM
locynapctBenHoro repba Poccuiickoit Deneparun  u  OnaHKWA, W3TOTOBJICHHBIC
tunorpagckuM crnocodbom. brnanku ¢ BocmpousBeneHuem ['ocynapcTBeHHOro repOa
Poccuiickoii  ®Denepanid  U3TOTABIMBAIOTCA  MOJUTPAPUUCCKUMU  TPEANPUSTUIMU,
UMCIOIIMMH  JIMIIEH3UMM Ha COOTBETCTBYIOIIMWA BHUJ JIEATCIBHOCTH, II0 3aKazy
yHuBepcuteta. brmanku ¢ BocmpousBeneHuem ['ocynapctBeHHoro repba Poccuiickoi
denepanyivi HHCTUTYT 3aKa3bIBACT U MOTyYaeT B YHUBEPCUTETE.

Opranuzanusi paboThI M0 Y4YEeTy OJIAHKOB C BOCHPOU3BEACHUEM [ 0Cy1apCTBEHHOTO
repba Poccuiickoii ®enepanuu U TUnorpadckuM CcrnocoOOM JOKYMEHTOB HHCTHUTYTa
(IumIomMbl, aTTecTarbl M T.J.) BO3JIAaraeTcsi Ha PYKOBOJAUTENEH MOJpa3eICHHM.
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[Tonpaznenenus GopMHUPYIOT 3asBKH HAa U3TOTOBJIEHUE OJAHKOB JOKYMEHTOB, O()OPMIISIOT
3aKa3bl Ha W3TOTOBJICHHME IE€YATHO-OJIAHOYHON MPOAYKIMH B TUMOTpaduu, a Takke
OCYIIECTBISIOT TOJyYE€HUE W BbAaYy paOOTHUKAM WHCTUTYTa M3TOTOBIICHHBIX OJAHKOB
JOKyMeHTOB. M3roTtoBneHHble OJIaHKM JOKYMEHTOB HYMEPYIOTCA THHOTpadcKum
CIOCOOOM HJIM HYMEPAaTOpOM. YYeT BbIauu OJaHKOB, U3TOTOBJICHHBIX THIOTPAPCKUM
CIIOCOOOM, BENETCS B KAXKAOM IOIPA3ICICHUN OTACIBHO.

4.1.7. bnaHku TOKYMEHTOB JIOJDKHBI UCHOJIB30BATHCSI CTPOTO MO Ha3HAYCHHIO U Oe3
COOTBETCTBYIOILIEIO PA3PELICHUS HE MOTYT IIEpEAaBaThCs IPYTUM OPTraHW3ALISIM U JIALAM.

OTBETCTBEHHOCTh 3a OOECIEYEHHE COXPAHHOCTH OJAHKOB M IPABUIBHOCTh HUX
UCIOJb30BaHUSI HECYT pabOTHHUKM, OTBETCTBEHHBIE 3a OpraHM3alMio pabdoThl C
JOKYMEHTaMU MOJPa3IeICHUI U PYKOBOAUTEIN MOAPA3ACICHUM.

4.2. OdopmjieHHEe PEKBU3UTOB B MpoLecce NOATOTOBKHU JOKYMEHTOB

4.2.1. CocraBiienue u 0oGoOpMIIEHHE JITOKYMEHTOB MpEIoJiaracT Hajdu4yhe B HUX
ompeneneHHbIX  pekBM3UTOB. (CocTaB W TOPSIOK  PACIIOJNIOKEHUS  PEKBH3WUTOB
ycraHaBiuBaroTca aecteyromumu ['OCTamu.

4.2.2. llpu odpopMieHHH ITOKYMEHTOB B HWHCTHTYTE HCIOIB3YIOTCS CIEAYIOIINE
PEKBU3UTHI B 3aBUCHMOCTH OT BHa IOKYMEHTA U €r0 Ha3HAYCHUS

- 01 — I'ocymapctBennslii Tep6 Poccuiickoit deneparuu;

- 03 — »m0Osrema opraHuzaIuy,

- 08 — HauMeHOBaHUE OpraHU3allNY;

- 09 — cipaBoYHBIC TaHHBIC 00 OpraHU3AIUH;

- 10 — HaumMeHOBaHME BU/Ia JOKYMEHTA,

- 11 — nara noKyMeHTa;

- 12 — perucTpaluoHHbIA HOMEDP TOKYMEHTA;

- 13 — cchUIKa Ha PErUCTPAIIMOHHBIN HOMEp U 1aTy JOKYMEHTa;

- 14 — mecTO coCTaBJICHUS WX U3aHUS JOKYMEHTA,

- 15 — angpecar;

- 16 — rpud yTBepKIeHUS TOKYMEHTA,

- 17 — pe3omronusi;

- 18 — 3aro;10BOK K TEKCTY;

- 19 — oTMeTKa O KOHTPOJIE;

- 20 — TeKCT JOKYMEHTAa;

- 21 — oTMeTKa O HATMYUH TPUIIOKCHHUSI,

- 22 — NIOJINCE;

- 23 — rpud coryiacoBaHus TOKYMEHTA;

- 24 — BU3BI COTJIACOBAHUS IOKYMEHTA;

- 25 — OTTHUCK TI€YaTH;

- 26 — OTMETKa O 3aBEPEHUM KOIHUH;

- 27 — oTMEeTKa 00 UCIIOJHUTEIE;

- 28 — oTMeTKa 00 MCIIOJIHEHUH JJOKYMEHTA U HaIlPaBJICHUH €T0 B JIEJI0;

- 29 — oTMeTKa O MOCTYIJIEHUH JOKYMEHTA B UHCTUTYT;

- 30 — uneHTUGUKATOP IESKTPOHHOU KOMTMHU JOKYMEHTA.
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He npumeHstoTcs crieayronme peKBU3UThI:

- 02 — rep6 Opendyprckoit oomacTy;

- 04 — ko opraHu3anuu;

- 05 —ocHoBHOM  rocymapcTBeHHBbIH  peructpaunoHHsli  HOomep  (OI'PH)
IOPUIMYECKOTO JINIIA;

- 06 — unenTUUKAIMOHHBIN HOMED HAJIOTOIUIATEIbIINUKA/KO T PUYHHBI
noctaHoBku Ha yuet (MHH/KIIIT);

- 07 — xox1 OpMBI TOKyMEHTA.

Kpome mepeuuciieHHbIX, TpU MOATOTOBKE JOKYMEHTOB M B IpoOIecce pabOThI C
JOKYMEHTaMH MOTYT HCIOJb30BaThCs JPyTU€ pPEKBU3UTHI, HAmpuUMep, OTMETKa O
MOCTYIUICHUU JOKYMEHTa B MHCTUTYT; OTMETKH «CpouHoy, «OnepatuBHo», «llommexur
BO3BpaTy» U JIp.

4.3. TpeooBaHus K 0pOPMJICHHIO PEKBU3UTOB IOKYMEHTOB

4.3.1. Om0JieMma opraHu3anuu

HNHcTuTyT Mcnoib3yeT 3M0JeMy YHUBEPCUTETA, KOTOpas n300paxaeTcs Ha OJaHKax
JOKYMEHTOB B OJTHOIIBETHOM BapHaHTE B COOTBETCTBHHU C YUPEAUTEIHHBIMU JOKYMEHTAMHU
WHCTUTYTa U YHUBEPCUTETA.

4.3.2. HammeHoBaHHe OPraHU3aIUui — ABTOPA JOKYMEHTa

HanmeHoBaHME HWHCTUTYyTa COOTBETCTBYET HAWMMEHOBAHHUIO, 3aKPEIUICHHOMY B
yupeauTebHOM A0KyMeHTe (mooskeHun). HanMeHOBaHME HHCTUTYTA BKJIFOYACT:

- HAMMEHOBAHUE BBIIIECTOSIIIEH OpraHnu3alliy;

- YKa3aHue Ha OPraHu3allMOHHO-TIPAaBOBYIO (hopmy;

- MOJHOE O(UIIMAbHOE UHANBUAYAIbHOE HAMMEHOBAHNWE WHCTUTYTA, C YKa3aHUEM
opUIMATBLHO TPHUHITOTO COKPAIICHHS, KOTOPOE YKa3bIBae€TCAd B CKOOKax IMOCJE IMOJHOTO
HalMEHOBaHUSI UHCTUTYTA.

4.3.3. CnpaBo4HbIe JaHHbIE 00 OPraHU3alUN
CripaBoYHBIC JaHHBIE WHCTHTYTa BKIIIOUAIOT CBEACHUS: MOUYTOBBIA aJpec, HOMeEp
tenedoHa, HoMep Tenedakca, agpec caiira B cetu MIHTEepHET, afpec 3I1eKTpOHHON MOYTHI.

4.3.4. HamMeHOBaHUE BU/IA JOKYMEHTA

HanmenoBanne BuJa JOKymMeHTa (MpUKa3, MOPOTOKOJ, CIpaBka ©  JAp.)
COCTABJICHHOTO HWHCTUTYTOM, PErJaMEHTUPYETCd M JOJKHO COOTBETCTBOBATH BHUAAM
noKyMeHTOB, mnpenycMoTpeHHbiM  OKVYJl (xkmacc 0200000). HaumenoBanue Buza
JOKYMEHTa YKa3bIBaeTCsi BO BCEX JOKYMEHTaX, KpOME MHCEM, B COOTBETCTBUH C
COJCp)KaHMEM W  Ha3HAYEeHUEM JOKYMEHTa M  CIOXUBIIUMUCA B  CHUCTEME
JEJIONPOU3BOACTBA TPAAUIUSAMU: TPUKA3, MPOTOKOJ, CIpaBKa, JOKJIAJHAs 3allKCKa.
Henb3st ncnosb30BaTh B KAU4E€CTBE HA3BaHMS BHJIA JIOKYMEHTA CJIOBA «MEPONPUSITHUS,
«uHGMOpMaLIU, ITOPSITOK», «CBEACHUS» U JP.

B nenoBoit nepenucKke HauMEHOBAaHME BHUJA W PA3HOBUAHOCTU IUChMA
(conpoBOAUTENHEHOE MUCHMO, MUCHbMO-TIOATBEPKIECHUE AP.) HE YKA3bIBACTCS.
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4.3.5. JlaTta toKymMeHTa

JlaToit  mOKyMeHTa sIBIsSIeTCS JaTra €ro NOoJANucaHus  (pacmopsiauTeIbHbIC
JOKYMEHTBI, TUChMA) WM COOBITHS, 3a()UKCHPOBAHHOTO B JTIOKyMEHTE (MPOTOKOJ, aKT).
Jlis yTBEp>KIaeMoro JOKyMeHTa (MOJIOKEHUE, MHCTPYKIUS, PETJIaMeHT, IUIaH, OTY4eT U
1p.) — AaTa yTBEPKICHHUS.

Jlata JOKyMEHTa MPOCTaBISAETCS OJDKHOCTHBIM JIMIIOM, TMOAMHCHIBAIOIIUM WU
YTBEP)KAAIOMIMM JOKYMEHT WX TP PETUCTPAIIMH JOKYMEHTA OTBETCTBEHHBIM JIUI[OM.

Haty nmokymenta odopmisior apabckumu  1udpamu  6e3  mpoberoB B
MIOCTIEIOBATEIPHOCTH: JICHb Mecsla, Mecsll, Troa. [leHp mecsna u mecsi opOpMIISIIOT
ABYMsI TIapaMu apaOCKuX udp, pa3AeleHHBIX TOYKOH; TOJl — YETHIPhMS apaOCKUMHU
udpamu.
Hanpuwmep:

05.01.2012

Jlonyckaetcsi ciioBecHO-IIMGPOBOI criocod odhopMiIeHUs JaThl.
Hanpumep:
05 ssaBaps 2012 r. (B JaHHOM ciTydae MecsIl 0003Ha9aeTCsl CIIOBECHO)

[Ipu pabote ¢ JOKyMEHTaMH NaTUPYIOTCS BCE CIY>KEOHbIE OTMETKH Ha JIOKYMEHTE,
OTpaXkarolMe MPOLEAYPY ABHKEHHS JTOKYMEHTA B XOJE €r0 MOJATOTOBKM M UCIIOJHEHUSA:
PE30JIIOLINH, BU3bl, OTMETKA O ITOCTYILUICHUU JOKYMEHTA B UHCTUTYT, OTMETKA O 3aBEPEHUU
KOIHUU, OTMETKA 00 UCTIOTHEHUH JTOKYMEHTA U HAINlPaBJICHUU €T0 B JIEJO.

4.3.6. PerucTpaniuoHHblii HOMepP JOKYMEHTAa

PerucrpalluOHHBI HOMEP COCTOUT U3 €ro MOPSAKOBOTO HOMEPA, KOTOPBHIM MOYKHO
JOTOJIHATH MHJEKCOM 0 HOMEHKJIAType Jen. Peructpanus JOKyMeHTa MPOBOJUTCS MOCIIE
€ro MOJIMCAHUS WU YTBEPKIACHUS.
Hanpumep:

Ne 15/08-03

He nomyckaeTcs OTHOpaBisITh KOPPECIOHJECHTaM IHChbMA, HE HUMEIOIINE
PErUCTPaAIlMOHHOIO0 HOMEpA U JIaThI.

PeructpanvionHslii HOMEp JTOKYMEHTa, COCTaBJIEHHOIO COBMECTHO JIBYMsl U Ooiiee
OpraHu3alysIMU, COCTOUT U3 PETUCTPALMOHHBIX HOMEPOB JIOKYMEHTA KKION M3 3TX OpraHHU3ALM,
MPOCTABIISIEMBIX YEPE3 KOCYIO UEPTY B MOPSIKE MEPEUNCICHHS] aBTOPOB B JOKYMEHTE.
Hanpuwmep:

Ne 18/11

4.3.7. CchlJIKA HA PErUCTPALIMOHHBII HOMEP U 1aTy

JlaHHBIN PEKBU3UT BKIIIOYACT B ceOSl PETHCTPAIIMOHHBIM HOMEp M JIaTy JTOKYMEHTA,
Ha KOTOPBIA JIOJKEH OBITh JJaH OTBET. 3aloJIHSAETCS B Cliydae, €ClId MUChMO SIBJISIETCS
OTBETOM Ha TMOCTYNUBIIMKA JTOKyMeHT. CBeleHus O TOCTYNMBIIEM JIOKYMEHTE
YKa3bIBAIOTCSI B OTMETKE, BXOJSAIICH B COCTAB PEKBU3UTOB OJIaHKA MUChMA:
Harmpumep:
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Ha Ne 45 or 15.03.2012

Hamuune »storo PCKBHU3UTA HCKIIOYACT HCOGXOI[I/IMOCTI) YIIOMHWHAHUA B TCKCTC
AOKYMCHTA aTbl © HOMCpa IMOCTYIIMBHICTO JOKYMCHTA.

4.3.8. MecToO cocTaBJIeHUS] U U3aAHUS IOKYMEHTAa

Mecto cocTaBiieHHMsT WIM W3JaHHS TOKYMEHTA YKAa3bIBA€TCS B TOM Ciydae, €Cliv
3aTPYJHEHO €ro OMpeesieHre M0 PeKBU3UTaM 00Iero OiaHka uian OJaHKa KOHKPETHOTO
BHJIa JOKyMEHTa. MecCTO COCTaBJICHUS WIM W3JAaHUs JOKYMEHTa YKa3bIBalOT C YYETOM
OPUHATOTO aAMUHUCTPATUBHO-TEPPUTOPUAIBHOTO JCJICHUS, OHO BKJIIOYAET B ce0s TOJIBKO
OOILIETPUHSATHIE COKPAIICHUS.

MecTto wu3naHus JOKyMEHTa YyKas3bIBaeTCsi Ha OJlaHKe TMpuKaza HWHCTUTYTA,
IIPOTOKOJIAX, aKTax U JAp. JOKyMEHTax.
Hanpuwmep:

r. Opck

4.3.9. AnpecaTt 10KyMeHTa

JIOKyMEHT MOKET OBITh aJpecOoBaH OJHOW WIJIM HECKOJIBKUM OpTaHW3alUsIM, WX
CTPYKTYPHBIM TIOApPA3ACIICHUSIM, TOJDKHOCTHOMY JIMITy, TPYIIE OpTaHW3aIlluil WIN
JOJDKHOCTHBIX JIUII, KOHKPETHOMY paOOTHHKY, (PU3NIECKOMY JIHITY.

B pekBusute «Anpecat» OMYCKAaeTCAd MCMIOIB30BaTh O(DUIIMAIBHO TPUHSTHIC
COKpAIIlCHHbIE HAaWMEHOBAaHUS OPTaHOB TOCYJApPCTBEHHOW BJIACTH, OPraHOB MECTHOTO
CaMOYTIpaBJICHUsI, OpTraHU3AIINM.

[Tpu HanpaBeHUH TOKYMEHTA B OPTaHU3AIUIO WK €€ CTPYKTYpPHOE ToIpa3ieiicHue
0e3 yKa3zaHuUS JOJDKHOCTHOTO JIMIIA YKa3bIBAETCA TOJHOE (MM  COKPAIEHHOE)
HAaMMEHOBAHME OpTraHW3allMd WJIA OPraHU3alMM U TOAPA3/ACICHUS B HMEHUTEIHHOM
najexe.

Hanpumep:
MuHucTepcTBO 00pa30BaHUs U HAYKH
Poccuiickon ®eneparuu

WJIn
MuHucTepcTBO 00pa3oBaHUs W HAyKH
Poccuitckon denepanmnu
denepanbHas Cy»)0a 1o Haa30Py
B c(hepe 0OpazoBaHMs ¥ HAYKH

[Ipu aapecoBaHMM JOKYMEHTA PYKOBOIAUTEIKD OpraHUW3alUd HaWMEHOBAHUE
OpraHu3ali BXOJUT B HAMMEHOBAHUE JIOJKHOCTH ajipecara. HaumeHoBaHME NOJIKHOCTH
U (pamMuiIus MUITYTCS B JAaTEIBHOM IMaJIekKe, WHUILUAIBI JOHKHOCTHOTO JIMIA CTaBSITCS
nepena pamumei.

Hanpumep:
Hupexropy Poccurickoro
aBUAITMOHHO-KOCMUYECKOT'0 areHTCTBA

.M. BanoBy
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[Ipu HanpaBiIeHUN JOKYMEHTAa KOHKPETHOMY JOJDKHOCTHOMY JIUIy HaUMEHOBAHHE
OpTraHU3alK U CTPYKTYPHOTO TMOJPA3/ICICHUS YKa3bIBACTCS B IMCHUTEILHOM MACKe, a
JOJDKHOCTh M (paMUJIvsl — B JATEIBHOM, WHUIMAIBI JOJDKHOCTHOTO JIMIIA CTABSITCS TIEPe]
baMuuei.

Hanpumep:
MunucTtepcTBOo 00pa3oBaHus
Opendbyprckoii o6mactu
NH}opManmoHHO-aHATUTAYECKHI OTAEN
Benymemy crienmanucty

N.N. IlerpoBy

[Ipn agpecoBaHMM JOKYMEHTA PYKOBOJUTENIO OpraHM3alliil €€ HauMEHOBAaHHE
BXOJIMT B COCTAaB HAMMEHOBAHHUS JIOJKHOCTH aJipecarta.
Hanpumep:
HavansHuky ynpasneHus o0pa3oBaHUs
agMuHHACTpanyu r.Opcka

I'.K. KyxTuackomy

[Ipu ampecoBaHWM JOKyMEHTa TPYINIE OJHOPOJHBIX  OpTaHU3ANMA WM
Mo/Ipa3/iesieHuH ajpecar yKa3blBaeTcsi 0000IIEHHO.
Hanpuwmep:
PykoBogutensim ¢unraion
OAO «Hopma»

B omnom mmchme MoxkeT OBITH 0 4eThipex ajapecatoB. CIOBO «KOMHUS» TeEpen
BTOPBIM U MOCJIEAYIOIINUMU apecaTaMy HE MPOCTABIISIETCS.
CTpoku pekBU3UTA «AJpecar» JOMYCKAeTCsl LUEHTPUPOBATH OTHOCUTEIBHO CAMOM
JUTMHHOM CTPOKH.
Hanpumep:
['enepanbHOMY AUPEKTOPY
3A0 «Csema»

N.N. IlerpoBy

B cocraB pekBuszuTa «Anpecar» MOXKET BXOAUTh MOYTOBBIA aapec. DJIEMEHTHI
MOYTOBOTO aJpeca YKa3blBAlOT B IMOCJIEAOBATEIbHOCTH, ycTaHOBIeHHOW [IpaBunamu
OKa3aHUs YCIyr IOYTOBOM CBSA3M, YTBEPKACHHBIMU MOCTaHOBIeHHEM IIpaBurtenbcTBa
Poccutickont @enepanuu ot 15.04.2005 Ne 221 u BBenens! B aerictaue ¢ 01.05.2005.

CocTaBHbIEC YaCTH MMOYTOBOTO aJpeca:

- HAMMEHOBaHME ajpecaTa (HaMMEHOBAHUE OpraHU3alMyd — HOPUIAUYECKOTO JIUIlA
WJTU UMSI, OTYECTBO, (hamuiusi, GU3UYECKOro JIUIIA);

- Ha3BaHME YJIUIIBI, HOMEP J0Ma, HoMep KBapTuphl/oduca;

- Ha3BaHWE HACEJIEHHOr 0 MyHKTa (ropoja, noceiaka u T. 11.);

- Ha3BaHHE 00JIaCTH, Kpasi, aBTOHOMHOIO OKpyra (00JacTH), peciyOIuKu;

- cTpaHa (7151 MEKTyHAPOAHBIX MTOYTOBBIX OTIPABICHUN);
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- IOYTOBBIN UHJIEKC.

[Ipu agpecoBaHrMH NMHUCbMa B OPraHU3ALMIO YKAa3bIBAIOT €€ HAMMEHOBAHUE, 3aTEM
MOYTOBBIN aJpec.
Hanpumep:

®dunuan rocyaapCcTBEHHOTO OIOIKETHOTO
yapexeHus «l oCynapCTBEHHBIN apXHUB
Openbyprckoit o6macti» B T. Opcke

yi. Tarunbsckas, 1. 130,
r. Opck,
OpenOyprckas o6acts, 462431

[Ipu HampaBieHUM JOKYMEHTa (QHU3MYECKOMY JIUIy YKa3bIBAlOT (aMWINI0 U
VMHHULMAIIBI [10JTy4YaTesisd, 3aTEM ITIOYTOBBIN aapec.
Hanpuwmep:
ITerpoBy O.B.

yin. CoBetckad, 1. 5, kB. 10,
r. Opck,
OpenOyprckas o6actb, 462402

IIpn appecoBaHuM NOKYMEHTA IOJKHOCTHOMY JIMIly MHMIMAJbl CTaBATCSA NEpen
dhamunuent, npu aapecoBaHuu (HU3NYECKOMY JIUIY — MOCJIEC HEE.

[TouTOBBIN aapec HE YKA3bIBAETCA B JOKYMEHTAX, HAITPABIIIEMBIX B BBICIIIME OPTaHbI
rocyJapCTBEHHOW BJACTH, Jpyrue QeAepanbHble OpraHbl HCIOIHUTEIBHOW BJIACTH,
TEPPUTOPHANIbHBIE OPraHbl (peiepanbHOro opraHa MCIOJHUTENbHON BJIACTU B CyOBEKTax
Poccuniickoii @enepanuy, NOCTOSHHBIM KOPPECHOHAEHTaM: B JOTHUX CIIy4asX MOTYT
IIPUMEHSATHCS KOHBEPTHI C 3apaHee HAIEUYaTaHHBIMU a/IpECAMMU.

IIpn HampaBneHUMM AOKYMEHTa Pa30BbIM KOPPECHOHAEHTAM B COCTAB PEKBU3HUTA
«Agnpecary BXOJUT MOJHBIM MOYTOBBIN ajipec.

[Tpu GosblIeM UuCIIe apecaToB COCTABISIIOT CIIMCOK PACCHUIKH IOKYMEHTA.

Anpec mosydarens NUIIETCS B MPAaBOM YacTU IMOYTOBOIO KOHBEPTA, MOYTOBOMU
KapTOYKH, a aIpeC OTIPABUTEIISA — B JIEBOM BEPXHEM YIIIy.

4.3.10. I'pu¢ yTBep:KaeHNs TOKYMEHTA

I'pud yTBepkaeHUS [OOKYMEHTa MPOCTABISETCS Ha JOKAIbHBIX JOKYMEHTaX
(monoKeHusl, MpaBWiia, UHCTPYKLMH, IITATHBIE pAacHUCaHUs M Jp.), IUJIaHAX, OT4YEeTax,
HEKOTOPBIX BUaX aKTOB, TPOTOKOJIOB U HEKOTOPHIX APYTUX JOKYMEHTaX.

JIOKyMEHT MOXET YTBEpPXKAATbCS PEKTOPOM HMHCTUTYTA, PacHopsauTEIbHBIM
JTOKYMEHTOM (IIPUKa30M, pacropspkeHueM). ['pud yTBepkIeHUS TOKYMEHTa pa3MemarT
B [IPABOM BEPXHEM YTIIy TIEPBOTO JIUCTA YTBEPKIAEMOI0 JOKYMEHTA.

[Ipu yTBepkaeHUH TOKyMEHTa O(OPMJIECHHOTO Ha OJlaHKe TpHU(] YTBEpKICHUS
JIOKyMEHTa JOoJKeH cocTosiTh u3 cioBa «Y TBEPXKJIANO», HauMeHOBaHUS AOJIKHOCTHU
T, YTBEPXKIAIOUIETO JOKYMEHT, €ro MOANUCH, HWHHULIHAIOB, (QaMWIMA U JaThl
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yrBepxkaeHusa. CrmoBo «YTBEPXJIAKO» mneuataercs 0€3 KaBbIU€K, MPOMUCHBIMU
OykBaMH, OTHEISIETCS OT HAWMEHOBAaHMS JOJDKHOCTH Juma 1,5 MEeKCTpOYHBIM
MHTEPBAJIOM.
Hanpumep:

YTBEPXJIAIO

Pexrop uaCcTHTYTA
I'.A. Menekecosn

Tloamuce

17.04.2012

B cnyuwae cocraBieHuss JOKyMmMeHTa Ha Jmcte Oymarn (He Ha OmaHke) Tpud
YTBEPKACHUS 0(DOpPMIISIETCS CIIETYIOUIUM 00pa3oM:

YTBEPXKXIAIO

Pexrop Opckoro rymaHuTapHO-
TE€XHOJIOTUYECKOTO MHCTUTYTA

(pummana) OI'Y
I'.A. MenekecoB

TTonmnuce

17.04.2012

[Ipn yTBepXIEHUM JIOKYMEHTa pEIICHHEM, TMPUKA30M, IPOTOKOJIOM Tpud
yrBepxkaenust cocrouT u3 ciosa Y TBEPX/IEH (YTBEPX/IEHA, YTBEPXJIEHbBI nnun
YTBEPXJIEHO) HarimeHOBaHMS YTBEPKIAIOIIETO JOKYMEHTA B TBOPUTEIHHOM TaJIEXKe,
€ro JaTel, HOMepa.

Cnosa YTBEPXJIEHO u YTBEPXJIEH cornacyroTcs B pojJie U YHCIIE€ C HEPBBIM
CJIOBOM HaWMEHOBaHHWs mpuiioxkeHus:: uHcTpykuus — YTBEPXIEHA, meponpustus —
YTBEPXJIEHDI, nonoxenue — YTBEPXEHO, nnan — YTBEPXX/IEH.

Hampumep, yTBep>KaaeMblii JOKYMEHT — MHCTPYKIIMS 00 ormuiate Tpyna odopmieH
Ha OJIaHKe:!

YTBEPXJIEHA

ITpukazom pekropa
ot 01.03.2012 Ne 10

B cnyuwae cocraBieHus JOKyMmMeHTa Ha Jmcte Oymaru (He Ha Onanke) Tpud
YTBEPXKIACHUS 0(DOPMITSIETCS CIIETYIOIITUM 00pa3oM:

YTBEPXJIEHA

ITpukazom pekropa

OpcKoro ryMaHuTapHo-
TE€XHOJIOTHYECKOI0 HHCTUTYTA
(punmana) OI'Y

ot 01.03.2012 Ne 10
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[Ipn yTBEepKACHUN NOKYMEHTA HECKOJIBKUMH JIOJHKHOCTHBIMU JINIIAMH MX TIOJITHCH
pacrojararoT Ha OTHOM YPOBHE B BEPXHEM II0JIC IOKYMEHTA.

JIOKyMEHT MOXET OBITh YTBEPKICH KOJUICTHAIBHBIM OpPraHOM: MPOTOKOJIOM
VYueHoro coBera. Pemenne 00 yTBEp)KICHWM JOKYMEHTa 3aHOCHUTCS B IIPOTOKOI
3ace/IaHmsl.

Hanpumep, yTBepxaaembiii JOKYMEHT ohopMIieH Ha OJIaHKe:

YTBEPXXIEHO

Pemennem YueHoro cosera
ot 25.04.2012
npotokon Ne 10

['pud yTBepkIeHus pacrnojiaraeTcsi B MPaBOM BEPXHEM YIUIy JIUIIEBOM CTOPOHBI
MIEPBOrO JINCTA IOKYMEHTA.

4.3.11. Pe3osronus
Pesomronmsi, HanucaHHas Ha JIOKYMEHTE, COJEPKHUT IOPYYEHHs peKTopa
(IpOpeKTOpOB) MO MCIHOJHEHHIO JOKYMEHTa, BKIIOYaeT (aMUIMI0 W HUHULUAIBI
UCHIOJHUTENS (MCHIOJIHUTENEH), COep)KaHUE MOPYUEHHUs, CPOK HCIIOJIHEHUS, TOJIUCh U
naTy.
Hanpumep:
NBanosy A.U.
[Iponry moaroToBuTh

IIPOEKT AOroBOpa
k 14.03.2012

TTonmnuce

28.02.2012

Pe3onronuio nuinyT B mpaBoOd BEPXHEW YACTH JIMLUEBOM CTOPOHBI MEPBOrO JIMCTA
JOKYMEHTA, Ha IHCbMAax PE30JIIOLMS PACIOIaraeTcsi MEXAY aApecaTtoM MU TEKCTOM
NOKyMeHTa. JlomyckaeTcss pasMmelars PEe30JIOLMI0 HAa OTAEIBbHOM JIMCTE C YKa3aHUEM
PETUCTPALMOHHOTO HOMEpPA M AaThl JOKYMEHTa, K KOTOPOMY OHa OTHOcUTCi. JIMCT ¢
PE30JIIOIMEN 3aTEM IPUKPEIUIAETCS K JOKYMEHTY

B caydasx, korma TmOpyYy€HHE JAaHO HECKOJIBKMM JOJDKHOCTHBIM JIAIIAM,
OTBETCTBEHHBIM 3a HCIIOJHEHUE JIOKYMEHTa B ILIEJIOM SBISETCS JOJDKHOCTHOE JIMLO,
YKa3aHHOE€ B PE30JIOLMH TEPBBIM, €CIM HE OroBOPeHO HHOE. (OTBETCTBEHHBIN
WCIIOJIHUTEIb OpPTraHu3yeT paboTy UCIIOJHUTENEH U OTBEYAET 3a UCIIOJIHEHHE IOKYMEHTA.
Hanpuwmep:

NpanoBy A.U.

Tpumkunoi O.H.

[Ipomy moaroToBUTH

otBeT Ha muchmo k 17.02.2012

IToamuce

01.02.2012
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OCHOBHOW HCITOJHUTENL WJIA COMCIOJIHUTENb BIPABE J1aBaTh MOPYYEHUS JIULAM,
HEMOCPEJACTBEHHO WM TOAYUHEHHBIM. COUCIOIHUTEIU JOKYMEHTa JIOJDKHBI 10
TpeOOBAHUIO OTBETCTBEHHOTO MCIOJIHHUTEINSI CBOEBPEMEHHO NPEACTaBUTh HEOOXOJUMBbIC
Marepualibl. COMCIIOTHUTENU B paBHON MEpe HECYT OTBETCTBEHHOCTh 332 CBOEBPEMEHHYIO
Y KQ4€CTBEHHYIO MOJATOTOBKY MPOEKTOB JIOKYMEHTOB.

Ha noxymenTax, He TpeOyrOIUX yKa3aHUW MO MCTIOJHEHUIO U UMEIOIINX THUITOBBIC
CPOKM HCIIOJHEHHUS, B PE3OJIONHMM YKa3bIBAIOTCS MCIOJHUTENb, MOJANKUCHL aBTOpa
pe30dIoLuMH, AaTa.

Ha goxymeHnTe He TOJKHO ObITh O0JIee YEThIPEX PE30TIOIUH.

4.3.12. 3aroJi0BOK K TEKCTY

3aroyIoBOK K TEKCTY BKJIIOYAET B c€0sl KPATKOE COJEpKaHUE JOKYMEHTA. 3arojioBOK
COCTaBJIICTCS KO BCEM JOKyMmMeHTaM, odopMieHHbIM Ha Onankax Qopmara A4, 3a
HCKIIFOUEHHEM MHCEM, HMEIOIUX HeOomblond 00beM Tekcta (4-5 crtpok). K tekcrty
JIOKYMEHTOB, 0(DOpMJICHHBIX Ha OylaHKax hopMarta A5, 3aroJ0BOK MOXKHO HE YKa3bIBaTh.

3aroyioBOK JOJDKEH I'paMMAaTUYECKH COTJIACOBBIBATHCS C HAaMMEHOBAHHEM BHJA
JOKYMEHTa. 3aroJIOBOK MOXET OTBEYaTh HAa BOMNPOCHL: O 4eM (0 kom?), yero (kKoro?);
JOJKEH COJIEpKaTh JIBE€ OCHOBHBIE YACTH: TeMy (IIPEAMET, BOIIPOC) U JEUCTBUE, KOTOPOE
MIPOU3BOAUTCS HIIU JIOJIKHO OBITH MPOU3BEICHO:

Hanpumep:

[Tucemo: OO0 okazaHUKM HAYYHO-TEXHUYECKOM MOMOIIIH;

[Ipuka3: O co3maHuM KOMHUCCHM TI0 TPOBEpKe (HUHAHCOBO-XO3SHCTBEHHOMN
NEATEIIbHOCTH;

[Tnan pabotel oTaena Ha Il kBapTan 2012 rop;

AKT CIIUCaHUsI OCHOBHBIX CPEJICTB.

Hanuuue 3aronoBka cokpamaer BpeMsi OO0paOOTKM JOKYMEHTa TMpU  €ro
pPErHCTpalrd, YCKOPSET MOUCK TOKYMEHTA.

3aroyIoBOK K TEKCTY COCTAaBJISIET UCIIOJIHUTENb JOKYMEHTA.

3aroyoBOK JOKYMEHTA 3aIlMCBIBAETCS NPU €r0 PETUCTPAlMM B PErMCTPALlMOHHBIE
(hOpMBL.

3aroyloBOK K TEKCTy O(pOopMIISIETCS O] PEKBU3UTaMH OJIaHKa OT TPaHHIIbI JIEBOTO
MOJIS, B OTZIEJIBHBIX CIy4YastX HEHTPUPOBAHO. 3aroJIOBOK JOJKEH cojiepxath 28-30 3HaKOB
B CTPOKE W HE 3aHMMaTh Oojee 5 CTpPOK, MmeyaTaeMbIX yepe3 | opAauHapHbIA HMHTEpBaj
mpupramu Ne 12 unum Ne 14. Touka B KOHIIE 3arojioBKa HE CTaBUTCS. 3aroJIOBKU
neyaTtarorca 0e3 KaBblYeK C MPONUCHOM OykBbl. B nmokymeHTax, oOpMIIEHHBIX HE Ha
0J1aHKe, 3ar0JIOBOK MOKET pa3MeIlaThCs LIEHTPUPOBAHHBIM CIIOCOOOM MOCEPENHE TEKCTA,
reyaTaThCsl OJY>KUPHBIM HIPUPTOM.

4.3.13. OT™MeTKA 0 KOHTpOJIE
OTMeTKka O KOHTpOJIE — 3TO OTMETKa O KOHTPOJE 3a HCIOJHCHHEM JIOKyMEHTa
o0o3HauaeTcs OykBoit «K».
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4.3.14. TekeT 10KYyMeHTA

TekcT JOKyMEeHTa COCTaBJISI€TCSI Ha TOCYIJapCTBEHHOM s3bike Poccuiickoit
®enepaliv B COOTBETCTBUU C 3aKOHOAATENbCTBOM Poccuiickoit denepaiinu u cCyObeKTOB
Poccuiickon ®@enepanum.

TekcT AOKyMEHTa W3JaracTcsi pPyCCKUM JUTEPAaTypHBIM SI3BIKOM C yYETOM
0COOCHHOCTEN O(UIIMATbHO-ACTIOBOTO CTUJIS, BHAAa JOKYMEHTAa M €ro Ha3HAYCHUS B
yhopaBiieHUYecKol aAesTenbHOCcTH. ConmepKaHue JTOKYMEHTa JOJDKHO OBIThb H3JI0KEHO
KpPAaTKO, JIOTUYHO, TOYHO U SICHO.

Texkcr AOKyMEHTa JOJDKEH COJEPKaTh JOCTOBEPHYKD M apryMEHTHPOBAHHYIO
uHpopMaIuio, 0QOpMIISTECS B BHJIE CBSI3aHHOTO TEKCTA, AHKETHI, TaOJIMLbI UM B BHUJE
COEIMHEHMSI 3TUX (POpM.

TekcTpl  OpraHM3allMOHHO-TIPABOBBIX  JOKYMEHTOB  (YyCTaBOB,  IOJIOKEHUH,
MHCTPYKUUH, PETJIaMEHTOB U JIp.) COCTOSIT U3 Pa3JesioB U MOAPa3/IeIoB, MOAPA3AEIAEMbIX
Ha ITyHKTHI ¥ MOAIYHKTHI. Pa3aeinsl u nmoapasiesnsl TEKCTa MOTYT UMETh CAMOCTOSITEIbHBIE
3aroyioBku. Bce cocTaBHbIE 4YacTM TEKCTa HYMEpYIOTCS apaOCKumu Ludpamu,
pa3eICHHbIMU TOYKaMU C TOYKOM Ha KOHIIE.

TekcTbl pacnopsaUTENbHBIX JOKYMEHTOB (IIOCTAHOBJIEHUH, PELIEHUMN, MPUKA30B,
pacnopsbKEeHU), Kak MPaBUIIO, COCTOSAT M3 ABYX yacTed. B mepBoil, KOHCTaTUpyroLen
YaCTH, YKa3bIBAKOTCS NPUYMHBI, OCHOBAHUA, LEIM COCTABICHUS TOKYMEHTa, BO BTOPOM
YacTH, pacnopsaIuTENbHON, POPMYIUPYIOTCS TOPYUEHHUS.

TexcThl ”HPOPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB (€JI0BbIE MUChbMa, JOKJIATHbIE
U CIIy>KeOHbIE 3aIMCKH, CIIPABKU U T. JI.) COCTOSIT U3 JIBYX B3aMMOCBSI3aHHBIX CMBICIIOBBIX
yacTed. B mepBoM 4YacTH yKasblBalOT NPUYMHBI, OCHOBAaHMs, LIEJIM COCTABJICHUSA
JOKYMEHTa, BO BTOPOil (3aKIIFOUUTENbHOM) — pelIeHts, BBIBOAbI, IPOCHOBI, MPEAIOKEHNUS,
pekoMeHanuu. TekcT MOXKET COJAEp)KaTh OJHY 3aKJIIOUMTENbHYIO 4YacTh (Halpumep,
NpUKa3bl — PacCHOPSAUTENIbHYIO 4YacTh 0€3 KOHCTaTHPYIOIIEW; MHUCbMa, 3asBICHUS —
pocb0y 0€3 MOSICHEHHUST).

[Ipy ymoMrHaHUM B TEKCTE JOKYMEHTA 3aKOHOJAATEIbHOI0, HOPMATUBHOIO IIPABOI0
aKTa WIM MHOTO JOKYMEHTA YKa3bIBAKOTCS BCE IOMCKOBBIE JAHHBIE JOKYMEHTA: BHJ
(3aKOH, MMOCTAaHOBJICHHE U T. [I.), 1aTa U PErUCTPALMOHHBIN HOMEp JOKyMEHTa (MM JaTa
YTBEP>KJICHHUS ), KEM OH M3/1aH UJIU YTBEPKIECH, 3ar0JIOBOK K TEKCTY.

B pacnopsanTenbHbIX JOKYMEHTAx, HM3aBAaEMbIX €IMHOJIWYHO PYKOBOAMUTEIEM
(npuka3, pacrnopspkKeHUe U T. 1), a TakKe B JIOKYMEHTaX, aJpECOBAHHBIX PYKOBOJCTBY
OpraHH3aliy, TEKCT M3JIaraeTcs OT MEPBOTO JIMIA SIMHCTBEHHOTO Yuciia («IPUKA3bIBAIOY,
«00SI3BIBAIOY, (IIPEIIIATAI0Y, KIIPOIILY»).

B 1okyMeHTax KOJUIeTMajdbHBIX OPraHoB (ITOCTAHOBJICHMS, PELIEHUS U T. J.) TEKCT
M3JIaratoT OT TPETHErO JULA €AMHCTBEHHOIO YHCIA («IIOCTAHOBIISIET», «PELIUID).

TekcT mnpoTokona W3Jaral0T OT TPEThEro JIMIA MHOYKECTBEHHOIO 4YHCia
(«cmymanuy, «BBICTYITHIINY, KIIOCTAHOBUIIN).

B 1okyMeHTax, yCTaHaBIMBAIOIIMX TMpaBa U OOS3aHHOCTH HMHCTUTYTA, €ro
nojapaszeneHuil (mojIoKeHUe, UHCTPYKLHUS), a TaKKe COJAEP)KALIMX OINKHCAHUE, OLICHKY
(akTOB MM BBIBOJBI (aKT, CIIpaBKa), UCHOJIB3YIOT (POPMY M3I0KEHHUS TEKCTA OT TPETHETO
JMIa €AMHCTBEHHOTO UM MHOXKECTBEHHOI'O uncia («OTAEN OCYLIECTBISET QYyHKIUN», «B
COCTaB yIPABICHUS BXOJATY, «KOMHUCCHUS YCTAHOBHIIAY).
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B ne10BbIX MUChMax UCHONB3YIOT CAEAYIOIINE (POPMBI U3T0KEHUS:

- OT MEpPBOro JMI[Aa MHOXECTBEHHOTO 4HuCla («IPOCUM HAIMpPaBUThY», «COOOIIaeM
Bamy, «mipencraBisieM Ha pacCCMOTPEHHE U YTBEPIKICHUE );

- OT MEpPBOr0 JHIA €JUHCTBEHHOTO 4YHhCla («CYUTAI0 HEOOXOIUMBIMY», «IIPOIILY
BEIZICIIUTEY);

- OT TPEThEro JHIa EJAWHCTBEHHOTO 4Yucla («PYKOBOJCTBO HE BO3pa)kaery,
«YUeHBIH COBET CYUTACT BOZMOKHBIMY).

IIpu cocraBmeHMM TEKCTa B BHJAEC AHKEThl HAUMEHOBAHHS IIPU3HAKOB
XapaKTEepU3yeMoro OOBEKTa JIOJKHBI ObITh BBIPAXKEHbI HMEHEM CYIIECTBUTEIbHBIM B
UMEHHUTEIBHOM TAJeXKe€ WM CIOBOCOYETAHMEM C TJIArOJOM  BTOPOro  JIHMIA
MHO>KECTBEHHOT'O YMCJIa HACTOSAIIEIO WM MPOIIEIIIEr0 BPEMEHH («UMEETE», «BIAICETE»
WM «OBLTNY, «HAXOAWIUCH» U T. JI.). XapaKTEPUCTUKHU, BHIPAKEHHBIE CIIOBECHO, JOKHBI
OBITH COTJIACOBAHBI C HAUMEHOBAHUEM MPU3HAKOB.

I'padpr 1 cTpoku TAOMUIBI MOKHBI MMETh 3arojOBKH, BBIPAKEHHBIE HUMEHEM
CYILIECTBUTEIbHBIM B UMEHUTEIHHOM Tajiexe. [1oa3aronoBku rpad u CTpOK AOJKHBI OBITH
COTJIaCOBaHbI C 3arojioBkaMu. Eciu Tabnuily nedararoT 0ojiee yeM Ha OJIHOM CTpaHUIIE,
rpadbl TAOIUIBI HYMEPYIOT M HA CIEAYIOIMUX CTPAaHUIAX MeYaTaroT TOJIBKO HOMEpa 3THX

rpad.

4.3.15. OT™MeTKa 0 HAJIMYMY PUJI0KEHHUSI

OTMmeTKa 0 Haau4Me MPUIIOKEHUS UCIOJIB3YETCS B CONPOBOAMTENBHBIX MUCbMAaX U
pa3MelaeTcs HeMOCPEACTBEHHO 0l TEKCTOM Y€pe3 OJMH JONOJHUTENBHBIA HHTEPBAI, OT
rpaHulpl JeBoro moiyisg 0e3 ab3amHoro orcryna. Hanmuuue mpuiiokeHUs K JTOKYMEHTY,
HA3BaHHOT'O B TEKCTE, 0OPMIISIOT CIEAYIOIIUM 00pa3oM:

[Tpunoxxenue: Ha 5 1. B 2 3K3.

Ecnu nokyMeHT (IMCbMO) HMMEET NPWIOKEHUE, HE Ha3BaHHOE B TEKCTE, TO
YKa3bIBalOT €ro HAaMMEHOBaHHE, KOJWYECTBO JHUCTOB M 3K3EMIUISIPOB; NPU HAIUYUU
HECKOJIbKHX MPUIOKEHUN UX HYMEPYIOT.

Hanpumep:

[Tpunoxenue:
1. Konust MHCTpYKLIMM 110 IENIONPOM3BOACTBY MHCTUTYTA Ha 80 J1. B 1 3K3.
2. Konus nosnoxxenust o6 uHctutyte Ha 33 1. B 1 9K3.

Ecnu npunokeHuss K JOKYMEHTY COpPOIIIOPOBAHBI, TO YKa3bIBAETCS TOJBHKO
KOJIMYECTBO IK3EMIUIIPOB (OJHUM U3 CIIOCOOOB, B 3aBUCUMOCTH OT TOTO, UMEETCS CChLJIKA
Ha MPWIOKEHUE B TEKCTE UJIH HET).

Hanpuwmep:
[Tpunoxxenue: B 3 7K3.

HJIn

IIpunoxeHue: pykKOBOJACTBO MOJIB30BATENS IPOTPAMMHONW CUCTEMBI «Y4YeT IPUKA30B IO
UHCTUTYTY» B 2 JK3.
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Ecnu x TOKyMeHTy npuiaraercs Jpyroi TOKyMeHT, TaK)Ke MMEIOLIUI PUIIOKEHue,
OTMETKY O HaJHYUU MPUIIOKEHHUSI ODOPMIIAIOT CIEAYIOIINM 00pa3oM:
[Tpunoxkenue: akt o npueme-nepenaye aei ot 19.04.2012 Ne 45 u npunoxeHne K Hemy,
Bcero Ha 6 1. B 1 9K3.

Ecnau mokyMeHT HampaBisilOT HE BO BCE YKa3aHHBIE B JIOKYMEHTE aJipeca, OTMETKa O
MPUJIOKEHUU UMEET BUJL:
[Tpunoxenue: akT 00 00CIeTOBaHNM 3MaHMUHN HA 2 J1. B 1 9K3. TOJBKO B TIEPBBIA aIpec.

Taxxe pekBu3nUT «OTMETKa O HATMUUS MPUIIOKEHUSD, TPU HEOOXOAUMOCTH, MOXKET
IPUCYTCTBOBATh B CIEAYIOIIUX BHIAX HH(POPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB:
CIpaBKaXx, JOKJIAaJHbIX 3aIUCKaX, OOBSICHUTENbHBIX 3alHCKaX, CIY)KEOHBIX 3alMcKax; He
opopmiiieTcs B MPOTOKOJIAX, B  PaCHOPAOUTENIbHBIX JOKYMEHTax: IpHKa3ax,
PaCHOPSIKEHUSX, YKa3aHUX, IOCTAHOBIICHUAX U PELICHUSIX.

Ha camux nOpwiokeHHsSX B NPaBOM BEPXHEM YIUIy JE€JAeTcsd HAANKUCh
«IIpunoxenune».

Ecnm npuitokeHus K TucbMaM HOCST CIIPABOYHBIN WIIM aHAJUTUYECKUN XapakTep U
HE SIBJISIIOTCA CaMOCTOATENBHBIMU JOKyYMEHTaMU (JOTOBOPOM WJIM YTBEPKIAEMbIM
JOKYMEHTOM), B MPAaBOM BEPXHEM YTIy MEPBOIO JIMCTA NPHIOKEHUS JIEIAeTCs HaAMKCh
«IIpunoxxenne» 0e3 KaBbIUEK C YKa3aHUEM NMHCbMa K KOTOPOMY OHO OTHOCHUTCS, €T0 AaThl
U PErUCTPALMOHHOT0 HOMEpA.

Hanpuwmep:

[Tpunoxenue Ne 1

K nmuceMy Opckoro
TYMaHUTapHO-TEXHOJIOTMYECKOTO
uHctuTyTa (prunuana) OI'Y

ot 20.04.2012 Ne 483

AHanoruyHeIM 00pa3zoM opopMISETCS TPUIIOKEHUE K JOTOBOPAM.
Hanpumep:
[Tpunoxenue Ne 2
K IOTOBOPY apeH bl
ot 15.04.2012 Ne 46/5

OdopmiieHre MPUIIOKEHUN K PACTIOPSIUTEIBHBIM TOKYMEHTaM MOApOOHEEe TaHO B
nyHkte 5.1.2.16.

B TekcTe ocHOBHOro JOKyMeHTa (IpHKasza, JOroBopa W Jp.) B COOTBETCTBYIOIIMX
IYHKTax JIEJIaeTCs CChUJIKA Ha MPUIIOKEHHUE.

[Ipy HamUuMU HECKOJBKHUX MPUIIOKEHUNW OHU Hymepyrotcs: [lpunoxenue No 1,
[Tpunoxxenue Ne 2 u T. 1.

[TpunoxeHus: TOJKHBI OBITH MOJIUCAHBI B COOTBETCTBUU TPEOOBAHUSIMU K BHIY
JNOKYMEHTA, SBJISIOLIETOCS MPUII0KEHUEM.
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4.3.16. lloanuck

[Toanuch — PEKBU3HT, IPUIAOIIMN JOKYMEHTY IOPUANYECKYIO CUITY.

JIOKYMEHTBI, HampaBiisieMble B BBILMIECTOSALINE OpraHbl, (eaepanbHble OpTraHbl
MPEACTABUTENBHOM M CyA€OHOM BJIACTH, TMOJINUCHIBAIOTCS PEKTOPOM HHCTUTYTa
(MCHONMHAOIMM ~ O0SI3aHHOCTH  pPEKTOpa HMHCTHTYTAa), WM, [0 €ro IOpPYYEHHIO,
MIPOPEKTOPaMH.

JIOKyMEHTBI, HallpaBJIsiIEMble MOJYMHEHHBIM U JPYTUM OpraHU3alUsIM, TPakIaHaM,
MOANKCHIBAIOTCS ~ PEKTOPOM  MHCTUTYTa, MNPOPEKTOpaMU WIH  PYKOBOAUTEISIMU
NOJIpa3/ICJICHUN B COOTBETCTBUM C HMX KOMIIETEHIMEH, B CiIy4ae, €ClId UM 3TO IPaBO
[IPEIOCTABICHO JOBEPEHHOCTHIO YHUBEPCUTETA WIIM IIPUKA30M PEKTOPA MHCTUTYTA.

B cocraB pexBusuta «llogmuce» BXOAAT: HAMMEHOBAHHUE JIOJDKHOCTH JIMILIA,
MOJIMCABLIETO JOKYMEHT (TOJHOE, €CIIM JOKYMEHT O(popMIleH HE Ha OJaHKEe JOKYMEHTA,
U COKpalleHHOE — Ha JOKyMEeHTe, O(QOpPMIICHHOM Ha OjaHKe), JIM4YHas IOJIUCH;
pacmindpoBka noanucu (MHULMAIBL, GaMuiusg). Mexay uWHUIMaTIaMud OpoOen He
CTaBUTCA, MEXIy HWHHIHAIaMU U (QamMuinell CcTaBUTCS HEpa3pbIBHBIA MpoOe.
PacumndpoBky moanucu B pekBusute «lloamucey pacrnojararoT Ha YpOBHE IOCIHEIHEN
CTPOKH HAMMEHOBAHUS JTOJHKHOCTH.

Hanpumep, ohopmiienre noanucu Ha OJaHKe:

Pexrop [Toanuce ['.A. Menekecos
uin opopMIIeHUE TOAMUCH HE Ha OJlaHKe:

Pextop Opckoro rymaHuTapHO-
TEXHOJOTUYECKOTO UHCTUTYTA
(punmaina) OI'Y [Toanuce I'.A. Menekecos

[Tonnuce Henmb3d OTPHIBATH OT TEKCTA W Ie€UaraTh Ha OJHOM JiMcTe. Eciaum oHa He
yMENIaeTcsl Mocje TEeKCTa, MOCIeIHUN ad3al MM HECKOJBKO CTPOK TEKCTa MEPEHOCST
BMECTE C MTOAIHUCHIO.

[Ipu nmoanucaHun JOKYMEHTA HECKOJBKHMMH JIOJKHOCTHBIMU JIMIIAMHU KX TOANUCH
pacrojaratoT OAHY IO APYrol B IIOCIEAOBATEIBHOCTH, OTPAKAIOUIEH HEPAPXUIO
JTOJKHOCTEU, MPUYEM MTEPBOM YKA3bIBAETCS TOIKHOCTh PYKOBOJIUTEIIS:

Hanpuwmep:

Pexrop [Tonnuce I'.A. Menekecos
HavanpHuk ynpasneHus
OyXrajaTepckoro yuyera

1 (PUHAHCOBOTO KOHTPOJIS [Toanuce T.H. Cunopenko

B JOKYMCHTAax, COCTAaBJICHHBIX KOMHCCHCﬁ, YKa3bIBalOT HE OOJDKHOCTHU JIMII,
IMOANMChIBAIOIINX JOKYMCEHT, 4 UX 00513aHHOCTH B COCTaBE KOMUCCHUH.



26

Hampumep:
[Ipencenarens komuccuun [Tonmuce C.II. MiBanoB
YJieHbl KOMUCCHH: [Toanuce A.B. IlerpoBa

[Toanuce N.B. Cunopona

HpH noAIMMCaHu MOOKYMCHTA HCCKOJIBKMMH JOJUKHOCTHBIMH JIMIIAMH PABHBIX
I[OJDKHOCTGﬁ HX IIOAIINCHU paCIIoararoT Ha OJHOM YPOBHC.

Harmpumep:
Pextop Opckoro rymaHuTapHO- Hupexrop dunuana I'BY
TEXHOJIOTUYECKOTO HHCTUTYTA «l'ocy1apCTBEHHBIN apXUB
(bunuana) OI'Y OpenOyprckoit o0macTu»
B I. Opcke

I'.A. MenekecoB N.E. EpmioBa
ITonnuce IMonmnuce
Hara Jata

[Ipu noanmycanuy COBMECTHOTO JOKYMEHTA MEPBbIH JIUCT 0OPMIIIOT HE Ha OMaHKe.
B nepuoa oTcyTCTBUS peKTOpa MHCTUTYTA JOKYMEHTBHI MHCTUTYTA MOANUCHIBAIOTCS
UCIIOJTHSIFOIITUM O0S3aHHOCTH PEKTOPa B COOTBETCTBUH C MPUKA3OM.

Hanpuwmep:

H.o. pextopa [Moanuck I'.I1. osoxoBa
WIH

IlepBsIit mpopeKTOp [Toanuce I['.I1. IllonoxoBa

Ecnim moanuck pekTopa y)Ke 3aroToBl€HAa HA IMPOEKTE JOKYMEHTa, HO OH
OTCYTCTBYET, UCIIPABJICHUSI MOKHO BHECTH OT PYKH WJIM MAIlIMHOMUCHBIM CITIOCOOOM.
Hanpuwmep:

H.o. Pextopa [Tonmuce I'.I1. [llonoxoBoi I'.A. Menekecos
I'.I1. lonoxoBa

Pexrop ['.A. Menekecos
ITepBe1it IpopexTOp [Toxamuce I'.I1. lonoxoBou I'.I1. IlTosoxoBa

He AOITyCKACTCs HAAIMMUCBIBATh JOKYMCHTEI C MPCAJIOTOM «3a» HMJIN CTABUTH KOCYIO
qepTy nepeca HAaMMCHOBAHUEM JOJIKHOCTH.

OnHuM U3 crocoOOB MOINMCAHUS JOKYMEHTA SIBIISIETCS MICTIOJIb30BaHUE (haKCHMIIIE
KaK aHaJiora COOCTBEHHOPYYHO! MOJIHUCH.
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B uHCcTHTYTE MCHONB3yeTCS (PAKCUMHIBHOE BOCIHPOM3BEIEHUE IMOJAINUCH MEPBOTO
npopekropa. llItaMrnoM ¢ BOCIpon3BeI€HUEM MOJIUCH [IEPBOTO MPOPEKTOPA 3aBEPSIIOTCS
CTYJICHYECKHE OWJIETBl M 3a4ETHBIE KHUKKH, KOTOPBIE CKPEIIAETCSI OTTUCKOM IrepOOoBOM
neyaTtu. B apyrux ciaydasx (pakCHMWIBHOE BOCIIPOU3BEAECHUE OANKUCH HE UCIIONIb3YETCS.

Hcnonp3oBanue  (dakcummie 1mpu  OQOpPMIEHHUH  JOKYMEHTOB  JAPYTUMHU
JOJKHOCTHBIMU JIMLJAMU HE JOIMYCKAETCS.

B uHCTHTYTE UCHONB3YIOTCS 3IEKTPOHHO-UM(POBBIE MOANUCH ISl 0OecredeHus
paboOThl MHCTUTYTa B CHUCTEME DJIEKTPOHHOTO JTOKYMEHTOOOOpOTa TOCYIapCTBEHHBIX
OpraHoOB, YUPEKIACHUN U APYTUX OPTraHU3ALNMN.

[TpaBoM 31€KTPOHHO-IIM(PPOBONM MOANUCH HAAEIEHBL: PEKTOP, MEPBBII MPOPEKTOP,
HaYaJbHUK YIpPaBJICHUs OyXrajaTepcKOro ydera v (PMHAHCOBOI'O KOHTPOJIS, 3aMECTHUTEIb
HayaJIbHUKA YIpaBJIeHUs OyXraJTepckoro ydera M (uHaHCcOBOro KoHTpois. Ilpaso
MCIIOJIb30BaHUs JIEKTPOHHO-IIU(PPOBOI MOANHUCH OPOPMIISIETCS TPUKAZ0OM.

4.3.17. I'pud coriacoBaHusi JOKyMeHTa

B cinydae HE0oOXOOUMOCTHM AOKYMEHTHI (IIPOEKTHI JOKYMEHTOB) JIOJKHBI OBITh
COTJIACOBAaHBI.

I'pud cornacoBaHusi JOKyMEHTa IMPUMEHSAETCS JId OLIEHKU LeJIeco00pa3HOCTH
MOATOTOBKM JOKYMEHTa, €ro OOOCHOBAHHOCTH, COOTBETCTBHSI 3aKOHOJIATEIbCTBY
Poccniickoit @enepanyy 1 HHBIM HOPMATHBHBIM ITPABOBBIM AKTAM.

