MWHOBPHAYKHW POCCHH

DepepanabHoe rocyaapeTBenHoe Glo1AeTHOE 06pasoBaTeIbHOE YUPEKICHHE

BBICLIEr0 00pa3oBaHAs
«BaAaaMBOCTOKCKHIl FOCYIAPCTBEHHDIH YHHBEPCHTET SKOHOMIKH H CEPBHCA»

AMAHHCTPATHBHO-KAAPOBOE YIIPaBJIeHHEe

NAIO
DI'BOY BO «BI'YHCx»
T.B. TepenTheBa

20 1.

A
w

ATy
P HAY -
L,

NHCTPYKIUA
O AEJOITPOU3BOJACTBY

2019r. Ne 5Q%

OAD W B

BBezeHo B JieiicTBHE MPUKA30M OT « 4 »

Bnammsocrox 2019




I1.

I11.
3.1
3.2,
3.3.
3.4.
3.
3.5.2.
3.5.3.
3.54.
3.5:5.
3.5.6.
3.5:7,
3.5.8.
3:5:9:

3.5.10.
3.5.11.
3.3.12,

3.5.13

3.5.14.
3.5.18.

3.5.16

3.5.17.
3.5.18.
3.5.19.
3.5.20.
3.5.21.
3.5.22.
3.5.23.
3.5.24.
3.4.25.
3.5.26.
3.5.27.

IV.
4.1.
4.2.
4.3.
4.4.
4.5,
4.6.
4.7.
4.8.
4.9.
4.10.

2

COJIEPXKAHUE

OBIIME TTOJIOXEHM S

OCHOBHBIE ITOHATH S

CO3JIAHUE JIOKYMEHTOB

JIOKyMERTHPOBAHKE YIIPABICHYECKOIT 1EATENBHOCTH
Cocras TOKyMEHTOB YHHBEPCHTETA

O6mue npasiia opopMICHHA TOKYMCHTOR

Bnanku 1OKyMEHTOB yHHBEpCHTETA

OdopmiteHHE PEKBH3UTOB JIOKYMEHTOB

ToBapubiii 353K

HaumenoBanme yHuBepcHTETA

Haumenoanye cTpykTypHOro 110/ipas/ieneHus — aBropa 10KyMeHTa
CnpasouHsie JaHHbIE 006 Opranu3annm
HammeHoBanue BMjla JOKYMEHTA

Mecto cocTaBnenus (u3ganus) JoKyMeHTa

Jara noxymenTa

Perncrpanuonusiii Homep 10KyMeHTa

Ccpuika Ha perucTpalHOHHbIH HOMEP H JaTy JOKYMEHTA
Alpecar

3aro/I0BOK K TEKCTY TOKyMeHTa

Texer moxymenTa

OT™meTKa 0 NIPUITOKEHHT

I'pa cornmacoranus goxkymenTa

Busa

IToanuce A0IKHOCTHOTO JIHLIA

I'pud yTBep:KICHUS TOKYMEHTa

Orruck nedaru

OtMmeTka 0 3aBEpEeHHH KOIMH

Ormerka 06 BcTonHUuTENIE

Pesomonus (ykasaHus 10 HCTIOTHESHHIO JA0KyMEHTa)
OtMmeTKa 0 KOHTpOIIE

OtmeTka 06 HCIIOTHEHNH JOKYMEHTA

OtmMeTka 0 NOCTYIUIEHHH TOKYMEHTA

OTmeTka 0 KOH(PUIAEHITHAIEHOCTH

OtmeTtka 00 3MeKTPOHHOIN MOAIICH
O®OPMIJIEHME OT/EJIbHBIX BUJIOB JIOKYMEHTOB
ITpuka3

Pacnopskenue

IIpotokon

CayxebHoe nucsmo

AKT

JloknaiHas 3anucka

CayxebHas 3anucka

OObsacHUTEIbHAN 3aTI1CKA

Cnpaska

Tenedonorpamma

OPI'TAHUSBALIMA JOKYMEHTOOBOPOTA B YHUBEPCUTETE

O O QW

11
12
13
13
13
13
14
14
14
14
15
15
17
17
19
20
21
22
24
25
26
27
27
27
28
28
28
28
29
29
30
31
33
37
38
39
39
39
40
41



S5.1.
5.2,
5:3.
54.
5.5.
5.6.
5al-

5.8.
5.9.

7.1.
7.2.
243,
7.4.
7.5.
VIIL.

9.1.
9.2.
9.3.
9.4.
9.5.

9.6.

%lo
P =

EEBE
AW

o%ls
O o

Ne 10
Ne 11
Noe 12
Ne 13
Ne 14
Ne 15
Ne 16

2
[Tpuem u nepBuuHas 06paboTKA MOCTYMAKIIIX JOKYMCHTOB
IlpeasapuTensHOe pacCMOTPEHHE TOKYMEHTOR
Pervcrpanps nocTyaumx J0KYMEHTOB
TMopsiiok paccMOTPEHHS JTOKYMEHTOB PEKTOPOM H IIPOPEKTOPOM
PerpcTpaiiyia 1 OTIPaBKa HCXOAAMUINX JIOKYMEHTOB
Perucrpanis 1 NPOXOXKIEHHE BHYTPEHHHUX JTOKYMEHTOB
ITpuem n 06paboTka JOKYMEHTOB, IOCTYNAIOMIMX 110 KaHalaM
SMEKTPOHHOM TOUTHI 1 PAKCHMHIBHOIT CBA3H
I[Topsnok 06paboTKH 1 y4eTa UHOCTPAHHON KOPPeCTOH/ICHIIUY
Vuer u agains 005eMOB JJOKYMEHT0000pOTa
KOHTPOJIb UCITOJTHEHMSI JOKYMEHTOB
JIOKYMEHTAJIBHBIN ®OH]] YHUBEPCUTETA
Pa3zpaboTka HOMEHKIATYPBI A€
@®opmMHPOBAHNE JIeil i UX TCKYIIEe XpaHEHHE
[ToAroToBKa JOKYMEHTOB H €7 K NEpe/laic Ha apXUBHOC XPAHCHUEC
TTops/I0K yHHYTOKEHNS JOKYMEHTOB ¢ HCTEKIIMMH CPOKaMi XpaHCHHS
Ilepesaua e/ Ha apXUBHOE XPAHEHHUES
PABOTA UCITIOJIHUTEJEN C JOKYMEHTAMU
M3rOTOBJIEHUME, VYET HWCIIOJL30BAHME M XPAHEHHME
[IEYATEWN, IIITAMIIOB. BJIAHKOB JIOKYMEHTOB
Buasl nedareii ¥ mTaMIloB, NOPSI0K X H3rOTOBIEHHS
ITopsgok ydera. BBl (cradm) nedareil (WITAMIIOB) M obecrieueHne
UX COXPAHHOCTH
[Topsa0K HCTIONIE30BANNS NedaTeii (ITamMIoB)
[MopsaoK yHHYITOKEHHS MeHaTeli i ITaMIoB
OTBETCTBEHHOCTD 3a YTpaTy medareii (ITaMIoB) WIH HapymEeHHE HX
HCIIONIB30BAHNAE
Vyer 61aHKOB JOKYMEHTOB

[TPHUJIOXEHMA ,
OGpaszel npoAoaLHOTo G1aHKa IHChMa YHUBEPCHTETA
O6pazen mpofonsHOTO OianKa TMHCEMA JUISL  TIEpeNHCKe ¢

HMHOCTPaHHBIMH KOPPECTIOHICHTAMH

O6pazel; 0;1aHKa IpUKasa

O6pasen OnanKa pactopsKeHNA

Cmcok pexsusuros no [OCT P 7.0.97-2016

Cxema pacrojioKeHNs PEKBU3UTOB H TPAHHIL 30H [IPOJOJIBEHOTO Oianka
JOKYMEHTA

INepeuens JOKYMEHTOR, NOMICKAIIHNX YTBEPKASHUIO

[Tepeuens JOKYMEHTOR, HA KOTOPBIX CTABHTCH repboBas ne4ars
TpeGoanus K 0QOPMICHUIO IIPAKA30B BI'vyaC

OGpazen odopmiIeHHs pacTIOPIKEHUA

O6paser; oQopMIICHHS TIOITHOTO MPOTOKONA

O6pasenr ohOPMICHHS KPATKOr0 NPOTOKOA

O6pasen; odopmiaeHus MHChMAa YHHBEPCHTCTA

O6pazen ohopMICHUS aKTa

OGpazelr oGopMISHHS JOKIATHOMN 3aIHCKH

O6pasen 0hopMIcHHs CTYKECOHOH 3aHCKI

41
42
42
43
43
45
45

46
48
48
50
51
53
54
59
59
60
61

61
63

64
65
66

66

69
70

71
72
73
74

75
76
77
89
90
91
92
93
%4
95



Ne 17
Ne 18
Ne 19

No 20
Ne 21
Ne 22
No 23
Ne 24
No 25
Ne 26
No 27
Ne 28
Ne 29
Ne 30
No 31

Ne 33

Ne 34

O6pazen Tenedonorpamme

[lepeuens nokymenToB, He momiekanmx perueTpaniu

Ilepeuens BXOASMIMX JIOKYMEHTOB.  mojuterKammux PasMEILEHHIO B
CVYD]I 6e3 ckannpoBanms

®opma yexTponHoii PETHCTPALINOHHOH KapTOUYKH JOKYMEHTa

CrnpaBka 06 o6beme AOKyMeHTOOGOpOTA

Ilepedens THIOBBIX CPOKOB HCIONHEHMUS JOKYMEHTOB

®opma seKTponHoit KapTouKy MOpYUYEHHS

Dopma HOMEHKITATYPEI /e CTPYKTYPHOTO nojpasieNeHns

Dopma HOMEHKIIATYPEI /1671 YHHBEPCHTETA

O6pazen nmncra-sasepures Jeia .

OGpasen 06i10%KH fena NOCTOAHHOrO XpaHE I

®opma roioBoro pasiena OMHCH A€/ MOCTOIHHOTO XpaHEHHUS

Popma rogoBoro pasjesa OMICH e 10 THTHOMY COCTaBy

Dopma OIHCH e CTPYKTYPHOTO TOApa3/Ie/ieHus

@opma TOMOBOr0 pasjena OMMCH JIEKTPOHHBIX HEN TOCTOSHHOIO
XpaHeHHsl

®opma rojioBoro pasjena OMHCH SIEKTPOHHBIX el 10 JIMIHOMY
CoCTaBy

OGpazent axta © BHUICACHHH K YHWYTOKCHHIO NOKYMEHTOB, HE
TOJIEKAIIIX XPAHEHHIO

®opwma jKypHana ydera nedareii u IITaMITOB YHHBCPCHTETa

96
97
98

99

100
101
102
103
104
106
107
108
109
110
112

114
115

117



YTBEPXIEHA
npukasoM pektopa BI'YDC
OT «__ » 2019 r. Ne

MHCTPYKLAS

[0 A€JIONPOH3BOJACTBY
I. OBIIIME MOJIOXEHHUSA

1.1, MHcTpykims 0o  Je10NpoM3BOACTBY B (eiepalbHOM  roCYIapCTBEHHOM
OlOMKETHOM 00PA30BATENBHOM YUPEKICHHH BHICIIEro obpazoBanus «BiaauBoCTOKCKHI
TOCYJapCTBEHHBIN YHUBEPCHTET SKOHOMHKH M CEpBHCA» (1alee COOTBETCTBEHHO —
Mnctpykuns, BraamBocTOKCKHil rocy1apeTBeHiblil YHHBEPCHTET IKOHOMUKY cepauca,
BI'Y3C) paspaGorana B meiix COBEpILEHCTBOBAHHS NOKYMEHTAIHOHHOTO OGCCIeuens
YUPAaBICHHA H IOBBINEHHA €T0 PHEKTHBHOCTH IyTeM yHHUKamuu coctaBa M dopm
YIIPABJICHYECKUX JIOKYMCHTOB, TEXHOIOTHI paboTel ¢ HHMH H OGECTICUCHHS KOHTPOJIs
HCIIOJIHEHUA  JOKYMEHTOB. Muetpykius  ycraHaBnMBaeT — €HHYIO  CHCTEMY
ZRTONIPOM3BO/ICTBA BO BIIaMBOCTOKCKOM TrOCY/apCTBEHHOM YHHBEPCHTETE SKOHOMHKH H
CepBHCa, MOPANOK HOJATOTOBKH, OGOPMICHHS, NPOXOXK/ICHUS, KOHTPOIS HAJ HCIONHEHHEM.
yuera, XpaHEHHS, [IeYATAHHS, KOMHPOBAHUS W THPAKUPOBAHUS CIY)KeOHBIX JJOKYMEHTOB.

WHcTpyKnMs — ycTaHaBIMBaeT eQMHBE TpeGoBaHMS K JOKYMEHTUPOBAHHIO
YNPABACHYECKOH JEATCILHOCTH ¥ OpPraHuM3alid paGoThl C JOKYMEHTaMH OTKPHITOTO
Xapakrepa B YHUBEPCHTETE, €ro (puinasiax u npeicTaBuTe/IbCTRAX.

1.2. Muctpykuus  paspaGorana ¢ yuerom IlpuMmepHoif  MHCTPYKIMH 110
ACTIONPOU3BO/ICTBY B FOCYJIaPCTBEHHBIX — OPTAHM3AIMAX, YTBEPKACHHON MpPHKA30M
@esepansHoro  apxuBHOro areuretsa  or . 11.04.2018 Ne 44, Wrctpykuun  mo
AeNONpon3BOACTRY B Munncreperse obpazosanus i nayku Poccutickoit ®enepam (nanee
— Munobpuaykn Poccun). yreepxaentoli npukasom Muno6praykn Pocenn ot 30.12.2011
Ne 2917, Metoamyecknx pexoMeHaLii 110 paspaboTke HHCTPYKIWMIA MO IeJIONIPOM3BOICTRY
B (eAepaibHBIX  Opra#aX —MCHONHUTENBHON BIACTH, YTBEPXICHHBIX MPHKA30M
DegepalbHOrO apXUBHOTO areHTeTBa oT 23 gekadps 2009 r. Ne 76, TOCT P 7.0.97-2016
«Cucrema crapiaproB no HHQOpMaimu, OHOIMOTEYHOMY H U3/IaTENBCKOMY  JIeny.
OpraHu3auHOHHO-pacNOpsNTENbHAS  JOKyMeHTalms.  TpeGoBamust K O(GOPMICHHIO
JAOKYMEHTOBY», YTBEPXK/ICHHBIM IpHKasoM Poccranuapra Poccum or 25.05.2017 Ne 435-cr,
Ilpapun oOpraHmsaliy XpaHeHHs. KOMIUICKTOBAHHS, Y4eTa M HCIOIB30BAHMSA JIOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoii ®enepainiit u Jpyrux apXHBHBIX JOKYMEHTOB B OpraHax
IOCY/IapCTBEHHOIl  BJIACTH, OpraHax MeCTHOIO  CaMOYIIPaBIICHHS W OpraHu3alysax,
YTBEePKICHHRIX NMPpHKazoM Munncrepersa Kyiastypst PO or 31.03.2015 Ne526, TOCT P 7.0.8-
2013 CHBM/I. [lenonpomsBojicTBO W apxmBHOe Jejio. TepMHHBI W ONpE/EICHN,
yrBepiaeHHbiM Tlpukasom @ejepaibHOTO areHTCTBAa MO TEXHHYECKOMY PErVIMPOBAHHIO W
merpoiorud  or 17 oxrabps 2013 r. Ne 1185-ct, IlpumepHoii wumcTpyKimeil mo
ACIIONIPOM3BOACTBY B IOCYJAPCTBEHHBIX — OpraHusaliiaX, yTBepajieHHoil  IIpukasom
®enepansroro apxusHoro arenrersa ot 11.04.2018 Ne 44,

1.3. Ilpasuna paboThl ¢ JOKyMEHTAMH, COACPKAUMMH CIyxkebHYi0 HHPOPMALHUIO
OTPAaHHYEHHOIO  pacrpocTpaneHust (JOKYMEHTHI JUIS  CIY:KeOHOro  MoJb30BaHMS),
onpejgeneHsl B MHcTpyknum o nopsake ofpamenus co cayxkeOHo# uH(OpMaimeit
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OTPaHHYEHHOTO PACIPOCTPaHeHHs BO BIaMBOCTOKCKOM TOCYIapCTBEHHOM YHHBEPCHTETE
SKOHOMUKH H CEPBHCA, YTBEPKACHHOI mpukazom pexropa ot 01 ampens 2011 r. Ne 321,

1.4. Tlonoxenns MHCTpYyKUMH HE pacmpoCTpaHMIOTCS HA OpraHu3aLul paboTsl ¢
AOKYMEHTaMH, COACPIKAIMMH CBC/ICHNA, COCTABISIONINE FOCYAPCTBEHHYIO TaifHy.

1.5, [lenonpoussoacteo Bo BIYDC oprammsyercs Ha OCHOBE HaCTHUHOI
ACHEHTPAIN3ALNA ¥ OCYIIECTBIACTCA ODIMM OTACNOM aAMHHHCTPATHBHO-KAJIPOBOTO
ynpapiesus (namee — obmmii ormen AKY) u crpykrypHBIMH TOJIPA3/ICTICHUAMH B
COOTBETCTBHU ¢ TpeboBanuaMi HacTosmeii Mucrpykrmm.

1.6. Tlonosxenys. VIHCTPYKUMM DPACTIPOCTPAHSIOTCA Ha OpraHH3ALUI0 paGoTHL ¢
AOKYMCHTAMH HE3aBHCHMO OT BH/IAd HOCHTEIS, B TOM YHCIHE C 3JIEKTPOHHBIMH
AOKyMEHTaMH, BKIIOYas MX MOJTOTOBKY, PEIHCTPAIMID, YYET M KOHTPOJb MCHOMHEHHS,
OCYIIECTBIIAEMBIC C TIOMOLIBIO ABTOMATH3HPOBAHHBIX (KOMITBIOTEPHEIX) TEXHOTOTHIL.

Cucrema  aBTOMATH3MPOBAHHON  OGpPaGOTKM  OKYMEHTOB, MNpHMEHSEMas B
YHUBEPCHTETE, I0/IKHA obecnieunBars BhITOMHEHNE Tpebopanuii HacTosmeit UncTpykim.

1.7. Opranusaiys, BeJeHHE H COBEPIICHCTBOBAHIE CUCTEMBI JOKYMECHTALHOHHOTO
ODeCTeYeHHs YIPABJIEHHA HA OCHOBE [PUMEHCHHS COBPEMEHHEIX TEXHHUCCKHX CPCICTB
opu paboTe ¢ JOKYMEHTaMH. METOINYECKOE PYKOBOJCTBO W KOHTPONE COBIIOEHNSA
YCTAQHOBJICHHOTO TIOpAAKAa paboThl ¢ JOKYMEHTAMH B CTPYKTYPHBIX MOJIpasaeIeHuIX
YHHBEPCHTETA OCYIIECTBIIACTCA 00mum otaenom AKY.

1.8. OTBETCTBEHHOCTE 33 OPraHM3alMI0 M COCTOSHHE JIEJIONPOM3BOACTBA B
CTPYKTYPHBIX MOAPA3ACACHHAX, CBOEBPEMEHHOE H KAYECTBEHHOS UCIIOMHEHHE JIOKYMEHTOB,
MX COXpAHHOCTh BO3NAraeTCs HA PYKOBOAMTENeH CTPYKTYPHBIX MOApasAeIcHHMil
YHHBEPCHTETa (JICTIApTaMEHTOB, YNPAaBACHWil, ICHTPOB, OTICIOB, MHCTHTYTOB, KaQenp,
Jaboparopuii 1 T.1.).

1.9. Benenme enompou3BoJCTBa OCYIIECTBIAETCH pPaGOTHHKAMH CTPYKTYPHBIX
MoApasjeieHuii,  HA3HAYEHHLIMH  PYKOBOJMTEISIMH  mojpasaeieHuii,  YKasaHHbIC
COTPY/IHHKH 00ECIeunBaloT y4eT M NPOXOXKACHHE JOKYMEHTOB B YCTAHOBIEHHBIE CPOKH,
HH(POPMHUPYIOT PYKOBOJCTBO O COCTOAHMH MX MCTONHEHMS, OCYIECTRIMIOT 03HAKOMIICHHE
COTPY/ITHHKOB ¢ HOPMAaTUBHBIMI 1 METOIMYCCKIMH JOKYMEHTAMH TT0 ICIOTIPOU3BOJICTRY.

PaGoTHHKM CTPYKTYPHBIX TOJPasiENeHnii HECyT JMCHMIUIHHAPDHYI) W HHYIO
YCTaHOBJICHHYIO 3aKoHOjJare/nbeTBOM Pocculickoii ®enepanmeil OTBETCTBEHHOCTH 32
Hecobmoaenne Tpedopannii ECTPYKIHA N0 [e/0IIPOU3BOACTBY YHHBEPCUTETA.

1.10. PykoBoguTemH CTPYKTYPHBIX MO/pa3jie/icHuii 00s3aHBl paccMaTpUBaTh BCE
JOKYMEHTBI B JICHb WX TOJAYY€HMs: TpebOoBaTh OT HUCIOIHUTENCH CBOCBPEMEHHON M
KaueCTBEHHOM MOATNOTOBKH JIOKYMEHTOR ¥ BHITIONHEHHS COOTBETCTBYIONIMX [IOPYUEHHUIL.

PyKoBomHTEIN CTPYKTYPHLIX NOAPa3IeaeHHii J0/DKHEI 00eceYnBaTh MPaBUILHOE U
PALHOHATBHOE MCIIONIb30BAHNE CPEICTB OPITEXHHKH, PACXOI0BAaHHE CITyXKeOHBIX OJIaHKOB H
Oymarmn.

1.11. Copepxkanne crnyxeGHBIX JIOKYMEHTOR HE NOMIeXUT pasrnamenuto. C
JNOKYMEHTaMH MOI'YT OBITH O3HAKOMJICHBI TOJNBKO JHIA, HUMEIOIIHC HEMOCPEICTBEHHOES
OTHONIEHHE K UCHOJHEHHMI0 OTHX [JOKYMEHTOB. O3HAKOMICHHE JAPYrHX JHI[ ¢
JIOKYMEHTaIbHRIMHA MaTepHalaMH. a TaKKe Tepeaada JOKYMEHTOB M HX KOt paboTHHKaM
CTOPOHHHUX OPraHU3aIMi JIOMYCKAETCA TOILKO € pa3pelIeH s PEKTOpa YHUBEPCHTETA.

1.12. Ilepen yxomoM B OTHYCK WM BBIE3JIOM B KOMAHAMPOBKY pabOTHHK
CTPYKTYPHOIO TIOJIpa3fie/icHus YHHUBepcHTeTa 00s3aH mnepenath 4epes paboTHUKA,
BE/IYILEro JEIONPON3BOICTBO. HAXOAAIINECS ¥ HETO HA MCTIOMHEHUH JIOKYMEHTHI JIPyroMy
pPabOTHMKY MO YKa3aHHIO PYKOBOIHTEIS CTPYKTYPHOIO I10pa3/ieieHus.

1.13.1Ip  YBOJIBHEHMH WIH [ICPEMEIIEHMH OTBETCTBEHHOI0 3a BEICHUE
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ACIONPOU3BOJICTBA MPOM3BOAMTCS MEpeaada jJel H JAOKYMEHTOB, O Ye€M COCTaBIfSETCS
NPUEMO-CIIATOUHBIH  AKT, KOTOPBIH  YTBEPKIAETCA PYKOBOAMTENEM CTPYKTYPHOrO
nojapasnenenus. Konms akra nepenaercs B ooupiii otgen AKY.

1.14. PaboTHIKY CTPYKTYPHEIX IOAPA3/IeNeHNil YHUBEPCHTETA HECYT MEPCOHATBHYIO
OTBETCTBEHHOCTD 3a BBHINOIHECHHE TPeOOBaHMIT MHCTPYKIMH U COXPAHHOCTE HAXOAALINXCS
¥ HUX JIOKYMEHTOB.

O cnywasx yrpaThl 3aperHCTPHPOBAHHOTO [AOKYMEHTA PaOOTHHK CTPYKTYPHOTO
noapasaenenysa 0653:‘1![ HE3AMC/JINTEIBHO [OJOKHUTh PYKOBOIUTC/O NOAPA3/ICICHNA.
PykoBoAHTe/Ib  CTPYKTYPHOTO TIOAPA3NE/CHHS YHWBEPCHTETAa HA3HAYAET CIyKeGHOE
PaccieoBaHue, O pe3ysibTaraX KOTOPOTO B HENENbHBI CPOK COOBIIAET PYKOBOIMTEIIO
AIMHHHUCTPATUBHO-Ka/[POBOI'o yipasnenus (ganee - AKY).

OOwmmit OTAEN OPraHU3yeT MPOBEPKN COCTOSHUS JAEIONPOU3BOJICTBA U COOMIONCHHS
TpeGoBaHMIi MIHCTPYKIMH B CTPYKTYPHBIX MOAPA3IENCHASX YHUBEPCHUTETA B COOTBETCTBHH
C rpagHKOM, YTBEpKACHHBIM JMPEKTOPOM JEMApTAMEHTA JKOHOMHKH ¥ (uHaHCOB. O
pesyiabTaTax mpoBepoK, OTPHKEHHBIX B AKTAX, JIOKIAIBIBACTCA PEKTOPY.

1.15. Benenne MepenucKyu OT MMCHH YHHBEPCHTETa ¢ APYTHMH OpPTaHU3ALMSIMH
OCYMIECTBIIACTCA PEKTOPOM WITH IIPOPEKTOPOM (T10 NOPYYEHHIO PEKTOPA).

1.16. Bemonuenne nacrosmeii MHCTpYKiH 06A3aTenbHO 118 BeeX paGOTHHKOB
BI'VOC, c ee TpeGoBanmsmMu cOTPYIHHKH TOLKHEL GBITH 03HAKOMJIEHB! MO pacrucky. Bee
BHOBb TPHHATHEIC HA PaboTy paboTHHUKH AO/DKHBEI OBITH O3HAKOMIICHBI PYKOBOIMTEISMU
CTPYKTYPHBIX TOJIPA3JICICHUIT C YCTAHOBIEHHBIM TOPAAKOM paBoTsl € JOKYMEHTAMH H
HacTosmel VHCTpyKuMeR nmo 1enonmponsBo/icTBy. DiieKTponHas Bepeus MHCTPYKIME 110
JICIIONPON3BOJICTBY pasMeniaercs Ha crpanmue obimero otaena AKY.

1.17. Buecenne u3MeHeHHiT B VIHCTPYKUMIO OCYIIECTBISETCA TPHUKAZOM PEKTOpaA
Hociae MX COrjlacoBaHmsi ¢ (eepalbHBIM Ka3eHHBIM yupexxaenueMm «Poccuiickuii
roCyNapCTBEHHBIH HeTopudeckuit apxus Jlansnero Bocrokay (nanee — PIUA JIB).

Il. OCHOBHBIE MOHATHS

HoxymenTupopanne - (ukcamms uHOGOPMAINMH HA MATEPHAIBHBIX HOCHTEIAX B
YCTaHOBJICHHOM HMOPSIIKE:

AeNONPOH3BOACTBO, AOKYMEHTAIMOHHOEe oDecrmeveHHe YNpaBIeHAs — OTPacib
AeATENbHOCTH, O0ECTeunBaomas J0KYMEHTHPOBAHHE M OpraHu3amuio  paboTsl ¢
OPHIHATBHBIMHI JOKYMEHTAMH;

opHUHANBHBIH AOKYMEHT - JOKYMEHT, CO3/aHHbIH Opranm3anmeii, JO0KHOCTHBIM
JIHIOM WIIN IPaXIaHUHOM, 0QOPMIICHHBIH B YCTAaHOBICHHOM MOPS/IKE;

VIEKTPOHHBINH JOKYMEHT - JIOKVMEHT, HHOOpMalMsi KOTOPOro MpPeACTaBjICHA B
3IEKTPOHHOH (hopme:

ABTOP AOKYMEHTA - GU3MICCKOE WM IOPHANYECKOE JINIO, CO3/IABIICE JOKYMEHT;

BH/I NOKYMEHTa - KIacCHOUKAIMOHHOE MOHATHE, 00603HAYAIOIIEe TPHHAUICKHOCTE
JOKYMEHTA K  ONpEACICHHOW TIpynmne JOKYMEGHTOB 1O NPH3HAKy OOLIHOCTH
(YHKIHOHANBHOTO HA3HAYEHUS:

Od!OpMJIEHHe AOKYMeHTa 5 [IpoCTaBJICHHUE HEOOXOIHMBIX PEKBHU3HUTOB,
YCTAHOBJICHHBIX IMPaBHIaAMHU JIOKYMCHTHPOBAHNA .
JEKTPOHHAH uu(bposaa NOANHCE - PEKBH3UT 3JJICKTPOHHOI0 JOKYMCHTA,

NpeJHa3sHAYeHHbI JUId 3aliMThl JAaHHOTO OSIEKTPOHHOIO [JOKYMCHTA OT [OUICIKH.
NOJIYYEHHBIH B pe3yibTate KpUNTOrpaduueckoro mnpeodpa3oBaHus WHPOPMANHH C
MCMOJIB30BAaHHEM 3aKPHITOTO KI0Ya IEKTPOHHON IAQPOBOM HOMAMMCH ¥ MO3BOJSIOMIKIL
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WICHTHQUIMPOBATh BiIajeablia CepTHPUKATA KIH0Ya MOMINCH, 4 TAKKe YCTaHOBHUTh
OTCYTCTBHE HCKAXCHMA HHQOPMAlMM B  3ICKTPOHHOM JOKYMEHTE;

PEKBH3HT JOKYMEHTA - 0053aTeIbHbII 3IEMEHT ODOPMIEHNS JOKyYMEHTA;

OnaHk noKymenTa - HaGop  PEKBH3MTOB. HICHTUDUIMPYIONMX  aBTOpa
OHUIMATBHOTO MHCEMEHHOTO JOKYMEHTA:

MOLTHHHAK JOKYMEHTA - NEPBbIil WM €{HHCTBEHHbIH YK3EMILIAP JOKYMEHTA:

Konmsi IOKyMEHTA - JOKYMEHT, MOAHOCTBIO BOCIPOUIBOMISIIHI HHpOpMAIHIO
TO/UTHHHIKA JOKVMEHTA 1 ero BHelIHHe NPH3HAKH, HE MMCIONMI FOPHAMYCCKON CHIIBI;

SABEPCHHAA KONMMA - KOIMSA JOKYMEHTA., Ha KOTOPOH B COOTBETCTBHH ¢
YCTAHOBJICHHBIM  HOPAIKOM TPOCTABISIOT HEOOXOIUMbIE PEKBU3HTHI, npujatonme e
IOPUIHYECKYIO CHITY;

obpamienne TpakIAHMNA - HANPABICHHBIC B rOCYyapCTBEHHbI OpraH, oprax
MECTHOTO  CaMOYMPaBICHNA WM JIODKHOCTHOMY JIMI[Y MHCEMEHHBIE TPEUIOIKEHHe,
3aiB/ICHHE WIH Xanoba. a Taike ycTHoe OOpalleHHEe TPOKIAHHHA B rOCy1apCTBEHHBIH
OpraH, Oprai MECTHOTO CaMOYIIpaBICHHS:

yHupuuupoBanHas ¢gopma nokymenta - COBOKYTIHOCTh PEKBH3HTOB M THIIOBBIX
(hparMeHTOR TekcTa ZOKYMEHTA, YCTAHOBIEHHBIX B COOTBETCTBHN ¢ PeaeMBIMU B AaHHON
chepe JEATENBHOCTH 32/1a9aMi M PACTIONOKEHHEIX B ONpPENCICHHOM MOPAAKE Ha HOCHTENE
HHbopMaIuu;

mabaon Onanka (YHHOHUEPOBAHHOH (opmbl AOKYMeHTa) — OJlaHK JTOKYMEHTa
(yrudunmposanuas Gpopma JOKyMenTa), IpeACTABICHHEI B 3NMEKTPOHHOIT hopwme;

AOKYMEHTOOGOPOT - BIDKCHHE JOKYMCHTOB € MOMEHTA HX CO[AHHS M
TOTYIEHHA /10 3aBEPLICHNA HCTIOMHEHNUS, TIOMEIIEHHS B ACJI0 M (W/IN) OTHIPABKIL

00beM A0KYMEHT0060pOTa - KONWHECTBO JIOKYMEHTOB, NOCTYIHBIIAX B
OpPraHH3aLMIO U CO3aHHEIX €10 32 ONPEAEICHHbIH HEePHO;

PErucTpauus J0KYMEHTA - [PUCBOCHHE IOKYMEHTY PErHcTPalliOHHOIO HOMEpa H
3aMKUCh B YCTAHOBICHHOM NOPSIKE CBEJCHUIT O OKYMEHTE;

HOMEHK/IATYpa [ed - CHCTCMATH3MPOBAHHBI IepedeHh HANMEHOBAHHI JIel,
(opMHpYEeMBIX B OpraHH3alHil, ¢ YKA3aHHEM CPOKOB MX XPAHCHNS;

SKCIEPTH3a NEHHOCTH JA0KYMEHTOB - W3y4CHUE JOKYMEHTOB HAa OCHOBAHHH
KPUTEPHEB HX UCHHOCTH B LEJISIX OUPE/IEICHNAS CPOKOB XPAHEHHS JOKYMEHTOB H

oTOOpa UX /ISl BKIIOYCHNs B COCTaB apXHBHOIO (DOH/IA;

A€I0 - COBOKYMHOCTH JOKYMEHTOB WIH OTACJIbHBIA JMOKYMEHT, OTHOCSITHECH K
OJHOMY BOTIPOCY WJIH Y4aCTKY JA€ATCILHOCTH OpraHu3aliiu;

dopmHpOBaHHe AeNa - IPYNNHPOBKA WCHONHEHHEIX /OKYMEHTOB B JEI0 B
COOTBETCTBHM ¢ HOMEHKIATY POl aei:

CY3/] — oTkpeTas MOIY/IBHAS CHCTEMA HIEKTPOHHOIO JOKyMeHToobopoTa H
KOHTPOJIS MCTIoNHEeHUs nopygenuii BI'VIC;

AOKYMEHT MOCTOAHHOI0 CPOKA XPAHeHMS! — JOKYMEHT, KOTOPOMY B COOTBETCTBUH
C HOPMATHBHRIMH NPABOBEIMH AKTAMHA YCTAHORIEHO BEYHOE XPAHEHHUE,

AOKYMEHT BPEMEHHOI0 CPOKA XPaHEHHS — JOKYMEHT OrpaHHYEeHHOTO CpOKa
XpaHeHHs, 10 NCTEUCHHH KOTOPOI'o OH NOMIEKHT YHHUTOKECHHIO,

apXMBHBIH JOKYMEHT — IOKYMCHT, COXPaHAEMBIH WX MOUIEKAIIUN COXPAHEHHIO B
CHITy €10 3HAYMMOCTH /UIfl paxk/iaH, 00IeCTBa, rocyAapCcTsa;

NoANHCAHNE (XOKYMEHTA) — BHIPAKEHHUE OTBETCTBEHHOCTH 33 COJEpIKaHue
JIOKYMEHTa TIOCPEICTBOM 3aBEPEHHS €ro COOCTBEHHOPYYHOI MOAMUCHIO JOKHOCTHOTO HIIH
(pu3HHecKoTO JINLIA;
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NOANHCH — PEKBU3HT, COJEpKalmii COﬁCTBCHHOpY‘iH}’KO POCIiHCEL AOJDKHOCTHOI'O
HITH d)HBH‘ICCKOI‘O JIUIa.

IT. CO3JAHHUE JOKYMEHTOB

3.1. lokyMeHTHPOBAHHE YIHPABJICHIECKOH A TeTLHOCTH

3.1.1.  JIoKyMeHTHpPOBAHME YNPABICHYECKOH JSATCIBHOCTH 3aKIIOYACTCHs B
dukcanpu Ha Oymare MIM IPYrHX HOCHTENSX 10 YCTAHOBJIEHHBIM TIPABHJIAM
YHPaBICHYECKHX JCHCTBHIH, T.€. CO3IaHNH YTIPABICHYCCKAX JOKYMEHTOB,

3.1.2. Tlpn nogrotoBke M OQOPMIEHIH IOKYMEHTOB HEOOXOIMMO COOIIOAATH
npaBuila, OOECHEYMBAIOIIME  IOPHAHYCCKYIO CHIY JIOKYMEHTOB, OIEPATHBHOE U
Ka4YeCTBEHHOEC HX MCIIOJIHEHHE W ITOMCK, BO3MOKHOCTE 00paboTKH JOKYMEHTOB C IOMOIIEBIO
CPECTB BEIYMCANUTEILHON TEXHHKIH.

JIOKYMEHT UMECT IOPHIMHECKYIO CHITY TP HAIMYHY PEKBH3UTOB, 00A3aTEIBbHBIX 15
JAHHOTI'O BH/IA IOKYMEHTA.

B npouecce noAroToBKi # 0QOPMICHNS COCTAB PEKBH3UTOB MOXKET OBITH JOMOIHEH
AOPYTHMHU PEKBH3UTAMH, €CIIH TOTo TpebyeT HazHadeHne JOKYMEHTa, ero oOpaborka u T. A.

3.1.3. Kommnexe J10KyMEHTOB YHHBEPCHTETA OIPEAEIIeTCs:

KpyroM BONPOCOB, peIlaeMbIX YHHBEPCHTETOM /Uid oOecrneuyeHusi YCTaBHOIM
JCATENLHOCTH;

CTPYKTYpOil YHUBEPCHTETA;

00BEMOM M  XapakTepoM B3aHMOCBA3EH C JPYTHMH  YUPEKACHUAMH W
OpraHu3anMiaMu.

3.1.4. Or6op BHIOB MOKYMCHTOB, HEOOXOMMMEIX H JOCTATOYHSIX s paboThHl
YHHBEPCHTETA, IIPOM3BOJMTCS HAa OCHOBE, YTBEPKACHHOH PEKTOPOM M COIJIACOBAHHOIT C
skcnepTHO-poBepouHoit komuccueii (DI1K) PIUA JIB HoMeHKnaTyphl Jiell, ¢ yKa3aHUeM
CPOKOB XPaHEHHUs, a TAKKE ONMCH JICT NOCTOAHHOIO U BPEMEHHOI'0 CpOKa XpaHCHUS.

3.1.5. PacnopsaurensHble JIOKYMEHTH, MNOCTYNAKIMME B YHHBEPCHTET U3
BBIIIECTOAMMX OPraHH3aLMiA, JOBO/IATCS /10 HOJIpa3ACiCHHIT YHUBEPCHTETA. ITOCPEICTBOM:

M3/IaHNS  PACIOPAAMTENIBHBIX JIOKYMEHTOB, B KOTOPBIX H3JIaraeTcs COACpiKaHHe
JIOKYMEHTOB BBIIIECTOALICH OpraHu3alliy [PUMEHWTENBHO K 3ajadyaM YHUBEpPCHTETa, M
HAMEYAIOTCS KOHKPETHBIE MEPONPUSTHS, TOJIEKAIHE OCYILECTBICHHUIO;

CCBUIKH Ha HAMMEHOBAHWE, HOMEP H JaTy JOKYMEHTa BBIIIECTOANICH OpraHW3al(iu,
IpY U3JAHHH JOKYMEHTOB Ha HX OCHOBE.