CorracoBanue JOKyMEHTa OCYILECTBIISIETCS:

- C BBILIECTOSAIIMMH OPraHaMH B CITy4dasx, IPELyCMOTPEHHBIX 3aKOHOAATEIbCTBOM;

- ¢ (enepanbHBIMU OpraHaMH MCIIOJHUTEIBHOW BIACTH, HHTEPECHl KOTOPBIX
3aTparuBaeT CoJepKaHUE TOKYMEHTA;

- C IOJDKHOCTHBIMU JIMLaMU (eiepaibHbIX OPraHOB MUCIIOHUTEIbHOM BIIACTH;

- [IpM  HEOOXOJMMOCTH C OpraHamH, OCYUIECTBIISIOIIMMU TOCYIapCTBEHHbBIN
BHEBEJIOMCTBEHHBI KOHTPOJIb (HAA30p) B OMNpPENENeHHON o001acTH (9KOJOTUYECKUM,
MOXKAPHBIN U T. 11.), C 00IIECTBEHHBIMU OpTaHU3aIUSIMHU.

I'pud cornmacoanusi cocrout u3z ciosa «COI'JTACOBAHO», nomxHOCTH nula, €
KOTOPBIM TIPOBOJUTCS COTJIACOBAaHUE TIOKyMEHTa (BKJIFOYass HAMMEHOBAHUE OpPTraHU3allHH),
€ro JIMYHOM TMOJNUCH, pacM(PpOBKM MNOANUCH (MHUIMUANOB, (aMUIUU) U AaThl
cornacoBanusi. CinoBo «COI'JTACOBAHO» mneudaraercs 0e3 KaBblU€K IPOMHCHBIMU
OyKBaMu, OTZIETSETCA OT HAMMEHOBAHUS JOHKHOCTHU 1,5 MEXKCTPOUHBIM HHTEPBAJIOM.
Hanpuwmep:

COI''TACOBAHO

Hauansuux

ynpasieHus ['OIIb nu UC

agMuHHACTpanuu r. Opcka
O.U. IletpoB

Tloamuce

24.04.2012
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Ecin cormacoBaHMe OCYLIECTBISIETCS MHCbMOM, IIPOTOKOJIOM M JAp. TIpud
COIJIACOBAHUS JTOKYMEHTa 0(hOPMIISIIOT IO ciieayromeil popme:
Hanpumep:

COI''TACOBAHO

[TpoTokon OK

Opckoro ryMaHuTapHoO-
TEXHOJOTUYECKOTO UHCTUTYTA
(pummama) OI'Y

ot 16.03.2012 No 7

['pud cornmacoBanus pacrmonaraercs HIbke pekBu3uTa «Iloammuce» B 1€BOM HIDKHEM
nosie JokyMeHTa. Ecnu rpudoB 1Ba 0HHM pacmoiararoTcsi Ha OJJHOM YpOBHE, IpH O0JIbIlieM
KOJIMYECTBE OHHM PACIIOJIATAOTCS Ha OJHOM YPOBHE JAPYT MPOTHB JPyra BEPTHKATHLHBIMH
psnamu. Eciam JOKyMEHT, TPOXOMSIINNA CTaIUI0 COTJIACOBAHUS, UMEET TUTYJbHBIN JIUCT,
rpudbl COrIACOBAHMS PACMOJIAralOTCS B HIDKHEH 4YacTU THUTYJIBHOTO JIMCTA CIIpaBa H
cieBa. Ha jokymeHTax, HE WMEIONUX THUTYJIBHOTO JHCTa, TPUBI COTJIACOBaHUS
pacroJiararoT Ha MOCJIETHEM JIUCTE IOKYMEHTa, Ha CBOOOTHOM MECTE MOJ] TEKCTOM.

['pudsr cormacoBanust MOryT o0GOPMIATBCS Ha OTACIBHOM JucTte — «Jlucre
COIJIACOBAHHUA», TPU STOM HA CaMOM JOKYMEHTE (THUTYJIbHOM JIUCTE€) BHHM3Y M Ha
mocienHeld cTpaHuiie HWwke pekBusuta «[loamumcey pemaercs oTrMmeTka: «JIuct
COTJIACOBaHUS TPUIIATaeTCs.

Jluct cornacoBanust oopmIIsIeTCs CIEAYIOIUM 00pa3oM:

JIMCT COI''TACOBAHUA
IIPOEKTA MOJIOKEHUS O COTPYIHUYECTBE

COI''TACOBAHO COI''TACOBAHO
Hauvanbhuk Ynpapnenus Jupexrop
00pa3oBaHUs AIMUHUCTPAIIUU MOY mxkomnel-rumaaszum Ne 1
r. Opcka r. Opcka
A.N. Cupnopos A.B. Ilerpos
TToamnuce ITonnuce
25.04.2012 25.04.2012

B TroCymapcTBEHHBIX CTaHIAPTAX, PETIAMEHTHPYIOIIUX MOPSIOK O(OPMIICHHUS
JOKYMEHTOB JPYTUX CHCTEM, TpU( COTJIaCOBAaHHS MOXET pacIojiaratbCs B JIEBOM
BEPXHEM YIJIy THUTYJIBHOTO JHCTa JOKyMeHTa (Tpu O(QOPMIICHHH OT4YeTa O HAYYHO-
HCCIIeIOBATEIIbCKOM paboTe u ap.).

4.3.18. Bu3ssbl coriiacopaHusi I0KYMEeHTOB

CornacoBanue AoKyMeHTa ogopmisieTcs BU30M Ha JoKyMmeHTe. BusupoBanue
HOPOBOJUTCS TPU HEOOXOAMMOCTH OLEHKM MJIM OOOCHOBAHHOCTH JIOKyMEHTa W
COOTBETCTBUS €T0 MTPABOBBIM aKTaM M PaHee MPUHSATHIM PELICHUSM.
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IIpeacraBnsiemMple  Ha  HOANUCH  JOKYMEHTBl  BU3UPYIOTCA  HCIIOJIHHUTENIEM
(OTBETCTBEHHBIM HCIOJHUTEIEM).

Bu3a BkirouaeT B ce0s HAMMEHOBAHUE JOJKHOCTH JIMLA, BU3UPYIOIIETO JOKYMEHT,
JUYHYIO TIOJIMTUCH, paCIIU(PPOBKY MOAMUCH (MHUIHAIIBI, (paMUITisl) U JaTy MOMUCAHHUS.
Hanpumep:

HavanbHHK IOpUIAYECKOTO OTAENA
H.A. IlerpoBa

IMonmnuce

24.04.2012

[Ipy HanuuuK 3aMedaHuil K MPOEKTY JOKyMEHTa BU3Y OGMOPMIISIOT CIEAYIOIIUM
obpazom.
Hanpuwmep:
3amMevaHus MpUararoTcs
HavyanbHUK I0pUIUYECKOTO OTIea
H.A. ITerpoBa

IMonmnuce

26.04.2012
WIH

CormnaceH ¢ yueToM 3aME€UaHui
HavanpHuk oTnena kagpos
A.Il. iBanoBa

IMonnuce

26.04.2012

3aMeuaHusi BHOCSATCS HENOCPEJCTBEHHO B TMPEACTABICHHBIA Ha BHU3MpPOBaHUE
MPOEKT JOKYMEHTa WM OQPOPMIISIOTCS Ha OTJIEIBHOM JIUCTE OyMaru.

Hcxopsmue AOKYMEHThl BHM3UPYIOTCS Ha OK3EMIULIpE, OCTarouiemMcs B Jieje
OpraHM3ally, BHYTPEHHUE JOKYMEHTBl BUBHPYIOTCS Ha IEPBOM IK3EMILISIPE.

[TpoekT JOKyMeHTa B 3aBUCMMOCTH OT BHJIa JOKYMEHTa BU3UPYIOT:

- IPOPEKTOP UHCTUTYTA, KYPUPYIOUIHNI MOApa3ieiIeHHE;

- PYKOBOIMTEINb TOpa3AeiieHus, B KOTOPOM TOJTOTOBIICH JOKYMEHT;

- PYKOBOJHUTENN 3aNHTEPECOBAHHBIX MOAPA3ICICHHUIA;

- pyKOBOAMTENM (UHAHCOBBIX U JKOHOMHYECKHX CIyk 0, €ciau 3TOro Tpedyer
CoJiepKaHue TOKYMEHTA,

- IopucCT (ropuaudeckas ciyx0a), eciu HeoOXoauMa TIIpaBOBas dSKCIIEPTU3A
JTOKYMEHTA.

4.3.19. OTTHCK NIeYaTn

OTTHCK TIeyaTd 3aBepsieT TMOJIMHHOCTh TMOANMUCH JIOJDKHOCTHOTO JIMIla Ha
JOKYMEHTaX, YAOCTOBEPSIOMIUX TpaBa JHI]; (QUKCUPYIOMUX (DAKThI, CBSI3aHHBIE C
(DMHAHCOBBIMU CpEACTBAMU; a TaKKE€ Ha WHBIX JOKYMEHTax MpPeayCMaTPUBAIOIINX
3aBEpEHUE TMOMJIMHHOCTH TOJAMMUCHU: MOJIOKEHHUSX, JIOBEPEHHOCTSIX, JIOrOBOpAX,
YAOCTOBEPEHUSAX U JP.
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OTTHUCK MeyYaTy CTaBUTCS Ha CBOOOAHOM OT TE€KCTa MECTE, HE 3aXBaThIBasi JTUYHOU
MOJINKUCU JOJDKHOCTHOrO Jmna. llewatb MoOXeT 3axBaThlBaTh 4YacTh HAWMEHOBAHUS
JOJ>KHOCTH JIIIA, MOANUCABIIErO JOKYMEHT.

HenonmyctuM ciaumkoM TryCcTOM WM CIUIIKOM OJEAHBIM OTTUCK Te4aTH Ha
JTOKYMEHTE, a TAK)KE€ OTTUCK C YACTHYHO OTCYTCTBYIOITUM HU300PKCHHUEM.

Ottuck mewatu ¢ wu3o0paxxkenueM [ocynmapctBeHHoro repba Poccuiickoit
@denepanu  CTaBUTCA Ha JOKYMEHTaX, TpeOyrommx o0co00ro yJIOCTOBEPEHUSI UX
nogmuHHOCTH ([Tprmoxenue Ne 36).

B nmokymenTtax, oO(QOpPMIICEHHBIX Ha OCHOBaHMM YHUQPUIUPOBAHHBIX (HoOpM
(punaHCcOBBIE, OyXraJlTepCcKUe, OTYETHBIE JOKYMEHTHI), I€YaTh NPOCTABIsAETCA Ha
CIeIMaIbHO OTBEJEHHOM MecTe, oOo3HaueHHOM «M.IL» 6e3 3axBaTa HaMMEHOBaHUS
JOJKHOCTH U TOJITHUCH.

4.3.20. OT™MeTKa 0 3aBepeHUM KONUU

Jlis CBUAETENBCTBOBAHUSI BEPHOCTU KOMHUH (KCEPOKOIMH, BBIITUCKU U3 TOKYMEHTA)
NOJUTMHHUKY OJIHOCTPAHUYHOTO JIOKYMEHTa (KCEPOKOIUH, BBIIUCKU U3 JOKYMEHTA) HUXKE
pexkBusuta «lloamuce» wiMm Ha CBOOOJHOM MECT€ HHXKE TEKCTa MPOCTABISIIOT
3aBepUTENIbHYI0  Haanuch «Komusi BepHa»;, HaMMEHOBaHWE  JIOJDKHOCTH  JIMIIA,
3aBEPUBIIETO KOIHUIO; JUYHYIO MOJANUCH; paclin(pOBKY MOANUCH (MHULUAIbI, (DAMUIIHIO);
JaTy 3aBepeHusd; neyaTh (IIpU MPEAOCTABICHUN KONMWHU WJIM BBINUCKU W3 JOKYMEHTa B
OpYTyro opranu3anuio). OTMETKa O 3aBEPEHUN KOIMUHU MOXKET MPOCTABIISITHCS C TIOMOLIBIO
mTamia.
Hanpumep:

Komnus BepHa
Cexperapb pyKOBOAUTENS
ITerpoBa A.A.

ITonnuce

27.04.2012

IIpn 3aBepeHMM KOIMH MHOTI'OCTPAHMYHOI'O JOKYMEHTA JIUCTHI IPOILIMBAIOTCS WIIU
ckpersaoTes. Ha 000poTHOIM cTOpOHE MPOIIMBKU MM KPEIJICHUS HAKJIEUBAETCS JIUCT
Oymaru, Ha KOTOPOM YKAa3bIBalOTCS KOJMYECTBO MPOLIMTHIX JHCTOB; HAaWMEHOBaHHE
JIOJDKHOCTH JIMIIA, 3aBEPUBILErO KOIHWIO; JIMYHYIO TOJIMUCH; paciiu(poBKy MOIMUCH
(vHUIMANBI, (QamMuInio); naTy 3aBepeHwus; medyaTh. [leuaTh MODKHA 3aXxBaThIBATh 4YacTh
HAaUMEHOBAaHUE JOHDKHOCTH U 000POTHYIO CTOPOHY MOCIIETHETO JIUCTA KOTIHH.

Komms nokymMeHTa BOCHPOM3BOIUTCS C HMCIIOJIB30BAHUEM OPITEXHUKH, IPU OTOM
TEKCT JOKYMEHTa MeperneyaThiBaeTCsl MOJHOCTBIO, BKIIIOUas 3eMeHThl Onanka. Konuum
JOKYMEHTOB 3aBEPSIOTCA MEYATHIO, ONMPEAEISIEMOM JTOKAIbHBIM aKTOM UHCTUTYTA.

NHCTUTYT MOXET BblAABaTh KOMHHU TOJBKO TE€X JTOKYMEHTOB, KOTOpPHIE CO3JaHbI B
MPOLIECCE €r0 JEATENBHOCTH. 3alpeuiacTcs CBUIETEIbCTBOBAHUE BEPHOCTU KONUU
MacropTa, 3aMEHSIOIIUX ero TOKYMEHTOB, BOEHHOT0 OMJIEeTa, CIIy>KEOHBIX YIOCTOBEPEHH.

He mnoanexaT CBUAETEIBCTBOBAHUIO KOMUU JOKYMEHTOB, HMMEIOIIMX HESICHBIN
TEKCT, IOAYUCTKN U NHBIE HEOTOBOPEHHBIE UCIIPABIICHHUS.
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4.3.21. OT™MeTKa 00 HCIIOJIHUTEIE

OtmeTrka 00 MCHOJHUTENE NPOCTABIAECTCS HA OTHPABISIEMBIX JIOKYMEHTax,
BKJIIOYAeT B ce0s WHUIMAIbl M (aMWINI0O HCIHOJIHHUTENS JOKYMEHTa U €ro Homepa
tenedoHa.

OTMeTKy 00 HWCHOJHUTENIE pachojaraloT Ha JIMIEBONH WM OOOpPOTHON CTOpOHE
MOCJICAHETO JTUCTAa TOKYMEHTA B JIEBOM HU)KHEM YTy, nedartaercs mpudrom Ne 12.
Hanpumep:

JLE. JlockyToBa
8 (3537) 23-55-86

NN

JlockyTtoBa
Jlapuca EBrenbeBHa
8 (3537) 23-55-86

Ha pgokyMeHTe, NOATrOTOBICHHOM MO TNOPYYEHUIO PYKOBOAMUTENS TIPYIIION
HCHOHHHTGHGﬁ, B OTMETKE 00 HCIOJIHUTENE YKa3bIBACTCA q)aMI/IJII/ISI OCHOBHOI'O
HUCITOJTHUTCIIA.

OrMeTKa 00 HCHOJIHHUTENE MOXKET JOIIOJIHATBCA  YKA3aHUCM  JOJDKHOCTH
HCIIOJHHUTCIIA C YKAa3aHUCM IIOAPA3ACIICHUA, paCIHH(bPOBKOﬁ HMHHUIINAJIOB.

I[aHHBIﬁ PCKBU3UT IIPCAIIOJaracT BO3MOKHOCTb 06paTHOﬁ CBs3H, 06pameHH;1 K
JOJDKHOCTHOMY Jquny, IMOATOTOBHUBIICMY HOKYMCHT, C I CJIBIO IMOJIyUCHUA
JOTIOJIHUTEJIbHOW MH(pOPMAIIMX, YTOUYHCHHS OTIICIbHBIX MO3UIIUNA JoKyMeHTa. [loaTomy B
JAHHOM PEKBHU3HUTE YKa3bIBAlOT HMEHHO COTPYIHWKA, KOTOPBIA TOTOBUJ MPOEKT
HCXOOAIICTO JOKYMCHTA, 4 HC IIPOCTO I€4YaTall €ro TCKCT.

B kadecTBe HCHOJHUTENEH BBICTYNAIOT TOJBKO MPOPEKTOPHI M PYKOBOIWUTEIH
MOJpa3ACICHUN.

4.3.22. OT™MeTKa 00 UCIIOJTHEHUH IOKYMEHTA U HANIPABJIEHUH €ro B /1eJ10

JlaHHBIN PEKBU3HUT BKJIIOYAeT B CeOsl CCBUIKY Ha JaTy W HOMEpP JIOKYMEHTa,
CBUICTENHCTBYIOMET0 00 €ro WCHOJHEHHWH, WJIA TPU OTCYTCTBUM TaKOTO JOKyMEHTa
KpaTkue cBeleHus o0 ucnoiHeHun (Hampumep: «[lan orBer mo Tenedony 21-35-53 B
16:00). 3arem nmmyT cioBa «B nemno», HOMep jaena, B KOTOPOM OYIET XpPaHUTHCA
WCIIOJTHEHHBIA JIOKYMEHT, TOJIUCh UCIOJHUTENS WIH PYKOBOJMTEINS MOApPA3ICICHUs, B
KOTOPOM HUCITOJIHEH TOKYMEHT, Aata. OTMeTKa pa3MelaeTcs B JICBOM YaCTH HUKHETO TTOJIS
MEPBOro JUCTA JOKYMEHTA.
Hanpuwmep:

OtnpasieH ¢akc

20.10.2012

B nemo Ne 01-08

Tloamuce

20.10.2012

4.3.23. OT™MeTKa 0 MOCTYIVIEHUH JOKYMEHTOB
OTMmeTKa 0 MOCTYIIEHUH JOKyMEHTa GUKCUpYeT (akT U aTy npuema JOKyMEeHTa B
MHCTHUTYT, MPOCTaBIseTCs B LEesaX ydeTa. COOepKUT ovYepeaHON MOPSAKOBBIA HOMEP U



32

JaTy MOCTYIUIEHUS JOKyMeHTa (Ipu HEOOXOJIMMOCTH — BpeMs MOCTYIUICHUSI — 4achl U
MUHYTBI). OTMETKa O TOCTYIUICHMH MPOCTABISETCS B OTHENE JOKYMEHTAIMOHHOTO
oOecrieyeHuss U KOHTPOJISI MCIOJHEHHSI JOKYMEHTOB B HMKHEM IMPAaBOM YIy HEPBOIO
JIUCTA JOKYMEHTA C MTOMOILBIO IITaMIIA:

I[TOJIYUEHO
Opckuil ryMaHUTapHO-TEXHOJIOTHUECKUI
uHCTUTYT (rman) OI'Y
Bx. Ne

20 I.

I[aTa N HOMCPp IIOCTYIUICHUA JOKYMCHTA MBJIAIOTCA BaXXHBIMKW ITOHMCKOBBIMH
IMPpU3HAKaMH. C AaTbl IMOCTYINNICHUS OTCUHHUTBIBACTCA CPOK HMCIIOJIHCHUA ITOCTYIIUBIICTO
JOKYMCHTA, CCJIN B PC30JIIOIUHU PYKOBOAUTCIIA OH HC YKa3aH.

4.3.24. UnenTuuraTop 31eKTPOHHOI KONMHU JOKYMEHTA

UnentudukatopoM  SIEKTPOHHOM  KOMHMM  JOKyMEHTa  SIBJISIETCS  OTMETKa
(KOJIOHTHUTYJT), TPOCTaBJisieMasl B JICBOM HIDKHEM YTy KaKJIOW CTpaHHIE JOKYMEHTa U
coJiepkalasi HauMeHoBaHue (¢aiiia Ha MAIIMHHOM HOCHTEIe, 1aTy U JPYTUe MOUCKOBBIE
JTaHHBIE.

5. Oco0eHHOCTH NOATOTOBKH M 0()OPMJICHUS OTAEJIbHBIX BUI0B JOKYMEHTOB

JIOKyMEHTHUPOBAaHKE YIIPABICHUYCCKON ACATEIHPHOCTH 3aKJIIOYaeTcs B (DUKCAIUU U
ohopMIICHUM  HEOOXOAMMOW  JUIsi  OCYIICCTBIEHUSI  YIPaBIECHYECKUX  JCHCTBUI
uHopmalmu Ha Oymare Wju JPYTUX HOCHUTENSAX 0 YCTAHOBJICHHBIM INpaBHIIaM, T. €. B
CO3/IaHUU YIIPABIEHYECKUX JTOKYMEHTOB.

VYrpaBneHYeCKue JTOKYMEHTBI, TMOATOTOBJICHHBIC B TOJpa3/ICICHUSX WHCTUTYTA,
JOJKHBI OBITh KPAaTKUMH, SICHBIMH TIO COJIEP)KaHHIO, BCECTOPOHHE OOOCHOBAHHBIMU,
OTPEaKTUPOBAHHBIMH W, TIPU  HEOOXOAMMOCTH, COIJIACOBAHHBIMU CO  BCEMHU
3aMHTEPECOBAHHBIMU TOPA3ACICHUSIMH, JODKHOCTHBIMU JIMIIAMH, OpraHaMH BJIACTH U
VOpaBJICHHS, OpraHu3ausIMu. TeKCThl JOKYMEHTOB HE JIOJDKHBI JOMYCKAaTh Pa3IMYHbIX
TOJIKOBAaHUM Y MPOTUBOPEUYUTH JIEHUCTBYIOLIEMY 3aKOHOAATEIILCTBY.

Kaxapiii CcOTpyOHHMK WHCTUTYTa HEIMOCPEJICTBEHHO OTBEYaeT 3a KadeCTBO
MOATOTOBKA  JOKYMEHTOB. OTBETCTBEHHOCTh 3a HEKAYCCTBEHHYIO  ITOJTOTOBKY
JOKYMEHTOB, HEIOCTOBEPHOCTh COJCPIKAIIMXCS B HUX CBEJACHUN BO3jaraeTcs Ha JIWII,
MOJATOTOBUBIINX, 3aBU3UPOBABIINX M IMOITUCABITNX JTOKYMEHTHI.

5.1. Ilpuxa3spl, pacnopsxeHust

5.1.1. ITopsiiok MOATOTOBKHU NMPHKa30B (pacnopsikeHui)

5.1.1.1. B coorBercTBHM C JCHCTBYIOLUIMM 3aKOHOAATENBCTBOM Poccuiickoil
@denepallii M KOMIIETEHIIMEH MHCTUTYT U3JaeT CJCAYIONIME pPACIOpPSAUTEIbHbIE
JOKYMEHTBI: IPUKA3bl U PACTIOPSKEHUSI.



33

5.1.1.2. [lpuka3 — JOKAJIbHBIA HOPMATUBHBIA aKT, W3AaBaeMbIi U PEIICHUS
OCHOBHBIX M OIEPATUBHBIX 3a/1a4, CTOSIIHUX NEPET NHCTUTYTOM.

PacnopsizxeHue — paciopsiAUTENBHBIN JOKYMEHT, W34aBA€MbId IMPEUMYILECTBEHHO
I10 OTNIEPATUBHBIM BOIIPOCAM, OXBATBIBAIOIINM Y3KUN KPYT UCIIOJIHUTENEH, HE COEepKALUN
MIPEANMCAHUN HOCSIIMX HOPMATUBHBIN XapaKTep.

5.1.1.3. [Ipuka3zsl (pacnopsiKeHHsI) MO OCHOBHOW JESATENBHOCTH COCTABIISIIOTCS Ha
OCHOBE TILATEJIBLHOTO M BCECTOPOHHETO HM3YyYEHHsI BOIPOCOB, TPEOYIOUIUX pa3pellICHUs,
4TOOBI CcoepKalrecss B MpuKa3ax (pacrnopsHKeHHUSIX) MOPYYCHUs] ObUTM KOHKPETHBIMH U
peanbHbIMH,  OOECIEUMBAIMCH  JOCTAaTOYHBIMU  MAaTE€PUAIbHO-TEXHUYECKUMU U
(bMHAHCOBBIMU CPEICTBAMM U B JAJIbHEUIIIEM UCKIIIOYAIU HEOOXO0IUMOCTh KOPPEKTUPOBKHU
NPUHATBHIX PEIICHUN B CBSI3M C HEMOJHOTOW WJIM HENOpaOOTKOM MpEeIbIIyIIero Mnpukas3a
(pacriopsikeHus ).

5.1.1.4. OdopmiieHuto NMprUKa3zaMu MOAJIEHKAT:

- IOBEJICHUE 10 CBEJICHUS Pa0OTHUKOB HMHCTUTyTa W BBEJIEHUE B JCIHCTBHE
MPUKA30B, YKa3aHUU yHUBepcuTeTa, MHUHHCTEpCTBa 00pa3oBaHus U Hayku Poccuiickoit
Oenepanuy,

- peuieHusT U MOPYYEHUsS PYKOBOJICTBA, CBSI3aHHBIE C OpraHu3anued padoThl,
MOPSIIKOM JI€SITEIbHOCTH MHCTUTYTA U IPYTUMHU OCHOBHBIMU BONPOCAMHU JI€ATEIBHOCTH,
MMEIOIINE MMOCTOSIHHBIA XapaKTep U 00s13aTeIbHbIE K UCIIOJHEHUIO;

- YTBEPK/ICHHE U BBEJCHUE B JEHCTBUE MOJOXKEHUHN, TPaBUI, MHCTPYKLIUNA U IPYTUX
JOKYMEHTOB, @ IIPU HEOOXOAMMOCTH, PELIEHUE BOIPOCOB MO MPOBEACHUIO ONPEACIEHHBIX
OpraHU3alMOHHBIX MEPONIPUSATHI, CBSI3aHHBIX C BBEACHUEM 3THX JOKYMEHTOB;

- BOIIPOCHI PEOPraHU3aly, CO30aHus, JINKBU AL [TOIPA3/ICIECHUN HHCTUTYTA;

- 00BSBIICHUE PE3YNIHTATOB POBEPOK U PEBU3UH;

- mpueM Ha paboTy, MePeBOJ] Ha APYTyI0 padoTy, YBOJIbHEHHE PAOOTHUKOB, OTITYCK,
KOMaHIMPOBAaHHUE;

- IpUEM, BOCCTAHOBJICHHME, II€PEBOJ, OTYMCICHHE M JPYrH€ NEPEMEIICHHUS
CTYJICHTOB, ACIHMPAHTOB, COMCKATENIeH, clyliareiaed KypcoB, OOydaromMxcs ydeOHo-
KypCOBOTO LIEHTPA;

- IOOIIpPeHNEe pabOTHUKOB, CTYJEHTOB U HAJIOXKEHUE NUCIMIUIMHAPHBIX B3bICKAHU,
ApYTrUe KaapOoBble BOIPOCHI;

- IPOTOKOJIbHBIE PEIIEHUs KOJUIETUAIbHBIX OPTraHOB.

5.1.1.5. B WHCTUTYyTE U3IAIOTCS CIAEAYIONINE MPUKA3HI:

-1I0 OCHOBHOW  JIeATENbHOCTH  (BOMPOCHI  (DMHAHCOBOM,  XO3SHCTBEHHOMN
JesITeIbHOCTH, OTYETHOCTH, OpraHu3aluu padoTsl U Ap.). Cpok XpaHEHHs MPUKA30B —
nocrostaubli (ITpunoxkenue Ne 18);

- [0 JMYHOMY COCTaBy (JABMIKEHHE KaJIpOBOIO COCTaBa: IPHEM, YBOJIbHEHHE,
Ha3Ha4YeHHe, OCBOOOKIEHHE, MPEMUPOBAHUE U [p.), KOTOPHIE COJEpXKaT JHUIIb
pacropsauTeabHyio 4acth. Cpok xpanenus npukaszoB — 75 yet ([Ipunoxenue Ne 20);

- 0 MIPEAOCTABIIEHUN OTITYCKOB, KOMaHAMPOBAHNUHU (BBIE3/bI 110 NMPOU3BOIACTBEHHOMN
HeoOoxoaumoctn) (I[punoxenue Ne 5).

5.1.1.6. [TpoekTbl npHKa30B (pacHopsoKEHUH) 10 OCHOBHOW  JIEATEIBHOCTH
pa3pabaThIBalOTCA MPOPEKTOPAMH, PYKOBOJUTEISIMHU MOAPA3ACICHUA O MOPYYECHUSIM
peKTopa HHCTUTyTa WJIM B COOTBETCTBUM C (YHKUMSIMH, TPETyCMOTPEHHBIMU
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MOJIOKEHUSIMU O TOJPA3IACICHUSIX M JOJKHOCTHBIMU OOS3aHHOCTSIMU TPOPEKTOPOB U
PYKOBOAUTENEH MOIPA3AECICHUM.

5.1.1.7. Kortposb 3a MPaBWIBHOCTHIO OQGOPMIICHHS TIPOCKTOB  IPHUKA30B
(pacropskeHHI) TI0 OCHOBHOM JISATEIBHOCTH OCyIecTBIA0T padbotarkn OJJOKM/I.

[Tpukasbl (pacriopspKeHHUS) IO OCHOBHOW JIEATEIBHOCTH JOBOIATCS PabOTHHKAMHU
OAOKU/ no cBeneHUs: UCIOJHUTEIEH MO SJIEKTPOHHOW MOYTE B COOTBETCTBUM C
uHCTpyKIMen «O mnopsanke padoT C MNporpaMMHOM cucTeMor «PacnopsiurenbHble
JOKYMEHTBI YHUBEPCUTETA», YTBEPKICHHOM MpUKa3oM pekropa uactutyra ot 07.09.2011
No 88. B ciyyae ecnu HCIOJTHUTENEM SIBISETCS HE PYKOBOAMUTENb MOAPA3ACICHUS, a
NOJIYMHEHHBIN eMy pabOTHUK, MPHUKa3 J0 CBEJEHUs PabOTHUKA TOBOAUT PYKOBOJIUTEIH
noapasaeneHus. byMakHble KOMUKM U3TOTABIMBAIOTCS U BPYUYAIOTCS TOJIBKO MO YKAa3aHUIO
pPEKTOpa, MPOPEKTOPOB UHCTUTYTA.

[Mpuka3pl (pacrmopspKeHHs)) IO OCHOBHOM JICATCIIBHOCTH PETHCTPUPYIOTCS B
OAOKHM/I.

5.1.1.8. [loaroTOBKY M COTJIACOBAaHWE IMPOCKTOB IMPHUKA30B MO JUYHOMY COCTaBY
Pa0OTHUKOB MHCTUTYTA OCYILIECTBISET OTJET KaJpOoB, HA OCHOBAaHWU COOTBETCTBYIOIINX
npeacraBieHnii.  OTBETCTBEHHOCTh  3a  COONIOJeHHE  TpeOOBaHMM  TPYJOBOIO
3akoHoAaTenbcTBa Poccuiickoit deaepalun ¥ HOPMATUBHBIX aKTOB, PEryJIUPYIOMIUX
TPYAOBBIC OTHOIIEHUS, TPU U3IaHUM KAJPOBBIX MPUKA30B BO3JIAraeTcs Ha OTIEN KaJIpoB.
[Ipukaspl MO KaApOBBIM BOIpPOCAM PETHCTPUPYIOTCS B otTnene kajapoB. Ilpu uzganuu
MPUKA30B 10 JIMYHOMY COCTaBy pabOTHHKOB UCIIOJIB3YIOTCSl TUIIOBBIE  (HOPMBI
YuudunmpoBaHHON CHCTEMBbl TIEPBUYHOW YUYETHOM JIOKYMEHTAIlMW, YTBEPKICHHBIC
ITocranosnennem ['ockomcrara Poccun ot 05.01.2004 Ne 1.

5.1.1.9. TloaroToBKY M COTJIaCOBaHHUE MPOEKTOB MPHUKA30B MO JUYHOMY COCTaBY
CTYJIEHTOB; CJIylIaTeNe KypcoB; oOy4aronuxcsi B yaeOHO-KypCOBOM IIEHTPE; CTYACHTOB,
ciaymatenei  (axkynpTeTa  TOBBINICHUS — KBAIM(PHUKAUA W TMEPENOATOTOBKU
JTUTUIOMUPOBAHHBIX CIIEIUATUCTOB OCYIIECTBISIET Y4YE€OHBIM OTIEd Ha OCHOBAHHH
COOTBETCTBYIOIIMX TMpencTaBieHu. [Ipukaszbpl perucTpupyrorcss B y4eOHOM OTHEIe
(ITpwnoskerne Ne 21). Tlpu wW3maHUW TPHKA30B 10 JIMYHOMY COCTaBY CTYJICHTOB
WCIIONB3YETCSl MHCTPYKIUS O MOpsSAKe O(QopMIICeHHS] MNPUKA30B MO JIMYHOMY COCTaBY
CTYZIEHTOB, YTBEPKJICHHAs MIPUKa30M pekropa yHusepcurera ot 17.06.2008 Ne 198.

5.1.1.10. IToaroTOBKY M COIJIaCOBAaHHWE MPOEKTOB MPUKA30B IO JUYHOMY COCTaBY
aCIIUpaHTOB W COMCKAaTelel OCyIIEeCTBISAET OTAEN AacHUpaHTypbl Ha OCHOBAaHUU
COOTBETCTBYIOIIMX TNpeAcTaBieHuid. [Ipuka3pl MO JHMYHOMY COCTaBy AaclHUpPaHTOB U
COMCKATEJIEW peruCTpUPYIOTCS B OT/IEJNI€ aCIUPAHTYPHI.

5.1.1.11. [Ipu cocraBiieHNH MPOEKTa MPHKa3a (PaCOPSHKEHUS) HEOOXOANMO:

- COrJIaCOBBIBATh €ro COJEpKaHUE C paHEee HU3IAHHBIMU IO JAHHOMY BOIPOCY
JOKyMEHTaMH BO M30€KaHKE IIOBTOPSHUI WIIM TPOTUBOPEUHIA;

- U3JaraTh TEKCT KPaTKO, MOCJIEeI0BAaTENbHO, YETKO, HE JOMYCKasi BO3MOXHOCTH €T0
JIBOSIKOTO TOJIKOBAHHSI;

- YKa3bIBaTh KOHKPETHBIX UCIIOTHUTEJIeH npuKasa (pacniopspkeHust),
NOApPA3AECIEHUE W JOJDKHOCTHOE JIMIO, Ha KOTOPOE BO3JIAraercs KOHTPOJb 3a
UCIIOJIHEHHUEM TpHUKa3a (pacrnopsbKeHus1), peaibHble CPOKU UCIIOJIHEHUS MOPYUYEHUH;
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- obecrieunBaTh ~ IOPUAMYECKH  MpaBWIbHOE  (OJHO3HAYHOE)  HAIMCaHUE
YIOMUHAEMBIX B HEM HAaWMEHOBAaHWW BEJAOMCTB, NPEANPHUATHH, OpTaHU3ALNU,
YUpeKIACHUH, TODKHOCTEH, (haMUITUii, IMEH, OTYECTB;

- COOMI0IaTh  CPOKM  TOATOTOBKM  MPOEKTOB  MPHUKa30B  (paclopsiKeHui),
YCTaHOBJICHHBIE PYKOBOJICTBOM MHCTUTYTA.

5.1.1.12. I3meHeHne TPUKA30B (pacIOpsHKCHHUN) MPOU3BOAMTCS ITYyTEM BHECCHHSI
JOTOJTHEHUH, U3JI0KEHUSI B HOBOM peAaKUUU, MPU3HAHUS YTPATUBIIMMHU CHUITY OTAEIBbHBIX
ITyHKTOB, PA3€JIOB U MPUIOKEHUN K HUM.

5.1.1.13. PykoBojutenu 1O  HAOpaBiICHUSM  JICITCIBHOCTH  BBEPEHHBIX
NOJpa3Ae/ieHul  BIpPaBE HU3JaBaTh PACIOPSIKEHUS, PEryIHpYIOIINE MOPAIOK padOThI
BHYTpU ToApasaeneHuil. Takue pacnopspkeHHs O0O0sI3aTENIbHBI Il UCHOJHEHMS
NOTYMHEHHBIMU PA0OOTHUKAMHU U MOAJIEKAT PETUCTPALMU, YUETY U KOHTPOJIO UCTIOTHEHMUS
10 MECTY UX U3JaHUS.

5.1.2. Odopmiienne npuKka3oB (pacnopsizKeHmii)

5.1.2.1. lpukassr (pactopspkeHus) oGOpMITSIFOTCST HA CIEIMATBHO pa3pabOTaHHBIX
onmankax (IIpunoxenuss Ne4,6) ©  JODKHBI HWMETh  YCTAHOBJICHHBIM  KOMILJICKC
00s3aTeNbHBIX PEKBU3UTOB:

- HaMMeHOBaHue MuHHCTepcTBa 00pa3oBaHus U Hayku Poccuiickoit @enepannu;

- HAMUMEHOBAHNE UHCTUTYTA,

- HAMMEHOBAaHUE BUA IOKYMEHTA, J1aTa;

- pPETUCTPaLlMOHHBIN HOMED;

- 3aT0JIOBOK K TEKCTY;

- TEKCT;

- IIOJIIIUCB;

- BU3bI COIVIACOBAHMS.

5.1.2.2. Tlpukassl (pacriopspkeHus) oQOpMIISIIOTCS Ha OJIaHKaX.

5.1.2.3. Ilpukasel  (pacnopspKeHUsI) HYMEPYIOTCS TOPSAKOBBIMH HOMEpPaMH B
npejenax KajueHaapHoro roxaa. Ilpukasel (pacnopspkeHUs) MO OCHOBHOM JIESATEILHOCTH U
0 JUYHOMY COCTaBy HYMepyloTca oTaenbHo. J[lomyckaeTcss Hymepauus NpHKa30B
(pacnopspkeHuitl) ¢ ApoObIO.

Jlatoii nmpuka3za (pacropsHKSHHS) SIBJISICTCS 1aTa €ro MOIMTUCAHNS.

5.1.2.4. ]lata 1 HOMEp — YyKa3aHHbIE PEKBU3UTHl [E€UATAIOTCA IIEHTPOBAHHBIM
criocoboM. Jlata odopmiseTcs nuGPOBBIM HIIM CIOBECHO-IIM(GPOBBIM CIIOCOOOM: HOMED
COCTOMT U3 3HaKa «No» M MOPSAAKOBOr0 HOMEpa NprKas3a (pacrnopsKeHNs).
Hanpuwmep:

11.03.2012 Ne 3

178105
11 mapTta 2012 1. Ne 3

5.1.2.5. 3aronoBok JOIKEH KPaTKO M TOYHO OTPa)kaTh COJIEPKaHUE TEKCTa MPUKa3a
(pacniopspkeHus).  3arojloBOK TMe4aTaeTcs ¢ NPOMMCHOM OykBbl, mpudrtom Ne 12,
BBIPABHUBACTCS 110 JIEBOW TPAHUIIE TEKCTOBOTO MOJIsI, TOYKA B KOHIIE 3aT0JIOBKA HE CTABUTCA.
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Hampumep:

O Ha3HAYECHUH OTBETCTBEHHBIX
3a JCJIOPOU3BOACTBO

5.1.2.6. Tekectr  mpuka3a  (pacmopspKeHHsI) — OTHAEISIETCS ~ OT  3aroJjioBKa
2-3 oMHApHBIMHA MEKCTPOYHBIMU WHTEPBAIaMU, Tieyataetcs mpudTom pazmepom Ne 14 u
BBIPABHMBAETCA IO JIEBOM U MpaBOi rpaHUIlaM TekcToBoro moisi. [lepsas crpoka ab3ana
HAa4YMHAETCS Ha pacCcTOsAHUM 1,25 cM OT JIE€BOM rpaHULBl TEKCTOBOTO noJjisi. IlepeHocs B
CJIOBAX HE JIEJIAIOTCS.

5.1.2.7. JlomyckaeTcsi yMEHbIICHHNE HHTEPBAJIOB MEXKIY PEKBU3UTAMU «3ar0JIOBOKY,
«TEKCT», «IOJAIMKUCHY TPU HEOOXOIUMOCTH pa3MEIICHUs TeKCTa MpUKaza (pacropsHKeHNUs)
Ha OJHOU CTpaHUIIE.

5.1.2.8. Texct mnpukaza (pacrmopsKEHHs) MOXKET COCTOATh M3 JBYX YaCTCi:
KOHCTaTUPYIONIeH (peaMOyJIibl) U pacopsIUTEIbHOM.

B koHcTatupyromiei yacTu KpaTKo M3JararoTcs el U 3a7auu, (akThl U COOBITHS,
MOCTYXHMBIIIME OCHOBaHMEM [UIs W3JaHus mpukaza (pacnopspkeHus). OHa MOXKET
HauulHaAThCs ciaoBamu: «B coorBeTcTBHM ...», «Bo wucnomHenue ...», «B nmemsax ...»,
«Mdus ...», «B cBs3u ...» u T. 1. Ecin mpukas (pacniopsbkeHue) u3gaercs Ha OCHOBAaHHH
JIPYroro JOKYMEHTa, TO B KOHCTAaTUPYIOIIEH YacTH YKa3bIBa€TCS HaMMEHOBAHUE HTOTO
JOKYMEHTa B POAUTEIILHOM MaJeXKe, €ro aBTOp, 1aTa, HOMEP U 3aroJ0BOK.

PacnopsurenbHas 4acTh MpHUKas3a 3aBEPIIACTCS CIOBOM «II P U K a 3 bl B a I0OY,
pacnopsKeHust — «0 0 1 3 bl B a 10», KOTOpbIE TEYaTaroTcsi 0€3 KaBbIYEK B Pa3psaKy
CTPOYHBIMH OYKBaMU Ha OTJIETBHOM CTpOKe 0€3 OTCTyna OT I'PaHHULIbI JIEBOTO IMOJIS, OCIIEe
KOTOPBIX CTABUTCS IBOCTOYUE.

KoHcTraTupyromass 4acTb MOXKET OTCYTCTBOBaTb, €CJIM MPEANHCHIBAEMBIE B
paclopsiAUTENIbHOM YacTU JIEWCTBHUS HE HYKIAKOTCS B pa3bsiCHEHUH. lIpuka3 B 3ToM
CJlydae HAUMHAETCSI CIOBOM «I1 P M K @ 3 bl B @ 10», PaCIOPSKEHUE — «O0 O 51 3 bI B a 10Y.

5.1.2.9. PacnopsimuTenbHass 4YacTh IMpUKa3a JOJDKHA COJEpXKaTh IEPEUUCIICHHE
MPEANUCHIBAEMBIX JIEUCTBUM C YKA3aHUEM MCIIOJHUTENS KaXAOro ICHUCTBUS U CPOKOB
ucnojgHeHus. TeKCT pacropsAuTEIbHON YaCTH U3JIaraeTcs B MOBEIUTEILHOM HAKJIOHEHUHU
U TOApA3JEiseTcs Ha TMYyHKThl W TOAMYHKTHI, €CJIM MCIOJHEHUE BO3JIaraeTcs Ha
HECKOJIbKUX HMCIOJIHUTEIEH M MperoaraeTcsi BBINOJHEHUE Pa3IMYHBIX M0 XapakTepy
NEeUCTBUU. EcCaM OZHOMY WCIOJHUTENIK IOPYYAETCS HECKOJBKO 3aJaHUM, TO TEKCT
JNEIUTCSs Ha TOANYHKTHI. I[IyHKTBI M TOANMYHKTHI HYMEpPYIOTCS apaOCKuMu LudppamMu
cieayrwomum ob6pazom: 1., 1.1., 1.2., 1.3. ...; 2., 2.1., 2.2... JlelicTBUS OAHOPOIHOTO
XapaKkTepa MOTYT OBITh MEPEYHCIICHBI B OJTHOM ITyHKTE.

5.1.2.10. B kadecTBe WCHOJHUTENCH  YKa3bIBAIOTCA  MOAPA3NCICHUS  WIH
KOHKPETHBIE JOJKHOCTHBIE Jula. Eciu ucnomHuTeneid HECKOIbKO, OTACIbHBIM ITyHKTOM
MOXET OBITh Ha3HA4YCH OTBETCTBCHHBIM WCIIOJHUTENh 33 WCIOJIHEHUE TPHKa3a
(pactiopspkenusi) B 1esioM. B mocienneM myHKTe TpuKasza (pacmopsiKeHUs1) MOKET OBITh
YKa3aHO KOHKPETHOE JOJKHOCTHOE JIMIIO, HA KOTOPOE BO3JIAraeTcsi KOHTPOJIb UCIIOTHEHUS
npukasa (pacnopspkeHust). Eciu ynpaBlieHUeCKOE E€MCTBUE MPEANOJaraeT KOHKPETHOTO
UCIIOJTHUTENSA, COOTBETCTBYIOIINM IYHKT JTOJPKEH HAUMHATHCA C YKa3aHUs JOJDKHOCTH U
(haMuIMKM UCTIOTHUTEINS (MHUIIMAJIBI B TEKCTE CTaBATCS MOCie paMUIIin).
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5.1.2.11. B npukaze o co3JaHUM KOMHUCCHM (paOodeil TpyIIbl) COCTAaB KOMHUCCHUHU
YKa3bIBA€TCS B CIEAYIONIEM MOPSIKE:

- (hamunmst ¥ UHUTIMATIBI, JOJDKHOCTH MPEACeaaTeNss KOMUCCUH JTHO0 PYKOBOIUTEIS
paboueii rpymnmbl;

- hamunmst ¥ MHULMATIBI, TOJDKHOCTH 3aMECTUTENS MpeaceaaTesis KOMUCCHH JTHOO
pykoBomuTens (eciau Ha3Ha4YaeTcs) paboueit rpymibl;

- (hamuHst ¥ MTHUIMAITBI, TIOJDKHOCTD CEKpeTaps (eciin Ha3HavaeTcs ).

Jlanee B andaBUTHOM TOPSJKE TMEPEUUCISIIOTCS WICHBI KOMUCCHHU (pabouei
TPYNIbI) € yKa3aHUEM JIOJKHOCTH.

5.1.2.12. Ecniu mnpuka3 H3MEHsIET, OTMEHSET WM JOMOJIHIET paHee H3JaHHbIN
JOKYMEHT WJIM KaKHe-TO €ro MOJIOKEHUs], TO OJJUH U3 MyHKTOB PACIOPSAUTEIILHON YacTu
TEKCTa JIOJDKEH COJAEpKaTh CChUIKY Ha OTMEHSEMbIH JOKYMEHT (ITyHKT JOKYMEHTa) C
yKa3aHUEM €ro JaThl, HOMEPA U 3ar0J0BKa JOKyMeHTa. TeKCT MyHKTa JOKEH HAUMHATHCS
cinoBami: «[Ipu3HaTh yTpaTUBIINM CUITY...».

5.1.2.13. B mpuka3 (pacmopspkeHHE) HE CciemyeT BKIouaTh MyHKT «lIpukas
(pacniopsbkeHME) JOBECTU A0 CBeAeHus...». [logpasneneHus (JOMAKHOCTHBIE JHUIA) 0
CBEJICHUSI KOTOPBIX JOBOJUTCS TpPHUKA3 (PpaclopsiKEHHUE), MEPEUUCIIIOTCS B yKas3aTese
pacceuiku (IIpmtoskenne Ne 19), KOTOpBIM HCIOJIHHUTEIb TOTOBUT BMECTE C NMPUKA30M
(pacnopspKeHUEM ).

5.1.2.14. Ilognucey COCTOMT M3 HAMMEHOBAHUS IOJKHOCTH JIMIIA, IOIIIMCABIIETO
JOKYMEHT, JJUYHOW TOJMUCH U paciiu@poBKU MOANKUCH (MHULIUATBI, hamuius). [loamnuch
OT TEKCTa OTACNSIETCS 2 OMHAPHBIMU MEXCTPOYHBIMU UHTEPBAJIAMHU.

5.1.2.15. Bu3zbl TOATOTOBUBIIMX U COTJACOBABIIUX TMpUKa3 (pacmopspKeHue),
BKJIFOYAIOT JIOJDKHOCTHM BU3HUPYIOIIUX, JUYHBIC TOAMKUCH, PACIIU(PPOBKY TMOAMKUCEH.
HanMeHnoBaHue OJDKHOCTH TIEYaTaeTCsl OT JIEBOM TPaHUIBI TEKCTOBOTO TOJISl, HHUIUAIIBI
U GamMuiIus — y NpaBOd TpaHUIBI TEKCTOBOTO IOJS, €CIU BHU3UPYIOIIMX HECKOJBKO,
JIOJKHOCTH PaCIioararoTcs APYyT 3a APYyroM uepe3 1 ofuHapHBIN MEKCTPOUHBIA UHTEPBAJ
B TMOCJIEIOBATEILHOCTU, COOTBETCTBYIONIEH 3aHUMAEMOUW JIOKHOCTH, HWHHUIMAIBI U
(dbaMuITMsT BBIPAaBHUBAIOTCS 10 MHUIMAIAM. MECTO pacIiojoKEeHUS BU3 — HIDKE TOJITHACH
yepe3 1 oguHapHbIN MEXCTPOUYHBIM UHTEPBAI.
Hanpumep:

Pexrop ['.A. Menekecos

[IpoekT mprkasza moArOTOBWUII:
ITepBbIiit TpOpEKTOP I'.I1. [ITomoxoBa

OTBETCTBEHHBIN HUCIIOJTHUTEIID.

HauvansHuk oTaena kaapos JL.M. Jlyuko
COTI''TACOBAHO:

IIpopekTop no couanbHOM

U BOCIIMTATEIbHON paboTe JI.B. ITucapenko

HavanpHuK ropuandecKoro oraena B.B. IlankpaToBa



38

5.1.2.16. K nmnpukasy (pacmopspKeHHMIO) MOTYT — HPHJIAratbCs  IOJOXKEHUS,
WHCTPYKITUH, TUTAHBI, CXeMBI, TPa(QUKN U IPYTUE CITYKEOHBIC TOKYMEHTHI, B TEKCTE HA HUX
0053aTENbHO JENAETCsl CChLIKA.

Ecmu k mpukasy (pacmopspKEHHIO) MPUIIATAOTCS MPHIIOKEHUS CHPABOYHOTO HITH
AHATUTHYECKOTO XapakTepa, TO B TEKCTe MpHKa3a (pacropspKeHWs) ITAr0TCS CCBUIKH:
«COTJIACHO TPUJIOKEHUIOY», «corjlacHO npuioxkeHuto Ne 2» umm «(IIpunoxenne Ne 1)» u
HAa TIEPBOM CTpaHUIIC NPUIOXKEHUS B TMPABOM BEPXHEM YIJIy TMHIIETCS CJIOBO
«[IpumosxeHne» 6e3 KaBbIYCK, HIDKE JACTCS CChUIKA HA MpHKa3 (pacnopspKeHUe); X Jary,
Homep. Ilpu HaiMuuum OAHOrO NPWIOKEHUS HOMEP HE CTaBUTCS, NpPU HAIUYUU
HECKOJIBKUX MPUIIOKEHUM OHU HyMepyloTca. B aTom ciydae mpuioxeHue (MpUIoKeHUs)
SBJISIETCSI COCTABHOM YacThlO MpHUKa3a (PacropssKeHHs) U UMEET CKBO3HYIO HYMEpalluio
CTpaHMI] BMECTE C TEKCTOM Tmpukasza (pacnopspkenus). OdopmisieTcss Ha OTIETbHBIX
auctax OyMmaru, 3aroJIOBOK II€4aTaeTcs IEHTPUPOBAHHBIM CIOCOOOM, TMOJYKHUPHBIM
mpuQTOM.

Hanpumep:
[Ipunoxenue Ne 2
K npuka3y Opckoro
TYMaHUTaPHO-TEXHOJIOTUIECKOTO
uHcTuTyTa (prnmana) OI'Y
ot 10.04.2012 Ne 50

Eciu npriioxkeHrneM K NpUKa3y SIBISIETCS YTBEPKIAEMbIA 3TUM MPUKA30M JTOKYMEHT
(moJI0KeHHME, TpaBWIA, HMHCTPYKIMH K T.II.) B TEKCT€ IIPHKa3a BHOCHTCS ITyHKT
«YTBepAWTh MpUIaraeMoc IMOJIOKeHHe (MHCTPYKIHMIO, II€PEYEHB)», MIH OTMETKA
«ITPUWIATAETCS» W HA MEPBOM CTPAHUIIE MPUIIAraéMoro IpaBOBOrO JOKYMEHTa B IPAaBOM
BepxHeM yriry numietcs cioBo «Y TBEPXKJIEHO» 6e3 kaBbluek, HIKE JAaeTCs CChUIKA Ha
MpUKa3, €ro AaTy, HOMeEP.

Hanpumep:
YTBEPXIEHO

IIpukazom pekropa Opckoro
I'YMaHHUTAPHO-TEXHOJIOTHYECKOTO
uHcTuTyTa (prnuana) OI'Y

ot 18.09.2012 Ne 10

B nanHOM ciiyyae HyMepauusi CTpaHUll UAET OTAEIbHO, HAYMHAs CO BTOPOTrO JIUCTA,
B KaXXJIOM YTBEPKJIECHHOM MPABOBOM JOKYMEHTE, T. K. OH SIBISIETCS CaMOCTOSITEIbHBIM
JIOKYMEHTOM.

VYTBepkaaemMble MNPHUKA30M JOKYMEHTHI MOANUCHIBAIOTCS, COIIACOBBIBAIOTCS B
YCTaHOBJICHHOM TOPSIIKE M 00s3aTEIHHO MPUIIATAIOTCS K TIPUKA3Y.

W3nanne BMeCTe ¢ MPUKa3oM (pacropsyKeHHEM) MaTepuajioB, HE OTOBOPEHHBIX B
TEKCTE, HE JOMYCKAETCH.

[Mpunoxenus K mnpukazy (pacmnopsHKCHHIO) — JTOJDKHBI  OBITh  MOJNHCAHBI
PYKOBOJUTENEM TMOJPA3JACICHMS, TOJATOTOBUBIIMM TpHUKa3 (paclopsbikKeHUE), WA €ro
BBILIECTOSIUM PYKOBOJUTEIIEM.
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Ecnu npunoxxenust HocsIT HHGOPMATUBHBIN XapaKkTep U HE MOJMUCHIBAIOTCS, TO OHO
3aKaHYMBAETCS TOPU3OHTAJIBHON YEpTOM, pACHOJIOKEHHOM M0 UEHTPY TEKCTa Ha
paccTosiHUU 3 OIMHAPHBIX MEKCTPOUHBIX HHTEPBAJIOB.

5.1.2.17. OTBETCTBEHHOCTh 3a COJEpXKAHWE W KAa4eCTBO MpHUKasza (pacrnopspKeHUs)
BO3JIAra€TCsi  HAa  PYKOBOJAUTENEH  MOJApa3feNeHHil,  MOJATOTOBHUBIIMX  IPHUKa3
(pactiopsixenne). CorimacoBaHWe MpPOEKTa MpHKasa (paclopsHKEHHs) TMPOBOIMT
OTBETCTBEHHBII HCIHOJHUTEIb WM PYKOBOAMTENb MOAPA3JIEICHUs, pa3padaThIBAIOIINN
MPOEKT JoKymMeHTa. CpoK coriacoBaHHs € KaXIbIM JOJHDKHOCTHBIM JIMIIOM HE JIOJKEH
NpeBbIlIaTh OAWH pabouuii JeHb. Bo3pakeHus, 3amedaHusi, JOMOJHEHUS K MPOEKTY
npukasa (pacmopsDKEHHUS) BHOCATCS  HEMOCPEJACTBEHHO B IPEJACTABJICHHBIA  Ha
BU3UPOBAHUE MPOCKT WM H3JaraloTcsi Ha OTICIbHOM JIUCTE M BMECTE€ C IPOEKTOM
BO3BPAIAIOTCS] UCIIOJHUTENIO U TOJJIEKUT MEepenevyaTke U MOBTOPHOMY COIUIACOBAHHUIO,
€CJIi B IPOLIECCE COTJACOBAHMUS B IPOEKT BHOCITCS W3MEHEHUS NPUHIUIHAIBHOTO
Xapakrepa.

5.1.2.18. TIIpoekTsl TpHKa30B (pacHoOpsDKCHUH) TI0 OCHOBHOW  JESATCIIBHOCTH
MO/JIeXKAT  00S3aTeTbHOMY  BHU3UPOBAHHMIO  IMPOPEKTOPOM WU  PYKOBOAMUTEIEM
MOJPA3/ICICHUs] TIOATOTOBUBIIMM TIpUKa3 (paclopshDKeHHE); COTJIAaCOBAaHUIO —ITyTEM
BU3HPOBAHUS  TMPOPEKTOpaMHU, KYPUPYIOUIMMH  COOTBETCTBYIOIIME  HAaNpaBICHUS
AESTENbHOCTH;, PYKOBOJIUTENISAMUA TMOJAPA3CIeHN, OTBETCTBEHHBIMH 3a HCIIOJIHEHUE
JOKYMEHTA B LIEJIOM; PYKOBOJMTENIEM 3aUHTEPECOBAHHOTO MOJAPA3ACICHUS; HAYaIbHUKOM
IOpUINYECKOTO OTENA.

5.1.2.19. TIlpuka3bl MOAMUCHIBAIOTCS PEKTOPOM, a B €r0 OTCYTCTBHUE — IMPOPEKTOPOM,
HCIIOJTHSIOLIUM O0513aHHOCTH PEKTOpa.

5.1.2.20. Ilpuka3bl (pacrnopspkeHHs) Ha TOAMKUCH PEKTOPY MepeaaeTcs uepes
ceKpeTaps peKTopa.

5.1.2.21. B oTCyTCTBHE pEKTOpa MNpHKa3bl (pacHopsHKEHHUs) 3a €ro MOJIHCHIO
MPUHUMAIOTCSI Ha PETUCTPALIMIO TOJIBKO B TEUEHUE CIIEIYIOIIEro pabodero THs.

5.1.2.22. Tlepen moAmMcaHWeM U COTJIACOBAaHUEM TPABUIBLHOCTH OQGOPMIICHUS
npukasa npoepsoT padbotauku OJOKIM/I.

51.2.23. Tlocne cornacoBaHuss W TOJIMUCAHUS TIPUKA3bl (PACIOPSHKCHUS) 10
OCHOBHOM paesarenbHOCTH peructpupytores B OJOKW/. Perucrpaums npukasza
(pacriopsbkeHHsI) JTOJDKHA TPOBOJUTBCS HE TIO3KE CICAYIOIIEro JHSA TI0CIE €ro
MOAMUCAHUS. He paspemaercs peructpupoBath MNpHUKas3bl (pacHopsDKEHUs) ¢
MPONYIIEHHOW JaTOM BBIMOJHEHUS nopydeHu. OJHOBPEMEHHO ¢ TEKCTOM JOKYMEHTa Ha
oymaxxuom Hocutene B OJIOKU/] mpenocTaBisieTcss 3JIEKTpOHHAS BEpCUs JOKYMEHTa U
yKazareidb pAacChUIKM TMpHUKaza (pacHmopsiKeHHs), COCTaBISIEMbIH  OTBETCTBEHHBIM
HCIIOJTHUTENIEM U TMOANUCAHHBIM PYKOBOJIUTENEM €ro mnoppasnenenus. IIpu orcyTcTBUM
AJIEKTPOHHOM BEPCHM M yKa3aTelssd PacChUIKUA PETUCTpALMsl TOKyMEHTa HE MPOU3BOJIUTCS
(B coorBerTcTBMM C HHCTpyKmmed «O mopsake paboOT ¢ MPOrpaMMHONW CHCTEMOM
«PacniopsinurenbHbIe JOKYMEHTHI YHUBEPCUTETAY).