3.1.6. C 1edsi0 YyCOBEpIICHCTBOBAHUS JIEJIONIPOM3BOJCTBA, B YHHBEPCHTETE
YCTAaHABIIMBAIOTCH CJUHBIC mpaBuna odopmicHUS HoKyMeHToB. JliI1 COKpanieHus
KOJIM4ECTBA TPUMEHAEMBIX (POPM JOKYMEHTOB HCHOIB3YIOTCS YHH(MHIIMPOBAHHLIE (HOPMBI
nokymentoB (Y®JI), mpeactaBisioniie COBOKYMHOCTb PEKBH3HWTOB, YCTAHOBICHHBIX B
coorBercTBHM ¢ ['OCT P 7.0.97 - 2016 «YuuduipoBauuas CUCTEMa OpraHH3aLMOHHO-
pacTOpsIANTENBHOM — JOKYMEHTaIMM». a Takke yreepxieHHsie [loctaHOBIEHHEM
['ockomerata Pocculickoii @enepanun ot 5 suBaps 2004 r. Ne 1 «YuuduumpoBaHHsie
(dhopMBl TEPBUYHON YHETHOM JOKYMEHTAIIMH 110 YUETY Tpy/la U €ro OIUIaThl».

3.2. CocTaB A0OKYMEHTOB YHHBEPCHTETA

JIOKYMEHTHPOBAHNE YNIPABICHUCCKON ACATEIBHOCTH 3aKMIOYaeTCss B 3alUCH 110
VCTAHOBJICHHBIM MPAaBWIAM HEOOXOIHMOMH YISl IeSTeNbHOCTH YHUBEPCHTETa HH(pOpMALIN,
T.€. B CO3TAHMN JOKYMeHTa. BHIL JOKYMEHTOR. CO3/1aRaeMEIE B VHUBEPCHTETE!
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OpraHM3al[MOHHbIE JJOKYMEHTHI (YCTaB, HHCTPYKIMH, IOJI0XKCHHUA, PaBiia,
perIaMeHTHI, MITATHOE PacINCaHue, CTPYKTYpa):

PACTIOPSUTMTENBHBIC ZOKYMEHTHI (IPUKA3, PACTIOPAKEHHE, PEIICHHE);

HHQOPMAIMOHHO-CIIPABOYHBIC JOKYMEHThl (aKThl, MNPOTOKOJNBI, AHAJATHYCCKHC,
NOKNalHBIE M CIHyXeOHBIE 3amucKd, jenopas (cayxeOHas) TNepenicka, CIPABKH,
tene(OHOrpaMMBI H T.11.).

Bzanmubie 0043aTelNbCTRa YHUBEPCUTETA C KOHTPAreHTaMM W HX DPETryIMpOBaHHE
ohOpPMISIOTCS B BHJE TPKIAHCKO-NPABOBBIX M HHBIX JIOTOBOPOB. COTTaIICHHH,
KOHTPAKTOB.

3.3. O6mue npaBuaa ohopMIEeHHS TOKYMEHTOB

OCHOBHBIM JIOKYMEHTOM, YCTAHABIHBAIOIHM Ipasiia OQOPMICHHS IOKYMCHTOB,
seasercs TOCT P 7.0.97— 2016 «Cucrema cTaHiapTos no Ha(GopManu, GudInoTeyHOMY 1
m3aTenbekoMy jeity. OpraHHsalHOHHO-PACTIOPS/IHTEIbHAS TOKYMEHTALIMA. Tpeboranus K
0 OPMIIEHHIO JOKYMEHTOBY.

JIOKYMEHTHl YHHBEPCHTETa H3TOTABINBAOT Ha OmaHKax NpH TOMOIM CPEiCTB
2/1€KTPOHHO-BBIMHCTHTEILHON TEXHUKH.

OtaeibHBIe BHYTPEHHHE JIOKYMCHTBI MOTYT THCAThCs OT pPYKH (3aiBICHNE,
0OBACHUTEIBHAS 3aIHCKA U T.IL.).

TeKkcTh TOKYMEHTOR Tieuataiotes Ha Gaamkax ¢opmara A4 depes 1 MEeXCTPOUHBI
uHTEpBall, Ha GaHKax Gopmata AS — 4epe3 ouuH MEKCTPOUHBIN HHTEPBAIL.

PeKBU3UTHI JOKYMEHTa, COCTOAIIME M3 HECKONBKHX CTPOK, NEYATAIOT Hepe3 OaUH
MeskeTpouHsiii uHTepBal. CoCTABHBIC JACTH PEKBH3HTOB "Anapecatr”, "I'pud yraepxaeHud
gokymenta", "OTMETKa O HAIMYHH IPUIOKEHUS ", "T'pud cornacoBanus" OTACTSIOT APYT OT
apyra 1 MEKCTPOUHBIMM HHTEPBATAMIL, HAIIPHMEP:

COI''TACOBAHO

(MeKCTpOYHSBI HHTEpBAI — 1)
PyxoBogurens IOpuiuaeckoii ciryKOBI
(MeskcTpouHBIi HHTEpBAI — 1)
MOAMNCH J1.B. MaHeKKuH

PeKBH3UTHI JOKYMEHTA OTACISIOT JPYr OT APYTa JABYMA-YETBIPbMs MEKCTPOTHBIMM
MHTEPBAJIAML.

MaxkcuMaibHas JJIHHA CTPOKH MHOTOCTPOYHBIX PEKBH3HUTOB - 28 rieyaTHBIX 3HAKOB.
Ecam 3arofioBoK K TeKcTy mpessimiaer 150 3makoB, ero JOMYCKaeTCs TMPOMICBATH 10
rpaHMIBl [IPABOTO TS WM MEPEHOCHTh HA CICAYIOUIYIO CTPOKY. Touky B KOHIE
3aroJIOBKa HE CTaBAT.

[Ipy HATHYME HECKONBKHX TPUGOB YTBEPKACHAS M COTJIACOBAHMS HX pacionaraioT
Ha OJHOM YPOBHE B JIBa BEPTHKAIbHBIX psia. ITepsiil psj mevatalor, HatwiHad oT TIeBOH
IpaHHIEl TEKCTOBOTO MOJISL, BTOPOil - OTCTYIHB 4() mevaTHBEIX 3HAKOB OT JIEBOH IPaHUIIBI
TEKCTOBOI'O M0JI JOKYMEHTA.

AG3all Tekcra medaraetcs ¢ otcrynom 1,25 canTHMeTpa OT JEBOI TpaHHIbI
TEKCTOBOI'O TOJIA.

HaGop TEKCTOB OCYIIECTBIACTCS mpudrom Times New Roman pazmepoM 13, 14:
pa3mepoM 12 OCYIECTBIACTCA naGop Tekcra pexpusuTa «OTMETKA 00 HCIomHUTENE» M
3aroJOBKOB Tpad) ¥ CIpOK B TabiMnax; O(QOPMICHUE BH3 COITTACOBAHMA [IPHKAa30B,
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pacmopsKCHUM U JIp. :

Ilepeuncienus B TeKcTe BhIIENAOTEA ¢ ab3aia 6e3 npocrasieHus aeduca.

Cnosa BHyTpH a03ala pasaeiMoTCs OMHUM [IPOGEIOM.

Ilepen 3makom npemmHanus npobGeisl He CTABATCA. TIOCIE 3HAKOB IpenuHaHusg
CTaBUTCSA OAMH npoben; J0MycKaeTes CTaBHTh NPOOET TOMBKO mepex HomepoM (Ne) u
naparpapom (§).

He craButcs npoGen nepea 3Hakamu pouenT, rpagyc. MHHYTa, CeKVHA,

Pacumidporry moxmicu B pexsmanre «llommmes» nesaraior Ha YPOBHE NMOCAEHHEH
CTPOKH HAHMEHOBAHUS! IOJDKHOCTH € TPOOEIOM MEXkKIy HHHIMAIAMHU | haMineii.

OT rpaHMIlB! JIEBOTO 101 MEUATAIOT: PEKBH3NTEI « TekeT HokymenTay (6e3 aG3ames),
«OrMetka 00 ucnmonuuteaey. «Ipud cornacosanns JoKyMeHTa», «OTMETKA 0 HAJIHYHH
HPHIIOKEHHS», HAMMEHOBAHNE IODKHOCTH B peksusnte «lloamucky»: cnosa «lIpaMeyanne»
1 «OCHOBAHHME», €CIH B TEKCTE JOKYMEHTa MMCIOTCS NPHMEYAHMs WIH BBUICICHHAS B
CaMOCTOATENLHEI ab3al CChUIKA HA APYroil AOKYMEHT, MOCHV)KHBLIMIT OCHOBAHMEM K
m3laumio  gokymenra:  ciioBa  «llpmkaseBaton.  «Chymanwny,  «Beicrynmimy,
«ITocranoBriuy, «Pennuimy, 3ABEPHTEIILHYIO HaANUCh «BepHO».

Pexsuzur "Tlommuces" odopmisior or mois Ges ab3amHOro OTCTYNA. NPH STOM
OCTaBsAs 2-3 MEXKCTPOUHBIX HHTEpBana oT pekBusuta "Teker" wm "OTMmeTka 0 HATHYHH
NpHIOKeHHus".

B nokymenrax. odopmieHHBIX Ha ABYX ¥ Gonee JMCTaX, HYMEPYVIOTCA BTOPOil 1
NIOCIeIYIOMIME JTHCTHI, HOMEPA CTPAHUIL IPOCTABIAIOTCA MOCEPEIMHE BEPXHETO IO JINCTA
apabCKMMH IH(paMy Ha paccTosHIN He MeHee 10 MM 0T BepXHEro kpas JIHCTa.

IIpn odopmieHHH JOKYMEHTOB HE pPEKOMEHAYCTCS MCHOJIb30BaTh HAYEPTaHHE
MIpHPTA «KYPCUBY U 110 {4EPKUBAHHEC TEKCTA.

JIOKyMEHTHI, K4K OSIEKTPOHHBIE, TaK ¥ Ha OyMaKHOM HOCHTETE, MOIYT
CO3IaBATECA € MCIOIL30BAHMEM MPOrPAMMHOrO o0eCneueHns — TEKCTOBBIX, TaOIMYHBIX
PeNaKTOpOB, CHCTEMBI IEKTPOHHOTO JOKYMEHTOOOOpOTa, O0ECTIeUMBAIOIMX CO3/IAHME,
npoOCMOTP U PEIaKTHPOBAHHE JOKYMEHTOB - c
COOJIIOACHHEM TOJI0KEHHIT MHCTPYKIINH TI0 IETONPOH3BOICTRY.

B oprammzaimuy  MOryT MCHOJNB30BATHCA OIEKTPOHHBIE KOIMHU JOKYMEHTOB,
MoNy4aeMele B pesyisTare OUHOPOBKH (HANpHUMEp, CKaHMPOBAHMA) JOKYMEHTOR Ha
OymaskHOM HOCUTENE. DJIEKTPOHHAS KONHA JOKYMEHTA JOJDKHA OBITH 9HTAeMOil, He
COJIEPKATE MEPEBEPHYTHIX H300pakeHUH CTpaHNLl, HE HAPYIIATE HYMEPAIMIO CTPAHMIL.

Jns  S7EeKTPOHHBIX — KOMHIT  JIOKYMCHTOB  PEKOMEHIYETCA  MCIOJIb30BATH
dopmat PDF.

3.4. BrankKH JOKYMEHTOB YHHBEPCHTETA

3.4.1. JlokyMeHTEI. CO3/aBaeMbic B YHHBepcHTeTe. odGopMiasiorcs Ha O/iaHkax.
bnaanku JOKYMEHTOB M3rOTABIHBAIOTCA Ha CTaHJApPTHEIX jucrax Gymarn Qopmaros A4
(210x 297 mM) — opraHM3al{HOHHO-PACIIOPAANTCIBHBIE, CIPABOYHO-HHPOPMAITHOHHEBIE
JOKYMEHTHI (ITHCBMa. aKThl, MPOTOKOJbI), AS (148 x 210 MM), HIH ¢ HCIOJIB30BAHHEM
JIEKTPOHHBIX MIA0JIOHOB ONAHKOB JIOKYMEHTOB, M HMEKOT YCTAHOBJICHHBIN KOMILICKC
00513aTeNBHBIX PEKBA3ZHTOB U NOPAIOK UX PacoIOKEHNS.

bonbime Tabauipl, CXeMbl, JHArPaMMbl H3roTaBiuBatoTcs Ha Oymare dopmara A3
(297x420Mmm).

Kaxaplii mucT AoKyMeHTa, oopMIeHHBIf Kak Ha OjaHKe, Tak U 0€3 Hero, JO/KeH
UMETD I10J11 He MeHee: 30 MM — neBoe: 20 MM — BepxHee; 20 MM — HipKHEE, 10 MM — npaBoe.
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34.2. bnasku [OKYMEHTOB MOTYT H3IOTOBIATECS HA OCHOBE YITIOBOTO W
MPOJONBHOTO PACIONOKEHNsT PeKBU3HTOB. Mceno/ab3oBaHHe yITOBOTO MIIH MPOJIOIBHOTO
O7anKa He BIMSET Ha IOPHANYECKYIO CHILY JOKYMEHTA HIIH €TI0 IIPaBoBoii CTaTyc.

Bo BI'VOC npunsT npo1o1bHEI BAPHAHT pacTioNoKEHHs PEKBH3HTOB.

[Ipu npomonsHOM pacmonoxkerwun (MpojosbHbE GIaHKM) Ha3BaHWE OPIAHH3ALMAN,
BUJA JIOKYMEHTA M Jpyrue HeoOXOAMMBIC PEKBH3HTHI Ha ONaHKE pa3sMEIaroTcsl BAOIb
BCPXHETO NOJIS M HEHTPYIoTcA. PeKBH3HTEI MpojoibHOro GIaHKA MUCbMAa YHHBEPCHTETA
0(GOPMISIOTCS B CHHEM IIBETOROM PEIICHH.

B yHuBepcHTeTE IpUMEHNIOTCH O/1aHKH:

— TPOAOILHBINA OnaHk miuceMa (nputoxkenune Ne 1);

— NpOJONbHEIA  OIaHK  [HCBMa  JUIS  WHOCTPaHHBIX KOPPECIIOHICHTOR
(mpuiioxenne No 2):

— TPOAOJIbHBEIN DjIaHK npukasa (mpuaoxkerne Ne 3).

— MPOJIOJBHKI 01aHK pacrniopsukenus (mpriokenue Ne 4),

3.4.3. bnauk nHckMa yHHBEPCHTETA HMEET CIEAYIOMMIA COCTAR PeKBU3HTOB:

— ToBapHbIi 3HaK BI'YDC;

— HANMEHOBaHHE YHHUBCPCHTETA (IIOJIHOE H COKPAICHHOE);

— KOl OpraHu3aimn; :

— OCHOBHOM rOCYAapCTBEHHBIH perucrpanmoHHbii Homep (OI'PH) opuanueckoro
JIMna;

— WJICHTH(OUKAIHOHHEIH HOMEP HATOTOIUIATETBIMKA/KO PHYHHB MOCTAHOBKH HA
yuet (MHH/KIIIT);

— CHpPaBOYHBIC JIaHHBEIC YHHMBEPCUTETA (IIOYTOBBIA ajapec, HOMepa TenedoHa,
Tenedona-haxca u 1p. CBEJACHUSN);

— OTMETKH [l IPOCTaBIeHHs [aThl i PETUCTPAIHOHHOIO0 HOMepa;

— OTMETKH JIsl CChUIKH Ha HOMEP M JIaTy HCXO/AIIEr0 HOMEpa ajpecaHTa.

B cocraB pekBH3HTOB /71 6:1aHKA MPHKa3a BKIIOUYACTCS:

— TMOJHOE U COKpallleHHOe HAUMEHOBAaHHUE YHUBEPCHTETA:

— BHJ JOKYMEHTA ([pHKas); _

— MECTO COCTaBJICHHA (M3/1aHKS) JOKYMEHTA;

— OrpaHMYMTENILHBIC OTMCTKUA 1A IIPOCTABIACHMS JaThl H PETUCTPAIMOHHOTO
HOMEpa.

3.44. bnaiku  CTPYKTYPHOrO  MNOApA3/JC/CHUS WIH AO/GKHOCTHOTO  JIHI@A
CO3/1AIOTCA B TOM C/Iy4yae, €CiH DPVKOBOIUTENL JAHHOIO TMOAPA3/IEICHHUS HMEET IIPaBoO
HOJAMUCH IOKYMEHTOR.

3.4.5. bnamku 18 caykeGHBIX TNHMCEM B YHHBEPCHTETE H3rOTABIMBAKOTCA
THIOrpagcKuM CrnocoboM, ¢ MOMOMIBIO CPE/ICTB ONEpaTUBHOM mnomurpadum. BiaHku
PACTIOPAIWTENBHBIX JIOKYMEHTOR ROCTIDOM3BOASTCH € TMOMOIILIO SISKTPOHHEIX (Popm
KOHKPETHOTO BH/IA JOKYMEHTA.

3aka3 Ha M3roTOB/JICHME 0/IaHKOB NMPOM3BOAMTCS O0MMM OTAeIOM. B cTpyKTypHBIE
nojpasjenenns OsaHky Brgaorcd B obmem oraene. OOpasisl O1aHKOB COTNMACOBBIBAIOTCS
¢ HauajsHEKOM AKY. Yriorpebnenue 61aHkoB poH3BoILHOM GOPMBI He pazpeliaercs.

3.5. Odopmiaenne peKBH3HTOB NOKYMEHTOB

3.5.1. JIoOKyMeHTHI YHHBEPCHTETa JIOJUKHBI HMMETh YCTAHOBISHHBIN COCTaB
PEKBH3HTOB. X PACHOI0KEHHE 1 OPOPMIECHHE (B COOTBETCTBUH C NPABUIAMH).
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Kaplii KOHKPETHBIN BMIl JOKYMEHTa COJCPHKHT cBoii Habop 00A3aTEIBHBIX
3/IeMEHTOB, TOPSIOK Pa3MEILeHUsl KOTOPLIX ONMPEACiieH 'OCT P 7.0.97-2016 (npriioxKeHHE
Ne 5, 6).

3.5.2. Topapublii 3HAK YHHBEPCHTETA

Tosapustii sHax BI'VIC nomemaercs B ICBOH JaCTH BEPXHETO MO OraHka MucbMa
YHHBEPCHTETA.

3.5.3. HaumenoBanue YHUBEPCHTETA

[MogHoe HAMMEHOBAHME YHHBEpPCHTETa — aBTOpa JIOKYMEHTa (mosiHOE M
COKDAIICHHOE), TIOMEIacMoe Ha OnaHkax JIOKYMEHTOB, JO/DKHO COOTBETCTBOBATL
HAMMEHOBAHMIO, YCTAHOBNEHHOMY YycTaBom yHuBepcurera. Haj —HaMMCHOBAHHEM
YHMBEPCHTETa YKA3bIBAETCH COKPAIICHHOE HAUMEHOBAHHE MuHHCTEPCTBA HAYKH WU
peicniero obGpasopanust Poccmiickoli ®enepauun — Munobpuaykun Poccnn.  IlomHoe
HAMMEGHOBAaHHE  yHHBepcHTeTa —  (ejeparbHOE — IOCYapCTBEHHOC OKOKETHOE
o0paszoBare/bHoe yuUpexKIeHne BBICILIETO o6pazoBaHus «BiaBOCTOKCKHiA
rOCY/IApCTBEHHbIT VHHBEPCHTCT OKOHOMUKH I CEpBHCAN. [Tongnoe HauMEHOBaHHE
YHUBEPCHTETA yKa3biBaeTCs Ha OlaHKe MHCHMA YHUBEPCHTETA M B CIICAYIOMINX JOKYMEHTaXx:
OTYeTHI M CBEIEHMs, HAIpapiseMble B TOCYJapCTBEHHbIE OpraHel; JOTOBOpbI €
FOPHAHYECKUMHI 1 (PU3AICCKIMH THLIAMI; [OJIOKCHHA nozapazaencauii BIYIC.

Veragom BI'VDC zakpeluieHsl  CIEIYIOUME COKPAINCHHBIC —HANMCHOBAHMA
yansepeutera: BI'VOC, ®I'BOY BO «BI'YDC». BaaguBOCTOKCKHII TOCYIapCTBCHHBIH
YHUBEPCUTET YKOHOMHKH M CEpBHCa, ®IBOY BO «BiaauBOCTOKCKHIl roCy1apCTBEHHbII
YHMBEPCUTET SKOHOMHKM B ceppucay. CoKpaleHHOS HAHMEHOBAHNE YHUBEPCHUTETA —
BI'VAC — na 6;1aHKe B cKOOKaX MOMEIIAIOT HIKE [MOJHOTO0 HaNMEHOBAHHA. CoxpamnieHHOE
HAMMEHOBAHME VYHHBEPCHTETa MOXKET YKa3blBaThCAd HA OnaHKax CIpPaBOK. BBIJAHHBIX
JOPUAHYECKHM H (DU3MEECKUM JIHLAM, & TAKKE B JTOKYMCHTAX, HMEIONINX XOXKIEHNE BHYTPH
VHHBEPCHUTETA (AaHATUTHIECKHE, Ci1yKeOHbI€, JOKIaIHbIC 3aITUCKH H T.1.).

Jlns TepenMcKd €  MHOCTPAHHBIMH  KOPPECIOHICHTAMH B YHUBEPCHTETE
HCITONB3YETCS OJIaHK THChMA, HA KOTOPOM HAMMEHOBAHHE YHHBCPCHTCTA MPUBEICHO
ToIBKO Ha aurmiickom s3sike: Vladivostok state university of economics and service.

Eciu  JOKYMEHT  IOJArOTaBIHBACTCH coBMecTHO  aByms ~m  Oomee
OpraHuM3alMaMu. TO HAUMEHOBAHMSA opraHmzalpii CIeJIyeT TeYaTarh Ha HHCTOM
avcre Oymaru. Ilpi cuCTEeMartH4ecKod NOATOTOBKE COBMECTHBIX JIOKYMEHTOB /LISt
HMX MOXeT wu3rotapinmBarbes OmaHk. HanMenoBanus OpraHH3aliil  pacnojararot
Ha 0JITHOM YPOBHE. ~

3.5.4. HanMenoBan#e CTPYKTYPHOTO NOApa3ie/ieHus — ABTOPA J0KyMeHTA

HanMenoBaiHe CTPYKTYpHOro —TOjpa3ieieHus - aBropa  JIOKyMCHTa (B
ToM umcie bumMana, OTACACHUS, UPEACTABUTENLCTBA, KOLICIHAIBHOTO. COBEIIATEILHOTO
WIM MHONO OpraHa) MCrojib3yercss B OnaHkaX MHCEM H OnaHkaxX KOHKPETHBIX BHJOB
JIOKYMEHTOB COOTBETCTBYIOIIHX moApas/ie/ieHNii (OPraHoB) B COOTBETCTBHN C JIOKAILHBIMH
HOPMATHBHEIMH aKTaMH 1 YKa3bIBA€TCA IO/ HaUMEHOBAHUEM OpraHU3aIlHH.

3.5.5. CnpaBouHble AaHHbIE 00 OPranu3anny

CripaBouHbIE JaHHKIE 00 YHUBEPCUTETC YKA3bIBAKOTCA B OaHKaxX MHCEM H BKIIOYatOT
B cebs: Homep Tenedona. dakca, anpec 3MEKTPOHHOI 10YTHI, CETCBOH aJpec.
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3.5.6. HaumeHnoBanHe BHAA J0OKYMEHTA

Haumenosanue Bujaa mzgasaemoro nokymenta (ITPMKA3) Brimodaerca B OmaHk
COOTBETCTBYIOIIErO BH/A JOKYMEGHTOB WIIH VKAa3BIBAETCS COCTABUTENEM IIPU TOATOTOBKE

poxymenta (ITPOTOKOJI). Haumenopanue BH/Ia JOKYMEHTa HE YKa3bIBa€TCS B JEIOBBIX
(cmyxeOGHBIX) MHCBMAX.

Jlna nuceM yKasaHUE BUIA JOKYMEHTA HCIONB3YETCAs TONLKO B CICAYIOLIEM
cogerannn: APAHTHUHMHOE ITMCBMO.

PexBm3UT «BHI OOKYMEHTa» paclojiaraercs Kak MOCTOSHHAA YacTh B COCTAaBe
obuiero OmaHka JOKyMeHTa, KpoMme ONaHKa Juis MHCEM, B AJIEKTPOHHOM Buje (abioH
noxymema), HJIM U3roTaB/InBacTCHa TI-IHOl"pa(pCKIIM CHOCO6OM.

3.5.7. MecTo cocTaB/ieHHs (H3aHHA) JOKYMEHTA

MecTo coCTaBICHHS WIN H3JaHAS JOKyMEHTa (HAaHMEHOBaHHE I'OPOIA, HACSICHHOTO
MyHKTa ¥ T.I.) YKa3bIBaeTCs BO BCEX JOKYMEHTaX, KpOMeE JETOBRIX (CHyKeOHBIX) MHCEM. a
TaKKe JOKTATHBIX, CTY)KEOHBIX 3alHMCOK H JAPYrHX BHYTPEHHHUX HHQPOPMALHMOHHO-
CIIPABOYHBIX JIOKYMEHTOB.

3.5.8. lara qokymeHTa

Jlatoii MOKyMeHTa #ABISETCS JaTa €ro mnoimnucaHus (TpHKa3sl, pPacToOpsKEHHI,
MACHMa, JIOKIIAIHBIC, CIYKCOHBIE 3aIMMCKH, aKThl U Ap.). YTBEpKAEHHs (MHCTPYKLWH,
[OJIOKEHHs, TNpaBWia, PEnIaMEHTHl, IUIaHBL, OTYETH M Jp.). Uld MPOTOKONa — Jara
3acefanus (MPUHATHA PEIIEHIs), /1 aKTa — Aara coOBITHs, €clii coObITHE OBLI0 PacTAHYTO
BO BpeMEHH (HAIpUMep, MPOBEpPKa), a TEKCT akTa OBUI MPHUHAT HA 3aKIFOYHTENBHOM
3acelaHUM  KoMHccuM (B 3TOM CIydae T[EpHOJl TPOBEPKH YKAas3BIBAETCA B TEKCTE
akta). Jlata AOKyMeHTa MpOCTaBIseTcs JIONUKHOCTHBIM JIHMIOM, TOJMUCHLIBAIONINM HIIH
YTBEPKIAIOMAM JOKYMEHT, HIH COTPYJAHHUKOM oO0miero oTAelna YHHMBEPCHTETa MPH
pErucTpamiy JOKYMEHTA, WIM HEeMOCPEJCTBEHHO COCTABUIENEM TpPH MOArOTOBKE
JNOKyMeHTa (IoKIaiHas, ciyxebHas 3aMncka, 3asBleHue | JIp.).

Jlatoif JOKYMEHTa, M3aBaeMOr0 COBMECTHO JBYMS MiuH Oojlee  oOpraHamu
YIIpaBJICHMA, ABAETCA Aara Oojee 1103/iHeH NOAIHCH.

Jlata JIOKyMEeHTa 3aIUChIBAETCS B IOC/IEA0BATEIbHOCTH: JICHb MECsSLA. MECAl, ol
OJIHMM M3 JIBYX CITOCODOB:

apabekumvu udpamu, pastenenasivu Toukoii: 05.06.2019;

CI0BECHO-IH(pPOBEIM criocobom, Hanpumep: 5 urons 2019 r.

MecTo TpOCTABIEHHS JIaThi HA JOKYMEHTE 3aBHCHT OT MCHOJIB3YeMOro OlaHKa M
BUJIA TOKyMeHTa. Jlata MOXKeT NpOCTaB/IATLCS HA CHIENHAILHO OTBEACHHOM /Ul Hee MecCTe.

B goknamHeIX,  CHykKeOHBIX,  OOBACHMTEIBHBIX  3aMHCKaX  BO3MOMKHO
IPOCTABJIEHNE JAAaTHl HUKE PEKBH3UTA «ITOTHCH.

3.5.9. PeracTpauiHOBHbIH HOMED JOKYMEHTA

PerncTpanmoHHEIi HOMEp — 9TO YCIoBHOE IMpPOBOE, pexe OyKBeHHO-IHpPOBOE
0603HAYEHNE, MPOCTABISIEMOE NPU pPErHCTpaliy JOKymeHra. Mecto Uil HaHECCHHs
PErHCTPAIMOHHOTO HOMEpa HA ONIAHKE OTBEIEHO PANOM ¢ JaTOH. PermcrpalmoHHbI
HOMEp JUISl THCEM MOXKET JIONOJHATLCS MHIAEKCOM CTPYKTYPHOrO MOAPA3ACTEHHT MO
HOMEHKJIATYPE /e, COCTABUBIIETO MOKyMeHT, Hampumep: 1234/112000, rme 1234 —
MOPSA/IKOBLIH HOMEDP OTIPABISEMOTO JOKYMEHTA, 112000 wmHAEKC CTPYKTYPHOIO
MoZIpas/ic/IeHns YHHBEPCHTETA.

Ha  joKymeHTe.  COCTABIGHHOM  COBMeCcTHO  JByms  u  Gomee
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Opranus3anygaMH, MPOCTABIOTC] PETUCTPALMOHABIE HOMEpPA JAOKYMEHTA, NPHCBOCHHBIE
KaXKI0i M3 OpraHusaumii. PerucrpauoHnbie HOMEpa OTACNMOTCA APYT OT APyra Kocoit
YEpPTO M MPOCTABIAIOTCA B MOPAAKC YKAa3aHWs aBTOPOB B 3arojOBOYHON 4HacTH
JIOKYMEHTA.

3.5.10. Cepinka Ha perncTpaUHOHHLIH HOMEpP H AATY IOKYMEHTA

Cepuika Ha HCXORAIIMIT PerHCTPALMOHNBIT HOMEp H JIATY JIOKYMEHTA BKJIIOYAETCA B
COCTas pPEeKBW3MTOB Onamka muceMma. CchUlka HA PErHCTPAUMOHHBIH HOMEp M xaty
JAOKYMEHTa aJipecanra [IPOCTaBJIACTCA MCTIOTHUTECIIEM IIpH NOATOTOBKE IMTHCHMa-0TBETA.

Cobulka Ha pPerdCTPAlMOHHBIN HOMEP M JaTy MOCTYHHBIIErO JOKYMEHTa
nomeniaercs Ha OnaHKe OTBETHOro nuchMma. He pexoMeHIyeTcsi BKIIOUATH €€ B TEKCT
JNOKYMEHTA.

3.5.11. Aapecar

JIOKYMEHTHI apecyl0T B OPraHbl BJIACTH, OPraHM3aluaM. JOKHOCTHBIM ITHIIAM,
CTPYKTYPHBIM MOAPA3ASICHIAM, [PaKIaHaM.

Ilpu anpecosanui JOKyMeHTa B OpraH BJAcTH, OPraHM3ALMIO WM CTPYKTYPHOE
nojpasaenenye (6e3 ykazaHws [OKHOCTHOTO JIHMI@) MX HAWMEHOBAHMA THMIIYTCA B
HMEHHUTE/IEHOM Majieike, HanpuMmep:

MuHKCTEPCTBO HAYKH U BBICHICTO
obpasoBanus Poccuiickoii @eneparyu
JlemapTaMeHT pernOHaNbHOIO Pa3BUTHS

Tlpu ajnpecoBaHmM JOKYMEHTa pPYKOBOAWTENK) OPraHn3aliil HAMMEHOBAHME
OpraHu3allii BXOAHT B COCTAB HAHMEHOBAHHA JO/DKHOCTH ajpecara. HANMEHOBAHUE
JOIDKHOCTH YKa3bIBAETCS B JaTeLHOM Najieke, HanpuMep:

PyxoBoauremo Yupasienus
DegepanbHOI HAIOTOBOM CITYHKOBI
no Camapckoii obnacTu
Mapxkesuay C.B.

IIpn HampaB/ieHMH JOKYMEHTA KOHKPETHOMY JO/DKHOCTHOMY JIHIYY HaHMEHOBaHHE
OpraHu3alil | MOAPA3ACIICHIT] VKA3bIBACTCH B MMECHHTC/IEHOM IMAASKE, a IOJKHOCTL U
baMHIHS — B JaTSTBHOM.

Hamnpumep:
MHHHCTEPCTBO HAYKH W BBICHIErO
obpazosanus Poceniickoii @eneparmn
JlenapraMeHT ylpaB/iCHHS AcIaMH
BEAYIIEMY CIICIHAIIUCTY
IlerpoBy A.H.

B pekBuzuTe «Azpecary JIONMYyCKaeTcs MCNONMb30BaTh O(QUUMANIBLHO TPUHATEE
COKpalIeHHBIE HAMMCHOBAaHMS OpPraHoB TOCYJapCTBEHHON BIACTH, OPraHOB MECTHOI'O
caMOYIIpaB/iCHHs, OPTraHU3aL{Hii. :

ITouToBmlii aapec B cocTaBe pPeKBH3WTa  «Ajpecar»  yYKasplBaeTcss B
MOCINE/I0BATENBHOCTH, yeTaHOBAeHHON [IpaBmiiaMi oOkasaHus YCIyr NOYTOBOM CBSA3H.
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Ajpec ajfpecaTa yKa3mlBacTCs B [ipaBofi HIDKHEIl 9aCTH MOYTOBOTO OTIPAB/ICHHA, 2 ajpec
OTTIpaBHTENA — B BepxHedl JIEBOI HaCTH. B coorsercTBun ¢ aAefictBytoummn [TpaBumamu
YCTaHOB/EH CIEAYIOMMH MOPANOK HAIHCAHUA OYTOBOIO aapeca Ha JIOKYMEHTAX.
KOHBEPTAX H APYTHX MOYTOBBIX OTIPABICHHAX:
_ HauMeHOBaHME ajpecara (HaMMEHOBAHWE OPraHU3AMM - HOPHAMYECKOTO Jiua
WIn QaMMITHs, HMA. OTYECTBO s PHSHYECKIX THIL):
— Ha3BaHUWE YIUIbL, HOMEP J0Ma. HOMEP KBapTHPBL
— Ha3BaHHE HACEIEHHOTO IIyHKTa (rOpo/a, MOCCIKa H T.IL):
— Ha3BaHWE 00JIACTH. Kpas. aBTOHOMHOTO OKpyra (06acTh). peciyOIKm;
— crpana (Juis MeXIYHapOIHBIX OYTOBBIX OTIIPABIICHHHN );
— TMOYTOBBIH MHIEKC.
B TaKoM ke HOpsUIKE TIPOU3BONTCS HATMCAHUE aJpeca OTNPaBUTEIS Ha KOHBEPTE.
[TouTOBKIi aZipec HE YKa3biBAETCA B JIOKYMCHTAX, HaNpaBaseMbIX B BRICIIHE OpraHsl
roCyJapcTBEHHOM BJIACTH, Jpyrue (enepanbubic OPralbl MCTIONHUTEBHON  BIACTH,
MOCTOSTHHEIM KOPPECTIOH/ICHTaM.
B peKBH3NTE «a/IpecaTy HHHIHAI! BCEr/ia CTABATCA I10CIe haMILIHH.
[Ipy agpecoBaHAM MUCHMA B OPraHA3aLAIO YKa3hIBAIOT €€ HAMMCHOBAHMUE. 3aTEM
MOYTOBKIN a7pec, HANPUMEDP:
[ocy/1apCTBEHHOE YUPEKACHHE
Bcepoccuiickuii Hay4HO-
NCCIe0BaTeIbCKUI
HHCTHTYT JIOKYMEHTOBEACHHA
W apXHBHOI'O JICNia

Ipodcoroznas yi.. 1. 82, Mocksa.
117393

[Ips ajgpecoBaHME AOKYMEHTA (QHM3MUCCKOMY JHILY yKa3eBAlOT (daMmwino U
HHWLHAS] TIOTyUaTess, 3aTeM - TIOYTOBbIH alpec, HalPHMED:

Bounapuyk C.A.
B. CasBuHCKHI 1ep., 1. 12, k8. 32,
Mocksa, 117574

[Ipu oTmpaBKe MICHMA 10 3IEKTPOHHOI 04T WM 110 (hakCHMIIBLHOIN CBA3H (Ges
JTOCHIIKH TI0 TIOUTE) TMOYTOBHIH aJIpec HE YKa3bIBACTCs. [Ipy HEOOXOAMMOCTH MOKET OBITH
yKa3aH 2JIEKTPOHHBI ajpec (nomep Teiedonal/dakca). HAPHMED:

BeepoccuiicKuii HayqHO-
MCCIIEIOBATEIBCKAN HHCTUTYT
JAOKYMEHTOBREIEHNS 1 apXUBHOTO J¢/1a
mail@vniidad.ru

Crpokn pexkBusnTa «Ajipecar HEHTPYHTCHA OTHOCHTEIBHO CaMOii JUIMHHOH CTPOKH
JJTH BRIPABHHBAIOTCS 110 JIEBOMY KParo.

JIOKYMEHT HE JOMKESH COACPKATH Gosee YETHIPEX APecaToB, KaiIblHi IK3CMILIAD
TAKOr0 JOKYMEHTa JIOJDKEH OBITH MOIMCAH. Cyioo "Konma" mepel BTOPBIM, TPCTHHM,
yeTBepTHIM aJpecaTaMil He YKa3bIBAOT.
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Hpn HATpaBICHHH JOKYMEHTA Oonee ueM B 4eTHIPE ajipeca COCTABIACTCA CIMCOK Ha
PacChIIKY. @ Ha KaXKI0M J0KYMESHTC NMPOCTABAAECTCA TOJILKO OJHH a/IpeC.

3.5.12. 3aro/10BOK K TEeKCTY A0KYMEHTA

3aro;I0BOK K TEKCTY JOKYMEHTa — KpaTKoe Coep/KaHhue JOKYMEHTa — COCTAB/IAETCH
KO BCEM JOKYMEHTaM. 3a MCKIHUCHHEM JOKYMEHTOB, odopmwieHHBIX Ha Oiankax (opmara
AS ¥ MMEIOMHX TeKCT HebombIoro odbema (10 4 — 5 cTpoK).

3aroioBOK K TEKCTY MAOKYMEHTA JO/MKEeH OBITh KpaTKUM. TOYHO [epEaBaTh
COEp)KaHNe AOKYMEHTa. 3arojIoBOK K TEKCTY COITIACOBBIBAETCA ¢ HAMMEHOBAHHEM BHAA
JOKYMEHTA. ‘

Hanpumep:

IIpuxa3s (o yem?) O6 yreepxaenun [Tos0xeHHs O MPUMEHEHHH TTeyaTeil i MITAMIIOB.

IMTucsmo (0 yem?) O nanpapneHnH HHGOPMAIHH,

[Ipasuna (4yero?) BHyTPEHHETO TPYI0BOTO paciiopsaKa.

3arosoBok K TeKcTy ohopMISICTCs 110/ peKBu3uTaMy Oi1aHKa. 3aroIoBOK K TEKCTY
MOKET 3aHuMaTh 4 — 5 crpok 1o 28 — 30 3uakoB B cTpoke. B poKkyMenTax. 0opMIICHHBIX
HA TPOJOJBHBIX OaHKax I1IPHKA30B, 3aroJIOBOK  OGopMIAeTcs HajJ TEKCTOM
[IEHTPOBAHHBIM CIIOCOOOM. 3aroloBOK revyaraercsi 0€3 KaBblU€K H HE MOJYEpKHUBAETCH.
3aroOBOK COCTABISETCS MCIIOTHUTENEM JOKYMEHTA U [IEPEHOCUTCS B PErHCTPALiHOHHEBIE
dopmsl, 6a3y nanubix. [leyaraeTcsa ¢ 0AMHAPHBIM HHTEPBAJIOM. B KOHIIE 3arojioBka TOYKa
HE CTaBHTCA. 3arojIOBKHM HE 3aK/TIOYAOTCS B KABEIYKH U HE NOAYEPKUBAIOTCS,

3.5.13. Texcr foKymeHTa

TexkerT JOKYMEHTa OTpa)kaeT OCHOBHOE CMBIC/IOBOE COJAEpXKAHHE JIOKyMeHTa —
yIpaBlIEHYECKOE JICHCTBHE. peIICHHE,

TekceT meyaraeTcs Ha PACCTOSHHH 2 WHTEPBAJIOB OT 3arojOBKa B YCTAHOBJIECHHBIX
rpaHuIax nosei. JlomyckaeTcs HaYMHATH TEKCT JOKYMEHTa ¢ YBOKUTEILHOro oOpalenns K
anpecary, KOTOpPOe MeqaTaeTcs eHTPOBAHHEIM CIIOCOOOM.

Texer neuaraerca mpugroM pasmMepom Ne 13, uepes 1 MeKCTpouHEIH HHTEpBa, Oe3
[IEPEHOCOB.

Ipy HaM4YKMH YHKTOB OHH 0hOpMISIOTCs apabcKuMH H(paMH ¢ TOYKOIA.

JIOKYMEHTBI COCTaBISIIOTCS Ha PYCCKOM A3BIKE KaK TOCYJapCTBEHHOM S3BIKE
Poccuiickoit ®enepannn. TekeT JOKYMEHTa M3/1araeTcsl PyCCKHM JIMTEPATYPHBIM S3BIKOM C
YU4E€TOM 0COOEHHOCTEH OPUIIHATLHO-ACTOROTO CTHIIA, BU/IA IOKYMEHTA U €I0 Ha3HAUCHHUS B
yIpaBjieHYecKoil AestensHocTi. CoepkaHne JOKYMEHTA JODKHO ObITh H3IOKEHO KPaTKO,
JIOTUYHO, TOYHO H SICHO.

TeKCTHI JOKYMEHTOB U3JaraloTes OT:

— 1-ro n1uila eMWHCTBEHHOIO YMCIa: NPHKA3bIBALD.... IOATOTOBUTH U NPEACTaBUTEL Ha
PACCMOTPEHHE...: TIPOIITY PACCMOTPETH BOIIPOC 00 00ECTICUCHHH. ...,

— 3-ro  JMIa  eIMHCTBEHHOro umcna: JlemapramMeHT  npo(ECCHOHATBHOIO
obpaszoBanus MunoOpuayku Poccun mosaraer..; koulerns MHHHCTEPCTBA HAYKH H
BeICHIero obpaszosanus Poccuiickoii esepaliny 10CTAHOBIIAET. ... YHUBEPCHTET HE CHUTACT
BO3MOYKHBIM....

— l-ro JMIAa MHOXKECTBEHHOI'O YHCIA: TMPOCUM IPEIACTABHTH JAHHBIE O....
NPEJICTABNsIEM HA PAcCMOTPEHNE M  YTBEPXKACHME.., B TPOTOKONAX: CIYINAIM....
BBICTYITHJIM...; PEIIHIH (IOCTAHOBHIIN). '

B COBMECTHBIX JOKYMEHTAX TeKCT H3JIAraloT OT IEepBOro JIHIA MHOKECTBEHHOIO
YHC/IA: IPUKA3BIBACM. .., PEIIHIN. ..
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B Tekcre poxkymeHTa. MOATOTOBJICHHOTO HA OCHOBAaHMM 3aKOHOAATENBHBIX, HHBIX
HOPMATHBHEIX MPABOBHIX aKTOB, M3/IaHHLIX OpraHaMH BJIacTH W yNpaBleHUs, JOKYMEHTOB,
paHee U3JaHHBIX OPraHOM BIIACTH — aBTOPOM AOKYMEHTA, YKA3hIBAETCs HAHMEHOBAHNE BAAA
NOKyMEHT4, HAaWMEHOBAaHME OpraHa, W3/aBUIEr0 [OOKYMEHT, jJara TpHHATHS WIH
YTBEPKICHUA JTOKYMEHTa, €r0 PerucTpaloOHHbIi HOMEp, @ TAKXKe 3arojIoBOK JOKYMEHTA,
3aK/IIOYEHHBIH B KaBLIUKH, HATIPHMED:

«B coorBercTEMM ¢ mipukasom DepepanbHoro kasuageiictea ot 4 wmions 2016 r.
Ne 134 «O6 ....»:

«B  coorBerctBun ¢ llonoxenmem o006 yuenom cosere ®I'BOY BO
“BragMBOCTOKCKMI ~ rOCyJapCTBEHHBIN  YHHBEPCHTET  SKOHOMHKH M CEpBHCA™.
yrBepaeHHbIM npukazom ot 00.00.0000. Ne 00 »,

Ecan TeKCT COHepKHUT HECKOJIBKO MOPYHYCHHIl. PEINCHH, BBIBOIOB H Jp., B TEKCTE
BBLICIIAIOTCS PA3/elibl, MOAPA3/Ie/Ibl, ITYHKTHL, MOJITYHKTHI.

B Texer noxymeHTa MOTYT BKMIOUATHCS (hparMenTsl, 0oQOpMIIEHHBIE B BHJE TAOIUIIE
WIH QHKETHL. '

Crpanuupl TEKCTA HYMEpYyHOTCs apabckuMu nudpaMu MocepeuHe BEPXHEro Mo
JIOKYMEHTA, HauiHasi CO BTOPOii CTPaHUIIBL.

B ciyxkeOHBIX JOKYMEHTaX PHMEHSIOTCS COKPALICHHS CJIOB U CITOBOCOYETAHMH, YTO
VMEHBIIAET O00BEMBI MOKYMEHTOB M YCKOpsieT Bocnpustie uHpopMmamuu. CokpaieHus
JOJUKHBI ObITH TOHATHEL aJ{pecary, NOITOMY NPUMEHAIOTCA OOLICPHHATEIE COKPALICHUA:
CTpaHHIa — C.. 3K3EMIUIAP — 3K3.. CMOTPH — CM.; I. — FOJ; T.II. — TOMY NMOJZOOHOE M Tak
nanee. [lpu HamMcaHHM B TEKCTE MOJHOTO HAMMEHOBAHHS CTPYKTYPHOTO TOJpa3fic/eHHs
WIH  CIIOBOCOYETAaHHs B CKOOKax  YKaselBAlOT €ro  COKpAllleHHE. HampuMmep:
OpraHuzalMoHHO-pacnopsauressHas gokymenranus (OPM), win (zanee — OPJI): otmen
kagpoBoro jenompomsBojcrea  (OKJl). HanmenoBaHme JIO/KHOCTH — JIOIIYCKaeTCs
COKpam@ars TOJIBKO B TekcTe HokymeHTa. B pexBusmrax «Appecar» u «llogmuce»
COKpalieHus HE JOMYCKaAITCH. '

TaGiuuHbIe TEKCTHI NIPUMEHSIOTCA B TAKHX JOKYMEHTAX, KaK CTPYKTypa ¥ IITarHas
YUCIIEHHOCTH, MITATHOE paciucanmne, TiaH paboTel, TEXHUYECKOe 3aJaHie. HEKOTOphie
BHIIBl OTYETOB, TIEPEUHH U JIp.

Hanpuwmep:
ITEPEYEHD
JIOKYMEHTOB CO CPOKaMHU XpaHEHHs
Ne Bun nokymenra Cpoxk xpaHenust [Ipumeqanns
CTATbH
1 2 3 4

TaGiui(sl MMEIOT J(BA YPOBHS WICHEHHs TEKCTa: BEpPTUKANBHEI - Tpadsl u
rOPU3OHTAIBHEIA - cTpokn, OOo0mEeHHbIE HAUMEHOBAHMS TPH3HAKOB B Tabnmie
COCTAB/SIIOT 3aroJIOBKM M MOJ3aroJIOBKM  rpad, a HAAMEHOBaHHS OOBEKTOB -
3aro/IOBKH M MO/I3aroJIOBKH CTPOK TAOMMIIEL, PACIIONOKEHHBIE B Kpaiinel jieBoi rpage.

Hanpumep:
CITPABKA
O 3a10/DKEHHOCTH T10 TUTaTeXaM B OIOKET
n BHeOODKeTHBIE (homk B 2017 1.
3an0/DKEHBOCTE Obmas cymma
11 ITpads
3a10mKEHHOCTD He,uogm(a N0 HAJIOTI'OBBIM psgm ;};ﬁd) 3a70/DKEHHOCTH
pe: narexam pyo. ] ' pyo.
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3aroioBkH rpa M CTPOK IHNIYTCA € NPOMHUCHOMN OyxBbl. IloxzaronoBkn — co
crpounodi.  IlojzaronoBku  rpadp W CTPOK  IpaMMaTHYECKH — COMTACylOTCH ¢
3aroJIOBKaMH.

3.5.14. OTmeTKa 0 NPHNOIKEHHH

OrmeTKa 0 IPUITOIKEHITH HCTIOMB3YETCs TIPH 0DOPMICHHH CONPOBOMTENBHEIX MHCEM
H NPWIOKCHWH K NpPHKA3aM. IUIAHAM, OTYETAM. JIOTOBOPAM, IOJOKEHHSM. MpaBHIAM,
HHCTPYKLIMSAM W APYTHM JIOKYMEHTAM.

B CONpoBOAHTENBHBIX IHCEMAX OTMETKA O MPHIOKEHAH 0hOPMIAETCH MO TEKCTOM
IHCbMA OT TPAHHIILI TEBOTO 10/, Eciy nmpuiokeHue Ha3BaHO B TEKCTE MUACHMA, B OTMETKE
O NIPUIIOKEHHH YKA3BIBACTCS KOIHYECTBO JTHCTOB M KOJIMYECTBO JK3EMILIAPOB IPHIOKEHHS:

Ipunoxenne: va 3 1. B 1 HK3,

Ilpn Hamm4uM HECKOJNBKHX TIDHJIOKCHHI B OTMETKE O TNPHIOKCHUM OHH
HYMEPYIOTCA, YKA3bIBAKOTCA HAHMEHOBAHUA KayK/IOTO MPHIOKCHHA, KOIWYECTBO JTHCTOB M
KOJIMYECTBO IK3EMILISPOB:

Ilpunokenue: 1. 3akmoueHue Ha DPOEKT ... Ha 3 i1 B 2 3K3.
2. CnpaBka 0 qOKyMcHTaX ... Ha 2 1. B 1 2K3.

Ecan npunoxenns cOponopoBaHbl, TO KOJIHYECTBO JIHCTOB He yKassiBaercs. Ecim
NpPHJIOKCHHE HANpPAB/IAIOT HE BO BCE YKA3aHHBIC B JOKYMEHTE aJpeca. TO OTMETKY O €ro
HATHYHN 0QOPMISIOT CIEAYIONIM 00paszoM:

IMprnoxenue: Ha 3 /1. B 1 9K3. TOIBKO B NEPBHIiT ajgpec.

Ha npuioxkeHmsix K mpukasaM, IpaBdliaM, WHCTPYKIHAM, MOTOKEHHAM, IUIAHAM,
nporpaMMam. JOroBopam M JIp. JAOKYMEHTaM OTMETKa O IMPIIOKEHHH MPOCTABISAETCS Ha
IIEPBOM JIHCTE NMPUAOKEHNS B MPaBoM BepxHem yriny. Eciu npunoxeHuit HECKOMBKO, OHH
Hymepyiorest ([Ipuinokenue Ne 1, Tlpunoxenne Ne2). Ecim npmioxeHue OJHO, OHO He
HyMepyerca. B oTMeTke 0 NpHIOKEHMH YKa3BIBASTCS HAMMEHOBAHHE BHAA OCHOBHOIO
JIOKYMEHTAa, €r0 JaTa ¥ HOMEp:

[Tpunoxenne Ne 2

K npukasy /lemapramenta
o0pa3oBaHns 1 HAYKH
IIpumopckoro kpas

ot 16 anpeng 2017 r. Ne 85

Ecru npunokenneM K pacnopsSaANTENbHOMY JOKYMEHTY SBISETCS HOPMATHUBHBIH
NpaBoOBOH aKT (IOJOKEHHE, PErIaMEHT, HHCTPYKIMS M T.J0.) WIM MHOH JOKYMEHT,
YTBEPAK/IAEMBIH JAHHBIM PACTIOPS/IMTENBHBIM JOKYMCHTOM, HA TIEPBOM JIHCTE IPUIIOKEHUS
IPOCTABIACTCA OTMETKA O NpunokeHun. [puioxeHue IBIsSeTcs HEOTHEMIEMON YacThbiO
YTBEPXKIAIOMIETO €r0 pacHoOpSIUTEIEHOTO J0KYMEHTA,

Ecmn 3ateM JOKYMeHT 3areM H3jaeTcs THnorpagckuM crnocoboM BMECTE ¢
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[[PHKA30M, OH COXPAHAET OTMETKY O MPHIOKCHHH. Eciui TOKYMEHT U3/1aeTcs OTAETBHO OT
YTREPMBILETO €ro TPHKa3a, MPOCTaBIACTCA rpud) yTBepIKACHHS, HAPUMED:

Tlpunoxenue

YTBEPXJEHO

npukazom MusoGpraykn Poccun
or 21 mapra 2017 r. Ne 79

Ecnu npHiIoXenHeM fBasercs 060Cco0neHHbIH SICKTPOHHBIH HOCHTENb (KOMIAKT-
JIACK, usb-(hiem-HaKonuTes u 1p.):

Ipunoxenne: CD B 1 3x3.

[Mpn >TOM HA BKIAILIINE (koHBepTE), B KOTOPHIH IOMEIIACTCA HOCUTCID,
YKa3bIBAIOTCH HAMMEHOBAHMA JIOKYMCHTOB, JAMCAHHBIX HA HOCUTEIb, UMeHa (aillos,
06BeM JOKYMEHTOB B JIUCTaX.

Ecii ¢ OJHHM COIPOBOAMTEILHBIM MHCHMOM MEPECHIIACTCA GOBIIOE KOMHYECTBO
npwioKenuif, Moxer OBTb COCTABICHA  OIHCH NpuIokKeHHi ¢ HEepeyrCIeHHEM
HAUMEHOBAHMI BceX IOKYMEHTOB-NPHIOKEHUH C YKasaHHEM KOJIMYEeCTBAa JIMCTOB H
IK3EMIVIAPOB KAKAOIO U3 HHX, a B OTMETKC O MPHIOKEHUM JIAeTCs CChUIKa Ha OIHNCH
TIPUIIOIKEHIH:

[IpuosKeHIe: OIICh NPUIMKEHHH Ha 2 1. B 1 3K3.
3.5.15. I'pug cornacopanus JOKyMEHTa

CorjacoBaHHe NpPOEKTa JOKyMEHTa C JIpyriMH rOCYapCTBEHHBIMH OpraHamu
BIACTH M OPTaHM3ALMAMM, HHTEPCCHI KOTOpBIX B HEM 3aTParmBaioTCs. oopmIIAIOTCS
rpu)oM COracoBaHus.

I'pud cOrnacoBaHus COCTOWT U3  CIOBA COTJIACOBAHO (6e3 KaBBIUEK),
JOIDKHOCTH JIHIA, C KOTOPBIM cOrjlacoBaH JIOKYMCHT (BK/O4as HAMMCHOBAHHC
OpraHM3alim), JTHIHOH TIOIHCH, pacim(pOBKH MOITHCH (MEANHAIOB, haMUIMK) U JaTHI
corJiacoBaHHsL.

COI'JIACOBAHO

Pexrop BI'VOC

nogmuck  T.B. Tepentsena
15.03.2019

Feji COMIACOBAHME OCYHMIECTBIAIOT [HCBEMOM, TPOTOKOIOM. rpud cornacoBaHUA
o(GOPMIISIOT 110 CIEAYIOMmEl popme:
COI'JTACOBAHO
[MucsMoM AKaJIEMHH HayK
JIBO PAH
or 12.04.2019 Ne 322-608

WiIn

COI'JIACOBAHO

PemenneM KOHMEPEHITUH
TPYAOBOI0 KOJUIEKTHBA BI'YDC
(nporoxon ot 21.04.2019 Ne 2)
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I'pud cornacopannsa opopwiseTcs Ha MEPBOM JIMCTE AOKYMEHTa (€CIM JOKYMEHT
MMEET TUTYJIBHBIH JIMCT, - Ha TUTYJILHOM JIACTE) B JIEBOM BEpXHEM YIJIy Ha ypoBHE rpuda
VTBEPK/ICHHST WIM TI0j] HANMEHOBAHMEM JIOKYMEHTA O/Ke K HIKHEMY ITOII0) WM Ha
TMOCIICTHEM JTNCTE IOKYMEHTA MO TEKCTOM:

Ecni coaepikaHue JOKYMEHTA 3aTPardBacT WHTEPECHl HECKONBKMX OpraHU3alidii,
rpudsl coriacoBaHMs MOTYT pacmojiarathcsi Ha OTACIBHOM JHMCTe corjiacoBanmsi. Ha
OCHOBHOM JOKYMEHTE B MECTe, UPEIYCMOTPEHHOM Uil paclojioKeHust rpudos
coriacoBaHmsig, OeIaceTcs OTMCTKA «JIner COTTaCOBaHNA IIPUTIATACTCA.

CornacoBanue JOKYMEHTa OCYIIECTBIACTCH C:

OpraHaM#, OCYUIECTBIIAIOUIHMH T'OCYIAPCTBEHHBIN HAJBCIOMCTBCHHBIH KOHTPOIb
(Hag30p) B ONpENCICHHOH 00macTH  (HKOJOIMYECKHMiA, IOXKAPHBIL.  CAHATAPHO-
HIHIEMHOTOTHYECKHt | T.I1.):

O0IIECTREHHBIMH OPraHM3aliAMA — B Ciydae HE0OXOAMMOCTH WIIM B Ciydasx,
TPEIYCMOTPEHHEIX MOJOKEHUIME 00 HTHX OpraHu3aimsx;

OpraHaMy HCIIOJHMTEIBHOM BIaCTH — B ClIydasX, KOIrJa 3aKOHOJATE/IHLCTBOM
NPeNyCMaTPUBACTCA BO3MOXKHOCTH COBEpPIICHMS YIPABICHYECKHX HCHCTBHN TONBKO ¢
paspelieHHs THX OPraHoB.

CocTaB JODKHOCTHBIX JIHII, COTTIACYIOIIX JOKYMEHT, OTpeae/seTcs HOpMaTHBHEIMU
akTamu yHuBepeutera. OTKa3 0T BUZHPOBAHHUS HE JIOMYCKAeTCsL.

Ecim B jj0kyMeHTe J1Ba rpuda COMacoBaHHi, TO OHM PAacIOIararoTcs Ha OIHOM
YPOBHE, mpH GOMBIIEM KOJIMYECTBE HX PasMEMIAOT ABYMs BepTHKaIbHBIMM panamu. Ha
JOKYMEHTE MOXeT OBITh pacto/iokeno He Gojiee yetTsipex rpudor cornacoBanus. bonsmee
upcno rpudoB  coriacoBaHns OGOPMIAETCS HAa OTAEABHOM JIMCTE COIJIACOBAHMS,
npuiaracMoM K Jokymenty. Eciu rpudsl cornacoBanud o(QOpPMISIOTCS HAa OTASIBHOM
JIACTE COIVIACOBAHMA., HA JIOKYMEHTE B TOM MECTE, I7I€ JOJDKHBI MPOCTABIATHCS IpUb]
COTJIACOBAHMS, MPOCTABIACTCA OTMETKA: «JIHCT cortacoBaHUs IPHIATACTCIY.

3.5.16. Bu3za

Buza — pekBU3UT JIOKYMEHT4, YKasblBAOUIMiI Ha COINacHe HW/IH HEcoIiacue
AOIDKHOCTHOTO JIMIIAa OPraHM3aliy — aBTOPa JTOKYMEHTA C ero COAepIKaHieM (Jlajee — BU3a).

Busa Bimoyaer B cebd JIO/DKHOCTH M MOAMHCH BH3HPYIOIIETO JAOKYMCHT,
pacimppOBKY MOAMHMCH (MHAIMANLL, (hamMiuio) n gaty noanucanus. Hanpumep:

Jupekrop AenapraMeHTa
YKOHOMHUKH U (UHAHCOB

[Tonmnucs .0, Gammiaus
Jlara

Odopmaennas TakuM o0pa3oM BH3a 03HAYACT COIVIACHE JO/DKHOCTHOTO JHIA €
COJiEpIKaHHEM JOKYMEHTA.

[py HanuIuH 3aMeYaHnii, 0COOBIX MHCHHH, JIOTIOHEHHH K IIPOEKTY JOKYMEHTa BU3d
JIOTIOHACTCH COOTBETCTBYIOLMM YKa3aHUEM, HAIIpUMED:

C 3aMeyaHuAMH (PHJIATAIOTCA); COTVIACEH C y4E€TOM 3aMEYaHHii; HE COINIaceH U JIp.

Hauanpauk ropuanygeckoii cyxbs
IToanuch N.0. ®ammnus
Jlara

3ameuaHis, MHEHHS O MPOEKTE JOKYMEHTa O(GOPMIMIOTCS HA OTICIBHOM JHCTE U



MEePEAArOTCS UCTIONHUTENIO.

JIOKyMEHT BH3WpPYETCA HCHOIHHTEIEM W 3aHHTCPECOBAHHBIMH B JIOKYMEHTE
JODKHOCTHBIMM JTHIAMM (DHHAHCOBBIX, SKOHOMHYECKHX W HHBIX CIYXKO, MPOPEKTOPOM.
KYPUPYIOIHM JaHHEIH BONpoC. IopucToM 1 HadansuukoM AKY (1ipu HeoOXouMOoCTH).

Ha poxymenTtax, nojUIMHHMKH KOTOPHIX MOMEIIAIOTCS B AElla YHHBEPCHUTETA, BUBLI
NPOCTABIAIOTCA HAa OOOPOTHOH CTOPOHE MOCJEIHEro JMCTa JJOKYMEHTa (MpOTOKOMBL
TIPUKa3kl, MHOT0A/IPECHBIE TIMCHMA U JIP.).

B CJI}’)KC6HI>IX MHCBMaxX BH3bI NPOCTABIAIOTCA Ha KON JOKYMCHTa, HOMCIII&CMOﬁ B
€0, Wil Ha OOOpPOTHOH CTOpPOHE M[OCHEIHEr0 JIHCTa MO/UIMHHUKA, €CJIM IHCHMO
nepecblaeTes agpecary no (akCHMMIBHOM WM 2JIEeKTPOHHOM cBA3M 0€3 J0CHUIKH
MOATHHHHUKA [0 MOYTE.

Ha BHyTpeHHHX  HHPOPMALHOHHO-CIIPABOYHBIX  JOKYMEHTaX  (HOK/IAJHBIX,
CIYIKEOHBIX., AHATUTUYECKHUX 3AMMUCKaX, CIPABKAX M JIP.) BU3LI IPOCTABIAIOTCSA HA JIHLEBOMH
CTOPOHE MOC/IETHETO JIMCTA TOKYMEHTA MO NOAINCEIO0, O/IHKe K HIDKHEMY IOJII0.

Jomyckaercs NOMTHCTHOE BH3HPOBAHME JOKYMEHTa W €r0 MPHIOKEHUH s 3aliThl
OT BO3MOXKHBIX 3aMEHEI JTUCTOB.

He nomyckaercs Hanpas/ifaTh Ha COTJIACOBAHHE MPOEKT JOKYMEHTa OJHOBPEMEHHO
neyM win Gojiee pabGoTHMKAM OJHOTO CTPYKTYPHOrO mojpasziesieHus. B kadyecrse i,
COIVIaCYIOIIMX MPOEKT MOKYMEHTA, JO/KHBI BRICTYIIATH NMPCHMYILECTBEHHO PYKOBOJHTEIH
CTPYKTYPHBIX NOpa3iejleHUi.

Pa3paloT4HK MpoekTa JOKYMEHTa, UMEIOnHii pabodee MECTO B CUCTEME YIIPABICHUA
SMEKTPOHHBIM HokyMentooboporom (CYDJI). ocymecTBaseT COMIACOBAHHE MPOCKTOB
JMOKYMEHTOB B aBTOMATH3MPOBAHHOM pPEXHME IIOCPEIACTBOM HAMNPaBICHUS MPOCKTOB
JIOKYMEHTOB JIMIIaM, Ha3HAYEHHBIM B Ka4eCTBE COIMACYIOMMX, H 0QOPMICHHS Pe3y/IbTaToB
cornacoBanus B CY3/le. 8

B crnyuae eciim mpormeznypa corigacoBaHHs OCYHISCTBIANACh B 3JEKTPOHHOM BHE
nocpeacreom CVDJl, IHCT COINIACOBaHHS pacreyaThlBaeTcs Ha OOOPOTHOH CTOpOHE
NIOCIICIHETO JIMCTA MOTHHHUKA,

Jluer cornacoBaHus (BU3HPOBAHMS) OQOPMIETCS, €CIH COrIACyIONX JHI D0JIbIIe
8 — 9. Jlucr cornacoBanus (BU3HPOBAHNA) NMPUKPEILISETCS K JOKYMEHTY M BMECTE ¢ HUM
nojAuMBaeTcs B neno. Hanpumep:

JIncT BU3MpOBaHNS MIPHKA3A
BI'V3C
or 25.11.2018 Ne 125

JlupexTop AenapTaMenTa IKOHOMUKH 1 .
(hiHaHCOB Iloonuce N.0. Gamuins
01.11.2018

HauarpHuK afMHEHCTPATHBHO-
KaJpOoBOTO YIIpaBICHHS IToonuce H.0. Pavnnus
31.10.2018

PyKkoBOIATEE IOPHANYECKOH ClyKObI Iloonuce 1.0. ®amunna
01.11.2018

3.5.17. lognucs AOKHOCTHOrO JIHIA

B coctas mojmMcH BXOMT: HAMMEHOBAHME JAOKHOCTH JIAIE, NOJANHCABIICTO
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JOKYMEHT (MOJIHOE, © YKa3aHIeM Ha3BaHus YHUBEPCHTETA, €C/IH T0KYMCHT o(hOpMIIEH He Ha
GiaHKe, ¥ COKpANICHHOE - HA JOKyMeHTe, 0(QOpMICHHOM Ha GJIaHKE): JTMYHAS [O/IINCE,
pacim(poBKa NOAMICH (MHAIHATH!, GaMiius), HapUMep:

He Ha Omanke:

Pexrop BI'VDC MOJITHCE 1.0. ®amunus

Ha OJ1alKe YHHBEpCHTETA:

Pextop TIOJIITUCH H.0. ®ammnug

Ha [OKyMEHTaX. CO31aBacMbIX B YHMBEPCHTETE, HapAmy C JODKHOCTBIO MOIYT
YKa3BIBATLCS ydeHas CTENCHb W 3BaHNe. HAllPUMED:

IIpopexTop
mo y4eOHo# padoTe,
npogeccop MOAIACE - 1.0. ®amunnns

[lpy HCMONB30BAHHN JAOKHOCTHOIO OmanKa HaUMEHOBaHME JIO/DKHOCTH HE
YKa3bIBaeTCH.

He jomyckaeTcs NMOANMCHIBATE JOKYMEHTBI € MPE/UIOToM «3a» WM MPOCTABICHUEM
KOCOI uepThl Tepesl HaMMEHOBAHHEM JIOJDKHOCTH. Eciin J0IDKHOCTHOE JIMIO, IOANMKHCH
KOTOpPOro ohopMieHa Ha TNPOEKTE JAOKYMEHTa, OTCYTCTBYET. IOKYMEHT TNOAIICHIBAET
3aMECTUTENTh PYKOBOJUTENA, WM MHOE JOKHOCTHOE JIHLO, HMEIOMICE MpaBo NOJINCH B
COOTBETCTBMH ¢ TPHKA30M O pacrpeIeieHnu 0653aHHOCTEI. TP 3TOM YKa3hIBaeTCH
akTHUecKas AODKHOCTH NHI@A, TOAMHCABIIErO NOKYMEHT, €ro WHUIAAIR 1 QaMivius.
Wcupasnenusi B [IO/IOTOBJICHHBIH JIOKYMEHT MOryT OBITH BHECEHBI OT PYKH JIHIIOM.
TIOAITUCHIBAIOIIAM JIOKYMEHT. '

IIpy MOANHCAHUK JOKYMEHTA JIMLOM. B COOTBETCTBHH C [IPHKA30M, HCIOMHAIOIIUM
00S3aHHOCTH  BPEMEHHO  OTCYTCTBYIOMIEIO  PYKOBOJIMTCIA (ormyck.  OomnesHs,
KOMaHIMPOBKA)., TIOIIHCE OQOPMIISETCS CIIETYIOLINM obGpasoM:

W.0. pexropa BI'Y2C HIOAMHCH H.0. damunus
WIH:

Wcnonusomiii 0093aHHOCTH
pexropa BI'YDC MOJAIHCH N.O. ®amuius

IpH MOANMCAHMH JOKYMEHTA HECKOJIBKHMH JOUKHOCTHBIMU JIHIAMI HX [O/IITHCH
pacmoNaraioT OJHY TOX JPYroil B MOCICAOBATCILHOCTH, COOTBETCTBYIOUIEH HEPApXuH

noipkHocTei. Hampuvep:

Pexrop TIOJIHCH N.0. Gammnus

I'naBHEIi Oyxrantep MOJITHCH 1.0. ®amumnms



IIpu noanucaHyl T0KYMECHTA HECKOJIBKHMHM JIHI@MH, PABHBIMH 110 JOIKHOCTH, HO
NPEACTABIAIIMMY PasHbIC OpraHbl. NOATIHCH pacnojararoT Ha OJHOM YPOBHE, HanpuMep:

Jupekrop AenapraMenTa JlupexTop JenapramMeHTa
VueGHoil i BocnuTaTe bHOH paboTsl KOHOMHKH H (PMHAHCOB
noamics 0.1, Uebora nojamick M.A. benpadyk

B IOKYMEHTaxX, COCTABJICHHBIX KOMHCCHEN, YKa3piBaldlT HE JIOJDKHOCTH JIAIL,
MOANMUCHIBAIOUTAX JOKYMEHT, a HX 00s3aHHOCTH B COCTaBE€ KOMHCCHH B COOTBETCTBUM C

pacnpeacICHHEM, HAIpHMED:

INpencenareinb KOMUCCHH MOANUCH 1.0. damunusg
YneHsl KOMUCCHH HOAIHCH N.0. Gamuins
[LOJITINCH 1.0. amunns
HOIITNACH N.0. ®amuming

JIOKyMEHTBI KOJUIETHAIBHOTO Oprana MOAMACHBAIOTCS MPEACEAATENEM 3TOTO oprasa

1 CeKpeTapeM.
TTpu oOPMIEHHH NIOANICH HANMEHOBAHNE JIO/DKHOCTH HAMMHACTCA OT JIEBOTO MO,

a mocsielHAs GykBa (paMHIHM OKa3BIBACTCS HA TPAHHILE PABOTO IO,

Ilpy HaJW4HH HECKOJIBKMX MOIMCEH TIO TpaHHLE NPaBoro Mo pacrioJiaraercs
caMas JUIMHHAS (GAMIIAA, a OCTaJbHbIE BHIPABHHBAIOTCA 110 HHMIIHATAM. Jlomyckaercs
[EHTPHPOBATH HANMEHOBAHHKE JO/DKHOCTH JIMIA, TIOANMCABIIETO JAOKYMEHT, OTHOCHTEIHLHO

caMoii JINTMHHOMN CTPOKH

3.5.18. [pudp yTBepaaenus J10KyMeHTA

JIOKYMEHTBI YTBEPIK/IAIOTCA BBIIECTONLMMA HIIH MEKBEIOMCTBEHHBIMM OpraHaMu,
PEKTOPOM M TIPOPEKTOPOM, OOIECTBEHHBLIMU OPraHM3alHAMH, B KOMITETEHIIIO KOTOPBIX
BXOJIMT pElEHHE BOMPOCOB, H3IOKEHHBIX B yTBCPKIACMbIX JIOKyMEHTaXx.

Y1BepK/eHUE JOKYMEHTA TIPOM3BOINTCA NPOCTABICHHEM rpua yTBEpKICHHS HIN
H3JAHHEM  PACHOPAAMTENBHOTO JIOKYMEHTA (B Tex ciaydasx. Koria TpelyroTcs
JIOTIOTHATE/BHBIE TIPE/IMCAHHS H PATbACHEHHS).

[pu opopmnennu  rpuha  YTBEPKICHHS geoOxoguMo ~ co0/I0/IaTh
crenyiomee: Tpud YTBEPKACHUA MOMENAcTCa B npaBoii BepXHeH dYacTH JOKYMEHTa H
coctout u3 crnopa YTBEPKJIAK) (6e3 kaBb¥ek), MONHOI0 HAMMEHOBAHUA IOMKHOCTH
qMOa, YTREPXKAIOMIEro AOKYMEHT. JHYHOH [OANHCH, €€ pacmiMpoBKH H  [ATh

YTBEPKACHHS.
Hanpuwmep:
YTBEPXIAIO
Pekrop BI'YDC
noonuce T.B. TepenTtseBa
12.09.2017

[lpy  YTBepX/CHMH  [IOKYMCHTA  pacHOpsIHICIBHBIM JOKYMEHTOM  Ipud
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yrBepacienns Bimouaer cioso YTBEPXKIEH (YTBEPKEHA, VTBEPXXJIEHBI win
VYTBEPXKJ/IEHO), coriiacoBaHHOE ¢ HAaMMCHOBAHMEM BHJA YTBEPKIAEMOrO I0KyMEHTQ.
Hanpumep: Permament — YTBEPXKJIEH, Ilpasuma — YTBEPX/IEHBL. Wucrpyximsa —
YTBEPX/EHA.

Ipud yTBepxUieHMs BKIIOYAET TakkKe HAMMEHOBAHHE PacCHOPAAMTEIBHOIO
JIOKyMEHTa B TBOPHTEIBHOM Majieie. €ro aaty 1 nomep. Hanpumep:

YTBEPXIEH
npukaszom BI'VDC
ot 06.05.2018 Ne 125

ITpu VTBEPIKIACHHH JIOKyMEHTa KOJUIETHAIBHBIM OprafHom, pemeHus
KOTOporo (HUKCHPYIOTCS B IHPOTOKOJE, B rpu(e YTBEpKAEHHS  YKa3bIBACTCH
HAMMEHOBAHHE OpraHa, pelmeHHeM KOTOPOro YTBEPKAEH [HOKYMEHT, Jara H HOMep
nporoxomna (B ckobkax). Hanpumep:
YTBEPXKJAEHO
pemenuem oduiero cobpanus
pabornukos BI'YDC
(mporokoa ot 06.05.2018 Ne 12)
Cpud yTBCpIKICHUS pa3sMEIIacTCs B UPABOM BEpPXHEM Yy TIEPBOTO JIHCTA
noxkymenta. Ilpu Hammuuu JBYX UM HECKONBKHX TPH(OB YTBEPKICHHA OHH MOTYT
pacniojaraTbCs CrpaBa U ClIeBa OT HAUMEHOBAaHWS BUIA JOKYMEHTA, pasMEIIaeMoro Io
LEHTPY.
Jlomyckaercs B pekBusute "T'pud) YTBEpKICHHA [OKYMEHTa" LCHTPUPOBATH
57IEMEHTEl OTHOCUTETLHO CaMOil JUIHHHOI CTPOKH, HAIPpAMED:
VTBEPXJIEHO
npukazom BI'YDC
ot 15.05.2019 Ne 221

IIpy yTBEpIKICHUH JOKYMEHTA HECKOJIBKAMH JOLKHOCTHBIMH JIMIIAMU UX TMOIIHCH
pAcTIONAraloTCs Ha OJIHOM YPOBHE. Y TBEPA/IAEMBIi JOKYMEHT JO/DKCH OBITh MOAIMCAH.
[lepeucHs JOKYMEHTOB. MOUTE/KALIMX YTBEPIKIICHHIO, IPUBE/IEH B IPHIOKeHHH Ne 7.

3.5.19. OTTHCK Ie4YaTH

ITeuars sBAsETCA criocoOOM MOATBEPKACHHA MOUIHHHOCTH MOAINCH JIOJDKHOCTHOTO
nuia Ha jJokymente. Iledarh CTaBUTCA HA MOKYMEHTAaX B CIIy4asX, NpeIyCMOTPCHHBIX
3aKOHOAATETHHBIME HIIH HHBIMH HOPMATHBHBIMH [PAaBOBBIMHA aKTamu. Ileuath cTaBUTCA Ha
cBOGOJHOM OT TEKCTa MECTe, He 3axBaTblBasg [WYHON MMOINHCH JIOIKHOCTHOIO JIHIA.
IleyaTh MOKET 3axBaTbiBaThk YacTh HAHMMEHOBAHNS JIOJDKHOCTH JHIE. TMOOIMCABIICTO
JIOKYMEHT.

B moKyMeHTaX, MOATOTOBIEHHLIX Ha OCHOBE YHH(HIHMPOBAHHBIX dhopm, neyarsb
CTABHTCS B MECTE. 0003HaueHHOM OTMeTKOM «MIT» min mreiM obpazom. OTTHCK medaTy
JMODKEH XOPOILIO YHTATHCA.

B yHMBEpCHTETE HCIONB3YIOT [€9aTh € BOCTIPOH3BEICHHEM repba Poccuiickoi
denepanuy, a TaKKe KPyrible He rep0oBbie Ne4aTH. BOCIPOM3BOAIINEG HAHMEHOBAHHE
COOTBETCTBYIOIIEI0  CTPYKTYPHOTO  HOAPa3ACICHHA BI'VAC. Otruck mnedatd ¢
usobpaxcennem [ocynapcreensoro repba  Pocomiickoid depepalu  CTaBHTICA HA
JOKYMEHTax. TPeOYIOIHX 0C000r0 YA0CTOBEPEHNS MX MOLIHHHOCTH. IIOAMHCH peKTopa,
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NPOPEKTOpa, a TaKXKe MO/DKHOCTHRIX JIMIL, MMEIMMX TPaBo MOAIMCH JOKYMEHTOB 110
JIOBEPCHHOCTH PEKTOPA. 3aBEPAIOTCA repOOBOIl MEYATHIO.

JIOKYMEHTBI. HA KOTOPBIX TIPOCTABISETCS repOoBas MeYarh. YKasaHel B IEpEuHe
(nprnoxenne Ne 8).