5.1.2.24. BHeceHre U3MEHEHUH B MOANMCAHHBIN MPUKa3 (pacopsHKEHUE), a TAKKE B
COTJIaCOBaHHBIN MPOEKT JOKYMEHTA HE JIOMYCKaeTCsl.

5.1.2.25. Beinucka u3 npukasa (ITpunoxkenue Ne 22) odopmiisieTcst 1Mo CieayroIM
paBUIIAM:
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- PEKBU3UTHI OJIaHKA OCTAIOTCS MTPEKHUMU;

- HauMeHoBaHue BuAa JokymeHnTa mensierca Ha « BBIIIMCKA 13 [TPUKA3A»;

- KOHCTAaTHPYIOUIasl 4acTh PUKa3a BOCIPOU3BOAUTCS MOJTHOCTHIO;

- U3 paCIOPSIUTENIHOM YacTW YKa3blBa€TCAd TOT IIyHKT, YTO M B IIPHUKa3e,
uH(pOpMaIUs U3 JAHHOTO MyHKTA MEePEMUCHIBACTCS MOTHOCTHIO;

- ocie oQOpMIIEHHE TEKCTa YKa3bIBaeTcs MJOJDKHOCTHOE JIMIO, IMOJMNMCaBIIee
MIPUKA3.

YroObpl BBINIMCKA HMEJA IOPUIWYECKYIO CHUIYy M SBISUIACH CAMOCTOSITENIbHBIM
JOKYMEHTOM, €€ 3aBEPSIOT.

5.2. IlonoxeHusi, THCTPYKIUH, MPABUJIA, perjiaMeHThbl

5.2.1. TlonoxeHue — JOKaJbHBIA aKT, YCTaHABIWBAIOUIUN CHCTEMHO CBS3aHHBIC
MEXJy CO0OM IpaBMJIa PETJIaMEHTHPYIOIIETO XapakTepa IO OTJACIbHBIM BOIIpPOCaM
NEATEeIIbHOCTH MHCTUTYTA, TOKHOCTHBIX JIUIl, PAOOTHUKOB U CTY/ICHTOB.

ITonoxxennst 1edaTaroTcss Ha OnaHke mosokeHus. IlojlokeHuss JAeadaTca Ha:
MTOJIOKEHUS O TIOJIPA3/ICTICHUSAX, K HUIM OTHOCATCS, TAK)Ke, MOJOKECHUS O KOJIJICTHAIbHBIX,
COBEIIATEIbHBIX, BPEMEHHBIX OpraHax (COBEThI, KOMHCCHH) H IOJOKESHUS O ACATEIHHOCTH
(ITpmnoxxenus Ne 23, 24).

TeKCT MoJIoXKEHUN 0 OAPA3ACTCHUSAX MOXKET COJIEPIKATh CIEAYIONINUE Pa3/Ieiibl:

. O0mue nmonoKeHus,

. OcHOBHBIE 3a/1a4H;

. OyHK1IHY;

. CTpykTypa;

. PykoBOICTBO;

. [IpaBa u 00s3aHHOCTH;

. OTBETCTBEHHOCTD,

. B3aumooTHomieHnus,

. Umy1iecTBo u cpeacTna;

10. KoHTpOJB, TPOBEPKA M PEBHU3US NCATEITHHOCTH;

11. Peopranu3zanusi 1 JIUKBUAAIMS;

12. Tlopsimok yTBEepKACHUS U M3MEHEHHS HacTosmero [lomoxeHus.

[TomoeHust 0 KOJIJIETHAIBHBIX, COBEIIATEIIbHBIX, BPDEMEHHBIX OpraHaxX OMPECISIIOT
COCTaB, TIOPSANOK (OPMHPOBAHUS, KOMIICTCHIIMIO, TMOPSAAOK paboOThl, TIpaBa U
OTBETCTBEHHOCTBH OPTaHOB.

[Tomoxenust 0 Moapa3aeIeHUsIX MOAMUCHIBAIOTCS PYKOBOAUTEIEM MOIPA3ICICHHS,
pa3paboTaBIIMM  MOJOXKEHUE, WM  MpeaceaarelieM  KOJJICTHAJIbHOTO  OpraHa.
CortacoBbIBalOTCS MyTEM BU3HPOBAHUS MPOPEKTOPOM, KYPUPYIOIIUM COOTBETCTBYIOIINE
HaIpaBJICHUSl JIEATEILHOCTH, HAYaJbHUKOM yImpaBiieHus (MpU HAJIWMYUHU), B COCTaB
KOTOPOTO BXOJHUT TOJpa3iefieHue; AekaHoM dakyiabTeTa (11 Kadenp); pyKOBOAUTEIIMH
3aMHTEPECOBAHHBIX IMOJIpa3IeICHUH (IIPH HEOOXOIMMOCTH ); HaYaIbHUKOM FOPHINYIECKOTO
oTJIeNna.

[TonoxxeHust 0 MOAPA3ACICHUAX YTBEPKIAIOTCS PEKTOPOM MHCTUTYTA M PEIICHUEM
VYuenoro coBeta. Odopmisiercs rpudoM yTBEPKIEHUS.

OO0 DN WP
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PykoBogutenu moapaszieNeHud  3HAKOMAT MOJYMHEHHBIX  COTPYAHUKOB C
MTOJIOKEHUSMH TIOJT TTOITUCH.

[TomoxeHust 0 MEATETLHOCTH IMOIMUCHIBAIOTCS MPOPEKTOPOM HIIA PYKOBOJIUTEIEM
MO/Ipa3/ieNieHus, pa3padOTaBIINM TOJOKEHHUE, WIH TMpeAcenaTeieM KOJIETHAIBHOTO
oprana. [lopsimok coriacoBaHus, 03HAKOMJICHHUS TIOJIOKCHUH O JESTEIIBHOCTH TaKOW JKe,
KaK W TOJOXEHUW O TmojapaszaeneHud. [lomokeHne o MeSITEIbHOCTH YTBEPIKIAIOTCS
perieHrueM YUeHOTO COBETa MHCTUTYTA.

5.2.2. IuCcTpyKIHS — TOKAJIBHBIA aKT, U3/1aBaCMbIid B IEJISIX YCTAHOBIICHUS TIPaBUII,
PETYIUPYIOIIUX OpraHu3alMOHHBIE, HAy4YHO-TEXHUYECKHE, TEXHOJIOTUYECKHE,
(bMHaHCOBBIE U WHBIEC CHEIHAIbHBIE CTOPOHBI JIEITEILHOCTH MHCTUTYTA, MOJAPA3CICHUH,
JOJKHOCTHBIX JIMI], paOOTHUKOB M CTYJEHTOB. B HWHCTPYKIIMM u3IaraetTcss MOPSIOK
OCYIIECTBJICHUSI JIEATETLHOCTH HWHCTUTYTa WU TOPSJAOK TPUMEHEHUS TOJOKEHUN
3aKOHOJIATEIbHBIX UM UHBIX HOPMATHUBHBIX AKTOB.

Uuctpykiuu mieyatatorcss Ha Onanke wuHCTpykuuu (Ilpunoxkenne Ne 10). B
3aroJIOBKE K HMHCTPYKIMH 0003Ha4YaeTcss OOBEKT WIIM KPYyr BOIPOCOB, Ha KOTOPHIC
pacrpoCTpaHsIIOTCS € TPEOOBaHUS.

TekcT WHCTPYKUMU JOJDKEH HauuHaThCsd € pasfena «OOmmue MoJoXEHUs», B
KOTOPOM H3JIararoTCs IENHM €€ M3JaHus, 00JacTh PacIpOCTPAHEHUS W JIPYTHUe CBEICHUS
oOmiero xapakrepa. TeKCT HHCTPYKITUH U3JIaraeTcsl OT TPETHETo JINIAa SAUHCTBEHHOTO UITH
MHOKECTBEHHOTO YHcia. MHCTPYKIMIO OAMHUCHIBACT PYKOBOIUTEID TOPA3ICICHUS WA
MIPOPEKTOp, pazpadoraBimii e€. UHCTPYKIIMK yTBEPKIAIOTCS PEKTOPOM HHCTUTYTA WIIH
npuka3oM pektopa. [lopsimok corimacoBanusi, 03HAKOMJICHUSI TaKOM K€, KaK U MOJO0KEHUN
0 TOpa3/IeIICHHUN.

Pa3HOBUIHOCTHIO MHCTPYKIIMH SIBJISIETCS JJOJDKHOCTHAS MHCTpyKIus. [leyaTaeTcs Ha
Onanke 1omkHOCTHOM HHCTPYKIMK ([Tpunoxenus Ne 11, 24).

JIOMKHOCTHBIE WHCTPYKIIMHU OIPEACNSIIOT OPTaHU3aIMOHHO-TIPABOBOE TOJIOKCHHE
JOJKHOCTHBIX JIUIl M 00€CTIEUNBAIOT YCIOBUS ISl UX 3G(HEKTUBHON paOOTHI.

TekcT TOMKHOCTHOW MHCTPYKITUHU AODKEH COACPKATh CIASAYIOIINE Pa3IeyIbl:

1. O01IMe MOJI0KEHHUS,

2. JIOMmKHOCTHEIC 00SI3aHHOCTH,

3. IIpaga;

4. OTBETCTBEHHOCTD,

5. B3auMoOTHOILIEHUS.

JIOIDKHOCTHBIE ~ WMHCTPYKIIMM ~ PAOOTHUKOB  TMOJIUCHIBAIOTCS  PYKOBOJUTEIEM
MO/Apa3/ieNieHuss, B KOTOPBIX OHU  pas3paboranHbl. J[OJDKHOCTHBIE  MHCTPYKIIMH
PYKOBOIMTENEH  MOAPA3JCICHUM  TOAMMUCHIBAIOTCS  MPOPEKTOPOM,  KYPUPYIOIIUM
COOTBETCTBYIOIIIEE HAMPABIICHUE JACSTEIHHOCTH.

JIOIDKHOCTHBIE ~ MHCTPYKIIMA  BCEX PAOOTHUKOB  COTJIACOBBIBAIOTCA  ITyTEM
BU3UPOBAHUS TIPOPEKTOPOM (€CIM OH HE SBIACTCS Pa3pabOTUYMKOM), KypPHUPYIOIIUM
COOTBETCTBYIOIINE HATIPABJICHUS JEATCILHOCTH; HAYaIbHUKOM YIIpaBJICHUS, Ky/1a BXOIUT
nojapasjenieHue (MpyU HaJIWMYKWK); HAYIBHHUKOM OTJENA IO OXpaHE TpyJda U IOXKapHOU
0€30MacHOCTH, HAYaJIbHUKOM OTJela KaJpoB, HAYAIbHUKOM HOPUAMYECKOTO OT/ea.
VYTBepxKAaeT NOJKHOCTHBIE UHCTPYKIMU PEKTOP UHCTUTYTA.
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5.2.3. IlpaBuna — IOKaJIbHBIM aKT, YCTaHABJIMBAIOIMIMK TpPeOOBAaHUS U HOPMBI
OCYUIECTBJIEHUS ONPEAEICHHBIX BUIOB JEITEIHOCTH, 00s3aTENIbHbBIE JJI BBIITOJTHEHUS.

5.2.4. PernamMeHT — TpaBwWia, PErYIHPYIOIINE TMOPSIOK MPOBEACHUS KaKOW-1100
pabOTHI WIIN NeSATETHLHOCTH.

5.2.5. IlonoxeHusi, MHCTPYKIIMH, MIPaBUIIa, PErJIaMEeHThl 0(OPMIISIOTCS Ha OJaHKax
COOTBETCTBYIOIIMX BUIOB JOKYMEHTOB. YTBEpXkAeHHUE 0popMIIsLeTcsa rpuoM mwin myrem
W3IaHHUs TIpuKa3za OO0 UX YTBEPKICHHUH, 3aBEPSIlOTCA IE€YaThl, PETUCTPUPYIOTCH,
IIPUMEHSIOTCS KaK CaMOCTOSITENIbHBIEC MPABOBBIE aKThI. /[aTON MOJI0KEHUN, UHCTPYKLUH,
IPaBUJI, PEIJIAMEHTOB SIBJIIETCA JJaTa UX YTBEPKICHUSI.

5.2.6. [lonoxxeHust, THCTPYKIUH, IPABUJIA, PETJIAMEHTBI JIOJKHBI UMETh 3aroJIOBOK,
YETKO OYEPUMBAIOIINN KPYT BOIIPOCOB, OOBEKTOB U JIUL, Ha KOTOPBIE PaCIpPOCTPAHSIOTCS
IIOJIOKEHUS, HHCTPYKLMHY, MPABHUJIA, PErVIAMEHTHI. 3arojIOBOK IOJOKEHUM, MHCTPYKIIHMA
JOJDKEH OTBe4aTh Ha Bompoc «O dem?»; perinamMeHTOB, MpaBWI — Ha Bompoc «Hero?y;
JOJDKHOCTHBIX MHCTPYKLIHM — Ha Bonpoc «Koro?».

3aroyioBOK IeyaTaeTcsi ¢ MponucHOW OykBbl mpudpToM Ne 12, OT n€BOM rpaHULIbI
TEKCTOBOTO IOJI.

Teker uznaraercsd ot 3-ro JIMla €IMHCTBEHHOTO WJIM MHOKECTBEHHOT'O YKCIIa WIH B
0e3nu4HOi (OpME C HCIOIB30BAHHUEM CJOB: «JIOJDKEH», «CIEAYET», «3alperaeTcsa»,
«HEOOXOUMOY, «HE JI0IyCKAETCS.

TekcT COCTOMT W3 MYyHKTOB, MMEIOUIMX 3arojIOBKH. 3aroJIOBKM I€YATAIOTCAd C
a03aIHOro OTCTYIA MOIY>KMPHBIM HIPUPTOM, TOUKA B KOHIIE HE cTaBUTCA. [IlyHKTBI MOTYT
JENNThCS Ha MOANMYHKTHL. [IyHKTBI M HOANYHKTHI HyMEpYIOTCS apaOCKuMu nudpamu c
ToukaMu. IIyHKTBI Ipyr oT Apyra OTIENSIOTCS OJHMM OJWHApHBIM HMHTepBajoM. Ilpu
0o0J1ee CI0KHOM CTPYKTYpE TEKCTa MOKHO UCIIOJIb30BaTh Pa3/ielibl, MOAPa3/eIbl.

5.2.7.Tlopsimok ~ MOATOTOBKH,  COIJIacOBaHHS,  O(QOpPMIICHUS  TOJIOKEHUH,
WHCTPYKLMM, MpaBWjl, PETJAMEHTOB B LEJIOM COOTBETCTBYET IHOPSAIAKY IOArOTOBKH
pacnopsAuTENbHBIX TOKYMEHTOB (IIPUKA30B, PACTIOPSHKEHUN ).

5.2.8. I3mMeHeHUsT B TEKCT TMOJOXEHUH, HWHCTPYKIUH, MpPaBHI, pErjiaMeHTOB
BHOCATCA MyTeM O(OPMIICHHS] MU3MEHEHUW WM JOMOJHEHUH, KOTOPBIE YTBEPKIAIOTCH,
MOAMKUCHIBAIOTCS, COTJIACOBBIBAIOTCS M BUSHPYIOTCA KaK U OCHOBHBIE.

5.2.9. IlonoxeHnsi M3TOTABIMBAIOTCI B JBYX OK3EMIULIpaX, PETHCTPUPYIOTCS B
IOpUMYECKOM OTJEJNEe, OJIMH OPUTHHAJ XPAHUTCA MO MECTY W3JaHHs, BTOPOW OpUTHHAI
otaaercs B OJJOKU], konusi XpaHUTCS B FOPUIAYECKOM OTIIEIE.

[IpaBuna ¥ MHCTPYKLMH PETUCTPUPYIOTCA M XPaHATCA IO MECTY W3JAHMUS.
JIOJKHOCTHBIE MHCTPYKLIMM W3TOTaBIMBAIOTCS B JIBYX JK3EMIUISIpaxX, PETUCTPUPYIOTCS B
OTIENE KaapoOB, OAWH OpPUTMHAI XPAaHUTCS B OTHEJE KaapoB, BTOPOM OpPUTHMHAI — Ha
paboueM mecTe pabOTHHKA.

5.3. IIporokoa

5.3.1. [Ipotokon — JOKYMEHT, (UKCUPYIOIIMNA XOA OOCYXIEHHS BOIPOCOB H
NPHUHITHIE PEIICHUs Ha COOpaHMsIX, COBEHIaHUAX, KOH(EpEeHUUsX, 3aceAaHMsIX
KoJuiernaibHbIX opraHoB (IIpunoxenne Ne 25).

ITpoToKoJIbI MOTYT OBITH TPEX BUIOB:

- KpaTKUE CoJlep:KaT oOOCyKJaemble BOMPOCH,, (paMHIUU  OKIAAYUKOB H
BBICTYNAIOUINX, IPUHATHIE PEIICHNUS;
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- IOJIHBIE ~ COJlepKaT  OOCyXJaeMble BOIPOCHl, (QaMUWINM  JOKJIAJAYUKOB U
BBICTYMAIONINX, KPATKyIO 3allMCh BBICTYIUIEHHS] BCEX JOKIATYMKOB M BBICTYHAIOLIUX,
MIPUHATHIC PEUICHUS;

- cTeHOTpaUUecKHe CoepKaT JOCIOBHOE ONMHUCAHUE X0/1a 3aCEeJaHusl.

5.3.2. [Ipotokonsl  0hOPMIIIOTCS HA  OCHOBAaHWUM  PYKOIMCHBIX  3aIuCei,
3BYKO3aIlMCel, MPOU3BEACHHBIX BO BpEMS COBEIIAaHMs (3acelaHusi) M MaTepUaloB,
MOATOTOBJICHHBIX K 3aCEIaHUI0: TEKCTOB JOKJIAJ0B, BBICTYIJIEHWH, CIIPABOK, MPOEKTOB
pElIeH, MOBECTKU [HS, CHMCKOB IMPUITAIIEHHBIX M 1Ip. Marepuansl K 0OCYXICHHIO
NPEACTABISIOTCA MOJpa3IeliCHUsIMA HE T03JHEee, YeM 3a 15 JHeld [0 Jarthl,
OpPEeIyCMOTPEHHONM  TUJIaHOM  palOThl  KOJUIETHANbHOTO  opraHa.  Marepuabl
MNOAMUCHIBAIOTCS PYKOBOAUTEISIMHA MOAPA3ACICHUN-UCIIOJIHUTEIICH.

[TpoTokos 10KeH ObITh MOATOTOBIIEH HE MO3/IHEE 3-X THEH MOcie JHS 3acedaHMtsl.

[TpoTokon BeaeT cekpeTapb, N30paHHBIN HA 3aceJaHUU, TUOO0 TOJKHOCTHOE JIULIO.

5.3.3. [IpoTokosnbl neyatarotes Ha Onanke nporokoia ([Ipunoxenue Ne 8), umeror
CJIEIYIOLIUE PEKBU3UTHI:

- HaMMeHoBaHue MuHHUCTEpCTBa 00pa3oBaHus U Hayku Pocculickoii @enepanny;

- HAMUMEHOBAaHNE UHCTUTYTA,

- HaumeHoBaHue Buaa nokymenra — [I P O T O K O JI, nmewartaercss OT rpaHuIbl
BEPXHET0 MOJIA MPONUCHBIMA OYKBAMH B PA3PSAKY, MOITYXKUPHBIM IIPUPTOM pasMeEpOM
Ne 14 n BbIpaBHUBaAETCS 1O LIEHTPY;

-JaTa W HOMEp IMpoTOKoJa — JAara odopmisercs IUPPOBBIM CIIOCOOOM U
[IeYaTaeTCsl Yepe3 OJUH MEKCTPOYHBIA MHTEPBAJI HMKE NPEabIAylIero peksusura. Homep
MPOTOKOJIA MevyaTaeTcss apaOCKUMM LudpaMu U COCTOUT U3 3HaKa «No» U MOPSIKOBOTIO
HOMEPA MMPOTOKOJIA;

- MECTO  COCTaBJEHMS WIM M3JaHUs [POTOKOJAa —  YyKasbpiBaercs (Ipu
HEO0OXOMMOCTH), Y KOTO MPOBOJUTCS COBELIaHUE, BRIPABHUBAETCS IO LICHTPY;

- 3aT0JIOBOK K TEKCTY;

- TEKCT;

- IOJITUCH.

OCHOBHOI TEKCT MPOTOKOJIA MeyaTaeTcst pazmepom mpudra Ne 14.

JlaToii mpoToKoa SBJISIETCA 1aTa 3aCeHaHusl.

Homep mpoTokosia siBIsieTCA MOPSAKOBBIM HOMEpPOM 3acelaHus B TEUEHUE Toja
(yuebHoro wnm kaneHgapHoro). IIpOTOKONbI pPEerucTpupyroTcs OTIEIBHO MO KaxAaou
rpymmne. [IpoTokoasl COBMECTHBIX 3acefaHuil (COBEUIaHWI) HMMEIOT COCTaBHBIE HOMEDA,
BKJIFOYAOUIUE MOPSAIKOBBIE HOMEpPA IPOTOKOJIOB OpraHu3aliii, MPUHUMABIINX YYacTUE B
paboTe KOJUIETHAIBHOTO OpraHa.

3aroyioBOK MPOTOKOJIA TIeYaTaeTcsi ¢ MpomucHOr OykBbI mipudTomM Ne 12, oT neBoit
IPaHULBI TEKCTOBOI'O IOJIS, OTBEYAET HA BOINPOC «UEro?», COAEPKUT YKa3aHHWE BUAA
KOJUIETUAJIbHOM JEATENbHOCTH (3aCEHAHHE, COBELIAHWE) W HAa3BaHHE KOJUIETHAIBHOIO
Oprasa, 1eaTeJIbHOCTh KOTOPOTO IPOTOKOJIUPYETCS.

Hanpumep:

3acemaHys aTTECTAlMOHHON KOMUCCHUU

5.3.4. TekcT NMPOTOKOJIA COCTOUT M3 IBYX YaCTEH: BBOJHON U OCHOBHOIA.
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5.3.5. B BBOAHOW 4YacTU YyKa3bIBAIOTCA WHHUIMAILI W (QaMUIUU TpeceaaTens,
cekperapsi, GaMUIUU WU KOJWYECTBO NMPHUCYTCTBYIOIIUX, OTICIHLHO — MPHTJIAINICHHBIX,
ITOBECTKA JTHA.

Crnoga «IIpencenatenb» u «Cekperappy MedaTaroT ClieBa OT HYJEBOTO IMOJIOKEHUS
Ta0ynaTopa, C TPOMUCHON OYKBBI, OTHCISICTCS IBYMS OJWMHAPHBIMH MEKCTPOUYHBIMHU
WHTEpBajJaMu OT 3arosioBka. llocrme TUpe yKa3pIBalOTCA WHHUIHMAIBI W  (aMUIHH
mpejcenaress, CeKpeTapsl.

C HOBOH CTpPOKM OT JIEBOM TIpaHULBl TEKCTOBOTO IOJIA IE€YaTaeTcs CIOBO
«IIpucyTcTBOBaIM», TMOCIE JBOCTOUMS TECPECUUCIAIOTCS B ajddaBUTHOM IOPSIKE
WHUIMAIBI W (aMUJIUU TMOCTOSHHBIX WICHOB KOJIICTHAIIBHOTO OpraHa, y4YacTHHKOB
3acefaHus, SBIAIOMMXCS paboTHUKaMu MHCTUTYTa. Co cleayromieid CTpOKH OT JIeBOU
IPAHUIIBI TEKCTOBOTO IIOJS medaTtaeTcss cioBo «llpurmamieHHsie», IOCIE JBOCTOYHS
MEPEUUCIISIOTCS  JIMIA, JIONOJHUTEIRHO IIPUIJIAIICHHBIE Ha 3aceJaHue, ITOMHUMO
WHUIUATIOB M (aMIJIMM YKa3bIBaeTCs 3aHMMaemasi JOJDKHOCTh, a IS CICIHAIMCTOB M3
JIPYTUX OpPTraHu3aIfi — JOJPKHOCTh M HA3BaHUE OpTaHU3aIlHH.

[lepeunciienne MPUCYTCTBYIOMHMX OGOPMIISIOT BO BCIO IIIMPUHY CTPOKH.

Hanpumep:

IIpucyrcrBoBanmu: O.A. Konecosa, JI.M. Jlyuko, T.H. Cunopenko

[Ipu odopmieHMM NPOTOKOJA C YUCIOM YYacTHUKOB Oosee 15, gamunuum He
MEePEUHCIIAIOTCS, a yKa3blBaeTcsl HU(Ppod uX oOlIee KOJIUYECTBO C OTMETKOW «CHHCOK
MPUIIAraeTCs», CIUCOK YYACTHUKOB B TAKUX CIy4asX MpHJIaracTcs.

Hanpuwmep:

[IpucyrcrBoBaiu: 37 yeaoBek (CITUCOK MPHUIIAraeTcs)

Ha coOpanusix, koHpepeHIusaX (¢ OOJBIITUM YHUCIOM YYAaCTHUKOB), TJI€ TIPUHSTHE
perieHus: TpedyeT ompeeICHHOro KBopyMa, B pazzene «lIpucyrcTBoBanu» yka3biBaeTcs,
CKOJIBKO YeJIOBEK JOJDKHO MPUCYTCTBOBATH M CKOJIBKO MPUIILIO HA 3acelaHue.

Hanpumep:

[IpucyrctBoBamu: 670 w3 767 cocrosammx Ha ydé€re YICHOB MPOdCOr03HOU
OpraHu3aluu

[logcuer yYacCTHHKOB TPOBOJUTCA IO CIHCKaM  PETUCTpAIldH, KOTOpHIC
MPWIATaloTCs K IPOTOKOITY.

[Tocne mepeuncnenus y4aCTHUKOB B MPOTOKOJIE O(hOpMITSIETCS TTepeYeHb BOIIPOCOB,
MO/IeKAIINX 00CYXKIeHuto, KoTopbli HaumHaeTcs cioBamu «I[IOBECTKA  JIHS»
MevyaTaloTCsd TMPONMUCHBIMU OykBamMu 0e€3 pa3psakd, 0e3 KaBbIYEeK, pacHoJiararoTcs
IIEHTPUPOBAHO Yepe3 OJIMH MEKCTPOUHBIN MHTEPBAI OT CIUCKAa y4acTHUKOB. [loBecTka
THS ~ COJACPXKUT  TIEPEUUCIICHHWE  BONPOCOB  TOBECTKH  JHS,  (PUKCHUPYIOMIMX
MOCJIEIOBATENbHOCTh OOCYXKACHHUS C JOJDKHOCTSIMH, WHHUIHMAIaMH W (GaMUIUSIMU
nokinaauukoB. Kaxapiit Borpoc Hymepyercs apadckoi nndpoil, pacrnonaraercsi B mopsjike
3HAYMMOCTU U OTBedaeT Ha Bompoc «O uem?», hopmynupyercs ¢ MPEAJIOrOM «0» WU
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«00», medaTaeTcs OT ab3aIHOro OTCTYTA.
Hanpumep:

1. O cornacoBaHMM MHCTPYKIHMH IO JAETONPON3BOACTBY OpCKOro ryMaHMTapHO-
TEeXHOJIOTHYeCKoro nHeTutyTa (prmmana) OI'Y.

5.3.6. OcHOBHast 4yacTh NPOTOKOJA, (PUKCHUPYIOLIAs XOJ 3acelaHusi, CTPOUTCS B
COOTBETCTBUH C BOMPOCAMH MOBECTKH JIHS, OTAEISETCS OT MOCJIETHETO BOMPOCA TOBECTKH
OHS  OAHMM  MEXCTPOYHBIM  HHTepBaiioM. [locTpoenme 3ammcu  0OCYXIEHUS
OCYILIECTBIISIETCS IO CXEME:

CJIIYHIAJIN:

BBICTYIINJIA:

I[MOCTAHOBWJIU: (wmm PELTWJIN:).

OTu cloBa MEYaTaroTCsl MPOMHCHBIMU OyKBaMHM OT JIEBOW T'PAHULBI TEKCTOBOI'O
10JIs1, 3aKAaHYMBAIOTCS JBOCTOUHEM.

CmoBom «CJIIYIIAJIM» HaunHaeTcs pas3fell MO KaXXAOMY ITYHKTY HOBECTKH JHS.
Ilepen cnoBom «CJIIYIIAJIM», craBuTCcs HOMEpP BONPOCAa IIOBECTKU JHS, HIKE
YKa3bIBAeTCS MHULMAIB ©  (aMuius JOKJIaguuka (HAauMEHOBAaHHWE JIOJDKHOCTHU
YKa3bIBAETCS B MTOBECTKE JIHS) B POJUTEIILHOM Majexe, mocie (GaMUInu CTaBUTCS TUPE U
CO CTPOYHOW OYyKBBI THUIIYT COJEP>KaHUE BBICTYIUICHHS OOBIYHO OT TPETHEro JHUIa
€IMHCTBEHHOTO YHCJIa B MPOIIEAIIEM BpPeMEHU. ECIM TEeKCT BBICTYIIICHUS MPEACTaBIICH
JOKJIaJUUKOM, TO MOCIIE€ TUPE CO CTPOUHOM OYKBBI KpaTko (pOpMyJIUpPYETCs TeMa JI0KIaa
B COOTBETCTBUU C IMOBECTKOH JIHA U TOCJe TOUKH nuiercs: « TekeT JoKiaja npuiaracTcs».

Hanpumep:

1. CJIYILIAJIN:

JLE. JlockytoBy —0  mmane pab6orst  OJIOKM]J[ Opckoro rymaHuTapHO-
TexHosiornueckoro nueruryta (pummana) OI'Y va 2012 roa. Teket nqokiana npuiaraercs.

ITocne cmoBa «BBICTYIIMJINY cTtaBUTCA JABOSTOUME, HMXKE, B MMCHHUTCIHLHOM
NajeKe YKa3bIBAIOTCS HWHUIMANBI, (aMUIUS B HMEHHUTEIBHOM TMajexe, (I0KHOCTh
BBICTYIIAIOIIETO — YKA3bIBAETCS €CJIM BEIETCSA MIPOTOKOJI HE TMTOCTOSTHHOTO KOJUIETHATIBHOTO
OopraHa, a COOpaHHs WM COBCIIAHHSA), 3aTeM CTABUTCS THPE M CO CTPOYHOM OYKBBI
M3J1araeTCad TEKCT BBICTYIUICHUSA OT TPETHETO JIMLA €IUHCTBEHHOTO YHUCJIA B MPOLIECAIIEM
BpPEMEHU. BBICTYIUICHUS 3allMCBIBAIOTCA B TOW IOCJIEAOBATEIBHOCTH, B KAaKOW OHHU
MPO3BYYAIN HA 3aCEIaHUU.

Hanpumep:

BBICTVYIINJIN:

JL.M. JIyuko, HaYaJIbHUK OTJEJIa KaJIpOB — KpaTKas 3aIliCh BBHICTYILICHUS.

Bormpochl K 10KJIaTuuKy ¥ OTBETHI Ha HUX B MOPSAKE TMOCTYIJICHUS! BKIIFOUYAIOTCS B
pazmen M OoQOpPMISIOTCS MO TOM e cXxeMme (BMECTO CJIOB BONPOC W OTBET MHUIIYT
WHULHAIBI U (aMUIIHIO).

B TekcTe BBICTYMIIEHHUS II€IECO00pa3HO Ka)XIyI0 HOBYIO MBICIB BBICTYHAIOIIETO
HAYMHATH C a03aIHOTO OTCTYTIA.
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[Tocne caoBa «IIOCTAHOBUWJIM (PEILMJIN)» craButcs ABOETOYME, Ha
CJIEIyIOIEN CTPOKE C a03alHOro OTCTyNa MPUBOAUTCS TEKCT pelleHHs. TekcT permeHus
cTpouTcst o 00pa3iy Tekcra nmpukasa (m. 5.1.2). B kauecTBe HCIIOTHUTENCH YKa3BIBAIOTCS
OHO WJIH HECKOJIBKO JOJDKHOCTHBIX JML, WM MOJAPA3ACIICHUE; CPOK HCIOJHEHUS
YKa3bIBa€TCs KAJICHIAPHOW AaTOM WM MepruoaoM paboThl. Eciu peleHnii HECKOIbKO OHU
pacroyiaratoTcsi 1Mo 3HAYUMOCTH, HYMEPYIOTCS apaOCKkumu mudpamu (mepsas mudpa —
HOMEDp ITyHKTAa MMOBECTKH JHS, BTOpasi — HOMEP MPUHSATOTO PEIICHHUS).

[Ipy nOpuHATHM pemeHuss ToJOCOBaHUEM (MpU BBIOOPE AOKHOCTHBIX JIAL[ —
00s3aTeNbHO), MOCJE 3alUCH PEUICHUS MO KaXJAOMY IYHKTY OTACJIBHO MPUBOJSATCA
pe3yabTaThl TOJIOCOBAHMUS C YKA3aHMEM 4YHUCJIA TOJIOCOB, MOJAHHBIX «3a», «IPOTHUBY,
«BO3JIEPKATUCHY», a TAKIKE CIIMCOK JIUI, HE Y4aCTBOBABIIKX B FOJIOCOBAHUMU.

Hanpuwmep:

Pe3ynbrathl roiocoBaHus: «3a» — 23 rojioca, «IpPOTUB)» — HET, «BO3JIEPIKATUCHY — 3.

Pemenue npuHATO OOJIBIIMHCTBOM TOJIOCOB.

HnIm

PC3YJIBTaTBI roJIOCOBaHUS: «3a» — 23 rojoca, «ImpoTuB» — HET, «BO3ACPKAINCH» —
HeT. Pemenue IMPHUHATO CAWHOIIACHO.

5.3.7. Ecnm pemieHne WM OJWH W3 €r0 MYHKTOB YTBEPKIAETCS HA OCHOBAHHH
Kakoro JIM0O JOKYMEHTA, TO MOCJIECIHUM MPUIaraeTcs K MpoTOKOJTY.

Ecau onvH 13 BOPOCOB MOBECTKU JIHS HAa TAHHOM 3aCEIaHUU HE paccMaTpUBaeTCs,
TO 9TO0 GUKCUPYETCS B IPOTOKOJIE.

Pemenuss 1OBOJSATCS 0 HMCIHOJNHUTENEH B BHJE CAMOCTOSITENIBHBIX JOKYMEHTOB
(mocTaHOBIICHHH, PEIIICHHI), POBOASTCS B KH3Hb MPUKa3aMHu, 0(HOPMIISIFOTCS BHITMCKAMHU
13 IPOTOKOJIOB.

5.3.8. Pemenus mo mporenypHsiM BompocaM (00 YTBEpKACHUM MOBECTKHU JHSI, O
MIPEKPaIICHUHN 00CYKICHUSI, O TPUHATUU K CBEJICHUIO CIIPABOK, COOOIIECHUH U T. 1) TAKXKE
OTPAXKAIOTCA B TEKCTE MPOTOKOJIA.

5.3.9. YyacTHUK coBemaHUs WU 3aCEIaHUs MOXET BBICKa3aTh 0CO00€ MHEHHUE IO
npuHaroMmy pemieHuto. Ilocnme 3aceganus ocoboe MHEHUE U3JIaraeTcss Ha OTIEIbHOM
JUCTE, TOJIUCHIBACTCS W TepenaeTcsl JMIy, OTBETCTBEHHOMY 3a BEJCHHE IMPOTOKOJIA.
Conepxanue 0coOOrO0  MHEHHMS  3alUChIBaeTCsl B MPOTOKOJ  TOCJE  3alucH
COOTBETCTBYIOIIETO PEIICHUS.

5.3.10. K mpoTokomy MOTryT mpuiiaratbCsi TEKCTHI BBICTYIUICHUN, CITHCOK
MPUCYTCTBYIOIINX HA 3aCE/IaHUU.

5.3.11. [IpoTokon 3acemaHus NOAMHUCHIBACTCS TMpeAcCeaaTeIeM M CeKpeTapeM
3acenanus. [loamucu pacmonararoT OT JIEBOM TPAaHMIBI TEKCTOBOTO TOJISA, OTACIUB OT
TEKCTa JIBYMS OJMHApPHBIMU MEXKCTPOUHBIMU UHTepBaiamu. l[logmuce mpemcenarens
OTIIETISIETCS OT TOJAMKCH CEKpEeTaps OJHUM MEXCTPOUYHBIM HHTEpBasioM. [loamuceiBaercs
MEPBBIN SK3EMILTISP MPOTOKOJIA.

5.3.12. Peructpanus u XxpaHeHHe MPOTOKOJIOB MTPOU3BOAUTCS MO0 MECTY U3JaHUS.

[IpoTtokosnbsl GopMHUPYIOTCS B Jeda BMECT€ C JOKYMEHTaMH, CO3/IaHHBIMU B
npoliecce MOJrOTOBKM 3aCeaHMsl: MOBECTKA JHS, CIIMCKU YYaCTHUKOB 3aCeaHusl, CIIUCKU
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NPUTJANIeHHBIX, TEKCThl BBICTYIUIEHWH, CIPAaBOYHBIE MaTepHUalibl MO OOCYXKJ1aeMbIM
BOIIPOCaM, MPOEKTHI PELICHUI U ApyTrue JOKYMEHTHI MepelaHHbIe B MPOLIECCE 3aCEAaHMUA.

5.3.13. Ha  mpotokomnax, comepkamux  WHPOPMAIIHIO OTPaHUYCHHOTO
pacripoCcTpaHEHHs, Ha BEPXHEM ITOJIEe CIIpaBa MPOCTABIAECTCA OTMETKa «Jlist ciy)eOHOro
MOJIb30BAHUSY.

5.3.14.1lpu oOcyxaeHUH 0CcO00 BaXKHBIX BOMNPOCOB MPOTOKOJIBI MOTYT
BU3HPOBATHCS JOKJIaTuuKaMu. Bu3bl mpocTapisitoTcs Ha 000pOTHON CTOPOHE MOCIIETHETO
JUCTA MPOTOKOJIA.

5.3.15. B HekoTopeIX ciy4asx o¢popMISICTCS BBIMKCKA M3 IPOTOKOJIA, KOTOpas
NpeAcTaBigeT Cco0OM TOYHYIO KOMHMIO YacTH TEKCTa MOJJIMHHOTO IPOTOKOJIA,
OTHOCAIIETOCS K TOMY BOMNPOCY, IO KOTOPOMY TOTOBAT BbINUCKY. Ilpu sTOM
BOCITPOU3BOIST BCE PEKBU3UTHI OJIaHKA, BOJHYIO YaCTh TEKCTA, BOMPOC MOBECTKHU JIHA, 11O
KOTOPOMY TOTOBHUTCSI BBINKCKA, TEKCT, OTpa)KaloUuil OOCYXJIEHHE BOIpPOCa, MPUHITOE
pemenne. HasBanue mokymentra odopmisiercs kak «BBIIIMCKA W3 [TPOTOKOJIA».
Brimucky 3aBepsieT cekperaphb 3acelaHus WM KOJUIETHabHOTO OpraHa.

5.4. CayxeOHble IUCbMA

5.4.1. CnyxxeOHO€ MUCHMO — JIOKYMEHT, MOCPEACTBOM KOTOPOTO OCYIIECTBIISIETCS
MHQOPMAITMOHHBIT OOMEH MEXAYy OpraHu3alusIMd U JOJDKHOCTHBIMHM  JIUIIAMU
(ITpmnoxxerne Ne 26).

B uHCTUTYTE TOTOBATCA ClEIYIOUIUE CIIYy>KEOHbIE MUChMA: OTBETHI O BBHINOJTHEHHUH
MOPYYEHH; OTBETHI HA 3aMPOCHI PA3JIMYHBIX OpraHu3aluid, NPEANPUITUN U YACTHBIX JIMII;
CONIPOBOJIUTEIIbHBIE, uH(OpMAIMOHHbIE, rapaHTUIHBIE, MHMCbMa-U3BEUICHHUS,
MHUIIMATUBHBIC MMHChMA.

5.4.2. [ITuceMo 10KHO OBITH TOCBSAIICHO OJIHOMY Bompocy. Heckosibko Bompocos
U3JIaraloTcsi B OJJHOM MHUChME TOJBKO B CIIydae, €CJIM BOMPOCHI B3auMOCBsi3aHbl. O0beM
NUChbMa HE€ JOJDKEH TNPEBBINIATh JBYX CTpPAHUI], B HCKIIOUUTENBHBIX CIydasx
JOTYCKAIOTCS MUChMa 10 MSATH CTPAHUI] IE€YATHOT'O TEKCTA.

[lucbmMa MOATrOTaBIMBAIOTCS MO YKAa3aHUIO PEKTOpa, MPOPEKTOPOB WU IO
WHULIMATUBE PYKOBOJIUTENEH TMOApPA3[ACICHUd, a TakKe B OTBET HA MOCTYIMBILIHE
JIOKYMEHTHI.

Cpoku  MOArOTOBKA  OTBETHBIX  IIMCEM  YCTAHABIMBAKOTCS  PE3OJIIOLUEH
PYKOBOJIUTENSI HA OCHOBAHWM HMMEIOIIMXCS CPOKOB HCIIOJIHEHMSI MOPYYEHUH, 3alpoCOB
WJIM TI0 PELIEHHUIO aBTOPA PE3OJIFOLUH.

TekcTbl OTBETHBIX MHCEM JIOJDKHBI TOYHO COOTBETCTBOBATH IMOPYUYCHUSIM,
3a(UKCUPOBAHHBIM B pe30JtonuK pykoBoautesss. CpoKd TOATOTOBKM WHHUIIMATUBHBIX
MIACEM ONPENEIAI0TCS PYKOBOJAUTEISIMU MTOAPA3IEICHUN.

5.4.3. PekBu3utaMu  NHUChbMa  SABJSIOTCS:  HAaWMMEHOBaHME  MUWHUCTEPCTBA
obOpazoBanus u Hayku Poccuiickoit deneparu, HAUMEHOBAHNE HMHCTUTYTA, CIPABOYHBIC
JaHHble 00 WHCTUTYTE, JaTa, PETHCTPAIMOHHBIM HOMEpP, CChUIKA HAa WHICKC U JaTy
NOCTYNUBIIEr0 JIOKYMEHTa, 3aroJIOBOK K TEKCTY, ajapecar, TeKCT, OTMETKAa O HaJu4uu
NPUIOKEHUS (B COMPOBOJUTENbHBIX MUChMAX ), OANMKUCH, OTMETKA 00 UCIIOJIHUTEIIE.

CnyxebHoe nmucbMo odopmisieTcs Ha OaHKe MUcbMa MHCTUTYTa popmaTta A4 wiu
A5.
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IIpu opopmieHnn nucekMa Ha ABYX M 0ojiee CTpaHMIAX BTOpas M MOCIEAYOLIUE
CTpaHUIbl HyMEPYIOTCS IOCPEAMHE BEPXHETO MOJIS JIUCTa apaOCKUMHU LUppamH.

JlaToi nucbMa SIBIIIETCS 1aTa €ro NOAUCAHHUS.

5.4.4. Eciiu mHUCBbMO SIBJISIETCS OTBETHBIM, B PEKBU3MUTAX OJaHKa YKa3bIBaeTCS
HOMED M JaTa NOCTYNMHUBUIErO (MHULIMATUBHOIO) MHUCHhMA.

3aroloBOK K TEKCTY MuchbMa OGOPMIISIETCS O] PEKBU3UTAMU OJIaHKa OT TPAHHULIBI
JIEBOTO TOJIA, B OTAENBHBIX CIIy4asX LEHTPUPOBAHO. 3aroJIOBOK HE JIOHKEH 3aHUMAaTh
0osee 5 cTpok, meyaTaembix yepe3 1 MexcTpounslii natepsan mpudrom Ne 12, Touka B
KOHIIE 3arojIOBKa HE CTaBUTCS. 3aroJIOBKU MEYaTalOTCs C MPOMUCHONW OYKBBI 0€3 KaBbIYEK
U HE MOJYEPKUBAIOTCA. 3arojIOBOK B KpaTKou (opMe OTpakaeT cyTh nucbMa. Eciu TekcT
NMCbMA JI0 IIATH CTPOK, 3ar0JIOBOK K TEKCTY HE COCTaBJISETCS.

Ha oxgnoM nucbMe He AOKHO ObITh Ooisiee ueThlpex azapecaroB. [Ipu Gosbiiem
KOJIMYECTBE a/IPECATOB MCIIOIHUTEIIEM COCTABISCTCS cECcOK pacchuikd ([ Ipunoskerme Ne 27).

[Ipy HanpaBiIEHUU MUCEM B BBIMIECTOAIINE U ITOJBEIOMCTBEHHBIE OPraHU3aLNH, &
TaK)X€ IMOCTOSHHBIM KOPPECIOHAEHTAaM IOYTOBBIM aJpec B PEKBU3HUTE «AJpecar» He
yYKa3bIBAETCH.

5.4.5. B nepBoil yacT NMChMa U3JIAraeTcsl MPUYMHA, OCHOBAHUE WJIM 0OOCHOBaHUE
COCTABJICHHSI MUCbMA, MPHUBOJATCS CCBHUIKA Ha JTOKYMEHTBI, SBIISIFOLIMECS OCHOBAaHUEM
MOATOTOBKHU MUCHMA.

Bo BTOpOI1 yacTu, HaunHaroMIecs ¢ ad3aila, MOMEIIAITCs BHIBObI, TPE/IOKEHMUS,
IpochOBl, pelIeHMs], 3aKioueHus u T. 4. [IpocTeie muceMa copepaT TOJIBKO BTOPYIO
yacTb. TeKcT muchbMma cienyer pa3outh Ha ab3alpbl, KaKIbld M3 KOTOPBIX JOJKEH
COJIEpKaTh 3aKOHYEHHYIO MBICIIb U HAUMHATHCS C a03alHOTO OTCTYIIA.

TeKkCcT MOXKeT u3J1araTbCs:

- OT [IEPBOrO JINIIA MHOKECTBEHHOI'O YMCJIA: IPOCUM, HAIIPaBIISIEM, IPEJIAracM;

- OT [IEPBOrO JINLA €IMHCTBEHHOI'O YMCIa: POy, IPEAJIararw, Npurianaro;

- OT TpPEThEro JuLa E€JUHCTBEHHOTO YMHCJA: MPEIINPUATHE PaCCMOTPEINO,
OpEeANpUsITHE HANIPABIISECT.

Hanpuwmep:

«OpcKkuil TYMaHUTApHO-TEXHOJIOTHYECKU MHCTUTYT (punman) OI'Y nHanpasiser
Bawm ...».

«Bp1», «Bac» 1 T. I. mTUIIETCS C NPOMUCHON OYKBBI, & «MbDY, KHAC», KHAM» U T. I. —
CO CTPOYHOM.

ComnpoBoUTENbHBIE MHCbMAa COCTABISAIOTCS K JIOKYMEHTaM, HE HMMEIIUM
aapecyromed 4actd. B CONpoBOAMTENBHBIX MNHCbMaxX YKa3blBa€TCs HaWMEHOBAHHME,
CONPOBOXK/IAEMOI0 JOKYMEHTA, COAEP)KATCAd IMOSCHEHUS OTHOCHTEIBHO Xapakrepa
VICIIOJIHEHHMSI WJIM LIE€JIM HAIPaBJICHUS IPUJIAraéMoro JOKyMEHTa.

TexcT W3BELIEHUs, SIBISIOLIErOCS OTBETOM Ha 3alpoCc, HAYMHAETCS CO CJIOB
«Coobmraem (u3Bemaem)», «loBogum 10 cBeaeHus», « CTaBUM B H3BECTHOCTDY,

TexcT u3BemeHus, THPOPMHUPYIOIIETO O TMPEACTOSALIEM MEPOIPUITHH (3aCEIaHNUU,
coOpaHuM, ¢ MPEJIOKCHUEM MPUHATh B HEM y4acThe), HAYMHAETCs ¢ oOpareHus (eciu
ATO aJPECOBAHO KOHKPETHOMY JIMILY) WM C IPOCHOON O HANpaBJIE€HUM NPEACTaBUTENS IS
y4acTHUsl B MEPONPUATHH (€CIIM OHO aIpECOBAHO OPTaHU3ALINN).
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NHpopMallmoHHOE THUCBMO — Pa3HOBUIHOCTb U3BELIEHUS, LEIb KOTOPOIo
3aKJIIOYAETCSI B  CBOEBPEMEHHOM HWH()OPMHUPOBAHMM JPYrOro YUpeXIACHUS WU
3aMHTEPECOBAHHOTO JIUIA O CBEPILICHUH (aKTa.

B nenosoit NepenucKe HAaMMEHOBAaHWE BUJA M PA3HOBUIHOCTH MHCHbMa
(conmpoBOIUTENBEHOE MUCHMO, MMCHbMO-U3BEIICHHUE JIP.) HE YKa3bIBAETCS.

5.4.6. Ilucbma COCTaBISIOTCA B JIBYX JK3EMIUISPAxX, MEPBBIA MOCIE PETUCTPALIUU
OTIpABISICTCA aapecaTy, a BTOPOM XpaHHUTCS B J€J€ MOAPA3AENICHUs, MOArOTOBUBIIEIO
MACHMO.

5.4.7. [lucekMa, pu HEOOXOAUMOCTH, TOJJICKAT COTJIACOBAHUIO (BHU3UPOBAHUIO)
BCEMU 3aWHTEPECOBAaHHBIMM JHIAMU. BH3bl NpOCTaBIAIOTCA HA KONMHUU IHCHMA,
OCTAIOIIEHCs B 1€JIe HHCTUTYTA.

Ecnu nucemo nepeceuiaercs agpecatry mo (akCUMIIBHOM cBs3U (0€3 OTHpaBKu
NOJJMHHUKA IO TOYTE), BU3bl MPOCTABIISIOTCA HA MEPBOM 3K3EMIUIIpE (TIOJIMHHUKE)
Ha OOOpPOTHOM CTOpOHE MOCJEAHEro JHUCTa, M MOCie Mepenadd Mo (akcy 3TOT ke
AK3EMILISIP MUChMa MEPENAETCs B €0 Ha XpaHEHHUE.

5.4.8. [lucbMa TOANMMCHIBAIOTCS PEKTOPOM HHCTUTYTa M MPOPEKTOpamMu B
COOTBETCTBHHM C UX KomnereHuuen. Peructpupyrorcs B8 OJOKU/I.

Jlekanam (paKyJIbTETOB M HMHBIM PYKOBOJUTENSIM TOJPA3ACIICHUI 3alpenieHo
NOAMMUCHIBATh MHCbMA, OPOPMIICHHBIE HA O(PUIIMATBLHOM OJIAHKE UHCTUTYTA.

5.4.9. Ormerka 00 ucnojiHUTENE (B KaYECTBE HCIIOJHMUTENIEH BBICTYMAIOT TOJBKO
IPOPEKTOPHl M PYKOBOAMTENU IMOJAPA3JCIICHUIN) MPOCTABISIETCS Ha JIMIEBOW CTOpPOHE
MOCJIEHErO JIMCTa MOJ TMOANHUCHIO, OJIMXKE K HUXKHEMY IOJIO JTOKYMEHTa, pa3MepoM
mpudTta Ne 12. HMcnoaHuTe s MPOCTaBIseT BU3Y Ha OOOPOTHOW CTOPOHE MOCIEIHETO
JHUCTA.

[TuceMa ¢uHAHCOBOTrO XapakTepa, a TakKe IMUChbMa, cojaepxKallue o0s3aTeabCTBa,
3aBepsAIOTCA repOoBOil medarpbio MHCTUTYTA. llchbma (MHAHCOBOrO XapakTepa JOJKHBI
UMETh JBE MOJINUCH PEKTOpa W HadyaJbHUKA YIpPABIECHUS OyXrajJTepcKOoro ydera H
(bMHAHCOBOTO KOHTPOJIS.

BHocuth kakue-nub0 ucnpaieHust 1100 100aBICHUS B MOJANMCAHHBIE TMChbMA HE
pasperaercs.

5.5. AKTHBI

5.5.1. AKT — JOKYMEHT, COCTaBJICHHBIN HECKOJILKUMU JIAIIAMU TS
HOITBEPIKCHHS YCTAaHOBICHHBIX (akToB, COObITHH, AeiicTBuit ([Ipunoxenune Ne 28).

['maBHOE MpU COCTaBICHUU aKTa — YCTAHOBJIEHUE (DAKTUUECKOTO COCTOSIHUS Jel U
00BEKTHUBHOE OTPAKEHUE COOBITHI. AKT COCTaBJISIETCS HAa OCHOBE YEPHOBBIX 3aIHCei,
KOTOpbIE BEIyTCS BO BpeMs pabOThl KOMHCCHHM WJIM TPYMIbl JUI W COACpKaT
(dakTHUeCKUe TaHHbIE, KOJIMYECTBEHHBIC TTOKA3aTeNN U APYTHE CBEICHMS.

5.5.2. AKTBI COCTaBISIIOTCS KOJUJIETHAIBHO (HE MEHEEe JBYX COCTaBUTENEH). AKTHI
COCTaBIIAIOTCA KOMUCCHUSIMU, CIIELIUATIBHO CO31aBa€MbIMH, COCTaB KOTOPBIX YTBEPKIAAETCS
pacropsIuTEIbHBIM JOKYMEHTOM PEKTOpa MHCTUTYTA WX TMOCTOSHHO JIEUCTBYIOIIUMHU
KOMHUCCHUSIMU Ha PETYJISIPHONM OCHOBE.

OOsi3aTeNbHBIMM ~ PEKBU3UTAMHM  aKTa SBISAIOTCSA: Ha3BaHWE€ MUHUCTEPCTBA
oOpa3zoBanusa u Hayku Poccuiickoil denepanniv, Ha3BaHUE MHCTUTYTA, Ha3BaHUE BHJIA
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nokymenta (AKT), nata u peructpalliOHHbI HOMEpP JOKYMEHTa, MECTO COCTaBJIECHUS,
3aroJIOBOK K TEKCTy, MOAMHCH, B HEOOXOJUMBIX CIy4yasx — Trpud yTBEPKICHUS.
JlommyckaeTcst HEKOTOPBIE BUIBI aKTOB BHYTPEHHETO XapakTepa opopMIIATh HE Ha OJaHKe.

JlaToil akTa siBisieTcs 1ata coObITUS (IPOBEPKHU, 00CIIEIOBAHMS, IKCIIEPTH3BI U T. I1.).

3aroJoBOK K aKTy IpaMMAaTHYECKH COTJIACOBBIBAETCS CO CIIOBOM «aKT»: «AKT
IPOBEPKI.

Peructpupyercs akT o MECTY COCTABJIEHUS.

TekcT akTa COCTOUT U3 ABYX YacTeil: BBOAHOW U OCHOBHOM (KOHCTATUPYIOIIEH ).

BBognas yacte HaunHaeTcs c10BoM «OCHOBaHUE:», KOTOPOE ME€YaTAETCs YEPE3 JIBa
JIOTIOJTHUTENIbHBIX MHTEpBaJla OT 3arojioBka ¢ ab3amHoro otcryna. OCHOBaHUEM s
COCTABJICHUSI aKTa SIBISETCS PACHOPSIUTEIbHBIM JTOKYMEHT, HOPMATUBHBIA JTOKYMEHT,
norosop. Has3BaHme noKkymeHTa medaraercss B MMEHHTEIBHOM NAJACKE C YKa3aHHEM
HOMEpPA U JaThl JOKYMEHTA.

C HOBOH cTpOKH ¢ a03alHOTO OTCTyINa MUuueTcs ¢aoBo «CoCTaBlIeH KOMUCCHEW» U
nanee MEPeUMCISItoTes Jula (B UMEHHUTENIBHOM Majeke B al(aBUTHOM TMOPSAKE)
YYaCTBYIOIIME B COCTaBJICHUU aKTa. [Ipu mepeuncieHun uil yKa3bplBalOTCd MHHUIMAIIBI U
(dbaMuMu, JOKHOCTH ¢ 0003HAYEHUEM OpraHu3alui (111 CTOPOHHHUX WieHOB). [lepBbiM
yKa3bIBaeTCs npejceaaTenb. B HeoOX0AUMBIX CIIydasiX JOMYCKAeTCsl IPUBOJUTH CBEICHHUS
0 JOKYMEHTaX, YJOCTOBEPSIOUIUX JUYHOCTh M TOJHOMOYHSA JHI], Y4aCTBOBAaBIIUX B
COCTABJICHUH aKTa, M UX ajpeca.

Ecnu akT cocTaBiieH B 4bEM-TO IPUCYTCTBHM, IIPUCYTCTBYIOIIUX MEPEUUCISAIOT B
TaKOM K€ NOPAJIKE, KaK U JIUL COCTABUBIIMX aKT.

OcHOBHasl 4yacTh aKTa HaUMHAETCs ¢ a03aI[HOTO OTCTYIA, B HEW H3JararoTcs ey,
CYLIHOCTb, XapaKTep, METOJIbl U CPOKH IMPOJEIAHHON pabOThl, YCTAHOBJICHHbIE (PAKTHI,
pe3ynbTaThl. TEKCT akTa MOXKET ObITh pa3/iejeH Ha MyHKThl U MOIIYHKTHI, MOXKET OBITh
odopmiieHa TaOIHIICH.

[Tpy HEOOXOAMMOCTH aKT MOXKET COJAEpKaTh 3aKIIOYUTENbHYIO 4acTh, KOTOpas
MPEACTABISIET COOOM pEeILIEeHUs, BBIBOJBI, PEKOMEHJIALUMU. IJTa YacThb TEKCTa He
o0s3aTeNnbHa, aKT MOYKET 3aKaHYMBATHCS U KOHCTaTaluuen (hakToB.

[locne Tekcra akTa mepea MOIAMUCAMHM YKa3bIBAETCS KOJIMYECTBO COCTABIEHHBIX
AK3EMIUISIPOB M MX MECTOHaxoJeHue. KoaumdyecTBO 3K3eMIUIIpOB aKTa OIpeAeseTcs
KOJIMYECTBOM 3aMHTEPECOBAHHBIX B HEM CTOPOH WJIM HOPMATUBHBIMU JOKYMEHTAMH.
[locne OTMETKM O KOJMYECTBE DSK3EMIUIIPOB aKTa CIIEAyeT OTMETKa O HaJu4Hhu
NPWIOKEHUH K aKTy (€CIIM OHU UMEIOTCH).

3aBepIIArOT TEKCT aKTa IMOAIUCH, KOTOPBIE MIEYAaTAOTCS Yepe3 JIBa JOMOJIHUTEIBHBIX
MHTEpBaJia OT TEKCTa, PACHOJaraloTcs B TOM K€ MOCIeI0BaTeIbHOCTH, KaK U (paMUIIUU BO
BBOJIHOM YacTu (110 andaBuTy), HO 0€3 yKa3aHUs JOJKHOCTH.