Omnmcanue nevareit moapasfeeHnii i NOPAJAOK WX HCHOIL30BAHMSA CONEPKUTCS B
MOJIOKCHHUAX O CTPYKTYPHBIX 110/Ipa3/IeIeHHAX,

3.5.20. Ormerka o 3aBepeHHH KOMAN

OtMmeTKa 0 3aBepeHHMM KONMMH OQOPMIACTCS /i NOATBEPIACHHA COOTBETCTBHSA
KOIMH JIOKYMEHTa (BHIHCKH M3 JOKYMEHTa) MOIMHHHKY mokymenta. Ormerka o
3aBEPEHUM KOIHMH TMPOCTARIACTCS Ha CBOOOAHOM OT TEKCTa MECTE WM, MPH OTCYTCTBUH
CBODO/IHOTO MECTa Ha JMIEBOI CTOPOHE JOKYMEHTa, Ha 000POTE MOKYMEHTA H BKIIOUACT:
cioBo "Bepmo". HauMEHOBaHME [JO/DKHOCTH [IHIIA, 34BEPUBIIEr0 KONHID, €ro
COOCTBEHHOPYYHYIO [OANNCH, PAacIM(POBKY HOAMHCH (HHUOMANBL, (aMHUIHIO); ATy
3aBEPEHMS KOMUH (BBIMHCKH U3 JIOKYMEHTa).

Ecnu xonus BbyIaeTcs AU NPEJACTABICHUS B JAPYIYI0 OPraHM3aliMi, OTMETKA O
3aBEPEHHM KOMHH AOIMOTHIAETCS 3AIHCLIO O MECTE XpaHeHHA AOKYMEHTa, ¢ KoToporo Gblna
M3TOTOBIIEHA KOS, H 3aBepACTCS NmevaTsio opranmusanuu. Hanpumep:

IoumnaNK JoKyMeHTa Haxores B gene @®I'BOY BO BI'Y2C Ne 3a r.

Bepuo

HauansHUK aMUHHCTPATHBHO-
KaZpoBOTO yIIpaBJICHUA MOAITHCH N.O. Damunns

Jara ITeuars

Ha xomusx MHOrOCTpaHHMYHBIX [JOKYMEHTOB OTMETKA O 3aBEPEHHM KONHH
IPOCTABJISIETCS HA KAXOM JIMCTE JOKYMEHTA W Ha TOCHEIHEM JICTE MPOMINTOTO M
CKPEIUIEHHOTO HMHBIM 00pa3oM [JOKYMEHTA. 3amich O MECT€ HAXOXACHWS IO/UIHHHHKA
HPOCTABJIAETCS TOJIBKO Ha HOCIEHEM JIMCTE JOKYMEHTa.

ﬂ)’lﬂ 3aBCPCHHUA KOMMHH JOKYMEHTa, M3TOTORJICHHOMH Ha 6yMa)KHOM HOCHUTECIIC, MOMXET
HCHOTB30BATHCS IITAMIL.

Konmuu  3JeKTPOHHBIX  JOKYMEHTOB, HANpaBIsieMBIX N0 HHPOPMANHOHHO-
TENCKOMMYHHUKALIMOHHON CETH. 3aBepAIOTCSA- AMEKTPOHHON TOAIMCEIO PYKOBOIUTENS
OpPraHM3alli¥d Wi HMHOTO YNOJHOMOYEHHOrO WM JIMIA M BBICBUIAIOTCA TOIYYaTeqH C
CONPOBOIUTEIEHBIM TIHCHEMOM B (hOpPME MEKTPOHHOTO JIOKYMEHTA.

Komum 2neKTpoHHBIX TOKyMEHTOB Ha ¢isudecknn 000COOIEHHBIX HOCHTENSX
BBICBUIAIOTCS NOJIYHYATENIO C CONPOBOUTENBHEIM IIHCEMOM Ha OYMakHOM HOCHTEIE.

B CONpOBOINTEIBHOM MHCEME K KOMUAM HIEKTPOHHBIX IOKYMEHTOB YKA3bIBACTCHA:

HAUMEHOBaHHE HHOOPMAIIMOHHON CHCTEMBL. B KOTOPOIl XpaHATCH JOKYMEHTSI:

HAMMEHOBAHUS TOKYMEHTOB, KOIHH KOTOPBIX HANPABISIOTCS MOMYYaTeNto;

Ha3BaHUA (aiiioB JOKYMEHTOB ¢ ykazaHHeM (opmatoB (aiiioB U 00beMa Kaxaoro
daiina B Gaiitax;

JIaTa U3TOTOR/IEHUS H 3aBEPEHNS KOHH.

IIpu srom Ha ¢uzHyeckn 000COBNIEHHOM HOCHTEIC HECMBIBAEMBIM MapKepoM
ykaswiBaercs: "IIpmiokeHne K nucsMy or (nara) Ne &

Konmus 3JICKTP01‘IHOI“ 0 JOKYMECHTa, [Ipe/icTaBjiecHdads B BHAC AOKyMCHTaA Ha 6YMa)KHOM
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HOCHTE/E, 73aBepsercs B mopsjke, ycranosieHHOM [IpumepHoi MHCTPYKIMEH 114
3aBepeHHs KONWI JOKyMEHTOB Ha OyMajkKHOM HOCHTENle, € YKa3aHHeM. B KaKoi
MH(POPMALMOHHON CHCTEME XPAHHUTCS YIEKTPOHHBIH JOKYMEHT.

3.5.21. OrMeTKa 00 HCNOJIHATEIE

OrmeTka 00 HCIOMHUTENE BKIIOYACT (DaMMIIHIO, HMS H OTHECTBO HCIOJHHTE,
Homep ero tenedona. Ormerka 00 HCHOMHHTEIE MOKET JONOIHATHCA HAMMEHOBAHHEM
JOMKHOCTH. CTPYKTYPHOTO MO/IPa3/IeeHus 1 YIEKTPOHHBIM aIPECOM HCTIOTHUTETS.

Ormerka 00 ucmosHHTEeNE ODOPMISETCS HA JIMIEBOIT CTOPOHE TMOCHENHEro JucTa
JIOKYMEHTa OT IPaHMIlLI JTEBOTO MOJL WK, NPH OTCYTCTBHH MECTa, - Ha 060POTHOM CTOPOHE
BHU3Y cieBa. Hanpumep:

IToasimaeBa Exarepnna BiaguMupoBHa
7(423) 240-41-30

ninn

[Tonsimaera Exarepuna Bragummuposna, o0nmii otaer.
HavaIbHHK oThena, +7(423) 240-41-30, ekaterina.kutsevalova@vvsu.ru.

Orverka o6 wmcnogHuTEIe MOXET O(QOPMIATHCS KAK HIDKHUN KOIOHTHTYN U
1IeYaTaTHCS MPUPTOM MEHBIIETO pa3Mepa.

3.5.22. Pezoawuns (YKa3aHua M0 MCIOTHEHHIO JOKYMEHTA)

Vkazanusa IO MCHOJHCHMIO JOKYMEHTa OG(OpMIAIOTCA HENOCPEACTBCHHO Ha
JOKyMeHTe (B 3aroIoBOYHON yacTH J0KyMeHTa). Jlomyckaercs oGopMICHHE yKa3aHHs M0
UCMOJHCHUIO HA OTIACHABHOM JIMCTE ¢ YKA3aHHeM perucTpallHOHHOrO HOMEpa H /laThl
JIOKYMEHTA.

VKa3aHuA 110 HCIOMHEHHIO BKIIOUAIOT: (aMUIN, WHHIHAIL HCIIOJTHUTEICH, co/lepKaHne
nopy4eHus (mpu HEoOXOAMMOCTH), CPOK MCIIO/THEHMS, TIOANNCH PYKOBOINTENS M JIaTy.
Hanpumep:

Kpiokosy B.B.
[Tpoury moarotToBuTs 1wian Meponpuatuii k 20.05.2019

TO/IIIACE PEKTOpa
06.04.2019

YKazaHue 1o MCIHOJHCHHIO COACPKUT PACIOPSLKCHUE PYKOBOMHUTEIS OTHOCHTEIBHO
peleHus (HOArOTOBKY PEIICHHA) BOIMPOCA, H3TOKCHHOTO B JOKYMEHTE.

Ecnu yKasaHel HECKOJILKO HCTIONHMTENEH, IHI0, yKa3aHHOE IEPBBIM. SBIACTCHA
OTBCTCTBEHHBIM 33 WCIOJHEHHE 3ajaHus. EMy OpeaocraBisercs TMpaBo CO3bIBA
COMCIIOMHUTENCH M KoopauHainus ux paborsl.- OCHOBHOMN HCIIONHHUTEIL U COUCIIOIHHUTEIB
BIIpaBe JaBaTh NOPYYCHUS B BHJIE YKa3aHWIl JMUAM. HEOCPEACTBEHHO UM MOAIHHCHHBIM.
Teker ykasanus 1o nenoiHernto Baocurea 8 CYD/L, B kapToUKy MOpy4eHHs JOKYMEHTa.

Ha moxymeHTax, He TpeOyIOUMX AONONHMTENLHBIX YKA3aHHIl MO HCIOJIHEHMIO H
MMEIOLIMX THIOBBIE CPOKHM HCTIOJIHEGHMS, YKA3bIBAETCS MCIOJIHUTENb, MOMIMCH aBTOpa
yKazauus, Jara.

3.5.23. OrmeTKa 0 KOHTpO.IE

OTMeTKa O KOHTpOZE MPOCTABIACTCA HA TEX AOKYMEHTAX, HMCIOTHCHHE KOTOPBIX
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B3ATO HA KOHTPOAb. OTMeTKa BKmodaeT OykBy «K» mwmn mrramn «KOHTpOJIb» Ha BepXHEM
[oJNe IOKYMEHTA crpasa.
IIpu mnocranoske Ha KOHTpodb gokymenta B CVYDJ[ B  perucTpandoHHO-
KOHTPOJILHYIO KapTO4KY 3aHOCATCA CBe/IcHHA 00 9ToM pedepeHToM cekperapuara AKY,
Hacrpoiika CDJl  npomssonmures  TakuM — 06pa3oM, 49T0OB  COTPY/IHHK,
OCYMECTBIAIONIMI  KOHTPOIb, M  HCHOJNHWUTEIL MODIM  MOJIy4aTh ABTOMATHYUECKE
YBEIOMIICHHS O IPUOIIAKEHUI KOHTPOIBHEIX CPOKOB.

3.5.24. OTMeTKa 00 HCNOTHEHHH 10KYMEHTA

OrMeTka 00 HCIOMHEHNH JOKYMEHTA M HAIIPABIICHHH €r0 B JIEI0 COCTOMT 13 ciios "B
Aeno", yKazaHusi MHJIEKCA JIeNa, B KOTOPOe TIOMENIAeTcs JOKYMEHT, TOITHCH HCTTOMHHTEIs
M PYKOBOJIHTEIISI CTPYKTYPHOT'O NOAPA3AeIeHAS 1 JaThl.

Ormerka 06 MCIONHEHMH JIODKHA MMETh CCHUIKY HA IaTy M HOMEp MCXOJALIEro
AOKYMEHTa-OTBETA, MOMKET [OMOIHATHCA HHpOpMalmeii o6 0COOEHHOCTAX HCIONHEHUS
AokymeHTa. Bapuante! otMeTki: «PaccMOTpeHo Ha 3aceiaHuMM YUYeHOTro coBeray., «OTBer
HanpasJjieH (axkcom», «Borpoc pemen mo Tenepony» u T. m.

OrmeTka 00 MCIOIHCHHM JOKYMCHTa M HANPABICHUM €r0 B €10 (UKCHPYETCS

nyTem 3anojHeHus nois «Homep nena» B perucTpanMoOHHOM KapTodke JOKYMEHTA B
CYD/,

3.5.25. OTmMeTKa 0 NOCTYIJIEHAN T0KYMEHTA

OTMeTKa 0 MOCTYIIEHNH JIOKYMEHTa B YHHBEPCHTET IPOCTABIAETCS B BHJIE MITAMIA
B NpPaBOM HIDKHEM YLy TEpBOIO JHCTA JOKYMEHTa M CONEPKHT COKpAIICHHOE
HaHMEHOBAHHE YHUBEPCHTETA, JaTy MOCTYILICHHS (1IpH HEOOXOIMMOCTH - Yachl H MHHYTEL,
crmoco® JOCTaBKH) U BXOIAMIMI HOMEp TOKYMEHTA.

Ipu oTcyTcTBUM MecTa Ui IPOCTABICHHS OTMETKH O MOCTYILIEHHH Ha JIMIEBOI
CTOPOHE IIOCTYMHBIIETO JOKYMEHTA OTMETKA CTABUTCS Ha 060POTHOI CTOPOHE THCTA.

3.5.26. OTMeTKa 0 KOHPUACHIHAILHOCTH

Ormerka 0 KOHMDUISHIWAILHOCTH IPOCTABIAETCS HA JOKYMEHTEX, COAEPKAIINX
HHPOPMALIMIO. OTHOCHMYIO K Ciy:keOHoif TaiiHe WiM K MHOMY BHIY KOH(HIEHIUAILHO
uHopmamu, 1 umeer Bu «JLis ciyskebnoro nonszosanusy (JICIT).

OrmeTKa 0 KOHQH/IEHIIMATEHOCTH TIPOCTARJISETCS B MPABOM BEPXHEM VIUIY TIEPBOTO
JHCTa JOKYMEHTa (IpOeKTa AOKVMEHTA. COTPOBOAWTENBLHOIO MUCHMA K JIOKYMEHTY) Ha
IPaHMIIE BEPXHEIO I0JIS IIPH HAIW4YMH B JIOKyMEHTe WH(pOpMalWu. JOCTYN K KOTOpOif
OrpaHHY€H B COOTBETCTBHH € 3aKOHOAATE1CTBOM Poccuiickoil @enepaliun.

3.5.27. Ormerka 06 2JIeKTPOHHONH HOANHCH

Ot1MeTKa 00 JIeKTPOHHOMH MOANNCH HCIIONB3YETCA IPH BU3YaIN3allMK YIEKTPOHHOTO
JIOKYMEHT4, TOANHCAHHOTO ASICKTPOHHON TNOITHCBI0, C COOMIIOJCHHEM  ClleayIONuX
TpedoBaHuMIi:

— MECTO pasMelleHUs OTMETKH 00 2NeKTPOHHOI NOAMICH JOIKHEI COOTBETCTBOBATD
MEeCTY pasMEIIeHUs COOCTREHHOPYUHOIT NOAMHMCH B AHAJTOTHYHOM JOKYMEHTe Ha GyMaKHOM
HOCHTEJIE:

— 3AEMEHThl OTMETKH 00 JIeKTPOHHOH TOANHMCH AO/UKHBI ObITh BHIAMMBIMH H
YUTAEMBIMU 1PU OTOOPAKEHNUH JJOKYMEHTA B HATYPAILHOM pa3Mepe:

— DJIEMEHTHl OTMETKH 00 NIEKTPOHHOH MOANUCH HE JAOJDKHBI [EPEKPBHIBATHCA WM
HAKITaJbIBATHCS APYT HA JIPYTra:

— 3JEMEHTHI OTMETKH 00 WICKTPOHHOW NOAMACH HE AO/DKHBI [EPeKPhIBATh



29

3TEMEHTH TEKCTa JOKYMEHTa | APYTHe OTMETKH 00 HIEKTPOHHOI MOANHCH (IPH HATHYUH).

Otrmerka 00 OSJCKTPOHHOM TMOAMHCH B COOTBETCTBHM C 3aKOHOHATEIBCTBOM
Poccuiickoii ®enepatnu BrmouaeT dpasy "oKyMeHT NOANHCaH NEKTPOHHOI NOIMCHI0".
HOMEp cepTu(HKaTa KII0ua HNIEKTPOHHOH MOAMUCH, (GaMHIHIO, UMA, 0TYECTBO BiIajeibiia
cepruduKara, cpox JeHCTBUS cepruduKara Kmoua 3eKTpoHHON nojanmucu. Otmerka 00
JIICKTPOHHON MOANMCH MOXKET BKIK4aTh M3o0paxenue repda, mMOiieMbl OpraHa BIacTH
(opranm3aiium), TOBApHOTO 3HaKa (3Haka oOcay)XKuMBaHUS) OPraHU3aNHKU B COOTBETCTBUH C
JCHCTBYIOIIHM 3aKOHOATCIECTBOM.

ITpumep:

OMmbiae-  JIOKYMEHT ITOJITMCAH
ma  DJIEKTPOHHOH ITOJITUCHIO

HaumeHnoBanue | opraHa

JIOJDKHOCTH BIIACTH H.H. Hukonaes

Cepruduxar lall1aaa000000000011 :

Baanenen Hukonaes Hukomnaii Hukonaesuu

JHeiicrBurenes ¢ 01.12.2012 no 01.12.2017

IV. O®OPMJIEHUE OTJAEJBHBIX BUIOB JOKYMEHTOB

4.1. Tlpuxas

Ipukas — noKaibHBII HOPMATHBHBIN aKT, W3/[aBaEMBbIH PEKTOPOM B LEmAX
paspeleHys OCHOBHBIX M OIEPATUBHBIX 3324, CTOAIIMX MEPE yHUBEPCHTETOM.

ITpnka3 MoXeT ObITh M31aH PEKTOPOM, IPOPEKTOPOM, AUPCKTOPOM JENapTaMeHTa,
JeACTBYIOINM Ha OCHOBAHHH /IOBEPEHHOCTH. '

B mpykazax pemaiorcs BOMPOCs! y4eOHOI. KaJpoBOil, Hay4HOW, XO3iHCTBECHHOIM,
(pMHAHCOBONW  JEATENHLHOCTH, IUIAHMPOBAHUS, OTYETHOCTH. Y4eOHO-BOCIHMTATEIHHOIO
nporecca u T. 1.

ITpuKa3sl NOAPa3ACNAOTCS Ha OPUKa3kl 10 OCHOBHOH JCATE/IEHOCTH YHHBEPCHTETA H
MpHKAa3kl 110 JIMYHOMY COCTaBy.

IIpuka3pl 10 OCHOBHOH AESTENBHOCTH H3MAKOTCA IPU  PEOpraHM3allHn.
THKBUIALMKA YYPEKICHHUS, YTBEPKICHHH M H3MEHEHHH CTPYKTYpPHI H IITATOB., B LEIAX
yTBepXKIeHus M (WiH) BBeJeHMS B JeficTBHE JOKYMEHTOB (IOJOXKEHMi, WHCTPYKIHMIA,
UpaBul, pErJaMeHToB W JIp.). HpH HEOOXOAMMOCTH PErYJMPOBAHHA  BOMPOCOB
(GUHAHCHPOBAHNS, MaTePHATBHO-TEXHHYECKOro  O0ecmeveHus.  Hay4HO-TEXHMYECKOH
NOJIMTHKK, HHGOPMAIIMOHHOTO ¥ JOKYMCHTAIMOHHOTO oOecneueHus, COLMAIBHOMH
MOMMTHKH H JIP. '

Ipuxasel M0 JHYHOMY COCTABY PErYJIHPYIOT IPHEM. TEPEMEICHM, YBOILHCHUS
paGOTHHUKOB, NPEIOCTABICHHE OTITYCKOB, BRIHCCCHHUE B3BICKANMIA 1 MOOMIPEHHs PabOTHHKOB
u 1.4 Jlug co3gaHus pasHOBHAHOCTEH MNPHKA30B MO JIMYHOMY COCTaBY JIOJUKHBI
HCIIONB30BATECS TONBKO YHHGHIIPOBaHHbIC (GopMmel. IIpHKaskl MO CTYACHYECKOMY COCTaBY
1 TIPUKA3BI 110 JONOJTHUTENBHOMY 00pa30BaHHI) SBJISIOTCA PASHOBHAHOCTSIO NPHKA30B 110
JIUYHOMY COCTaBY.

I[IpoeKTHI IPHKA30B 110 OCHOBHOM JEATENBHOCTH pa3spadaThiBaOTCA PYKOBOIUTEIAMH
CTPYKTYPHBIX IOJPa3sfCICHAH 110 TOPY4YCHHAM PEKTOpa, NpPOPEKTopa, MHpEKTOpa
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ACTapTaMEeHTa 10 HANPABICHHIO WIH B COOTBETCTBMH ¢ QYHKIMSIMH, PEAYCMOTPEHHBIMA

TMONOKCHUAME O CTPYKTYPHBIX MOAPa3AeIeHUAX, T.e. B HHUIUATHBHOM IOPSIKE.
[loaroroBka npukasza BKIIOYAET B cebsi HECKOIBKO HTAMOB:

MHumupoRanie u3lanus npukasa.

C6op Heobxoaumoit nudopmanyn.

IMoaroToBka mpoekTa npukasa.

IIposepka npaBUIBHOCTH OGOPMIICHHS.

Cornacosanue.

ITognmucanmne.

JloBeieHre /10 NCTIONHUTEICH.

O’I‘BC’I‘CTBCHI[OCTB 33 MOJTHOTY M JIOCTOBEPHOCTHL MH(BOPMALHH, HCIIOIB30BAHHOMN IIpH
TIOATOTOBKE IMpHKa3za. BO3JAraeTcs Ha MHHIMATOpa (pabOTHMKA, OTBETCTBEHHOrO 3a
MOATOTOBKY IIPHKa3a), ro PyKOBOIUTENA.

Ilpn NOAroTOBKE NPOCKTOB NPHKA30B HE JOMyCKaeTcs AyOjMpOBaHHE paHee
M3/JaHHBIX TPHKA30B, ¥ CChIIKA Ha aKTHL, YTPATHBIIHME CHITY.

Buecenue ucmpaicHU B NOANMCAHHBIN NpuKa3s (PACOpPSXKEHME). 4 TAKKE B
COTJIacOBaHHLI MPOEKT JJOKYMEHTa He jJomyckaercsa. B Texcre mpukasa, npejcTapiaseMoro
Ha MOIMCH PEKTOPY WIM YIOJIHOMOYECHHOMY JIMIY, HE AOMYCKAIOTCA WMCIpPaBICHUS H
MOAYUCTKH.

He nomyckaerca paspaboTka TIpoeKTOB TPHKA30B (pacrmopskeHuwii) ©  HX
COrlacoBaHUeE Noc/e PaKTa OCYIECTBICHHS OPraHN3alHOHHO-YIPABICHYECKOTO JIeHCTBHS.

Meroauyeckoe pyKOBOJACTBO, OKa3aHHE KOHCYJIBTATHBHOM MOMONH pabOTHHKAM
VHHBEPCHTETa 1O BOIPOCAM MOJATOTOBKH, OGMOpPMIIEHHS. COTIACOBAaHMS, IOJIUCAHHS,
perucTpally, pacchlIKA W ONEPATHBHOIO XPAHEHHS TNPHUKA30B, MOATOTOBKM BHITHCOK U3
IPUKa30B, KOMUI IPHKA30B, OCymecTBIAeT obmmii otaen AKY.

TpeGosanus k ohopmiennio npukazor BI'YDC u3i0KeHsl B mpuiioykennn No 9.

NO W

4.2. Pacnopskenne

PacnopsizkeHne — paciopsIATENbHBIH JOKYMEHT, OTHOCSIINICSA, Kak M NIpUKa3. K
JOKaJbHBIM HOPMATHBHBIM aKTaM, W3/IaBAEMbIM DPYKOBOAWTEIEM B [EMAX pPEIICHHA
ONIEPATHBHEIX BONPOCOB, B TOM YHC/Ie HHPOPMALMOHHO-METOJHYECKOr0 XapakTepa, uin BO
HCIIOJTHEHUE paHee W3JJaHHOTO NMpHKAa3a.

PacriopspkeHus H3Ja10TCs1 PEKTOPOM, IIPOPEKTOpaMu, JHPEKTOpaMH JeNapTAMEHTOR
[0 HAlpaBjIeHUAM JACATEIbHOCTH H PYKOBOAMTEISAMH CTPYKTYPHBIX MOJpPasjeNeHuii B
TipeJieNax KOMIeTeHI i, YCTAHOBIECHHBIX JOIDKHOCTHON HHCTPYKLMEH.

Perucrpauun B obumem oraene ¢ nocneayoumei pacceiikoit B CYD]] nojurexar
PacropsDKeHNsl, W3/1aBAEMbIE PEKTOPOM. HPOPEKTOpaMHU, JHPEKTOpaMH JelapTaMeHTOB.

Pacnopspkerus, U3jlaBacMble PYKOBOAMTESIMH CTPYKTYPHBIX TMOpasjelieHuii Ha OaHKax
[o/pa3AeieHuit o0 BOIPOcaM, OTHOCAIMMCS K JIEATEIbHOCTH TOIBKO ITHX MO/Pas/IeiIeHHl,

PETHCTPHPYIOTCS BHYTPH CTPYKTYPHOIO TOAPA3JCIeHUA M JOBOAATCA [IO CBEAEHHS €ro
COTPY/IHUKOB.

OpurvHaasl pacnopsKeHHIl pexTopa W TIPOPEKTOPOB XpaHATCes B oOmeM oTaese.
OpuruHajgsl PACTIOPSHKEHUI PYKOBOAUTENEH CTPYKTYPHBIX IOApasfeNeHuii XpaHaTcs B
nozipazieiennsix. [lociie WCTeYeHHWs CPOKAa XPAaHEHWs, YCTAHOBIECHHOTO HOMEHKIATYPOil
A€l YHHBEPCHTETa. PpACTOPHKEHMs YHHYTOKAIOTCA W IPeAoCTaBisercas akr o0
YHHUTOKEHHH B apXHB YHUBEPCUTETA.

IToaroToRka U opOPMIEHHE PACIIOPSIKEHNN IPOBOUTCA 110 TEM XKe MPaBHIaM, YTO
[IOArOTOBKA M 0QOpMIICHHE NpHKasa, [IpuMep pacnopskeHns NPUBEACH B IPHIOKEHHH No
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10.
4.3. llpoTokon

4.3.1. IpoTokon - IOKYMEHT, COAEPXKAILIMIl TMOCHEIOBATENBHYIO 3alNCh XOJ1a
00cyXIeHIs BONMPOCOB M TIPUHSATHS PELICHHH HA 3acelaHmsiX, COOpAHHSX, COBEIAHMIX,
KOH(pEPEHIMAX MOCTOAHHBIX WM BPEMEHHBIX KOJUIETHAIIHEIX OPraHoB.

IIpotoxon odopmisercs Ha OCHOBAHMH 3allMCH XOJa 3acellaHds W MaTepHalloB,
MOJITOTOBIIEHHBIX K 3aCEIaHMI0 (TEKCTOR [MOKIAJOB, BEICTYIUIEHHI, CIPABOK. MPOEKTOB
PEIICHHIA, IOBECTKH JHS, CIIHCKOB NPUIIAMCHHRIX H T.J1.).

[IpoTokonsl MOIYT m31aBaThCs B TONHONW WIM Kpatkoili (opMe. NpH KOTOpOii

OImycKaeTcss Xox oOCykXJeHHsS Bompoca M (GHKCHPYETCS TOJBKO MPHHATOE IO HEMY
peuieHue.

4.3.2. TeKcT MOJHOTO MPOTOKOIIA, KAK MPaBWIO, COCTOMT W3 JIBYX 4acTeil: BBOIHOMN 1
OCHOBHOH. B0 BBOAHONH 4acTH yKa3pIBAKOTCA HWHHLMAIE, GaMIIHK MpeaceaaTess
(mpeacenaTe/bCTBYIONIET0), CEKPETaps., INPHUCYTCTBOBABINMX HA 34CETaHMM M, [IPH
HEOOXOAMMOCTH, JIML, NPHUIVIAINCHHBIX HAa 3acegaHue (cosemanue). Eciau KoaMyecTBo
IPUCYTCTBYIOUIMX IPEBBIIIAET |5 ueqoBeK, BO BROAHOM YacTH MPOTOKOIA JIEIAeTCs CChIIKaA
Ha CITHCOK, S[BJISIIOII[HﬁCﬂ HEOTHEEMIEMOI YacThIo IIPOTOKOIIA, HAIIPHMEP:

ITpucyrerBopain: 25 den. (CHMCOK MpHIaraeTces).

Eciu =B 3accJiaHun (coaemamm) MPpHHMMAIOT YHaCTHE IMNPEACTABHTEIH pPAa3HbIX
OpraHoOB BJIACTH M OPTaHM3alMil, YKa3bIBaeTCA MECTO paboTHl B JOKHOCTh KakKIOro JIMIA.
MHOrOCTPOYHEIE HAMMEHOBAHKS JIOKHOCTEH MPHCYTCTBYIOUIMX TEYATAOTCA Yepes3 OIUH
MEXCTPOUHKIIA UHTEPRAI.

BBoaHas yacTh MPOTOKONA 3aKAHYMBAETCH IOBECTKOM JIHSA, cojepikaliieii nepedeHsb
paccMaTpHBaeMBbIX BOIMPOCOB. NEPEYMCICHHEIX B MOPSIKE WX 3HAYMMOCTH, € YKa3aHHEM
JIOKJIaTYHMKA 110 KOKAOMY [MYHKTY MOBECTKH JHA. BONPOCH MOBECTKH THA (hOPMYITUPYIOTCS
¢ mpemiorom «0O» («O06»). neuaTalTCs OT rpaHUIlBl JIEBOTO OIS H HYMEpYHTCS
apabckumu nudpamn.

OcHoBHas 4YacTh MOJHOIO IIPOTOKOMA COCTOMT M3 pa3/iciioB, COOTBECTCTBYIOIHX
IIYHKTaM MOBCCTKM JTHS. TexkcT Kaxa0ro pazjeiia CTpOUTCS 110 CXEME!

CJIVIIAJIN:
BBICTYITAJINA:
ITOCTAHOBWJIM: (vau PEIITUJIN:).

OCcHOBHOE CcO/IepXKAHME JOKJIAI0B W BRICTYIUICHHI BK/IIOHAETCA B TEKCT MPOTOKOIA
WM TIPWIAraeTcsi K HeMy B BHJI€ OTJENbHBIX MATEPUAOB. B MOCIEJNHEM cllydae B TEKCTE
NpPOTOKOJIa fenaercs OoTMeTKa «TekeT BhICTYymUIIeHHA mnpunaracTesa». llocranoBieHue
(peuieHre) B TEKCT MPOTOKOJIA BHOCHTCS MOJHOCTHIO B TOM (OpMYIHpPOBKE, KOTOpas ObLia
NPUHATA HA 3aCCHAHUN; IPU HEOOXOAMMOCTH MPUBOAATCS UTOrM rojocosaHMs: «3a - ...7
TIPOTHB - ..., BO3/IEPIKAIOCH = ...%.

Conepxanue 0co00ro MHEHHS, BEICKA3aHHOTO BO BpeMst 00CYKICHHA, 3alIHChIBACTCH
B TEKCTE IMPOTOKOJIA MOCIIE COOTBETCTBYIOMIETO IIOCTAHOBACHNA (PEIICHNAA).

4.3.3, Texkct KpaTKoro IMpOTOKOJIA TAKKe COCTOMT M3 JBYX uacteii. Bo BBOAHON
YaCTH YKa3bIBAIOTCH MHMIMAIB M (aMMINM Tpe/celaTeNbeTBYIOMEro (Ipeaceaarelt),
MHUNHAIE ¥ GaMUIUK TPUCYTCTBOBABIINX JINIL, a TAKKe ceKkpeTaps (Ipu HeOOXOANMOCTH).

CnoBo «IIpucyrcTBOBamNY MEYATACTCA OT TPAHUIIE] JIEBOrO MO, IMOCIE CJI0Ba
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cTaBUTCH ABoeTOuMe. Hinke mevyararoTcs HAMMEHOBAHNSA OJDKHOCTEH MPHUCYTCTBYIOMNX, 8
crpaBa OT HAaMMEHOBAHMA JODKHOCTEl - WX WHHUHamsl B Qammmu. HaumeHoBaHMSA
JIOJDKHOCTEH MOTYT YKa3bIBaThCsi 0000IIeHHO, HATIpUMED:

ITpucyrcrBoBann:

Hupexrop JlemapramenTta

oOpaszopanus u Hayku [IpuMopckoro kpasi N.0. ®avnns

3amectHTenm aupekropa Jenapramenra

oOpazoBanus 1 Hayku IIpuMopcekoro kpas N.0. ®amunus
N.0. ®amunns
H.0. ©amuiua

CrHcOK OT/ENseTesl OT OCHOBHOI YacTH MPOTOKOA CILTOMHON YepToi.

B ocHOBHOI uacTH NPOTOKOJA YKa3pIBACTCA HOMEP BONpPOCAa B COOTBETCTBHH C
TIOBECTKOI JTHS, COIepIKaHHE BOTIPOCA U TIPUHATHIC PELICHHA.

HaumMeHoBaHKe BONIPOCA HyMepyeTcs pHMCKOi 1udpoii ¥ HauMHAETCA ¢ Mpeniora
«O» («O6»). meuaraeTcs NEHTPOBAHO TNONMYKUPHBEIM mipHdToM pasmepom Ne 14 wu
0IMEPKUBAETCS OJIHOI YepTOil HIDKE TOCIIeHel CTPOKH Ha pacCTOAHHN HE 0oee OHOro
uHTepBaia. Ilox YepToil yKasmBaoTCa (aMUIHH JO/DKHOCTHBIX JIMIL, BBHICTYIHMBIIMX IpH
o6CyK/IEHHHI TaHHOTO Bompoca. DaMuiIii nevaraioTes 4epe3 1 MEKCTPOYHBIH UHTEpBAl.

3aTeM YKa3hIBAETCsA MPUHATOE 110 BOIPOCY pELICHHE.

[TIpOTOKON ITOANMKMCHIBACTCH IIPEACEAATEIbCTBYIOIMM HA 3aCEJaHKH U CEKPETapeM.
JlaToii NpOTOKOIa ABJIACTCS AaTa 3aceianus (COBEIIaHHA).

4.3 4. Tlporokonam NPHCBaHBAIOTCS IOPSIKOBBIC HOMEPA B MpeeiaxX KaleHIapHOro
rojia OTACIBHO MO KajkIoi IpymIe MPOTOKOIOB: MPOTOKOJE! 3aCE/IaHuil YYSHOro COBETa,
TPOTOKOJIK 3aceaHuii JHCCEPTALHOHHBIX COBETOB, IPOTOKOIBI 3aCCIaHMH KOMHCCUH H
pabounx Tpymi, MPOTOKOIB COBeIaHHi. IIPOTOKONBI COBMECTHBIX 3aCEJaHHH HMMEKOT
COCTABHBIE HOMEpPA, BKIOUAOUAE [OPAJKOBBIC HOMEPA MPOTOKONOB OpraHH3alHii,
IPHHMMABLIMX YYacTHE B 3aCCIaHAH.

HoMmepa pemichuii, IPHHATBIX Ha 3aceaHusX (COBEIIAHMAX), COCTOAT H3 HOMEpa
NPOTOKOIA ¥ HOMEPA PACCMATPHBAEMOTO BOIIPOCA B MOBECTKE JHS.

4.3.5. Tlporokos MoxeT (UKCHPOBATH pelleHHe o0 YTBEPXKIEHHH KaKOTO-IHOO
J0KyMeHTa. B 3TOM Ciiyuae B TeKCTe IPOTOKONA JOIDKHA COJEPKATBCA CChUIKA HA STOT
JIOKYMEHT, @ caM JOKYMEHT IPHIaraThCs K IPOTOKOIY.

4.3.6. Konuu mpoTOKOIOB MPH HEOOXOAMMOCTH PacChUIAKOTCA 3aMHTCPECOBAHHBIM
OpPraHM3aIMAM | JIOJDKHOCTHBIM JTHIAM B COOTBETCTBHH ¢ YKA3aTEICM PACCHUIKH; yKa3aTeIh
COCTABNAET W MOJIMCHIBAET OTBETCTBEHHBIH HCMOMHUTENb TO/IpA3Ae/iCHNS. TOTOBHBIICIO
PaccMOTPEHHE BOIIPOCA.

4.3.7. TIpoTOKOIBl TIEHATAOTCA Ha CTaHgaprHoM smcre OGymarnm dopmara A4,
mprprom Times New Roman pazmepom Ne 13 1 UMEIOT CIENYIOMINE PEKBA3HTBL

HAaNMEHOBAHUE YHUBEPCUTETA — MOIHOE, B COOTBETCTEBHHU C YCTaBOM,

Bua pokymenta - [IPOTOKOJI (cmoso TTPOTOKOJI medaraercs MpONMHCHBIME
OyKkBaMH B pasps/IKy. MNOMYXKMpHBIM mpu@Tom pasmepom Ne 17 u BbIpaBHMBACTCH 10
HEHTPY):

BUJI 34CENAHHS, COBEIAHHS - OTACISeTcs OT TMPEABIAYIIEIO PEeKBH3UTA JIBYMA
MEKCTPOUHBIMA MHTEPBA/IAMA, TIEUATACTCA MOMYKUPHBIM WPHGTOM Uepes OfUH HHICPBAJI
1l BEIpPAaBHHBAETCA T10 1IEHTPY:

MECTO MPOBEACHNUS 3ACEAHNS, COBEIIAHMS - yKassBaeTes (IpH HEOOXOAUMOCTH). ¥
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KOr'o mpoBOAUTCS COBCHIAHWE, WIH B KAKOM MeECTe; MevYaTaeTcs uepe3 ABa MEKCTPOUHEIX
MHTEPBAja OC/Ie PEKBH3NTA «BHJ| 3aCENAHNS, COBCINAHNUA», OTHEISETCS OT HEro THHEHKOMN
¥ BEIDABHHMBAETCA 110 IIEHTPY;

Hata n Homep mpotokona. Jlata oopmiisercs CJIOBECHO-LM(POBBIM CIOCOOOM 1
TIEHATacTCA uepes 1Ba MEKCTPOUHEIX MHTEPBATA HIXKE IPEIBIAYIIEIO PEKBH3NTA; HOMEp
IPOTOKONIA 0603HauaeTCs apabcKuMu IQPamMu, MOIKET BKIIOYATh OyKBEHHBIE MHIEKCHI.

OcHoBHas 4acTh IPOTOKONA NeuaTaeTces uepes | MEIKCTPOYHBIH HHTEPBAJL.

[MToanuer oraensercs or texera TPCMA MEKCTPOYHBIMHA MHTEpPBa/JaMHM M BKIIOYAET
HANMEHOBAHUE /IOJUKHOCTH JIMIIA. TPe/cejaTelIbCTBOBABINErO Ha 3acefaHuyl (COBEIAHMM),
€T0 JINYHOH NOANUCH, pacuU(POBKH MOANHCH (MHUIHAILL U dbaMunns).

Haumenosanue J0IDKHOCTH MeyaTaeTcs OT JEBOI TPAHHLI TEKCTOBOTO OIS qepes
OIMH MEKCTPOYHBIH HMHTEPBaj] M UECHTPUPYETCS OTHOCHTENLHO CaMOil IJIMHHOI CTPOKH.
Pacumigpopka mommicu pacnomaraercs Ha VPOBHC NOCICAHEH CTPOKH HAMMEHOBAHUS
JOKHOCTH ¢ mpolenoM Mekay HHALHAIaMH M daMwmeii. [locaennss OykBa B
pacun@poBKe OrpaHMYHBACTCS MPABBIM TIOJIEM.

Obpasen odopmIeHIs MOMHOro NPOTOKO/A IPUBE/CH B IpIiokenun Ne 11,

Obpasent opopmIens KpaTKOro NPOTOKOIA IPHBE/CH B npuaoxenan Ne 12,

4.4, Ciry:xebHOE NMAHCHMO

44.1. CayxeGHoe TNHCBMO — ODUIMATLHBIN JOKYMEHT NHPOPMAITHOHHO-
CIIPABOYHOr0 XapakTepa. HCIONB3yeMBIi Jjuid oOmeHa HH(poOpMamuell B [AeSTENBHOCTH
OpranoB BIacCTH, OpraHM3aluil. yIpekIeHud i rpakaan (npmioxkenue Ne 13).

CryxeOHble THChMa YHHBEPCHTETA FOTOBATCA:

— KaK OTBETHI Ha MOPYYECHHUS BRIIIECTONINX OPraHH3aIINiA;

— Kak OTBETHl Ha 3alPOCHI PAsIMYHLIX OPraHM3ALMil, NOPEANPHSTHM, IpaKIaH H
YACTHBIX JINLL;

= Kak COMpPOBOAUTE/ILHBIC MHCHMA H 3aIIPOCHL;

— KaK UHMIIHATUBHBIE ITUCHMA,

4.4.2. Cpoku MOATOTOBKH ITMCEM YCTAHABIMBAKOTCA YKA3aHMEM MO MCHOTHEHHIO
PYKOBO/ITENIS HA OCHOBAHMHN MMCIOMIMXCS CPOKOB MCMOIHECHUS NOPYYCHHN M 3aIIPOCOB, a
10 JKaJ100aM 1 00pamIeHHAM IpakjiaH — JIeHCTBYONINM 3aKOHOIATEIBCTBOM.

TexcTsl muceM NOKHEI TOWHO COOTBETCTBOBATH 3aMaHHAM, 3aDUKCHPOBAHHBIM B
YKa3aHHH 110 UCTIOIHEHUIO PYKOBOAUTENS.

Cpox noaroTtoBkH MHMIMATHBHBIX IIHCEM  ONPEAETAETCS PEKTOPOM  HITH
MPOPEKTOPOM.

4.4.3. [luceMo 1eneco0OpasHO TOTOBHTE 110 OAHOMY BOMpocy. Ecau HeobXoamMmo
O0paTHTBCS B OPraHM3aLMio OJHOBPEMEHHO [0 HECKOJIBKHM Da3sHOPOIHBIM BOIPOCAM,
PEKOMEHIYETCS COCTABIIATE OTACIBHEIE MMCEMA 110 KAKIOMY U3 HHUX.

[TrceMO MOXKET KacaThesi HECKOJBKHX BOIIPOCOB, €CIIM OHM B3aUMOCBA3aHbl M GyayT
paccMaTpUBaTEC B OHOM CTPYKTYPHOM MOJIpasIeneHuN OpraHu3alnu-ajpecara.

ITpuBoguMBIe (akThl 1OIKHE ObITh 00A3aTCIBHO MPOBEPEHE], NUPPOBLIE JaHHBIE —
TOYHBI,

4.44. CnyxeOHple MHCbMA IEYATAIOTCS HA CTAHJIAPTHBIX OIaHKAX IS MUCHMA
popmara A4, mpudrom Times New Roman pasmepom Ne 13 wepes 1 MexcTpouHsiii
UHTEPBAIL,

Ha oQoporHoii cropoHe mOCHEIHEro JHCTa MHCBMa IIPOCTABJISETCS BH3a
PYKOBOOUTCIIA CTPYKTYPHOIO noApasACACHUA-UCITOIHHTCIIA,
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4.4.5. [IucpMo He JOIDKHO cofepkarb fojiee YETHIPEX aipecaToB. Cinoso «Komms»
[epell BTOPHIM, TPETHHM, YETBEPTHIM aApecaTaMi HE ykaszsiBaetcs. Ilpu OoIBIIOM
KOJIMYECTBE a[pecarToB COCTABUTEIbL IHCHMA 00f3aH TPEACTaBUTh CIHCOK PACChUIKU
JOKYMEHTA ¢ YKa3aHHeM KOPPECTIOHICHTOB M HX aJpecoB, Ha CaMoM [UCEME B 9TOM Cliy4ae
anpecat obopmisieTcst 0000IICHHO.

4,4.6. CnyxeOHble THCbMA, HANPABIACMBIC BBINCCTOANINM opraHu3anusIM,
rojmuckBaioTes pexropom. [lncbma, Hampasasemble OT MMCHH YHUBEPCHTETa B JPYIHE
OpraHU3aLNHg, TIOITHCHIBAOTCS PEKTOPOM HIlH POPEKTOPOM (IO TIOPYUYEHHIO PEKTOPA).

CnyxeOHbIE MHChMA, [MOANMCHIBACMBIC — PYKOBOAMTEIAMH  ABYX M bonee
opranu3aiii, OQOPMISIIOTC HA CTAHAAPTHOM JMCTE oymaru ¢dopmata A4. llpu 31om
JAHHBIE © HAMMCHOBAHMHM OpraHM3alMii, TOMMMCABINX [HCBEMO, BKIIOYAOTCA B
HaUMEHOBAHHE JOKHOCTH B PeKBH3NTE "MOJINHCE" .

Jlatoii machMa ABJIACTCA JIaTa ero NOAMHCAHUS.

4.4.7. CnyxefHOe TUChMO HMECT CIIE/IYHOUME PCKBH3HTEL:

— rpud B NOMETKA OT PAaHMYCHHUS J0CTYNa K JOKYMEHTY (ecim 9T0 HEOOXOAUMO):

— perucTpaloHHbI HOMEP JOKYMEHTA;

— CCHIIKA HA PEruCTPAIMOHHbI HOMEDP H [aTy JOKYMCHTA,

— JaTa JOKYMEHTa;

— ajpecar;

_ HAMMCHOBAHME JOKYMEHTa (3arOlOBOK K TEKCTY MHCHMA, HAIMIHE STOTO
PEKBH3UTA 00A3aTENLHO):

— TEKCT;

_ OTMeTKA 0 HAJMYHAH OPHIOKEHIH (€CH OHN UMEIOTCH);

MOAMHCH JIO/DKHOCTHOI'O JIMIIA:
— BH3a;
oTMEeTKa 00 HCTIONHUTENE.

EcnM MUCBMO SBJIAETCH OTBETOM, COCTABHTENL YKa3blBacT Jary H HOMED
HHUIMATHBHOTO JOKYMEHTA. Ha KOTOpBIH OH OTBEYAeT. DTOT PEKBM3HMT NEPESHOCHUTCA B
GnaHK M3 UHUIIMATHBHOTO MUCHMA MPH OKOHYATCIBHOM o(hOpMICHIH MTHChMA-OTBETA.

4.4.8. B nepenucKe NCIOIB3YIOTCA CIEIyOIHE GopMBl H3TOKEHUA TEKCTA!

OT NIEPBOTO JIHIA €ANHCTBEHHOIO HHCIA (npouty, cuumaio, npeonazaio, HaNpaeiAio).
4YTO BO3MOJKHO B IBYX CITy4yasx:

mucbMO 0(GOPMIISETCS Ha JODKHOCTHOM OnaHke:

MHUCHMO HOCHT KOH(MHUISHIHATBHEIH XapakTep WK COACPKUT NepCcoOHATbHOR
obpalieHne K afpecary;

OT TEPBOro JIMIA MHOKESCTBEHHOTO HHCIIa (npocunm Hanpaeume, HaNPagLIeM
HQ paccmompenue),

oT Tpe'rbero IUna eIHHCTBEHHOTO YHCIa (wmeepcumem npoc um,

YHUGEpCUMEm He 603padicaem, yHusepcument cuumaent 603MONCHBIM):

OT TPETHETO JIMIA MHOKECTBEHHOTO HHCIIa (pyxo600cmeo yHueepcumema u

mpyO08oti KOLNEKNUE NPOCSM).

B mnuchbMax ciemyer usberars KaTeropuueckux BhIpaKEHUH. DTO JOCTHUraeTes
BBOJHBIMH CJIOBAMH U KOHCTPYKIHEH: HO-BUOUMOMY, NO-NPENCHEMY, KaK U3BECNHO, eclu
B03MOJICHO W T.I1.

VeaskeHHe K ajpecary MOMOraioT  BbIpasHTh jeenpuyacTHeie  00OpPOTHI:
«BHUMATENBHO paccMoTpes Bamm  TPEUIOKESHHA. ., «TIaTenbHO  W3yduB  Baum
3aMeqanui.. . »,
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Ilpu 060CHOBAHUH JIEHCTBUIE HCTIONB3YETCH HAOOp HAYAIBHBIX M 3aKIIOUATEIBHBIX
ClOBOCOUETaHMI 1 BEIpakennii: «B mopsyike obmena...», «B mopaiKe HCKIIOYCHUA. .. », «B
CBS3M...». «B COOTBETCTBHM...». [IPHMMHEI IPUHATAS PEMICHHI TAKKE GOPMYITHPYIOTCH C
TIOMOIIBIO IEENPHYACTHBIX 000POTOB: (yUHTHIBAS), «CUHTAA), KIPHHIMAA BO BHUMAHHCY,
«paccMaTpUBas». «PYKOBOACTBYICHY.

Bce nmuchMa MOKHO Pa3fieliuTh N0 QYHKIMOHAIBHOMY IPU3HAKY Ha JIBE TPYTIIEL a)
muckMa. Tpebylolye nucsMa-0TBeTa; 0) nuchMa, He Tpedyiomme NIchMa-0TBeTa.

4.4.9. Teker THCBMa., KaK NpaBHIO. COCTOMT M3 ABYX uacTeii. B mepmoii dacti
u3naraercs LPHYMHA, OCHOBaHHE WiM 00OCHOBAaHHE COCTABICHHS MHCHMA, MPHUBOLATCHA
CCBHUTKH Ha JAOKYMEHTBI, SRJISIONIHECS OCHOBAHUEM [10/IrOTOBKH MUCkMa. Bo BTOPOif 4acTH,
HAYHHAIONIEHCA ¢ ab3a1a. TOMEIIAIOTCS BHIBOIBL, TIPEUTOKEHUS, MPOCHOBI, PEIEHHS U T.1.

4.4.10. Buj mucsMa OnpeaeaeTcs ero cojepxKaHieM H Ha3Ha4CHHCM.

ConpoBoaHTEAbHOE MACHMO — 5TO [MCBMO, KoTopoe HMHQOpMHMpYeT ajapecara O
HATIPABMEHHH €My INpPHIAraeMbiX K MHChMY J0KYMEHTOB. CONpPOBOIMTEIBHOE MHCHMO
COCTABISICTCA TAKKE, CC/AM HANPABIAEMBIH JIOKYMEHT He HMEET ajpecylomelf HacTH
(Hampumep, TIPM PACCHUIKE OPraHU3ALMOHHBIX. HOPMATHBHBIX, PACHOPATHTEILHBIX
JOKYMEHTOB) HJIH €CTH HE0OXO0IHMO 3a(UKCHPOBATE NIEPEUCHb HECKOIBKIX HAIPAB/IICMBIX
TOKYMEHTOB.

HaumnmaroTcs THCEMa AToil pasHOBUAHOCTH caoBaMu: «llocsuraem», «Hamnpasisiem»,
«Bosspamaem», «[Ipmiaracm» Hu T.L, Jale€ YKa3blBAIOTCA 3arojioBKH H [IOUCKOBEIE
NpU3HAKHY (IaTa ¥ HOMEP) HAMPAB/EMOro J0KYMEHTA. OOBIYHO TEKCT COMPOBOAUTEIBHOTO
[HChMa OYeHb KPATOK U HE HMEET CaMOCTOATEIBHOr0 3ar0/I0BKa.

Hndopmanuonnoe MUCLMO — JIEJIOBOC THCEMO, B KOTOPOM aipecary coobmaTca
cBeenns odumaibHOro xapakrepa. MHbOpMALMOHHBIE MHCHMA, Kak TPaBHIO. HOCAT
TUIIOBO} XapaKTep M PAcCHUIAITCA OPraHaMyl BIACTH U YIPABICHIA PasIHiHBIX YPOBHEIA
IOJBEIOMCTBEHHBIM OpPraHM3allMAM I OpraHu3aluAM  ONpPEACICHHOIO  THIIA. B
MH(OPMALMOHHBIX MHMChMaX MOTYT JIOCIOBHO HPHBOIHTECA OTJIENBHBIE TOJOKEHUA
3aKOHOJATEIBHBIX M MHBIX HOPMATHBHBIX TMPaBOBLIX JOKYMEHTOB, & TAKXKE PEKOMEHIAIIIH
U [peIoKeHAd. B HUX MOKET COACPKATHCA uHGOPMALHS, PA3hACHIIOMAsS 0COOCHHOCTH
IPUMEHEHHs TeX WIH HHBIX HOPMATHBHBIX JIOKYMECHTOB WIH Tpasuia MOBE/ICHUA B
ompeiefeHHbIX  ycnoBuAX. VHOrza OTH  THCbMa  HAa3BIBAIOTCA METOIUYECKUMU.
MudopMaloHHEIe MHCHMa MOTYT COPKATH TIPHIOKCHHA.

IMHCcEMO-cO0BMER e — [C/I0BOE IMCHMO, KOTOPEIM aBTOp WHPOPMHUPYET afpecara 0
KAKUX-TH00 COOBITHSX. (aKTaX, TpPEICTABIMIONMX B3aMMHBI HMHTEpPEC. ITucsmo-
coobienne MokeT ObITh MHUIIMATHBHBIM HIH SBISATHCS OTBCTOM Ha HCBMO-TIPOCKOY HIIH
nucbMo-3anpoc. Kax mpasmio, [HChMA-coOOUmIeHNs — mHchbMa HeGoibmoro o0seMa,
HEPEOKO COCTOAIHE U3 OJHOrO—JIBYX npegnoxkennii.  ITHCEMO-COOOIIEHNE  MOXKET
HAYMHATHCS ¢ OOOCHOBAHHS WM HENOCPSACTBEHHO C H3TOKCHHA coobmaemMoit
uHpOpMAIIN:

Cootuaem Bam, umo...
Togooum 0o Bawezo ceedeHus, Hmo...

Cuumaem Heobxo0umsim nocmaeums Bac 6 u36ecmuocis o...

TncbMo-H3BeIMenne — JET10BOe IMHChbMO, HH(OpMupylomEee o nyOJIAYHBIX
MEpONPHATHAX (KOHKYpCax, COBCLIAHMAX. CCMUHAPAX. BHICTABKAX, KOH(pEPESHIMIX U T.IL).

[TucpMa-M3BEIMEHNs. KAK [PABIUIO, PACCHIIAIOTCS MIMPOKOMY KPYTy OpraHu3aluii,
VUpEKICHHH, MPeImpusIThii ¢ ENbI0 HX MPHBICHCHUA HIH MpHIJIAMICHNS K YYacTHIO B
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HPOBOJIUMBIX MEPOMNPHATHAX. B  3aBUCHMOCTH OT KOHKPETHOH CHTyaluHu IIMChbMa-
M3BCIIEHNS MOTYT TOJNBKO COO0MATh O MPOBOJMMOM MEPONPHSTHH, BPEMEHH H MecTe
MPOBEEHMA, a TAKKE OIHOBPEMEHHO TNPHIIAIaTh K y4acTHIO, c000maTh 00 yCIOBHAX
y4acTHsd B MEPOIPHATUH H COAEPKATE JAPYIYIO BCIIOMOTATEIBHYIO UH(OPMAIIHIO,

IMucemo-npesioskenne — JENOBOE MHCBMO, HANMPABIAEMOE MOTEHIMATEHOMY
NapTHEPY € MPEUIOKEHHEM TOBAPOB. YCIYT, COTpyAHUYecTBa U T.1. [Ipetokenne MoKeT
OBITb HANpaBIEHO MO HHMIMATHBE OpraHm3aluu-aBTopa (NMPOAABIA) HIM B OTBET Ha
MHCLMO-3a1poc.

Ecin muceMo-npejuiokenye HampaBnseTcs aJpecary BIEPBBIE, OHO COIEPKAT HE
TOJIBKO COOCTBEHHO NMPEIOKEHNE, HO U nH(OpMaIio 06 Opranu3aiu-asTope.

[TuceMo-1peanoKeHHe MOXKET OBITh HANpPaBICHO OMHOMY KOPPECIOHAEHTY WM
cpa3y HECKOJIbKMM. IIpeiokeHne napTHepy MOKET COACPKaTh KOHKPETHYIO AETAIBHYH)

uHpopManmio wm o0uyo HHGOPMANUIO. SBISIONYIOCH (DAKTHUECKH NPEITOKEHHEM K
Ha4a1y MEpPEeroBopos.

KioueBoii (ppa3oii nucsMa-npe/uioxeHns MoxeT OBITh:

IIpeonazaem Bam...
B noomeepoicoenue nawieil do2osopennocmu npednazaem Bam...

IMucbmMo-npocbda — MUCHMO, 1EJIbI0 KOTOPOTo SBIAETCA NOIYYEHHE HHPOpMAIHH,
yCIIyr, TOBapOB, HHHLMHPOBAHHE ONpeACHeHHEIX JelcTRuil, HeoOXONHMMBIX OpraHH3alHU-
aBTopy. Ilucemo-mipocsba cojepxur 0OOCHOBaHUE IPOCKOBI M €€ H3JIOKCHHE.
OGocHOBaHUE JIO/DKHO MNPEIIECTBOBATE HIIOKEHNIO NpockObl. OO60CHOBaHHE MOXKET
OTCYTCTBOBAaTh B ClIy4asx O4YCBHHOCTH NpochObl, €ro THIOBOIO Xapakrepa, a TakkKe B
cilydae, €CIIH OCYILECTBACHHE ASHCTBHIA, COCTaBISIOMMX NPock0y. ABIAETCH 00513aHHOCTHIO
OpraHM3alliy, TOJApa3feieHnud. A0DKHOCTHOTO nuna. [Ipocsba u3naraercd ¢ MOMOMIBIO
rIaroia npocums:

Ilpocum Bac coobwyume...., lpocum Bac npedocmaeums...
ITpocs6a moxet hopmyaupoBaThes n 63 riuarosa npocums, HallpuMep:

Haodeemcs na nonosicumensHoe peuterie 60npoca...
Haoeenmcs, wmo Bol coumeme 603MOICHbIM PACCMOMpPemsb Hawe obpawjenue.,..

ITucbMo-3asiBKa COCTABIISETCS B CIydasX, €C/IM OpraHu3anus JKejlaeT NPHHATH
y4acTHEe B MEPOIPUATHAX HIIU NOMYYUTE YCIYTH, NPEIOCTaBIsIEMBIE IPYTOil OpraHu3arueii.
Ecam 3asBka cocrtaBisercs B cBOOOAHONH (opme, B HEE BKIIOYAETCS TONBKO Ta
HH(pOpMAITHs, KOTOpas CYIIECTBEHHA JUis aBTopa micsMa. IToCKONbKY MHCEMO-3asBKa — 9TO
(haxTHUECKH ITpock0a BBITOIHHUTH KaKyl-IH00 paboTy, 0KasaTs YCIIyrH, BKIIOYHTE B COCTAB
YYACTHMKOB KaKOro-1M00 MeponpusTHs M T.L. TO B TEKCTE 3aiBKM. KaK I[PaBHIIO,
HCIONB3YIOTCA T€ JKE SA3BIKOBBIE 000POTHL, MTO H B MHChbMax-Ipockdax.

ITucemo-noATBepIKIeHHE — [IHCEMO, B KOTOPOM ajipecaT MOATBEPXAACT MOIYyUCHHE
CBEICHHUIH, JOKYMEHTOB WJIH JIPYIHX MAaTEPHAIOB, paHee JOCTUTHYTHIC TOTIOBOPEHHOCTH,
HaMepeHus u T.1. Ecim moarsepiKaacTcs MpeABapUTCIbHAS JOTOBOPEHHOCTb, B TEKCTE
MHCEMA CIIEAYET KOPOTKO H3JIOKHTh €€ CYTh, €CIM MOATBEPKJACTCA MOJNYy4YECHHE
JIOKYMEHTOB — HEOOX0IMMO Ha3BaTh HX. B OTAENBHBIX CiIy4asx B NHUCHME-TIOATBEPKACHUH
KPAaTKO W3/1araercss CyTh [OIYYEHHBIX JOKYMeHTOB. I[IHCHMO-TIONTBEPIKIACHHE MOKET
3aKaHIHBATHCA MPOCHOOI, MPEIIOKEHHEM. ImouenniMu A3BIKOBLIME (hopMyITaMH 5Toii
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Pa3HOBHUAHOCTH IMHCEM ABIAIOTCH!

Iloomeepoicoaem nonyuenue (OOKYMEHMOB, NPeOBaApUMENbHYI0 002080PEHHOCMb,
coznacue u m.m.)

[Toomeepacoaem nameperue... ...

CBOEBPEMEHHOCTE WX OTIIPABKA MO3BOJISET aApecaTy CHATh BOMPOC C KOHTPOIA M
HCKJIHOYAET OTIIPABKY UM IHCEM-HAIIOMUHAHUIA,

[Incemo-3anpoc — 5T0 MUCHMO, HANPABIAEMOE C HEIBIO TONYYEHHS KAKHX-THOO
OoUIMATBHBIX CBEACHMH I JIOKYMEHTOB.

Teker mucbMa-3anpoca COAEPIKUT 0OOCHOBaHHE HEOOXOAMMOCTH NPEIOCTABICHUS
CBEJIEHUI WIH MaTepHalIOB U COOCTBEHHO W3NOXKeHHe 3anpoca (npockosl). B o6ocHoRaHMM
MOTYT COJEPKAThCH CCBHUIKH Ha 3aKOHOJMATE/bHBIE U WHBIE HOPMATUBHBEIE AKTHL,
OpPraHM3alHOHHO-IIPABOBLIE JIOKYMEHTHL, TaKk KaK OpraHu3aius He HMeeT npasa
3anpalInBaTh CBEJCHUA, HE 00VCIOBICHHEIE €€ (hYHKIIMOHAIBHOM IeITeTbHOCTHIO.

B mesom mucbMa-3anpockl COCTaBIAIOTCA Tak K€, Kak MUchbMa-npockObl. [Tucemo-
3arpoc TpedyeT MHCLMa-0TBETA,

[IucbeMo-0TBET — MHUCHEMO, COCTABISEMOE KAK OTBET HA MUCHMO-IIPOCHOY. MHCHMO-
3agpoc WM mpejioxkenne. OtBeT MoKeT OBITH MOJIOKHUTENBHBIM WIH OTPHIATEIBHBIM
(mucemo-oTkas). Ecnm  muceMo  CONEpKMT  OTKa3, OH  JOJDKeH OBITH  XOpOoIlIo
apryMeHTHpoBan. 1103ToMy HUCBEMO-0TKA3 11€/1eco00pasH0 HauyuHaTh ¢ OOOCHOBaHuS: B
ceasuc...

TekcTsl OTBETHBIX THMCEM JO/DKHBI TOYHO COOTBETCTBOBATH IIOPYYEHUAM,
3a()MKCHPOBAHHBIM B YKa3aHMAX 10 MCTOJHEHMIO JOKYMEHTOB peKTopa (IIpOpeKTopa,
JUPEKTOpa JenapTraMenTa).

44.11. TlucemMa ¢UHHAHCOBOIO XapakTepa, @ TakKe IIHMChbMa, COACpXKaIIHe
00s13aTe/IbCTRA, 3aBEPAIOTCA [IE€UATHIO YHUBEPCHTETA.

B mmcepmax, coaepxamux MHPOPMALKIO OMPaHHYEHHOIO  PacrpoCTpaHEHHS,
npocTaBisercs pekBHu3HT «OTMeTKA 0 KOH(GHACHIHAILHOCTHY.

4.5. AT

AKT — JIOKYMEHT, COCTABJICHHBI HECKOJBLKAMM JIHLIAMH W TOATBEPIKIAOMIII
yCTaHOB/ICHHBIE (h)aKThl ¥ COOBITH.

AKTBI COCTaBIIOTCA [0 Ppe3ylbTaraM pPeBU3MH  (HHAHCOBO-XO3MHCTBCHHOM
JEATCIBHOCTH, TIPHEMa-Nepejaud e, TNPOBEPKH Hamu4Ms, [OArOTOBKE JA€I K
YHUYUTOXKCHUIO, MHBEHTAPH3aLIHN H JIp.

AKT COCTABIISIETCSI KOMUCCHOHHO (HE MEHEe JIBYX COCTaBATENEH) MM CHCHHAIBHO
YIOJIHOMOYEHHBIM JODKHOCTHBIM THIIOM. IIpu HeoOXOMMMOCTH YKa3bIBAKOTCA TAKXKe JIHIA,
HE ABJIAIOIMMECS WICHAMM JAHHOM KOMWCCHH, HO TPHCYTCTBOBABIUME IIPH COCTABICHHH
aKra.

JlaTa aKkTa J0/KHA COOTBETCTBOBATH JHIO aKTHPYEMOro ¢akra Wil COOBITHS.

B 3aroioBKe akTa ClieVeT IHcaTh Ha3BaHUE WM KPAaTKOE COJEPKAHUE aKTHPYEMOI'O
(hakTa Ui cOOBITHS.

TeKCT akTa COCTOMT U3 JIBYX HAacTeli: BBOJHON M KOHCTATHPYIOIICH.

BBomnas 9acTh aKTa CTPOUTCS 110 CXEME:

OCHOBaHHE: YKA3bIBAETCS PaCHOPAAUTEIBHBIH JOKYMEHT, €r0 HOMEp W Jara, Ha
OCHOBaHHHM KOTOPOTO aKkTUpyeTces (hakr, COOBITHE WIH JCHCTBHE, €ro HOMep U J1aTa.

CocTaBneH KOMUCCHEH B COCTaBE:

[Ipencenarens — fomkaocts, Pammmag M.O. (B nMeHHTEIBHOM majgexe).

Ynens komuccnn: aopkaoctr, @amuan .0, (B IMCHHTEIBHOM MaIEKe).
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GaMuIHH 49IeHOB KOMHCCHH TPUBOAATCS B an(aBUTHOM MOPAAKE. HYMEPYHOTCH
apaOckuMH HHGpaMu ¢ TOYKaMH ¥ TieYaTaroTes 4epe3 | HTepBall.

B koHcTatupylomel uHacTH akTa M3NaralTcd [eaM M 3aia4ud, CyTh M Xapakrep
NpoBeCHHOM paboThl, (HUKCHPYIOTCH YCTAHOBICHHBIC (AKTBL, a TakkKe BBIBOMIHI,
OPEUTOKEHUS U 3aKITIOUEHNA.

Koncratupyiomas wacTs akTa HaYMHaeTCd ¢ yKa3zaHHs Jarel, (akta wim coObITHA,
NpUYMHEL. TeKCT M3Maraercs B HACTOSIIEM BPEMCHH, OT TPETHEro JIHMIA €HHCTBEHHOI'O
guena («KKOMHCCHS YCTAHOBIIAY ).

B xoHIle TeKcTa ¢ KpacHOM CTPOKU VKA3BIBAETCHS KOIWYECTBO HK3EMIUIAPOB aKTa.
MECTO MX HAXOX/ICHUS HIIU a/Ipecarhbl. KOTOPBIM OHU HAMPABICHEI.

Hanpumep:

CocrasieH B 3-X 2K3eMIIspax:

1-it sxzemiumap — OyxranTepns:

2-H 5K3eMIAp — HAHMEHOBAHHE CTPYKTYPHOTO HOAPa3eICHU:

3-# ak3eMIussip - B aeno (Ne gena).

KonuuecTro 3K3eMIUIIPOB aKTa OMpejenseTcs HOPMATHBHBIMH JOKYMEHTaAMH WIH
NpaKTHYeCKOH HeoOX0ANMOCTEIO.

AKT TIOANMCHLIBAKOT  INWI@, YYACTBOBABIIME B ©r0  COCTAaBACHWH  WIH
NPUCYTCTBOBABIINE IIPH COCTABICHUHM, IIPH 3TOM YKA3BIBAIOTCA HE HAWMEHOBAHHA
JOJDKHOCTEH, a pacmpeernernne 00A3aHHOCTEH NMpH COCTAaBICHHM akTa. PaMHIHKA HICHOB
KOMHCCHH YKa3bIBaIOTCA B ajipaBUTHOM nopsake (npuioxenue Ne 14).

[Ipy HEOOXOAMMOCTH TAaKXKE B TEKCT aKTa BKIIOYACTCA O3HAKOMJICHHE C
COIEpXKAHNEeM aKTa JIMLI, YIOMIHVTHIX B aKTe, M0/ MOAMNCE, HA MOCHeJHel cTpaHnIle aKTa
NPOCTABIACTCA O3HaKoMHTeNbHAs Bi3a "C akTom o3HakoMJIeH(Bl)", MpH 3TOM YKa3bIBAIOTCA
HANMEHOBAHMSA JO/UKHOCTEIH. JIMUHEIE [MOANNCH, pacmHu@pOBKH TIOANMCEH, JaThl
03HAKOMJICHHA. JIMIla, KOTOpbLIC 3HAKOMATCA C COACPKAHMEM aKrTa, MMCIHOT IIpaBO HE
COTJIACUTECH C CO/IepIKAHMEM aKTa B 1I€JOM WIH €ro OTIEIbHBIMH MOJ0KEHHSIMH, YTO
JIOMKHO OBITh 3a(UKCAPOBAHO ITPH 03HAKOMIIEHHH C AKTOM.

4.6. loxnaguadg 3anucKa

JloknaaHAas 3aNHCKa — JIOKyMEHT. a/[PeCOBAHHBIH PYKOBOAMTEIIO M COACPHKAIIMH
00CTOATENEHOE M3JI0KEHHE KaKoro-ando BOIIpOCa C BBIBOJAMH W MPELTOXKCHHAMHA
COCTaBHTCIA.

Jloknaaueie 3anACcKi 00eCIeYHBAOT CBA3H 00BEKTOB YIPABICHHS HA BEPTUKAIBHOM
YPOBHE — CHH3Y-BBEPX, TO €CTh HAIpaBIAlOTCA OT HHKECTOAIICTO JAO/DKHOCTHOI'O JIHIA
BBRIIICCTOAINEMY JOIIKHOCTHOMY JIMILY.

I[OKJIaIIHaﬂ ZAITHCKA MOXEeT HWMETh 3arojioBOK. KOTOpHﬁ KpaTKO pacKpbsIBaACT
coflepyKaHME JOKyMeHTa. 3arojioBOK JIOKJIANHOH 3amucku (QopMyaHpyercs Mo ofmmm
opaByjlaM  COCTABJICHHA  3arO0JIOBKOB K JOKyMEHTaM: C IIOMOLIBI0 IpCIora «o»
1 OTIJIATOJIBHOTO CYIIECTBHTEIBLHOTO B TIPEVIOXNHOM [1a/1CKE.

B TexcTe OOKIANHONW 3aMMCKH YETKO BBIJICISIOTCS TpU vacTH. B mepsoit wactu
coo0maroTes GaKTsl, MOCTY/KHBIIHE OBOIOM /IS COCTABIEHHS JOKYMEHTa, @ BO BTOPOii —
M3IAraloTCs KOHKPETHHIE, TPOChOBl U Mpe/UIoKeHus. TEKCT JOKIaJHON 3aMuCKH MOMKET
COCTOSTH M M3 TpexX uacrteil. B oToM ciydae BTepBoit wacTu (KOHCTaTHpyiowei) OyayT
n3jarareCa NpHYHHLL (1)&](’1'5! WM COOBITHS, MOCHYKUBIIKE IMOBOAOM [UIA €€ HallMCaHWA,
BO BTOPOil YaCTH — aHAJIM3 CAOKMBHICHCS CHTYAIlMH, BOSMOXKHBIC BAPHAHTHI PELICHHS, a B
TpETheli — BHIBOIBI M MPE/UIOKEHNS O KOHKPETHBIX JCHCTBHAX., KOTOpBIE HEOOXOAMMO
MpeANpPHHSATE, TI0 MHEHHIO COCTABHTENS JTOKTATHON 3amucki. JloK1aqHas 3arucka MOXKeT
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OBITH MPEACTABIEHA B TEKCTOBOM M TaOIMYHOM BapHaHTe ATH UX COUCTAHUH.

Ecim uMeeTcs NpHIOKEHNE, TO OTMETKA O HeM Jenaetcs 10 0QopMISHHS TIOAMICH,
HarpuMep:

[puioxenne: axt nposepku ot 03.03.2017 Ne 33 na 1 1. B 3 9K3.

Joknajanas 3amucka odopmisiercs Ha aucte Oymarn popmata A4 U MOXKET MMETh
CHEYIOUIME PEKBH3UTHI: HANMCHOBAHHME CTPYKTYPHOIO MOAPA3/ie/CHHs, HAaUMEHOBAHHE
BUJIa IOKYMEHTA, afpecar, JaTy, HOMep, 3aroJ0BOK K TEKCTY, TeKCT. MOANHMCH, PE30IIIOLHIO,
OTMETKY 00 HCTIONHCHMHM JOKYMCHTA U HATIPABICHNN ero B Aeno (npunoskerue Ne 15).

4.7. CnyxeOHas 3anIHCKA

CnyxeOHas 3anucKa — BHYIDEHHMH JOKYMEHT O BBIIOJHEHMH paboThl, Xapakrep
KOTOPOI H3BECTEH, OT OJHOIO /IOJIKHOCTHOIO TULIA IPYTOMY.

CnyxeOHbIE 3alMCKH. B OTJIHYME OT JIOKJIAJHBIX 3alMCOK, 00ccIecUNBalOT CBA3b
00BbEKTOB YIpABJICHUS HA FOPH30HTAIBHOM YPOBHE, TO €CTh COCTaBILAIOTCH pPabOTHHKOM
WIH PYKOBOJAWTENEM TOAPA3JICICHISI HA UM PYKOBOAMTENS WIM CHCLHATHCTA JPYTIOro
nogpasaenenus. CrnyxeOHBIC 3alNCKH HANPaBIAIOTCH OOBKIYHO OT OJHOTO PYKOBOIAUTEIS
K APYTrOMY WIH OT OJHOTO COTPYIHHKAa K JPYroMy TOJBKO B ClIydae HX paBHO3HAYHOTO
JODKHOCTHOTO CTaTyca, B MPOTHBHOM cilydae 3To OyAeT JOK/Ia/Has 3a1HcKa.

Kak mpasuno, cioyxeOHbIe 3aMUCKH COCTABISIOTCA I10 BOIIPOCAM MaTepHAILHO-
TEXHAYECKOT0, MH(OPMAIHOHHOTO. OPraHU3allMOHHOTO M XO34HCTBEHHOro O0CCIICYCHHS.
CnyxebHple 3amUCKM — 9TO CBOEr0 poja TMEPEMMCKA MEXAY CTPYKTYPHBIMH
nojgpasaeieHusMu. OHH OOBIMHO COJACPKAT OUPEACICHHYI0 NPOCh0y. NPEITOKCHHUE.
CoyxeOHble 3aHCKN 0QOPMILAIOTCA TaK XKe, KaK H JIOK/Ia/THEIC.

CnyxebHas 3ammcka odopmisercs Ha mnere Oymarm dopmata A4. PexkBusutsl
cilykeOHOI  3amMcKW:  HAaUMEHOBAHHME  CTPYKTYPHOTO — HOJpa3s/ieleHus,  ajipecar.
HAUMCHOBAHME BHJIA JOKYMEHTA, TEKCT (HOCHT OTHUETHBIN XapaKTep, MOKET OKaHUNBATHCH
npockbaMH, HO HE [PELIOKEHMSIMH). TOMMHCH, JaTy, pPe30IONMIO, OTMETKY 00
MCTIOJTHEHHH) JOKYMEHTA 1 HAMPaBIeHUH ero B zies1o (npuioxenne Ne 16).

4.8. O0nscHATEILHAN 3allHCKA

OOBACHUTENLHAS 3aMWCKa, [0 CYTH, SBJIACTCS AOKYMEHTOM, OOBACHAIONINM
BBIIIECTOALIEMY HETIOCPEACTBEHHOMY PYKOBOIHTEIO NPHYAHBI
HEBBINIOJIHEHUSA NOpY4eHHs, (akr HapymeHus TPYAOBOH  HIH TEXHOIOIHYECKOMH
MUCHMILTAHEL, TaK ke 00BACHUTEIBHBIC 3aNMNCKH HCMOJIB3YIOTCS KaK COTPOBOAMTE/IBHEIE
COOOIIEHMS U COTIPOBOXKIAIOT OCHOBHOM JOKYMEHT. HalpHMep, IVIaH WIH OTHCT. B srom
ciaydae OOBACHHTENbHAS 3allMCKA IMOACHACT COACPKAHHE OTACABHBIX MOJIOKCHUI
OCHOBHOTO JOKYMEHTa, B 2TOM cCilydae 3anmcka odopmiusercs Ha oOmem OnaHke
opramsamuu. Ecin OOBACHUTC/IBHLIC 3AMCKA, OTPAKAOT KAKHE-THOO MPOMCIIECTBHA,
CAOKMBINYIOCS CHTYALMIO, TO OHM OQOPMIIOTCS HA CTaHIAPTHOM JIHCTE oymarn u
afipecyloTcss  KOHKPETHOMY  BBIHICCTOSAIIEMY  JO/DKHOCTHOMY  JIMITY. PexkBH3UTHI
O0BIACHUTENLHOI 3AMICKN AaHATOIHYHEl PEKBH3NTAM CIY)KCOHOM 3aNIUCKH.

4.9. Cnpaska

CrpaBKa — 9TO JOKYMEHT, COJIepIKan(uii Omicanus 1 NOATBEPXKICHHS TEX WIN HHBIX
$hakTOB MM COORITHI, BTOM umcle Guorpapuueckoro Wil CiyxeOHOro Xapakrepa:
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B OTIMYHE OT NOKIAIHBIX 3allMCOK OHA He Tpebyer NPHHATUA Kakux-mbo aelcrsuii
OT PYKOBOJWTEIIS.

B saBucumoctn ot ueneii cocrasmenus CHpaBKM MOTYT OBITh: aHAIATHYECKHE.
OTHETHBIC WK HHPOPMAIHOHHEIE.

AHAIHTHIECKHE CIPABKH COJEpIKAT MH(OPMAIMIO 110 BOIIPOCY HIH TIpobrieMe,
Tpebylomeli pemennn. OGBYHO AHATMTHUECKIIE CIPaBKH HMMEIOT 3HAYNTEIBHBIT 00BeM
Texcra (Oo 3-x crpammm). TekeT aHAHTHYECKO CIIPAaBKH COCTOMT W3 TpeX wuacrei,
B neproit uactu wanaraercs ocnopamme cocrapienus. Bo BTOPO#i — anaJli3 CHTYAIH Wil
BONPOCA, B TPETHEH — BHIBOILI H [IPEUIOKEHHS.

Otuetnrle cnpaBku comepikar 06OOMAIONINE HTOrOBEIE CBEJIEHHS O pe3ylbTaTax
ACATEIBHOCTH, TOYTOMY 3arolOBOK OTHETHOH CIPABKM BKMIOYAST VKasaHHe HA TIEPHOJT
BPEMCHH, K KOTOPOMY OTHOCSTCS M3/I0KCHHBIE B CIPAaBKE CBEEHHS, Hanpumep: Crnpagka
00 obBeme JokymentooGopora BIVIC B 2017 r.