[Ipu cocraBieHMM aKTOB PEBU3MA ©  OOCJIENOBaHUN WX  COJCPNKAHUE
COTJIACOBBIBAETCS C JOXKHOCTHBIMU JIMLAMU, JEATEIBHOCTh KOTOPBIX OTPA)KaeTCsl B aKTe.
AKT cunTaercs NPUHATHIM U BCTYyHAET B ICUCTBUE MOCIIE €r0 MOANUCAHNS BCEMU WICHAMH
KOMUCCUM WM BCEMHU JHIAMH, YYacTBOBAaBIIMMU B €ro COCTaBieHUU. Damuinu
pacnoyiararotcs B anaBUTHOM MOpsAKe 0e3 ykazaHus JoJkHOcTel. JIuio, He coryiacHoe
C co/iep)KaHuEeM aKTa, 00s3aHO MOJIIKUCATh €T0 C OTOBOPKOM 0 cBoeM Hecorsacuu. Ocoboe
MHEHHE YIeHa KOMUCCHH clieflyeT 0OpMIIATh Ha OT/AEJIbHOM JIUCTE U MPUIarath K aKTy.
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Cnegyer O3HaKOMUTb C aKTOM BCEX, Ybs JESITEIBHOCTh OTpakeHa B HEM
(3arparuBaer wuHTepechl). Hwmke mnoamucedt mnpocrtaBisercss oTMeTka «C  akTom
03HAKOMJICHBI» U O(OPMIISIOT HETIOCPEACTBEHHO CAMHM MOITUCH 3aWHTEPECOBAHHBIX JIHII.

B HEoOXOoauMBIX Cilydasx, €ClId 3TOTO TPEeOYIOT HOPMATHBHBIC JOKYMEHTHI, aKThI
YTBEPKIAIOTCS PEKTOPOM HHCTUTYTa, IO PACHOPSHKEHUI0 KOTOPOTO TMPOBOJIUIUCH
JIEHCTBUS, 3aBEPIIMBIINAECS COCTABICHUEM aKTa. Y TBepkKACHHE ohopmisieTcs Tpudom.

5.6. 3anucku (OKJIaaHBIE, CIyKeOHbIE, 00bSICHUTEIbHbIE)

5.6.1. B neArenbHOCTM  MHCTUTYTa CO3JAIOTCS U HUCIONB3YIOTCA CIYy>KEOHBIE,
JOKJa/JHble, OOBICHUTENbHBIC 3alUCKU 1 HMHPOPMAIMOHHOTO OOMEHa MEXIy
MOJIpa3/IeTICHUsIMU, JIOJDKHOCTHBIMHU JIMIIAMHU, PA0OTHHUKAMHU, a TakKxXke IS Iepeadyu
uH(hOpMaIIUU C OJHOTO YPOBHS YIpaBlieHUss Ha JApyrou. JlokiamHble, ciy>KeOHBIE,
OOBSCHUTENbHBIE  3alUCKU  YacTO  SBJISIIOTCS ~ OCHOBAHMSIMM  JUIsL  W3JIaHMS
pacnopsiAUTEIIbHBIX TOKYMEHTOB.

MunupatopoM U3gaHusl JOKIAJAHOM, CIYKEeOHOM, OOBICHUTEILHON 3allUCOK MOTYT
OBITH PEKTOP, MPOPEKTOP, PYKOBOAMUTENHh MOAPA3ACICHUS WIM KOHKPETHBIM pPabOTHHUK
MHCTUTYTA.

Joxnanueie, clyKeOHblE, OOBSCHUTENbHBIC  3allUCKM  COCTaBJISIIOTCS  Ha
CTaHJApPTHBIX JucTax Oymaru ¢opmata A4. OOs3aTeIbHBIMU PEKBU3UTAMHU SIBIISIOTCS:
HAVMMEHOBAHUE MOJAPA3JCICHUSI, HANMECHOBAaHHME BHJA JOKYMEHTA, JaTa, 3arojoBOK K
TEKCTY, aJlpecar, TEKCT, OAIUCH.

Jlo nmpencraBieHHUsT COOTBETCTBYIOIIEMY JOJDKHOCTHOMY JIMIY — JIOKJIAJHBIE,
cyxeOHble,  OOBSACHHUTENbHbIE  3alMCKM  TNPU  HEOOXOJMMOCTH  BU3BHPYIOTCSA
3aMHTEPECOBAHHBIMU JOJKHOCTHBIMU JIMLIAMU.

JlaToit moknmagHOM, CIIyKeOHOH, OOBSICHUTEIBLHON 3alUCKH SBJISCTCS JaTra HX
COCTAaBJICHUS U TIOAIIMCAHUS.

5.6.2. JloximamHas 3amucka — JOKYMEHT, aJpEeCOBAHHBIM PEKTOpy (IIPOPEKTOPY)
WHCTUTYTA, PYKOBOIUTEIIO TMOJpa3eiCHUs, COJAEpKalIUA OOCTOSTEILHOE H3JIOKEHUE
KaKoro-jau0o BOIMpoca ¢ BBIBOJAMU | NpeaiokeHusMu coctaButens ([Ipunoxenne Ne 13).

Jloknaguble 3alMUCKU COCTABJSIIOTCS B IHEISIX MH(MOPMHUPOBAHUS PYKOBOJICTBA O
dakTax, CUTyaIusx, TpeOYIOIMUX NPUHITHS YIPABICHYECKUX PEIICHUM.

TekcT nOKnIagHOM 3allMCKU COCTOMT M3 JBYX WJIM Tpex 4acred. B mepBoil wactu
W3JIaratoTCsl MPUYMHBI, (DaKThI UM COOBITHS, TOCTY>KUBIIUE IMOBOJIOM JJISI COCTABJICHUS
JIOKyMeHTa. BO BTOpO# 4acTy — aHaJIU3 CJIOKUBIIECUCS CUTYAI[MU, BO3MOKHBIE BAPUAHTHI
ee pemeHus. B TpeTbel — BBIBOABI U MPEMIOKEHUA O KOHKPETHBIX JIEUCTBUSAX, KOTOPHIE,
110 MHEHUIO COCTaBUTENSI HEOOXOAMMO MPEANPUHSTH. BTOpas 4acTh B TOKJIAHOM 3aMUCKe
MOXKET OTCYTCTBOBATh, B 3TOM CJIy4ae €€ TEKCT COJNEPKUT ONMUCAHUE CIIOKHUBIICHUCS
CUTyalluW, BBIBOJABI WU  NPEIVIOKEHUsS  cocraBurens.  JlokiamHple  3aIMCKH,
UH()OPMUPYIOIIKE PYKOBOJIUTENS O X0/I€ pabOT, MOTYT MPEIBSIBIATHCS PETYIISPHO.

JloknamHasi 3ammMcKa TOAMHUCHIBACTCS PAaOOTHUKOM, €CIIM OHA MPEJCTaBISETCS
PYKOBOAUTENIO TOAPA3ACICHUA, M PYKOBOJIUTEJIEM TMOJpa3ACICHUs, €CId OHa
MPEICTABIISIETCS PEKTOPY (IPOPEKTOPY) MHCTUTYTA.
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5.6.3. CnyxxeOHast 3amuMcka — JIOKYMEHT, COCTaBJISIEMbIH pPaOOTHUKOM WJIU
PYKOBOJIUTENIEM TOIPA3ACICHUSI W aJAPECOBAHHBIN PYKOBOJMUTEIIO WM CIEIUAATUCTY
npyroro noapazaenenus ([Ipunoxenns Ne 15, 29).

CnyxeOHbIE 3alUCKH COCTABIISIOTCS MO BOMPOCAM MaTepUATbHO-TEXHUYECKOTO,
nH(OPMAITMOHHOTO, X035HCTBEHHOT'O 00ECTICUCHUS U .

Tekcr ciy:)keOHOM 3alMUCKH, KaK IPaBWIIO, COCTOMT M3 JIBYX dacTeil. B mepBoit
YaCTH W3JIaraloTCsl MPUYHMHBI COCTAaBJICHHS 3amucku (oOocHOBaHMs). B 3aximroueHnn —
MIPEIIOKEHHS], POCKOBI, 3asIBKH U T. T1.

CnyxeOHas 3amucka TMOJANKMCHIBAETCS  PaOOTHUKOM  WJIM  PYKOBOIUTEIEM
NO/Ipa3/iesICHus.

5.6.4. O0BAcHUTENBHAS 3allMCKa — COOOIICHHE JOJDKHOCTHOIO JIMIIA, IOSCHSIOIIEE
Kakoe-nmubo  neWictBue, (akT, MPOUCIIECTBHUE, MPEACTABISIEMOE  BBIIICCTOSIIEMY
nospkHoctHoMy iy ([Tpunoskenue Ne 14).

TexcT 00BACHUTEIBLHOM 3alUCKU COCTOUT U3 JBYX dacTei. [lepBas yacTh cogepkut
(haKThl, MOCTYKUBIITHE TTOBOJOM K €€ HamucaHW0. BTopas — MpUYuHBI, 0OBICHSIONINE
CIIOXKUBIITYIOCSI CUTYAITHIO.

5.6.5. Otnnumne 0OBSICHUTEILHOM 3AIMCKA OT JOKJIAIHOW 3aIIMCKU 3aKJIFOYaeTCs B
OTCYTCTBHUH CMBICIIOBON YaCTH, B KOTOPOU M3/1aratoTCs BBIBOIBI M TPEIIOKEHUS.

5.7. Tabanma B JOKyMeHTe

5.7.1. TabnuuHbIE TEKCTHl MPUMEHSIOTCS B OPraHU3alMOHHO-PACIIOPSAUTEIHbHBIX
JOKyMEHTaxX (CTPYKTypHas M IITaTHAsI YUCIEHHOCTh, ITATHOE pacnucanue, rmiaH paboThl,
MepeyYeHb U JIp.).

Tabnuunyro popmy 1enecooOpa3HO HCIONIb30BATh, €CIM pPa3IMYHBbIE MOKa3aTelu
MOTYT OBITh CrPYNIUPOBAHBI IO KAaKOMY-IHOO OOIIeMy TMpU3HAKY, a KaKIbIM U3
MoKa3arelield MMeeT HeCKOJIbKO 3HAUCHUH, a TaKXKe JJIs JTydIleld HarJIsIHOCTH U YJI00CTBa
CpPaBHEHMS YMCJIOBBIX 3HAUEHUI WJIU APYTUX TOKa3aTeen.

Tabnuma pasmeniaercs cpasy MoJ TEKCTOM, TJi€ OHa BIIEPBbIC YIOMHUHAETCS, HA
CIeAyIONIel CTpaHWIle WM B TPUIOKEHUHM K OCHOBHOMY JOKyMeHTy. Jlomyckaercs
pasmeniaTh TabIuIly BAOJIb IJTMHHONW CTOPOHBI JIUCTA.

5.7.2. Tlo uenTpy Haja Tabnuiel yepe3 OAUH MEKCTPOUHBIA WHTEPBAJ Pa3MEIIaroT
HAaUMEHOBaHKME TAOJHIIBI (B HEKOTOPHIX CIyYasX BBIICICHHOE IMOJYKHPHBIM IIPUGTOM).
Tou4Ky B KOHIIE HE CTaBAT.

Hanpuwmep:
Ntorosas 3anuch 0 KaTETOpUsAX U KOJUYECTBE e, 3aBeAeHHbIX B 2012 roxy

Ecnu Ttabnui HECKOJNBKO M €CTh HEOOXOAMMOCTh B MX HyMEpalluH, CIpaBa Haj
TaOimuen rmeyararor. Taomuma Ne 2.

5.7.3. Tekct B Tabnuie nevyaraercs mpudrom Ne 14, mpu 60ab1110M 00BEME TEKCTA —
mpudTom No 12,

5.7.4. Tabnuibl UMEIOT JABA YPOBHS Pa3eNICHMs TEKCTAa: BEPTUKAIbHBIN — rpadbl U
TOPU3OHTAJbHBIM — CTpoku. OOO0OIIEHHbIE HAWUMEHOBAaHHS TMPU3HAKOB B TaOiMIle
COCTaBJISIFOT 3ar0J0BOK M I10/13ar0JIOBKM Ipad, a HAMMEHOBaHMsI OOBEKTOB — 3aroJIOBOK U
IIOJ[3ar0JIOBKM CTPOK TaOJMIIbI, paclojoKeHbl B KpaitHel JsieBoil rpade (IIpunoxeHue

Ne 30).
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5.7.5. Ecnmu cTpoku unu rpadbl TaOIMUIBI BEIXOIAT 3a (opMaT CTpaHUIII, €€ JIesT
HA YacTH, MOMeMlasi OJHY YacThb MOJ JAPYrod WM PSIOM, IPU 3TOM B KaXJOW YacTH
TaOJIMIBI TIOBTOPSAIOT €€ 3aroJIOBOYHYIO 4acTb U OokoBHK. [lpu nenenun Tabmuipl Ha
YacTH JIOMYCKAETCS €€ TOJIOBKY MM OOKOBUK 3aMEHSTh COOTBETCTBEHHO HOMEPOM rpad u
ctpok. [Ipu 3TOM HyMepyroT apabckumu nrdpamu rpadsl U (MIHM) CTPOKK TEPBOM YACTH
TaOJIUIIBIL.

5.7.6. 'opu3oHTaNbHbIE IMHUY, PA3TPAHUYUBAIOIINE CTPOKHU TaOIHIIBI, TOMYCKACTCS
HE TIPOBOJIUTH, €CIIM UX OTCYTCTBHE HE 3aTPYIHSET MOJIb30BAHUE TAOIULICH.

5.7.7.T'padba HOMEp MO TOPSAIKY HCIOJB3YETCS B ClIydasx, Korja MOHAI0O0UTCs
CChUIKA Ha CTPOKH Tabmuibl, oOo3HayaeTcs: No m/m. B ocrambHbIX cliydasx mpu
HEO0OXOIUMOCTH HyMEpallMK ToKa3aTesiel, MOpsSIKOBbIE HOMEpPA YKa3bIBaIOT B KpalHen
JeBoi rpade TabinLbl, HENOCPEACTBEHHO Nepe]] UX HAUMEHOBAHUEM.

5.7.8. 3aronoBku rTpad nHIIyTCS C TPOMUCHBIX OYKB, a MOA3arojoBKA — CO
CTPOYHBIX, €CJIM OHU COCTABIISIIOT OJIHO II€JIO€ C 3aroJIOBKOM, T. €. MOSCHAIT ero. Eciu
M0/13ar0JIOBOK MMEET CaMOCTOSITENIbHOE 3HAYCHHE, TO OH MHIIETCS C MPOMUCHONW OyKBBHI.
Touku B 3arooBKax M MojB3arofioBkax rpad He MPOCTABISIOTCS. TEeKCT B CTPOKaxX MevaTaeTcs
C MpoNHCHOM OyKBBI. BHYTpH TeKCTa 3HAKU paCcCTaBIISIOT MO OOIIMM MPaBUJIAM ITyHKTYaI M.

3aroJioBKM M TMOJ3aroJIoBKM rpad M CTPOK TaOJMLBl BBIPAXKAIOTCI HWMEHEM
CYIIECTBUTEIbHBIM B UMEHUTEIHHOM TaJIeKe €IUHCTBEHHOTO YHCIa, 6€3 MPOU3BOILHOTO
COKpaIIeHusl CI0B. MHOKECTBEHHOE YMCIIO CTaBAT TOJBKO TOTJa, KOTAa CPeIr TeKCTOBBIX
nokasatesiel rpadbl eCTh TaKue, KOTOPbIE MOCTAaBJIEHb BO MHO>KECTBEHHOM YHCIIE, KOTAa
3arojIOBOK MeEpelaeT He TO 3Hau€Hue, KOTOPOE HYXHO, KOrJa CJIOBO B €IMHCTBEHHOM
yucie He ymnorpeOssieTcs. B 3aroiioBkax W TMOA3arojioBKax CTPOK U Tpad TaOIHIIhI
YHOTPEOIISIFOTCS TOJIBKO OOMIETIPUHATHIE YCTIOBHBIE O003HAYCHHS OOIICTPUHSITHIE COKPAITICHHSL.

Paznenenve rpad B 3aroJoBOYHON 4YacTH TaOJWIBI AWMArOHAJIBHBIMH JIMHUSIMHU
JIOMYCKAeTCsl JIUIIb TMPU OYEHb CII0)KHOW, MHOTOSIPYCHOM CTPYKType, KOTrJa HeJb3s
YIOPOCTUTH €€ APYTUMHU CIIOCOOAMHU.

3aromoBku rpad, Kak MPaBHIO, TEUATAIOTCS MMApaJICNbHO CTPOKaM TaOJIHIIbI,
BBIPABHMBAIOTCS MO ILIEHTPY M IO BEPXHEMY Kparo sUeHKH WM TocepeanHe (dopmara
rpadsl (MM HECKOJBKUX Tpad), €ciH 3arojoBOK MX o0beauHseT). [Ipu HeoOXomumocTH
3aroJIOBKM rpad mevararoTcs MEepIeHINKYISIPHO CTPOKAM TaOJHUIbI, IEHTPUPYIOTCA TI0
BEPTUKAJIA U BEIPABHUBAIOTCS 110 HIDKHEMY Kparo sYCHKH.

5.7.9. YucnoBble 3HaYCHUS MOKA3aTeNsl MEeYaTalOTCsl Ha YPOBHE MOCIEIHEH CTPOKHU
HAaWMEHOBAHUS MTOKA3aTesl.

B Tom crydae ecnu mokazaTenu pacKphIBAIOTCS B BHUJIE TEKCTA, 3aMMCh HAYMHACTCS
Ha YpOBHE TIEpBOWM CTPOKM HaWMMEHOBaHUS mokazarens. lleHTpupyrorcs wim
BBIPABHUBAIOTCS TI0 JIEBOMY Kparo.

[Ipu oTCyTCTBMU TaHHBIX B COOTBETCTBYIOIIMX I'padax 00s53aTebHO MTPOCTABIIACTCS
MpOYEpK (3HAK TUPE).

5.7.10. Ecniu He0OX0IMMO MOSCHUTH OTNIETbHBIC JaHHBIC, IPUBEACHHBIC B TAOJIHIIE,
TO O9TH JaHHBIE CcJeayeT O0O03HAuWTh HAJACTPOYHBIM 3HAKOM CHOCkH. Ecmm ecTh
NpUMEYaHUs], TO B KOHIIE TaOJIMLIbI IPUBOJIAT BHAUAJIE CHOCKH, 4 3aT€M MPUMEUaHUS.

5.7.11. Tludpossie 3HaUeHUs B Tpadax TaOIMI] IPUBOIATCS TAKUM 00pa3oM, YTOObI
pa3psiapl yucea Mo Bcel rpade ObUTM PACHONOKEHBl OJIUH TMOJ JAPYTUM, €CIU OHHU
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OTHOCATCS K OJHOMY ITOKazaTeno (mapamerpy, pa3dmepy). B omHoit rpade coGmromaror
OJIMHAKOBOE KOJIMYECTBO IECATHUYHBIX 3HAKOB ISl BCEX 3HAYCHUI BEIMYHH.

Ecmm B rtpade Tabmuiel comepikarcs KOJIMYECTBEHHBIC ITOKA3aTeld, €IUHUIA
M3MEPCHUs YKa3bIBAETCSl B 3ar0JIOBKE COOTBETCTBYIOmIEH Tpadsl, Hanpumep: [muHa, M;
Macca, T wm Jlyimaa (M), Macca (7). 3aronoBok «/Toro» cTaBsiT K CTPOKE C YACTHBIM
uToroM, «Bcero» — k cTpoke ¢ 00muM UTOTOM (BKITFOUAFOIIIMM YaCTHBIE).

5.7.12. JInsg 5KOHOMUHM MeCTa TTOBTOPSIOIIMECS CJIOBA, €CIM TabauIa He pa3zciicHa
TOPU3OHTAJIBHBIMHA JIMHUSIMH, MOTYT 3aMEHSThCS KaBBIUKAMH TP YCIOBHH, YTO
3aMCHSEMOE CJIOBO CTOUT HEIOCPEICTBCHHO I0JT TEM K€ CIIOBOM; MTOBTOPSFOIIHICS TEKCT
MOXKET 3aMCHSAThCS clioBocodeTaHueM «To ske». Ecnm B Tabmmie CTPOKH pa3aeiacHBI
TOPU30HTAIBLHBIMY JIMHUSIMH, TEKCT IIOBTOPSACTCS MOJHOCTBIO.

6. Opranmn3anusi J0KyMeHTO000pOTAa U UCIIOJIHEHUS IOKYMEHTOB

6.1. Opranu3zanusi J0KyMeHT0000poTa

JIBM>KCHHE TOKYyMEHTOB B MHCTHTYTE€ C MOMEHTA WX CO3JIaHWS WJIU TIONyYEHUS 0
3aBEpIICHHS WCIOJHEHUS WM OTIIPABKU HA3BIBACTCS JIOKYMECHTOOOOPOTOM.

[Topsiiok TIPOXOXKIACHHUSI JOKYMEHTOB M OIEpAaIldd, IPOU3BOJUMBIC C HUMH B
UHCTHUTYTE, PETJIAMEHTUPYIOTCS HACTOSIICH HHCTPYKIIMCH.

TpeboBaHHMs K OpraHu3alud JOKYMEHTOOOOpPOTa B HMHCTHUTYTE. ILICHTPAIN3AIINS
oleparyii 1Mo NpueMy W OTIpaBKe JOKYMEHTOB; pacIpeleiCHHe JIOKYMCHTOB Ha
JOKYMEHTOIIOTOKH, WUMEIOIIUE OJMHAKOBBIM MapuipyT (MapIipyTH3alus JOKYMEHTOB);
OpraHM3alys  MPEIBAPUTCIILHOTO  PACCMOTPCHHMS  TMOCTYMAIOMIMX  JIOKYMCHTOB;
WCKITIOYCHNE BO3BPATHBIX JIBIDKCHUH JIOKYMEHTa, HE OOYCJIOBICHHBIX JIEJIOBOKH
HE00XO0TUMOCTHIO; OJTHOKPATHOCTh  PETHCTpalil  JIOKYMEHTOB,  YCTpaHCHUE
HEO0OOCHOBAHHBIX COTJIACOBAHUH IMPOEKTOB JOKYMEHTOB; pErJIaMEHTAIHMS OTEepaIiuii 1o
00paboTKe, pACCMOTPEHHIO M COTJIACOBAHMIO JIOKYMEHTOB.

B 10KyMeHTOOOOpOTE HWHCTHTYyTa B  COOTBETCTBUM C  OCOOCHHOCTSIMH
TEXHOJOTHYECKOH  OOpaOOTKM  BBIACIAIOTCS  JOKYMEHTOIIOTOKH:  ITOCTYIIArOIast
JOKYMEHTAIHS; OTIIPaBIsieMast TOKYMEHTAIIUs, BHYTPEHHSIS JOKYMEHTAIHSI.

6.2. OpraHusaiusi 10CTABKH TOKYMEHTOB

JlocTaBka TOKYMEHTOB B HWHCTHTYT OCYIIECTBIISIETCS CPEACTBAMU IOYTOBON W
AIIEKTPUIECKON CBsI3H. JJOKYMEHTBHI MOTYT OBITh JOCTaBIEHBI KypbepOM, MOCETHUTEISIMHU,
pabOTHUKAMU HHCTUTYTA.

C ToMOmIbIO TOYTOBOM CBS3M B HWHCTHTYT JOCTaBISETCS IMMHCHMEHHAs
KOPPECTIOHICHITNS B BUJIE MPOCTHIX U PETUCTPUPYEMBIX MHCEM, MIOYTOBBIX OaHIEPONICH, a
TaK)Ke TIeYaTHbIC N3IaHuUsI.

[lo xaHamaMm 3JEKTPUYECKOM CBSI3U MOCTYNAIOT: TesnepoHOrpamMmbl, (hakCoOrpaMMBl,
AIICKTPOHHBIC COOOIICHUS.

6.3. [Ipuem u nepBu4YHas 00padoTKAa NOCTYNAIINX JOKYMEHTOB
6.3.1. JlokyMeHTbI, OCTYNAIOIINE B UHCTUTYT, KaK Ha OyMa)KHBIX HOCUTEIISAX, TaK U
B OJICKTPOHHOM  BHUJE, MPOXOAIT TMEpPBUYHYIO OOpabOTKy, MpeABapUTEIbHOE
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PacCMOTpPEHUE, PETUCTPALINIO, PACCMOTPEHUE PYKOBOJICTBOM MHCTUTYTA M JOCTaBIISIOTCS
UCTIOJTHUTEIISM.

6.3.2. [Ipuem mocTymaromux gOKyMeHTOB ocymectBiser otaen OJOKU/I.
JIOKYMEHTBI, TIOJy4YeHHbIE pa0OTHUKAMU B APYTUX OPraHU3aLUAX U OT TOCETUTENEH, NI
perucrpauuu u ydera takxke nepeaatorcs B OJOKU/L.

6.3.3. [Ipu mpueme KOPpPECHOHACHIMHU MPOBEPSAETCS: MPABHIBHOCTb aJpPECOBAHUS
JOKYMEHTA; MPaBUJIBHOCTh M IEIOCTHOCTh KOHBEpTA, MAaKeTa WM YHNAKOBKH; HAJIMIUE
YKa3aHHBIX B JIOKYMEHTAaX MPHUJIOKEHUH, a TaKK€ COOTBETCTBUE HOMEPOB MOIYYEHHBIX
JOKYMEHTOB HOMEpaM, YKa3aHHbIM Ha KOHBEpTaX (€CJIU TaKOBbIE UMEIOTCS).

[Ipn oOHapyX eHUU OTCYTCTBUS, HEIOCTAYW, MOBPEKICHUN JIOKYMEHTOB WM
OPWIOKEHU K HUM B TOT K€ JIEHb COCTABJISIETCS aKT B TPEX JK3EMIUIApax: MEepBBIN
ocraercs B OJIOKWJI, BTOpOi mnpuoOmaeTcs K MNOCTYNUBIIEMY JIOKYMEHTY, TPETUU
HAIpPAaBJIETCS OTIIPABUTEIO JOKYMEHTA.

[ToctynuBmivie He MO aapecy AOKYMEHThI EPECHUIAIOTCS MO MPUHAIICKHOCTH WU
MOJ/IJIEXAT BO3BPATy B OYTOBOE OTAEIICHHUE.

6.3.4. Ha 10KyMeHTBI, TOCTyMalIiue B WHCTUTYT, CTAaBUTCA OTMETKAa O
MOCTYIUICHUH.

6.3.5. Bce KOHBEPTHI, 32 UCKITIOYECHUEM C IOMETKOU «JIMYHO», BCKPBHIBAIOTCS.

KoHBepThl COXpaHSIOTCS U NMPUIAraloTCcs K JOKYMEHTaM B CIydasix, KOTJa TOJBKO
M0 HUM MOXXHO YCTaHOBUTH ajpec OTHPaBUTENS M JaTy OTIPaBKU, MPU OOIBIION
BPEMEHHON pa3HULE MEXAY JaTOW perucrpanuu JAOKYMEHTa U €ro IOCTYIUICHHEM B
MHCTUTYT, MOCTYNHUBILINE C YyXK€ IMPOCPOUYEHHBIM CPOKOM HCHOJHEHMs. B ocTaibHBIX
CllydasiX KOHBEPTbl YHUUTOKAOTCS.

6.3.6. lokymeHTsl, mocTynuBIIME TO (akCy W  JJICKTPOHHOW  TOYTE
HENOCPEACTBEHHO B  MOJpa3JielieHHe U Kacawomuecs paboThl  MOApa3eseHus,
PETUCTPUPYIOTCSI U pacCCMaTPUBAIOTCS B MOJIpa3esICHUN.

6.3.7. lokyMeHTBI, TpeOylomue CpPOYHOTO0 PACCMOTPEHHS, TMEpPEeNaroTCs Ha
perucTpanrio HezamennuTenbHo. O0paboTka OCTalbHON KOPPECTIOHJAEHIIMU WU Mepeaaya
€€ Ha PErucTpaluio OCYIIECTBISETCS B JCHb €€ MOCTYIUICHUS] WIM B MEPBBIM pabouunii
JICHb MPU TIOCTYTJICHUH TOKYMEHTOB B HEpabouee BpeMs.

6.3.8. [Ipu HeoOxogumocTH O€30TIAraTeIbHOTO HWCIOJHEHUS TOCTYMAIOIIETO
JOKYMEHTa JOIMYCKAaeTCsl O3HAKOMJICHHME UCIHOJHUTENS C €ro CoJepKaHUueM 10
paccMOTpEeHHsI TOKyMEHTA.

JIOKYMEHTBI, aJpecOBaHHbIE B IMOAPA3JCICHUS, PETHUCTPUPYIOTCS U TMeperaroTcs
HEMOCPEACTBEHHO B MOJPa3AeIeHUS MO/ MOIHCH.

6.3.9. Bce mocrynuBmmMe TOKYMEHTHI COPTHUPYIOTCSI HA PETHCTPUPYEMbIE U
HepeructpupyeMbie. K HeperucTpupyeMbIM OTHOCATCS JOKYMEHTBI, MOJy4YEHHbIE IS
cBeleHuss W He TpeOyromme otBera u  ucnonHenus — ([Ipunmoxkenme  Ne 31).
Hepeructpupyemble H1OKyMEHTBI, COAEpKAIUE CBEIACHUS AJIsi PYKOBOJCTBA, MEPEIatoTCs
PEKTOPY WUJIH MPOPEKTOPAM, OCTAIIbHBIE — HETTOCPEJCTBEHHO B MOJIpa3iesICHusI.

6.4. IlpenBapuTeibHOE PACCMOTPEHHE TOKYMEHTOB

6.4.1. JlIokyMeHTBI, aipeCOBaHHbIE PYKOBOJACTBY MHCTUTYTA, a TaKxke 0e3 yKa3zaHus
KOHKPETHOTO JIMIIA WK MOAPA3ACNICHUs] IPEABAPUTENILHO PacCMAaTPUBAIOTCSI PAaOOTHUKOM
OJOKH/I, a 3aTeM HanmpaBJIAtOTCS PYKOBOJICTBY.
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[IpeaBapuTenbHOE pacCMOTPEHUE JTOKYMEHTOB OCYIIECTBIISIETCS UCXOAS U3 OLIEHKU
UX COJIEp>KaHMs, a HE aIpECOBAaHUS IOKYMEHTa COOTBETCTBYIOIIEMY JOJKHOCTHOMY JIHUILY,
HA OCHOBaHUH YCTaHOBJIEHHOTO B MHCTUTYTE paclpeaeNeHus] 00sS3aHHOCTEH.

K pykoBoguTeno NOCTYHNAlOT TOJBKO JOKYMEHTBI, KAaCarOIIUECS OCHOBHBIX
BOITPOCOB J€ATEIbHOCTH MHCTUTYTA, HECYIIME HOBYIO MH(OPMALUIO, pACIIOPSIUTEIbHBIE
JOKYMEHTBI BBIIIECTOSIIMX OpPraHU3aluid U JPYrue JOKYMEHTBI, TPeOyIOLIUe NPUHATHS
YIPABJICHUYECKUX pelieHui. OcTaabHble JOKYMEHTHI MEPEAAIOTCS B MOJAPA3AEICHUS WA
HEIOCPEICTBEHHO MCITOJIHUTESIM-CIIELIHATTMCTAM.

6.4.2. lokymentsl, 3apeructpupoBannbie B OJOKWJI, mnepenatorcs Ha
pPaccCMOTpPEHUE PYKOBOJICTBA B IEHb UX MOCTYIUICHUSI.

6.4.3. Pe3ynbTaThl paccCMOTpPEHHUs] JOKyMEHTa OTpakaroTcsi B pesomonuu. [locne
PacCMOTPEHHUsI pPyKOBOACTBOM JTOKyMeHThI Bo3Bpawmarorcss B OJJOKN/L nns nepeHeceHus
CBEJCHUI 00 WCIIOJIHUTENSIX U CPOKaX MCIOJHEHHS U3 PE30JIOLUN B PErHCTPALlUOHHBIN
’KypHaJI ¥ 3JIEKTPOHHYI0 0a3y JaHHBIX «Bxondias KoppecrnoHACHIH.

6.4.4. IloctynuBmive TeiaerpaMMbl MPUHUMAIOTCS MO/ PACIHUCKY C MPOCTaBICHHEM
JaThl U BPEMEHHM IpPUEMA, PErHCTPUPYIOTCS, a 3aTeM NEpelaroTCs Ha PacCMOTPEHHE
PYKOBOJICTBY U UCIIOJIHEHUE.

6.4.5. Tekct moctynuBmiel TeneOHOrpaMMBl 3allMCHIBACTCS B JKypHANl ydeTa
TeneOHOrpaMM U ONEPATUBHO MEPENAECTCS PEKTOPY UM IPOPEKTOPAM UHCTHUTYTA.

6.4.6. [loctynuBmue dakcorpaMMbl pETUCTPUPYIOTCS, TMEPEAAIOTCS aipecataM IMOj
pacnucKy B JI€Hb UX IIpMEMA, CPOYHBIE — HEMEMIECHHO. PaccMoTpeHue TOKyMEHTOB,
NOCTYNUBUIMX 1O KaHaly (AaKCUMMHJIBHOM  CBSI3M, OCYILIECTBISIETCS, B  LEJSIX
ONEpPAaTUBHOCTH, HE AOKUIASACH MOJIY4YEHUs IOJIMHHOIO 3K3eMiusipa. lloctynuBmmii
Bcien 3a (pakcorpaMMoOll MOJUIMHHUK JOKYMEHTa HAampaBlIsieTCS B COOTBETCTBYIOLIEE
II0/Ipa3/IeJICHUE-UCTIOJIHUTEIIb.

6.4.7. KouTposb 3a UCHOJIb30BaHUEM (DAKCUMUIILHON TEXHHUKH, YCTAHOBIICHHON B
MIO/IPA3/IEIICHUSX, OCYIECTBIISIETCS UX PYKOBOJIUTEIEM.

6.5. Perucrpanusi nocTynawuux 1 OTHpPaBJisieMbIX TOKYMEHTOB

6.5.1. Peructpanmu mojyiexxaT BCE€ JAOKYMEHTBHI, TpeOyrolue ydeTa, UCTOTHEHHUS,
WCIIOJIb30BAaHUSI B CHPAaBOYHBIX LeJsAX. OCHOBHBIM MPUHIUMIIOM PErUCTPALUU SIBIISETCS
OJIHOKPATHOCTh. J[OKYMEHTBI PErHCTPUPYIOTCS HE3aBHUCUMO OT CIOCO0a MX JOCTaBKH,
nepeaady Uil CO3/1aHMus.

6.5.2. JIokyMeHTbI, MOCTYNUBIINE B HMHCTUTYT, TOJJIEKAT Iepenaye B ITOT Ke
pabounit nmenp B OJOKUJl nmns wux peructparuu. JIOKyMEHTHI TMepealoTcs Ha
PETHCTPALIMIO TOJIBKO MOCIIE UX MPEABAPUTEIIBHOTO PACCMOTPEHHS.

6.5.3. PeructpupyroTcsi JOKyMEHTBI, IOCTYNAIOIINE U3 APYTUX OpraHu3aludid U oT

bu3MYecKuX JUIl, a TaKXe COo3/JaBaeMble — BHYTPEHHHE H OTIpaBisembie. He
PETUCTPUPYIOTCS TOKYMEHTHI, yKazaHHbie B epeune ([Ipumokerue Ne 31).

6.5.4. JIOKyMEHTBl PETUCTPUPYIOTCS OJIMH pa3: TMOCTyMmarnme — B JIeHb
MOCTYIUICHUS, CO37aBaeMble — B JICHb MOJNMKMCAHUSA WIM YyTBEpXKJeHus. B ciyuae

NOCTYIUICHUSI JIOKYMEHTa B Hepabouee BpeMs pErucTpanus OCYIIECTBISETCS Ha
cieaywmui padbouuit aeHb. HezamemuTenbHOM perucTpanyy Moiekar MoCTyHaroIIme
JIOKYMEHTBI ¢ 0OTMeTKaMu «CpodHo», «OrnepaTuBHOY.
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6.5.5. JIokyMeHTBI, aJpecoBaHHbIE MHCTUTYTY, PETHUCTPUPYIOTCS B IKypHaie
peructpanmu nocrynaronmx n1okyMmeHToB ([Ipmmokenue Ne 32) u B anekTpoHHOU Oaze
HaHHBIX «BXopsmas KOppecnmoHACHLNS», a OTHpPAaBIsieMble — B KypHaje pPETUCTpalluu
otnpaBisieMblx JTIOKyMeHTOB (IIpmnokenne Ne 33) m B 3JEKTpOHHOM 0aze JaHHBIX
«Mcxopsamass  KoppecnoHACHIMSA». Perucrpanus  ocymiecTBiseTcss  paOOTHUKAMU
OAOKHM/I.

6.5.6. Ha mocTymarommx TOKyMEHTax, MOAJEKAIIUX PErucTpalud, B HUKHEM
MIPaBOM YIUIy IIEPBOTO JINCTA JOKYMEHTA MPOCTABISETCA OTMETKA O IMOCTYIUIEHHH B BUIE
PErMCTPAllMOHHOTO IIITaMIla, TJ€ YKa3bIBa€TCsi KpaTKO€ HAWMMEHOBAHME WHCTUTYTA,
NOPSAJIKOBBIA HOMEp TMOCTYIUICHMsI, JaTa MOCTYIUICHUs, MpU HEOOXOJIMMOCTH, BpeMs
MOCTYIUJICHUSI.

6.5.7. PeructpauoHHbIi HOMEp JAOKYMEHTa CIYKUT €ro TIJaBHbIM YUYETHBIM U
MOMCKOBBIM TIPU3HAKOM, OH JOJDKEH HMETh CTA0MJIBHOE pPacCIOJIOKEHUE COCTaBHBIX
yacTeld. PerucrpaniMoHHBI HOMEp MOCTYHAKOUIUX JOKYMEHTOB BKJIIOUAET MOPSIIKOBBIN
HOMED MOCTYIUICHHUS B Mpeaenax KaJIeHJapHoro roja.

6.5.8. [locTynuBIze TenerpaMMbl 3aMCBIBAIOTCS B KypHAJ ydeTa TejaedOoHOTrpamMM.
JIOKyMEHTBI, TOCTYIUBILHKE 10 JIEKTPOHHOM MoYTe U (haKChl, 00padaTHIBAIOTCA 110 TEM KE
NPUHIIMIIAM, YTO W JAOKYMEHTHI, MOCTYHAIOIINE MO JPYTUM KaHalaM W BKIIOYAIOTCS B
00111 MOTOK 00pabOTKU TOKYMEHTOB.

6.5.9. [Ipu mepemavye MOKyMEHTa M3 OJHOTO TOAPA3NICICHHUS B JAPYroe HOBBIN
PETUCTPALIMOHHBIA HOMEP Ha TOKYMEHTE, KaK IPaBUo, HE IPOCTaBIISAETCS.

6.5.10. Perucrpanus OTHPABISAEMBIX JOKYMEHTOB OCYILECTBIISIETCS
uenrpanuzoBaHHo B OJJOKU/I B 1eHb MX yTBEPKIACHUS WIIH MOIIACAHUS.

[Topsimok TPOXOXKAEHUS OTHPABISEMBIX JOKYMEHTOB COCTOMT B COCTABIIEHUH
NPOEKTa JOKYMEHTa, €ro M3rOTOBJIEHUH, COIVIACOBAaHUM, MOAMHCAHUU (YTBEPKIAEHUH),
pPErucTpaluy U OTIIPABKE.

Jly1s mpeIBapUTENIbHOTO 03HAKOMJIEHHSI U COTJIACOBAHUS MPOEKT JOKYMEHTa MOXKET
ObITh PAa3MHOXKEH W OJHOBPEMEHHO TIE€pelaH BCEM HCIOJHUTEISIM U JIMIaM,
YYaCTBYIOIIMM B €r0 OJATOTOBKE.

Jlo mepegauM JOKyMEHTa Ha MOJNUCh HMCIHOJHUTENb JODKEH IPOBEPUTH €ro
coJiepKaHue, MPaBUIIBHOCTh O0(OPMIICHHUS, HATMYME HEOOXOIMMBIX BU3 U MPUIOKEHUN K
NOKYMEHTY. JIOKYMEHT mpeiCTaBiseTcss Ha MNOJANUCh BMECT€ C JOKYMEHTamMH, Ha
OCHOBAHHUH KOTOPBIX OH TOTOBHJICS.

JIOKYMEHTBI, TOCTYNAIOIINe Ha PETUCTPALINIO, TOJKHBI OBITH TPAMOTHO COCTaBJICHbI
U TIPaBWIBHO OQOpMIIeHBI. JIOKYMEHTBI, COCTaBIEHHbIE U O()OPMIICHHBIE C HAPYIICHUEM
YCTaHOBJICHHBIX MPaBUJI, BO3BPAIIAIOTCS UCIIOJHUTENIO Ha TOPAOOTKY.

JIOKYMEHT, HampaBJIIeMbIil B HECKOJIBKO aJIpECcOB, JOJKEH UMETh MOJINUCH Ha BCEX
sK3eMIlIsIpax. B Buje 3aBepeHHBIX KOMUI OH HE MOXKET OBITh OTIPABIICH.

6.5.11. JlIokyMeHTBI, OTHpaBisieMble HMHCTUTYTOM, MEPEJAIOTCA IOYTOBOM H
AIIEKTPUYECKON CBS3bI0. JJOKyMEHTHI, TOJIeKalIe OTIpaBKe, JODKHBI 00pabaThiBaThCs
Y OTHPABJISITHCS B JIEHb MX MOAMMCAHUS WM HE MO3[HEE cieayrollero padbouero ans. B
JI€Hb OTIPAaBKHU JOKYMEHTHI, MOJUIeKAIME MEPEChUIKE MO nouTe, npuHuMarotcs g0 12:00.
Jlocbuika OyMaXKHbIX BapUaHTOB JIOKYMEHTOB, OTIPABIEHHBIX MO 3JIEKTPUUYECKUM
KaHaJlaM CBSI3U, OCYIIECTBIISIETCS TI0 YKAa3aHUIO UCTIOTHUTEINS IOKYMEHTA.
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6.5.12. [Ipu perucrpaivu OTIPaBISIEMON KOPPECTOHACHIIMNA UCTIOJHUTEINb JTOHKEH
MIPEIOCTABUTh IOJIHBIN MMOYTOBBIN aJIpeC, OPUTHHAI MUChMa U KOMHUIO (KOTHS OCTaeTCs y
UCTIOJTHUTEJIS THChMa W TOJAIIMBACTCS B JIETO MOAPA3ICIICHUs), a TAKKE COOOIIUTh BUJ
MOYTOBOTO OTIPABJICHHUS.

6.5.13. Koppecnonaenuus, pacceiiiacmasi 00JbIIOMY KOJIUYECTBY ajpecaroB (Oomee
YeThIpex), MepedaeTcs A OTHPaBKHM CO CIHCKOM Ha pacChUIKy (Ha OyMakKHOM U
AIIEKTPOHHBIX HOCHUTEIIAX), COCTABISIEMBIM U  TOJMHACAHHBIM WCTIOJTHUTEJIEM
(ITpunoxenue Ne 27).

6.5.14. PerucTtpalldoOHHBIN HOMEp JOKYMEHTa M J1aTa PEerucTpalliyd MPOCTABISIOTCA
Ha TIOJJTMHHUKE JOKYMEHTa B PEKBU3UTaX OJaHKa U HA KOIWHU, OCTAIOINICHCS B JIee.

6.5.16. OtnpaBke nmoajie’)Kat TOKYMEHTBI, IOJHOCTHIO OPOPMIICHHBIE, MTOIMTUCAHHBIC
Y 3apErucTpUpPOBAHHBIE.

6.5.17. OTnpaBnsiemasi ~ KOpPPECHOHACHIIMS  NPOXOJIUT  dTambl  YHIAKOBKH,
aJipecoBaHUsl, TPOCTABIICHUS CTOMMOCTH TOYTOBBIX YCIYT W IEpeJayd Ha OTIPABKY B
MECTHOE TTOYTOBOE OT/ICTICHUE CBS3H.

6.5.18. JlokyMeHTHI, peTHa3HAYCHHBIE JUTSI PACCBUIKM T10 TMTOYTE, BKJIAJIBIBAIOTCS B
KoHBepThl. [lepes ymakoBKOW MpOBEPSETCS MPABWIBHOCTH OQOPMIICHUS JTOKYMCHTA,
HAJIMYUE TMPUII0KEHUH, COOTBETCTBUE KOJIMYECTBA IK3EMIUISIPOB KOJIMYECTBY aPECATOB.

JIOKyMEHTBI, HANpaBIsIeMble Pa3HBIMU TOJPA3ACICHUSIMU B OJWUH aJpec, MOTYT
BKJIQJIBIBATHCS B OJTUH KOHBEPT.

6.5.19. [ToaroroBneHHass K OTHpaBKe IIEHHAS M 3aKa3Has KOPPECHOHMCHIIMS, TIPH
OOJIBIIIOM KOJIMYECTBE, BHOCUTCS B PEECTP U OTIPABIIAETCS MOYTOM.

6.5.20. UndopmariionHpie  COOOIIEHUSI ONMEPATHBHOTO  XapakTepa, IMPOEKTHI
JIOKYyMEHTOB MOTYT IepeaaBaTbcs Mo (DaKCy WM SJIEKTPOHHOW MOYTE HEMOCPEACTBEHHO
Y3 TIOApa3ICIICHU M.

6.5.21. IlucekMa u TemerpaMmbl JIMYHOTO XapakTepa W APYyTrHe JOKYMEHTHI, HE
CBSI3aHHBIE CO CITYKEOHOM JIEeATEeIbHOCTHIO, K OTIPABKE HE TPUHUMAIOTCS.

6.6. IlopsaI0K NPOXOKAEHUS U PErUCTPANMHA BHYTPEHHUX TOKYMEHTOB

6.6.1. [IpoxokaeHne BHYTPEHHUX JOKYMEHTOB Ha JTamax HX TMOATOTOBKH U
oopMIIEHUS JOHKHO COOTBETCTBOBAThH MPOXOXKACHUIO OTIPABISEMbIX TOKYMEHTOB, a Ha
ATane UCHOJHEHHUS — OCTYMAOIIUX JOKYMEHTOB.

6.6.2. IIpoekThl pacnopsaAUTEIbHBIX JOKYMEHTOB M IMHCEM IIOCJIE MOATOTOBKH U
COrJJaCOBaHMUSl C 3aMHTEPECOBAHHBIMHU IMOAPA3ACICHUAMH W JOJDKHOCTHBIMH JIMLAMHU
nepenarorcss OJJOKW]I myist mpoBepku MpaBUILHOCTH X O(POPMIICHUS.

6.6.3. OpopmiieHHbIE [OKYMEHTHI MEpEAaroTCsl Ha MOANUCH PYKOBOJACTBY B
COOTBETCTBUH C IPABOM MOJIUCH JOKYMEHTOB M pacrpezeneHuemM oosizanHocte. [locne
MOANMCAHUS JOKYMEHTBI PETUCTPUPYIOTCS.

6.6.4. Kommuu TOANMMCAHHBIX PEKTOPOM HMHCTUTYTa U  3apErUCTPUPOBAHHBIX
paclopsiAUTEIbHBIX ~ JOKYMEHTOB B 00s3aTelIbHOM  MOPSAKE  PacChUIalOTCS B
MO/ApA3/IeNiCeHUsl, B BEJACHUM KOTOPBIX HAaXOHSTCS paccMaTpuUBaeMble BOIPOCHI, B
COOTBETCTBUM C HHCTpyKuuen «O mopsanke paboT ¢ MporpaMMHON CHCTEMOM
«PacnopsaurenbHbie TOKYMEHTHI YHUBEPCUTETAY.
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6.6.5. [lepenaua OKyMEHTOB MEXIY MOJpa3JeICHUSIMUA OCYILIECTBIISIIOTCA 4epes3
JIMII, OTBETCTBEHHBIX 3a BEJICHUE JICTIONPOU3BOJICTBA B KOHKPETHOM MOIpa3AeICHUH.

6.6.6. IlopsakoBble pETrMCTpallMOHHBIE HOMEpa MPUCBAUBAIOTCS JTOKYMEHTaM B
npeenax Kaxaou perucTpalmOHHON TPYIITIBI.

6.6.7. [lpuka3pl, pacmopsDKEHHS  pPEKTOpa IO  OCHOBHOM  JESTENbHOCTH
peructpupyrotcs pasaenbHo u xpansarca B OJJOKU/I. im npucBauBaroTcsi MOpsIKOBBIC
HOMEpa B Tpeneiax KaleHAapHOro rona. lIpukassl perucTpuUpyroTCsS MOPSIAKOBBIMU
HOMEepaMu 0e3 OyKBEHHOTO HHJEKCa, pAaCHOpSHKCHUSIM pPEKTOpa TMPUCBAUBACTCS
MOPSAJIKOBbIE HOMEpPA ¢ OYKBEHHBIM UHIEKCOM — P.

6.6.8. [Ipuka3el pexTopa MO JMYHOMY COCTaBYy PaOOTHUKOB PErHCTPUPYIOTCS H
XpaHITCcsl B otTnene KaapoB. MM mpucBaumBalOTCs MOPSAKOBBIE HOMEpa B Mpejenax
KaJICHJIApHOTO rofia ¢ OykBeHHBIM mHAekcoM — K (s mpuka3oB o mpueme, mepeBoe,
YBOJILHCHHUU U JIp. COTPYJHUKOB MHCTUTYTA); 0e3 OYKBEHHOTO MHAEKca (Ui MPUKA30B O
JOIIATaX, OTIYCKaX, KOMaHAUPOBKAX U JIp.).

6.6.9. [Ipuka3sl pexTopa MO JUYHOMY COCTaBy CTYACHTOB; CIyIIAaTeleil KypCOB,
oOydaromuxcst y4eOHO-KypCOBOTO IIEHTpa PETUCTPUPYIOTCS U XPAaHATCA B Y4eOHOM
otraene. M mpucBamBaroTCA TMOPSIKOBBIE HOMEpa B MpejaeNiaXx KaJleHIApHOTO roja ¢
OykBenHbiM uHAeKcoM — C. Ilpuka3el pekTopa MO JIHUYHOMY COCTaBy CTYACHTOB,
ciaymarened  QakyiapTeTa  MOBBIIICHUS — KBAIM(PUKAIMM W NEPEnoATrOTOBKHU
JAUTIOMUPOBAHHBIX CHEIHATMCTOB PETUCTPUPYIOTCA U XpaHITCS B yueOHOM oTaene. m
NPUCBAMBAIOTCS MOPAJIKOBbIE HOMEpa B Npelenax KaJleHJApHOIo rojga ¢ OyKBEHHBIM
MHJIEKCOM — M.

6.6.10. [Ipukaspl pekTopa MO JWYHOMY COCTaBy AacClUPaHTOB U COMCKATENeH
PETUCTPUPYIOTCS U XpaHATCS B OTHEJde aclupaHTyphl. IM mpucBamBaroTcs MOPSAKOBBIE
HOMeEpa B MpeJiesiax KaJleHJapHoro roja ¢ 0yKBeHHbIM HHAECKCOM — A.

6.6.11. Peructpanius  MPOTOKOJIOB, AaKTOB KOJUICTUANBHBIX OPraHOB BEAETCS
CEeKpeTapeM KojulernajapHoro oprasa. IIpoTokonam 3acenaHuii, akTaM NpPHUCBaWBAIOTCS
MOPSIKOBBIE HOMEpa, MPEUMYIIECTBEHHO, B Ipejaenax KaJeHIapHOTro To/a, B OTACIbHBIX
cllydasx yueOHOro rojia, Mo KakJIoMy BHIy POTOKOJIOB U aKTOB OTAEIbHO. [IpoToKoIb! 1
aKThI MMOAIIMBAIOTCA B JieJia B COOTBETCTBUHM C HOMEHKJIATYPO# N1e] B MOAPA3IeICHUH T10
Mepe WX MOCTYTIJICHHUS.

6.6.12. IlonnucanHble CTOPOHAMU JIOTOBOPBHI PETUCTPUPYIOTCS B HOPUAUYECKOM
OTAeNe B Tpelenax TpyNnnm B JKypHajgax pETUCTpaliud JOTOBOpOB. JloroBopam
MPUCBAMBAIOTCS MOPSAIKOBBIE HOMEpPA B Mpeesax KajJeHaapHoro roaa. PeructpaunoHHbIi
HOMEp JOroBOpa, B 3aBUCHUMOCTH OT TpYMIbI, K KOTOPOW OH OTHECEH, COCTOUT U3
PETUCTPALIMOHHOTO HOMEpa; TrojJa B KOTOPOM 3aKiIO4eH; OYKBEHHOIO HHJIEKCA,
PETUCTPALIMOHHOTO HOMEpa OpraHU3aIH, ¢ KOTOPOU 3aKJII0UEH JOTOBOP.

6.6.13. [lonoxxeHus o moapa3AeNeHUsIX U MO OCHOBHOW JESATEIbHOCTU MHCTHUTYTa
PETUCTPUPYIOTCS B IOPUAMYECKOM OTAeNe, UM MPHUCBAUBAIOTCS TOPSIKOBBIE HOMEDA,
cocrosimue U3 HoMepa U OykBeHHOro uHaekca — FOP, B mpenenax kameHgapHOro roja.
OnuH opuUTrHHAN TIOJIOKEHUSI XPAaHUTCS TO MECTY UX CO3JaHMs, BTOPOH OpPUTHMHAT B —
OJOKHW/I, xonust — B IOPUAUUECKOM OTIETIE.

6.6.14. CipaBku 0 pabOOTHUKAX, CTyJA€HTaXx M JAp. PETUCTPUPYIOTCS B
NoJIpa3/IeJICHUsX, TJI€ OHU CO3/IaHbI.
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6.6.15. [lepeniicka 1m0  BompocamM  CIYXEOHOW  JCATEIBHOCTH  MEXKIY
noJipa3elIecHusIMU ~ UHCTUTYTa BefeTcs 0e3 peructpanuu nokymentoB B OJJOKUJ u
MOJIICKUAT CAaMOCTOSITENILHOM Mepeiaye U3 OJJHOrO MOIpa3/IesieHus B APYToe.

6.7. Yuer u aHa U3 00bEMOB JIOKYMEHT0000pOTA

6.7.1. YueT 00BEMOB JOKYMEHTOOOOpPOTA BEACTCS B IEJAX COBEPIICHCTBOBAHUS
opraHu3zalud pabOThl C JOKYMEHTaMH U pacyeTa ONTUMAaJIbHOM YHCIEHHOCTH
pabOTHHUKOB, 3aHATHIX B JIEJIOMPOU3BOICTBE.

AHamu3 00bEMOB  JIOKYMEHTOOOOpOTa, CTPYKTYpbl JIOKYMEHTONOTOKOB U
coliepKaHUsl JOKYMEHTOB, IMOCTYHAlOUMX B WHCTUTYT U CO3/IaBa€MbIX UM, BEJETCS B
HEJsIX PalMOHAIIBHOTO pacrnpeneneHus JIOKYMEHTOIIOTOKOB, MOBBIIICHUS
MCIIOJIHUTENIbCKOM JTUCIMUIUINHBI, KauecTBa U 3 (HEKTUBHOCTH MPUHUMAEMBIX PEIICHUMH. A
TaK JK€ JUId OIpPENEICHHUsS TEXHOJOTMYECKOW OCHAIIEHHOCTH MpOLECCOB pabOThl €
JNOKYMEHTaAMH.

6.7.2. Yuer o0bemMa NOKyMEHTOOOOpOTa B MHCTHUTYTE, BKJIIOYAeT B ceOs MOACUYET
oOILIEero KOJMYeCcTBa MOCTYNAIOLIMX, OTHPAaBISIEMbIX W BHYTPEHHHX JOKYMEHTOB
(YUuTBIBAIOTCS pa3lieNIbHO) 3a OMNpEJCICHHBIM MEpUoJl BPEMEHH. YUeT KOJIMYEeCTBa
JOKYMEHTOB MOXET MPOU3BOAMUTHCS IO HMHCTUTYTY B IEJIOM WIM MO OTIAEIbHBIM
MO/APAa3/ICIICHUSM.

6.7.3.3a eauHMIly yd4YeTa KOJMYECTBA JTOKYMEHTOB MPHHUMACTCA OSK3EMILLIP
NOKyMEHTa (TOJJIMHHUK WM KOMWS, €CIIA 3TO €AUHCTBEHHBIM SK3EMIUISIp JOKYMEHTA).
DK3eMIUISIpbl JOKYMEHTA, MOJy4YaeMbl€ B pE3yJIbTaTe KOMMPOBAHUS WM THPAKUPOBAHUS
JTOKYMEHTA YYUTBIBAIOTCS OTAEIBHO.

VYyer KOnupyeMbIX U THPAKUPYEMBIX TOKYMEHTOB B MHCTUTYTE BEIETCA OTIAEIBHO
[0 YYETHBIM JaHHBIM M3[1aTEJIbCTBA, [JI1 ONPENEIICHHs 3arpy3KU TEXHUYECKUX CPEICTB,
pacdyeta MOTPEOHOCTH B HOBOM OOOpPYJOBaHWH, HOPMUPOBAHUS TpyJa IMEpCOHAA U
OINPENEIICHUS YACIEHHOCTH MEPCOHANA.

[Ippu yyere oOTHpaBIsIEMBIX JOKYMEHTOB COMNPOBOAMTENIBHOE THUCHBMO U
MpUJIaraeMble K HEMYy TOKYMEHTbI IPUHUMAIOTCS 32 OAUH JTOKYMEHT.

6.7.4. IlogcdyeT KONMMYECTBA JIOKYMEHTOB TPOW3BOAMUTCS IO PErHCTPAMOHHBIM
dbopmam (CKypHajlaM) B MeCTaX HMX PErucTpaluu IO MOAPA3ACSICHUSM PYKOBOIUTEISIMU
MOJPa3ICIICHU M.

6.7.5. IloncyueT KomuvecTBa OTHPABISIEMBIX M MOCTYHAIOIIUX JTOKYMEHTOB Ha UM
pEeKTOpa, NIPOPEKTOPOB U JOKIATHBIX 3alMHCOK PyKOBOACTBY ocymectsisier OJOKM/I.

6.7.6. Jlannbie 0 KoJIMYeCcTBE NOKyMEHTOB 00o00maroTcs HavanpbHuKOM OJJOKN]JI
[0 UHCTUTYTY B LEJIOM, aHAIM3UPYIOTCS U MPEACTABISIOTCS PEKTOPY B YCTAHOBJIECHHOM
MOpSIIKE B BUJAE CHOPaBOK (CBOAOK, OTYETOB) CTATUCTUYECKOTO W AHAIUTUYECKOIO
xapaktepa. iToroBeie qaHHbIe TIO/ICYETa MOTYT OBITh MPEICTABICHBI B TAOIUYHOM dhopme
(IMpunoxxenne No 34). PesynbraThl yuera o0beMa JOKYMEHTOOOOPOTA MPEICTABIISIOTCS
PYKOBOJICTBY JIJIsl BHIPAOOTKH MEP 1O COBEPIIIEHCTBOBAHUIO PAOOTHI C JOKYMEHTAMHU.

6.8. PaGoTa ucnosHuTe1eil ¢ JOKyMeHTaMu
6.8.1. Opranmuzanust pabOThl C JOKYMEHTaMH B TMOJPA3JCNICHUSAX HHCTUTYTa
OCYILIECTBIISICTCS Ha OCHOBAHWM YyKa3aHWW MO HCIOJHEHHIO JOKYMEHTOB (PE30JrOIuil)
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pPEKTOpa UHCTUTYTA, MIPOPEKTOPOB, PYKOBOAUTEINEH MOIpa3/IeIeHUIN, HHBIX JOJKHOCTHBIX
I,

JIOKyMeHTBI, TMOCTYyNUBIIME B TmoApazaeneHue Ha wucnoinenue u3z ONOKU/I,
MOBTOPHO B MOJIpa3e/ieHUU HE PETUCTPUPYIOTCSL.