Copaskn urdOpMaLIOHHOIO Xapakrepa COCTaBISIOTCA C LENbl0 HHQOPMHpOBaTH
PYKOBOZICTBO O TIOJOMKEHHM JIC/I 1 MOTYT HMETh, HANPUMED. CHEAYIOLWIMH 3aroIoBOK:
Cnpagxka o xojie BeinonHenns paGor mno JIOTOBOpPY OT 20 1. Ne

CripaBku COCTAB/ISIOTCS 110 3aMPOCY H MPEACTABIAIOTCS B YCTaHOBJICHHBIE CPOKU. B
3aBUCHMOCTH OT aJipecaTa. CIPaBKi MOTYT ObITh BHEIIHUME U BHYTPEHHIMH.

Buemnne cmpasku odopmiasiorcs ma Gnamke YHUBEPCHUTETA, TIOAMHCHIBAIOTCS
PEKTOPOM. HIIH YTOJIHOMOYCHHEIM IIPOPEKTOPOM. H COAEPKAT Te K€ PEKBH3UTH, 9TO M
JOK/Ia/{HBIE 3aTIHCKH.

Buyrpeunue cnpasku ohopmisiores Ha CTAHAAPTHOM JHCTE Oymary aHanoruyso
BHYTPEHHEH NOKJIAJHOW 3amMCKe M ITOMHCEIBAIOTCA PYKOBOAHTETEM CTPYKTYPHOTO
NIOJpa3/ICACHUs H/HWIH CIICHHATHCTOM-COCTABUTEIIEM.

Texer mudopmanmonHoli n oTYeTHON CcHpaBK MOXeET OBITH o(opmilcH B BHjIE
TaOJIHLBL, BKIKOYATE PA3/ieNbl H H0Apas/Iensl.

Cupasku  Guorpaduueckoro mwim  ciyxeSHOro Xapakrepa Cayxar s
YAOCTOBEPCHHS ~ KAKMX-THOO IOPHINYECKHX (DAKTOB, HANPHMEP, O HOJTBEPIKICHHH
3aHMMaeMOH JIODKHOCTH, O 3apaboTHOl ILTaTe; MecTe NpokuBaHUA M T.11. Ecan CUTYAI|H,
110 KOTOPBIM BBIIAIOTCA CNPABKU. SBIAIOTCS THIOBBLIMH, B YHHBEPCHTETE MPUMEHSIOTCS
yHHGHIIPOBaHHBIE GlIaHKN,

Texker  copaBkm  Guorpadmueckoro  Xapakrepa — HAuUMHAETCS  C yKa3zaHus
B HMEHHTENIBHOM majexe (daMwiuk, MMEHH, OT4ecTBa JMIIA, O KOTOPOM COOBINAOTCS
cBefieHnA. B TexcTe 000l cripaBky He JODKHO OBITH apXaudHEIX 000pOTOB. coepKaIINX
HEHYKHBIE CIIOBA THIIA «HACTOSLIAA ClpaBKay. «aelcTBHTENbHO paboTaeT» u T.1. B koHIe
CHOPaBKH AETCA HA3BAHME YUPEKICHHS, Ky/ia OHA npejicTapisercs. [loamichiBaoT cripaBKy
JMI@, €€ COCTABMBILME W HECYNIME OTBETCTBEHHOCTH 3a MPEACTABJICHHBIEC JJAHHBIE.
B 3aBrcHMOCTH OT Ha3HAYEHNS CIPARKH 3TO MOTYT GBITH PEKTOP U ITIABHbII Oyxramrep win
HaYQJIBHUK  OTZA€Na KaJApoBOr0 JAENONPOU3BOACTBA. Takue cHpaBkid obs3aTensHO
3aBEPAIOTCS TI€YaThIO YHHBEPCHTETA.

4.10. Teﬂeq)o'ﬂorpamma

Teneponorpamma — 0000IICHHOE HA3BAHHE PAMMYHBIX 110  COXEPIKAHMIO
AOKYMEHTOB. MEPEAaBaeMBIX YCTHO IO KaHajlaMm Telne(OHHOH CBA3M M 3alMCHIBAEMBIX
nojyuaresiem (rpunoxenue Ne 17).

TenedororpaMma MCHONL3YeTCS TS ONEPATHBHOrO PEIIEHHWS BONPOCOB B TeX
ciiydasx. Korja cooOnienme, nepeparaeMoe o TtenedoHy, TpebyeT HOKYMEHTAILHOIO
opopmirenns. C noMomipio TeaeOHOrpAMME [1EPEIAl0T HECIOKHEE TeKCTHl, TAKHE KAk
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TpUIIalicHUe HA COBEIAHME, 3ace/lalie 1 T.A4. B Heil 1omkHo O6iTh HE Gosee 50 ¢ioB u He
PEKOMEHJIYeTCsl YIOTPeOISTh TPYAHONPOH3HOCHMBIE CIIOBA H CIIOKHBIE 000POTEL.

[ocne mepenaun TenedoHorpaMMBl IPOCAT 3aNMMCABIIETO HPOYMTATH TEKCT, YTOOHI
ybeauTses B npaBHIBHOCTH 3amucH. TenedonorpaMMa MONIABACTCS B 110,

Teneponorpamma BKIIOYAET CIEYIOMINE PEKBAUZUTH: HAHMEHOBAHIE OPraHU3AIMH,
BHJI IOKYMECHT4, JlaTa, HOMEP, MECTO COCTABICHHS, A/PEcar, TEKCT, MOAIMHCh, OTMETKH O
BPEMCHH TICpeauil U NPHCMa M YKa3aHWE AOIDKHOCTeH, baMiwuimili M MHWIMANOB JIMIL
NPHHABIINX U MepeiaBIumx TeiedonorpaMmy.

B ciayuae otcyrerus 61aHKOB [UIs TENE)OHOTPAMM NPHMEHSIOTCS JTHCTHI Oymaru
dopmara AS. Teker TeneoHOrPAMMBI COCTABILETCS B ONHOM IK3EMILTSIPE, MOAMHUCHIBAETCS
PEKTOPOM (ITPOPEKTOPOM) HIIH KOHKPETHBIM MCIIOIHHTEIEM.

Ecimi TenedonorpamMma repeiaeres HeCKOIBKIM a/IpecaTaM, TO IPAIATraeTes CIHCOK
YYPpeK/ICHUI-aIPecaToB U HOMEPOB Tele(OoHOB.

V. OPTAHM3AIINASI JOKYMEHTOOBOPOTA

5.1. llpuem B nepeuanas 06paGoTka NOCTYNAIUINX JOKYMEHTOB

J.1.1. JlocraBka JIOKyMEHTOB B YHHBEPCHTET OCYLIECTBIACTCHA [0 KAHAIAM
EKTPHIECKOH CBA3H, CPEICTBAMH NOYTOBOI 1 (heIbIherepeKoii CBs3M.

5.1.2. Bes mocrynamonas B YHHBEPCHTET KOPPECHOHICHIHS IEHTPATH30BAHO
MPOXOAT TIEPBHYHYXO 00palOTKY, NpEe/BapUTEILHOE PACCMOTPEHHE M PErHCTPALlHIO B
obmem otnerte AKY.

5.1.3. Tlpu nprieme KOppPECHIOH/IEHITHN IPOBEPSIOTCA MPABHIBHOCTS €€ a/PeCOBAHIS
H JIOCTaBKH, IETOCTHOCTh KOHBEPTOB M, IOCIE BCKPHITHSA, HAIWYHE BAOKEHHBIX B HHUX
JIOKYMEHTOB, TPABHIBHOCTE OQOpMIICHHS (HATHUYHE PETUCTPALMOHHBIX HOMEPOB, TIOJIITHCH,
neYyaTH. NPHIOKEHHIT).

OmmboYHO  JIOCTaB/ICHHAS KOPPECTIOHJACHUMS  BO3BPANIAETCS HA  TIOYTOBOE
oTAenenue. Bxojsime n0kymMeHTH §e3 perucTpalMoOHHOTO HOMEpa. JaThHl, MOJIMNHCH. Ge3
NPWIOKEHHUH, €CM H4 MX HATHYHE VKA3aHO B JIOKYMEHTE, C TEXHHYECKUMH
NOBPEXKICHUAMU (MATHIC, MOIAMOYCHHBIE, PBaHble, HEUHTAEMEBIE), HE PEIUCTPHPYIOTCA H
BO3BPANIAIOTCS OTIIPABHTETIO.

5.1.4. KoHBepTHl € AOKyMEHTAMM BCKpBIBAIOTCS paGOTHHKOM o6Imero otaena 3a
HCKIFOYEHUEM KOHBEPTOB ¢ Haunmuchio: «JImuno», «KonduaeHunansHo» (BCKpbIBArOTCS
TOJIBKO aJIpecaTom). '

Kougeptsl 0T nocrynamouiel KOPpecHOHICHINN COXPAHAIOTCS H TPUIAralorcs K
JOKYMEHTAM B CIAECAYIOIIIX CIyqasX:

€CJIH TOJIBKO 10 KOHBEPTAM MOKHO YCTAHOBHTH a/Ipec OTIIPaBHTEIN;

€CIII TIPOCTAB/JICHHAM Ha KOHBEPTE B MOYTOBOM HITEMIICHIEC JaTa NOTYSCHWA HITH
OTIIPABICHUS MMEET 3HAYCHHE B KA4ECTBE JIOKA3ATENbCTBA BPEMEHH OTIPABKH HIIH
NOJIYYEHHs JAHHOTO JOKYMEHTA;

K JKas100aM. 3asBICHHIM H 00pameHnsM rpakiaH.

5.1.5. JIoKyMeHTBI, MOCTYNMHMBIOIHE B YHUBEPCHTET B TedeHHe paboyero [HA,
MPOXOJAT NEPBUYHYIO 00pabOTKY M PErucTpalmio B 00meM OTOeNe B AeHb NOCTYIICHNUS
umn "e mnosguee 11.00 cnenytomero pabouero gusi. JIOKYMEHTBHI, INOCTYIHBINNE C
orMerkamMu «CpouHo» win «BpydnTs HeMeMICHHO» TMPOXOIAT MEpBHUHYI0 06paboTKy
HE3aMEIJTHTEIILHO. ‘

3.1.6. Ipu mocTyImieHHH MAIIHHOYUTAECMBIX JOKYMECHTOB (KOMIIBIOTEPHBIE [IHCKETHI,



42

JIa3CpHBIE JIUCKM) 00pabarbiBaeTcs CONpPOBOAMTENbHAS JOKYMEHTAIWMS, A MAIINHHEIC
HOCHTE/IN TIEPEIAI0TCS 10 Ha3HAYEHUIO 6€3 BCKPBITHA YITAKOBK.

5.1.7. Tlocrynaiomme 1oKyMeHTSI NOAPA3s/ICIAOTCS HA pPErHCTpUpyeMBIE U
Hepeructpupyemeie. Heperncrpupyemsie oxyMenTsI (mpunoxenne No 18) nepenarorcs B
CTPYKTYDPHBIE MOIPA3ACICHHNS 110 IPUHAUICKHOCTH.

Koppecnonnenms na wHOCTpaHHBIX s3BIKAX HaNpaBieTCs NpEeABAPUTCIIBHO s
aHHOTHPOBAaHHS MW [NEPEBOJa B JENAPTAMEHT MEXKIYHAPOAHOH M  KyJbTypHOIf
ACATETLHOCTH YHHBEPCUTETA.

5.1.8. Ilpouecc nepeuunoii oGpaGorku AOKYMEHTOB 3aKaHYMBAETCHA PaCKIaKoil
PAacCOPTHPOBAHHBIX JOKYMEHTOB 110 fUCHKAM COPTHPOBOYHOIO mKada. OTKyAa JAOKYMEHTEI
3a0HpalOT  pabOTHUKW. OTBETCTBEHHBIE 3a ACIONPOM3BOACTBO B CTPYKTYPHBIX
NOAPa3ICICHHAX YHHBEPCHTETA.

5.2. IlpeasapuTensnoe paceMoTpeHne JIOKYMEHTOB

5.2.1. TlpenBapuTeasHoe paccMoTpenue AOKYMEHTOB B 00IIeM OTJCIIC IPOBOAMTCH C
HCHBIO BRUICICHHS W3 BCCH NOCTYMUBUIEH KOPPECTIOHIEHIMM JOKYMEHTOB, TPeOYIOUIMX
00S3aTENLHOTO  PACCMOTPEHHS  PEKTOPOM. IPOPEKTOPaMH,  COBETHHKAMH  pPEKTOpa,
AUPEKTOpaMH  ENAapTAMEHTOB B COOTBETCTBHM C YCTAHOBIGHHBIM B YHUBEpCHTETE
PACHPENCICHHEM — MEWy  HuMH  oOs3amHoctedl.  Pacnpenenenue JOKYMEHTOB
OCYIIECTBIIACTCS HCXOMS M3 OLEHKH HX cofepskannst. Ipu HeoGX0uMOCTH K MTOCTYIUBIIHM
AOKYMEHTAM MpHIaraeTcs mnojA00pKa CHPaBOYHBIX JAHHBIX N npeABapUTETEHOMN
NEPEHHCKH.

5.2.2. Jlokymentsl, me Tpefylomme 0KiIajna PEKTOPY WIM  IIPOPEKTOpaM,
HAMPABJIAFOTCS OONIHM OT/EI0M IS HCTIONHEHNS B CTPYKTYPHbIE HOZpa3IecHNs.

Bes npejBapuTesnsHOro paccMOTpEHHS NEPEAAIOTCS TO HA3HAYCHUIO JIOKYMCHTEL,
47PECOBAHHBIC HETIOCPEACTBEHHO CTPYKTYPHBIM IO/IPA3AC/ICHHAM, UX PYKOBOAMTEAM, Wi
paboTalonmM B HAX JODKHOCTHEIM muiam. Eeims AOKYMEHT fB/IACTCA OTBETOM Ha 3ampoc
O PaHEE pacCMATPUBACMBIM JIOKYMEHTAM, TO OH [IEPEJAeTCs HEeHOCPENCTBEHHO
VCIIOJIHUTEIISAM.

35.3. Perncrpanns nocTynaommx J0KyMeHTOR

5.3.1. Perumcrpammst jgokymeHta — 910 NPHCBOCHHE eMy HHIeKca (HoMepa) M
TIPOCTABJICHHE €ro Ha JOKYMCHTC C MOCIHEAYIOUiell 3amichi0 KpPaTKUX JaHHBIX O HEM B
KypHane (Ha KapTouKe) WIH Ha KOMIBIOTEpE. Perncrpanus neobxoamma s obecneuenns
COXPaHHOCTH JOKYMCHTOB, ONICPATHBHOIO [IOKCKA, YYETA U KOHTPOJIS.

B nacrosiiee Bpems Bo BI'YIC npumensercs cMelaHHAs CHCTeMa perucTpauun
JIOKyMCHTOB, P KOTOPOH OJHA 4acTh JAOKYMEHTOB PETHCTPUPYETCH LEHTPAIM30BAHHO,
ApyTas 9acTh — B CTPYKTYPHEIX NOJPazieNeHAIX.

5.3.2. BaxHBIM NPHHIMIIOM PETHCTPAlHN JIOKYMCHTOB ABJISETCH O/THOKPATHOCTD.
Kasxzplif TokyMeHT B yHIBEpCHTETE PErHCTPHPYETCA TOMBKO OHH pa3s. Ilpu perucrpaunu
AOKYMEHTBI JENATCA HA TPYIIBI — BXOAAMINE, MCXOASNIAE, BHYTPEHHME, — KaXaas W3
KOTOPBIX PETHCTPHPYETCS OTACIBHO.

5.3.3. JIOKyMeHTEI. MOCTYNAIONINE B YHHBEPCUTET, DETHCTPUPYIOTCS M CKAHUPYIOTCH
B 00IIEM OTAEIIE B IEHD NOCTYILICHNS. [IepedeHs JOKyMEHTOB, MOUTEKAITIX perucTpanmmn
u pasmemienino 8 CYDJ]  Ges ckanmpoBanus ykaszan B npioxkennn Ne 19,

5.3.4, Perucrpanun momjiexar J10KYMEHTHI, nocrynaomue u3 MusucTepersa Haykn
H BBICHICTO 00pasoBaHus P®, opraHoB rocyIapcTBEHHON BIACTH, OpPraHoB MECTHOTO
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CaMOYTIpaBJICHHNSA, OPraHU3alyil U QUIHUECKIX JHUIL

5.3.5.Ha mnocrynatommx AOKyMEHTaX Ha OyMakKHOM HOCHTENe, a TakkKe Ha
OyMaXKHBIX KONHUAX 3TeKTPOHHBIX JIOKYMCHTOB, NIpH HEOOXOMMMOCTH MX pAacIedaTKu s
AOKIana pyKOBOAMTENIO, B HIDKHEM NpPABOM YLy TIEPBOrO  JIHCTA JIOKYMCHTA
TIpOCTABJIACTCA MITaMII C YKA3aHHEM COKPAIIEHHOTO HANMCHOBAHUS YHUBEPCHTETA
(BI'Y3C), jarel mocTynnenns w BXOISIIEro PETHCTPALMOHHOIO HOMEpa JOKYMEHTA.
IramMn ¢ ykaszaumem aathi MOCTYIUVICHHS TIPOCTABISETCS ¥ HA HEPETHCTPHPYEMBIX
nokymentax. Ilpocrarienne urramma ¢ maroii (Gez YKa3aHHUs PEruCTPallMOHHOTO HOMEpa) He
ABJIACTCS PErHCTpaLelt IOKyMeHTA,

5.3.6. JIOKYMEHTHI, NOCTYHAIOIME B  VHUBEPCHTET Ha OYM@KHBIX HOCHTEIIIX.
IPOXOAAT perncTpanuo u pasmemenne 8 CYIJI, ckanupyiotes u B 3JIEKTPOHHOM
BHJIC TIPHKPETIIAIOTCS K perneTpamonHoi kaprouke (PK), npmtoskenue No 20.

Peructpaums 10KyMeHTOB BKIIOYAET B cefs 3amoIHEHHE pexkBu3nuTOB PK nokymeHTa.

HoxymenTsl ¢ nometkoii s cnykebroro NOJIB30BAHMAY, @ TAKKE JJOKYMEHTHI [10
KaApOBBIM M ()MHAHCOBBIM BONPOCAM, MOCTYIMBIING HA OYyMaKHBIX HOCHTEISIX
CKaHMPOBAHHIO HE MOJIICIKAT.

5.3.7. B uemsx peructpaumu M yuera Jokymentor B CYD]] ucnonssyrorcs
CTpaBOYHUKY  CTPYKTYDHBIX — IIOApA3/IC/CHHN. COTPYIHMKOB, BHIOB JOKYMEHTOB,
KOPPECHOH/ICHTOB,

I[locne peructpamuyn BXOAAUMET JAOKYMEHT MPOXOAUT ITATIBI paccMOTpeHus,
TIOCTAHOBKH HA KOHTPOIL M MCHONHEHHMA JOKymeHTa. Ilpm 5ToM janmbHelimas paGora
MCTIONHUTENIEH C JOKYMEHTOM BE/IETCS MOTHOCTHIO B MEKTPOHHOM BHJE.

5.4. Tlopajok paceMoTPeHHs JOKYMEHTOB PEKTOPOM, IPOPEKTOPOM, COBETHHKAME
pexTopa, AHPeKTOPaMH 1eNaPTAMEHTOB

Ilocie perucTpamum JOKYMEHTBI HEPENAIOTCS HA paccMOTpeHHEe  peKTopy.
[IpOPEKTOPY. COBCTHHKAM PEKTOPA, IMPEKTOPAM JIENapTaMEHTOB YHHBEpCHTETA, [IpuHsTHE
YUPaBAEeHICCKOro pemieHHs M0 KOHKPETHOMY JOKYMEHTY — OJIHAa M3 OCHOBHBIX (DYHKIHii
pykoBonuTens. PesyibTaTsl  pacCMOTPEHHA HOKYMEHTOB PEKTOPOM. MPOPEKTOPaMH,
COBCTHHKAMM PEKTOpa W JMPEKTOpaMH JCMapTaAMEHTOB OTPAXKAIOTCA B YKA3aHMAX MO
HCIIOJIHCHHIO  (PE30/IOMAX). B pesoioumu pexrop, TpOpeKTop, COBETHHKH PEKTOpa.
AUPEKTOpA JCTIAPTAMEHTOB ONPENCHAIOT HCHOIHATENA. JAI0T 4YeTKHE VYKa3aHHs [0
HCIONHCHHIO JIOKYMEHTd W YCTaHABIMBAIOT CPOKM HCHONHEHHs. TeKCT yKazaHHA TI0
HCIIOIHEHUIO 3aHOCATCA PYKOBOJAWTENEM CEKpEeTapHaTa MM Pe)epeHTOM CeKpeTapHaTa B
CYD/I, snekTpoHHYIo KapTouKy HopydeHus. Pe3omomus BiseTcs oCHOBAHHEM I B3STHS
JIOKYME@HTOB Ha KOHTPOJIb.

5.5. Perucrpanus H 0THPABKA MCXOAALIAX AOKYMEHTOB

3.5.1.  Hexomiumma  JOKYMEHTAMH — YHMBEPCHTETA  SIBISIOTCS JOKYMEHTEI,
HaNPaBIBIEMBIC B OpraHbl roCy/JapCTBCHHOMN BIACTH. OPraHbl MECTHOIO CAMOYIIPABJIEHUS,
OpraHH3aliHy, JODKHOCTHBIM JIHIIAM H rpaxiaHam.

5.5.2. B obmem oraene AKY mpomssowmres permerpanms, o6paGoTka, yH€T H
OTHPaBKa HCXOAAIIEH KOPPECTIOH/ICHITHH,

5.5.3. Ha peructpaumio B oOmMIl OTAEN MOCTYHAIOT JOKYMEHTH 32 IOAIACKHIO
PEKTOpA, IIPOPEKTOPA, COBETHHKOB PEKTOPA M AUPEKTOPOR JIEMAPTAMEHTOR M3rOTOBICHHEIE
Ha GnaHKax [UIs THCHEMA.
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[Tucema. nanpasisemMeie B HECKONBKO aPECOB, TOHKHEI UMETh HOJUTHHHYIO ITOAITHCH
PeKTOpa (MPOPEKTOpa, COBETHMKOB PEKTOPA. IMPEKTOpA AENapTaMeHTa) Ha KakIoM
IK3EMILIIPE. .

5.54. Hexonsmme JOKYMEHTH DPErHCTPHPYIOTCA B JICHb  HX NOIITHCAHUS
(yrBepx/ienus) wiu Ha caemylommit paGounit menn. Yuer PETHCTPHPYEMBIX I0KYMEHTOB
BEJICTCA B JKYpHAJIE HCXOAALISH KOPPECIIOH JSHIIIH,

5.5.5. Peructpaunonusiii Homep AOKYMCHTa U JlaTa PerucTpaliiy NpoCTaBIsIOTCS Ha
NOVTHHHUKE JOKYMEHTa B DPEeKBHM3NTAX GlaHKa M Ha Kommm, octaiomeiics B jene
YHHBEpPCHTETA.

Komus nmoxymenTa ¢ Bu3aMu 1 NPHIOKCHUAME B COOTBETCTBHH C HOMEHKJI1aTypoii
Jiell NO/HBACTCS B IEJI0 (BXO/AMIMIT JOKYMEHT 11epefaeTcsl Ha XpaHEHHE B [0 BMECTE ¢
JOKYMEHTOM-OTBETOM).

5.5.6. Peructpanuonnsili HOMEp HOKVMEHTa COCTOMT W3 MOPSAIKOBOTO HOMEpA,
KOTOPBIil JIONONHAETCS NHGPOBLIM HHIEKCOM CTpyKTypHOro moapaszaeiaeHus. CocraBHbie
UacTH perucTPAlHOHHOTO HOMEPA OT/AEIAIOTCS JAPYI OT JIpyra KOCoit YepToii.,

Hampumep: 1619/112000. rme 1619 — NOPAJIKOBBIHA PErHCTPAHOHHBIN HOMED,
112000 — mupexe CTPYKTYPHOTO O/IpasaeTeHHs — aBTOpa JOKYMEHTA.

55.7. Jina oTnpaBkn JOKyMEHTEI [CPENAIOTCHA IOMHOCTHIO oopMIIEHHBIMH,
3aperiCTPUPOBAHHBIMH, C YKA32HHEM MOYTOBOI'O ajipeca WM ¢ YKa3aHHEM Ha PAcChLIKY.

5.5.8. JIokyMenThl Ha MAIIMHHBIX HOCHTENSX MPHAAMAIOTCS K OTTIPABKE B YIIAKOBKE,
COOTBETCTBYIOMIEH TEXHWUECKHM TPeDOBaAHIAM, NPH HAJTMYMH COIIPOBOANTEIIFHOTO MHChMA.
0(hOPMIIEHHOTO 1 3aPErHCTPHPOBAHHOTO B YCTAHOBIEHHOM MOpsIKE.

5.5.9. Koppecnonjienms. otnpasnsemas OT CTpyKTYpHBIX nojapasaenenmnii BI'VAC,
nepefacTcs  pabOTHHKAMH — OTBCTCTBEHHBIMH 3a JEJIONPOH3BOICTEO CTPYKTYPHEIX
MOJpasaeNcHil B OOIMiA 0T/1e1 Ha OTIIPABKY B KOHBEPTHPOBAHHOM BHJIE.

OTBETCTBEHHOCTH 3a HAMMYME BCEX NMONMCEH, 1aThl, HOMepa, ajzpecara, CChUIKH Ha
BXOJAIMA JOKYMEHT, NPHIOKCHHH, COOTBETCTBHE KOJHYECTBA IK3EMILISIPOB  [MHCEM
KOJIMYECTBY APECATOB HECYT CTPYKTYpPHBIE IOJpaseieHHS.

Ha konBepre nomken GbITh yKasan HHIAEKC OT/IE/ICHHAS CRIZM. ajipec, HaMMEHOBAHHE
anpecara. PaGorHnk obuiero otzena, obecrmeunBalonuit oTIpaBKy KOPPECITOHIECHIUN U3
YHHBCPCHTETA, NPOBEPAET MPABHILHOCTh HAIMCAHMS MOYTOBOIO a/peca HAa KOHBEPTAaX H
ApPYTHX IMOYTOBBIX OTIPABACHUAX B COOTBETCTBHM ¢ IIpaBuiaMui okasaHms yCIyr 1104TOBOi
CBSAI3H.

Pemenne o cmocofe gocTaBKM OKYMEHTAa JPYTMM ajpecartaM. a Takke o
HEOOXOZMMOCTH JOCHUIKH ajpecaTy NOIIMHHAKA JOKYMEHTA Ha GYMaXXHOM HOCHTENE B
Caydac OTHpPaBKM JIOKYMEHT2 [0 (akCHMMMJIBHON CBS3M WIH >IEKTPOHHOH MOYTE,
[PHHUMAET T0Apa3eieHIe-HCTIONHUTED.

JlOKyMEHTEI ¢ TOMETKO# «J[11s CirysKeGHOro MoMB30BAHMSD OTIPABIISIOTCS TONBKO HA
OyMa’)kHOM HOCHTEE.

5.5.10. Koppecnionzenums, ohopmieHHas ¢ HapyeHusIMH paBilL, YCTAHOBJICHHEIX
HAaCTOANICH MHCTPYKIIMEH, K OTHPABKE HE MPHHMMAETCS U BO3BPAIIAETCA B OAPa3/Ie/eHHUE.

5.5.11. OGpaboTka ucxoasIeii KOPPECTIOHAEHINN JUIS OTIPABKH [OYTOBOI CBSI3BIO
BIIIOYACT COPTHPOBKY [0 BH/IaM [JOCTaBKH (IIpOCTas, 3aKasaHHAs. MeEXKAyHApoaHasn),
B3BCIIHBAHHC, MPOCTABICHHE CTOMMOCTH MOYTOBBIX YCAYT ((PpaHKMpOBaHNE) W Mepenady
Ha OTNPABKY B MECTHOE OT/ICIEHHE CBA3MH.

5.5.12. Ha 3aka3nyio KOppecloHACHIMIO, Ha KOPPECIIOHICHIHIO, HANpPaBIAEMYH0 B
a/ipeC WHOCTPAHHBIX OpraHH3alliiil, HA JOKYMEHTH C ToMeTKo# «Jlas cmyxeOHOro
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[I0/Ib30BAHMAY COCTABIIICTC PEECTP, KOTOPHIH 3aTeM Bo3Bpamaercs B oOmmit ormen
YHUBEPCUTETA € pacHCcKOi pabOTHUKOB IOYTOBOTO OT/IEICHNS CBS3H.

5.6. Perncrpauus u NpoxoikieHne BHYTPEHHAX 10KYMEHTORB

5.6.1. BHyTpenHUE TOKYMEHTB — 3TO JOKYMEHTHL, CO31aBAEMBIE B YHUBEPCHTETE H
HCTIONB3YEMBIC COTPYAHMKAMI YHUBEPCUTETA B YIIPABICHYECKOM TIPOIIECCE.

K BHyTpeHHUM JOKyMeHTaM OTHOCHTCH Pacnops/NTe/IbHBIC JTIOKYMEHTHI (TIPHKA3HI,
PacHOpsHKCHHSA, PENICHHA), MPOTOKONBI 3acedaHMil KOICIHANbHBIX OPTaHoOB, CIYKeOGHbIE
34MUCKH, aKThl, CIPABKH, IUTAHbI, OTYETHL, MOTOKEHHS, HHCTPYKIIMH H JIp.

BHyTpeHHHE NOKYMEHTHL KaK NpaBHIO. M3AIOTCH WM COCTABISIOTCS B OJHOM
IKICMILIAPE, KOTOPLIH [OCIE H3NAHAS WM OKOHYAHNS PaGOTHl ¢ JOKYMEHTOM MOMEIaeTes
Ha XpaHenue B Jaeno. Ilpu mHeoOX0AMMOCTH pacChUIKH JOKYMEHTa HCHOMHHTEAM.
3aHHTCPCCOBAHHBIM JIHIAM H TMOAPA3ICICHUSIM OH MOXKET OBIT HANpaBIeH WM B
3]E€KTpoHHOM Bujie B CYDJI, ¢ NOTHHHAKA HOKYMEHTa MOMXKET ObITh CAeiaHa KOS WIN
ohopMIeHa BBIIINCKA U3 JOKYMEHTA.

5.6.2. Tlpoxosmenme BHYTPEHHUX AOKYMEHTOB HAa JTanaX HMX IOATOTOBKH W
O(hOPMIEHHS OPraHU3yeTcsl B COOTBETCTBUM ¢ OOIIIM MOPAIKOM O6PAIEHHS! HCXO/IANIMX, 2
Ha STalle UCTIOTHEHHUS (MCIIOAB30BaHN ) — BXO/ISIIHX JOKYMEHTOB.

Perncrpupyiotes BHyTpenHye TOKYMEHTHI MOCIHE HX MOANUCAHHS (paccMoTpeH:s)
PEKTOPOM KU TPOPEKTOPOM. ‘

5.6.3. IIpoeKTBI PACTIOPAANTEIILHBIX JOKYMEHTOB (IPHKA3bL, PACTIOPSIKEHHS) OC/IE
COrJIacOBaHUA C COOTBCTCTBYIOIIMMH CTPYKIYPHBIMH IMOAPa3IeieHUIMH TTOJITHCEIBAIOTCS
PEKTOPOM MIIH MPOPEKTOPOM B COOTBETCTBHH C TNPEAOCTABICHHBIMH IOJHOMOYHAMH, M
PETHCTPHPYIOTCS ACJIONPOU3BOANTENEM OOMIET0 OT/IENa ¢ IMOCIE/AYIOMHAM Pa3MeEEHHEM B
CYD/I, nocpecTBoM KOTOpOii JOKYMEHTH JOBOIATCH JO HCTIOJHHTENEH H CTPYKTYPHBIX
nojipasaeeHHii.

5.6.4. TlpoTokonsl 3acefanuii KOMIETHANBHBIX OPraHOB — YYEHOI'0 COBETA,
JHCCEPTALHOHHBIX COBETOB — PETHCTPHPYIOTCS CEKPeTAPSIMH 3THX OPTaHOE.

IIpoToko/ibl COBENMIAHHH pEKTOpaTa W COBEHIAHWH, MPOBOJMMEIE IPOPEKTOPOM,
PETHCTPHPYIOTCA  COOTBETCTBCHHO PYKOBOAMTENEM CeKperapwara U pedepeHTaMu
cexperapHara.

5.6.5. Tlporokonsl, cojepkaiiie  MOPYHYCHHs  JAO/DKHOCTHBIM  JIHIAM  HIIH
MOfipasfe/icHHsAM YHHBEPCHTETA. [MEPEHaloTCs ajpecataM B BHAE Pa3sMHOMKEHHBIX
9K3EMIUISPOB WIIH 3aBEPEHHBIX BRITTHCOK W3 IIPOTOKONA.

5.7. llpuem u o6paboTka JOKYMEHTOB, MOCTYNAIONIKX 0 KAHAJIAM
IEKTPOHAONH MOYTHI H PAKCHMHIbHON CBSI3H

5.7.1. ®ake (pakcumuisHoe coobuieHne) — moO6GON JOKYMEHT Ha OyMaXcHOM
HOCHTEJIE, NOTYUYEHHEIH B BH/Ie (haKCHMUIBHOMN KOMHU 0 KaHajgaM Tene()OHHOI CBA3M.

[To ¢axcy MOXHO NepefapaTh KaK TEKCTHI, TaK W TAOMUIBI, PUCYHKH, YEPTCHKH,
dororpapuu u modyo rpadudeckyio uHpopmanmio. JIOKYMEHTHI, IepejaBaeMbie 110
(akcy, A0/kHBI OBITH OQOPMICHBEI B CTPOTOM COOTBETCTBHH C TpeOOBaHHAMI,
OPENBABIIEMBIME K BHIY OTIPaBISIEMOr0 [JOKYMEHTa: IIpHKasa, MPOTOKO/IA, aKTa,
JIOrOBOpA, MUCHEMA U T.JI. .

O6srH0 N0 (axkcy nepenaioT oneparuBnyo undopmammio. Ilpu noaroroBke
JIOKyMeHTa, KoTopslif OyzeT nepefan no gaxcy. ciaeayer u3berars UCIONb30BAHUS MEITKIX
mWpupTOB M AeTaNeH IpadMKH, KOTOPHIC IUIOXO MEpeaaloTcs Mo (aKCHMMIBHOM CBS3H.
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JIOKyMEHTBI OJDKHBI OBITh HANEUATAHE YETKHM. KOHTPACTHEIM LIPU(TOM WIH HAMUCAHEI
KOHTPACTHBIMHU (I€PHBIMH, TEMHO-CHHHMM ) YEPHITAMY, IIAPHKOBOH PYUKOii, TYNIBIO.

OrBeTcTBEHHBIMH 32 (QAKCUMUIBHYIO CBS3b ABISIOTCS pedepeHTH cexperapuaTta u
COTPY/IHHKH 00IIEro OTAeNa, KOTOPbe OCYMECTRIMIOT TPHEM i PETUCTPALIMIO IOKYMEHTOB,
MOMYYEHHBIX 10 (akcy.

3aperucrpuposanusiii  pedepeHTOM  JOKyMEHT MEpelacTcsi Ha PacCMOTpPEeHHE
PEKTOpY W npopekropy. B xoxe pacemorpenns pextop mimm NPOPEKTOP HaKIIaAbIBAET
PE30IIONHIO,

C nosyuennoro gokymenTa, Ha KOTOpOM POCTAB/ICH PErUCTPALMOHHBIN HOMED H
PE30MIONHA PYKOBOAUTEINS, CHUMACTCS Komus. [lepBrii sk3emMmasp mojmmBaercs B mejio,
XpaHfAmeecs y pepepenra.

Ilepenaua xoppecnonieHimu no dakcuMuisHOH CBA3U B ApYTHE OpraHu3anuu
OCYIICCTBIACTCS 10 YKA3aHHIO HIIH C PAa3pelieHns PEKTOPa Hilk HPOPEKTOpa.

OpHriHamEl JOKYMEHTOR, NEpeJaHHbIX Mo bakcUMIIbHOI CBA3M, TIOAUIMBAIOTC B
ACI0, XpaHAIMIEECH y Pe(epPenTa. OTBETCTBEHHOrO 33 (PAKCUMHIBHYIO CBA3B, C YKa3aHuem
BPEMEHM H 14Tkl TEpesiauil, a KOIHH BO3BPALIAIOTCS B COOTBETCTBYIONIME CTPYKTYPHBIC
noapasienenus ¢ noverkoit "FAX (daxc) (1ata u Bpems)".

5.7.2. DnekTpoHHasi TOYTA — OJUH M3 KOMIIOHEHTOB CHCTEMBI aBTOMAaTHU3aIUU
AOKYMEHTOO0O0POTA, CPEACTBO JOCTABKH. OTHPABKH MH(GOPMALMH ¥ ee epeaadn MEXKITY
TIOIB30BATENIAMH  KAK  BHYTPH YHHBEPCHTCTA M TEPPHTOPHATLHO YAAACHHBIMH €ro
NOAPasACICHUAMI, Tak M MEKY YHMBEDCHTETOM, OpPraHaMM BIACTH W JPYTHMH
OpraHH3aIMsAMH,

DNMEKTPOHHOE MHUCHEMO (WIEKTPOHHOE COOGIIEHHE) — JOKYMEHT MH(POPMATIHOHHO-
CLpaBOMHOrO Xapakrepa, IICpeAaBaeMulii W mojydaeMslli [0 HJIEKTPOHHOM moYTe.
DNEKTPOHHOE MHCBMO HMEET CTATYC JOKYMEHTA, CCIH OHO 3aBEPEHO 9JIEKTPOHHOH
1 poBoii noxmucsio (aanee — DLITT).

Coobuienns, nocrynatomue us MunoGpuayku Poccuu u apyrux opraHusanui 1o
JICKTPOHHOH — moute Ha  OQUUMATLHBIH  IEKTPOHHBIH  ajpec  YHHMBEPCHTETA
(rectorat@vysu.ru), NPUHMMAIOTCK B CeKpeTapuaTe pedepeHToM, pPYKOBOIHTENEM
CeKpeTapuaTa, OTBEUAIOUIMMH 32 [PUEM DIEKTPOHHBIX coobmennii. TIpuusTeie coobueHns
NEPEIAKOTCA JUIS PErHCTPALIAN B OOLIHIA OT/IE1.

DNIEKTPOHHBIE COOOMICHHS, TOCHUIAEMBIE M0 JEKTPOHHON MOYTE, HCHOTHAKOTCS
aHAJIOTHYHO JOKYMEHTaM Ha OYMaKHBIX HOCHTE/IAX.

DIEKTPOHHBIE COOOMIEHNS MEPENAIOTCS AJPECATAM B COOTBETCTBHH C YKa3aTeieM Ha
PacChIIKY.

5.8. Hopsixox 00padoTKy H y4eTa HHOCTPAHHON KOPPECHOH/AeHIIHA

5.8.1. Koppecnonienus. M0CTYNaKIMas 8 YHUBEPCUTET HA HHOCTPAHHOM SI3BIKE,
depes oOuwmMil OTHeNn TepefaeTes B JCNAPTAMEHT MEKIYHApOAHOH M  KyJLTYpHOM
AestenbHoCTH (naiee - JIMKJI) s npe/iBapuTeIsHOTO pacCMOTPEHUS.