6.8.2. PykoBoauTenu mojapa3JelieHnii HMHCTUTYTa OOECIEeUMBAIOT OINEPATUBHOE
paccMOTpeHHe JOKYMEHTOB, TOBEIECHHWE HMX [0 HUCIOJHHUTENEH B JIeHb MNOCTYIUICHUS,
KOHTPOJIb 32 KAU€CTBEHHBIM HCIIOJIHEHWEM JJOKYMEHTOB I10 CYIIECTBY BOMpOCa.

6.8.3. Ilogpa3neneHne-ucnoIHUTENb TOTYy4YaeT JOKYMEHTHI B BO3MOXHO KOPOTKHE
CPOKH (B JI€Hb UX PACCMOTPEHHUS COOTBETCTBYIOIIMM PYKOBOAUTENIEM WIIA HA CIEIYIOUTUN
pabouuii AeHb), CPOUHBIE TOKYMEHTHI MIEPEIat0TCsl UCIIOJHUTENIO HEe3aMeIIIUTEIbHO.

JIOKyMEHTBI, TMOCTYNHBIIME B TMOAPA3ACICHUE C PE3OJIIOIUEH pPYKOBOJCTBA
MHCTHUTYTA, NEPEIatoTCs UCTIOIHUTENSAM TOJIBKO MOCIIE UX PACCMOTPEHUSI PYKOBOAUTEIEM
10JIpa3IeJICHUS.

[Ipu paccMOTpeHHMH JOKYMEHTOB PYKOBOAMUTENb IOAPA3JECICHUS BBIJCISET
JOKYMEHTBI, TPEOYIOIIUe CPOYHOro HCMONHEeHHusA. CpodHble JOKYMEHTHI MepearoTcs
HEMEJICHHO.

6.8.4. icriotHeHHE TOKyMEHTA TPeTyCMaTPUBAET:

- cOop 1 00paboTKy HE0OX0UMOM MH(pOpMALTNH;

- IOATOTOBKY TMPOEKTa JOKYMEHTa M BCEX HEOOXOMUMBIX TMPHIOKCHUH C
COOJTIOICHUEM TIPABIII JOKYMEHTHUPOBAHUS, YCTAHOBICHHBIX B UHCTUTYTE,

- ero o(pOpMIICHHE;

- COTJIaCOBAHME MPOEKTa C 3aMHTEPECOBAHHBIMU JOKHOCTHBIMU JINLIAMU;

- IOATOTOBKY CBOAKU OT3bIBOB (C KoMMeHTapueM «lIpunsaTo», «OTKIOHEHO» ¢
yKa3aHUeM NpHUuuH, «[I[pHHATO 4aCTUYHO» C COOTBETCTBYIOIIMM MOSICHEHUEM);

- TopabOTKy TMpoeKTa JOKYMEHTa IO 3aMEYaHUsAM, I[IOJIYYEHHbIM B XOJE
COTJIacOBaHus (B Cllydyae Cepbe3HON KOPPEKTUPOBKH MPOEKTA JOKYMEHTa IPOBOAUTCS €T0
MOBTOPHOE COTJIACOBAHUE);

- B HEOOXOUMBIX ClIydasiXx — IMOJrOTOBKY CIKCKa (yKazaresisi) pacChbUIKM TOKYMEHTA,;

- Ipe/ICTaBlIeHHEe Ha ToanucaHue (yTBEpXKACHHUE) PYKOBOJICTBOM HWHCTHUTYTA,
MOJITOTOBKY K TIEPECHIIKE ajpecary;

- OTIpEJICJICHNE MECTa XPAaHEHHUs NOKyMEHTa (KOMHUU TOKYMEHTa) MPOCTaBICHUEM
OTMETKH C yKa3aHHeM HOoMepa Jejia M0 HOMEHKJIAType Jell, B KOTOpO€ JOKEH OBITh
MOMETIIEH JTOKYMEHT.

6.8.5. Ecan ucnosnHeHne JOKyMEHTa MOPYYEHO HECKOJIBKUM JIMLAM, MTPEIyCMOTPEH
MOPSJIOK TPYIIOBOM pabOThl HaJ JOKYMEHTaMHU.

[Ipy HanMuuMu OTBETCTBEHHOTO WCIIOJHUTENSI BCE OCTaJbHbIE HUCHOJHUTENIN
OTBETCTBEHHbI 32 CBOEBPEMEHHBI U KauyeCTBEHHbIM aHanu3 uHGOpMaLUU U
NPEIOCTABIICHUE OTBETCTBEHHOMY HCIOJHHUTENI0 B YCTAaHOBJCHHBIE UM  CPOKH
HEOOXOUMBIX MaTepuasoB (IPOEKTOB IOKyMEHTOB, CIIPABOK, CBEACHUMN U T. II.).

OTBETCTBEHHBIN UCHOIHUTENb HECET NMEPCOHAIBHYIO OTBETCTBEHHOCTh 3a MOJIHOTY
¥ JIOCTOBEPHOCTH MH(OPMAIIUH, UCTIOIH30BAaHHON TIPH MOATOTOBKE JOKYMEHTA.

Eciu wucnoinHeHue JOKyMEHTa PEKTOPOM BO3JIOXKEHO Ha PYKOBOJUTENEH
HECKOJIbKUX MOJPA3Ae]IeHUd, TO JAOKYMEHT, MOJTOTOBJIEHHBI IO 3TOMY MOPYYECHHIO,



62

JOJDKEH TIPEACTABIATHCS TONMCAHHBIM WM 3aBU3MPOBAHHBIM BCEMH HUCIIOTHUTEISIMHU,
YKa3aHHBIMH B PE30TIOIHH.

6.8.6. [Ipu omepaTHBHOM pEIICHUH BOTPOCOB O3 COCTABICHUS JOMOTHUTEIHHBIX
JOKYMEHTOB HCIOJHHUTENb JENaeT OTMETKM Ha JAOKYMEHTE: O JaTe MOCTYIUICHUS (eciu
oOpa3oBaJici WHTEPBAJ BPEMEHU MEX]y IMOCTYIJICHHEM JOKYMEHTa M €ro JIOCTaBKOM
WCITOJTHATEITI0), O JlaTaX IMPOMEKYTOYHOTO WCIIOTHEHHS (3arpoc CBeIeHUH, TeaehOHHBIC
MEPETOBOPHI U T.1I.), O IaTE U Pe3yJbTaTaX OKOHYATEIHLHOTO UCIIOTHEHUS.

Bce oTmeTkn pazMeniaroTcsi Ha CBOOOHBIX OT TEKCTa MECTaxX.

6.8.7. B cimydae OTCYTCTBUS HCIOJMHUTENS (KOMaHAUPOBKA, OTIIYCK, OOJIC3HB)
JOKYMEHT TIepeIacTCs IPYTOMY HCIIOTHUTEIIIO.

B cnydae yBonmpHeHHMsS pabOTHWKAa WM Tepexoja Ha JAPYroil y4acToK pabOThI
JOKYMEHT TepeaaeTcs Mo akTy mpueMa-Tiepe/iadyd pyKOBOJAUTEIO MOApa3IeNICHUs WIH 10
€ro yKa3aHWl0 BHOBb HA3HAYEHHOMY COTPYIHHKY.

6.8.8. McrionHuTens MOXET MpejiaraTh U3BMEHEHHE CPOKa MCIOJHEHUS IOKYMEHTa
(c cooTBeTcTBYIOIUM OOOCHOBAHHWEM, MUCHMEHHO TPEIACTABIAEMBIM DPYKOBOJICTBY, HE
MO3KE YeM 3a TP JHS IO OKOHUAHHUS CPOKa MCIIOTHEHHs ), €CI OTCYTCTBYIOT pPEalIbHbIC
YCIIOBUS BBITIOJTHEHHUS 33/ I1aHUS.

6.8.9. Uconnutens  ompenenser HEOOXOAMMOE  KOJMYECTBO  SK3EMIUIIPOB
JOKYMEHTA, MepelaeT JOKyMEHT Ha TupakupoBanue. Ha mokyMeHT, pacceiiaeMblii Ooiee
YeM B YETBIPE aJipeca, UCIIOTHUTENb TOTOBUT CIIUCOK PACCHUIKH.

6.8.10. MicnonHuTens HE MOJDKEH pasriaiiaTh COJEp)KaHHE MOCTYNMHUBIIMX K HEMY
JIOKYMEHTOB M TIOJITOTOBJIEHHBIX MPOEKTOB CIY>KEOHBIX TOKYMEHTOB. C HUMU MOTYT OBIThH
03HAKOMJICHBI TOJIBKO JIUIIA, UMEIOIINE OTHOIICHHUE K X UCIIOJIHEHHUIO.

HcnonHenne AOKYMEHTa CUMTAETCA 3aKOHYEHHBIM, €CJIM 10 BCEM 3aTPOHYTHIM B
HEM BOIIPOCaM JIaH UCUYEPIIHIBAIOIINI OTBET, UMEETCS OTMETKA 00 UCTIOJTHEHUU TOKYMEHTA
Y HAIpaBJICHUH €T0 B JIEJIO.

6.9. KoHTpoJIb HCIIOJTHEHHS] TOKYMEHTOB

6.9.1. KoHTponb MCHOTHEHHS] JOKYMEHTOB BEAETCA C IIENbI0 CBOEBPEMEHHOTO H
KaueCTBEHHOTO0 WX wucnoidHeHus. KoHTpomo mozyiexaT BCE 3aperucTpUpOBaHHBIC
JOKYMEHTBI, TpeOyromue ucnoidHeHus. KOHTpoab UCIIONHEHUSI JOKYMEHTOB BKIIIOUAET B
ceOsi TMOCTaHOBKY JOKYMEHTa Ha KOHTPOJb, TMPOBEPKY CBOEBPEMEHHOTO JOBEICHUS
JOKYMEHTa /O WCIOJHUTENs, NpPEABApUTEIbHYI0 TMPOBEPKY W PETyJUpPOBaHUE XOJa
WCIIOJTHEHUS], CHATHUS JOKYMEHTa C KOHTPOJIS, YYET U 0000IIeHNEe pe3yIbTaTOB KOHTPOJIS,
MHQOPMUPOBAHME PEKTOpa HWHCTUTYTa O XOJ€ HCIOJHEHHUS JOKYMEHTOB U
MCIIOJTHUTENIbCKON AUCLUIIIIMHE.

6.9.2. KoHTposib MCMOSHEHUS! JOKYMEHTOB M COJIEPXKAIIUXCS B HUX MOPYYEHHI
OCYIIECTBIISIIOT ~ PEKTOP, MPOPEKTOPHl WMHCTUTYTAa. JIOKYMEHTHI, B3ATble Ha KOHTpPOJIb
PEKTOPOM HMHCTUTYTA, OTMEUYaloTcs 3HaKOM KOHTpoisisi «K» mmm cmoBom «KoHTponb» B
MIPaBOM BEPXHEM I10JIE TOKYMEHTA.

6.9.3. KoHTposib 3a MpOXOXKIEHHEM M CPOKAMU HCIOJIHEHUS KOHTPOJIbHBIX
HNOPYYEHUN PEKTOpa MHCTUTYTA IO PeaH3aluy 3aJaHul, COAEPIKALIMXCS B KOHTPOIbHBIX
nokymentax  ocymiectBiusier  OJIOKMJ[  coBmMecTHO ¢ OTBETCTBEHHBIMH 32
JeNONPOU3BOACTBO B MOAPA3ACICHUSIX HHCTUTYTA.
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6.9.4. KouTposib 3a CBOEBPEMEHHBIM IIOJyYEHHMEM OTBETOB Ha  3aIlpocChl,
HaIpaBJICHHBIC B OPTaHU3AIUH, OCYIIECTBISICTCS HEMOCPEACTBEHHO UCTIONHUTEIISIMHU.

6.9.5. OTBEeTCTBEHHBIM 3a WCTOJHEHUE JAOKYMEHTA SIBISICTCS JIUIO, YKa3aHHOE B
pe3onmonnu nepBbiIM. OTBETCTBEHHOMY HCIIOJIHUTENIO TPEJOCTaBISETCS MPaBO CO3bIBA
ucrioHATeNed.  Jluma, OTBETCTBEHHBIE 3a KOHTPOJb HCIIOJIHCHHS] JOKYMEHTOB,
BBITIOJHSIOT OCHOBHYIO pa0OTy TI0 TPOBEPKE HCIOIHEHUS, 3a0JaroBpeMEHHO
JOKJTa/IBIBAIOT PYKOBOJACTBY O HACTYIUICHHH CPOKa WCITOJTHCHHMSI, a TAKKE O JOKyMEHTaX,
HE WCIIOJIHCHHBIX B YCTAHOBJICHHBIH CPOK; TOTOBSAT 3a TMOJIUCHI0O PYKOBOIUTEIIS
nojipaszieJiecHus: MHOpPMAIMIO O XOJ€ HUCIOJHEHUS JTOKYMEHTOB Ui TPEJCTaBICHUS
PEKTOPY UHCTUTYTA.

6.9.6. KoHTpOJb MCIIONHEHUsS] JOKYMEHTOB IO CYIIECTBY BOIPOCA OCYIIECTBIISIOT
PYKOBOJUTEIH TOJIpa3/IeJICHUHN, pyKOBOAUTEIH KOJIJIETHAIbHBIX OPTaHOB.

6.9.7. Cpoxu UCHOJIHEHUS JOKYMEHTA WUCUYHUCISIIOTCS B KaJCHIAPHBIX JHSIX C JAThI
noanucanus (YTBEPXKIACHUS) JOKYMEHTA, a MOCTYNUBIIUX U3 JPYTHUX OpPraHU3aiuii — ¢
JaThI UX TIOCTYIUICHUS.

Cpokr WCIIOTHEHHUS JOKYMEHTOB OIPEACIAIOTCS PEKTOPOM HWHCTUTYTA TIpHU
BBIHECEHUHU PE30JTIOINH, UCXO/IS U3 CPOKA, YCTAHOBJICHHOTO OpraHU3alliel, HallpaBUBIIICH
JOKYMEHT WJIA CPOKOB, YCTAHOBJICHHBIX 3aKOHOAATEIIHCTBOM.

CpoKy UCITOJIHCHHSI YCTAaHABIIMBAIOTCS B COOTBETCTBHU C 3aKOHOIATEIHCTBOM
Poccuiickoit @eneparuu ([Ipmnoxenne Ne 35).

JIist TOKYMEHTOB, COJEpKalllMX CJIOXKHBIE 3aJaHusi, MOTYT OBbITh YCTAHOBJICHBI
JUTUTENIbHBIE CPOKM HMCIOJHEHUS (HECKOJBKO MECSIEeB, Mojiroaa, roa). B stom cmydae
MOPYYCHHUE ICTTUTCS HA ATAMbI U BBITIOJIHEHUE 3a/IaHUsI KOHTPOJMPYETCS TTOITAITHO.

B cpok ucnonHeHHs JOKyMEHTa BXOAHUT BeCh ITMKI OOpabOTKH W TMOJATOTOBKH
JOKyMEHTa, Ha4MHAas C MOMEHTa MOCTYIUICHHS Ha PErucTpaldid B WHCTUTYT JO €ro
MO/AMKUCAHNS U PETUCTPAIMK Ha HcXoAsmieM ydactke. CoriacoBaHue MOArOTaBIMBAEMOTO
JOKyMEHTa C 3aMHTEPECOBAHHBIMU OPTraHU3AIUSIMUA W JIUIIAMH TaK K€ MPOBOJUTCS B
mpeaenax Cpoka HWCIOMHCHHS TOoKyMeHTa. Ecnum mociemHuil eHb CpOoKa HWCHOJHEHUS
JOKyMEHTa TPUXOJNUTCS HAa HEpaOOUMi JeHb, TO JOKYMEHT MOJJICKHUT HCIOJHECHUIO HE
Mo3/IHee padoyvero JHs, MPEAIIESCTBYIONIETO HepaboueMy JTHIO.

6.9.8. JlaToii ncomHEHUsT TOKYMEHTa CUYMUTAETCS JlaTa, YKa3aHHas B PE30JIIOIUH, a
Ipyu €€ OTCYTCTBUM — JaTa, Ha3BaHHAs B TEKCTe JOKyMmMeHTa. Ilpu orcyTcTBHH
KOHTPOJILHON JaThl MCIOJHEHHWE JOKYMEHTa JOJDKHO OBITh NMPOM3BEICHO B MECSYHBIN
CPOK, a TOKyMEHTOB C MOMEeTKOU «CpOUHO» — B TPEXTHEBHBIN CPOK.

6.9.9. Koutposp UCHOTHEHHs] MOCTYMAIOMIUX JOKYMEHTOB CTPOUTCS Ha OCHOBE
PETHCTPAlIMOHHBIX JaHHBIX, BHOCHUMBIX B DJIEKTPOHHYIO 0a3y naHHBIX «Bxonsmas u
UCXOJIAIAs  KOPPECTOHACHIMS  yHUBepcuTeTa». KOHTpoib  pacmopsauTeNbHBIX
JOKyMEHTOB — Ha OCHOBE JaHHBIX, BHOCHMBIX B JJICKTPOHHYIO 0a3y JTaHHBIX
«PacnopsuTenbHbIe TOKYMEHTHl YHUBEPCUTETA.

6.9.10. B cimyyae HEBO3MOXHOCTU WCIIOJIHUTH JOKYMEHT B CPOK, MCIIOJIHUTEIbH 32
3 IHA 10 WCTEUYEHHUsS] Cpoka 00si3aH OOpaTUTHCS C MUCBMEHHOM MPOCHOOI O MPOJJICHUU
CpOKa K PYKOBOAMTENIO MOJApa3/eNeHusl, PyKOBOJUTENb MOAPA3ACICHUS — K PEKTOPY
(npopekrTopy). PemieHue o mpoasieHMu CpoKa MCHOJHEHUS MPUHUMAET PYKOBOAMUTEIb,
BBIHECIINK PE30JIIOLHUIO.
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W3meHeHue cpoka UCMOJHEHUS TOKyMEHTa O(POPMIISIETCS KaK €Ile OJHA PE30NFOLHL
Ucnonautens 06s3an npoundopmupoBat OJIOKN/] 06 n3sMeHeHnn cpoka MCTIOTHEHUS
nokymeHTa. CpoKH UCTIOJIHEHUS CPOYHBIX M OTICPATUBHBIX MOPYUYCHUN HE TIPOJICBAIOTCS .
Caenenusi 00 M3MEHEHUH CPOKA MCIIOIHEHUS JOKYMEHTa BHOCSTCS B 0a3y IaHHBIX.

6.9.11. IIlprocTaHOBUTH HWCITOJIHEHHE TOKYMEHTA, a TAKXKE OTMEHHTH €T0 MOXKET
TOJIPKO OpPTaHU3ANMSI-aBTOP MOKYMEHTA, M0 BHYTPEHHHM JOKYMEHTaM — PYKOBOJUTEIH
WJIM OpPTaH yIpaBJIeHUs, IPUHUMABIITHHN pEIICHUE.

6.9.12. JIokyMeHT CuUMTaeTCsi HUCIOJHEHHBIM M CHHMAETCA C KOHTPOJIS TIOCIe
(haKTHYECKOrO BBITTOJIHEHUS MOPYUYEHUH 10 CYIIECTBY, JOKYMEHTUPOBAHHOTO TIOATBEPKIICHUS
UCIIOJIHEHUS M COOOIICHUS PE3yJIbTaTOB 3aMHTEPECOBAHHBIM OpraHU3alUsIM U JIUIaM WIIH,
€CJIM B MPEJICTABJICHHBIX 110 HEMY MaTepHallax O BBIMOJHEHUU HE JAHO JOMOJHUTEIbHBIX
MOPYYCHUI U MaTepualibl He BO3BpaIeHbl Ha JOpaOOTKy. [I[pomMexxyTOUHBINH OTBET, paBHO
KaK M 3arpoc M0 UCTIOIHAEMOMY JOKYMEHTY WM YaCTUYHOE BBITIOJIHEHUE MMOPYUYEHUS, HE
SBJISIETCS] OCHOBAHUEM JIJIs1 IPU3HAHUS JJOKYMEHTA UCTIOJTHEHHBIM.

OcHOBaHMEM I CHATHUS JOKYMEHTA C KOHTPOJIS SIBIISFOTCSL:

- 110 TIOKyMEHTaM, TPeOYIOIeM NMCBMEHHOTO OTBETA, — MUChMO-0TBET, 0(POPMIIEHHOE B
COOTBETCTBUH C YCTAHOBJICHHBIMH MPABUJIAMH U TOJIMHCAHHOE PEKTOPOM (TIPOPEKTOPOM)
WHCTUTYTA;

- 10 TOKyMEHTaM, He TPEOYIOIIMM MHUCHbMEHHOTO OTBETA, — CIPaBKa PyKOBOIUTEIS
MOJIpa3iesIeHus O pe3ybTaTaxX PeIIeHus: BOIpoca.

6.9.13. Cuartue AOKyMEHTa C KOHTPOJIA O(pOpMIISIETCS OTMETKOM 00 MCIOJIHEHUU
JIOKyMEHTA ¥ HAMpPaBJIEHUU €ro B JIEJIO0.

OtMmeTKa pa3Mmelnnaercs B JIEBOW YaCTH HIDKHETO MOJIsl IEPBOTO JIUCTA JOKYMEHTA.

6.9.14. OTBETCTBEHHOCTh 32 OPTaHU3AIMIO BBITIOJHEHHUS U COCTOSIHUE KOHTPOJIS
WCIIOJIHEHMSI CITYKEOHBIX JOKYMEHTOB B IMOPA3ACIICHUSIX BO3JIAraeTCs Ha PYKOBOAMUTEIIS
N0JIpa3/IeJICHuUSI.

6.9.15.3a HEBHINIOJIHEHHE B CPOK pPaCHOPAIUTEIHLHOTO JOKYMEHTa 0e3
YBOXUTEITHHBIX MPUYNH UCIIOJHUTENb MIPUBJICKACTCS K TUCIUTUTMHAPHON OTBETCTBEHHOCTHL.

6.10. OcobenHocTH O(popMiIeHUSI TOKYMEHTOB, MPEACTABJSIEMbBIX M0 KAaHAJIAM
IJIeKTPOCBSI3U

6.10.1. ®akcorpamMmsl

6.10.1.1. CpenctBa (akCUMWIBHOW CBS3U TIPEAHA3HAYCHBI JJII  ONMEPATHBHOM
nepefaud U IMpueMa TEeKCTOB JOKYMEHTOB M Cly)keOHbIX MatepuanoB. K mepemaue
MPUHUMAIOTCS TTOJTMHHUKY U 3aBEPEHHBIC KOTINH.

dakcUMUIIBHBIE — ammaparthl, WMEIKe OQUIMATBHBIA HOMEP HHCTUTYTA,
YCTaHaBIMBAIOTCA B MPUEMHOM pPEKTOpPa, MOAPA3ICICHUIX HHCTUTYTA, OCYILECTBIISIOIUX
OTIepaTUBHBIA 0OMEH MH(POPMAIIUCH.

KouTtponb 3a wucnonb3oBaHueM (PaKCUMWIBHONM TEXHUKH, YCTAaHOBJIECHHOW B
MOJIpa3IeNICHUSX, OCYIIECTBIACTCSA UX PYKOBOIUTEIIEM.

6.10.1.2. TpeboBaHusl K COCTABJICHUIO U OPOPMIICHUIO COOOIIIEHUH, TTepeIaBaeMbIX
C MOMOIIbI0 (AaKCUMWIBHOW CBSI3U, OMpPENENseTCs BUIOM OTIPABISEMOrO JTOKYMEHTA-
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HNOJUIMHHUKA (IIMCBbMO, JOrOBOp, IPOTOKOA M T.[.). Ecim NOKyMEHT ImociiaH Ha
COTJIACOBaHUE, TO HA MEPBOM JIMCTE JOKYMEHTA YKa3bIBACTCS «IIPOEKT.

OTnpapnsieMble TOKYMEHTHI JOJKHBI OBITh HarmedyaTaHbl YETKUM, KOHTPACTHBIM
mpru(TOM WK HAMKMCAHBI MIAPUKOBOU PYUYKOM YEPHBIMU WM TEMHO-CHHUMH YEPHHUIIAMHU.
Ob0beM mepenaBaeMoOro B TEUEHHE OJHOTO CEaHCa CBSI3M JOKyMEHTa (TEKCTa, CXEMBI,
rpaduyeckoro m300pakeHHs), BBIMOJHEHHOro Ha Oymare ¢opmata A4, He OJKEH
IIPEBBIIIATD S JIMUCTOB.

B ToM cnywae, korma JOKYMEHT HampaBisieTcs B CTOPOHHHE OpraHMU3allWH,
JOTIOJIHUTENBHO K YCTAQHOBJICHHBIM pPEKBU3UTAM Ha JIOKYMEHTE YKAa3bIBaeTCs HOMEP
(akCHMUIIBHOTO anmnapara (C KoJIoM CIpaHbl, FOpo/ia) OJTy4YaTelisl, Ha3BaHUE YUPEKICHUSI.

6.10.1.3. 3anpemaercs HCHONb30BaTh (HaKCUMUIIBHBIE amnmaparbl B KauecTBe
KONIMPOBAJIbHO-MHOKUTEIBHOM TEXHHUKHU. 3ampeniaercsd MnepefaBaTh JOKYMEHTHl U
MaTepuajbl, COJEpKalIUe CIYKEOHYI0 HH(OpPMALMIO OrpaHUYEHHOIO JOCTYyNa, B TOM
quclie ¢ MoMeTKOM «lJist citykeOHOro nojab30BaHusy, «KoHpuAeHInaTBHOY.

6.10.1.4. OTBeTCTBEHHOCTh 3@  COJEp)KaHUE  TepefaBaeMoil  HHMOpMaUn
BO3JIaraeTcsl Ha MCIIOJHUTENS, MTOATOTOBUBIIETO JOKYMEHT K Tepeaade, U pyKOBOIUTEIS
COOTBETCTBYIOIIETO MOIPA3/ICIICHUS.

6.10.1.5. JIokyMeHTHI TIOCTIE TIepeadyr BO3BPAIIAIOTCS UCTIOTHUTENSIM C OTMETKOU
0 JaTe U BpeMeHH oTipaBku. [loaTBepkIeHneM OTIpaBKH (akca, TAKKE MOXKET SBISTHCS
coobmeHrne (haKCUMIIIBHOTO ammapaTta (eciu 3Ta (YHKIHS MPeITyCMOTPEHA MOJEIBIO
armapara) 00 YCIICIIHOW ero JOCTaBKe.

Jlocblika OyMa)XHbIX BapUaHTOB JOKYMEHTOB, OCYILECTBISETCS IO YKa3aHUIO
MCIIOJIHUTEIIS JOKYMEHTA.

6.10.1.6. lIokyMeHTBI, TOCTYNUBIIIKE MO KaHATY (HaKCHMIIBHOM CBSI3U PETUCTPUPYIOTCS,
nepearTes aapecaTaM Moj pacluCKy B J€Hb UX IPUEMa, CPOUYHBIE — HEMEJIEHHO.

PaccMoTpeHue JOKyMEHTOB, OCYILECTBISETCS, B LEISIX ONEPaTUBHOCTH, HE
IOXKUAAsICh MOJY4YeHHs TMOUIMHHOTO  3K3eMiuisipa. [loctynmuBmemy Benmen  3a
bakcorpaMMoif IOTMHHUKY JOKYMEHTa MPUCBAMBAETCS TOT K€ BXOJAIINI HOMEp, YTO U
dakcorpamMMe U HaIlPaBJISIETCA B COOTBETCTBYIOIIEE MOAPA3/ICICHUE-UCTIOTHUTEb.

6.10.1.7. JlokymMeHTbI, TpeaHa3HAYCHHBIEC IS OTIPAaBKM WM TOCTYNHBIINE B
WHCTUTYT C TOMOINBI0 (AaKCUMUIBHOW CBSI3U, PETHCTPUPYIOTCS B YCTAHOBJICHHOM
MOPSIKE.

6.10.2. TesedonorpamMmmel

6.10.2.1. TenedoHOrpaMMbl UCTIONB3YIOTCA ISl ONEPATUBHOTO PEILIEHUS BOIIPOCOB
C OpraHu3alMsIMU, PACIOJIOKEHHBIMU B mnpeaenax OpeHOyprckoil o0igacTv, B ciyyasx,
Korja cooOleHus, InepenaBaemMblie 10 TenedoHy, TpeOYIOT TOKYMEHTaJIbHOrO
ohopmIICHUS.

6.10.2.2. Texkct TenedoHOrpaMMbl TMEpPEAAECTCS YCTHO IO KaHajaM TesneQOHHON
cBsa3u. TenedoHorpamMmMamu TepeAarOTCs HECIOXHbIE TEKCTbl (MpUIIAIICHUs] Ha
COBENIaHMs, 3aceanus U T. 1.). TekcT TenepoHOrpaMMbl JTOJKEH OBITH MPOCTBIM, HE
npesbimatonuM 30 cioB. B Tekcre He NOMKHO OBITH TPYAHOIPOU3HOCHUMBIX CIIOB U
CIIOKHBIX  pe4yeBbIX 000poToB. CrnemyeT TpOBEpSATh  NPABHIBHOCTH  3AIUCH
TeneoHOTpaMMBl €€  TMOBTOPHBIM TNPOYTEHWEM B KOHLE mnepemaudd. JlaTtoii
TeneOHOTpaMMBI SIBIISIETCS /1aTa ee Mepeaayu.
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Texct TpuHATOH  TeneQOHOTpAMMBI  3alUCBHIBACTCS B JKypHAT  ydera
TeneoHorpamMm, TepeqacTcsi Ha paccMOTpeHHe anpecary. B ikypHanm 3aHOCHUTCS
pEerucTpallMOHHBIA HOMED; JaTa; BpeMs Mepeaadn; TeKCT;, JOKHOCTh, (paMuIus Juia, oT
UMEHHU KOTOpOro mepenaercs TenedoHorpamma; (pamMuinuu, mepedaBIIero, MPUHSIBIIETO
TeneoHorpammy, HoMmepa ux Tesne(oHOB.

6.10.2.3. OtmpaBnsiemast TenepoHOTpaMMa COCTABIAECTCS B OJHOM 3K3EMIUISIpE
opopmisieTcs Ha CTaHIAPTHBIX JHUCTax OymMaru W TOCTe TMepeAadd TMOIIMBACTCS B
COOTBeTCTBYyMOIIEe Neno. Ecnu tenedonorpamma nepenaercss HECKOJIBKAM ajpecaraM, K
HEHl TMpuiiaraeTcss CIUCOK OpraHW3aluii U TPEaNpUATHN, KOTOPBIM €€ HampaBisioT, U
HOMepa Tene(hOHOB, IO KOTOPHIM OHA JIOJDKHA OBIThH TIepeIaHa.

6.10.2.4. TenebonorpaMma  COACPKUT  CICAYIOIIME PEKBU3UTHI:  Ha3BaHUE
JOKYMEHTA; PETrUCTPAallMOHHBIA HOMEp; JaTy; TEKCT; MOAMHNCh, JOJKHOCTh  JIMLA,
NOJIMUCABLIET0 TesleOHOrpaMMy; JOJDKHOCTh U HOMepa Tele(OHOB IMEpPEAAroIIero U
IPUHSBILETO TeNePOHOrpamMMy.

6.10.3. Cooluenns, nepeanaBaemMbple 3JIEKTPOHHOMH MOYTOM

6.10.3.1. OguuM U3 CpeaCcTB Mepeadu TOKYMEHTOB, SIBJISIETCS JIEKTPOHHAS MOYTA.
Hcnonb3yercst ais mepefadyd JOKYMEHTOB KaK BHYTPUM WHCTUTYTa, TaK U C JIPYTUMHU
opranmzamusmMu. Kaxpoe mojpasjeineHue HHCTUTYTa HMMEET OJICKTPOHHBIA ajapec,
3apeTUCTPUPOBAHHBIN HA TOYTOBOM CEPBEPE MHCTUTYTA.

DOneKTpoHHas TMOYTa BHYTPU MHCTUTYTa UCIOJB3YeTCS [l aBTOMAaTU3AIUU
mpoiiecca JOBEACHHS 10 UCTIOTHUTENEH U KOHTPOJSL MCTOJHEHUS PACTOPSIUTENbHBIX U
MOCTYTAOIINX JOKYMEHTOB, a TakKe IS OOCCIICUYCHHS MICJIOBOM IMEPEIUCKH MEKITY
MOJIpa3/IeICHUSIMHU.

6.10.3.2. B kaxmoM mojapa3ieNieHuHd 3a BEICHHWE JCIOBOM IMEPEIUCKH II0
AJIEKTPOHHOM MOYTE PYKOBOJIUTEIEM TOApa3AcieHUs] HA3HAYEHO OTBETCTBEHHOE JIUIIO. 3a
BEJICHUEC JIEJIOBOM TMEPENUCKU 0 JJIGKTPOHHOM TOYTe OT WMEHH pEeKTopa OTBEYaeT
OIOKU/I.

6.10.3.3. Aopecar »dJIEKTPOHHON TMOYTHl TMOJy4YaeT H300paKeHUE TOKyMEHTa
(?7IEKTPOHHOTO COOOIIEHMsI) HAa HKpaHE KOMITBIOTEpa WM B BHUJE KOMHH HAa OyMakKHOM
HOCHTEJIE, TTOJIYYeHHOM MPU TOMOIIY TIEYaTAIOIIer0 YCTPOMCTBA (MIPUHTEPA).

Jlnst mepenayu COOOIICHHWS WCIOJHUTEIh TEPEeaaeT YCTAaHOBJICHHBIM 00pa3oM
0opOpMIICHHBIN JTOKYMEHT ¥ YKa3blBaeT, B KaKOM BHJE JOKYMEHT JIOJDKEH OBITh
OTMPABIICH: B BUJE M300paXCHHs JOKYMEHTAa WJIM €r0 TeKcTa (K JOKYMEHTY 00beMOM
Oojiee OMHOW CTPAHUIBI JOJDKHA TPHUIAraThCs JMCKETa ¢ TEKCTOM JOKyMeHTa). [lpwm
HaIpaBJICHUH JOKYMEHTA B CTOPOHHHE OpPTaHM3aIH, JOJDKEH OBITh YKa3aH 3JICKTPOHHBIN
aipec MmoxyJarers.

OTnpaBuTEIh AIEKTPOHHOTO COOOIICHHSI 3aITyCKAaeT MPOrPaMMy OTIIPABKH MOYTHI U
co3maeT (aitn cooOIeHus, YKa3bIBAET €ro UMsl, 1aTy U BPEMsI OTIIPABKH.

DJIEKTPOHHOE COOOIIEHNE CO3/TAETCS MO CIACAYIONINM MPaBUIIaM:

- B nionie «Komy:» («To») HOKHBI OBITH YyKa3aHbl TOJIHBIE ajpeca aOOHEHTOB-
moJfyJaTesieil, W3BJIeKaeMble U3 DJIEKTPOHHOM aJApEeCHOW KHUTH WM HaOpaHHbBIC
[I€YaTHBIM CIOCOO0M,;

- pexBi3uT «Temay («SUbjechy) comepKUT «O YeM» JaHHOE IJICKTPOHHOE COOOIICHHE;

- IOMTyCKAeTCsl BIOKEHHE B THUCHMO KaK OJIHOTO, TaK M HECKOJIbKO (haitioB;
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- (pyraxkku 3ampoca yBEAOMJIEHUH O JOCTaBKE M MPOYTEHUU MUCHMA JOJHKHBI OBITH
BKJTOUYEHBI.

CooOmieHnss MOXHO BBOJAUTH U PEAAKTHPOBATH C TOMOIIBIO TEKCTOBBIX
PEIaKTOpPOB. OJEKTPOHHBIE COOOIIEHUs TEpeAaloTcsl aapecataM B COOTBETCTBUHU C
yKazareJeM Ha PacChUIKY.

Anpecar moilydaeT H300pakKeHHE JOKYMEHTa Ha JKpaHe KOMIBIOTEpa, a 3aTeM
pacreuaTsiBaeT ero Ha OyMaKHbIM HocHuTenb. ByMakHBI aHanmor cosmaeT ynoOcTBa B
paboTte, HEOOXOAMMBIN B Cllydyae BO3HHUKHOBEHHS KOH(DIUKTHBIX CHUTYyallMid, B CIlydae
HEMOJIYYCHHS IOKYMEHTA aJ[pecaToM.

[TocTynaromniye OpUrMHaIbl JOKYMEHTOB C 3JEKTPOHHOW KOMHUEH TOJKHBI UMETh
COMPOBOAMUTENILHOE TMUChMO. TEKCT KOMWM HAa MarHUTHOM HOCUTENE JOJDKEH
COOTBETCTBOBATh TEKCTY OPUTMHAIIA.

6.10.3.4. FOpunuueckasi cuia JOKYMEHTOB, NEpelaBacMbIX SJEKTPOHHOM MOYTOM,
NOJTBEPXKJIAETCSl, B COOTBETCTBHUM C 3aKOHOJATEIbCTBOM, JJIEKTPOHHOW IU(POBOMH
MOJMUCHI0. B  WHCTUTYTE UCHONB3YIOTCSA SJICKTPOHHO-IU(POBBIE MOAMHUCH TUTS
oOecrieueHruss pabOThl HWHCTUTYTa B CHCTEME OJIIEKTPOHHOTO JIOKyMEHTO00OpOTa
rOCYJapCTBEHHBIX OPraHOB, YYPEXKICHWW W Apyrux opranusauui. lIpaBo momnucu
odopmiseTcs IPUKa30M PEKTOPA.

6.10.3.5. [lopsimok ~ ucnonmHeHusi, OQGOPMIICHHS, PETUCTPALUU, PACCMOTPEHUS
JOKYMEHTOB, TOCTYIHUBIIMNX IO JEKTPOHHON MOYTE aHAJIOTHYHBI TPEOOBaHHUSIM PabOTHI C
OYMa>KHBIMU JOKYMEHTAMH.

JIOKYMEHTBI, OCTYNUBIINE 10 3JIEKTPOHHOM MOYTE PEruCTPUPYIOTCS, MEPEAAIOTCS
ajzipecaTam I0J pacluCKy B I€Hb UX IPUEMa, CPOUHbBIE — HEMEJICHHO.

PaccMoTpeHue [OKYMEHTOB, OCYIIECTBISIETCS, B IEJIAX ONEPaTUBHOCTH, HE
JIOXKUAASICh TOJMYYEHUS MOMJIMHHOrO »JK3eMmiuisipa. [Ipu mnocTymieHun opuruHaia
JOKYMEHTa, €My TIpPUCBAWBAETCA TOT >KE€ BXOASAIIMA HOMEpP, YTO U JOKYMEHTY,
MOJIyYEHHOMY IO OJJICKTPOHHOM TIOYTe, M HANpaBIAETCSd B COOTBETCTBYIOIEE
MoJIpa3iesieHue-UCTIOTHUTETb.

3ampeniaercss mepeAaBaTh IO AJICKTPOHHOW TOYTE TOKYMEHTHI W MaTepHallbl,
coJiepKalire CIyKeOHyr0o HH(pOpPMAIMIO0 OTPaHWMYEHHOTO [OCTyNa, B TOM YHCIE C
noMeTkou « /s cimykebHoro nosib3oBanusy, «KoHpuaeHIHATBHOY.

6.11. D1eKTPOHHBII TOKYMEHTO000POT

6.11.1. B unCcTUTYTE CO3/1al0TCS U UCTIOIB3YIOTCS:

- DJICKTPOHHBIC ~ JIOKYMEHTBHI, CO37]aBaéMbleé B  JJIGKTpOHHOW  (opme  0Oe3
MPEABAPUTEILHOTO JOKYMEHTHPOBAHUS Ha OYMa>KHOM HOCHUTEIIE;

- DJIEKTPOHHBIC O00pa3bl JTOKYMEHTOB, TOJYYCHHBIE B pe3yJbTaTe CKaHUPOBAHUS
JIOKYMEHTOB M XPAHSIIHECS B CUCTEME DJIEKTPOHHOTO JOKYMEHTO000pOTA.

DNEeKTpOHHBIA JOKYMEHT JOKeH ObITh OdopMIIeH MO OOIMM MpaBUiiaM
JICIOTIPOU3BOICTBA U UMETh PEKBU3HTHI, YCTAHOBJIICHHBIC JJII AHAJIOTMYHOTO JTOKYMEHTa
Ha OyMa)XHOM HOCHWTENIe, 3a HWCKIIOYCHHEM OTTHCKAa IIeYaTdH H HW300paKeHUs
I'ocynapctBenHoro rep6a Poccuiickoit @enepaiuu.
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6.11.2. Uactutyt OCYIIIECTBIISET paboty B CUCTEME AIIEKTPOHHOTO
JOKYMEHTOO0OpOTa YHUBEPCHUTETA, FOCYAAPCTBEHHBIX OPTaHOB, YUPEKACHUA U APYTUX
OpraHu3alri.

6.11.3. [Ipn mepemaue HIEKTPOHHBIX JTOKYMEHTOB B TOCYAAapCTBEHHBIC OpTraHbl,
YUPEXKJIEHUSI U JPYTrUe OpraHU3allH JTOKYMEHTHI 3aBEPSIOTCSA AJIEKTPOHHOU MOJIHUCKHIO.
[IpaBoM 3IEKTPOHHO-TU(POBON TIOANMUCHA HANEIEHBI: PEKTOp, TEPBBIM TPOPEKTOD,
HAYaJIbHUK YIIPaBJICHUS OyXTaJTepCKOTo ydeTra u (PMHAaHCOBOTO KOHTPOJISI, 3aMECTHTEIhb
HaYaJlbHUKA YTpaBJeHHUs OyXrajiTepckoro ydera W (puHaHcoBoro KoHTpois. IlpaBo
noanucu ohopmIIIeTCs MPUKA30M PEeKTOpa.

6.11.4. [Ipu 06paboTKe, paCCMOTPEHHUH, COTJIACOBAHUM M MOJMUCAHUHN AJICKTPOHHBIX
JOKYMEHTOB B  CHCTEME DJIEKTPOHHOTO  JIOKYMEHTOOOOpOTa BO  BHYTPEHHEM
JOKYMEHTOOOOpPOTE€ HHCTUTYTa MOTYT HCIOJb30BaThCA CHOCOOBI IOATBEPIKICHUS
JAEUCTBUM C D3JIEKTPOHHBIMU JOKYMEHTAaMH, HPU KOTOPBIX 3JIEKTPOHHAs MOJAIUCH HE
UCIIOJIb3YETCSI, NIPU YCJIOBUHU, YTO MPOTrPaMMHBIE CPEICTBA, NPUMEHSIEMbIE B MHCTUTYTE
MO3BOJIAIOT OAHO3HAYHO WIACHTH(PHUIIMPOBATH JTUI0, TTOIMMCABIIEE TOKYMEHT.

6.11.5. CocTaB 37EKTPOHHBIX JOKYMEHTOB, OOPAIIAIOMINXCSI B CHCTEME AJIEKTPOHHOTO
JOKYMEHTOO0OpOTa, OMpEAENsAETCS PEKTOPOM HMHCTUTYTa Ha OCHOBE PEKOMEHIAIUi
@enepanibHOTO apxWBHOTO areHTcTBa (PocapxwB) W B COOTBETCTBUM C TEpPEeYHEM
JOKYMEHTOB, CO3/IaHHE, XPaHEHUE U HCIOJIB30BaHHWE KOTOPBIX MOXKET OCYIIECTBISATHCS
UCKITIOYUTENHFHO B (JOpME DIIEKTPOHHBIX JOKYMEHTOB. llepedeHp MOKyMEHTOB, CO3/IaHuE,
XpaHEHHUE U HCIIOJIb30BAHUE KOTOPBIX MOYKET OCYIIECTBIISATHCS MCKIIOUUTENIBHO B (popMe
AJIEKTPOHHBIX IOKYMEHTOB, OTPa)KaeTcsi B HOMEHKJIaType JAedl.

6.11.6. DnexkTpoHHBIE JOKYMEHTBI CO3JArOTCs, 00pabaThIBAIOTCS W XPaHATCA B
CUCTEME D3JEKTPOHHOTO JIOKyMEHTO0OOpoTa UHCTHTyTa. CucTeMa 3JIEKTPOHHOTO
JOKYMEHTO00OpOTa MHCTUTYTA JOJKHA COOTBETCTBOBATh TPEOOBAHUSAM, YCTAaHOBJICHHBIM
MuHUCTEPCTBOM CBA3U U MAaCCOBBIX KOMMYyHUKanui Poccuiickon denepanuu.

6.11.7.1lpuem ©u  OTHpPaBKy  DJIEKTPOHHBIX  JOKYMEHTOB  OCYIIECTBISIOT
MOJIpa3/iesIeHus TI0 HAMTPABJICHUSM ACSITEIbHOCTH.

6.11.8. [Ipn mepenade MOCTYMUBIINX SJEKTPOHHBIX JOKYMEHTOB Ha PAacCMOTpPEHHE
peKTOpa WHCTUTYTA, HAIMpPABJICHUU OJICKTPOHHBIX JTOKYMEHTOB B TOJpAa3ACICHUS U
OTBETCTBEHHBIM HCIIOJIHUTEISIM, OTIPABKE OJICKTPOHHBIX JOKYMEHTOB W XpaHEHUH
DIIEKTPOHHBIX JOKYMEHTOB BMECT€ C DJEKTPOHHBIMH JTOKYMEHTaMH TIepeIaroTCs
(HampaBJISAIOTCS, XPAHSTCS) UX PETUCTPAIIMOHHBIC JaHHBIC.

6.11.9. lokyMeHThI, cO31aBa€Mble B HHCTUTYTE U (WJIM) NOCTYNUBIINE B MHCTUTYT HA
OyMa)XHOM HOCHTEJIE, BKIIOYAIOTCA B CUCTEMY AJIEKTPOHHOIO JIOKyMEHTOO0OpOTa Moce
CKaHMPOBAHHS M  CO3/JaHUA  DJEKTPOHHBIX O0pa3oB JOKYMEHTOB. BkiioueHue
AJIEKTPOHHOTO oOO0pa3a JIOKyMEHTa B CHUCTEMY OJJIEKTPOHHOTO JOKYMEHTO0OOpOTa
BO3MO>KHO TIOCJIE €T0 CPAaBHEHUS C MOATMHHUKOM JIOKYMEHTA.

6.11.10. Enununeii ydera SJIEKTPOHHOTO JIOKYMEHTA SBISETCS AJIEKTPOHHBIN
JOKYMEHT, 3apeTrUCTPUPOBAHHBI B CHCTEME DJEKTPOHHOTO JIOKYMEHTOO00OpOTa
WHCTUTYTA.

6.11.11. DnekTpoHHBIE JOKYMEHTHl (OPMHUPYIOTCS B Jiela B COOTBETCTBUU C
HOMEHKJIATypO#l JIe1 U MHIEKCUPYIOTCA B MOPSIIKE, YCTAHOBICHHOM B OTHOILEHUU JEI,
COCTaBJICHHBIX U3 JOKYMEHTOB Ha OyMa>kHOM HOCHUTEJE.
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ITpu cocraBneHMM HOMEHKJIATYpbl el B NPUMEYAHHWU YKa3bIBAETCSA, UTO JEJI0
BEJIETCA B AJIEKTPOHHOM BHJIE.

6.11.12. DnexTpoHHBIE TOKYMEHTHI MOCIE WX HCHOJHEHHS MOAJEKAT XPAHCHUIO B
YCTAaHOBJIICHHOM TMOPSIIKE B HHCTUTYTE B TEYEHHE CPOKOB, MPEAYCMOTPEHHBIX IS
AHAJOTMYHBIX JOKYMEHTOB Ha OYMa)KHOM HOCHTEIIE.

6.11.13. Ilocne wucTeyeHHs] CpPOKa, YCTAHOBJIEHHOTO Jisi XPaHEHUS 3IIEKTPOHHBIX
JOKYMEHTOB, OHU MOJJIEKAT YHUUYTOKEHHUIO HA OCHOBAaHUU aKTa.

7. Ucnosib30BaHue nevyarei v IITAMIIOB

7.1. lns ynoctoBepeHUsT MOJJIMHHOCTH JOKYMEHTOB WJIM COOTBETCTBHS KOIHMA
JOKYMEHTOB TMOJUIMHHUKAM B MHCTUTYTE MCIOJIb3YIOTCS TepOoBasi Tmedarb C
HAUMEHOBAaHMEM HHCTUTYTa M II€YaTH NOAPA3JICIICHUM C HAMMEHOBAHUSMHU JTHUX
MOJIPA3ICIICHUM.

s mpocraBieHHsT OTMETOK O TIOJYYEHUHM, PETUCTPALUM, IPOXOKICHUU U
WCIIOJJHEHUH JOKYMEHTOB, JAPYIMX OTMETOK CIIPABOYHOTO XapakTepa MPUMEHSIOTCS
COOTBETCTBYIOIIME IITaMIibl. lledatn mnpocTaBislOTCS Ha JOKYMEHTaxX TpeOYIOIIMX
JOTIOJIHUTENIBHOTO yIOCTOBEPEHHS UX MOJIMHHOCTH.

7.2. 'epboBast meyaTh MHCTUTYTa 3aBEepPSAET MOIMHHOCTD MOJMUCH JOJIKHOCTHOTO
JUIA HAa JOKYMEHTAX, YAOCTOBEPSIOIINX MPaBa JINL, GUKCUPYIOIUX (DAKThI, CBS3aHHBIE C
(bMHAHCOBBIMHU, MaTepUAIbHBIMU CpeAcTBaMU U Jp. ['epOoBas mneyaTb HWHCTUTYTA
MPOCTABIIACTCS HAa TOKYMEHTAaX B COOTBETCTBHMH ¢ mepeuHeM aokymeHToB ([Ipuinoskenue
Ne 36).

[lewaTn, BOCHPOM3BOAAIINE HAWUMEHOBAHME TOJApa3/eleHud (OTaena KaJapos,
(dakynpTeTa U Ap.), NPOCTABISAIOTCA HAa JOKYMEHTAaX, MOJIMUCHIBAEMBIX PYKOBOJIUTEISIMU
COOTBETCTBYIOLIUX MOAPA3ICIICHUH.

7.3. Ilpu 3aBepeHnn AOKyMEeHTa TrepOOBOM IMEUYaThI0 WM TPOCTOM IMEYaThIO €e
OTTHCK CTaBHUTCS Ha CBOOOAHOM OT TEKCTa MECTe, HE 3aXBaThiBas JMYHOW TOJITUCH
NOJDKHOCTHOrO Jinna. [ledatp MOXET 3axBaThiBaTh YacTh HAMMEHOBAHMS JOJDKHOCTH
JIMLA, MOAIMCABIIETO JOKYMEHT.

HenmonmycTuM CIAUIIKOM TyCTOM WM CIUIIKOM OJEAHBIM OTTUCK Te4aTd Ha
JOKYMEHTE, a TAKXKE OTTUCK C YACTMYHO OTCYTCTBYIOIIMM H300paxkeHueM. B nokymeHTax,
O(pOpMJIEHHBIX HA OCHOBE YHU(UUUPOBAHHBIX (opM ((PpUHAHCOBBIE, OyXTraJlTepCKUE,
OTUYETHBIE IOKYMEHTHI U Jp.), lle4aTh MPOCTABIAETCS HA CHEUATbHO OTBEACHHOM MECTE,
o6o3naueHHoM M. I1. OTTHCK MpOCTaBIsAEMOI MeYaTh JOJKEH OBITh XOPOIIIO YATACMBIM.

7.4.Tleyatn WHCTUTYTa JOJDKHBI XPAaHUTHCS B HAJEKHO 3alMHUpaeMbIX ceidax,
MeTaJUTMYeCKUX MmKadax, sAuKax.

7.5. Ilepenaya nedareil MOCTOPOHHUM JIMIIAM M BBIHOC MX 3a MPEIEIbl 3aHUS HE
JOIyCKaeTCsl.

[Ipuenimue B HETOJAHOCTh, U3HOLIECHHBIE, HEUCIIOJIb3YEMbIE U YCTAPEBIINE TI€YATH
u mwramnsl Bo3Bpamarorcs B OJJOKU /L n1s eHTpain30BaHHOTO YHUYTOKEHUS 110 aKTy ¢
COOTBETCTBYIOLIEH OTMETKOU B )KypHAaJe ydeTa.

PaboTHHKHK, OTBETCTBEHHBIE 32 HMCIOJb30BAHHE, YCTAHOBKY OTTHCKA M XpaHEHHE
neyaTel M ITaMIIOB, HA3HAYAKOTCS MTPUKA30M PEKTOPA MO MPEACTABICHUIO PYKOBOIUTEIIS
NOAPA3ACICHUSL.
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OTBETCTBEHHOCTh 3a 3aKOHHOCTb MCIIOJB30BaHUS M HAJACKHOCTb XPAHCHHUS
repOOBOM MeYaTH OCYIIECTBISAECT PEKTOP MHCTUTYTA; NIEUYaTe U IITAMITOB TIOIpa3AeieHU —
PYKOBOJMTEIN COOTBETCTBYIOIIMX M1OIPA3ICIICHAMN.

B xaxzmoM mnonpasiesrieHuM IO MPEACTABICHUI0 PYKOBOJIWUTEN NOAPA3ACICHUS
Ha3HA4YaeTCs OTBETCTBEHHOE JIMIIO 33 MCIOJIb30BAHUE, YCTAHOBKY OTTHCKA M XPaHEHUE
nevyaren u/uiM MTaMIIoB.

7.6. [leyatn ¥ WITaMIBl U3TOTABIMBAIOTCS B CTPOTO OTPAHUYCHHOM KOJUYECTBE U
UCKIIIOYUTENFHO B CHY)KEOHBIX Iesix. PemeHne o HEOOXOAMMOCTH H3TOTOBICHUS
neyaTeil, ITaMIOB M HX KOJIMYECTBE INPUHMMAECT PEKTOpP MHCTUTyTa. 3asBKa Ha
U3rOTOBJIEHHUE TI€YaTH, ITamma U 3CKu3 o(pOpMIISIOTCS B MOAPA3JEICHUAX U IIEPEIatoTCs
B OJIOKI/I.

7.7. IlopsiioK M3rOTOBJIEHUS, y4€Ta, MCIIOJIb30BAHMSI, XPAHEHUS U YHUUTOXKECHMS
reyaTeil ¥ MTaMIIOB B MHCTUTYTE ONpPENENIEH MHCTPYKIUEH «O Mopsake W3roTOBJICHMUS,
XpaHEHHsI HCIOJIb30BaHMUS, YHUUYTOXKEHUS I€4aTed M IITAMIIOB B HMHCTHUTYTED,
YTBEPXKAECHHOU peKTopoM uHcTtutyTa oT 11.04.2011 Ne 1.

8. Opranm3anusi npuHeMa moceTUTeJeii W padora ¢ NHUCbLMEHHBIMH
oOpaleHUsIMU I'PaKIAH

8.1. Opranuszaunus npuemMa noceTurTese

8.1.1. Opranuzanus mnpuemMa MOCETUTENEH — OJHAa W3 BaXHEHIMX (QYHKIHIA
padotaukoB OJIOKW ]I nHCTHTYTA.

8.1.2. Opranuzaiiys npuema mojpasaeseTcsl Ha KaTerOpUH MOCETUTENEH:

- paOOTHUKHU UHCTUTYTA;

- paOOTHUKHU CTOPOHHUX OpTraHU3aINH;

- 110 TIPEABAPUTETHHON JOTOBOPEHHOCTH;

- IPUOBIBIIMX BHE3AITHO;

- 110 JIMYHBIM BOTIPOCAM.

8.1.3. Opranmzaiuio mpueMa TMOCETUTEICH peKTopa HMHCTUTYTa OCYIIECTBIISET
cekperapp pekTtopa. OH MMeeT MpaBO OIpenessiTh, C KEM PYKOBOIUTENb OJIKEH
BCTPETUTHCS CaM, @ KTO MOKET OBITh HAIPaBJIEH K JPYTUM JOHKHOCTHBIM JIMIIAM.

[Ipu npueme COTPYOHUKOB JIpYyrUX OpraHM3alMii  CceKperapb peKTopa
MOJArOTaBIMBaeT crnucok ¢ ykazanuemM @.M.O., opranuzanuu, JOJKHOCTH, BOIPOCOB,
HA3HAYEHHOT'O BPEMEHH.

[Ipn mepeHoce Ha3HAYEHHOTO MpHEMa IO HEMPEIBUICHHBIM OOCTOSATEIHCTBAM
(Oome3np pykoBOAMTENS, KOMAaHAMPOBKA, CPOUYHBIA BHI30B W T. I.) CEKpETaph PEKTOpa
M3BEIACT MOCETUTEIIS U YKa3bIBACT BpEeMs TIEPEHOCA BCTPEYH.

Bo Bpemsi TUYHOTO TpHeMa MOCETUTENICH PEKTOPOM BEAETCS KHHra PEeTHUCTpaIlluu
npueMa TIOCEeTUTENeH, TAe 3aluChIBAIOTCS: Jaara mpuema; (pamMuiusi, WMs, OTYECTBO
MOCETUTEJISI; €TO aapec; CyTh BOMPOCA; Pe3yabTaThl PACCMOTPEHHUs 00pallieHusI.

[Ipuem 1O JWYHBIM BONpPOCAaM B COOTBETCTBUM C 3aKOHOAATEIHCTBOM
OCYILECTBIISIOT PEKTOP, MPOPEKTOPHI, PYKOBOAUTENHU MOAPA3ACTICHHI.

8.1.4. Ilpuem rpaxnmaH Beaerca B mnonapasaeneHusx. MHdopmauus o mopsake
MpHeMa BBIBEIIMBACTCS B MOAPA3/ICICHUSIX HA BUIHOM MECTE.
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8.2. PaGoTa ¢ nHCbMEHHBIMH 00pPAIllleHUAMU I'PAXKIAH

8.2.1. [lucbmeHHble 00OpalleHUs TPak[laH PacCMaTPUBAIOTCS KaK BaXKHOE CPEJCTBO
OCYIIECTBICHUS M OXPaHbI MTPaB JTNYHOCTH.

8.2.2. O0paiueHus AensiTcs Ha:

3asiByIeHus1 — 0OpalleHus TPaKIaH B LESIX peai3allii JIUYHBIX MPaB U 3aKOHHBIX
HMHTEPECOB, HE CBA3aHHBIC C HAPYIICHUEM 3TUX MPAB U HHTEPECOB.

Kanoda — oOpaiieHue K JODKHOCTHOMY JIMIY MO IMOBOAY HapyUIEHUs IpaB U
OXPaHSEMbIX 3aKOHOM MHTEPECOB KOHKPETHOTO JIUIA (TpaKIaHUHA).

8.2.3. O6paitieHus, B KOTOPHIX OTCYTCTBYET (haMuIIvs, aapec U JIMYHasl MOJINKCH,
CUMTAIOTCS AHOHMMHBIMH. AHOHHMMHBIE OOpaIIeHUs PAaCCMATPUBAIOTCS TOJIBKO B TOM
cily4ae, €ClIM B yKa3aHHBIX OOpAaIlEHUSAX COIEP>KATCA CBEICHUS O MOJTrOTaBIMBACMOM,
COBEpIIAEMOM MWJIM COBEPLICHHOM IPOTUBOIPABHOM JI€IHUHU, a TaKXK€ O JHIE, €ro
MOJIFOTABJIMBAIOIIEM, COBEPIIAIOIIEM HJIM COBEPILIMBILEM, IIPU 3TOM OTBET Ha oOpalleHue
HE J1aeTcsl.

8.2.4. O0paienre rpakaaH MOKET OBITh MOJAHO B MHUCBMEHHOU (hopMe JIMYHO, C
noMonisko Tenerpada, haxkca, 3AEKTPOHHOMN MOYTHI, @ TAKXKE YCTHO.

8.2.5.1lpu BCKpeITUM KOHBEpTa C oOOpalleHWeM sl JI0Ka3aTeabCTBa JIAThI
MOJTyYeHHUsI TOKyMEHTa KOHBEPTHI HE YHUUYTOXKArOTCs. KOHBEpT cOXpaHsSeTCs BMECTE C
JOKYMEHTOM JI0 OKOHYAHUS PEIICHHUsI BOTPOCa U MOAIINBACTCS B JIEJO.

8.2.6. IIpu mosydyennu oOpalieHus, He OTHOCSIIETOCs K KOMIIETEHIIMN WHCTUTYTA,
JaHHOE oOpallleHue B TPEXJAHEBHBIM CpPOK HANpaBIIETCS HA pPacCMOTPEHUE B
KOMIIETEHTHBIN OpraH Wiu 3asBUTENI0. B OTBETHOM mHUChbME JaeTcsl pa3bsCHEHHUE, Kyda
3asiBUTEIIIO CJIEIyeT HAIlPaBUTh CBOE OOpallleHHeE.

8.2.7. Cpoxu WUCHOJIHEHHUS] OOpalieHud OMNpeAeNsIIOTCS B  3aBUCHUMOCTU  OT
CJIOKHOCTH MOCTaBJICHHBIX B HUX BOIIPOCOB.

3asiBiIeHUs U KaJloObl, HE TPEOYIOLIUE JONOJHUTEIBHOTO M3YyYEHHUs U IPOBEPKH,
paspemiarTcs 06e30TiIararelibHO, HO He IMo3aHee 15 aHel co mHg mocTymieHus. Bo Bcex
OCTaJIbHBIX CIIy4asX CpPOK HCIOJHEHHUS He Oojiee 4eM OJMH MeCAll C HampaBlieHHEM
COOOIIIEHUs 00 ATOM JIMILY, MTOJABIIEMY 3asiBIICHUE WJIH KaJl00y.

8.2.8. Bech  mpomecc  paccMOTpeHHs — OOpamieHWd  TpakIaH  MOJJICKUT
o0si3aTenpHOMY KOHTpOJI0. K paccMoTpenuto oOpatieHuil 3anpeniaercs NpuBiIeKaTh JIull,
ydacThue KOTOPBIX MOXKET TMOBIHATh HA OOBEKTHBHOE PEIICHHWE BOIMPOCOB, MOIHATHIX B
JTOKYMEHTE.

8.2.9. PesynbpTaThl pelieHus BOMPOCa, MOCTABICHHOTO B OOpaIlleHNWH, COOOIIAI0TCS
3asIBUTEITIO.

8.2.10. Ilpennosxxenus, 3asBICHUS U XKaloObl (HOpMUPYIOTCS B Jeia OTAEIHHO OT
oOIIIel TIEPEeTHCKH.

Bmecte ¢ oOpamieHusiMu MOAIIMBAETCS KOMHSI OTBETA U BCE OTHOCSIIUECS K ATOMY
BONPOCY JOKYMEHThI, COOpaHHBIE B MpoLiecce ero paccMoTpeHus. B nena rpynnupyrorcs
TOJIBKO UCTIOJTHEHHBIE JOKYMEHTHI.

8.2.11. OTBETCTBEHHOCTh 3a COXPAHHOCTh OOpalleHud HECYT PYKOBOIUTEIN
IIOJIPa3ACIICHUN.
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9. lokyMeHTAJbHBbIH (P)OHT HHCTUTYTA

9.1. Opranusanusi padoThbl ¢ JOKYMEHTAMH B /IeJIONPOU3BO/ICTBE

Opranusanust paboThl ¢ JOKYMEHTaMH B JIEJONPOU3BOJCTBE MPEACTABISET COOOM
COBOKYITHOCTh BHUJOB pabOT, 00ECIEUUBAIOIIUX COXPAHHOCTb, YYET, CHUCTEMATHU3AIIHIO
JOKYMEHTOB, (pOpMUpPOBaHUE U OPOPMIICHUE JIE]T Ha JEIONPOU3BOACTBEHHON CTAAUU U UX
nepenayy B apXMB B COOTBETCTBUU C TPEOOBAHUSAMHU, YCTAaHOBJICHHBIMH HOPMATHBHO-
METOANYECKUMU JOKYMEHTAMHU 110 ApXWBHOMY €Ny U JIEJIONPOU3BOACTBY MuHHCTEpCTBA
KYJBTYPbl M MacCOBbIX KOMMYHuKauun Poccuiickonn @enepanuu, DenepanibHOTO
apXMBHOIO areHTCTBA U APYTUX (heepaIbHbIX OPTAHOB UCTIOTHUTEIILHON BIACTH.

OCHOBHBIMH BHJIaMH PabOT, 0OeCTIeUNBAIONTUX MTPABUIBHYIO OPTaHU3aIUI0 PaOOThI
C JOKyMEHTaMH B JEJONPOU3BOJACTBE, SBIISAETCA COCTABICHUE HOMEHKIATyp Hel U
dbopmupoBaHUE JE.

9.2. PazpaGoTka u BeJeHHEe HOMEHKJIATYPHI el

9.21.B wnensx mpaBWIBHOTO (QOPMHUPOBAHUS, OBICTPOTO TIOMCKAa U ydYeTa
JOKYMEHTOB COCTaBJISIETCS HOMEHKJIATypa Jell.

Homenkmatypa men — 3TO CHCTEMaTH3UPOBAHHBIM TEPEYEHb 3arojOBKOB eI,
3aBOJJUMBIX B JICJOMPOM3BOJCTBE MHCTUTYTAa B TEUEHHE T0/a, C YKa3aHHEM CPOKOB HX
XpaHeHus, oOpMJICHHBIH B ycTaHoBIecHHOM mopsake (IIpunoxenne Ne 37).

Homenkinatypa e npeaHasHadyeHa Jijisi TpyNnIUpOBKY UCIIOJIHEHHBIX JIOKYMEHTOB B
JieNna, CUCTeMATH3allid U ydeTa Jell, ONpENeNICHUsT CPOKOB WX XPAaHEHUS W SIBISETCS
OCHOBOW JIJII COCTaBJICHHUSI OMHUCEH €] TMOCTOSIHHOTO CpOKa XpaHEeHHs, MO JIMYHOMY
cocTaBy W BpeMmMeHHOTo (cBbimie 10 J5eT) cpoka XpaHEHMs, a TakKe /I ydera el
BpeMeHHOro (10 10 JeT BKIIOYMTEIHHO) CPOKA XPAHCHHS.

9.2.2. Homenknatypa Aen SIBISE€TCS OCHOBOW (OpMUpOBaHHUS ITOKYMEHTaJIbHOTO
dbonaa mHCcTHTyTa. J[OKyMEHTanbHBIA (POH HHCTHUTYTA — COBOKYIMHOCTH JOKYMEHTOB,
o0Opa3yloluxcsi B MPOIECCe €ro AeATeabHOCTH. JlOKYMEHTalbHbI (OHJ HWHCTUTYTa
COCTaBISIIOT JOKYMEHTBI, CO3/IaHHBIE B WHCTUTYTE M TOJYYCHHBIE MM B pe3yJbTaTe
B3aUMOJICCTBUS C IPYTHUMH OpPTaHAMHM YIIPABJICHUS, OPTAaHU3AIUSIMHE U TPaKIaHAMH.

0.2.3. OTBETCTBEHHOCTh 3a  COCTaBJICHHUE HOMEHKIATYpbl N, TOPSI0K
dhopmupoBanus U ohopMIIEHHUS /i€, 00ECIICUCHUs UX ydeTa U COXPAaHHOCTH, OpraHU3alus
nepenayn jaen B apxuB ¢uimana [oCynapCTBEHHOTO OIODKETHOTO —YUPEKICHUS
«T"ocynapctBennsblii apxuB OpeHOyprckoit obmactu» B r.0Opcke (nmanee — ¢umuan I'BY
«I"AOO» B 1. Opcke) nexut Ha padbotaukax OJJOKN/.

9.24.Tlpm cocTaBieHHMH HOMEHKJIATYPHI JIeNl CJIEAyeT PYKOBOJICTBOBATHCS
«IlepeyneM THMOBBIX YIPABICHUYCCKUX aAPXMBHBIX JIOKYMEHTOB, OOpa3ylOIIMXCS B
MPOIIeCCEe ACSITEIIbHOCTH TOCYJaPCTBEHHBIX OPTAaHOB, OPTAHOB MECTHOTO CaMOYTIPaBIICHUS
M OpraHm3aluii ¢ YyKa3aHHWEM CPOKOB XPAaHCHHS», YTBEPXKIECHHBIM IPUKA30M
MunuctepcTBa KynbTypsl Poccuiickoit @eaeparuu ot 25 aBrycra 2010 r. Ne 558 (nanee —
nepeueHs), [lomoxkennem 00 MHCTUTYTE, MOJOKEHUSIMH O TMOAPA3ACICHUIX, CTPYKTYpOH
WHCTUTYTA, IITATHBIM paclucaHueM, IJIaHaMHU U OTYETaMu O paboTe, HOMEHKIIATypaMH 3a
npealecTBytonme roasl. M3yyarorces Tak e T0KyMEHThI, 00pa3yrolecs B AeSTENbHOCTH
MHCTUTYTA, UX BUbI, COCTaB U COJIEPIKAHUE.
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9.2.5. B MHCTUTYTE COCTABJISIIOTCS HOMEHKJIATYPBI JI€] MOAPA3ACICHUA U CBOJHAS
HOMEHKJIaTypa JeJ1 HHCTUTYTA.

Homenknatypa pgen mnoapaszaeneHuss cocTaBisiercss  (He mosaHee 15 HOsOps
TEKYLIEro rojia) COTPYAHUKOM, OTBETCTBEHHBIM 3a JIEJIONPOU3BOJCTBO, MOJIMUCHIBACTCS
PYKOBOJMTENEM NOIpa3iefieHus: U HanpasisieTcss HauanbHuky OJJOKU/.

CBogHasi HOMEHKJIATypa Jel COCTaBIIIETCS IO  YCTaHOBJIGHHOW  ¢opme
HayanbHuKkOoM OJIOKW/] Ha OCHOBE HOMEHKJATyp JAell NOApa3JeieHUN NpH
METOJAMYECKOW TMOMOIIM COTPYJHUKOB apXHBa HMHCTHTYTA, 3KCIEPTHOM KOMMCCHH
uHctutyta (nanee — OK) u punmmana 'BY «TAOO» B 1. Opcke.

CBoJlHass HOMEHKJIATypa JieJl MHCTUTYTa NoJnucbiBaeTcsa HavanbHukoM OJJOKU/I,
COTJIACOBBIBAETCS C IKCIIEPTHOM KOMHCCHEH HHCTUTYTA, COTJIACOBBIBAETCS C DKCIEPTHOU
MPOBEPOYHON MeToandecko komuccueit (nanee — IIIMK) komurera mo nemaMm apxvMBOB
OpenOyprckoil o0nactu U yTBepKAaeTcs (He MO3JHee KOHIA TEKYIIEro roja) peKTopoM
uHctutyTa. CornacoBbiBaetrcst HoMeHkiatypa aen ¢ JIIMK komuteTa 1o nenam apxvuBoB
OpenOyprckoil o0acTd HE PEKe OJHOr0 pa3a B 5 JIET, €ClIu He ObUIO KOPEHHBIX
M3MEHEHUN B (PYHKUIMSIX M CTPYKType HUHCTUTYyTa. B ciydae KOpPEHHBIX H3MEHEHUU
(GyHKUMIA M CTPYKTYpbl HMHCTUTYTa CBOJHAs HOMEHKJATypa [eJd COCTaBJseTCs U
corylacoBbIBaeTcs 3aHOBO Ha DIIMK.

9.2.6. Ilocne yTBep>KIAEHUs CBOJHOW HOMEHKJIATYPHI J€T  TOJpa3aelieHUs
MHCTUTYTA MOJIyYarOT BBITUCKH U3 COOTBETCTBYIOLIUX €€ pa3aesoB ISl UCIOJb30BaHUs B
pabore.

9.2.7. CBotHass HOMEHKJIATypa JeJl U3TOTaBIMBAETCS B HECKOJBKHX IK3EMIUIIPAX:
1-B1if YTBEPKACHHBIN SK3EMIUIAP HOMEHKIIATYPHI JCIT SBJISIETCS JOKYMEHTOM MOCTOSIHHOTO
CpOKa XpaHEeHUs; 2-1 UCIOJIb3yeTCsA B apXMBE B KauecTBe pabouero; 3-it — B punmane ['bY
«I'AOO» B r1.0Opcke. PaGoumii 3K3eMIUIIp HOMEHKIJIATYpbl J€1 MOXKET BECTHCh B
AJIIEKTPOHHOM BHJIE.

9.2.8. CBotHass HOMEHKJaTypa Jel B KOHIIE KaXJIOro roja yTOYHSETCH,
YTBEP>KJIA€TCS U BBOJIUTCA B JIHCTBUE € | sTHBaps CleIyIOUIEro KaJleHJapHOoro roja.

9.2.9. HaumeHoBaHusi pa3elioB HOMEHKJIATYPHl JIed SBISAIOTCS HA3BAHUSIMHU
nojapaszaesneHuii. B cBOIHON HOMEHKIAType Je pa3eiibl pacloiaratoTcsl B COOTBETCTBUU
C YTBEPKIAECHHON CTPYKTYPOH MHCTUTYTA.

9.2.10. B HoMmeHKNaTypy Jed BKJIIOYAIOTCS 3aroJIOBKU JIeN, OTpaKarollhe Bce
JTIOKYMEHTHPYEMbIC YIaCTKA pabOThl HHCTUTYTA.

B HOMeHKIIaTypy J1en He BKIIOYAIOTCS IEPUOANYECKUE U3TaHUS.

9.2.11. I'padbl HOMEHKIATYPHI JIEJ 3AMOJHSIOTCS CISAYIOMUM 00pa3oM.

B rpade 1 HOMeHKIATypbl el WPOCTABIAIOTCS WHACKCH KaXJIOTO Jena,
BKJIFOYEHHOTO B HOMEHKJIaTypy. MHAEKC /es1a COCTOUT U3 YCTAHOBJIEHHOTO B MHCTUTYTE
upoBoro o0O3HAUYEHHUsI TMOJpa3fAeiieHuil U MOPSAIKOBOTO HOMEpa 3arojoBKa Jeia 10
HOMeHKJaType. Haekcer! nenm 0003HavaroTest apadCKUMu U pamH.

Hanpuwmep: 03-05, roe
03 — o603HaUYeHUE TTOApPA3ICTICHUS,
05 — nopsAKOBBII HOMEp 3aroJioBKa Jiejia B Ipejiesiax JaHHOTO pas3jena.
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B HoMmeHknaTtype e peKOMEHIYeTCs COXPaHUTh OJMHAKOBBIE HWHAEKCHI MJIs
OJTHOPOJHBIX JIeJ B Mpeaenax pa3IMuHbIX MOAPA3ACICHHM; 111 NePEXOASIINX AT HHACKC
COXpaHsEeTCA.

B rpady 2 HOMEHKIATyphl A€l BKJIIOYAIOTCS 3arojOBKU el (TOMOB, 4YacTel).
3aroyioBOK Jefa JIOJKEH YeTKO, B 00001IeHHoM (hopMe OTpaxaTb OCHOBHOE COJEpIKaHUE
U CcOCTaB JOKYMEHTOB Jena. He nomyckaercs ynoTpeOjieHHME B 3arojoBKax Jena
HEKOHKPETHBIX (POPMYIHPOBOK, a TAK)KE BBOJAHBIX CJIOB U CIOXKHBIX 0OOPOTOB.

B Hawane paszmena  pacronararoTcsl  3arojOBKH A€ yYPEAUTENbHBIX,
OpPraHMU3allMOHHO-TIPABOBBIX U PACIIOPSIUTENbHBIX JOKYMEHTOB, 3aT€M 3arojIOBKU JIEd,
COJIEpKalINX IUIAHOBBIE M OTYETHBIE JOKYMEHTHI, Jajlee — JOKYMEHTBI, OTPa)Karollue
CHELU(PUKY AEATEIbHOCTU MOIpa3esIeHus, IEPENUCKa. 3aroJIOBKU J1EJ, COCTABJIEHHBIX 110
reorpauueckoMy U KOPpeCHOHIEHTCKOMY IIPU3HAKaM, BHOCSTCS B HOMEHKJIATYpY € 0
an(aBUTy KOPPECIIOHAECHTOB WM Teorpapuyeckux Ha3BaHuil. B HoMeHknaType aen
PEKOMEHIYEeTCSl COXPAHATh OJUWHAKOBBIE HMHJEKCHI JUIsl OJHOPOJHBIX JEN B Ipenenax
Pa3IMYHBIX NOPA3IECACHUN; AT NEPEXOIAIINX €] HHIEKC COXPAaHIETC.

3aroyioBOK Jiena JOJDKEH YEeTKO M B 0000LIeHHON (opMe oTpaxaTb OCHOBHOE
collepKaHUE M COCTaB JOKyMEHTOB jena. He nmomyckaercss ynorpeOieHHe B 3arojoBKe
7ieJ1a HEKOHKPETHBIX (DOPMYIUPOBOK («pa3Hble MaTEpHAIIbLy, «00IIas Mepenucka» u T. 1.),
a TaKKe BBOJHBIX CJIOB M CJOXHBIX OOOpPOTOB. 3aroJIOBKH €1 MOTYT YTOYHSTHCS B
TE€UYEHUE JEJIONPOU3BOACTBEHHOr0 Toa B pouecce (GopMUpoBaHUs U 0(POPMIICHHS JIET.

[Tpu cocTaBieHUM 3aroJIOBKOB JI€J HCIOJIB3YIOTCA (OPMYJIMPOBKU U3 MPUMEPHOMN
HOMEHKJIATYPBI JIeJ BHICIIET0 Y4eOHOTO 3aBEICHMS.

3aroloBOK Jejla COCTOMT U3 DJJEMEHTOB, pAaClolaraéMblX B CIEAYIOLIeH
MOCJIE0BATEIBHOCTH:

- Ha3BaHMe BHJa Jena (Mepenucka, JKypHal M T.J.) WIH Pa3HOBUIHOCTH
JOKYMEHTOB (IIPOTOKOJIbI, TPUKA3bI U T. 1.);

- Ha3BaHME MHCTUTYTa WIH MoJipa3fiesieHus (aBTOp TOKyMEHTA);

- Ha3BaHWE OpraHu3aluu, KOTOpPOM OynyT aapecoBaHbl WJIM OT KOTOpOM OyAyT
MIOJTYYCHBI IOKYMEHTHI (aJIpecaT WM KOPPECTOHCHT JOKYMEHTA);

- KpaTKO€ COJEpKaHue JOKYMEHTOB JIeNa;

- Ha3BaHHUE MECTHOCTHU (TEPPUTOPHUH), C KOTOPOM CBA3AHO COJIEp)KaHUE JOKYMEHTOB
nena;

- 1aThl (1epro), K KOTOPbIM OTHOCATCS IOKYMEHTHI JIeTa.

Hanpuwmep:

[Tpukasel (enepanbHOTO TOCYAAPCTBEHHOTO OIOKETHOTO 00pPa30BaTEIHLHOTO
YUPEKICHUS BBICIIIETO MpoeCCUOHAIBHOTO oOpa3zoBaHUs «OpeHOyprckuit
roCy/1apCTBEHHBI YHUBEPCUTET» IO OCHOBHOM J1€ATEIBHOCTH.

Konun

B 3aromoBkax ACJI, COoACpIKaIUX HOKYMCHTBI IO OJJHOMY BOIIPOCY, HO HC
CBJA3AaHHBIX IIOCIICOAOBATCIIBHOCTBIO HMCIIOJIHCHHS, B Ka4C€CTBEC BHOA ACJIa yrIOTp€6J'IHCTC$I
TEPMHUH «OOKYMCHTED), a4 B KOHIC 3arojloOBKa B CKOOKax YKa3bIBalOTCA OCHOBHBIC
Pa3SHOBHUIHOCTH AJOKYMCHTOB, KOTOPBIC JOJIKHBI OBITH CIpylIupOBaHbl B J€CJIC (HJIaHBI,
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CIIMCKH, JOKJIaJbl U T. A.). TEPMHUH «JOKYMEHTbD» PUMEHSETCS TAKXKE B 3ar0J0BKax Jel,
COJIEp KaIINX JOKYMEHTBI, SIBJISIOUINECS MPIIOKESHUSIMH K KAaKUM-THO0O0 TOKYMEHTaM.
Hanpumep:

JlokymMeHTBI (IPOTOKOJIBI, aKThI, pACYETHI, BEAOMOCTH, 3AKIIOYEHHUS) O MEPEOLIEHKE
OCHOBHBIX ()OHJIOB MHCTUTYTA

nJIn

JlokyMeHThI (CHpaBKH, AOKIAIbl, MHPOpPMAIMH, JOKIAIHbIC 3alUCKH, CBOJIKU) K
IIPOTOKOJIAM 3aCENaHUN Y YEHOTO COBETA

B 3aromoBkax aen, coAepKallUuX NEPENUCKY, YKa3bIBACTCSA, C KEM M II0 KAKOMY
BOIIPOCY OHA BEIETCH.

B 3arosoBkax nen, coxeprKamux NepernucKy ¢ OJHOPOIHBIMU KOPPECIIOHIEHTaMU,
MOCJIETHAE HE YKa3bIBAIOTCA, a YKa3bIBaeTCs UX oO0Iee BUAOBOE Ha3BaHue. B 3aronoBkax
JeJl, COAEpXKalUuX MEPEIUCKY C Pa3HOPOAHBIMH KOPPECIIOHJACHTAMHU, IIOCICIHHUE HE
[IEPEUUCIISFOTCHL.

Hanpuwmep:
[Tepenucka ¢ opranu3anusiMHi O OCHOBHBIM BOIIPOCAaM JI€SITEIbHOCTH

B 3arosoBke gema ykaspiBaeTCs KOHKPETHBIM KOPPECIIOHIEHT, €CIH TepenucKa
BEJICTCS TOJIBKO C HUM.

[Tpu 0603HaYECHNH B 3ar0JIOBKaXx JeN aIMUHUCTPATHBHO-TEPPUTOPHAIIBHBIX €IHHHUI
YUUTBHIBACTCS CIEMYIOIIEe: €CIIM COAep)aHUe Jella KacaeTcss HECKOJBKHX OIHOPOIHBIX
aIMUHUCTPATHBHO-TEPPUTOPHANBHBIX C€IWHMI], B 3aroJIOBKE Jelia HE YKa3bIBAIOTCS WX
KOHKpPETHbIE Ha3BaHWA, a YKa3bIBa€TCs WX 00IIee BUIOBOE Ha3BaHHE; €CIU COICp)KaHUE
Jiea  KacaeTrcsi OJHOW TEeppUTOPUATIbHO-aJIMUHUCTPATUBHONW €AUHUIIBI (HACEJICHHOTO
MyHKTA), €€ (ero) Ha3BaHUE YKa3bIBACTCS B 3ar0JIOBKE Jiea.

B 3aromoBke gena, conaepikaliero IJIAHOBYKD U OTYETHYHO JIOKYMEHTAIIHIO,
yKa3bIBaeTCs IEpHO/] (KBapTal, Toj1) Ha (3a) KOTOPBIM COCTaBJICHBI IJIAHBI (OTYETHI).

Ecnu neno OymeTr cocTosiTh U3 HECKOJBKMX TOMOB WJIM 4YacTed, TO COCTaBISETCS
OOIIHiA 3ar0JIOBOK JIeJia, a 3aTeM IPHU HEOOXOAMMOCTH COCTABIISIOTCS 3ar0OJIOBKU KaXKOTO
ToMa (4acTH), YTOUHSIONINE COJCpKAaHUE 3aroJIOBKa Jiea. 3arojIOBOK MPUIIOKCHHS Jea,
c(hOpMHPOBAHHOTO B OTACIBHBIN TOM, JIOJDKEH COOTBETCTBOBATH 3ar0JIOBKY ITOMEIICHHOTO
B 3TOT TOM JOKYMCHTA.

[Topsimox pacmoyio’KeHUsl 3arojOBKOB € BHYTPU pa3lieJioB W TOJpPa3/eiioB
HOMEHKJIATYpBbI JIeJT OMNpPEACNICeTCS CTEICHBI0 Ba)XXHOCTH JOKYMEHTOB, COCTABJISIOIIUX
Jena, W WX B3aUMOCBsI3bl0. B Hauanme pacrmojiararoTcst 3arojiOBKH Jel, COACpKaIlux
OpraHU3aAIMOHHO-PACTIOPSAUTEIBHYIO JOKYMEHTAITHIO.

9.2.12. B rtpade 3 yka3pIBaeTCs KOJMYECTBO Jel (TOMOB, dHacrteid), rpada
3aMoJHSAETCS 10 OKOHYAHUHW KaJICHIAPHOTO To/1a.

9.2.13. B rpade 4 ykaszpIBaeTCsl CpOK XpaHEHUS JIesia, HOMepa CTaTel Mo MepeyHto, a
MIPU €T0 OTCYTCTBUU — TIO TUIIOBOM WJIA IPUMEPHOM HOMEHKIIAType Je.

9.2.14.B rpade 5 yka3pIBalOTCSA Ha3BaHWS IEPEYHEH, HCIOJB30BAHHBIX TPHU
OMpEeNEICHUN CPOKOB XPAaHEHMs JeJ, MPOCTABISIOTCS OTMETKH O 3aBEACHHM JEl, O
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NEepexOoAIINX JeNiaX, O BBIACICHUH el K YHHUYTOXXECHHIO, O JUIaX, OTBETCTBEHHBIX 32
dbopmupoBanue nen, o nepenaye aen Ha Xxpanenue B prman ['BY «[TAOO» B 1. Opcke.

9.2.15. Ecniu B TeueHue Tojla B MHCTUTYTE BOSHUKAIOT HOBBIC TOKYMEHTHPOBAHHBIC
y49acTKH PabOThI, HEMPEAyCMOTPEHHBIC [€7la, OHW JOMOJHUTEIBHO BHOCATCS B
HOMEHKJIATypy. [l BHOBH 3aBOAMMBIX J€JI B KaXKIOM pasleie HOMEHKIATYPHI
OCTAaBJISIFOTCS PE3E€PBHBIC TIOPSIKOBBIE HOMEPA.

[Toce yTBepKIeHUS HOMEHKIATYPHI €N TMOAPA3ACIICHUS] WHCTUTYTA MOJIYYaroT
BBITIMCKH M3 COOTBETCTBYIOIINX €€ pa3esioB JIJIs UCIOJIb3oBaHus B padote (IIpunoxenue
Ne 39).

9.2.16. 1o okoHYaHMHU TOJ]a B KOHIIC HOMEHKJIATYPHI JCIT JeIaeTCsl UTOrOBasl 3aIHCh
0 KoJnm4ecTBe 3aBeIcHHBIX Jien (ToMoB) (ITpunoxenue Ne 38).

9.3. ®opmupoBanme u opopmiieHHE eI

3aKOHYEHHBIC  JIEJIOMPOU3BOJCTBOM  JOKYMEHTHI  (POPMHUPYIOTCS B Jiefa.
®opmupoBaHueM U 0GOPMIICHUEM JI€Jl 3aHUMAIOTCS COTPYIHUKHA HHCTUTYTa, KOTOPHIM
MOPYUYEHO TEXHUYECKOE BEACHUE JEIOMPOU3BOICTRA.

9.3.1. ®opMupoBaHue A€l — TPYNIHUPOBKA HCIIOTHCHHBIX JOKYMEHTOB B Jieja B
COOTBETCTBUM C HOMEHKJIATYPOIl JIe]l U CUCTeMaTU3alueld JOKYMEHTOB BHYTPH JIE]I.

Hena B wuHcTUTyTe (DOPMHUPYIOTCS  JACIHEHTPAIM30BAHO, T.€. B  KaXKIOM
MoApa3eJeHUN — JIUI[aMU, OTBETCTBEHHBIMU 3a JICJIONPOU3BOJICTBO.

9.3.2. Meronuueckoe pyKOBOJICTBO U KOHTPOJIb 3a MPABWIBHOCTHIO (hOPMHUPOBAHMUS
nen B uHctutyte ocymectsistores OJJOK/I.

HcnonHeHHbIe JOKYMEHTHI MOIIMBAIOTCA B J€jia B COOTBETCTBUU C YTBEPKIACHHOMN
HOMEHKJIATYpOU JIEIL.

9.3.3. [Ipu dopmupoBaHuu 1e1 HEOOXOAUMO COOJIOJATH CJIEAYIOIINE OCHOBHBIC
npaBuJia;

- IOMENIaTh B JIEJ0 TOJBKO UCIOJIHEHHBIE, MPABUIBLHO O(OPMIICHHBIE TOKYMEHTHI
(IOKYMEHT JOJDKeH HMMETh JaTy, MOJMUCh W JP.) B COOTBETCTBUU C 3arojOBKaMu IIO
HOMEHKJIATYyPE;

- IOMEIIATh B JIEJ0 BCE JOKYMEHTHI, OTHOCSIIMECS K Pa3peIICHUIO0 OJHOTO BOIIPOCa;

- TPyNIUpPOBaTh B ACJIO JOKYMEHTBI OJJHOTO KaJ€HIAApHOTO roja, 3a UCKIOUYCHUEM
MepexoIsIIuX JIe;

- pa3AeNbHO TPYIIUPOBATH B Jieja JOKYMEHThI TOCTOSIHHOTO M BPEMEHHOTO CPOKOB
XpaHEHHS,

- IOMEIIATh TPUIOKEHHSI BMECTE C OCHOBHBIMU JIOKYMEHTAMHU;

- BKJIFOYATh B JI€JI0 110 OAHOMY JK3EMIUISIPY KaXA0TO JOKYMEHTA;

- B JIEJI0 HE JOJKHBI MOMEIIATHCS JTOKYMEHTHI, MOJICKAIINE BO3BpATy, JIUIIHUE
AK3EMILISIPbI, YePHOBUKH;

- JIeJI0 He JIOJDKHO mpeBbimaTh 250 TUCTOB Mpu ToIMMHE He Oosiee 4 cM (TonmuHA
Jen co cpokaMmu xpaHeHus 10 10 yer He ngoipkHa mnpeBbiiath 10 cMm), mpu HamTUuUuU
OOJIBIIET0 KOJIMYECTBA JIMCTOB JICJIO MOJpa3esieTcs] Ha TOMa;

- IPM HaJU4YMM B JieJie HECKOJbKMX TOMOB (YacTeil) MHIAEKC M 3arojioBOK Jela
IPOCTABIIAIOTCS Ha KaXxA0M ToMe ¢ go0aBieHueM odozHaueHuit: «T. 1», «T. 2» u 1.1.
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9.3.4. JlokyMeHTBI BHYTPH Ji€Jla PAcoJiaratoTCsi CBEpXy BHU3 B XPOHOJOTMYECKOH,
BOIPOCHO-JIOTHYECKON TOCTIEA0BATEIBHOCTH HIIM UX COUCTAaHUH.

JIOKYMEHTBI TOMEIIAIOTCS B JIEJ0 CO BCEMH OTHOCAUIMMUCS K HUM MPUIIOKECHUSIMH
U JIONOJHUTENbHBIME MaTepuanamMu. OnHako, B cllydae, KOTJa MPUIOKEHUS HMEIOT
00JBITION 00BEM, UX TIeIecO00pa3sHoO (HOPMHUPOBATH B CAMOCTOSTEIHHBIC TOMA.

9.3.5. PactiopsinutenbHble OKYMEHTHl — TPYNNUPYIOTCA B Jela MO BHAAM U
XPOHOJIOTHM C OTHOCSIIMMHUCS K HHUM TPUIIOKEHUSIMH M YTBEPKAAEMBIMU STUMU
paciopsiANTEILHBIMU JOKYMEHTAMH MOJOKEHUSIMU, HHCTPYKIUSIMH U T. [I.

9.3.6. [IpaBuna, TOJOXEHUS, WHCTPYKIMH, YTBEPKICHHbIE B  KauecTBe
CaMOCTOSTENIbHBIX JIOKYMEHTOB, TPYIIUPYIOTCS B OTIEIbHBIC JeJlia; YTBEPKICHHbBIC
pacnopsIMTEIbHBIMU JOKYMEHTaMHU, SIBIISIOTCS MPUJIOKEHUSIMU K HUM U TPYIIUPYIOTCS
BMECTE C YKa3aHHBIMU JTOKYMEHTaMH.

9.3.7. B otraenbHbIe fena MO XpOHOJIOTHMH, B 3aBUCUMOCTU OT BHUJA JIOKYMEHTOB,
(bopMuUpYIOTCS KONTUM NMPUHATHIX (peiepanbHbIX 3aKOHOB, akToOB [Ipe3unenta Poccuiickoii
@epnepanun, aktoB IIpaBurensctBa Poccmiickonn ®enepauuu, pacnopsAUTENbHBIE
NOKyMEeHThl MuHucrtepctBa oOpa3oBaHuss u  Hayku Poccuiickoin  ®Denepanuu,
YHHBEPCUTETA.

9.3.8. JlokyMeHTHI OpraHOB TOCYAAPCTBEHHON BIACTH M MECTHOTO CaMOYIIPABIICHHUSI
Y JIOKYMEHTHI TI0 UX UCTIOTHEHUIO TPYIIITUPYIOTCS B JieNia M0 HAMIPaBICHUAM JESTEILHOCTH
WHCTHUTYTA.

9.3.9. IlpoTokonbl B J€J€ pacHojiaraloTcss B XPOHOJOTMYECKOM MOPSAJKE IO
pETUCTpallMOHHBIM ~ HOMepaM. JIOKyMEeHTbl K MpOTOKOJIaM, CrpYyHIUPOBaHHbIE B
OTJIEJIbHBIE JIeJIa, CUCTEMATU3UPYIOTCS IO HOMEpaM IIPOTOKOJIOB.

9.3.10. VTBepkIeHHbIE OTYETHI, CMETHI M JPYrHe JOKYMEHTHI TPYNIHUPYIOTCS
OTJEJBHO OT UX MPOEKTOB.

9.3.11. IIpukassl 10 OCHOBHOM AEATEIbHOCTA MHCTUTYTA IPYNIUPYIOTCSA OTIEIBHO
OT MIPHUKA30B MO JUYHOMY COCTaBY.

B otnenbHbIe nenma GOpMUPYIOTCS TIPHUKA3bl MO JHYHOMY COCTaBY MO Pa3iHYHBIM
BOIIPOCaM B COOTBETCTBHH CO CpPOKaMH XpaHeHusa. Hampumep, mpukassl 0 Tpueme,
NEepPEeMEIEHIH, YBOJbHEHUH PAOOTHUKOB (POPMHUPYIOTCS OTIACIBHO OT TMPUKA30B IIO
APYyTUM BompocaM (0 KOMaHIMPOBAHUH U T. 11.).

9.3.12. JIokyMeHTbI B JMYHBIX J€JaX pacrojararoTcsl Mo Mepe UX MOCTYIJICHUS B
JIOTUKO-XPOHOJIOTUYECKON  MOCenoBaTeIbHOCTH. [lepBOHAaYanbHO B JIMYHOE JIEJI0
IPYNIHUPYIOTCS JOKYMEHTBI, 0(hOpMIISIOIINE MPOIecC MprueMa Ha paboTy, a 3aTeM — Bce
OCTaJbHbIE JOKYMEHThI, BO3HUKAIOIINE B XOJ€ TPYJOBOU ACSTEILHOCTH.

JIOKYMEHTBI, MOoJIeXkallie BO3BpaTy W3 JIMYHOTO jesia pabOTHUKA (MOATUHHUKU
JOKYMEHTOB 00 00pa3oBaHWU, MOYETHbIE I'PaMOTHl M T.I.), OMELIAIOTCS B JEJI0 B
OTJEIbHOM KOHBEpTE, KOTOPBIM HAKJIEHBACTCS HAa TPEThIO CTOPOHY OOJIOXKKU JIMYHOTO
aena.

9.3.13. JIuueBble cueta pabouMX U CIYKaIUX TPYHNIUPYIOTCS B CAMOCTOSATEIbHbBIE
7ieNia U pacroJiararoTcsl B HUX B MOPSAIKE CTpororo andaBuTa 1o GaMuInsIM, IMEHAM |
OTYECTBAM.

9.3.14. llpennoxxeHus1, 3asBJICHUS U KaJd00bl TPaXKJIaH MO BOMPOCAM JICSITEIHLHOCTH
MHCTUTYTa W BCE JOKYMEHTBHl MO HX PACCMOTPEHUIO U HCIOJHEHHUIO TIPYIIUPYIOTCS



78

OTIIETIbHO OT 3asBJICHUW TpaxJaH MO JMYHBIM BompocaMm. OOpalieHus TpaxiaH u
JIOKYMEHTBI, CBSI3aHHBIE C UX Pa3pEIICHUEM, PACMOJIaraloTcsl B JIeJ€ B XPOHOJIOTHYECKOM
win andaBuTHOM mopsiake. Kaxmoe oOpaiieHne M JOKYMEHTBI MO €r0 PacCMOTPEHUIO
COCTABJIAIOT B JIEJI€ CAMOCTOSITEIILHYIO TPYHITY.

9.3.15. Ilepermucka  TpynmupyeTcs 3a  MEepuUojd  KaJeHJAApHOTO Toga |
CUCTEMATU3UPYETCd B  XPOHOJOTMYECKON  MOCIEAOBATEIbHOCTU:  JOKYMEHT-OTBET
MOMENIaeTcsl 3a JOKYMEHTOM-3ampocoMm. [Ipm  BO30OOHOBICHHWHM TEPENHCKH IO
OTPE/ICICHHOMY BOIIPOCY, HAYaBIICUCS B MPEIBIAYIIEM TOAY, JOKYMEHThI BKIIIOYAIOTCS B
JIeJI0 TEKYIIETO Tojla C YKa3aHUEM MHJEKCca Jieia MPeblIyIIero roja.

C MoMeHTa 3aBe/IeHHsI U JI0 TIepe/Iaur B apXUB MHCTUTYTA JeJia XPAHATCS 10 MECTY
X GOpMUPOBaHUS B MOJIPA3/ICTICHUSX.

9.3.16. Jlena cuuTaroTCs 3aBEJCHHBIMM C MOMEHTAa BKJIIOYEHHUS B HHUX IEPBOIO
MCIIOJIHEHHOTO JIoKyMeHTa. [lociie ncnonHeHus: J0KyMEHTOB U OKOHYAaHUS pa0OThl C HUMU
OHM TOMEIIAIOTCS (TOIIMBAIOTCA) B TBEPJbIE OOJOKKH WM TMANKU-PETUCTPATOPHI IS
oOecrieueHus (pU3NYECKON COXPAaHHOCTH.

9.3.17. llena wmHCTHTYyTa mMOJUIekKaT OGMOPMIEHUIO TpPH HUX 3aBEJCHUH H IO
3aBepiieHnd roja. OdopmieHue aeina — MOATOTOBKa jelia K XpaneHuto. OdopmieHue
JieJia BKIIFOYaeT B ce0sl KOMIUIEKC padoT MO ONMMCAHUIO JieJla Ha 00JI0KKE, OpOLIIOpOBKE,
HyMEpallui JIMCTOB W COCTAaBJICHHIO 3aBepuTeabHONM Haanucu. OdopmiieHue nen
MPOBOAUTCS PAOOTHUKOM TOAPA3ACICHUS, OTBEYAIOIIUM 3a JIeJIONPOU3BOJICTBO, MpHU
METOMYECKON MOMOIIH U MO/ KOHTPOJIEM apXHBa.

9.3.18. B 3aBuCMMOCTH OT CPOKOB XPAaHEHHS MPOBOJUTCS TMOJHOE WU YACTUYHOE
odopmIICHHUE JCIT.

9.3.19. Jlena BpemenHnoro (1m0 10 JeT BKIIOUUTENTHHO) CPOKA XPaHEHUS IMOIICKAT
gacTUYHOMY odopmiieHnto. Jlena pgomyckaercs XpaHWTh B CKOPOCIIMBATENSIX, HE
MPOBOJIUTh TEPECUCTEMATU3AlUI0 JIOKYMEHTOB B JI€Jie, JHCTHI Jela HEe HYMEpOBaTbh,
3aBEPUTEIIbHBIC HAAMUCH HE COCTABIISATD.

Ha oOnoxkax nen BpemeHHOro (o0 10 €T BKJIIOYMTENBHO) CpOKa XpaHEHUs
3aMUChIBACTCS: HAUMEHOBAHUE BBIIIECTOSINIECH OpraHu3alvi, HaMMEHOBaHUE WHCTUTYTA,
HalMEHOBAHUE TOApA3/CICHUs, UHICKC JieJla IO HOMEHKJIAType JeJ, 3arojioBOK Jena,
nata Hayaja jgena (1o MepBOMY JOKYMEHTY), Jara OKOHYaHHs jena (1o MocieaHeMY
JTOKYMEHTY), CpOK XpaHeHus 1o HomeHknarype ([Tpunoxenue Ne 40).

9.3.20. [TomHOMY OOpMIICHUIO TIOAJICKAT Jeja MOCTOSHHOTO, BPEMEHHOTO (CBBIIIE
10 mer) CpokOB XpaHEHHMs W 1O JUYHOMY cocTtaBy. IlomHoe odopmienne npen
npeaycMarpuBaeT: ohOpMIICHHE PEKBU3UTOB OOJIOXKKH Jiefia M0 YCTaHOBJIEHHOUW (opme
(ITpunoxxennst Ne 41); Hymepalnuio JUCTOB B J€JI€; COCTABJICHUE JIMCTa-3aBEpUTENS JieJia
(TTpumoxxenne Ne 42); cocTtaBieHHe B HEOOXOAMMBIX ClOydasX BHYTPEHHEH OIHMCH
nokymentoB gena (Ilpunokenne Ne 43); mOAMIMBKY WM TEPEIUICT Jeja; BHECEHHUE
HEOOXOMMBIX YTOUYHEHHUH B PEKBU3UTHI OOJIOKKH JIeIa.

Ha o6m0ke fema ykas3pIBarOTCSl pEKBU3UTHI: MUHUCTEPCTBO 00pa30BaHUs U HAyKU
Poccuitickonn ®enepannv, HAMMEHOBAHWE HMHCTUTYT4, HAUMEHOBAHHUE IIOAPA3ICIICHUA,
HOMep (MHJIEKC) Jelna, 3arojIoBOK Jiena, JaTta Jena (ToMa, 4acTu), KOJMYECTBO JIUCTOB B
Jiesie, CPOK XpaHEHUs JieNa, apXUBHBIN mudp aena.

PexBu3UTHI, mMpocTaBisieMble Ha OOJIOKKE JieJa, O(QOPMIISIOTCS —CIEAYIOIIUM
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o0pa3oM: HAaMMEHOBAaHWE MHCTUTYTA YKa3bIBACTCS MOJHOCTHIO, B UMEHUTEIILHOM MaJIekKe,
C yKazaHueM O(HIHMAIBbHO MPHUHIATOTO COKPAIIEHHOTO HAaMMEHOBAaHUA, KOTOPOE
YKa3bIBa€TCs B CKOOKaxX MOCJIE MOJHOIO HAMMEHOBAHUS; HAMMEHOBAHUE MOAPA3ACIICHUS —
B COOTBETCTBHM C YTBEP)KICHHOM CTPYKTYpOH; HOMEp Jena — MPOCTaBIAEeTCS HU(POBOE
o0o3HaueHue (MHAEKC) Jena IO HOMEHKJIATYpe WHCTUTYTA; 3arojloBOK Jena —
MIEPEHOCHUTCS U3 HOMEHKJIATYpbl HHCTUTYTA, corsiacoBanHoi ¢ DIIMK komurera no genam
apxuBoB OpeHOyprckod oOnacTu; gaTa naena — YyKas3biBaeTcs Troja(bl) 3aBEICHUS U
OKOHYaHUA Jena B JEJIONpOM3BOACTBE. JlaToW nen, comepKalMX pPacHoOpsSAUTENbHYIO
JOKYMEHTAIINIO, a TAaKXKe JJIA JeJ, COCTOSIINX M3 HECKOJIbKUX TOMOB (4acTeil), sIBISIOTCS
KpallHue JaThl JOKYMEHTOB Jejia, T.€. JAarTbl (YHUCIo, MECSI, TOJA) perucTpauuu
(cocTaBlieHHs) CAaMOTO PAaHHEr0 W CaMoOro MO3[HEro JOKYMEHTOB, BKJIIOUEHHBIX B JIEJO.
JlaToii mpusiokeHHs K Jeny, CHOPMUPOBAHHOTO B OTHEIBHBIA TOM, SBJISIETCS JaTa
perucTpauyu OCHOBHOI'O JOKYMEHTA, IPUIIOKEHUE K KOTOPOMY IIOMEIIEHO B 3TOT TOM.
[Ipu 5TOoM umcio U roa 0003HaUaIOTCS apabCcKkuMu U pamMu, Ha3BaHUE MeCsIa MUIIETCS
ITOJTHOCTBIO CIIOBAMH.

B wmensix obOecnieueHHs] COXPaHHOCTHM M 3aKpEIUICHHS TOPSAKA PacloiOKEHUs
NOKYMEHTOB, BKJIIOYEHHBIX B JIEJ0, BCE €r0 JINCTHI, HyMepyroTcsa. He HymepyeTcs nuct-
3aBEpUTENb JENa, BHYTPEHHSS ONUCHh HYMEPYETCS OTAENbHO. JIMCTBI HyMmepyroTcs
apaOckumu nudpamu, BaIOBOM HyMepaluen, MpoCTbIM KapaHIallloM CBEPXY BHU3, LU PbI
IIPOCTABISIIOTCSA B MPABOM BEPXHEM YIUIy JIMCTA, HE 3aJe€Bas TEKCTa NOKyMeHTa. JIMCTBI
Ie], COCTOSIIMX M3 HECKOJIBKHUX TOMOB, HYMEPYIOTCSI B KaXKIOM TOME OTIEIBHO.
IIpunoxxeHue K ey, COCTaBIAOIICE OTAEIbHBIA TOM, HyMEPYETCS OTAEIIBHO.

CnoxeHHbIN TUCT 00NbIIOTO (popMmaTa, MOAMIUTHIN 32 OJIUH Kpaid, pa3BOpaunBACTCS
U HyMepyeTcsl Kak OJIMH JIMCT B MpaBoM BepxHeMm yriay. Jluct mroboro dopmara,
MOJLIMTHINA 332 OJIMH Kpau, HyMEpyeTCsl Kak OJIUH JIMCT B IIPABOM BepxHeM yray. [Ipu stom
JIUCT, CJIOXKEHHBIA W MOAIINTBIA 332 CEPEANHY, MOMJICKUT MEPEIINBKE U HYMEpPYETCs Kak
OJIVH JIUCT.

®dororpadun, yepTexu, AUarpaMMbl U APYTrUe WLUTIOCTPATUBHBIE U crieU(UYECKUe
NOKYMEHTBI, IPEACTABIIIONIME CaMOCTOSATENbHBIA JIMCT B JI€JIe, HYMEpPYIOTCS Ha
000pOTHOI CTOPOHE B JIEBOM BEPXHEM YTIIy.

[TogmmTeie B AEN0 KOHBEPTHI C BIOKEHUSAMH HYMEPYIOTCS: CHadajla KOHBEPT, a
3aTEM OYEPEIHBIM HOMEPOM KaK/10€ BIOKEHHE B KOHBEPT.

[lpunoxenus K Jeiy, TMOCTYNMBIIME B Imeperuiere, OQOPMISIOTCS — Kak
CaMOCTOSATENIbHBIN TOM U HyMEPYIOTCS OTAENIBHO.

JlokymeHThl 60mbIIOr0 (hopMaTa MOIIIMBAIOTCS 32 OJUH Kpail M1 HyMEpPYIOTCS Kak
OJIVH JIUCT B IPABOM YTy pa3BEPHYTOrO JIUCTA.

JIuct ¢ HakJIeeHHBIMH JTOKYMEHTaMHU (BBIPE3KaMH, BBITUCKaMU, GoTorpadusMu u
T.Il.) HyMepyeTcd KaKk OJUH JUCT. Eciu K TOKYMEHTY MOAKJIEEHbl OJJHUM KpaeM Ipyrue
JOKYMEHTBI (BBIPE3KH, BCTABKM TEKCTA, MEPEBOJBI U T.N.), TO KaXAbId JTOKYMEHT
HYMEPYETCS OTAEIBHO.

[TogmmTeie B €10 KOHBEPTHI C BIIOKEHUSIMHU HYMEPYIOTCA; NP 3TOM BHayaje
HYMEPYETCS KOHBEPT, a 3aTEM, OUEPETHBIM HOMEPOM, KAXKJI0€ BIIOKEHUE B KOHBEPTE.

ITocne 3aBepleHHs] HyMEpalWH JIMCTOB I y4€Ta KOJIMYECTBA JINCTOB B JEJE,
¢ukcanu 0COOEHHOCTEW WX HYMEpallUud COCTAaBJSIETCS 3aBepUTENIbHAs HAJIHUCH
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(ITpunoxenue Ne 42). 3aBepuTelibHAs HAMKCHh COCTABIISICTCS B JIeJIe HA OTACIBLHOM JINCTE-
3aBEpUTEIEC JIeJa, KOTOPBIM pacnoJiaraeTcsi B KOHUE Jena. Jlucr-3aBeputenb JAeiia He
Hymepyetcsa. B 3aBeputenbHO# Haanucu nudpamMu ¥ IPOMUCHIO YKA3BIBAETCS KOJTHMUECTBO
JUCTOB B JAHHOM Jiejie, OCOOEHHOCTM B HyMeEpaluh, OCOOEHHOCTH OTIEIbHBIX
JOKYMEHTOB (uepTexu, ¢oTtorpaduu, puCyHKH, KOHBEPTHI C BIOXKEHUSAMU U KOJUYECTBO
BJIO’KEHHBIX B HHUX JIUCTOB U T. I.) UX (PU3UYECKOE COCTOSIHHE. 3aBEpUTENIbHASL HAIUCh
MOJANKCHIBAETCS. €€ COCTaBUTEIEM C YKa3aHUEM paclIM(pPOBKU IMOANUCH, AOJDKHOCTH H
naTel cocTaBiieHus. Bce mnocnenyroniye M3MEHEHHsT B COCTAaBE M COCTOSHUM JIeNa
(moBpeXkIeHUs, 3aMEHA MOJIMHHBIX IOKYMEHTOB) OTMEUYAETCS B JIUCTE-3aBEpUTETIE.

KonuyecTBo NMCTOB B JieNie MPOCTaBIIIETCS Ha OOJIOKKE Jielia B COOTBETCTBUU C
UTOTOBOM 3aIUCHIO.

PekBU3UT «CpPOK XpaHEHUs Jella» I[EePEeHOCUTCS Ha OOJIOKKY Jena U3
COOTBETCTBYIOIIE HOMEHKJIATYpPbl €] IOCIE CBEPKH €ro CO CpPOKOM XPaHEHH:,
YKa3aHHOM B IIEPEYHE.

Ha nenax nocTOSHHOTO XpaHEHUS MUIIETCS: « XPAHUTh TOCTOSHHO.

JIOKYMEHTBI, COCTaBJISAIONINE Jieia IMOCTOSHHOro, BpeMeHHoro (cBeimie 10 jeT)
CPOKOB XPAaHEHHMSI U MO JIMYHOMY COCTaBy, MOAIIUBAIOTCS MO YETHIPE MPOKOJIA B TBEPIYIO
00JIOKKY M3 KapTOHA WJIM MEPEIUIETAIOTCS ¢ YYETOM BO3MOKHOTO CBOOOJHOTO YTEHUS
TeKcTa JOKyMeHTOB. [Ipum moAaroroBke nena K MOAIIMBKE (MEPEIIETy) METAUIMYECKUE
ckperuieHus (OyIaBKU, CKPENKHN) U3 TOKYMEHTOB yIaJstOTCS.

Jlena MOCTOSIHHOTO CpOKa XpaHEHUs, COCTOSIIINE U3 JOKYMEHTOB OCO0O0W Hay4yHO-
HUCTOPUYECKON, XYJ0’KECTBEHHOW WJIM WHOW IEHHOCTH WM He()OPMATHBIX JOKYMEHTOB,
XpaHITCSI B 3aKPBITBIX TBEPIBIX MalKax C 3aBs3KaMW WM B KapTOHHBIX QyTIsgpax
(kopoOKax).

[Ipy Hamuumu B Jeje HEBOCTPEOOBAHHBIX JUYHBIX JOKYMEHTOB (aTTECTaTOB,
JUTUIOMOB, YJAOCTOBEPEHUN JUYHOCTU, TPYIOBBIX KHIKEK, BOCHHBIX OWJIETOB) 3THU
JOKYMEHTBl BKJIQJIBIBAIOTCS B KOHBEPT, KOTOPBIM moamuBaetrcss B neno. [lpu Hamuuuum
OOJBIIOr0 KOJIMYECTBA TAaKUX JOKYMEHTOB, MOCJEAHHE M3BIMAIOTCA M3 JIed M HAa HHUX
COCTABJISIETCS OTJEIbHAS OIMHUCH.

9.3.21. lna ydera MAOKYMEHTOB OIpPEACIEHHBIX KAaTeTOPUN MOCTOSHHOTO U
BpeMeHHOTO (cBbilIe 10 J1eT) CPOKOB XpaHEHUs], YUET KOTOPBIX BBI3bIBAETCS CHELU(UKON
JAHHOM JOKyMEHTaluu (JIMYHbIe Jejia, 0co00 IEHHBbIE Jeia U T. I.), COCTaBISIETCS
BHYTPCHHSIS ONMUCh JoKyMeHTOB neina ([Ipmnoskenue Ne 43).

BHyTpeHHss onKUCh TOKYMEHTOB JieJla COCTABIISIETCA TAKXKE Ha JieJia TOCTOSIHHOTO U
BpeMeHHOTO (cBbimie 10 11€T) CpPOKOB XpaHEHHWs, €Clii OHH C(HOPMUPOBAHBI TIO
Pa3HOBHUJIHOCTSIM JTOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE pAacKpbhIBAIOT KOHKPETHOE
coJiepKaHUeE TOKYMEHTOB.

BHyTpeHHss onMch COCTABISAETCS HA OTIEIBHOM JINCTE MO YCTAaHOBJIEHHOU (opme,
KOTOpasi COAECPKUT CBEACHHUS O MOPSAIKOBBIX HOMEpax JOKYMEHTOB J€ia, UX HHJIEKCcax,
JlaTax, 3arojoBKaxX U HOMEpax JIMCTOB Jieja, Ha KOTOPBIX PACTIONIOKEH KaX bl JOKYMEHT.
K BHyTpeHHel omucH COCTaBIsETCS UTOTOBAs 3alMCh, B KOTOPOH yKa3biBaeTcsa uudpamu
U TPONUCHIO KOJUYECTBO BKJIIOYEHHBIX B HEE JIOKYMEHTOB U KOJIMYECTBO JIUCTOB
BHYTPEHHEU OMUCH.

BHyTpeHHsiss onuch JOKYMEHTOB NOANMCHIBAETCS COCTABUTEIIEM C YKA3aHHEM
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paciiM(ppOBKHA TOANMKUCH, JOJDKHOCTH M JaThl COCTABJCHUS OIMUCH. 3aBepeHHas
WCITOJTHATEJIEM BHYTPEHHSS OIMUCh JTOKYMEHTOB IOJKJICHBACTCS 3a BEPXHHMA Kpall K
BHYTPCHHEH CTOpPOHE JHMIICBOM OOJIOKKK Jefla WM IIOMEIIaeTcs B Hadaie Jena.
N3menenus cocraBa JOKYMEHTOB Jeia (M3BATHS, BKIIOUEHHUS JTOKYMEHTOB, 3aMEHA HX
KOIUSIMH U T. JI.) OTpakaroTcs B rpade «IIpuMeuanus» BHYTpEHHEH OMKCH CO CCHUIKAMU
Ha COOTBETCTBYIOIIHE aKThI. [Ipy HEOOXOMMMOCTH COCTABIISIETCS HOBAsI HTOTOBAS 3aIUCh K
BHYTPECHHEH OIMMCH 1 3aBEpUTEIbHAS HAJIMCH Jea.

90.3.22.[lo oxoHYAaHMHM TOJa B HAIAIHUCH HA OOJ0XKKAX eI IOCTOSHHOTO U
BpeMeHHOTO (cBbIme 10 JI€T) CPOKOB XpaHECHHS MPU HECOOTBETCTBHUM 3arojloBKa I Ha
00JIO’KKE COACP)KAHUIO TMOAIIUTHIX JOKYMEHTOB B 3aroJIOBOK JCJIa BHOCATCS yTOYHCHUS
(M3MEHECHHMS U JIOTIOJTHEHU ).

9.4. Opranu3anus onepaTUBHOr0 XpaHeHUsi JOKYMEHTOB

9.4.1. [lopsimok ~ XpaHeHUs JIOKYMEHTOB B HWHCTUTYT€ YyCTaHABJIMBAETCS B
COOTBETCTBHM C 3aKoHOAATeNbCTBOM Poccuiickonn @enepanuu 1Mo apXUBHOMY €Iy,
MPUKa3aMH U PaCHOPSKEHUSIMUA PEKTOpa MHCTUTYTA, HACTOSIIEH HHCTPYKIIUEH.

9.4.2. C momeHTa 3aBeICHUS U JI0 TIepeadyd B apXUB MHCTUTYTA WA YHUUYTOXKCHHSI
Jiena XpaHsaTcs 1Mo MecTy ux (gopmupoBaHus. JJOKYMEHTHl MOCTOSIHHOTO W BPEMEHHOTO
(cBpime 10 1€eT) CpOKOB XpaHEHUS MEPEAAOTCS Ha XPAaHEHUE B apXUB MHCTUTYTA, U MOCIIE
YCTaHOBJICHHOTO CpOKa XpaHEeHUs B MHCTUTYyTe nepenatorcs B pumman ['bY «"’AOO» B
r. Opcke.

9.4.3. PykoBoauTenu  TMOAPA3ACICHUM W COTPYIHHMKH, OTBEYAIONIME  3a
JIEIONIPOU3BOACTBO, 00s3aHBI 00€CIEUMBATh COXPAHHOCTh JOKYMEHTOB W jnen. [lena
HaxoJATCA B pabOUMX KOMHATAX WM OTBEJEHHBIX JIJIi HUX TTOMEIICHUSIX, PACIIOIaraloTCs
B mkadax u cerdax, o0ECreUnBAOIMNUX UX MOJHYIO COXPAHHOCTh U TPEIOXPAHSIOIINX
JOKYMEHTBI OT MbUINA U BO3JEHCTBUS COJIHEUHOT'O CBETA.