Koppecnmonerims, Ha uMs PeKTOpa HIH B aJpec YHUBEPCHTETA. MEPEBOIHTICT B
TEYCHHE OIHOTO-IBYX pabOYNX JIHEH, IEPEBO;] NPUKIIATLIBAETCS K IMCHMY M IIepeiaeTcs Ha
PErucTpaIiio B 001l oT/1e!1.

Koppecrionaenims us-3a pybeixa, NocTyINBIIAS HA UM KOHKPETHOTO COTPY/HHKA
YHHUBEPCHTETA WIIH B aJIpeC OAHOIO M3 CTPYKTYPHBIX MOJpa3jellcHuil, HalpaBIfcTCa 1o
IPUHAIIEKHOCTH.

5.8.2. TIncbMeHHBIH OTBET Ha 3alpoc 3apy0eXHOro KOPPECHOHIEHTA JaeTcs He
no3auee 30 gueif co aHg perncTparmu 3ampoca. [lo cormacoBaHmo CTOPOH YCTHBIE OTBETHI
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MOTYT AaBaThCsl MO TEMeOHY HIM BO BPEMs JIENOBHIX BCTpEY. [Ipu sTOM Ha 3ampoce
ACTACTCSA COOTBETCTBYIONIASE OTMETKA O CPOKE W COAEPHKAHUH YCTHOTO OTBETA.

5.8.3. Jlumnomartnueckas [oura, MOCTYNAmas B YHHBEPCHUTET U3 POCCHICKHX
3arpaHyypexACHEN M MHOCTPAHHBIX AHIUIOMATHYECKIX npeacraBuTenscTe B Poccnn, B
OTCYTCTBHE HEOOXOAMMOCTH MEPEBO/Ia, PEIUCTPUPYETCS B 0BMIEM OTIeIe 1 nepeaaeTcs Ha
paccMOTpenue pektopy. B coorsercTsim ¢ pesosmonueli pekTopa KoppecroHIe s qepes
obumit oraen wHanpasisercs B JIMKJI ans MOC/IEAYIOMEro HMCIONHEHUA JIOKYMEHTa
COBMECTHO € 3aHHTEPECOBAHHLIMH CTPYKTYPHBIMH [OJPa3AeiCHUAMH YHHBEPCHTETA.
JuriomaTHyeckas mouTa noAIMMHBaeTCS B JIE1a 1 xpanntesa B JIMK/L.

5.8.4. CnyxeOnbic muceMa 3apyOeKHEIM ajgpecaram odopMmIsitoTCs Ha OraHkax
VCTaHOBICHHOMH (HOpMEIL.

Hcnonnurens cocTaBiaser TeKkeT JOKYMEHTa Ha PYCCKOM  $3BIKE U IIpH
HEOOX0MMOCTH COITACYET €I'0 ¢ JOKHOCTHBIM JIMIIOM., 34 TTOAIUCHIO KOTOPOro JIOKYMEHT
Oymer wanpasmeH ajpecary. IMocie COTIACOBaHMS TOTOBHMTCS IIPOEKT JIOKYMEHTa Ha
HHOCTPAaHHOM SI3BIKE,

Pexsusur "anpecar" odopmisiercst cnpaBa 1moj pexBH3WTAMH ONaHKA. Anpecarom
IHCEMa MOJKET OBITE OpPraHM3allis WIH KOHKPETHOE JIHIIO.

Ecin nuesmo aapecosano oprasuzaiid, CHavana JaeTcs ee HaHMEHOBAHUE, 3aTeM -
[MOYTOBBIH A/IpeC B TIOCIE/IOBATENLHOCTH: HOMEP J0OMA WIH 3/IaHUs, HA3BaHHME YIIHIIS:
Ha3BaHWE ropojia: CTpaHa.

Kaxxneiif snemenr aapeca numercs HA OT/C/NBHOMN crpoke. Haspaume ropona. xak
NPaBHIIO, MEYATAETCA NPONMCHBIME OykBamu. Hampumep:

Brook & Son
Toymakers

61 - 71 Steel Street
BRIDGETOWN
BR61 7RE

U.S.A.

Crosa Avenue, Street, Place u HHbIe B anpece IMANIYTCS ¢ IPONUCHON GyKBEI.

IIpn odopmiteHnn MOYTOBOro ajgpeca 3apydeXHBIM KOPPECIIOHIEHTAM IYHKTYaIus
HE NPUMEHSICTCS.

[Tpn ajpecoBanny MuceM HEOOXOAMMO YYMTHIBATH TPAJMINMH, XapaKTepHLIE Ui
OTJCIBHBEIX CTpaH (Hanpumep, B BemmkxoOpurannn mocie ykasanus ropoma MOXKeT OBITH
yxazano rpacereo, B CILA - nazBanue mrara).

Ecnu 8 Hassanun ¢pupmbl npucyrersyer dammins auna (manpuvep, W. Edward &
Co.. Ltd). nepen nazanmeM GUPMEI NPHHSTO CTABATH CIOBO Messrs (CoKpalieHue OT
Messieurs - rocrmoja).

Ecni muceMo anpecyercs KOHKPETHOMY IHIY. lepe/l HA3BaHMEM OPraHH3alkn
YKa3bIBarOT GaMHIIAIO U JODKHOCTE PAOOTHHKA WIIH €0 JO/DKHOCTS.

Hamnpumep:

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

U.SA.
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B mmebmax sapyGexueiv agpecatam jarta opopMISeTCS CIOBECHO-IMGBPOBHIM
CIOCOGOM B IOCIEAOBATEIBHOCTH: JICHb MECAIA, MECAIL, T/

Hanpumep: 24 ausaps 2017 r.

ITpu cocTasienny MHCbMA HA AHITIMIACKOM #3bIKE JIOTyCKaeTcs opOPMICHHE [aTh B
NOCTIEA0BATEILHOCTH: TOJL, MeCslL, ienb Mecana. Hampumep: 2017, January 24.

5.8.5. Jlo mepesaun JOKYMEHTA HA MOINMCH PEKTOPY. IIPOPEKTOPY, COBETHHKAM
pekropa jmpexrop JIMKJl wmm ero 3aMecTHTens TIPOBEPAET €ro  CoOXEpIKAHMNE,
NPABIILHOCTE OGOPMIIEHNA. AAPECAIHN. HATHYIHE HEOOXOIUMBIX PEKBH3UTOB, BH3 U
NPHIIOKEHIH | BUSHPYET KOIMIO JJOKYMEHTa.

5.8.6. Tloanucanmbri peKTOPOM. NPOPEKTOPOM. COBETHHKAMM peKropa 1o
HaNpaBJICHUIO JMOKYMEHT MepefacTes B obmmii oTaen s perncrpaumu. Perucrpariis
OTNpPaBIAEMbIX JOKYMEHTOB OCYMICCTBIACTCA B A€Hb X MOANNCAHHA (YTBEPKICHHA) WIH
Ha cleayromui paboquii 1eHb.

5.9. Yuer u ananns 06beMoB 1okyMenTo0G0pOTA

5.9.1. Yuer ob6bemoB JokyMeHTOOGOpoTa Benerea obmuM ornenom AKY B nemsx
COBEPLICHCTBOBAHMS OpraHW3alii paboThl C JIOKYMEHTAMH W pacuyera ONTHMANBHOM
YHCIIEHHOCTH Pa0OTHUKOB, 3aHATHIX B JIETOIPOH3BOJICTBE.

Aunamus  00bEMOB  JOKYMEHTOOGOPOTA, CTPYKTYpH  JOKYMCHTOHNOTOKOB W
COACPIKAHMA TOKYMEHTOB, IOCTYNAIONIHX B YHHBEPCHTET H CO3JABAEMBIX MM, BEICTCH B
IE/IX PalHOHAIBHOTO PACIpE/IC/ICHUA JOKYMEHTONOTOKOB, MOBBIIIEHNS UCIIOTHHTEIBCKOMN
JUCLIHILTHHBI, KayecTBa H 3Q(YEKTHBHOCTH MPUHIMACMBIX PELICHHUIA.

5.9.2. JlanHbie O KOAMYECTBE JOKYMEHTOB, MOJy4CHHBIE M3 6a3bl JAHHBIX ydYeTa
noxymentos CY DI, exemecadno 0600IIAIOTCA, AHATHZUPYIOTCS OOIUM OT/IEIOM, H B BHJIE
cripaBoK (npumoxxerne Ne 21) npejcTapisiorcs HasaasHuky AKY exxemecsaHo.

5.9.3. Tlox 00beMOM JOKYMEHTOODOPOTa HOHMMAETCS KONHYECTRBO JIOKYMEHTOB,
NOCTYNHBUIHX B YHUBEPCHTET H CO3[aHHBIX UM 32 OIPE/ICICHHBIH IEPHO BPEMEHH (MecHl,
KBapTal, Toj).

5.9.4. 3a equunLy yueta KOIMYECTBA JOKYMEHTOB MPHHAMAETCS CaM JOKYMEHT 6e3
ydera KONHH, CO31aBacMBIX IIPH MCYATAHUU N Pa3sMHOKCHIH. PasMHOKEHHBIE YK3EMITISPEL
NOJCUNTEIBAIOTCS OT/AETLHO.

I Iocrynaromne " CO3JIArONIMCCA JOKYMCHTEI MOACYHMTHIBAIOTCS OTACIIBHO.

DK3eMIUIAPEl  JIOKYMEHTa, [OJIy4aeMbele B  pe3yibTaTe KOIHPOBAHMA — HJIH
THPAXUPOBAHUS JIOKYMEHTA, B 00beMe JOKYMEHTO000pOTA HE YUHTEIBAIOTCS.

IIpn yueTe MCXOMMIUX JOKYMEHTOB COTIPOBOJMTENBEHOE MHCEMO U MPHJIATAEMBIE K
HEMY JOKYMCHTHI PHHUMAIOTCS 33 O/IHH JIOKYMEHT.

5.9.5. Yuer Koiu4ecTBa JOKYMEHTOB IPOH3BOIUTCA MO YHHBEPCHTETY B LETOM H/IH
[0 OTJAEJIBHBIM MOAPa3IEICHHAM, - '

O0muit o0beM JOKyMeHTOOOOpPOTAa BeIpaXKaeTcs ApoOBK, TIA€ UMCIHTEIb —
KOJIHYECTBO OCHOBHBIX JOKYMEHTOB, 3HAMEHATEIb — KOJTHYECTBO KOIIHI.

5.9.6. Yyer KomMpyeMbIX H THUP@KHUPYEMBIX IOKYMEHTOB BEAETCA OTHEIBHO 10
YUETHBIM JIJaHHBIM KOITMPOBAIBHO-MHOKHUTENBHLIX paboT ¢ HENBI0 ONpeaenecHus 3arpy3Ku
TEXHMYECKUX CPEJICTB M pacueTa HoTpeOHOCTH B HOBOM 000Dy 10BaHNIH.

VI. KOHTPOJIb HCTIOJITHEHUA JOKYMEHTOB

6.1. Kontpons HCHOJHEHHMS [JOKYMEHTOB — 9TO COBOKYNHOCTh JeficTBuii,
00eCIIeYHBAOLINX CBOEBPEMEHHOE HCIIOMHEHHE 3apEIUCTPUPOBAHHBIX JOKYMEHTOB.
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Bce mocTynawoinue Ha HMS peKTopa M B ajipec  YHHBEpPCHTETa  JIOKYMCHTBIL.
TpeOylole HCIOMHCHUSA U TOJATOTOBKH OTBETA, @ TaKKe BHYTPEHHHE JOKYMEHTBHI
(npuKassl, pacriopsHKEHUs, PEMeHHs YUEHOTO COBETA H T.J1.) MO/UIEXAT KOHTPOIIIO.

6.2. Opranm3aiys KOHTPO/IS UCTIONHEHHS BKIIOYaeT B cebs:

— MOCTAHOBKY JIOKYMEHTA HA KOHTPO/Ib;

— MPOBEPKY CBOECBPEMEHHOCTH JOBEICHHS JOKYMEHTOB 10 HCTIOJHUTEEH

— MOHHMTOPHHI HCIIOJIIHEHUS KOHTPOJIBHEIX NOPYUYEHHI JOKYMEHTOB;

— CHATHE MCHOJHEHHOTO JOKYMEHTA ¢ KOHTPOJIA;

— o0obmeHne 1 aHa 3 XoJia ¥ Pe3y/IbTaTOB UCTIOHEHUS A0KYMEHTOB;

— uHGOPMHPOBAHNE  PYKOBOJACTBA YHHBEPCHUTETAa O COCTOSHHU  MCTIONHEHMS
KOHTPOJIBHBIX JIOKYMEHTOB.

KoHTpone HCHoONHEHHS MOKYMEHTOB B yHHUBepcurere ocyiuectisercs B CYD/,
HOSBOIISIIO[HCﬁ CHCTEMATU3HMPOBATH JOKYMCHTBI no CpoxKaM HCTIOITHCHMUA, nmo
HCIOMHUTENSIM, IPyTaM JOKYMEHTOB.

6.3. KOHTpO/Ib BBINOJHEHHS M[OPYUYCHHMI PEKTOpa OCYIIECTBIACT PYKOBOLHTCIID
CeKpeTapuara.

KOHTpONE BBINOTHEHNS TOPYHeHHil IIPOPEKTOpa, COBETHHKOB PEKTOPA, THPEKTOPOB
NEMapTaMeHTOR OCYIIECTRAAIOT pedepeHTsl ceKpeTapHaTa.

6.4. Cpoks HCTIOIHECHHS BHYTPEHHHX NOKYMEHTOB HCHHCIAIOTCS B KaleHIApHBIX
JHSAX € [JaThl moamuMcaHusi (YTBEpXICHHS) JOKYMEHTA, a MOCTYIIMBIIME H3 JPYTUX
OpraHH3aluii — ¢ JaTH UX PEruCTpallii B YHUBEPCHTETE.

CpoK HMCNOJHEHNs MMOCTYNUBINErO AOKYMEHTa COCTABJIACT KaICHIAPHBIH MeCsIl,
€CJIM HHOE HE IPEAYCMOTPEHO TeKCTOM JOKYMEHTA WM IOPYYEHHEM peKTopa (IipopeKropa,
COBETHHMKOB PEKTOPA, IHPEKTOPOB JICTAPTAMEHTOB).

JIOKYMEHTBl ¢ TOMETKOH «CpOYHO» WCHOJHAIOTCA Oe30TiaraTenbHO, a B
MCKIIFOYMTEIBHBIX CAy4asX, ¢ COrIacHs pyKoBoauTelst. He Oojiee yeM B 3-IHEBHBIH CPOK.
[Ipu HaMMYHH B JOKYMEHTE PasHBIX CPOKOB HCIIOMHEHHUS, KOHTPOIb OCYIECTBAAETCS MO
KaKI0i yKa3aHHOH B JIOKyMEHTE JaTe HCITIONHEHNS, CPOKOM HCIOJIHEHHS JOKYMEHTa
aBJseTcs Hanbonee Mo3HUH VKa3aHHLIN B HEM CPOK.

Ecam nociequuii AeHs cpoka MCHONHEHMS JOKYMEHTAa NPHXOAUTCA Ha Hepaboumii
JIeHb, TO JOKYMEHT IIOJIISKAT HCTIONHEHMIO HE H03HEE padoyero AHA, HPeAICCTBYIOMEMY
HepaboueMy JIHIO. : '

W3MeHEHNE CPOKa UCHIOIHEHNA [IPOU3BOIAUTCS JTHIOM. YCTAHOBHBILHM 3TOT CPOK.

[TepeueHs THIIOBBIX CPOKOB UCHOIHEHIS JTOKYMEHTOR — npuiioxende No 22.

6.5. Ilpoanenre cpoka HCIOMHCHHA NOPYYEHHH OMYCKAeTCs B HCKIIOYUTEIBHBIX
CITydasx, KOrJia MCIOHEH e TOpYYeHHiT HEBO3MOKHO OCYIIECTBUTH B YKA3aHHBI CPOK 110
OGBEKTUBHEIM TpHYMHAM. B JTOM Ciydae HCMOJIHUTEN, ONPEIE/IeHHbI PeKTOPOM.
MPOPEKTOPOM, COBETHHKAMHU PEKTOpa WM JIMPEKTOPAMHU JICIAPTAMEHTOB HE TIO3JHEE, YeM
3a ABa JHA J10 OKOHYaHMA CpOKa HCTIOIMCIIHI, nanpapJsaeT B aiapec PYKOBO/IHTENLSA
cayxeOHy0 3amicKy ¢ 1pock00ii O NPOUICHIM CpOKa € yKa3aHHEM IPHYHH NPOAICHAA H
IUIAHHPYEMOM AaThl HCTIOTHCHUA.

[lpoanenue  cpoka  MCHIOJHEHHs BO3MOXHO TOIBKO Ha OCHOBAHHH
MHCBEMEHHOTO Pa3pelieHus PYKOBOINTENA — aBTOpa Mopy4yeHns (pe3omomys Ha ciryxeOHoi
sanmcke). Ha OCHOBaHMH pPE30OIOIMH PEKTopa (IIPOPEKTOpa, COBETHHUKOB PEKTOPa,
JAPEKTOPOB  JICIAPTAMEHTOB) 00 W3MEHEHWH CpOKa WCIOJHEHUS PYKOBOIHTENDL
cekperapuata Wi pedepeHT ceKpeTapHaTa BHOCHT COOTBETCTBYIONIHE TIPABKH B KapTOUKY
nopyuenns B CYD]] (npunoxenue Ne 23).

Cpok MCTOTHEHHS TOPYUeRHil, H3TOKEHHBIX B PHKA3aX, MOXKET ObITb NPOAIEH 10
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COFNACOBAHMIO C JODKHOCTHBIM JIMIIOM., HAa KOTOpOE BO3JIOKEH KOHTPOML HCHONHCHINA
IpuKasa. '

IIpi 0coBbIX OOCTOATENBCTBAX, MPHBEAMMX K HAPYUICHHIIO CpOKa HCIIOJIHEHNS,
OTBETCTBEHHBIM HMCIIOIHUTEIEM NPeICTaBIsercs 0OhACHUTENbHAA 3alMCKa, MOCIE €ero
MOJKET OBITh YCTAHOBIEH HOBLIH CPOK HCIIOMHCHHA.

6.6. Ilpn mocTaHOBKe JOKYMEHTA Ha KOHTPOJIb B IIPABOM BEPXHEM IOJIE JOKYMEHTa
(na GymaxxHOM HOCHTEJIE) CTABUTCS OTMETKA O KOHTPOIE, KOTOPYIO o6o3HayaloT OyKBOH
"K" uan mramnom "Kontpons'.

6.7. B CYDJl na cnyxeQible [JOKYMEHTHl, B3SATBIC HA KOHTPOID, 3alOIHACTCA
KapTOuYKa MOPYYCHHs, KOTOpas aBTOMATHYECKM KPEIHTCH K PErHCTPAUKOHHON KapTOUKe
JIOKYMEHTa-OCHOBAHUSL.

B Kaprouyky NOpY4eHHsl BHOCSTCS COIEpXKAaHHE MOPYYCHH:, CPOK HCTIOTHEHHS,
paMIITHA MCTIONHAMTEAS WINM HCTIONHUTENEH. OTMETKH 00 WCIMOMHCHHM W JIpYTHE
HeoOXoIMMbIe JIaHHBIES, '

6.8. CayxeGHEI TOKYMEHT CUMTAETCH WCIOIHCHHBIM M CHHMACTCH C KOHTpOJI4,
KOIXA PACCMOTPEHBI BCE MOCTABICHHBIC B HEM BOIMPOCHI, [0 HUM TPUHATHI HeoOXO/INMEBIE
MEpBI, U JIaHbl HCYEPIILIBAIOINE OTBETBL, COOTBETCTBYIOIIHC 3aKOHO/IaTE/ILCTBY, JOKYMEHT-
OTBET IOAIMMCAH PEKTOPOM HIIH IIPOPEKTOPOM.

Eciu HMCIOJHEHHE J0KyMeHTa He TpeboBano I0KyMEHTAIBbHOTO opopmaenns
(Bompoc GbuI pelieH mo TeiedoHy, Ha COBEMAHNN H T. 11.). TO K JIOKYMEHTY IpIIaraeTcs
KpaTKasi crnpaBKa 00 HCIOTHEHHU (manpumep: «Bonpoc peuieH 1o TelleoHy HOMED....
Korjaa W ¢ KeM» M KpaTkas 3aiuch COAepKaHus HPHHATOrOo PELICHNS). JlOKyMEHTBI,
fnpeJcTaBIeHHBe Ha TOMIMUCH PEKTOPY. NMPOPEKTOpPY. COBCTHHKAM peKTopa, JMpeKTOpaM
JENapTaMEHTOB 1 BO3BPAIICHHKIE HA I0Pa0OTKY. HE CIUTAOTCA HCIIOJTHEHHBIMH B CPOK.

[TpoMexyTOUHBIH OTBET, PaBHO KaK M 3aIpoc I0 HCIIOTHAEMOMY JOKYMEHTY WIIH
4aCTHYHOE MCIOMHEHNE MOPYUCHHs, HE ABIAETCH OCHOBAHNCM JIIA IPH3HAHKSA JOKYMEHTa
HCTIOJTHEHHBIM.

O CHATHH JOKYMEHTa ¢ KOHTPO/IS JIETacTCsa OTMETKA B CYD/1, 1ipu 5T0M B KapTOuKy
NOpy4eHHs BHOCATCSA JaHHBIE, 32 KAKIM HOMEPOM HCIIOMHEH ciyeOHbIH JOKYMEHT, 1 J1aTa
ACIIONHEHN. AHATOTHYHBIE OTMETKH JE/IAI0TCA Ha CAMOM J0KYMEHTE.

6.9. Esxeneae/bHO PYKOBOJHTENh CEKpeTapuara IOCPEICTBOM 3alpocoB K CyoJl
opMHpyeT Ul peKTOpa NEPEYHH HAXOMAIMXCA Ha KOHTPOIC y MPOpPEeKTOpa, COBETHUKOB
peKTOpa, AMPEKTOPOB JAENapTaMCcHTOB Mopy4eHHii.

EXeMECsSuHO pEKTOpY H IPOPCKTOpY HAampaBJACTCHA unpopmais 0  Xojae
BHITIOJHEHNS KOHTPOIBHBIX TIOPY4eHHIT.

JIaHHBIE O KOHTPOJIE HCTIONHEHHs CONEpKaT CBE/IEHIS O XO/¢ H Cpokax BBITIOTHEHHS
JOKYMEHTOB, SBJIAIOTCA CPEACTBOM oGpatHoii cBS3M (MCIOIHHTEND — PYKOBOIUTENE) U
HEOOXOMMMBI VIS MOBBIICHI HCIIOTHUTEBCKOH NCIIHILITHHEL.

Jins oBoGieHnst JaHHBIX 0 KOHTPOJIE HCTOJB3YITCA pasauuHble (GOPMBI OTUETOB.
Oryer MOXeT COHACKAaTh JaHHBIE TO YHUBEPCUTETY B [LCIOM, MO OTIEIIBHBIM
TIO/Ipa3AC/ICHHAM. HCTIOHHTEAM U T.AL.

VIL lIOKYMEHTAJIbeIﬁ ®OH/] YHUBEPCUTETA

Opraumzaius paboTBl ¢ JOKYMEHTaMi B JIC/IONPOH3BOJCTEE npejcraBuser coboi
COBOKYIHOCTh BHIOB DaboT, 00eCTEeunBalomuX COXpaHHOCTD, yy9er, CHCTEMATH3AIHIO
JIOKYMEHTOB, (pOpMHpOBaHIC 1 OPOPMIICHUE JIC] HA JENOTIPOM3BOACTBCHHOM CTa/ Ml I UX
nepejady B apXHB B COOTBETCTBAH C TpeGOBAHMAMH, yCTAHOB/IEHHBIMH HOPMATHBHO-
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METOAMYCCKUMH JJOKYMEHTaMH 110 apXHBHOMY 1€y H JIeJI0IPOU3BO/ICTRY.
7.1. Pa3zpaGoTka HOMEHKIATYPBI A€

HomeHknaTypa Jell yHMBEPCHTETA TIpEACTABIAET cOOOI CHCTEMATHU3UPOBAHHEI
TEpeyeHb 3aroJ0BKOB (HAMMCHOBAHMIA) /iel, 3aBOJAHMBIX B CTPYKTYPHBIX MOAPa3Ae/IEHMSX
YHUBEPCHTETA, C YKalaHUEM CPOKOB WX XpaHEHHs U O(QOPMICHHBI B YCTaHOBJISHHOM
TOpsJKE. '

Homenkiatypa jaen npeHasHaueHa Jis FPYNIUPOBKA HCHOTHEHHBIX JIOKYMEHTOB B
Aejla, CHCTEMaTH3aluio Jejl, ONpe/eieHns CPOKOB X XpaHeHHs: M SBISETCS OCHOBOI s
COCTaBJICHMS OMUCEH /18T MOCTOSHHOTO H BpeMeHHOro (cBoime 10 eT) XpaHeHus, a TaKKe
AUl ydeTa Oei BpeMeHHOro (jio 10 net BKIIOUHTEIILHO) XPaHEHHS.

Ilpu cocraBieHHM HOMEHKIATYPHl J€/i1 PYKOBOICTBYIOTCS TONOXEHHUAMH O
CTPYKTYPHBIX MOApa3/IeeHHAX By3a, IUTAaTHBIM pPacIiCaHUEM. IUIaHAMH M OTYeTaMH O
pabote, mepevHsMU JOKYMEHTOB C YKa3aHHEM CPOKOB MX XPAHEHHs, HOMEHK/IATYPaMH el
3a npeuecTByomme rojel. Msyuaiorcs AOKYMEHTBEL, 00pasylolmuecs B JIEATEIbHOCTH
VHHUBEPCHUTETA, X BUILL COCTAB U COJIEPIKAHNE,

B yHuBepcutere cOCTAR/IAIOTCA HOMEHKIATYPHI /Ie]l CTPYKTYPHBIX TOAPA3IeIeHHit
(mpmiioxenvie Ne 24) n ceognas HomeHknatypa jein BI'VIC (npuioxkenue Ne 25).

Homenkiarypa Jie1 CTpYKTYPHOI0 MOApasieNeHus cocrasmsercs (He mosguee 15
HOAOPSA TEKYIIEro Iojia) COTPYAHMKOM. OTBETCTBEHHBIM 3a BEACHME JIEIONPOU3BOICTEA
CTPYKTYPHOI'O TOJAPasHE/eHus, COIVIAaCOBBIBAETCS € apXHMBOM H O0mIUM  OT/IEIOM
NIOANMCHIBAETCS PYKOBOAUTEIIEM MOApa3e/IeHIA H MpecTaBiseTcs B o0umif oTjen.

BHOBB co31aHHOE TI0/pa3/Ie/ieHHE B MECSYHBIH CPOK pazpabaThiBaeT HOMEHKIATYPY
A€l NoJipas/ielieHus 1 MPeCTaBsIeT €€ B O0ImIMi OT/e/1 1 apXUB YHUBEPCHTETA.

Cposnas HOMeHWIATYpa Jell COCTaBjifgeTcs OOU[MM OTJENOM Ha OCHOBE
HOMEHKJIATYp Jel CTPYKTYPHLIX NOApa3JeNeHUH NpH METOIHYESCKOH MOMOIIM apXuBa
YHHBEPCHTETA.

CpoziHas HOMEHK/IAaTypa /el YHHBEPCHTETa [MO/MHCHIBACTCH PYKOBOAHTENIEM
oblero oOT/AeNa. COINIACOBBIBAETCH ¢ HKCHEPTHOM KOMHCCHEH VHHBEpPCHTETa W
yTBepiAJiaeTcs (He I03/Hee KOHIA TEKYIIero rofa) pyKoOBoAuTelleM yHmBepcutera. He
pexe OIHOro pasa B 5 JIET CBOJAHAs HOMEHKIaTypa aen cornacossiBaeres ¢ DIIK PIHA

IIB.

ITocne yTBepxIeHMs CBOIHON HOMEHKIATYPHI A€l CTPYKTYPHBIE TOAPa3IeICHU
YHHBEPCUTETA MOJYJAOT BBIMHCKH 13 COOTBETCTBYIOUINX €€ pa3ae/ioB I HCIIOIL30BaAHHA
B pabore.

CBojiHas HOMEHKIATypa Je1 B KOHIIC KaXJI0ro roja YTOUHSAETCs, YTBEPKAaeTcs U
BBOJIMTCA B JieficTBHE ¢ | sSiHBapsA CleAYIOWETo KajleHAapHOTro roja.

B ciydae w3meHeHHs (QYHKUHIA H CTPYKTYPBl YHHBEPCHTETAa HOMEHK/IATypa IEil
[OJUICKHT [I€pecOCTaBlIeHHI0,. corjlacoBanuiy ¢ DIIK PIMA JIB u  yTBEpPKIACHHIO
[PHKAa30M peKTopa.

HazpaHuaMH pa3zesioB HOMEHKIATYPEI e/ By3a ABJISIOTCH Ha3BaHHA CTPYKTYPHBIX
noJpasjienieHnii. B ¢BOIHOI HOMEHKIATYpE A€ pa3jellbl pacioiiaratoTcsi B COOTBETCTBUH
C YTBEP:KAEHHOMH CTPYKTYpOIl YHHBEPCHTETA. '

['padhsl HOMEHKJIATYD /I€ 3ANOMHAIOTCA CACAYIOIUM 00pa3oM.

B rpade 1 wnHoMmMeHKIaTypsl MOel TIPOCTABISIOTCA MHACKCH KAXKAOro Jeia,
BKJIIOYEHHOr0 B HOMEHKnatypy. WHaekc nera COCTOMT U3 YCTAaHOBJICEHHOTO B
YHUBEPCHTETE IM(PPOBOTr0 0003HAUCHUA CTPYKTYPHOrO MOAPA3JCICHHS W MOPSIKOBOIO

HOMepa 3arojioBKa Jeja 1Mo HOMEHKIAType B Ipelenax CTPYKTYPHOro MoApasIe]eHHud.
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VHekch e 0603HauaioTes apabekumi udpami.,

Hanpumep:

100000-05, rae

100000- o6o3nauenne Kadepsl,

05 - mopAAKOBbIIT HOMEp JIe/1a B TIpe/ieaX HOMEHKIATYPBI.

B rpady 2 HOMEHKJIATYphl JCl BKIIOYAIOTCA 3ar0J0BKH A€ (ToMOB, HacTeit),
KOTOPBIE PACTIONATAIOTCS 110 CTCHIEHH BAXKHOCTH IOKYMCHTOB.

BarofOBOK Jeia AoiDKeH ueTko. B ofobmennoii ¢opme oTpaxars OCHOBHOE
COZIEPIKAHNE M COCTaB JOKYMCHTOB JI€/1a.

3arojO0BOK JIejda COCTOMT M3 JIEMEHTOB, pacmnojlaracMbix B CIIEAYFOLIIE!H
[MOCICAOBATEIHOCTH: Ha3BaHue BHAa jgema (Mepemucka, XypHal H T.J1.) WIA
PasHOBUAHOCTH JOKYMEHTOB (IPOTOKOJbI, MPUKA3Hl 1 T.71.); Ha3BaHHE YHHBEPCHUTETA WIN
€ro CTPYKTYPHOIO MoJipas/ie/IcHus (aBTOp IOKYMEHTA): HA3BAHWE OPraHU3alliy. KOTOPOii
GyAyT agpecoBaHbl WM OT KOTOPOH OYIyT MOMY4CHE! JOKYMEHTRI, KpaTKoe CojepkKaHne
JOKyMEHTOR JI¢/1a; Ha3BaHUE MECTHOCTH (TEpPUTOpHH), € KOTOpOIi CBSI3aHO COJACPIKAHHE
JOKYMEHTOB Jiena; jata (epyoi). K KOTOPBIM OTHOCATCA I0KYMEHTRI AC:1a.

B 3aroOBKAX /€. COAEpKAIMX JOKYMEHTBl IO OJHOMY BOMPOCY, HO HE
CBA3AHHBIX MOCIEN0BATEIBHOCTBIO MCIIOJIHEHN, B Ka4eCTBE BHIA J€na yrorpebasercs
TepMHH "JOKYMEHTH'. @ B KOHIIC 3arojoBka B CKOOKAX YyKa3bIBAOTCA OCHOBHBIE
Pa3HOBHHOCTH JOKYMCHTOB, KOTOPHIC AOTKHEI 6BITH CIPYNIMPOBAHBL B /cic (MUIaHBL,
CITHCKH, TOKIAIBI U T.1.).

Hanpumep:

JIOKYMEHTHI 0 IPOBE/ICHIN CEMHUHAPOB, KOH(pEpEHIHit
110 BonpocaM bonoHcKoro mporecca
(TUT2aHBL, CITMCKY, JIOK/Ia/1bl, nHpOpMaLIIH).

He jionmyckaeTcs ynorpeOiieHne B 3aroj0BKe €/a HEKOHKPETHBIX (hopMyJIIPOBOK
("pasupie Marepuaisi’, "obmias nepenucka” W T.1.). @ TAKKe BBOJHBIX CIOB U CIIOKHBIX
oboporos. He nomycxaercsa ynoTpebeHne COKPAIIEHHBIX CIOB W COKPAIICHHBIX
HaUMCHOBaHUM.

Tlopsia0K PACIIOJIOKEHIS 3arONOBKOB A€l BHYTPH pas/ieiioB H I0/Ipas/ielion
HOMEHKJIATYPHI el OIpE/eNIeTcs CTCICHBIO BAKHOCTH JOKYMCHTOB, COCTABIAIOIINX
jea, ¥ WX B3aUMOCBA3BI0. B Hauame pacrofaraioTcs 3arojoBKH JIeT, CojepKammx
OPTaHH3aLHOHHO-PACIOPAANTEIBHYI0  JIOKYMCHTALIHIO, najee IUIQHOBLIE, OTYCTHBIC
JOKYMEHTEI, Tepercka. JKypHaibl perucTpalui pacnionaraioTes B KOHII¢ HOMEHKJIATYPBI
Ien.

3aro/IOBKHM €T MOTYT YTOUHATHCA B poriecce (PopMUPOBAHHS I odopmaeHHs el

I'pada 3 HOMEHKIATYPbI 1€l 3aTIONHAETCA 110 OKOHIAHNN KaJIeHJIapHOTO 1'0/1a.

B rpade 4 yka3sBalOTCs CPOK XpaHEHWs Jie/a, HOMEpa ctareil no MNepevHio, a mpHu
€ro OTCYTCTBHH - TI0 THIIOBOI MITH IPHMEPHOIT HOMEHKIIATYPE et

Cpoku XpaHeHHs DJICKTPOHHBIX JOKYMECHTOB COOTBETCTBYIOT CpOKaM XpaHeHnsd
JIOKYMEHTOB, YCTAHOBJICHHBIX MEPEUHEM U AHATOTHIHBIX JOKYMEHTOB Ha OYMaKHOM
HOCHTEJIE.

B rpape 5 "lpumeuanue" yKa3hIBACTCA HA3BAHHUC nepeuHei  JIOKYMEHTOB,
MCIIOIB30BAHHEIX TIPH OTPENENEHNUH CPOKOB XPAHCHUS JIE], NPOCTABIAIOTCS OTMETKH O
3aBEICHIN JEJT. O NEPEXOAIINX JIeax (HapHMED. NEPEXOAAICe ¢ 2004 r.). O BBIJICTICHAN
e K YHHYTOKEHHMIO, O JIMIAX, OTBETCTBEHHBIX 34 dopMupoBaHUE el 0 mepeaade Al B
JIPYTYEO OPraHM3aIHIO 1A TPOOIIKECHIA H JIp.
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Eciri B TeYeHHE TOJa B YHHBEPCHTETE BO3HHMKAIOT HOBbIE JOKYMEHTHPOBAHHEIC
yaacTkit paGoTh, He NpPEIyCMOTPEHHbIE Jeia. OHH JOUONIHUTENRHO BHOCATCA B
HOMEHKJIATYpY.

[To OKOHYAHWM T'OJa B KOHIIE HOMEHKJIATYpPbI Jell JeNacTcs HTOrosas 3almch 0

KOJIMUYECTBE 3aBEACHHEIX JIe] (TOMOB), BTOPOHl 3K3eMILIAP UTOTOBOI 3alHCH NEPEacTCs B
PUT'UA JIB.

7.2 MopMupoRaHMe el U WX TeKyuiee XpaHeHHe

@opMUpOBaHME el - TPYNIMPOBKA HCIONHEHHBIX JIOKYMEHTOE B jena B
COOTBETCTBHY C HOMEHKJIATYPOIi Ie/I ¥ CHCTEMATH3alns JOKYMEHTOB BHYTPH JIC/a.

Jlena B yausepeutere GOPMUPYIOTCA B CTPYKTYPHBIX MOAPA3ACTCHIAX.

Wcnonanurean  nomkHel B 10-aHEBHBII  CpOK  mepeiaTre  3aKOHYCHHBLIC
JEJONPOU3BOICTBOM JJOKYMEHTHI THIIaM, OTBETCTBEHHBIM 32 BEJICHUC [I€/I0IPOU3BO/ICTEA B
CTPYKTYPHBIX TOJIpa3ienennsx, ns Gopmuposanus ux B Jjena. Homep sena, B KOTOpoe
HOKeH OBITh  TOMIIAT JOKYMEHT, ONPEIENACT PYKOBOAHMTEIL — CTPYKTYPHOTO
noapa3ieICHIA WIH MCITOJIHUTEIIL B COOTBETCTBHH C HOMeHl(ﬂa'I'ypOﬁ JCITL,

KonTpoIs 3a IpaBUIbHBIM (POPMHPOBAHEEM JIET OCYINECTBIACTCA 0GLIMM OTIENIOM.

IIpu popMupoBaniy A1 HEOOX0AUMO cob/moAaTh CACAYIOIIE o0mue npaBuia:

— IIOM€Iars B JIe/I0 TOJIbLKO HCHOJIHCHHBIC MTOKYMEHTRI, B COOTBETCTBHH C
3aroJI0BKaMH JIEN 110 HOMEHKIIATYPe;

— TpYNNHPOBATH B AEJO JOKYMEHTEI OIHOI0 KANEHAAPHOTO FoJIa, 32 HCKIIOUEHHEM
NEePeXOAAIINX JAEI:

~ pa3iebHO IPYIIHPOBATE B /ICa JOKYMEHTHI OCTOSHHOTO M BPEMEHHEIX CPOKOB
XpaHEHHs; TOMEWaTh B Jena Komun (akcorpamm, tenedoHOrpaMMBl  Ha  OOMIMX
OCHOBAHMSIX:

— B JIeJI0 HE JOIDKHBI [IOMEI[ATECS JOKYMEHTBI, MOIEKAIe BO3BPATY. JHINHAC
9K3EMIDISAPEI, YEPHOBHKH: NO 00BEMY €0 HE JOLKHO IHNPEBRINIATH 250 nuctor. Ilpn
HATHMMM B JIefie HECKOJbKHX TOMOB ("acTeii) HOMep (MHAEKC) W 3arojloBOK Jena
TPOCTABIISIOTCA HA KaXKI0M TOME € nobapaenuem "1. 1", "1, 2" U T4

— BKJIIOYATH B JICJI0 [0 OHOMY IK3EMILUIAPY KKIO0r0 JOKYMCHTA;

— [OMemars B 0 JIOKYMEHTBl IPaBWIbHO M TIOIHOCTBIO odopMIIeHHBIE
(JIOKYMEHTHI IOJDKHEI IMETH 1Ty, MOATHCH i ApYTHe 0053aTeBHBIC PEKBUSHTHI).