B 1mensx moBBIIEHUS OMEPATUBHOTO IOMCKA JOKYMEHTOB Jiejla Ha IOJIKax
pacnoyiararoTcs B IOCJIEOBATEIbHOCTH COOTBETCTBYIOIIEH MX PACIHOJOXKEHHUIO B
HOMEHKJIaType nei. HoMeHknaTypa Ael uiu BhIIUCKA U3 Hee TOMEIIAETCS] Ha BHYTPEHHEN
ctopoHe mikada. Ha kopemikax o00JIOKEK KaXJOro Jejia YKa3blBalOTCS HWHACKCHI IO
HOMEHKJIAType Jell.

9.4.4. 3apepiiieHHBIE JIefla TTOCTOSTHHOTO M BpeMeHHOro (cBwimie 10 J1eT) CpokoB
XpaHEHUs XPAHITCS MO MeCTy UX (OPMUPOBAHUS B TEUCHHUE TPEX JIET, a 3aT€M CJIal0TCS B
apXvB UHCTUTYTA.

9.45. Beijaua nen ApyruM  TOAPA3JCICHUSM TPOU3BOAUTCS C pa3pericHus
PYKOBOIMTENSI  TojApaszjielieHus. Bwimawa nmen  moxapasneneHuid it pabOThI
OCYILIECTBIISIETCA TMOJ pacnuckKy. Ha BbIIaHHOE €710 3aBOJUTCS KapTa-3aMEeCTUTEIb
(TTpmmoskenne Ne 44). B Helt ykaswIBaeTCsl TMoOApasjeiicHHe, WHACKC Jejia, Jara ero
BBIJIa4M, KOMY JIEJIO BBIJIAaHO, J1aTa €ro BO3BPAICHUS, MPEAYCMATPUBAIOTCS NAThI IS
pPacIUCOK B MOJIYYEHUH U MIPUEME JeJa.

Jlena BbIAIOTCS. BO BPEMEHHOE M0JIb30BAaHUE COTPYIHUKAM TOIpa3/IeJIeHUI Ha CPOK
He Ooisiee ogHoro Mecsma. Ilociie uWcTeueHUs YKa3aHHOTO CpPOKa JEN0 JOJIKHO ObITh
BO3BPAILEHO Ha MECTO €r0 XpaHEeHHUS.

CTOpOHHMM OpraHu3alMsM JieJda BbIJAIOTCS HAa OCHOBAaHUU HX MHCHbMEHHBIX
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3aIllpOCOB C paspelieHus pekropa MHCTUTYTa 1o aktaM ([Ipmnoxxenue Ne 45).

9.4.6. I3paTHE JOKYMEHTOB W3 3aKOHYCHHBIX JEJ TIOCTOSHHOTO XpaHEHUs
JOTYCKAeTCsl B MCKIIIOUUTENIBHBIX CIydasX W MPOU3BOJUTCS C Pa3pelICHUs] PEKTopa
MHCTUTYTa C OCTaBJICHMEM B JIEJ€ 3aBEPECHHOW KOMUM JOKYMEHTa M aKTa O MpUYMHAaX
BbIJIaYU MOJIMHHUKA.

9.5. JkcnepTU3a EHHOCTH JOKYMEHTOB, COCTABJIEHUE OMUCe e

9.5.1. DkcnepTH3a HEHHOCTH TOKYMEHTOB — OMpEesIeHHne IIEHHOCTH JOKYMEHTOB C
LIEJIbIO 0TOOPA UX HA FOCYAAPCTBEHHOE XPAHEHUE U YCTAHOBJIEHUIO CPOKOB XPAHEHHUS .

OKcnepTh3a LUEHHOCTH JIOKYMEHTOB B MHCTHTYTE Ha CTaJWM JEJIONPOU3BOJCTBA
IPOBOJIUTCS: MPU COCTABICHUHM HOMEHKIJIATyphl JIe]; B Ipouecce (pOpMUPOBaHUS JAEN U
IIPY IIPOBEPKE MPABUIBHOCTH OTHECEHMsI JOKYMEHTOB K JI€JaM; IPH MOJATOTOBKE JEN K
Iepeade Ha XpaHEHUE UM YHUUTOXKECHHUE.

9.5.2. Ins opraHuzani ¥ TPOBEIACHUS HKCHEPTU3bl LIEHHOCTH JIOKYMEHTOB B
WHCTUTYTE CO3/Ial0TCSl MOCTOSIHHO JACHCTBYIOIIAs dKcnepTHas komuccus (nanee — OK) u
AKCIIEPTHBIE KOMHUCCHH TNoApa3aeneHuid (nanee — OKcm). @yHKUUM, MpaBa, OpraHUu3aLHs
pabOThl SKCIEPTHBIX KOMUCCUHM, ONPENEISIOTCS IMOJIOKEHUEM, KOTOPOE YTBEPHKIAAETCS
PEKTOPOM MHCTUTYTA.

9.5.3. DkcrmepTr3a IEHHOCTH TOKYMEHTOB IOCTOSHHOTO M BPEMEHHOTO CpPOKOB
XPaHEHHsI OCYLIECTBISIETCS €KETOJHO B MOAPA3JIEICHUSAX HHCTUTYTa HEMOCPEACTBEHHO
JULAMH, OTBETCTBEHHBIMHM 3a BEJICHHE JEJIOIPOU3BOACTBA COBMECTHO ¢ OKcm mon
HEIOCPEICTBEHHBIM METOAMYECKUM PYKOBOJCTBOM COTPYIHHKA apXWBA MHCTUTYTA.

9.5.4. Tlpn mpoBeeHUH HKCHEPTH3bI ILIEHHOCTH JTOKYMEHTOB B IIOJIpa3/ICIICHUH
OCYIIECTBIISIETCS OTOOp JIel MOCTOSHHOrO W BpeMeHHoro (cBbimie 10 5er) cpokoB
XpaHeHus AJi Nepejadyu Jied B apXUB HMHCTUTYTa; OTOOp €Nl C BPEMEHHBIMH CPOKaMU
XpaHEHUs W C MOMETKOW «J[0o MHUHOBaHHMS HaJOOHOCTH», MOJJICKAIIUX HdaTbHEHIIEMY
XPaHEHHIO B IOAPA3JIEICHUAX; BBIICICHUE K YHUUYTOKECHHIO JIEN 3a MPEAbIAYIINE TOMbI,
CPOKH XpaHEHUS! KOTOPBIX UCTEKIIH.

9.5.5. OT00p MOKYMEHTOB AJIsi MMOCTOSIHHOTO XpaHEHHUS MPOBOAUTCS HA OCHOBAHUHU
MEepeyHs] M HOMEHKJIATypbl JeJl HWHCTUTYTa IMyTEM TOJUCTHOTO NPOCMOTpa Je.
OkoHYaTeNnbHOE PpEIICHHE M0 pe3yibTaTaM 3KCHEPTH3bl LEHHOCTH JIOKYMEHTOB
npuHumaeT JK uHcTuTyTA.

B 1enax mNOCTOSIHHOrO ~ CpoKa XpaHEHUs TMOMJIekKAT H3IBbATUIO TyOJIETHbIE
HK3EMIUISIPHl JTOKYMEHTOB, UYEPHOBUKH, HEO(POPMIIEHHBIE KOMUH JOKYMEHTOB U HE
OTHOCAIIMECS K BOIPOCY JOKYMEHTBI C BDEMEHHBIM CPOKOM XPAHECHMUS.

Ilo pe3ynpraram 3KCHEPTU3bl LUEHHOCTH JOKYMEHTOB COCTAaBIISIFOTCS OMHUCH Al
MOCTOSIHHOTO, BPEMEHHOTO (CBhIlIEe 10 JI€T) CPOKOB XpaHEHUS U MO JTUYHOMY COCTaBy, a
TaK)K€ aKThl O BBIJICJICHUU €]l K YHUUTOKEHUIO.

9.5.6. Onmcey nen — apXUBHBIM CIPABOYHUK, COAEPHAIIMN CUCTEMATU3UPOBAHHBIN
nepeueHb €IMHUI] XPAHEHHs apXUBHOrO (poHIa W MpeJHA3HAUYCHHBIM Uil UX ydera |
packpbiTusi conepkanus. OTaenbHas OMHUCh NPEACTABISIET COOOM mepeyeHb JAen C
CaMOCTOSITENIbHOM BaJIOBOM (TIOpsIAKOBOM) 3akoH4YeHHON Hymepanuen (IIpunoxenus
Ne 46, 47).

Onucy COCTAaBISIIOTCA OTACJIBHO HA JieJla MOCTOSHHOTIO CPOKA XPAaHEHMs U 110
JUYHOMY cocTaBy. Ha nena BpeMEeHHOro cpoka XpaHEHHUsI OIIMCH HE COCTABIISIIOTCA.
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OnucarenpHasi CTaThd ONUCU JI€] MOJAPA3JICTICHUS UMEET CIEAYIOIINE 3JIEMEHTHI:
MOPSIAKOBBIA HOMED Jieia (TOMa, YaCTH) MO OIMKCH; UHJEKC Jesa (TOMa, YaCcTH); 3aroJI0OBOK
nena (ToMa, 4yacTH); gaTa jejia (ToMa, 4acTH); KOJMYECTBO JIMCTOB B Jielie (TOME, YacTH);
CPOK XpaHEHHUs Jea.

[Ipu cocTaBiieHUH ONTUCH T COOJTIOIAI0TCSI CIICAYIOIINE TPEOOBAHUS:

- KQXJ0€ JIeJI0 BHOCUTCSI B OMHUCH IOJ CaMOCTOSITEIBLHBIM MOPSIAKOBBIM HOMEPOM
(ecnu €0 COCTOUT U3 HECKOJIBKUX TOMOB (4acTei), TO KaXKIbIi TOM (4acTh), B TOM YHUCJIE
c(hOpMHUPOBAHHOE B OTIEIBHBI TOM NPWJIOKEHHE K JENy, BHOCUTCS B OIHKCH TOJ
CaMOCTOSTEIIbHBIM HOMEPOM; MOPSIJIOK HyMepaIliu JieJl B OMMCH — BAJIOBOM;

- rpadpl OMUCH 3aMOJHSIOTCS B TOYHOM COOTBETCTBHUM C TEMH CBEIACHUSIMU,
KOTOpbIE BBIHECEHBbI Ha OOJIOXKKY Jelia; NP BHECEHUHW B ONUCHh MOAPSA Jed C
OJIMHAKOBBIMM 3aroJIOBKAMH TMHIIETCS MOJHOCTHIO 3arojOBOK IEPBOrO JEjia, a BCE
OCTaJIbHBIE OJTHOPOJIHBIC Jiesia 0003HAYAIOT CIIOBAMH «TO KE», IPU ITOM JAPYTUE CBEACHUS
O JieflaX BHOCSITCS B OINUCH IMOJHOCTHIO (HA Ka)XJIOM HOBOM JIMCTE OIKCH 3arojIOBOK
MPOU3BOAUTCS MOJHOCTBIO);

-rpada OMUCHU «IPUMEYAHUE» HCIOJIB3YETCS JJIsi OTMETOK MpU TpueMe e,
OCOOCHHOCTSIX UX (PU3UYECKOr0 COCTOSIHUSI, O TIepeaayde Jea APYyTUM MOJIpa3AeICHUsIM CO
CCBIJIKOM Ha HEOOXOIUMEBIN aKT, O HAJTUYNH KOIIUH | T. II.

B kxonHne ommcu Bciend 3a MOCIEOHEH ONMMCATSIIPHOM CTaThEel JEIacTCsS HUTOTrOBas
3amuch, B KOTOPOU yKa3biBaeTcs (LudpaMu U MPOMUCHIO) KOJUYECTBO JIEJI, YUCTSAIIUXCS B
ONMCH, TEPBBIA W TMOCIEAHUNA HOMEpa JAed IO OINUCH, a TaKXe OroBapUBaIOTCS
0COOEHHOCTH HyMepaIuu el B ONUCH (JIMTEpHbIE HOMEPA U MPOMYIIEHHbIE HOMEPA).

9.5.7. Onucek nen coctaBiseTcs B 4-X dK3eMIUIsIpax, OJIMH U3 KOTOPBIX TIEpeIacTcs B
¢umuan I'BY «'TAOO» B 1.0Opcke, BTOpOH OCTaeTcs B MOAPA3JCICHUH WHCTHUTYTA,
TPEeTUM DK3EMIUISIP JOJDKEH OBbITh MPUIIOKEH K MPOTOKOJY 3acelaHus SKCIEPTHOM
KOMHCCHH, Ha KOTOPOM OHa ObLla pacCMOTpeHa W OJI00peHa, YETBEPTHIA HSK3EMILISP
NepeaacTcsi B apXUB UHCTUTYTA.

Onucu e Mo JMYHOMY COCTaBY COCTaBIISIFOTCS B 3-X AK3EMILISIpaXx.

Onucu Jen MOCTOSHHOTO XPaHEHHS M IO JIMYHOMY COCTaBY COCTaBJISIIOTCS 3a
KaKIbIA oA HE TO3[Hee, YeM uepe3 JBa TroJa TMocle 3aBeplieHusl Jesl B
nenonpousBoAcTBe. Hampumep, omuck J1es1 mOoCcTOosTHHOTO XpaneHus 3a 2007 roa qomkHa
ObITh coctanieHa B 2010 roay, 3a 2008 rox — B 2012 roay u T. 1.

Onucu €N COCTaBISIOTCS U TepenaroTcs Ha yrBepxkiaenne DIIMK komurtera 1o
nenam apxuBoB OpeHOyprckoi 001acTy.

9.6. Ilepenaua e Ha apXUMBHOE XPaHeHHE B APXMB HHCTUTYTA

9.6.1. Jlns xpanenust noxkymeHTOB ApxuBHOTO ¢onHma Poccuiickoit deneparuu,
OTHOCSAIIUXCS K TOCYJAapCTBEHHOM COOCTBEHHOCTH, U JOKYMEHTOB BpeMeHHOTO (cBbIie 10
JIET) CpoKa XpaHCHHs, MMEIOIIMX MPAKTHYECKOE 3HAUCHHUE, a TaKKe JOKYMEHTOB IIO
JUYHOMY COCTaBy, MX Yy4eTa, WCIOJIb30BaHUS, OTOOpa W TMOATOTOBKM K Tepeaade Ha
MMOCTOSTHHOE XpaHEHUE 00pa3yeTcsi apXUB UHCTUTYTA.

9.6.2. [loaroToBKa TOKYMEHTOB U JIeJl K MEepeaue Ha XpaHEHHUE B apXUB UHCTUTYTA
Y Ha YHUYTOKEHHE BKJIIOYAET:

- DKCMEPTU3Y LIEHHOCTH JTOKYMEHTOB;
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- popmupoBanue u opopmieHUE AL,

- COCTaBJICHHUE OIKCEH /1T MO pe3yIbTaTaM SKCIEPTU3bI UX [IEHHOCTH;

- COCTABJICHUE AaKTOB HAa YHUYTOXEHHE JOKYMEHTOB U JIEJI C UCTEKIIMM CPOKOM
XpaHEeHUsl.

9.6.3. B apxuB MHCTUTYTa MEpENAIOTCS Jena MTOCTOSHHOTO, BpeMeHHOTro (CBbIIe 10
JIeT) CPOKOB XpaHEHUS U Jieja M0 JINYHOMY COCTAaBYy.

9.6.4. Ilepenaua JOKYMEHTOB B apXUB MHCTUTYTa MPOU3BOAUTCS 10 aKTaM IpHeMa-
nepenaun nen (Ilpunoxenne Ne 48). AKTHI preMa-Tiepeiadnl IeJI COCTaBISIOTCS B ABYX
IK3EMILISAPAXx.

9.6.5. /lena mocTossHHOTO W BpeMeHHOro (cBeimie 10 J€T) CpPOKOB XpaHEHHUs
NepealoTCcsl B apXUB MHCTUTYTA HE paHee YeM uepe3 roJl U He TI03/IHee YeM depe3 3 roaa
1OCJIE T0/1a, B KOTOPOM JOKYMEHTHI ObLIM IOMELIEHBI B JIEJI0 Ha XpaHEHUE.

9.6.6. JIuunble nena CTYyAEHTOB, OKOHYMBUIMX OOY4YEHHME M OTYHUCIECHHBIX W3
MHCTHUTYTA, IEPEAA0OTCs OTJEIOM KaJIpOB B ApXUB MHCTUTYTA MOCJIE OKOHYAHUS Y4€OHOTO
roja B TEUEHHWE BOCEMHAIIATH MecsmeB. JIndHble nera paOOTHUKOB, YBOJCHHBIX B
TEYCHHE KAJCHJIAPHO T0Ja, NMEPeJaloTCs OTAEIOM KaJpOB B apXHB HHCTUTYTa MOCIE
OKOHYaHMUS KaJeHJapHoro roxaa. Jluunesle pgenma Qopmupyorcs B andaBUTHON
MocJeA0BaTeILHOCTH. JIMUHbIE J1e71a, Kak TOKYMEHThI BpeMeHHoro (cBbiiie 10 jieT) cpoka
XpaHEHUsl, MOJIekKAT MOJTHOMY 0(OPMIICHHIO.

9.6.7. Jlena Bpemennoro (1o 10 meT) cpoka XxpaHeHUs Tiepeade B apXuB HHCTUTYTA,
KaK MpaBWJIO, HE MOAJIekKAT (OHU XpaHATCS B MOJPA3AC/ICHUSX U 10 UCTEYEHUU CPOKOB
XpaHEHUs MOJIeKAT YHUUTOKEHHUIO B YCTAHOBIIEHHOM TOPSIJIKE).

9.6.8. Jlo mepenaum men w3 MOapa3eICHA B apXHB, apXUBAPUYC MPEABAPUTEIIHHO
IpOBEpSiET MPABWIBHOCTh WX (GOpMUPOBaHUsA, OGOPMIICHHS, TPOBOAUTCSA TPOBEPKA
HAIMYUsl 3aBEJCHHBIX Jel. Bce BBIABIEHHBIE HEIOCTATKH PAOOTHUKH TOJpa3AelieHUs
00s13aHbI YCTPAHUTb.

9.6.9. Ilpuem nen TPOU3BOAWTCS apXWBAPUYCOM WHCTUTYTa B MPHUCYTCTBUU
paboTHHKA TOMApa3feNieHus] C MPOCTAaBICHHEM B JBYX OK3EMIUIIpax akTa MpHeMa-
nepenayn e OTMETOK O HAJIMYWU KaXJIOTO jenia (B KOHIE KaKIOTO JK3eMIUIsIpa akTa
YKa3bIBAETCSl KOJMYECTBO (PAKTHUECKH MPHUHATHIX 1€, JaTa MpueMa-miepenadyn 1eil, a
TaK)Ke TOJNMUCH paOOTHUKA apXHUBa MHCTUTYTA U JIUIIA, IEPEIABIIETO JIeTa).

9.6.10. Jlena  mocTaBistOTCST B apXWB  COTPYJHUKAMH  TOJPA3IACIICHUM.
OTBETCTBEHHOCTh 3a COXPAaHHOCTh JOKYMEHTOB INpHU TPAHCIOPTUPOBKE M cAadyy UX B
apXuB HECeT MOopa3JieieHHe, epeaaroniee JOKyMEHTHI.

9.6.11. Ilpu nUKBUAAIIMN WIH PEOPTraHU3AIMU TOAPA3JICICHUS WHCTUTYTA JIHIO,
OTBETCTBEHHOE 3a BEJACHHE JCJIONPOM3BOACTBA JAHHOTO MOJAPA3/CICHUs, B MEPHUO]
MPOBEJCHUS JIMKBUIALMOHHBIX MEPOTPUATHI POPMHUPYET BCE MMEIOLIUECS TOKYMEHTHI B
nena, opopMisIeT JAeia W TepelaeT UX B apXMB HHCTUTYTA, HE3aBHUCHUMO OT CpPOKOB
xpanenus. Ilepemaga genm ocymiecTBisieTcss IO HOMEHKIAType Jed M aKTaMm IpHueMa-
nepeavn Jae.

9.7. YHMYTOKEeHHE JOKYMEHTOB M JIeJ] C MCTEKIIMMH CPOKAMU XPaHEeHUs!
9.7.1. Ilo pe3ynbTaTam 3KCHEPTU3BI LIEHHOCTH JOKYMEHTOB COCTABJISIOTCS aKThl O
BBIJICJICHUH TOKYMEHTOB K yHH4YTOXeHHUIo ([Ipunoxenune Ne 49).
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9.7.2. Jlena BKJIIOYAIOTCS B aKT, €CJIM YCTAHOBJIEHHBIA JUIsl HUX CPOK XpaHEHUs
UCTeK K | SHBaps roja, B KOTOPOM COCTaBJIeH akT (Hampumep, 3akoHdeHHbIe B 2008 romy
Jena ¢ 3-JETHUM CPOKOM XpaHEHHs MOTYT ObITh BKJIIOUEHBI B aKT, COCTaBJICHHBINH HE
panee 1 saBaps 2012 r.).

9.7.3. AKT O BBIJCICHUH K YHUUYTOXKEHHUIO JOKYMEHTOB IMOJApa3CICHNUS,
BpeMeHHOro (1o 10 jeT) cpoka XpaHEHMs, HE MOJICKAIIUX XPAHEHUIO, COCTABIISIETCH,
JUIOM OTBETCTBEHHBIM 32 JEJIONPOU3BOJACTBO MOAPA3ACICHHS, 3aTEM MNEpeaaeTcs s
paccMoTpeHus U AanbHeumero coriacopanus ¢ wieHamu JKcn. CornacoBanusiii ¢ OKen
aKT yTBepkaaercs npeacenarenem JK uHcturyra.

AKT O BBIJICICHUM K YHUYTOXKEHHUIO JOKYMEHTOB BpeMeHHOro (cBwimie 10 mer)
CPOKa XpAaHEHUS, HE TMOJICKANMNX XPAHEHUIO, XPAHAIIUXCA B apXWBE HMHCTUTYTa
COCTABJISIETCSI ApXWMBApUyCOM, 3aTEM IMEpeNaeTcs Uil PacCMOTPEHUS W JAIBHEUIIEro
cornmacoBanusi wieHaM OK. CormacoBanHbli ¢ OK akT yTBEpXKIaeTcsi PEKTOPOM
MHCTHUTYTA.

9.7.4. OT60p MOKYMEHTOB K YHHUYTOXXEHHUIO W COCTABJICHHE aKTOB O BBIJICICHUU
JOKYMEHTOB K YHMUYTO>XEHHUIO IPOU3BOJMUTCS IMOCJIE COCTABICHUS CBOJHBIX OMUCEH el
MOCTOSIHHOTO XpAHEHUs 3a 3TOT K€ nepuoi (OMHCH M aKThl pacCMAaTPUBAIOTCS Ha
3acemann DK wmHCcTHTyTa oOnHOBpeMeHHO). CoracoBanHble DK HMHCTHTYyTa aKThI
YTBEPKIAIOTCS PEKTOPOM MHCTUTYTA, TOJBKO mocine yreepxkaeHus DIIMK komurera no
nenam apxuBoB OpeHOyprckoit 00J1acTu OMUCEH J1e71 MOCTOSTHHOTO XPaHEHHS.

9.7.5. Tlocne yTBepkJACHUS aKTOB O BBIACICHUM JI€J1 K YHUUYTOXKECHMIO, Jelia
BKJIIOUEHHBIE B JIAHHBIEC AKThI, YHUUTOXKAIOTCS B CIEAYIOLIEM MOPSIKE.

JIOKYMEHTBI, MOJyIekKaIlie YHUUYTOKEHUIO, MepeaaroTcs: (B pacliuToM Bujie, 0e3
O0JIO’)KEK, METAUNIMYECKUMX ¢  TUIACTUKOBBIX  KpPEIUIEHWH) B  yOpPABJICHHE  TIO
aIMUHUCTPATUBHO-XO3UCTBEHHONW PabOTe M KalmUTaIbHOMY CTPOUTEIBCTBY OJIUH pa3 B
roJl B 3apaHee OIpPEICIICHHbI JI€Hb JIMLOM, OTBETCTBEHHBIM 3a JEJIONPOU3BOICTBO B
MIO/IPa3/ICJICHUY.

Hena, mnoanexamye yHHYTOXKEHHUIO, YIPABIEHUEM 1O aJMUHUCTPATUBHO-
XO35MCTBEHHOM pabOTe M KalUTaJbHOMY CTPOUTEILCTBY MEPENAIOTCS Ha NepepadOTKy
(yrunuzauMio) B MYyHKT NpueMa Makynarypsl. Ilepemaua gen odopmisercs mpuemo-
CAATOYHOM HAKJIAJHOM, B KOTOPOWM YyKa3bIBAIOTCA JdaTa IepeAadyd, Bec OyMa)KHOH
MakyJnaTypel. [IpueMo-crarounasl HakjiagHas XpPaHUTCA B YOPABICHUH OYyXTraJTepCKOIro
ydeTa v (PUHAHCOBOTO KOHTPOJISL.

[Torpy3ka 1 BbIBO3 Ha YTHJIM3ALUIO OCYLIECTBISIOTCS MO KOHTPOJIEM COTPY/IHHKA,
OTBETCTBEHHOTO 32 00ECIieYeHNEe COXPAHHOCTH JJOKYMEHTOB MOJIpa3esiCHusI.

B akte «O BbIEIEHUN K YHUUTOXEHUIO IOKYMEHTOB, HE MOJICKAIINX XPAHCHUIO
pabOTHUKOM XO3SIIICTBEHHOTO OTJAENa CTAaBUTCA OTMETKa O TNpHEeMe JIOKYMEHTOB.
VYHUUTOXKEHHE JOKYMEHTOB 0€3 O(QOpMIIEHHS] COOTBETCTBYIOLIMX AKTOB B CTPYKTYPHBIX
MOJIPa3JIEICHUX HE JIOITyCKAETCsl.

9.8. IloaroroBka u nepeaaya J0KyMeHTOB HA NMOCTOSIHHOE XpPaHEHHe

9.8.1. B cootBercTBuM ¢ DenepanbHbiM 3aKOHOM OT 22 OKTa0pst 2004 1. Ne 125-03
«O6 apxuBHoM pene B Poccuiickoii denepannmy» JOKYMEHThl HHCTUTYTA BXOIST B COCTAB
ApxuHoro ¢onna Poccuiickoin @enepaiiil 1 HaXOATCs B peiepanbHON COOCTBEHHOCTH.
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Ha rocynapctBeHHOe XpaHeHHE MepeaaroTcs Jeia ¢ UCTIOMHEHHBIME JOKYMEHTaMuU
HOCTOSIHHOTO, BpEMEHHOTO (cBbImie 10 J1eT) cpoKOB XpaHEHHs U IO JMYHOMY cocTaBy. Mx
nepeaaya MPOU3BOAUTCS IO omucsaM faen, yreepxaeHHbIM JIIMK komutera mo nemam
apxuBoB OpeHOyprckoi o0IacTu.

9.8.2. Jlena ¢ MCHOJHEHHBIMH JIOKYMEHTaMH MOCTOSSHHOTO M BPEMEHHOTO (CBBIIIIE
10 5et) xpaHeHus, MepeaaroTcs Ha rocynapcTBeHHoe xpaHenue B pumnan ['BY «TAOO»
r. Opcka, mocie ucTeueHus: cpoka ux xpaneHus. [lepemgaya xkaxaoro neia Mpou3BOIUTCS
JIMIIOM, OTBETCTBEHHBIM 3a pabOTy apXHBa UHCTUTYTA.

9.8.3. B mepuon moAroToBKH Jed K Iepefadye Ha TOCYIapCTBEHHOE XpaHEHHE
JMIIOM, OTBETCTBEHHBIM 3a paboTy apxuBa MpPOBEpSETCS MNPaBUIBHOCTh  HX
dbopmupoBanus, opoOpMICHUS U COOTBETCTBHE KOJMYECTBA €I, BKIIOUEHHBIX B OIKCH,
KOJIMYECTBY JI€J1, 3aBEJICHHBIX B COOTBETCTBUH C HOMEHKJIATYPOH J1€71 MHCTUTYTA.

10. Iopsinok yTBepKAeHUS] U U3MEHEHUS] MHCTPYKUIMH

Hacrosimas MHCTpyKIHMs, a TakXe M3MEHEHHS W JIONOJHEHHS K Hel
paccMarpuBaroTcst 1 npuHuMarorcsa DK mHcTuTyTa, cornmacoseiBatorea DIIMK  komutera
no xaenaM apxuBoB OpeHOyprckoil o0nacTh M yTBEPKAAOTCS MPHUKA30M pPEKTopa
WHCTUTYTA.

HauanpHuk oTJAc]Ia IOKYMCHTAINMOHHOTI'O
oOecrieueHus 1 KOHTPOJIA UCITOJITHCHUSA

JOKYMEHTOB JLLE. JlockyToBa
COI'NTACOBAHO:
IlepBsIit mpopeKTOp I['.I1. IIlonoxoBa

HauvansHuk ropuandeckoro oraesna B.B. IlankparoBa
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v

MMUHOBPHAYKHN POCCHUU

Opckuii
TYMAHUTAPHO-TEXHOJIOTHYECKUH
HHCTHUTYT ((puimaln)
(exepanbHOro rocyapcTBeHHOI0
010/1KETHOT0 00Pa30BATEJILHOIO YUpPeKIeHMsI
BbICIIET0 MPO(eCCHOHAIBLHOT0 00pPa30BaHUA
«OpeHOyprekuii rocyapcTBeHHbI YHUBEPCUTET»
(Opckuii ryMaHUTAPHO-TEXHOJIOTHYECKHH
uHeTHTYT (puiauan) OI'Y)

Ne
r. Opck

| B

Oo6pa3sen 0011ero yrioBoro 0J1aHKa

[Tpunoxenue Ne 1
k. 4.1.3
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[Tpunoxenue Ne 2

9
(U ki 4.1.3

MMWHOBPHAYKHN POCCHUH

Opckuii ryMAHUTAPHO-TEXHOJIOTHYECKUIT HHCTUTYT ((pusimaln)
(enepanbHOro rocy1apcTBeHHOr0 0I01KeTHOT0 00Pa30BATEIbHOI0 YUPeXKAeHUs
BbICHIEr0 NPO(ecCHOHAJIBLHOI0 00Pa30BAHUSA
«OpeHOyprekuii rocy1apcTBeHHbI YHUBEPCUTET
(Opckuii ryMAaHUTAPHO-TEXHOJIOTHYeCKHMH HHCTUTYT (puauan) OI'Y)

Ne
r. Opck

| B

Oopa3zen 0011ero Npoa0JbHOIr0 0JIaHKA
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v

MHWHOBPHAYKHN POCCHH

Opcknid
TYMAHUTAPHO-TEXHOJIOrHYeCKHUI
HHCTHUTYT (puiinan)
(enepajbHOIO rocyJapcTBEHHOI 0
010/1’KETHOT0 00Pa30BATEJILHOI0 YUpPeKIeHHU S
BbICHIEr0 NMPO(ecCHOHAJIBLHOI0 00Pa30BAHUSA
«OpeHOyprekuii rocyiapcTBeHHbIH YHUBEPCUTET)
(Opckuii ryMaHUTAPHO-TEXHOJIOTMYECKUI
HHCTUTYT (puauana) OI'Y)

mp. Mupa, 1. 15 A, 1. Opck,
Openbyprckas 0011., 462403
Ten.: (3537) 23-62-33. daxkc: (3537) 23-65-80
www.ogti.orsk.ru, ogti_adm@ogti.orsk.ru, ogti_adm@mail.ru
oT No

Ha Ne oT

| B

Oobpa3zen 0s1aHKa MUCHMA

[Tpunoxenune Ne 3
k. 4.1.3
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)
J

MHWHOBPHAYKH POCCHUHN

Opcknid

T'YMAHUTAPHO-TEXHOJIOTHYeCKHUI

HHCTHUTYT ((puauai)

(enepajbHOIrO rocy1apcTBEHHOI 0
010/1’KETHOT0 00Pa30BATEJBHOI0 YUPe:KICHHUS
BbICIIEr0 NPO(ecCHOHAJIBLHOr0 00Pa30BaAHUSA

«OpeHn0yprckuii rocyapcTBeHHbIH YHMBEPCUTET»
(Opckuit ryMaHUTAPHO-TEXHOJIOTHYEeCKHIA
HHCTUTYT (puauaia) OI'Y)

IHPUKA3

Ne
r. Opck

O0pa3sen 0.1aHKa MPUKa3a

[Tpunoxxenue Ne 4
k. 4.1.3
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MWHOBPHAYKH POCCHH

[Tpunoxenune Ne 5
k. 4.1.3

Opcknii ryMAHUTAPHO-TEXHOJIOTHYECKUI HHCTUTYT (puiaual)
(enepabHOrO rocy1apcTBEHHOT0 OI0IKETHOT0 00PA30BATEILHOI0 YUPeKIeHUs

BbICIIEr0 NPO(eccCHOHAJIBLHOI0 00pa30BaAHUSA

«OpeHOyprckuii rocy1apcTBeHHbI YHUBEPCUTET»
(Opckuii rYMaHHTAPHO-TEXHOJOrHYecKknii HHCTUTYT (puauana) OI'Y)

IMMPUKA3
« » 20 T.

O HATTPABJIEHUU PABOTHHUKA B KOMAHIUPOBKY
PaborHux

Ne

d)aMl/lJ'Il/lﬂ, HUMs1, OTYECTBO

CTPYKTYPHOE HOJpa3/elieHHe, AOKHOCTD (CIIeLHaNbHOCTD, podeccus)

KOMAaHJIUpYyeTCs B

MECTO Ha3Ha4yeHUs (CTpaHa, ropoJi, OPraHU3aLMs)

I

LeJIb KOMaHIUPOBKU

Ha KaJleHIApHBIX THEH C «  » 20 I. M0 « »

20 T.

C coxpaHeHneM 3apa0OTHOM TUIATHI.
KomanaupoBka 3a cueT cpeacts

Hopma xoMaHIupOBOUHBIX pacX00B:

OcHoBaHue:

PexTop I'.A. MenekecoB
Tlonmuce

C IIPpUKa30M O3HAKOMIJICH! « »

TMoamuce

MMWHOBPHAYKH POCCHUH

OpcKuii ryMAHHTAPHO-TEXHOJIOIHYEeCKH HHCTHTYT ((puiIna)

Kon

®opma o OKVY]]| 0301024

(be)lepa.m)ﬂoro rocyiapCcrBeHHOr0o OIOI3KETHOT O 06pa30BaTeﬂbHOFO YUupeKaeHuss

BbICIIETro NPogecCHOHATBHOIO 00pa30BaHUA
«OpeH0yprckuii rocyiapCcTBeHHbIH YHMBEPCUTET»

(Opckuii ryMaHUTAPHO-TEXHOJIOTH4YeCKUil HHCTUTYT (puauai) OI'Y)

o OKIIO | 46749683

Homep noxymenra

Jlata cocraBieHusS

KOMAHIAWNPOBOYHOE YIOCTOBEPEHHE

PaborHux

TaGenbHbIi HOMEp

(amunus, ums, oTaecTBO

CTPYKTYPHOE MOApPa3elieHHe, JOKHOCTD (CTIeLHAIBHOCTD, TPO(eccHs)

KOMaHJIUpYyeTcs B

MeCTO Ha3Ha4eHHs (CTpaHa, rOPOJ, OpraHU3aIHs)

JUIS

1E€JIb KOMaHIUPOBKH

Ha KaJICHAAPHBIX ,Z[Heﬁ C « » 20 r. mo « »

20 T.

I[ef/iCTBI/ITGJ'IBHO T10 MPEABABICHUU ITACIIOPTAa WJIN 3aMCHATOIICTO €ro JOKYMCHTA

Pextop I'.A. MenekecoB
TToamuce

HAaMMEHOBAHUEC, HOMEP

O0pa3zen 0.1aHKa NPHKA3a 0 HANPABICHHH lgaﬁoTHmca B KOMAaHAMPOBKY
7l

OMAHJUPOBOYHOIO Y10

TOBEpPeHUs
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[Tponomxkenue npunoxenue Ne 5
ko 4.1.3

PacueT pacxo10B Ha KOMAHANPOBKY

Pacxojib1 CymmMma

IIpoesn
IIpoesn

N

CyTouHbIe

Ksaptupusie

Hroro pacxonos

[loxammcy KOMaHIUPOBAHHOTO

Byxrantep

OTMETKH O BEIOBITHH B KOMaHIUPOBKY, HpI/I6I>ITI/II/I B IIYHKTBI Ha3HA4Y€HU, BBIOBITUU U3 HUX H HpI/IGBITI/II/I B
MECTO IIOCTOSIHHOH pa6OTLII

Br16611 13 [pu6sin B
" 20 T. " 20 T.
JOJIKHOCTH HOZ[]'[I/ICB JOJDKHOCTH HOI[HI/ICB
pacmnq)pOBKa TIOAIMUCH pacmmpp()BKa TIOAITUCH
M.IL M.IL
Br16611 13 [pu6sin B
" 20 T. " 20 T.
JOJIKHOCTH HOZ[]'[I/ICB JOJDKHOCTH HOI[HI/ICB
pacmnq)pOBKa TIOAITUCH pacmmpp()BKa TIOAITUCH
M.IL M.IL
Br16611 013 [TpuObt B
" 20 T. " 20 T.
JOJDKHOCThH nO]Il'[P[CB JTOJDKHOCTH HO}I]’II/ICL
pacmn(prBKa TIOAIMACH pacmmi)p()BKa TIOAIMTUCH
M.IL M.IL
Bri0b11 13 [TpuOsin B
" 20 T. " 20 T.
JOJIDKHOCThH nO]Il'[P[CB JIOJDKHOCTH HO}I]’II/ICL
pacundpoBKa MOIIUCH pacundpoBKa MOANUCH
M.IL. M.IL

Oo0pa3zen 00paTHOM CTOPOHBI 0JIAHKA NMPUKA32 0 HANIPABJIEHNHN PA0OTHUKA
B KOMaHIMPOBKY U KOMAHJIUPOBOYHOI'0 y10CTOBepeHUs (IIPOI0KEHHE)
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v

MHWUHOBPHAYKH POCCHUHA

Opcknid
TYMaHUTAPHO-TEXHOJI0TrH4ecKMii
HHCTHUTYT ((puauai)

(denepaibHOIO rocy1apcTBEHHOI 0
010/1KETHOT0 00pa30BaATEJBLHOI0 YUpPeKIeHHU S
BbICHIEr0 NMPO(eccCHOHAJIBLHOr0 00pa30BaAHUSA
«OpeHnOyprckuii rocyiapcTBeHHbIH YHMBEPCUTET»
(Opckuii ryMAHMTAPHO-TEXHOJIOTHNYeCKUI
HHCTUTYT (puauana) OI'Y)

PACIIOPAXKEHHUE

Ne
r. Opck

Oo0pa3zen 0s1aHKA pacniopsiKeHHsI

[Tpunoxenue Ne 6
k. 4.1.3
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v

MHWHOBPHAYKH POCCHUHN

Opcknid
TYMaHUTAPHO-TEXHOJI0TrH4eCcKMii
HHCTUTYT ((puamnai)

(enepaabHOIO rocy1apcTBEHHOI 0
010/1KETHOT0 00pa30BaATEJBLHOI0 YUpPeKIeHHU S
BbICHIEr0 NMPO(ecCHOHAIBLHOr0 00pa30BaHUSA
«OpeHn0yprckuii rocyiapcTBeHHbIH YHMBEPCUTET»
(Opckuii ryMaHUTAPHO-TEXHOJIOTMYECKUI
HHCTUTYT (puauana) OI'Y)

AKT

Ne
r. Opck

Oo0pa3sen O6s1aHKa aKkTa

[Tpunoxenune Ne 7
k. 4.1.3
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v

MHUHOBPHAYKHN POCCHUHA

Opckui
TYMAaHUTAPHO-TEXHOJIOTMYECKUIl
HHCTHUTYT ((puimaJn)

(enepaibHOrO rocy1apcTBEHHOT O
0I0IKETHOT0 00PAa30BATEJILHOIO YUpPeKIeHMsI
BbICHIET0 MPO(eCcCHOHATIBLHOI0 00pa30BaHuUs
«OpeHOyprckuii rocy1apcTBeHHbII YHUBEPCUTET)
(Opckuii ryMaHUTAPHO-TEXHOJIOTHYECKUIA
HHCTUTYT (puauan) OI'Y)

IIPOTOKOJI

No
r. Opck

Oo0pa3zen 0s1aHKA MPOTOKOJIA

[Tpunoxenue Ne 8
k. 4.1.3
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[Tpunoxenue Ne 9

0
[U k. 4.1.3

MMHOBPHAYKH POCCHAM VYTBEPXJIAIO
Opckuii PekTop uncTuTyTa
TYMAHHUTAPHO-TEXHOJIOTHYeCKHIl I A. Menekecon
HHCTHUTYT ((puauai) oamuch
(exepanbHOro rocyapcTBEHHOIO
010/1’KETHOT0 00Pa30BATEJILHOI0 YUpPeKIeHHU S Hara
BbICHIEr0 NPO(ecCHOHAJIBLHOr0 00pa30BaHUSA
«OpeHn0yprckuii rocyiapcTBeHHbIH YHMBEPCUTET» TIPUHATO
(Opckuii ryMaHUTAPHO-TEXHOJIOTHYECKUH
HHCTUTYT ((l)],[ﬂ],[aﬂ) Ory) Pemennem Yuenoro cosera
oT
HOJOKEHHE poTOKOJI Ne
Ne
r. Opck

Oo0pa3zen 0J1aHKA MOJI0KEHHSI O MOAPA3/AeTeHUN
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v

MHWHOBPHAYKH POCCHUHN

Opcknid
TYMaHUTAPHO-TEXHOJI0TrH4eCcKMii
HHCTHUTYT ((puauai)

(denepaibHOIO rocy1apcTBEHHOI 0
010/1KETHOT0 00pa30BaATEJBLHOI0 YUpeKIeHU s
BbICHIEr0 NPO(ecCHOHAJIBLHOr0 00pa30BaAHUS
«OpeHn0yprckuii rocyiapcTBeHHbIH YHMBEPCUTET»
(Opckuii ryMaHUTAPHO-TEXHOJIOTHYECKUH
HHCTUTYT (puauana) OI'Y)

HHCTPYKIOMUA

Ne
r. Opck

[Tpunoxenue Ne 10
k. 4.1.3

YTBEPXJIAIO

Pexrop uncturyra
I'.A. Menekecos

Tloamuce

Jara

Oo0pa3en 0.1aHKa MHCTPYKIUH
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v

MHWHOBPHAYKH POCCHUHN

Opcknid
TYMaHUTAPHO-TEXHOJI0TrH4ecKMii
HHCTHUTYT ((puauai)

(enepajbHOIO rocy1apcTBEHHOI 0
010/1’KETHOT0 00Pa30BATEJILHOI0 YUpPeKIeHHU s
BbICHIEr0 NPO(ecCHOHAJIBLHOr0 00pa30BaHUSA
«OpeHnOyprckuii rocyiapCcTBeHHbIH YHMBEPCUTET»
(Opckuii ryMaHUTAPHO-TEXHOJIOTHYECKUH
HHCTUTYT (punuai) OI'Y)

JOJUXKHOCTHAA
HHCTPYKIOMUA

Ne
r. Opck

[Tpunoxenue Ne 11
k. 4.1.3

VTBEPXKJIAIO

Pexrop uncturyra
I'.A. Menekecos

Tloamuce

Jara

Oo0pa3zen 0s1aHKA JOJKHOCTHON MHCTPYKIIMHA
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v

MHWHOBPHAYKH POCCHUHN

Opcknid
TYMaHUTAPHO-TEXHOJI0TrH4eCcKMii
HHCTHUTYT ((puauai)

(enepajbHOIO rocy1apcTBEHHOI 0
010/1’KETHOT0 00Pa30BATEJBLHOI0 YUPe:KICHHUS
BbICIIEr0 NMPO(eccCHOHAIBLHOr0 00pa30BaAHUSA
«OpeHn0yprckuii rocyiapcTBeHHbIH YHMBEPCUTET»
(Opckuii ryMaHUTAPHO-TEXHOJIOTHYECKUH
HHCTUTYT (punuai) OI'Y)

IHNPABUJIA

Ne
r. Opck

[Tpunoxenue Ne 12
k. 4.1.3

YTBEPXIAIO

PexTop nHCTHTYyTA
I'.A. Menekecosn

IMonmnuce

Jlata

Oobpa3zen 0s1aHKa MPaBUJI



100

[Tpunoxenue Ne 13
k. 4.1.3

HaunmenoBanue nonpasnenenus

TIOKJIAJTHAS 3ATIMCKA

Komy:
Ot Koro:
Mara:
Tema:

CocraB unpopmanuu

HaunmeHnoBaHue 101KHOCTH [Toanuck Pacmmdporka moanucu

Oopa3zen 0J1aHKA JOKJIAJTHON 3aNIMCKH
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[Tpunoxenue Ne 14
k. 4.1.3

HaumenoBanue moapasacJIICHUA

OBBACHUTEJIBHASA 3AIINCKA

Komy:
Ot koro:
Hara:
Tema:
CocraB undopmaruu
HaumenoBanue nomkHOCTH [Tonnuce PacmmdpoBka noanucu

Oo0pa3sen 0;1aHKa 00bACHUTEIBLHON 3aNIMCKH
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[Tpunoxenue Ne 15
k. 4.1.3

HanmmMmeHnoBaHue nmoapasacjICHusA

CJHYKEBHAS 3AIINCKA

Komy:
Ot Koro:
Hara:
Tema:

CocraB undopmaruu

HaunmMenoBanue nomkHOCTH [Tonnuce PacmmmdpoBka noanucu

Oo0pa3zen 0s1aHKA CJIy:Ke0HOM 3aNIMCKHU
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v

MMWHOBPHAYKHN POCCHUH

[Tpunoxenue Ne 16
k. 4.1.3

Opckuii ryMAHUTAPHO-TEXHOJOTHYECKUI HHCTUTYT ((pusmaln)
(enepanbHOro rocy1apcTBeHHOr0 0I01KeTHOT0 00Pa30BATEIbHOI0 YUPeKAeHUs
BbICHIEr0 NPO(ecCHOHAJIBLHOI0 00Pa30BAHUA
«OpeHOyprckuii rocy1apcTBeHHbI YHUBEPCUTET
(Opckuii ryMAHUTAPHO-TEXHOJIOTHYeCKHMH HHCTUTYT (puauan) OI'Y)

HAMMEHOBAHHUE COBETA

PEIMEHUE

20 T. [Tpotokoi Ne

-

Oo0pa3zen 0s1aHKA peleHMsI COBETA
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[Tpunoxenue Ne 17
k. 4.3.11

HpHMeprlﬁ MEPECYCHb JOKYMECHTOB, NNIOMJIC/KAIINX YTBEPKICHUIO

1. AxTbI (IpOBEPOK M PEBHU3UH; 00OPYIOBAaHUS; COUCAHUS; SKCIEPTHU3BI; TIEpe1adn
JeJ1; IMKBUAALMY OpraHU3aluid, yYpeKICHUMN, PEANPUITHIA U 1. ).

2.3amanusi  (HA TPOEKTUPOBAHHE OOBEKTOB, TEXHHUYECKHX  COOPYKEHHH,
KaluTaJbHOE CTPOUTENBCTBO, HA TMPOBEACHUE HAYYHO-HCCIIEIOBATEIbCKUX padoT,
MPOEKTHO-KOHCTPYKTOPCKUX U TEXHOJIOTUYECKUX PaOOT, TEXHUYECKUE U T. 1.).

3. UHcTpykiuu  (mpaBuiia) — JIOJDKHOCTHBIE, TEXHOJOTUYECKHE, IO TEXHUKE
0€30MacCHOCTH, BHYTPEHHETO TPYI0BOTO pacopsaKa.

4. HomeHKknaTypa J1eJ1 HHCTUTYTA.

5. HopMmaTuBsl (pacxo/ia ChIpbsi 1 MaT€pHalIOB, JIEKTPOIHEPTUH, TEXHOJIOTHUECKOTO
MPOEKTUPOBAHMSI, YUCIEHHOCTH PAOOTHUKOB U JIp.).

6. OTueTsl (HAYyYHO-UCCIIEIOBATEILCKUX PAOOT U JIp.).

7. Ilepeunu (IOJKHOCTEH, TOKYMEHTOB U JP.).

8. Ilmanbl (paboThl KOJUIETHANIBHBIX OPTaHOB, COBETOB, CTPOUTEIHbHO-MOHTAXHBIX,
MIPOEKTHO-KOHCTPYKTOPCKUX, HAYYHO-HCCIEAOBATENbCKUX pPAOOT, BHEAPEHUS HOBOM
TEXHUKH, 110 KAIUTAIbHOMY PEMOHTY U T.1I.).

9. Ilonoxenus (0 mojpa3aeeHUsIX, IPEMUPOBAHUH, aTTECTALIMU U AP.).

10. ITporpammsl (IpoBeieHUst paboT, KOMaHIUPOBOK | T.1.).

11. Paciienku Ha MPOU3BOJICTBO PadOT.

12. CmeTsl pacxofioB (Ha coJiep)KaHHE arapara yIpaBieHHUs, Ha KalmUTaJIbHOE
CTPOUTEIBCTBO, HA PA3BUTHE H JIP.).

13. CTpyKTypa 1 mraTHasi YUCICHHOCTb.

14. Tapudnsie cTaBku.

15. ®opMbl yHUDHUIIMPOBAHHBIX TOKYMEHTOB.

16. IlITaTHOE pacniucaHue.
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U [Tpunoxenue Ne 18
lU K. 5.1.
MHMHOBPHAYKH POCCUM

Opckui
TYMAaHUTAPHO-TEXHOJIOTMYECKUIl
HHCTHUTYT ((puiimaln)

(herepabHOIO rocyAapCcTBEHHOI 0
0I0IKETHOI0 00PAa30BATEJILHOIO YUPeKIeHMsI
BbICHIEr0 NPO(eccCHOHAJIBLHOr0 00pa30BaAHUSA
«OpeHOyprckuii rocy1apcTBeHHbI YHUBEPCUTET)
(Opckuii ryMAHMTAPHO-TEXHOJIOTUYeCKUI
HHCTUTYT (puauana) OI'Y)

IHPUKA3

22.11.2011 Ne 92
r. Opck

O co3anny NOCTOSTHHO AeMCTBYIOLIEH
AKCIEPTHOM KOMHUCCUHU

B nensx opraHuzauuy ¥ NpOBEACHHUS METOAMYECKON M MPAKTHUYECKOW pabOThI 1O
DKCIEPTU3E LIEHHOCTHU TOKYMEHTOB

MpPUKa3blBalo:

1. Co3naTh MOCTOSTHHO JCMCTBYIOIIYIO SKCIIEPTHYIO KOMUCCHIO B COCTaBE:

[Ipencenarens KOMUCCHMU:

- [llonoxosa I'.I1. — mepBbIil OPOPEKTOP.

YneHsl KOMUCCHUU:

- JIyuko JI.M. — HaYaJIbHUK OT/IeNIa KaapOB;

- Cunopenko T.H. — HauanpHuk YBYOK;

- JJockyTtoBa JI.LE. — Havansauk OJJOKW/I.

2. 3aceaHus HKCIIEPTHOW KOMUCCHUHU MMPOBOJUTDH HE PEXKE OJHOTO pa3a B rojl.

3. KoHTposib UCMONHEHMsS] HACTOSAIIETO TPHKa3a BO3JOKWTh HA HaYaJbHHUKA
OHAOKUM/ JlockytoBy JLE.

Pexrop [Tonmuce I'.A. MenekecoB

[IpoekT mprkasza moArOTOBWUII:
HavanbHuK OT/ENA TOKYMEHTAIIMOHHOTO
oOecrieueHus U KOHTPOJIS

HCIIOJIHEHUS IOKYMEHTOB ITonnuce JL.E. JlockyToBa
COI'NTACOBAHO:

ITepBblit TpOpEKTOP [Toanuce ['.I1. [llomoxoBa
HaganpHUK IOpUANYECKOr0 OTaeIa Iloamnuce B.B. IlankparoBa

Opasen opopmiieHHsI MIPUKA3A 110 OCHOBHOM J1eSITEJIbHOCTH
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[Tpunoxxenue Ne 19

k1. 5.1.2.13
YKA3ATEJIb PACCBIJIKA
MpuKasa (pacrnopsLKeHHs1) OT Ne
(3aroJIOBOK IpUKa3a)
Ne n/mm PaMuIINs1, THUIMAJIBI I0JTy4aTeNst J10JKHOCTB
OTBETCTBEHHBIN MCIIOJIHUTEIb
HanmMmenosanne nomKHOCTH Iloanuce PacmmmdpoBka noanucu

dopma yKaszaressi pacChblJIKM NPUKa3a (PacnopsiKeHus )
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@ [Tpunoxenue Ne 20
K. 5.1.

YuudpunupoBannas ¢popma Ne T-8

MUHOBPHAYKHN POCCUHA Koz
®opma o OKY /] 0301006

Opckui
TYMAHUTAPHO-TEXHOJIOTMYECKUIl
HHCTUTYT ((puamasn)

(enepaibHOrO rocy1apcTBEHHOT O
0I0IKETHOI0 00Pa30BATEILHOIO YUpPeKIeHM I
BbICIIET0 MPO(ecCHOHAIBLHOI0 00pa30BaHuUsA
«OpeHOyprckuii rocyapcTBeHHbI YHUBEPCHUTET)
(Opckuii ryMAHMTAPHO-TEXHOJIOTHYECKUI
HHCTUTYT (puauan) OI'Y)

(HauMeHOBaHNE OPTaHU3ALINH)

Howmep [ara
JIOKYMEHTa COCTaBJICHUS
IIPUKA3 336-k 30.02.2012

(pacnopsizkeHue)
0 NpeKpaleHny (PacTOpPKEeHNH) TPYA0BOIr0 10roBopa ¢ padOTHMKOM (YBOJIbHEHHUH)

YBoouth « 31 » Mas 2012 r.

TabenbHBIN HOMED

Kypaosy Oabry CepreeBHy 0000000136

(amuust, UMsI, OTYECTBO)
YHpaBHeHI/IC 6yx1"aJ’ITepCKOFO y4dye€Ta u (I)I/IHaHCOBOI‘O KOHTPOJIA

(CTpYKTYpHOE MoJpas/ieaeHue)

Benymuii Oyxrantep

(I0JDKHOCTD (CHELHATIBHOCT, MPodeccHs), pa3psi, Kiacc (KaTeropus) KBaIupHuKaImm)
CoOcTBeHHOE KenaHue, MyHKT 3 yacTtu nepBoii ctaten 77 Tpynosoro Koxekca Poccuiickoit @eneparmn

(ocHOBaHHE MpeKpaueHns (PaCTOPKEHHsI) TPYI0BOTO A0roBoOpa (YBOJILHEHHS))

Hcnonb30BaHbl aBaHCOM JHEW oTImycKa 3a mepuoJ] pabotsl ¢ «1» despans 2012 T.
He ucnons3zoBansl 9

OcHoBaHue

(moxyMmeHT, HOMED,

JiaTta): 3asBnenne Kypnosoii O.C. ot 16 mas 2012 1.

(33.5{BJ'ICHPIC pa6OTHI/lKB., CJ'Iy)KC6Haﬂ 3anrcKa, MEAUIIMHCKOE 3aKIIIOYCHNUE U T.H.)

PykoBoauTesnb opranuzanuu Pekrop I'.A. MeJsiekecoB
JIOJDKHOCTD IMoxnuce pacmmdpoBKa MOANMUCH

HavaapHuk YBY u ®K T.H. Cuiopenko
Ionnucs pacupoBKa MOAMKCH

Havyansauk OK JL.M. Jlyuko
Ioxnucs pacupoBKa MOAMKCH

Benymmii 3xoHOMHCT JL.H. JlapnoHoBa
Ioxnucs pacupoBKa MOAMKCH

Havaasnux 100 B.B. [lankparoBa
Ioxnucs pacupoBKa MOAMKCH

C npuka3om (pacnops:keHueM) padOTHHK 03HAKOMJIEH O.B. KypsioBa  « 31 » Mast 2012 .
Ioanuce

Oopa3zen oopmiieHrsi NPUKA3a M0 JUYHOMY COCTABY PAa0OTHUKOB
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@ [Tpunoxenue Ne 21

[U k. 5.1.1.9

MHWHOBPHAYKH POCCHUHN

Opcknid
TYMaHUTAPHO-TEXHOJI0TrH4eCcKMii
HHCTHUTYT ((puauai)

(enepabHOIO rocy1apcTBEHHOI 0
010/1KETHOT0 00pa30BaATEJBLHOI0 YUpeKIeHHU S
BbICHIEr0 NPO(eccCHOHAJIBLHOr0 00pa30BaAHUSA
«OpeHn0yprckuii rocyiapcTBeHHbIH YHMBEPCUTET»
(Opckuii ryMaHUTAPHO-TEXHOJIOTMYECKUI
HHCTUTYT (puauana) OI'Y)

IHPUKA3

11.03.2012 r. Ne 225-c
r. Opck

006 0cBOOOXKIEHUH OT 3aHATUN CTYJECHTOB
OpCcKOro ryMaHUTAPHO-TEXHOJIOTHYECKOTO
uHcTuTyTa (punuana) OI'Y

IIo ounoi popMme 00yueHUs1

Jns ygacTus B MeEXpErMOHAIIBHOM (hecTuBajne CTyJeHUYecKoro TBopuecTBa «Ha
HuxomaeBckou — 2012»

MpPUKa3blBalo:

ocB0oOOIUTE OT 3aHsATul 25.04.2012

1. TlerpoBa Cepresi AnekcaHapoBUYa N®, 2 xypc, rp. 10U
2. HWanora FOpus HukonaeBuua N®, 2 xypc, rp. 10U
Pextop IHoanuce I'.A. MenekecoB

IIpoekT npukasa moaroToBUIL:
[IpopexTop no counanbHO-
BOCITUTATEIHHOU paboTe [Tonmuce JL.B. ITucapenko

Oopa3sen odopMiieHns1 MPUKA3a MO JUYHOMY COCTABY CTYJA€HTOB
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[Tpunoxxenue Ne 22

lB 5.1.2.25
v

MHWHOBPHAYKH POCCHUHN

Opcknid
TYMaHUTAPHO-TEXHOJI0TrH4ecKMii
HHCTHUTYT ((puauai)

(enepabHOIO rocy1apcTBEHHOI 0
010/1KETHOT0 00pa30BaATEJBLHOI0 YUpeKIeHU S
BbICIIEr0 NMPO(ecCHOHAJIBLHOr0 00pa30BaAHUSA
«OpeHn0ypreckuii rocyapcTBeHHbIH YHHBEPCUTET»
(Opckuii ryMaHUTAPHO-TEXHOJIOTMYECKUI
HHCTUTYT (puauana) OI'Y)

BBIIIUCKA U3 IIPUKA3A

15.03.2012 Ne 5
r. Opck

fO HAa3HAYECHUU OTBETCTBEHHBIX JIMI] 32 T
WCIIOJIb30BAaHHUE, YCTAHOBKY OTTHCKA
Y XpaHEHHeE MeyaTell U TamMIoB
MOApa3IeICHUIM

B coorBerctBUM ¢ MHCTpyKuHMENM O TOpSAKE M3rOTOBICHUS, XPaHEHUS,
WCIIOJB30BaHUsA, YHUYTOKEHHsSI TMedared u mramMnoB B OpcKOM T'yMaHUTapHO-
TEeXHOJIOTUYeCKOM WHCTUTyTe (punuane) OI'Y, BBeneHHOW B ACHCTBHE MPUKA30M OT
11.04.2011 Ne 39,

NpHUKa3HblBalo:

1. HazHaunTh OTBETCTBEHHBIMHU JIMIIAMHU 3a UCIOJIH30BAHUE, YCTAHOBKY OTTHCKA U
XpaHeHHe:

1.2. [TeyaTn W MITaMIOB yIpaBiICHUS OyXTaaTEpPCKOTO y4yeTa U (UHAHCOBOTO
koHTpoust — KypnoBy Anekcannpy VBanoBHy, Oyxrantepa.

1.4. Ileyatn oTAENa WHHOBALMOHHOW JesTenbHOCTH — @DupcoBy Hanexny
BsiueciiaBoBHY, HAUQJIIbHUKA OTAE]a MTHHOBALIMOHHOM JEATEIBHOCTH.

Pexrop [Toanuce I'.A. Menekecos

CexkpeTtapb [Toanuck ['.I1. IlerpoBa

Oopa3zen opopMiieHNsI BHIMCKHA U3 MPUKa3a
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[Tpunoxenue Ne 23

® 521
v |

MUHOBPHAYKH POCCHUU YTBEPX/IAIO
Opckuii PekTop uncTtuTyTa
FyMaHI/ITapHO-TeXHOJIOFI/I‘IeCKI/Iﬁ T'.A. MenekecoB
HHCTUTYT ((pusaman) oamuck
(denepabHOIO rocy1apcTBEHHOI 0
010/1KETHOT0 00pa30BaATEJBLHOI0 YUpPeKIeHHU S Hara
BbICIIEr0 NPO(ecCHOHAJIBLHOI0 00Pa30BAHUA
«OpeHOyprekuii rocy1apcTBeHHbIH YHHBEPCHTET) ITPUHATO
(Opckuii ryMaHUTAPHO-TEXHOJIOTMYECKUI
uHCTHTYT (puinai) OT'Y) Pemennem Yuenoro coBeta
oT
HOJOXEHUE poTOKOJI Ne
Ne
r. Opck
’706 OTJelIe TOKYMEHTAllHOHHOTO —\
o0ecreyeHns U KOHTPOJIS UCTIOTHEHUS
JIOKYMEHTOB

1. O0ue noJ10KeHus
1.1. Otnen  MOKyMEHTAlMOHHOTO  OOECTeYeHUsST HM  KOHTPOJIS  HCIIOJHEHUS
JIOKYMEHTOB (J1ajiee — OT/IEJT) SBJISICTCS ....

2. OcHOBHBIC 321241

2.1.

2.2.
PykoBoaurens noapaszaeneHus ITonmuce N.0O. ®amunus
COI'TACOBAHO:
HaunmenoBanue qOKHOCTH Iloamnuce N.O. Gamunus
Haunmenosanue qOKHOCTH Iloamnuce N.O. Gamunus
HanmMmenoBanue n1omKHOCTH IHoanuce N.0. dammnus

C nosoxxeHneM o0 oTaeNne 03HaKOMIIEHbBI COTPYJHUKHU OTIENA:

Hata ®.1.0. IToanuck

Oo0pa3en moJI0:KeHUs 0 MOAPA3AeJIeHUN
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@ [Tpunoxxenue Ne 24
tU KII. 5.2.2
MHHOBPHAYKH POCCHH YTBEPXK/IAIO
Opckuii Pextop nncTuTyTa
rYMaHHTAPHO-TEXHOJIOTHYEeCKHI I'".A. MenekecoB

HHCTHTYT ((pHaHaN) Hommace
(enepanbHOro rocy1apcTBeHHOI0
010/1KETHOT0 00PAa30BATEILHOI0 YUpeKIeHU s
BbICIIIET0 MPO(eCCHOHAIBLHOT0 00pPa30BaHUA
«OpeHOyprekuii rocy1apcTBeHHbI YHUBEPCUTET»
(Opckuii ryMAaHUTAPHO-TEXHOJIOTHYEeCKH I
HHCTUTYT (puauai) OI'Y)

Jara

JOJN/KHOCTHAA
NHCTPYKLOHNA

No
r. Opck

HOKYMGHTOBe,Z[a oTAcIa JOKYMCHTAIUOHHOI'O
obecrneueHus U KOHTPOJIA UCITOJTHCHU A

AOKYMCHTOB

1. O01ue moJ10KeHus

1.1. lokymeHTOBel OTAeNa JTOKYMEHTAllMOHHOTO OOeCleYeHuss W KOHTPOJIA

HCIIOJIHCHHA JOKYMCHTOB OTHOCHUTCS K KaTCTOpHUHU CIICHUAJIMCTOB ...
1.2. ...

2. J10J1KHOCTHBIE 00SI3aHHOCTH

2.1. ...
PykoBoaurens noapaszaeneHus IHoanuce N.0. amuus
COI''TACOBAHO:
HavaneHuk otaena kaapos IHoamuce N.0O. Gamumnus
HavanpHuk ropuardeckoro oraena IHoanuce N.0. amuusa

HavaneHuk oTaena no oxpane tpynaa
Y TIOXapHOU 6€301acHOCTH [Toamuck N.0. ®amunus

C 10MKHOCTHOM MHCTPYKIMENH 03HAKOMIIEH(bI):

Hata ®.1.0. IToanuck
Oopa3zen 10J)KHOCTHON HHCTPYKIIMHA
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@ [Tpunoxxenue Ne 25
lU k1. 5.3.1

MHUHOBPHAYKHN POCCUHA

Opckuid
TYMAaHUTAPHO-TEXHOJIOTMYECKUIl
HHCTUTYT ((pusmasn)

(enepaibHOrO rocy1apcTBEHHOT O
0I0IKETHOT0 00Pa30BATEJILHOIO YUpPeKIeHMsI
BbICIIET0 MPO(ecCHOHATIBLHOI0 00pa30BaHuUsA
«OpeHOyprekuii rocy1apcTBeHHbIH YHUBEPCUTET)
(Opckuii ryMAHMTAPHO-TEXHOJIOTHYeCKUI
HHCTUTYT (puauan) OI'Y)

HNPOTOKOJI

22.11.2011 Ne 3
r. Opck

3acCIaHusA BKCHepTHOﬁ KOMHUCCHUH

IIpencenarens — I'.I1. [llonoxosa

Cexperaps — JI.E. JIockyToBa

[TpucyrcrBoBanu: O.A. Konecosa, JI.M. JIyuko, T.H. Cunopenko

[Tpurnamennsie: E.C. Knenosa, crapmmii HayuHsiii corpynauk prmana ['BY «TAOO»
B I. Opcke

I[TOBECTKA JIHA:

1.0 mmane pa6orer OJJOKUJ[ Opckoro rymMaHUTapHO-TEXHOJIOTUYECKOTO
uHctuTyTa (punuana) OI'Y nHa 2012 rog.
Jlokitaqunk — Ha4aabHUK OTIENa JOKYMEHTAI[MOHHOTO
o0ecrieueHrss U KOHTPOJSI MCIIOTHEHUS TOKYMEHTOB
JLLE. JIockyTtoBa

2.0 nmpoBepke HaJIMYUS U COCTOSIHUS apXUBHBIX JOKYMEHTOB OpcKoro
T'YMaHUTAPHO-TEXHOJIOTHIECKOTO MHCTUTYTA ((hunuana) OI'Y.
Hoxnamuuk — apxuBapuyc O.A. Konecosa

1. CJIVIIAJIN:

JLE. JlockytoBy —0  mmane pab6orst  OJIOKM]J[ Opckoro rymaHuTapHO-
TexHosornueckoro nucturyta (punmana) OI'Y na 2012 roxa. TekcT noknaaa npuiaraercs.

Oo6pa3sen opopmiteHNsi MPOTOKOJIA
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[Tponomxkenue npunoxenus Ne25
k. 5.3.1

PEIINJIN:

Pemenne npunaraercs.
2. CJIVIOAJIN:

O.A. KosecoBy — 0 TIpOBEpKE HaJIMYUS W COCTOSHHUS aApPXHUBHBIX JOKYMEHTOB
Opckoro rymaHuUTapHO-TEXHOJOTHYeCKoro MHCTUTYTa (rmmana) OI'Y. Teker mokmana
MIPUITaraeTCsl.

BBICTYITNJIA:

JLM. Jlyuko — koTopasi pacckazajga O MPOBEPKE HAJUYUS U COCTOSIHUSI ApXMBHBIX
TOKyMEeHTOB OpCKOTro TyMaHUTapHO-TEXHOJIOTHUeckoro nuetutyTa (dpunuana) OI'Y. Ipu
MIPOBEPKE CBEPSIIOCH (PAKTUYECKOE HAIMYUE apXUBHBIX TOKYMEHTOB U UX COOTBETCTBHUE C
JAHHBIMU YYETHBIX JOKYMEHTOB: YTOUHSUINCh 3arojIOBKM €IUHUII XPAaHECHUS, KpailHue
JAThl HAXOASIIUXCS B HUX JIOKYMEHTOB, KOJIMUECTBO JIMCTOB, UX HyMepalus, puzndeckoe
COCTOSIHUE JJOKYMEHTOB U JIEJI.

T.H. Cunopenko — koropasi cooOumiaa O TOM, 4YTO COCTOSHHE JOKYMEHTOB
YAOBJIETBOPUTEILHOE, ONTHUMAJbHBIE PEXKHUMBI XpaHEeHHUs coOJoAeHbl. Bce  ydeTHbIe
JIOKYMEHTBI (JTUCTHI MPOBEPKH, aKThl MPOBEPKU HAIUYHUS) MO UTOraM  MPOBEICHHOU
MIPOBEPKU HAIMYHUS U COCTOSIHHSI apXUBHBIX JTOKYMEHTOB COCTaBJICHBI U OPOPMJICHBI B
cooTBeTcTBUM ¢ «lIpaBunamu opraHuzanuy XpaHEHUs, KOMIUIEKTOBaHMS, Yy4€Ta U
UCIIOJIb30BaHUsl JTIOKyMEHTOB  ApxuBHoro ¢onma Poccuiickoit ®enepanuu Apyrux
apXMBHBIX JIOKYMEHTOB B TOCYJApPCTBEHHBIX M MYHULHUIMAIBHBIX apXUBax, My3€siX H
oubnuoTekax, opranmzanusx Poccuiickoit  AkamemMuu — HayK», YTBEPKIACHHBIMU
puKa3oM MuHHCTEPCTBA KYJIbTYPbl M MacCOBBIX KOMMyHUKauuii Poccuiickon
Oenepanu ot 18 suBaps 2007 roma Ne 19. 3ameuanuii HET.

PEIINJIN:
\

Pemenune npunaraercs.

[Ipencenarens IHoanuce I'.I1. IlonoxoBa

Cexkpertapb [Tonnuce JLE. JlockyToBa

Oo0pa3en opopmiieHHs TPOTOKOJIA (MPOAOJIKEHUE)
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[Tpunoxenue Ne 26
K1 5.4.1

v

MUHOBPHAYKH POCCHH TeHEepaTbHOMY AMPEKTODY

Opckuii 00O «Bopokanan ropoga Opcka

T'YMAHUTAPHO-TEXHOJIOrH4eCKHUM
HHCTHUTYT (puiman)
(enepanbHOIO rocyiapCcTBEeHHOI0
010/1’KETHOT0 00Pa30BATEJILHOI0 YUPeKICHUS
BbICIIEr0 NPO(ecCHOHAJIBLHOI0 00pPa30BaAHUSA
«OpeHnOyprckuii rocyiapcTBeHHbIH YHUBEPCUTET
(Opckuii ryMaHUTAPHO-TEXHOJIOTMYECKUI
HHCTUTYT (puauana) OI'Y)

C.A. IlerpoBy

mp. Mupa, 1. 15 A, r. Opck,
Openbyprckas 0011., 462403
Temn.: (3537) 23-62-33. dakc: (3537) 23-65-80
www.ogti.orsk.ru, ogti_adm@ogti.orsk.ru, ogti_ adm@mail.ru
or 20.08.2012 Ne 02-06/112
Ha Ne 05-06/82 or 18.08.2012

,70 PacCMOTPEHHH JI0TOBOpa _\

YBaxxaembiit Cepreit Anekcanapouy!

Hamnpasnsiem Bam npenBapuTensHbIil 10roBop B peaakiuu Opckoro ryMaHUTapHO-
TeXHOJornyeckoro uucruryra (punmuana) OI'Y Ha MoJKIIIOYEHUE K CETSM BOJIOCHA0XKEHUSI
Y BOJOOTBEJCHUS.

[TpocuM paccMOTpETh 0rOBOP U COOOIIUTE O MPUHITOM PELLIECHUH.

[IpunoxxeHue: mpeBapUTENbHBIA JOTOBOP Ha MOJKIIOYEHHE K CETSIM BOJOCHAOKECHHS

Y BOXOOTBeaeHUs Ha 14 1. B 2 DK3.

Pexrop [Toanuce ['.A. Menekecos

I1.41. Obunuenko
8 (3537) 23-66-87

Oo6pa3sen opopmiiennsi mucbMa


mailto:ogti_adm@ogti.orsk.ru
mailto:ogti_adm@mail.ru
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[Tpunoxxenue Ne 27
k1. 5.4.4, 1. 6.5.14

CIIMCOK PACCBUJIIKHA

(BUI U KAQTErOPHsl IIOYTOBOTO OTIIPABJICHUS)

OTtnpaBuTenb:
(HaMMEHOBAHHUE TIOAPA3ICIICHHIS)
Ne Kyna ®UO anpecara Hcx.Ne Macca IImata 3a | Ne moutoBoro
n/m (uHzEeKc, WIIn (3anonHsieTcs | (3amoi- | HEPechUIKY | OTIIPaBJICHUS
IIOYTOBBIN HAaMMEHOBAHUE OJIOKUJI) | wusercs (3amon- (3amon-
azapec) OpraHu3aIu 11/0) HSETCs T1/0) | HsETCs 11/0)
HUTOI'O: ( ) OTIpaBICHUI.
(mpomucsio)

OTBETCTBEHHBIN UCIIOJHUTEID [Toxmuce PacmudpoBka nognucu

dopMa cUCKA PACCHLJIKH MOYTOBbIX OTIPABJICHUM
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MHWHOBPHAYKH POCCHUHN

Opckuid
TYMAaHUTAPHO-TEXHOJIOTMYECKUIl
HHCTHUTYT ((puimaln)

(enepaibHOrO rocy1apcTBEHHOT O
0I0/IKETHOT0 00PAa30BATEJILHOIO YUpPeKIeHMsI
BbICIIET0 MPO(eCcCHOHAIBLHOI0 00pa30BaHuUs
«OpeHOyprckuii rocy1apcTBeHHbII YHUBEPCUTET)
(Opckuii ryMaHUTAPHO-TEXHOJIOTHYECKUIA
HHCTUTYT (puauan) OI'Y)

AKT

11.05.2012 Ne 01
r. Opck

IIPOBEPKU HAJIMYUS U COCTOSHUS apXUBHBIX
JIOKYMEHTOB

®onpg Ne 1

[Tpunoxenue Ne 28
K. 5.9.1

YTBEPXIAIO

PexTop uHCTHTYyTA
I'.A. Menekecosn

IMonmnuce

Jlata

HasBanue ¢ponga: Opckuii ryMaHUTApHO-TEXHOJIOTMUYECKUN MHCTUTYT ((punuana) OI'Y

ITporepka npoBoamtach 11.05.2012
[IpoBepKo#i yCTaHOBIIEHO:
1. Yneaurces mo onucsam

2. BpISIBJICHbI TEXHHYCCKHE OIIUOKH
2.1. MeroT nuTepHbIE HOMEPA:
a) HE YUYTEHHBIC B UTOTOBOM 3aIUCH

0) HE MePEUNCIICHHBIC, HO YUTEHHBIC
B UTOIOBOM 3aIIMCHU

2.2. ITpony1ieHO HOMEPOB:
a) HE YUTEHHBIX B UTOTOBOM 3aMKCHU

0) HE MEPEUNCIICHHBIX, HO YUYTEHHBIX
B UTOI'OBOW 3aIIMCHU

2.3. JIpyrue, B pe3yabTaTe 4ero o0bem
YBEJIMYMUJIICS HA

YMCHBIIWJICS Ha

261 en. xp.
(KOTMYECTBO)
eI.XP.
(KOJIM4ecTBO)
en.Xp.
(KoNM4ecTBO)
SI.XP.
(KoNM4YecTBO)
eI.XP.
(KOJTM4€ecTBO)
eI.XP.
(KoNM4YecTBO)
eI.XP.
(KoM4ecTBO)

Oopa3sen ogopmiieHHs aKTa
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IIponomxenue npunoxkeHust Ne 28

K. 5.5.1
3. Uneanres mo onucsM B pe3yJibTaTe
YCTPAHEHUS TEXHUYECKUX OIIMOOK en.Xp.
(KOoJIM4YeCTBO)
4. He oka3aJ10Ch B HAJTUYNH 1 ea.Xp.
(komHMuecTBO)
5. UmeeTcst B HAJTMYUY 110 JaHHOMY (OHIOY
(BKITFOUEHHBIX B OITHCH) 260 em.XP.
(KonHnuecTBO)
U3 HUX TPEOYIONTUX
a) e3uHpEKINH en.xp.
(KOJIM4ecTBO)
0) Ie3UHCEKITUU en.xp.
(KomM4ecTBO)
B) peCTaBpaLlH en.xp.
(KOJIM4ecTBO)
r) neperviéTa Wiv MoAINBKU en.Xp.
(KomM4ecTBO)
J1) BOCCTAHOBJICHHUSI 3aTyXalOIIUX TEKCTOB en.Xp.
(KOJIM4ecTBO)
€) 00pe3KH JIMCTOB el1.XP.
(KOMYecTBO)
K) ohopmIiteHHE 00TOKEK JET 23 SI.XP.
(KOTMYECTBO)
3) ohopMIIeHHE JTMCTA 3aBEPUTEIS 4 ea.Xp.
(KONIM4ecTBO)
1) HyMepalluu JUCTOB 1 eI.XP.
(KOTMYECTBO)
K) MPOCTAaHOBKA MIM(POB Ha JIerax en.xp.
(KONIM4ecTBO)
)
6. UMeeTcsi He BKJIIOYEHHBIX B ONMCH eI.XP.
(KoNM4YecTBO)
/. Atoro mo nanHomy (poHay (BKJIIOYEHHBIX U HEBKJIIOYEHHBIX B ONMCH)
HUMEKIIUXCHA B HAJTHYUU 260 ea.Xp.
(KOmM4ecTBO)

8. XapakTepucTHKA yCJIOBHA X XPAHEHUSI.
OTpuuaTe/nbHbIe ABJICHUSA B COCTOSIHUM U YCJIOBUSIX XPAHEHMUH.
Y 10BIETBOPUTENBHOE, ONTUMAJIbHBIE PEKUMbI XPaHEHHUSI COOIIOACHBI.

IIpoBepky npou3BoaUIIN:

ApxuBapuyc [Toanuce O.A. Konecosa
11.05.2012

OO0pa3zen opopmiieHus1 aKTa (IPOJOJIZKEHUE)
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[Tpunoxenue Ne 29
K II. 5.6.3

Otaen T0OKyMEHTAaIIMOHHOTO 00eCTICUCHUS
¥ KOHTPOJIS UCTIOJTHEHUS TOKYMEHTOB

CHYXEBHAA 3AIIMCKA

Komy:  HauvanbHHMKY ynpaBlieHUs IO aJMUHUCTPATUBHO-XO35HCTBEHHOU padoTe U
KanurtaibHOMy cTpoutenscTBy I1.5. Obumuenko

Ot koro: mHaganeanka OJJOKHM/ JI.E. JlockyToBoOM

Jara: 12.03.2012

Tema: o pemonte kabunera Ne 101 B kopmyce No 3

B cBsi3u ¢ BBIICIIECHHEM HOBOT'O IMOMEIICHUS JI1 apXUBHOTO XPAHEHUS! JOKYMEHTOB
POy OTPEMOHTHPOBATH U 000pyI0BaTh cTesuiaxamu kadunet Ne 101 B kopryce Ne 3.

Havaneauk OJIOKHN/I [Toanuck JLE. JlockytoBa

Oopa3zen opopMiieHHs CIyKeOHOH 3aANMUCKHA
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Ha3zBanue TadaunbI

[Tpunoxenue Ne 30
K. 5.7.4

3aroyi0BOK CTPOK

3arosi0BOK rpad

3arosioBOK rpad

[Tonzaronosku | [logzaromosku | [loazaronosku | [loazaronoBku
rpad rpad rpad rpad
1 2 3 4 3)
ITo13aroyI0BKH CTPOK Crpoka Crpoka Crpoka Ctpoxka

boxoBuk
(rpada nus
3aroJjI0BKOB)

I'padsr (komoHKM)

®opMma TadIUIbI
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[Tpunoxenue Ne 31
K 1. 6.3.9, . 6.5.3

Hepeqenb AOKYMCHTOB, HE NNOJICKAIIUX PErucTpanuu

1.T’'OCTg1, OCTrr, TY.

2. I'paduku, Haps b1, 3asIBKU, pa3HAPSIKU.

3. JIoKyMeHTHI 10 MaT€pUAIbHO-TEXHUYECKOMY 00ECIIEUEHHI0, CTATUCTHYECKAs U
Oyxraiarepckas yuyeTHas ¥ OTYETHasl JOKYMEHTAI[HSI.

4. KoppecnoHieHIIUs, aApECOBaHHAs COTPYAHUKAM HWHCTUTYTa C IOMETKON
«JImgaHO».

5. Hay4Hble OTYETHI.

6. HopMbI 1 HOpMaTUBBI pacxo/1a MaTepUAIIOB.

7. [InaHOBO-(prIHAHCOBBIE JOKYMEHTHI.

8. IleuaTHble n3nanus (KHUTH, KypHaJIbl, OIOJUIETEHHU U T. 1.).

9. UndopMalimoHHbIE MaTepUallbl, IPUCIIAaHHBIE B KOIIUU J1JIsl CBECHUS.

10. ITo3apaBuTENBHBIE TUCHMA, TEIETPAMMBI.

11. IIpelickypaHTHI.

12. IIpereHsun.

13. IlpurnacutenbHbIC OMIIETHI.

14. ITporpammbl KOH(EPEHLINIA, COBEITaHUN.

15. PexsiamMHble MaTepHalibl (JIMCTOBKU, TPOTPAMMBbI, IPOCHEKTHI, U3BELIECHU).

16. 3amanuss Ha KOMaHIMPOBAHHWE CIECIHMATUCTOB 3a pPyOek U CMETHI TIO
KOMaHIUPOBKaM.

17. TexHu4yecKue ycioBus.

18. YueOHble mi1aHbl, MPOrpPaMMBI.

19. ®opmel 1 O1aHKK (Kpome OJIAHKOB CTPOrO yYeTa U OTYETHOCTH).

20. ITpoekTbl BHYyTPEHHUX TOKYMEHTOB.
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KypHaJ perucTpauuu nocTynawmux J10KyMeHTOB

[Tpunoxxenue Ne 32
KII. 6.5.5

Haraun Konu-
Hara |Perucrpa- Kounu-
o WHJIEKC gecTBO | Pesomronus ¢
noctyn- | inoHHsI | Koppecnon- Kpatkoe | udectBO
MOCTYITUB- nucToB | ykazanueM |lloamuce
JIeHUs | HOMeEp JIEHT co/iepKaHue| IK3eM-
IIETO B DK3€M- | HCIIOJTHUTEIIA
IJISIPOB
JIOKyMEHTA Isipe
1 2 3 4 5 6 7 8 9

®opma )KypHAJIAa PerHCTPALMH NOCTYNAIIUX JOKYMEHTOB
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[Tpunoxxenue Ne 33
KII. 6.5.5

ZKypHaJu perucrpanyuu oTnpaBJ/isieMbIX JOKYMEHTOB

1 Koppecnionent P . K . Otmetka 00
ara eTHCTPALMOHHBIA HOME aTKoe CoJlepIKaHH
(ampecar) pall P p AeP UCIIOJTHCHUU
1 2 3 4 5

®opma KypHaJIa perucTpanuu OTHPaBJIsieMbIX IOKYMEHTOB
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CITPABKA

00 00beMe JOKYyMEeHT0000poTa

[Tpunoxxenue Ne 34
K1I. 6.7.6

OpcKoro ryMaHMTapHO-TEXHOJIOIMYECKOr0 HHCTUTYTA (puimaia) OI'Y

20 roj

(mecs)

JIOKyMEHTBI

KosinuecTBO TOKYMEHTOB

IIOJJIMHHHUKH KOITUH"

Bcero

[locTynarommue

OtnpaBiisiembie

BuyTrpennue

Hroro

HauanpHuk oTAc]Ia JOKYMCHTAIUOHHOI'O

oOecreyeHus U KOHTPOJIs
WCTIOJTHEHUS IOKYMEHTOB

JlaTta

Oobpa3zen cnipaBku 00 00beMe JOKYMEHT0000poTA

IToammce

JLE. JlockyTtoBa
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[Tpunoxenue Ne 35
K 1. 6.9.7

HepequL CPOKOB UCITOJITHCHHUSA TOKYMCHTOB

1. 3anpoc nenyrara @enepanpsHoro CobOpanus — He mo3jHee, yeM B 30-THEBHBIM
CPOK CO JHS pETUCTPALIIH.

2. [lpennoxenust  3asBieHust aemyratoB denepanpbHoro CoOpaHusi — B CpPOK [0
OJIHOTO Mecs11a; He TpeOyIolue N3y4eHUs U IPOBEPKU — B MAKCUMAJIbHO KOPOTKHE CPOKH.

3. ITucpma-nopydeHust ¥ NUCbMa-3arpochl BHIIECTOSIINX OPraHOB — K YKa3aHHOMY
B HHUX CPOKY, MHJIMBHUAYaJbHbIE CPOKHM YCTAaHABIIMBAKOTCS B PE3OJIIOLMAX PYKOBOICTBA.
Ecnu cpok MCHOJHEHUS B IOPYYEHUH HE YKa3aH, OHO MOJJIE)KUT UCIIOJHEHUIO B TCUCHHE
30 nmmeir ¢ marel ero noanucanus. llopydeHwus, conxepkalMe yKa3aHUs «CPOYHOM,
«HE3aMEJUIMTENIBHO» IIOJUIEKAT WCIIOJIHEHUIO B TEYEHHE 3 JHEW C JaThl MOAIUCAHUS.
VYKazaHue «ONepaTuBHO» NMpeaycMaTpuBacT 10-qHEBHBIM CPOK UCTIOJIHEHUS TOPYYEHUS.

4. OOparienus rpaxaad — B cpok 110 30 qHel co IHA HMX PErucTpalyy B MHCTUTYTE.
OOpareHus, He TpeOYIOIIKE AOMOJTHUTEIBHOTO U3yYEHUS U IPOBEPKH, pACCMATPUBAIOTCS
0e30TIIaraTebHO, HO HE Mo3/1Hee 15 qHel co HS MOCTYIJIEHUSI B UHCTUTYT.

5. OOpailieHHs] BOGHHOCTYXAIIUX U Y4JIEHOB X ceMel — He no3aHee 10-tu aHeu co
JHSI IOCTYIUJICHUSL.

6. [IpoTokoJBl pa3HOTIacHil: cocTaBiIeHUE U HampaBieHue — B 10-IHEBHBIN CpOK,
paccMmoTpeHue — B 20-1HEBHBIN CPOK.

7. TenerpamMmbl, TpeOyIOIIUE CPOYHOTO pEUIEHUs, — 10 3-X AHEH, OCTaJbHBIE — B
teueHue 10-Tu 1Hew.

8. CornanieHus JOMOJHUTEIbHBIE: TOAMMCAHUE — HE MTO3HEE MATU JHEH ¢ MOMEHTa
MIOJIyYECHHUS.

9. [ucbma npeanpusATHI, OpraHu3anui, yupexaenuii — 10-tu nuei.

10. [InatexxHpie MOPYYEHHUS NEHCTBUTENBHBI K MPEABABICHUIO B O0aHK B TEUCHHUE
10 xanmeHmapHBIX THEW, HE CUMTAS JHS BBIMUCKHU.

11. ’)Kanob6a Ha HenpaBUIIbHbBIE JEHCTBUS WU PACHOPSKEHUST (PMHAHCOBBIX OPraHoOB—
paccMoTpeHune He no3aHee 10-1HeBHOro Cpoka co IHS MOCTYIUICHHUS.
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[Tpunoxenue Ne 36
KII 7.2

HepequL AJOKYMECHTOB, HA KOTOPbIC CTABUTCH OTTUCK repﬁoBoﬁ neyaTu

1. AkTbl (BBIIOJHEHHBIX pabOT, CHOUCAHUS, OJKCIEPTHU3bI, CBEPOK, IMpUEeMa
3aKOHYEHHBIX CTPOUTEIHCTBOM OOBEKTOB, O0OPYIOBAHUS H T. 1I.).

2. BbIMUCKY U3 MPUKA30B, PACIOPSHKCHU.

3. loBepeHHOCTH.

4. J1oroBOpHI U IOTIOJIHUTEIIbHBIE COTIAIICHUS K HUM.

5. JloxymeHThI ¢ oOpa3iiaMu OTTUCKOB NeyaTell U nmoAnuceil paboOTHUKOB UMEIOLTUX
MpaBO COBEpIICHUS (PMHAHCOBO-XO3SIMCTBEHHBIX OMIEPAIIUA.

6. JIokyMEeHTBl COMCKaTelIell YYEeHBIX CTENEeHEH, MpeACTaBIsieMble ISl 3alluT
JUCCEpTAIMM (JTMYHBIN JTMCTOK MO yYeTy KaJpoB, CIIUCOK HAYYHBIX TPYIOB U T. I1.).

7. IOMKHOCTHBIC WHCTPYKITHH.

8.3amanuss (Ha TPOEKTUPOBAHHWE OOBEKTOB, TEXHMUYECKUX  COOPYKCHHH,
KalnuTajIbHOE CTPOUTEIHCTBO U T. 1I.).

9. 3aximroueHuss W OT3BIBBI HA JHMCCEpTAINH, aBTopedeparhl, HaMpaBiIeMbIE B
Bricuryio aTTecTaiioHHYI0 KOMUCCHIO.

10. 3ampocsl B HaJOroOBBIE OpraHbl s moiyueHuss Beimucok u3  EgmHoro
rocyJapCTBEHHOTO peecTpa IPUANUYECKUX JIHII.

11. 3asBku (Ha 000py0BaHUE, N300pETEHUE U T. 11.).

12. 3asBrieHus 0 BbIaue JOKYMEHTOB JIJIsl TIOJYYEHHUsI 3arPaHUYHOTO TTACIOPTa.

13. Harpaanbie TUCTBI, TPAMOTBI, TUIIJIOMBI, CEPTU(PHUKATHI.

14. O13bIBBI HA HAYYHO-HUCCIIEOBATEIBCKUE, BBIMYCKHbIE KBATU(DUKAITMOHHBIC
CTyJIEHYECKHE PaOO0THI OTIIPABIISIEMbIE HA KOHKYPCHI, OTUMITUAIbI, BHICTABKH.

15. Iluchma rapanTuiinbie (Ha BBITIOJIHEHUE PabOT, OKa3aHHe YCIyT, 00 OIUIaTe U T.IL.).

16. TTonoxeHrne 06 MHCTUTYTE, N3MCHECHUS U JIOTIOJTHEHUS K HEMY.

17. TlonoxxeHuss O TMOApA3NEICHUSIX, O ACSITEIbHOCTH, WHCTPYKIUHU, MpaBuia U
JPYTHE JIOKAJTLHBIC aKThl HHCTUTYTA.

18. [IpencraBnennst u XxojaTaiicTBa (0 HarpaXACHUU roCcyJapCTBEHHBIMH
Harpajgamu u T. 1.).

19. IIpoTOoKOJIbI ~ COTJIACOBaHUS CPOKOB IOCTABOK, IIEHBI, pa3HOIVIACHUU K
IPaKIAHCKO-TIPABOBOMY JOTOBOPY H T. .

20. Peructpanuonusie ¥ HWHPOPMAIMOHHBIE KapThl HAYYHO-HUCCIEIOBATEIbCKUX
pabotr (HUP) wu ombiTHO-KOHCTpYKTOpCKHX paszpadotok (OKP), ormpaBnsiembie B ®I'HY
OUTuC.

21. PeecTpsl (4eKoB, OIO/DKETHBIX TMOPYYCHUH, MEPEUNCIICHHS JIEHEKHBIX CpPEICTB,
MIPEICTABISIEMBIX B OaHKU U yupexacHus denepanbHOro Ka3HaueHcTBa U T. 11.).

22. CunerenscTBa (O TOBBINICHWH KBalM(HKaAMA, 00 OKOHYAHWUU KYypCOB, O
PETUCTPAIMU IEKTPOHHBIX PECYPCOB H T.J.).

23. CMeTbl JOXO0/I0B U PAcXOJ0B, & TAK)K€ MHBIE IOKYMEHTHI M0 (PMHAHCUPOBAHUIO
UHCTUTYTA.

24. Cneuudukanuu (M31eIui, TPOAYKIIUU U T.1.).
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[Tponomxenue npunoxenus Ne 36
K. 7.2

25. CnpaBku  (Ha CTYJIEHTOB, COTPYJHUKOB, aCHUPAHTOB, aKaJeMHUYECKHE,
apXWBHBIC, O PETUCTPAINH U3TAHUA H T. 1.).

26. Cuera u apyrue OyXraaTepcKue JOKYMEHTHI.

27. TpynoBbIe KHUKKH.

28. YnocroBepeHuss (0 caade KaHAMJATCKUX OK3aMEHOB, O IIOBBHIIICHHUH
KBaTU(UKAIIUK U T. [1.).

29. ®uHaHCOBBIE JIOKYMEHTBI U OTYEThl, MpeAcTaBisieMble B MUHUCTEPCTBO
¢bunancoB Poccuiickoit denepannu, MunuctepcTBo obpa3oBanus U Hayku Poccuiickoii
Oenepanuu, OepepaabHOE KA3HAUECHCTBO, HAJIOTOBBIE U CTATUCTUYECKUE OPTaHbl, (POHIBI.

30. XomaralicTBa.

31. lltaTHbIE pacliiCaHUs U U3MEHEHUS K HUM.

32. Konmuu JTOKyMEHTOB TpPEOYIOMIMX OCOOOTO YAOCTOBEPEHUS WX IOJIUHHOCTH
(ITomo>kerre 00 WHCTHTYTE, YCTaB YHHBEPCHUTETA, WU3MEHEHUS W JOMOJIHCHHS K HUM,;
JUIIEH3Us Ha MPABO OCYIIECTBICHUS 0Opa30BaTEIbHON ACATEILHOCTH W MPHUIOKEHUN K
HEW; CBUACTEIBLCTBO O TOCYJIapCTBEHHON pETUCTpallUd  IOPUAMYECKOTO  JIMIIA;
CBUJIETEILCTBO O TOCYJAPCTBEHHOW AaKKpEOUTAIMU W TPWIOKCHHH K  HEMY;
CBUJIETEIHCTBO O BHECEHUH 3alvcy B ENWHBIN TOCyIapCTBEHHBIH peecTp FOPHINYECKHUX
JUI; CBUJETEILCTBO O TIIOCTAHOBKE HAa Yy4Ye€T B HAJIONOBOM OpraHe; IMpPHUKA30B,
pacnopsLKEHUN MHCTUTYTA; TUILIOMOB 00 OKOHYaHUHM UHCTUTYTA U T. 11.).

33. Konmuu 10KyMEHTOB HUCXOASAIIUX OT HHCTUTYTA.

34. Komuu UMEIOMIMXCS B HWHCTUTYTE JIOKYMEHTOB HCXOMSIIUX OT JPYTUX
OpraHu3aliii, OT KOTOPBIX IMOJYYUTh HEMOCPEJICTBEHHO KOIMUU JTUX JTOKYMEHTOB
3aTPyAHUTENIBHO WJIM HEBO3MOKHO.

35. lupie  MOKyMEHTBI JUIsl YAOCTOBEPEHHUS TOMNUCH JOJHKHOCTHOTO JIMIIA,
MMEIOIIETO MPaBO JACHCTBOBATh OT UMEHH MHCTHTYTA, a TAKXKE JOKYMEHTHI, TPEOYIOIIHe
HaJU4Hs OTTHCKA TepOOBOM IMeYaT B COOTBETCTBUHU C JICHCTBYIOIIUM 3aKOHOAATEIHCTBOM
Poccuiickon ®@eneparumn.
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[Tpunoxenue Ne 37
lU km 9.2.1

MUHOBPHAYKH POCCUH YTBEPX/AIO
Opckuii PekTop uHCcTUTYTA
FyMaHI/lTapHO-TeXHOJIOFH‘leCRI/Iﬁ l" A MeHeKeCOB

HHCTHUTYT ((puimaln)
(enepaibHOrO rocy1apcTBEHHOT O
OK0/1’KeTHOr0 00Pa30BATEJILHOI0 YUPeKACHHUS Hata
BbICIIET0 MPO(eCcCHOHAIBLHOI0 00pa30BaHuUs
«OpeHOyprckuii rocy1apcTBeHHbII YHUBEPCUTET)
(Opckuii ryMaHUTAPHO-TEXHOJIOTHYECKUIA

Ilonnuce

HHCTUTYT (puauan) OI'Y)
HOMEHKJIATYPA JAEJI
15.01.2012 Ne 01-04-07
r. Opck
Ha 2012 rox
Cpoxk xpaHeHus
KomuuecTtBo nena (Toma,
WNunexc 3aroyi0oBOK Jiena
. nen (TOMOB, gactu) u Ne [Ipumeuanue
Aena (Toma, wactei) qacTeil) cTareu no
TIEPEUHIO
1 2 3 4 5)
02. Yyenniii CoBer
02-01 | Ilpukassl ¥ HMHCTPYKIVBHBIC IMMChMA MUHKCTEpCTBA JAMH
oOpa3oBanusi u Hayku Poccuiickoit Deneparpm cr. 19a
0 IESITEILHOCTH Y YEHOTO COBETA.
Konuu
02-02
03. lexanar pakyabrera’
03-01 | IIpuka3bl UHMHCIPYKTHBHBIE MCHMa MUHHCTEpCTBA JAMH "Tepesens
o o (hakynpTETOB B
oOpazoBanus u Hayku Poccuiickoit deneparmm ct. 19a Tpuoskermm No |
M0 y4eOHO-METOIUYECKUM BOTIPOCAM.
Konuu
03-02

Hepeqeﬂb THUIIOBBIX YIIPABJICHUYCCKUX APXHUBHBIX JOKYMEHTOB, O6p3.3y}OLLU/lXCﬂ B IIpouecce ACATCIIBHOCTU TI'OCYAapCTBEHHBIX OPraHOB,
OpPraHOB MECTHOTO CaMOYIPABJICHHs M OPTaHU3aLUil C yKa3aHHEM CPOKOB XPaHEHHs, YTBEp)KICHHBIH MpHKa3oM MUHHCTEPCTBA KyJIbTYpbI
Poccuiickoit deneparuu ot 25 aBrycra 2010 r. Ne 558.

Hauvansauk OJIOKM ] IToanuck JLLE. JIockyToBa
Hara

COI''TACOBAHO COI''TACOBAHO

[Tporokon K Opckoro [Tporokon DIIMK
T'YMaHUTapHO-TEXHOJIOTUYECKOTO KOMUTETA T10 JIeTIaM apXHBOB
uHctutyTta (prmana) OI'Y Openbyprckoit o6macTu

OT Ne oT Ne

Oopa3zen opopMiIeHUS HOMEHKJIATYPBI JeJI
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[Tpunoxxenue Ne 38
K. 9.2.16

Hrorosas 3anuch o KaTeropmsax 1 KOJINIECTBE €1,

3aBeleHHBbIX B 2012 rogy

[To cpokam xpaHeHUs

Bcero
nen

B TOM 4HUCJIC

nepexoisi-
X

C OTMETKOH
SIIMK

[locTostHHOTO

Bpemennoro (coiiie 10 ser)

Bpemennoro (10 10 et BKIIOYUTENHHO)

NTOI'O

Hauvansuux OJIOKN]]

JlaTa

Iloamuce

JLLE. JlockyToBa

Oo0pa3sen oopmiieHNsI HMTOTOBOM 3aNMUCH K HOMEHKJIATYPe J1eJ1
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MHUHOBPHAYKHN POCCHUHA

Opcknid
TYMaHUTAPHO-TEXHOJIOT HYeCKHit

[Tpunoxxenue Ne 39
K. 9.2.15

YTBEPXJIAIO

Pexrop uncturyra
I'.A. Menekecos

HHCTHUTYT ((puauai) [oamuck
(enepaabHOIO rocy1apcTBEHHOI 0
OHO/IKETHOTO 00Pa30BaTEILHOIO YUPeKIeHHs Hara
BbICHIEr0 NMPO(ecCHOHAIBLHOr0 00pa30BaHUSA
«OpeHOyprekuii rocy1apcTBeHHbINH YHHBEPCHTET
(Opckuii ryMaHUTAPHO-TEXHOJIOTMYECKUI
HHCTUTYT (puauana) OI'Y)
BBIIINCKA
N3 HOMEHKJIATYPBI JEJI
KommMmepueckuii oTaen
15.01.2012 Ne 07-15
r. Opck
Ha 2012 rog
Konunuec- Cpok
TBO JIEJT XpaHEHHS
Wnnekc 3aroJoBOK Jiena (romoB, | nena(toma, | IIpumeuanue
nerna (ToMa, yacTeil) yactei) | wactu) u Ne
craTey 1o
TIEpPEUHIO
1 2 3 4 5
07. KomMmepueckmuii oTaen
07-01 | Ilpuka3sl ®W  HMHCTPYKTHBHBIE  MHCHMa JAMH
MuHucTepcTBa  0Opa3oBaHUs u HAYKH cT. 19a
Poccuiickoit @enepanny 0 BOIIPOCAM IUIATHBIX
00pa30BaTeNbHbIX yCIYT.
Konun
07-02 | Ilpuka3ssl M  MHCTPYKTHBHBIE  IHCbMa JIMH
YHHBEpPCHTETa  TI0  BONpOCaM  ITUIATHBIX ct. 19a
00pa30BaTENbHBIX YCIIYT.
Konuun
07-03 | ITpukassl U pacOpsKEHHUsI PEKTOpa HHCTUTYTA JIMH HOHHHHHHKZHM
10 OCHOBHOM JIEATEILHOCTH. cT. 19a B Aene Ne 02-
Koruu'
07-04
Hauvansuux OJJOKN/] [Toanuce JL.E. JIockyToBa
15.01.2012

Oo6pa3sen opopmileHNsI BLIMUCKHA U3 HOMEHKJIATYPBI A€
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[Tpunoxenue Ne 40
k. 9.3.19
MunucTepcTBO 00pa3oBaHus U HAYKHU
Poccuiickoit ®enepanun

Opckuii ryYMaHUTAPHO-TEXHOJIOTHYECKUN HHCTUTYT
(puaman) geaepajbHOr0 rocy1apCTBEHHOT 0
OI05KETHOI0 00Pa30BATEIBLHOIO YUYpeKICHUSA
BbICHIET0 MPO(eCCHOHAIBHOT0 00pa3oBaHUs
«OpeHOyprecknil rocy1apCcTBeHHbI YHUBEPCUTED)

(Opcknilt ryYMaHUTAPHO-TEXHOJIOTHYECKUH HHCTUTYT
(puuan) OI'Y)

JKOHOMUYECKHUI pakyJbTeT
Kadenpa mapkerunra

JEJIO Ne 04-31-02

IIpuka3sl peKTOpa HHCTUTYTA
110 OCHOBHOM J1eSITEJILHOCTH.
Konun
Ne 1 mo Ne 54

Hauato: 15.01.2011
Oxonueno: 30.12.2011
Ha 54 aucrax
Xpanuts JMH

Oobpa3zen opopMiieHHs 00JI0KKH J1eJ1a
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[Tpunoxenue Ne 41
k1. 9.3.20
NI
aN ‘IO
N ‘@D
(HauMeHOBaHUE apXH1Ba)
(HaMEHOBaHUE OpPraHU3allN)
JAEJIO Ne TOM Ne
(3aroJIOBOK Jiena)
Hauaro
OkoHYEHO
Ha JIUCTax
XpaHHUTb

D. Ne
Om. Ne

. Ne

®opma 00J10KKH /1eJ1a IOCTOSTHHOT0 H BpeMeHHOro (cBbiie 10 j1eT) XxpaneHust
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[Tpunoxxenue Ne 42
k1. 9.3.20

JINCT-3ABEPUTEJIb JIEJIA Ne

B nene moammTo 1 mpoHyMEpOBaHO JIMCTOB
(mudpaMu 1 TPOTHCHIO)

B TOM HHUCJIC:

JIMTCPHBIC HOMCpPA JIMCTOB

MPONYIIEHHbIE HOMEPA JIUCTOB

+JINCTOB BHYTPEHHEN ONIUCH

Oco0eHHOCTH (PU3UYECKOr0 COCTOSHUS U Howmepa nucros

(dbopmHpoBaHud e
1 2

Haunmenosanue qOJIKHOCTH
paboTHHKa [Toanuce PacmudpoBka nognucu

JlaTa

dDopMa JIHCTA-3aBePUTEIA
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[Tpunoxenue Ne 43
k1. 9.3.20, m. 9.3.21

BHYTPEHHAA OIINCH

JIOKYMEHTOB Jiesia No

Ne Nunexc Jara 3aroJoBOK Howmepa [Ipumeuanne
/1l | JOKYMEHTa | JIOKyMEHTa JTOKYMEHTa JIMCTOB JieJa
1 2 3 4 9) 6
Hroro JIOKYMEHTOB

(mdpamMu ¥ IPOIUCHIO)

KosnuecTBo 1MCTOB BHYTPEHHEN ONUCHU

HaumeHnoBaHue 1OMTKHOCTH JIMIIA,
COCTaBUBILIETO BHYTPEHHIOK ONKUCH
JIOKYMEHTOB Jelia Iloamnuce

JlaTa

(mrdpamMu U TPOIMUCHIO)

Pacmmmdporka noanucu

®dopMa BHYTpPEHHEH OITUCH JOKYMEHTOB /1eJ1
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[Tpunoxxenue Ne 44
k1. 9.4.5
KAPTA-3AMECTUTEJIb AEJIA
Jego
(HOMep U Ha3BaHHE)
Onucob
(HOMEp U Ha3BaHUE)
donp
(HOMEp U Ha3BaHUE)
Brigano BO BpeMEHHOE NOJIb30BAHUE:
No ®.1N.0. Pacrnmcka B Jara Jara Pacnicka B
/1 I10JIb30BATEIIA I1OJIyYEHUU BbIJIa4YN BO3BpAlCHUS rpueme
1 2 3 4 5 6

(I)opMa KapTbI-3aMECTHUTCJIA J1€J1a
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[Tpunoxenue Ne 45

¥
[U K1 9.4.5

MHUHOBPHAYKH POCCUM YTBEPXJIAKO

Opckuii PexTop MHCTUTYTA
ryMaHI/ITapHO'TeXHOJ'IOFI/IquKI/Iﬁ

HHCTHUTYT ((puimaln)
(enepaibHOrO rocy1apcTBEHHOT O
010/1KETHOT0 00PAa30BATEIHLHOIO YUpeKIeHU s Hata
BbICIIIET0 MPO(eCCHOHAIBLHOT0 00pPa30BaHUA
«OpeHOyprekuii rocy1apcTBeHHbI YHUBEPCUTET»
(Opckuii ryMaHUTAPHO-TEXHOJIOTHYECKUIA
HHCTUTYT (puauan) OI'Y)

AKT

I'.A. MenekecoB

Ilonnuce

Ne
r. Opck

O BbIAAQ4€ ACJI BO BPEMCHHOC ITOJIB30BAHUC

OcHoBaunune pacIopsbKeHHE PEKTOpa HHCTHTYTA
Ilenu BeIaYU AL
Beinarores cnenyromue en.xp. u3 gonga Ne

(HasBanwue ¢ona)

Ne Onuce | [eno | 3aronoBok gena | Kpaitnue | KoauuectBo [Ipumeuanue
/1 Ne Ne JaThl JIMCTOB
1 2 3 ) § 7 8
Bceero Beiaercs emI.Xp.,

(b pamMu 1 IPOIUCHIO)
CPOK BO3BpaIlCHUsA :

I[ena BbIAAHbBI B YHOPAAOYCHHOM COCTOSHHH, IIOAIIWMTBI, B OGHO)I(KEIX, C
MMPOHYMCPOBAHHBIMH JIMCTAMHA U 3aBCPUTCIIbHBIMH HAAIIMCAMMU.

Honyanenb 06H3yeTCH HC IIPCAOCTaBJIAThL [JCJId, IIOJIYYCHHBIC BO BPCMCHHOC
II0JIB30BaHUE, AJIA 3aHATUU IMOCTOPOHHMM JIMIaM, HC BbIAABATh 110 HUM KOHHﬁ, BBIIIMCOK U
CIPaBOK, HE MyOJIMKOBATh JOKYMEHTHI.

[Tonyuarenb 00s13yeTCsl BEpHYTH JieJia B apXUB UHCTUTYTA B YKa3aHHBIN B aKTE CPOK.

HOHy‘—IaTeJ'H) MpeaynpeiKACH 00 OTBETCTBEHHOCTH IIO 3dKOHY B CJIydac yTpaThbl WA
IOBPECKACHUA IMOJTYYCHHBIX BO BPEMCHHOC I10JIb30BaHUC ACII.

HaunmenoBanue qOKHOCTH
JIMI1A, BBIJAIOIIErO Aeia IHonnwuce PactmdpoBka moamnucu

HanmenoBaHnue 101KHOCTH
JIALA, [OJIyYaTess [Toxnuce Pacummdposka nognucu

Jlara

OoOpa3zen aKkTa BbIIa4yH /1eJ1 BO BpEMEHHOE MOJIb30BaAHUE
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MHWUHOBPHAYKH POCCHUHA

Opcknid
TYMAHHUTAPHO-TEXHOJIOTHYeCKHl
HHCTHUTYT ((puauai)

[Tpunoxxenue Ne 46

k1. 9.5.6

VTBEPXJIAIO

Pexrop naCcTHTYTa

I'.A. Menekecosn

IMonmnuce
(enepanbHOro rocyiapcTBeHHOT0
010/1KETHOT0 00pa30BATEJBLHOI0 YUpPeKIeHHU S Jlata
BbICIIEr0 NPO(ecCHOHAJIBLHOr0 00pa30BaAHUSA
«OpeHOyprekuii rocy1apcTBeHHbI YHUBEPCUTET)
(Opckuii ryMAHUTAPHO-TEXHOJIOTHYECKH I
HHCTUTYT (punuai) OI'Y)
OIMUCBH Ne _
Ne WNupekc nena 3aroJjoBOK JAena Hata nena KonunuecTBo Cpok IIpume-
/I (TOoMa, gacTH) (ToMa, gacTH) (ToMa, JIMCTOB B JIETIC XpaHeHUs JaHUe
JacTH) (Tome, yacTn) Jiena
(TOMa, gacTm)
1 2 3 4 5 6" 7
Hazpanue pazgena
B nannbIlM pas3aen onuchk BHECEHO nein ¢ Ne
(mdpaMu ¥ TPOMHUCHIO)
mo Ne , B TOM YHCJIE:
JIMTEpHBIC HOMEpA:
IpOoNyIIeHHbIC HOMEpa:
HaunmeHnoBaHue 101K KHOCTH
COCTaBUTEIIS OIUCH [Toamuce Pacmudposka noanucu
JlaTa
COI'JTACOBAHO COI'JTACOBAHO
[TpoTokon K [IpoTokon SIIMK

OpcKOoro ryMaHUTaPHO-TEXHOJIOTUIECKOTO
uHcTuTyTa (punuana) OI'Y
oT No

i
I'pada 6 omyckaeTcst B ONMKMCSX €/ MOCTOSHHOTO XPaHCHHMSL.

Oo0pa3zen onucH eJ1 MOCTOSTHHOI0, BpeMeHHOro (cBbime 10 Jier)

KOMUTCTA 110 JCJIaM apXHBOB

OpenOyprckoii odnactu

oT

Ne

XPaHeHUs U M0 JUYHOMY COCTABY
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[Tponomxkenue npunoxenus Ne 46
kn.11.4.3

[Tepenan el
(unpamMu ¥ IPOIHUCHIO)

)41 PEruCTPainOHHO-KOHTPOJIbHBIX KAPTOTCK K JOKYMCHTAM
(urdpaMu 1 TPONHUCHIO)

HaunmenoBanue HOJDKHOCTH COTPYAHHKA

CTPYKTYPHOT'O TIOApa3/IeJICHUS [Toanuce Pacmmdporka nmoanucu
JlaTta
[Tpunsin JIeJl U

(unpamMu U IPOTIUCHIO) (urdpaMu 1 TPONKUCHIO)

PETUCTPAIMOHHO-KOHTPOJIbHBIX KAPTOTCK K JOKYMCHTAM.

HanmMeHnoBanue 10KHOCTH paOOTHHKA,
OTBETCTBEHHOI'O 3a apXUB [Toxmuce Pacummdposka noanucu

JlaTa

Oo0pa3zen onucH eJ1 NOCTOAHHOTO0, BpeMeHHOro (cBbime 10 Jier)
XpaHeHUs U MO0 JUYHOMY COCTaBY (IPOJOJIKEHHE)
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[Tpunoxenue Ne 47
K1 9.5.6
MunucTepcTBO 00pa3oBaHus U HAYKHU
Poccuiickoit ®eaepanun

Opckuii ryYMAaHUTAPHO-TEXHOJIOTHYECKUN MHCTUTYT
(puaman) geaepajbHOr0 rocy1apCTBEHHOT 0
OI05KETHOI0 00Pa30BATEIBLHOIO YUYpeKICHUSA
BbICHIET0 MPO(eCCHOHAIBHOT0 00pa3oBaHUs
«OpeHOyprecknil rocy1apCcTBeHHbI YHUBEPCUTED)
(Opcknilt ryYMaHUTAPHO-TEXHOJIOTHYECKUH HHCTUTYT
(puman) OI'Y)

donpg Ne
OIINCDH Ne
JUYHBIX JIeJT CTYICHTOB, OKOHUYMBIIMX UHCTUTYT B 2008 roxy

Oo6pa3sen opopmileHNsI TUTYJIBHOTO JIUCTA ONMMCH JIUYHBIX J€JI CTYI€HTOB
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[Tpunoxxenue Ne 48
K. 9.6.4
AKT
npueMa-Tiepeadi JOKYMEHTOB MTOCTOSTHHOTO XPaHCHUS
Kadeapbl MapKETUHTA B apXWB HHCTHUTYTA
(Ha3BaHKE CTPYKTYPHOTO MOJIPA3JICTICHUS )
No Haszpanue Kpaiinue Koui-Bo Kou-Bo [Tpumeuanue
n/m JOKyMEHTa JIAThI €. Xp. | JIUCTOB B Jelie
1. [TpoTokob 2007-2008 24 45
3acenanus kadenpsl | yueOHbIN
roJt
2. I"'omoBoii oTuer 0 2007-2008 1 24
pabote kadeapbl y4eOHBIi
rojt
Wroro mpunsTo: 25 (nBaaLATh MATH) €1. XP.
Cnan:
PykoBoauTens nmoapasaesneHus [Toamnuce PacmudpoBka nmoanucu
[Tpuns:
ApxuBapuyc [Toanuce O.A. Konecoa
12.06.2012

Oo0pa3en opopmiieHUs1 AKTA IpHeMa-Tiepeavu JOKYMEHTOB B apXUB HHCTHUTYTA
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lﬁ [Tpunoxxenue Ne 49
lU k1.9.7.1

MMHOBPHAYKHU POCCUM YTBEPXJIAIO

Opckuii PexTop nnctuTyTa
ryMaHI/ITapHO'TeXHOJIOFI/I'IeCKI/Iﬁ

HHCTHUTYT ((puimaln)
(enepaibHOrO rocy1apcTBEHHOT 0
010/1KETHOT0 00Pa30BATEILHOIO YUPeKIeHU s Hata
BbICIIIET0 MPO(eCCHOHAIBLHOT0 00pPa30BaHUA
«OpeHOyprekuii rocy1apcTBeHHbI YHUBEPCUTET»
(Opckuii ryMaHUTAPHO-TEXHOJIOTHYECKUIA
HHCTUTYT (puauan) OI'Y)

I'.A. MenekecoB

ITonnuce

AKT

Ne
r. Opck

O BBIJICTICHUU K YHUUTOXKEHHUIO IOKYMEHTOB,
HE TIO/JIeXKAIUX XPAHCHHUIO

Ha ocuoBanuun

(Ha3BaHUE U BBIXOJIHBIE JaHHbIE NIEPEYHS TOKYMEHTOB C YKa3aHUEM CPOKOB UX XPaHEHUS)

0TOOpaHbl K YHUYTOXKEHHUIO KaK HE UMEIOIME HAyYHO-UCTOPUYECKON IEHHOCTH M yTPATHUBIIHE
MPAKTUYECKOE 3HAYCHUE TOKYMEHTBI

Ne 3aroyoBoK Hara Howmepa onuceit | Mupekc nena Kon-Bo Cpoxu [Ipumeyanue
n/m Jierna uim nena wiu | (HOMEHKJIATyp) (ToMa, gactn) Jen XpaHCHUS
TPYNIIOBOM | KpaiHue 3a roJsl o (TomoB, | nena (Toma,
3aroJIOBOK | JaThl AEI HOMEHKJIaType | 4acTei) YacTH) U
nen nnu Ne ena no HOMEpa
OIUCH cratei mo
MIEPEYHIO
1 2 3 4 5 6 7 8
Hroro Jen 3a ro/bl
(mdpamMu 1 IPOITUCHIO)
Omnmcu ACII MOCTOAHHOI'O XpaHCHUA 3a roabl YTBCPIKACHBI,

a 1o JIMYHOMY cocTaBy coriacoBanbl ¢ DIIMK komurera no genam apxuBoB OpeHOyprckoit obnactu
(HanMeHOBaHME apXUBHOTO yUPEIKICHHS)
(ITpotoxoun ot Ne )

HaumenoBaHue 10KHOCTH JIMIIA,
MPOBOJAMUBILIETO IKCIIEPTUY

LEHHOCTU JJOKYMEHTOB [Tonnuce PacmmdpoBka noanucu
JlaTa

COTI'JTACOBAHO

ITporokon OK

oT Ne

dopma aKTa 0 BblIeJIeHUH K YHUYTOKEHUIO
JOKYMEHTOB, He MO/JIe:KAIUX XPAHEHUIO
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[Iponomxenue npunoxenust Ne 49
km.12.4.7

I[OKYMCHTBI B KOJIMYECTBEC A€,
(unpamu ¥ IPOTUCHIO)

BECOM KI" C1aHBI B

(HaMMEHOBaHUE OpPraHU3aluN)

Ha repepadoTKy MO MPUEMO-CAATOUYHON HAKIIAIHOU OT
No

HanmMeHnoBaHue TOKHOCTH pabOTHHKA,
CHABILIErO JTOKYMEHTBI Iloanuce PacumgpoBka noanucu

N3MeHeHUs B yYETHBIE TOKYMEHThI BHECCHBI.
HanmenoBanue 10mKHOCTH pabOTHHKA,
BHECIIIETO U3MEHEHUS

B YUYETHBIE JOKYMEHTHI [Tognuce PacmmudpoBka nognucu

JlaTa

dopma aKTa 0 BblIeJIeHUH K YHUYTOKEHUIO
JOKYMEHTOB, He MO/JIesKAIMX XPaHeHUIO (MMPOJI0JIsKeHeE)