JIOKyMeHTBl BHYTPH J€ja pPacmoiaraioTCs CBEpXY BHH3 B XPOHOIOTHYECKOIH,
BOIPOCHO-JIOMHYECKOI 110CIIEA0BATCIBHOCTH MM HX COUCTAHHM.

IpuKassl MO OCHOBHOI AEATEIBHOCTH IPYMIMPYIOTCH OTACABHO OT [PUKa30B TI0
JAYHOMY COCTaBY.

IIpoToKoubl B JETE Pacrojaraiorcs B XPOHOJOTHHECKOM NOpsAKE IO HOMEpaM.
JloKyMEHTHI K HPOTOKOTaM, CTPYIIIMPOBAHHBIC B OTACIBHBIC /IC/1a, CHCTEMATH3HPYIOTCA
110 HOMEPaM TPOTOKOIOB.

VTBepKICHHBIE TUIAHEL, OTYETHI CMETHI, JIMMHTHL, THTYJIBHBIC CTHCKH H apyrue
JOKYMEHTBI TPYITIHPYIOTCS OTICIBHO OT MPOCKTOB.

JIOKYMEHTEl B JIMYHBIX JIelaX pAcTojaralores Mo Mepe HX HOCTYIUIEHHs. M
PACTIONATAIOTCS B XPOHOIOrHYECKOTl NOCIe/0BATE ILHOCTH.

I[lpeuioKeHns, 3adBICHUA 1 anobsl TPAKIAH MO BOMpocaM JCATE/ILHOCTH
VHHBEpCHTETA H BCE JOKYMEHTbI 1O HX PaCCMOTPCHHIO H UCTIOIHEHHIO TPYUIHAPYIOTCA
OT/ACIILHO OT 3asBICHHI IPaXIaH 0 JHYHBIM BOIPOCAM.

[Tepenucka IPYNIMPYETCA, Kak TMpaBuio, 3a NEpHOZ KaJleHjlapHoro roja "
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CHCTEMATH3UPYETCs B XPOHOMOTHYECKON ~ MOCIEIOBATENBHOCTH;  A0KYMEHT-OTBET
MOMELIAeTCA 32 JIOKYMEHTOM-3aIIPOCOM.

C MoMeHTa 3aBe/IEHHMs M /10 Mepeiavy B apXuB YHHBEPCHTETA JICila XPaHATCA 10
MecTy BX (hOPMHPOBAHUA.

PyKkoBOAMTEIM CTPYKTYPHBIX TOApa3AcicHuii ¥ pabOTHUKH, OTBEYaOIME 3a
JACTONPOU3BOACTBO, 00A3aHbI 00ECIIeYHBaTh COXPAHHOCTE JOKYMEHTOB U JIEI.

B uensx NoBBILIEHHA ONEPATHBHOTO IOMCKA JOKYMEHTOB JI€/la pacmojaralorcs B
mkadax B COOTBCTCTBHH ¢ HOMCHKIaTypoi aeir. HoMenknarypa aen WM BEINHCKA H3 Hee
MOMENaeTcs Ha BHYTPEHHEH CTOpoHe mKada.

Ha xopemikax oSmoxex jen yKa3sIBalOTCs MHACKCH 10 HOMEHKIATYPe Jel.

3aBepricHHBIE Jella IOCTOSHHOIO CPOKAa XPAaHEHHS XpaHATCS MO MECTy uX
(OpPMHUPOBAHNS B TEUCHHUE TPEX JCT U HE MO3AHEE HeM Yepes 3 rojia MnepenarTcs B apXuB
YHUBEPCHUTETA. '

[MpoBepka HamMYMA W COCTOAHHA €1 IIPOBOAMICA Mepea nepeaaueii jgen Ha
apXMBHOE XpaHEHHE, IpH NEPEMELICHUH, BO3BpATe JEJ, [OPH CMEHE PYKOBOIUTES
CTPYKTYPHOIO TIOAPA3JCICHUS. IPH pPEOPraHH3AlHH M JIMKBUJALMH CTPYKTYPHOI'O
no/ipasaeicHus.

B ciyuae yTpaThl ZOKYMEHTOB M JI€J1 MPOBOANTCS COYKEOHOE pacciieloBaHHe, 1o
pe3yibTataM KOTOpOro, JIMIO, BUHORHOE B YTpaTe, HECET OTBETCTBEHHOCTH B
YCTAaHOBIEHHOM TOPSJIKE.

Beijlaua jien ApyraM Mopa3/iefiecHusM [MPOM3BOANTCA € paspelleHns HaYaIbHUKa
obmero otaena. Beyiaua nei coTpyIHHKAM [opazie/teHuil 11 paboTsl 0CyIECTBISETCH
110 PACITUCKY.

Jlena BHJIAIOTCS BO BPEeMCHHOE TIOIB30BAHHE COTPYJHWKAM CTPYKTYPHBIX
noapaseieHuii Ha cpok He Gonee oxHoro mecsna. Ilocne ncTeueHns YKa3aHHOTO CPOKa
JIETIO JIOJDKHO OBITH BO3BPAILEHO HA MECTO €r0 XpaHeHHs.

CTOpOHHHM OpPraHM3AMASAM Jiea BBIJAIOTCS HA OCHOBAHWMM MX ITHCbMEHHBIX
3aIpPOCOB C pa3pelieHus PEKTOpa YHMBEPCHTETA WM €r0 3aMeCTHTENsl, KyPUPYIOLIEro
AKY, no akram.

JIOKYMEHTHI BBIIAKOTCS W3 APXHBOXPAHIINIL HA CPOK HE MPEBHITIAIIIHIA:

OHOTO MecsAua - /I HCIOAb30BaHMsA padOTHUKAMHM OpPraHM3alHH U WHBIMU
ONIB30BATEIAMH;

LIECTH MECHAIEB - CYASOHBIM, MPABOOXPAHUTEIBHEIM W HHBIM YIOTHOMOYEHHBIM
OpraHam.

[lpoasienne YCTAHOBNEHHEIX CPOKOB BBUIAYM JIOKYMEHTOB JIOMYCKaeTcs ¢
paspemienns PYKOBOIMTEIIA OPraHM3alii Ha OCHOBaHMH MHMCBMEHHOTO HMOATBEPXKICHHUA
TIONIB30BATENSA O COXpaeHHH/0fecneyeHnH COXPaHHOCTH J0KYMEHTOB.

W3bgaTie JIOKYMEHTOB M3 Je1 [IOCTOSHHOTO XPAaHCHHS JIOMyCKaeTes B
ACKTIOUNTENBLHBIX CIYYasX M IIPOH3BOIMTCA © paspelleHus PeKTOpa ¢ 0CTaBICHHEM B JIene
3aBEPEHHON KOMMHAH JOKYMEHTA W aKTa O PHYMHAX BBIIaYH MOUIHHHHKA.

7.3. IIoAroTOBKA JIOKYMEHTOR H eI K lepe/atie Ha apXuBHoe XpaHeHHe

7.3.1. JIoKyMeHTH YHHMBEPCHTETa ABIAIOTCA (eepanbHOd COOCTBEHHOCTBIO H
nocie TPOBEICHNS SKCTIEPTH3Bl MX LEHHOCTH B TOpsAjaKe, ycraHosieHHoM [lpaBuiamu
OpraHM3allii  XPaHEHHs, KOMILICKTOBAHHs, YdYe€Ta ¥ HCHO/IB30BAaHHA JIOKYMCHTOB
Apxuszoro (onxa Poccniickoii ®eneparmu u ApYrux apXuBHBIX JOKYMCHTOB B OpraHax
rocy/apCTBEHHON BIACTH, OPraHax MECTHOTO CAMOYTpPAaB/ICHHS M OpraHH3aluiax,
nojiexkaT 06sA3aTeNbHO nepeadye Ha MOCTOAHHOC XPAaHCHAS B ApXHB YHHBEPCUTETA KAK
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gacTh ApxuBHOTo (ona Poccuiickoi degepanui.

JUis xpanenms JokymentoB ApxusHoro onaa Poccuiickoii @enepaumu,
OTHOCSIIMXCS K TOCYAapCTBEHHOMN COOCTBEHHOCTH, 1 JOKYMEHTOR BpeMeHEOro (cBpiue 10
JeT) cpoKa XpaHeHWs, MMEIOLIMX MPAKTHYECKOE 3HAUCHUE, 4 TAKKE NOKYMEHTOB IO
JHYHOMY COCTaBY. MX y4eTa, MCMob30BaHMA. oT0Opa H HOATOTOBKM K Iepefayc Ha
OCTOAHHOE XPAHEHHE YHUBEPCUTET 00pa3yeT apXuB. :

[TogroTroBka AOKYMEHTOB K TNEpeAade Ha XpaHCHHE B apxuB YHHBEPCHTETA
BKmodaeT pabory ofmero otgena W M. OTBETCTBEHHBIX B CTPYKTYPHEIX
MOJ(PA3JICICHHSX 38 BEAEHHE JISIONPOH3BOICTBA, 1O TPOBEACHHAIO KCIEPTU3bl LIEHHOCTH
JMOKYMEHTOB, (hOPMHPOBAHIIO 1 OGOPMISHHIO A€, COCTABICHUIO OMHCEN JE/I H aKTOB 0
BBIZIC/ICHUH K YHUMTOXKEHUIO IOKYMEHTOB M JIEI.

7.3.2. DxkcmepTH3a [EHHOCTH [JOKYMEHTOB — M3YUYCHHC [JOKYMCHTOB Ha
OCHOBAHHH KPUTEPHUEB UX ICHHOCTH B LUEIX ONPEASICHUS CPOKOB XpaHeHHs JTOKYMCHTOB
1 oT0Opa X /I8 BKIIOYEeHHs B cocTaB ApxusHoro houja Poceniickoit @enepain.

DKCIEPTH3a [EHHOCTH JOKYMEHTOB B YHHBEPCHTETE Ha CTaJHU JETONPOU3BOJICTBA
MPOBONMTCS: MPH COCTABICHHH HOMEHK/IATYPBl J€j: B mpouecce (GOpMHPOBAHHA JCT H
MPOBEPKE MNPABUILHOCTH OTHECEHMsl JOKYMEHTOB K J€1am; MpH MOArOTOBKE Iel K
rnepenayde B apxuB (hejlepalbHOro opraia UCIoJIHUTEIbHON BIaCTH.

IIJ'IS! opraHMsarmMy M MPpoOBEACHUSA HKCIICPTU3EI LHEHHOCTH JOKYMEHTOB B
YVHHBEPCUTETE CO3AAETCsl MOCTOSHHO JSHCTBYOMAn KcrepTHas kKomuccus (9K),

®ynkimu u mpasa DK, a Taioke opranmsaius ee paboTel  OMpesenseTea
NOJOKEHHEM, KOTOPOE YTBEPXIACTCA PYKOBOJAUTEIEM YHHBEPCHTETA.

Tonoxenne 06 DK 10 ero yrsepikaenust nomiexut cornacopanuto ¢ K PI'MA
JIB.

JKCHEepPTH3a [EHHOCTH JOKYMEHTOB IMOCTOAHHOIO W BPEMCHHOIO XpaHCHHSA
OCYUIECTBISETCS ~ €XKEerojHO B CTPYKTYPHBIX — MOJPA3JEICHHAX  YHUBEPCHTETA
HEIIOCPENCTBEHHO JIHUAMU, OTBETCTBEHHBIMM 33 BEJICHHE [(CJIONPOU3BOICTBA COBMECTHO C
IK 110]1 HEMIOCPEACTBEHHBIM METOJMYECKUM PYKOBOJICTBOM apXHBa.

TIp1 NPOBEIECHNM IKCIIEPTH3bI ICHHOCTH JOKYMEHTOB OCYIIECTBIACTCA OTOOp aen
MOCTOSHHOTO W BpemeHHoro (cBpime 10 Jjier) XpaHeHms UIA IICpENaYd B apXHB
YHHBEPCHTETA; OTOOP [N ¢ BPECMCHHBIMH CPOKAMH XpaHEHMA U C TOMETKOH "Ilo
MHHOBaHHMA HamoOHOCTH", TOMIEKANMX JaibHEHIEMy XpaHeHWID B CTPYKTYPHBIX
MOAPa3/eNEHHsX; BBIICICHUE K YHUYTOKCHHIO e 3a MpEABIIYIAE roibl, CPOKH
XPaHEHUA KOTOPBIX UCTEKIIH.

O16op AOKYMEHTOB JUIS HOCTOSHHOIO XPaHEHHs [POBOJMTCA Ha OCHOBAHHM
rmepeuHeil JOKYMEHTOB € YKA3aHMEM CPOKOB HX XPAHEHHS ¥ HOMCHKIATypRl e
yHUBEpcHMTeTa. B Jeiax TOCTOSHHOTO XPAHEHHS NOMIEKAT HIBATHIO JyOIeTHBIE
SK3eMILISPhl JOKYMEHTOB, HUEPHOBUKH. HEO(QOPMJICHHBIE KONHMH AOKYMEHTOB M HE
OTHOCAILMECS K BONPOCY JOKYMEHTHI ¢ BDEMEHHBIMH CpOKaMu XpaHeHust. OKOHYATEbHOE
pelieHHe 10  pE3YJbTAaTaM JKCIEPTH3bl LEHHOCTH JOKYMCHTOB NpPHHHMACT DK
YHUBEPCHUTETA.

I[lo pesysibTaTaM 3KCIEPTH3bl LEHHOCTH JOKYMEHTOB COCTaBJISIIOTCSA OIHMCH ICI
TIOCTOSHHOTO, BpeMeHHOTo (cBbime 10 JIeT) XpaHeHus H 110 JIMYHOMY COCTaBY, @ TaKkKe
aKTh! O BRIJICJICHUH JIEJ1 K YHUYTOXKCHHIO.

7.3.3. Odopmiienne Jea [POBOAWTCS COTPY/IHHKAMH, OTBCTCTBEHHBIMH 33
JIENOTIPOM3BOACTBO B CTPYKTYPHBIX [OJPA3ACICHUAX TIpHA METOAMICCKOH MOMOLIH
BEJOMCTBEHHOTO apXHBa.

[TorroMy OOPMIICHHIO TOAVICKAT Jic/a MOCTOAHHOrO, BPEMEHHOTO (ceerme 10 neT)
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XpaHEeHHS U 110 JNYHOMY COCTABY.

[Tonnoe odopmacHue Aen npeaycMaTpHBaeT:

— TPOIUBKY W/IN NEPEILICT Jena;
HYMEPALHIO JINCTOB JIeia;

COCTaBJ/IEHHUE JIHCTa-3aBepUTEId JIea;

— otopmienue 06I0KKN JIena.

JIOKyMEHTEI, COCTABIAIONINE /16710, BbIPABHHBAKOTCS M MPOMIMBAIOTCS TIPOYHBIMMI
HUTKaM¥ Ha 4 npokona (Ha 3 npokona i Mano(opMaTHBIX JIej1) B TBEPAYIO 00JI0KKY WiIK
HEPETUIETATCA ¢ YYETOM BO3MOKHOCTH CBOOOIHOIO YTEHHS TEKCTA BCEX JIOKYMEHTOB.

Jlist ipefioXpaHeHns JOKYMEHTOB 0T MEXaHHYECKO TTOpYH, Ha [IEPBOM JIHCTE JIe/ia
HaKJIaJ(BIBACTCH 1I0JI0OCKA 13 KAPTOHA, YEPe3 KOTOPYIO IPOMYCKAETCA MIHYD.

Ilpu moaroToske Jien K MOJIIMBKE NPOBEPAETCA NPABHIBHOCTH NX (DOPMHUPOBAHUA.
opopmileHHs, MeTaIMYecKne CkperuieHnus (OynaBKW, CKpemKkd) M3 JOKYMEHTOB
yaansiores. Ecim B Jeno nmogmurs! JOKYMEHTHI € Pa3iMdYHBEIMA CPOKAMH XPaHEHHS. TO
JIeJI0 paciMBalOT U GOPMHPYIOT HOBBIE Jieja. B KoHLEe Kax10ro jiejla Mo [IIHBAeTCS JIHCT-
3aBEPUTEITh €A,

B nemax obecrneueHns COXpaHHOCTH M 3aKPEIUICHUA TOPAIKA PaCTOIOKEHUS
JOKYMEHTOB, BKIIOYEHHBIX B JI€J0, BCE €r0 JIMCThI, KPOME JIMCTa-3aBEPHTENS M
BHYTPCHHEH OIUCH HYMEPYIOTCH.

JlucTel HyMepyroTCs NPOCTHIM IpaHUTOBBIM KapaHAamom apaOCKuMA LudpamMu
BAJIOBOi HyMepalieil B IpaBOM BEPXHEM YIUIy. HE 3a/ieBad TeKCTa.

JIMCTBL J1en, COCTOANIMX M3 HECKONBKHX TOMOB MIH HacTedl, HyMepyrTcs Mo
KaJKIIOMY TOMY WM YaCTH OTASILHO.

JIner Gonsmoro dhopmara, HOAMIHTHI 38 O/INH Kpail, HyMepyeTcs Kak OIMH JINCT, B
[PaBOM BEPXHEM YIIIY.

JIOKYMEHTBI € COOCTBEHHOI HyMepalMeil TNCTOB, B TOM YMCIIE NeYaTHbIe H3JaHus,
HYMEpYIOTCS B 00IIeM TopsKe.

dororpagum. YepTeXKH, JAMArpaMMBl  H  IPYIME  WIIIOCTPUPOBAHHBIE |
cnieduIecKHe JOKYMEHTEI, NpeACTaBIdomue coboi caMOCTOSTENBHEINH MUCT B OENe,
HYMEPYIOTCsl Ha 06paTHOI CTOPOHE B JIEBOM BEPXHEM YITTY.

[MoammTeie B Zef0 KOHBEPTHI C BIOXKEHMSIMH HYMEpYIOTCS CEAYIONMM 00pa3oM:
BHAYAJIE HYMEDPYETCS KOHBEPT, & 3aTeM OUEepeJHBIM HOMEPOM KaXI0e BIOXKEHHE B
KOHBEPT.

B ciyuae oOnapyxenua O0abLIOro uucia omubOK B HYMEpauuH JIACTOB JIEa,
MPOBOANTCA €r0 MEepeHyMepalus — CTapulii HOMEp 3aUepKUBACTCA W PANOM CTaBHTCA
HOBBI HOMep mucTa. JlomyckaeTcs N0 COMIACOBAHHIO € BEJOMCTBEHHBIM apXHBOM
yroTpebIeHne JIUTEPHBIX HOMEPOB JIHCTOB.

ITocnie 3aBepLICHHS HYMEPAHH JTHCTOB COCTABIAETCSA HCT-3aBEpHTENb JIEia,
KOTOpEIH pacrosiaraeTcs B KoHNe jaeda (mpunoxenue Ne 26). B imcre-3apepurernie jena
yKa3piBaeTcs [udpaMn ¥ MPONNCHI0 KOMMYECTRBO JMCTOB B JAHHOM Jele, 0COOESHHOCTH
OT/ENBHBIX JOKYMEHTOB (YepTeky, GoTorpahuu, pHCYHKH | T.IL.).

JluctT-3aBepuTens Jena TOANMNHCHIBACTCS €€ COCTaBUTENEM C  YK4a3aHHUEM
paciiHGpPOBKH TONIMMCH, JAO/UKHOCTH M jaThl coctasieHud. KoaudecTBo JHCTOB B jiene
MpocTaBigeTcs Ha 0610KKe elia B COOTBETCTBHH € HTOrOBOMH HAAINCEIO.

Jlist yaera JOKyMEHTOB OIPE/eIeHHBIX KaTeropuii e MOCTOAHHOTO H BPEMEHHOTO
CpOKa XpaHEHHs, Y4eT KOTOPBIX BBI3BIBACTCS crietmdukoli JauHoll JokymenTaimu (0cobo
IiCHHBIE, JTHYHBIC, CY/AcOHbIC /iefa | T.[.) COCTAaBNACTCA BHYTPEHHAS OIHCH JOKYMEHTOB.
BH}’TpeHHlOIO OITACHE HEOOXOMMMO COCTaBJIATL B JEIaX IMOCTOAHHOIO H BPEMCHHOI'0
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(cebiwe 10 eT) XpaneHns, 3arojoBKH KOTOPBIX e PACKphIBaIOT KOHKPETHOT conepKaHne
JOKYMEHTOB.

BHyTpeHHsIs ONUCH COCTABIACTCA Ha OTAC/ABHOM JIHCTE, 110 YCTAHOBIEHHOU QopME,
KOTOpAs COAEPIKUT CBENEHHS O TOPAJKOBBIX HOMCPAX JTOKYMEHTOB Jejia, MX HHJIEKCaX,
JaTax, 3arOJOBKAX M HOMEpAX JIMCTOB Jeja, Ha KOTOPBIX pacronaraercs Kaibii
pokymeHT. K BHYTpEHHEH OIHCH COCTAB/IACTCA HTOrOBas 3aIUCh, B KOTOPOM YKa3bIBACTCA
updpaMi ¥ MPOTHCHIO KOMMYECTBO BRIIOUCHHBIX B HeE TOKYMEHTOB H KOITHYECTBO JIHCTOB
BHYTpPEHHE OMHCH.

BHYTpEHHss ONMUCH JOKYMEHTOB /1€jia MOANHCHIBACTCA COCTABHTENIEM C YKa3aHHEM
pacH@pPOBKA MOAIMMCH, JOIKHOCTH M AAThl COCTABICHIA. 3aBepeHHAs COCTABUTEICM
BHYTPEHHSA OMNUCh AOKYMEHTOB J€]1a [TOAKIEHBACTCA K BHYTPEHHEH CTOPOHE THLIEBOM
00JI0KKH Aena.

OBGIOKKA Je1a IOCTOSHHOTO, BPEMEHHOro (CBBIMIE 10 ner) XpaHeHMs H IO
TUYHOMY cocTaBy O(GOpMIBIETCS TI0 ycranosneHHol dopme. Haanucu Ha o010XKKax [en
(TOMOB) CIE/IYyeT BBIMOIHATE YCPHUITAMH, pa36opuBo, 63 COKpaICHHIL.

Ha 005103%KKe Aejia YKa3bIBAIOTCA PEKBH3NTHL

HAaUMCHOBAHHE BBIIIECTOSIIEH opragmzalmn - YKa3bIBacTCsA TIONMHOCTBIO, B
AMCHHTEIBHOM IMaZexe:; .
HauMCHOBAHWE YHHBEPCHTETA — VKa3BiBaCTCA [IOJTHOCTHIO, B HMEHUTEIHHOM

magexke, ¢ yKazaHueM O(QMIMAIbHO MPAHATOIO COKPAICHHA HAMMEHOBAHUA, KOTOPOE
YKa3bIBAETCA B CKOOKAX M0CTIC MOIHOTO HANMEHOBAHIA,

HAUMEHOBaHHE CTPYKTYPHOTO NOApa3iCnCHuA,

HHJIEKC JIeNa TI0 HOMSHKIATYpe e/

3aroJIOBOK JIe/Ia — TIEPEHOCUTCA U3 HOMEHKIATYpPhl ACII. 3aroioBOK Jeia AOLKCH
GEITH KPAaTKMM M B TO K€ BpeMsd MOJNHO DACKPEIBATH coZepKaHue MOAMUTBIX B /€10
JIOKYMEHTOB;

JaTa jlena — yKa3pIBaeTcs TOJl 3aBeJICHUs M OKOHYaHHUA JIC/a B JENOTIPOU3BO/ICTBE.
JlaTel Aejia MOTYT HE YKa3blBaTBCA Ha 0BIOXKKE JIEN., COJEpIKAIIAX, HAIPHMEpP, TOAO0BIC
[LTAHBI WM OTYETHI, TAK KAK OHU OTPaKEHBI B 3aroioBKax AcL.

Taroit jena, COAEPKAMIEro HPOTOKOIIE 3aceiaHmii, SBISIOTCS Kpa#HHE JaThl
YTBEPIK/ICHHS WIH COCTABICHU [IEPBOTO 1 MOCJIEHEr0 NPOTOKOA.

Jlatoii mHMHOTO JA€na SABJIAIOTCA JAATH [HOANUCAHMA TPAKa30B O MNpHEME H
VBOJIHEHHH JINLIA, HA KOTOPOE OHO 3ABE/ICHO.

Tlpu 0603HAYEHHA JaThl JIena YKa3hIBAOTCH yyeI0. MecAll ¥ roj. YMcno W rox
06o3nayaloTes apabckuMy nuppamn, Ha3sBanue Meciala — CII0BOM.

Eciu B Aei0 BRIKOUEHE! JIOKYMEHTBI, /IaThl KOTOPBIX HE COBIAJACT C JIaToM nena, To
Haj JaToil Jena ¢ HOBOH CTPOKM JEJacTcs samice «B [esie uMeroTcs JIOKYMEHTHI 3a

rojb»

KonuuecTBO JJUCTOB B EJIE MPOCTABIIAETCA Ha OCHOBAHIH JINCTA-3aBEPUTENA A€1a.

PekBusuT «XpaHWTh MOCTOSHHO»  TEPEHOCHTCH Ha OOJOXKY Jen wu3
COOTBETCTBYIONICH HOMEHKIATYPBl eI, TOCE CBEPKH €ro €O CpPOKOM XpaHEHHS,
ykazagHoro B Ilepedne THIOBBIX JOKYMCHTOB C YKa3aHHEM CpOKOB XpaHEeHWs
(mpritokenne Ne 27).

Mo OKOHYAHHHM FOJA B HAJANMHCH Ha O00N0XKKAX Iel MOCTOSIHHOTO H BPEMEHHOTO
(cBeime 10 jier) cpoka XpaHeHus BHOCATCH yrouneHust. [IpH HECOOTBETCTBHN 3aroilOBKa
jena Ha OOJOXKKE COICpiKaHuio MOANIATHIX JIOKYMEHTOB, B 3arojIOBOK Jeja BHOCATCA
W3MEHEHHS U JOTIOIHEHHS.

Ha o6JiojkKax A€/l IOCTOAHHOrO CPOKa XpaHCHHA IpeIyCMaTpUBAETCA MECTO Ul
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mrramna PTUA J1B.

Jlena Bpemennoro (g0 10 meT BKIIOYHTENBHO) XPAaHEHHUs MOUIEKAT HACTHIHOMY
OOPMIICHMIO: JIOKYMEHTHI OMYCKAETCs XPAaHHTh B CKOPOCHIMBATEISX, THCTBI HE
HyMEpOBaTh, THCT-3aBEPUTEIIH JI€/18 HE COCTABIIATE,

7.3.4. Onuck Jeia — apXMBHBI CIPABOYHUK, COCPIKAIHIT CHCTEMATH3UPOBAHHEII
nepeyeHb €MHNL] XpaneHns apXxuBHOTo QOH/a. KOMIEKIHH W NpeAHASHAMCHHBIH JUIa HX
ydeTa ¥ packpeIThs conepikanys. OTaenbHas OmICh NPEICTABISET cob0i IepeycHb Jel ¢
CaMOCTOATCIBHON BaloBOH (MOPAAKOBOI) 3aKOHUCHIION HyMepalHei.

OmmcH COCTAB/ISIOTCS OT/IEIBHO HA JIENa MOCTOSHHOTO XpaHeHHs (MpriokeHne Ne
28); nena BpemenHoro (cBeime 10 jer) XpaHenms W Jela NO JMYHOMY COCTaBy
(mpunoskenme Ne 29). Ha gema Bpemennoro (1o 10 mer) XpaHeHHs ONMCH HE
COCTaBIIAIOTCSL. .

OumcH e, TOATOTOBAEHHBIE CTPYKTYPHBIME HOPa3Ae]eHHsIMHU, CIIy/KAT OCHOBO
IS TIOATOTOBKM CBOMHBIX OIMCEH JIET YHHBEPCHTETA, KOTOPbIC TIOTOBHT apXHB
yHuBepcuTeTa H cornacoprBaer ¢ DIIK PIHA JIB.

OmucH A€l CTPYKTYPHBIX HOAPA3JCICHHH COCTABIAIOTCA MO YCTAHOBICHHOH
dopMe U NpeiCcTABISIOTCA B APXHB YHUBEPCHTETA HE paHEe Ye€M 4epe3 OAUH Iod U HE
[I03/JHEE YeM 4epe3 TP Toja TMOCIE 3aBEpPIICHNs €]l B JAEIONPON3BOJACTBE (MPUIOKEHUE
Ne 30).

OtrjieibHBIE  OMMCH  COCTABJIAIOTCS HAa ©IWHHIEI  XPaHEHHA 3JIEKTPOHHBIX
JIOKyMEHTOB [OCTOSHHOI'O XPAHCHMS M TO JIHYHOMY COCTaBy (IPHIOKEHHE No 31,
npmioxkerue Ne 32).

OnucarenbHas CTathd OMHWCH [e1 CTPYKTYPHOrO NOApas/JCNCHHs HMEET
ClIeYyIOMME SIEMEHThI: IOPAJKOBBIH HOMEp Jela (Toma, 4yacTH). MHACKC Jena (ToMa,
yacTH); 3aroJIOBOK Jefa (ToMa, 4acTH): JaTa jena (ToMa, YacTH). KOJMYECTBO JHCTOB B
nene (ToMme, 4acTH); CPOK XpaHeHHs Jera.

Ilp cocTaBISHMH ONHMCH e COOMOJAIOTCS CICAYyIOmMe TpeOoBaHMs: KaXI0e
Ne0 BHOCHTCA B OIHCH TIOJ CaMOCTOATEIbHBLIM IOPSAKOBBIM HOMEPOM, €CIH ACIO
COCTOMT M3 HECKOIBKHX TOMOB (9acTeif), TO KaXIpli TOM (9acts), B TOM HHCIEC
cOpMHPOBAHHOE B OTIETbHBIH TOM MPUIOKCHHE K A€dy, BHOCHTCA B OLHCH IOI
CAMOCTOSTENLHBIM HOMEPOM; TIOPSIOK HYMEPALH JIE/1 B OIUCH - BAJIOBBII: rpadpl ONKCH
3AMOMHSIOTCS B TOYHOM COOTBETCTBHM C TEMH CBEACHUAMH, KOTOPBIE BBIHECEHBI Ha
060Ky JeNa; TpH BHECEHHH B ONNMCh TOAPAR Jel ¢ OOHHAKOBBIMH 3arojloBKamH
[HUIeTes MOMHOCTBI0 3aroJIOBOK TOMBKO HEpBOTO /€, & BCE OCTAIBHBIC OTHOPOIHBIC
fena 0603HavaTCA cIoBaMi "To Ke', IPH 9TOM JAPYrHe CBEACHUS O JAcjaX BHOCATCA B
OICh TOAHOCTBI (HA KAKIOM HOBOM JIMCTE OIHCH 3arolloBOK BOCIPOU3BOAMTCA
MOJHOCTHIO); Tpada omucH "mpuMedaHne” HCIOMB3yeTCsa I OTMETOK O NpHEME ACL
0cOOEHHOCTAX MX (H3UUECKOTO COCTOSHHSA, O Teperade Nel JAPYTUM CTPYKTYpHBIM
TToNpa3aeeHHsIM CO CCBUTKOM Ha HEOOXOAMMBIH aKT. O HAJINYIN KOTIHH U T.IL.

B ommcH MEK/IY 3aroJ0BKaMu el HE0OX0/MMO OCTaBIISITh HHTSpBAl HE MCHCC 1
CM.

B KoHIle ONMHMCH BCJIEJ 32 TIOC/EIHeli OmmicaTe/bHOM CTaTheH AENacTCa UTOroBas
3aMmich, B KOTOPON yKasbiBaercs (1udpamu H MPOIHCHI0) KOIHYECTBO JEI. THCIAUIXCA
10 OMHACH, MEPBBI M MOCieaHMi HOMEpa JEl IO OIUCH, a TaKKe OrOBapHUBaIOTCs
0coOGeHHOCTH HYMEPALNH e B OIHMCH (JIUTEPHBIE HOMEPA H MPOITYIICHHBIC HOMEPA).

Onuch Al CTPYKTYPHOIO TOZPA3JENCHIs TIOANMCHIBACTCA COCTABHTEICM €
yKa3aHWEM €ro JIOIDKHOCTH M YTBEPIKAACTCS  PYKOBOAHTEICM CTPYKTYPHOI'O
I10Jpa3/1eICHus.
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Onuch fen CTPYKTYPHOTO TOApasfeleHus YHHBEPCHTETa COCTABIACTCA B JBYX
SK3EMIUIAPAX, OIMH W3 KOTOPHIX [EPEeIaeTcs BMECTE ¢ JIeiaMi B apXHB YHHBEPCHTETA, a
BTOPOIi OCTAETCS B CTPYKTYPHOM MOJIpa3IeNeHIH.

7.4. Tlopsamok YHHUTOXKeHHS TOKYMEHTOB ¢ HCTEKIITHME CPOKAMH XpaHeHHS

Ha Acna C HCTEKIIHM  CPOKOM XpaHCHMS COCTABICTCA aKT O BBIJACIICHHH K
YHHYTO/KEHUIO IOKYMEHTOB (nprioxKenne Ne 33), KOTOpbId CONIaCOBBIBACTCA C apXHBOM H
2K VHUBCPCUTCTA, H YTBEPIKAACTCA PEKTOPOM WIH YIIOTHOMOYCHHBIM ITPOPEKTOPOM.

Jlena BKJIIIOHAKTCA B aKT, €CJIH yCTaHOBJICHHblﬁ Ui HAX CPOK XpaHCHMA MCTCK K 1
SIHBApPS 1ojid, B KOTOPOM COCTaBJ/ICH aKT.

OT()Op JOKYMCHTOB K VYHUHTOXCHHIO MW COCTaB/ICHHE akKta o BLIACIICHUN
JIOKYMEHTOB K YHUYTOKCHHUIO [TPOU3BOIUTCS IMOC/IEC COCTABJICHNA 1 COrjlaCOBaHM C PI'UA
I[B onucen JEJT IIOCTOAHHOTO XpaHCHs H IO JIHIHOMY COCTAaBY 3a 3TOT XK€ IMEPHOI (OIII/ICM
U aKThl PACCMATPHBAIOTCA Ha 3aceqanuy DK yHUBEpCHTETa OJIHOBPEMCHHO).

[Tocne coriacoBanusi akra ¢ apxusoM u 3K CTPYKTYpHOE MOAPA3JiC/ICHHE MOKET
YHHUYTOKHUTL JOKYMCHTBI BPCMCHHOTO CPOKA XPaHCHHS B YCTAHOBJICHIIOM IMOPAAKE (Cﬂa'I'b
Ha nepepaboTKy WM YTHIH3ALMIO).

7.5. Tlepegaya Je/l HA apXHBHOE XpaHeHHe

3aKOHUEHHBIC JIETOTPOM3BOICTBOM JIella MOCTOSHHOrO M BpeMeHHBIX (cBbime 10
J€T) CPOKOB XpaHeHWs. B TOM WUHCIE 110 JIMYHOMY COCTaBy, MOCHEe OKOHYAHMSA
KaJIeHJAapHOTO Tojla, B KOTOPOM OHM OBLIH 3aBENEHEl, TMOJATOTABIMBAIOTCA K IEpEaatc B
apXxHB YHMBEPCUTETA 1 TOU1EXKAT OPOPMICHHIO H OIHCAHHIO.

Jlena ¢ MCTIOMHEHHBIME TOKYMEHTAMH IOCTOSHHOTO W BpeMeHHOro (cBpime 10 jer)
XpAHEHUS IEPEIAIOTCA B apXMB YHHBEPCHTETA HE paHee HeM 4epe3 OHH FOJ U NO3/IHee
4eM Yepe3 TPHU rojia MOCE UX 3aBEPIICHUS B ICTIONPOH3BOCTBE.

Jlena Bpemersoro (no 10 ner BKIIOYMTENHHO) XPAHEHHsS Mepeaade B apXuB
YHHBEPCHTETa HE Nojuekar. OHM XpaHATCS B CTPYKTYPHBIX MNOJAPA3CICHHAX H IO
HCTEUEHHH CPOKOB XPaHEHNUS TOIEKAT YHHUTOKEHHIO B YCTAHOBICHHOM IOPSIKE.

Ilepenaya /e B ApPXMB  YHMBEPCHTeTa OCYIIECTBIsSeTcs 1O  rpaduky,
COCTABIICHHOMY S3aBE/YIOLIMM apXUBOM, YTBEPXKICHHOMY JIMpEKTOpOM JeMapTamMeHTa
YKOHOMHMKH H (PUHAHCOB.

B 1eproj| TOATOTOBKA J€1 CTPYKTYPHBIM IIOApas/Ic/]CHUEM K MEPENayc B apXuB
VHHBEPCHTETA COTPYJAHHKOM apXMBa IMpeBAPHTEIBHO MPOBEPAETCA NPABMIBHOCTH HX
dopmuposanus, oGOPMICHNS ¥ COOTBETCTBHE KOMMHECTBA JE/. BKIIOYCHHBIX B OIHCH,
KOJIMYECTBY /I€JI. 3aBCCHHEIX B COOTBETCTBHH ¢ HOMEHKIIaTypoii fien yHuBepeutera. Bee
BBISIB/JICHHBIC TIPH IPOBEPKE HEJOCTATKH B (POpMUPOBaHIH U 0QOPMICHUH Jie/l pAOOTHHKH
CTPYKTYPHOTO NO/ipas/ieieHns o6sa3aHbl yCTPAHNTS.

Ipuem-niepesiada el B apXuB YHHBEPCUTETA HPOU3BOAUTCS PabOTHHUKOM apXuBa
YHHBEpCHTETa B TPHCYTCTBHH PAabOTHHKA CTPYKTYPHOIO MOJpa3/Ie/ICHIS. Ha oboux
IK3EMILIAPAX ONMCH HATIPOTUB KAKAOTO /Ieia, NIPOCTABIACTCS OTMETKA O HATMYHH €A, B
KOHIIE KaKAOTO DK3EMIUISpa OIMMCH YKA3BIBAIOTCA MH(PAMH H IIPONHCHI0 KOANYUECTBO
dbakTHUECKM TPHHATBIX B APXHB JIEJ, HOMepa OTCYTCTBYIOIMX jeid, jara MpHeMa-
mepenaud jiel, a TAaKKe TOAMMCH 3aBEAYIOIICIO apXUBOM YHHBEPCHTETa M ML,
nepeaBIiero Jea.

BMecTe ¢ JelaMH B apXuB IIEPE/AlOTCS PErHCTPALMOHHBIC KapTOTeKH Ha
JIOKYMEHTBI H (HJIH) TporpaMMHbIe CpeicTBa i 0a3bl JaHHBIX, COACPKAIINE VH()OPMAIIIO
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O PETHCTPALl ¥ UCTIOHEHUH TTePeIaBaeMbIX JOKYMEHTOB. 3aroj0BOK Kax10ii KapToTeKn
wini 6a3sl TaHHBIX BKITIOYAETCS B OTHCE.

B ciyuae iuKBujamum win peopraHM3aliM CTPYKTYPHOTO MOAPAsAEICHHs JTHIIO,
OTBETCTBCHHOC 32 BE/ICHHE [IEIONPON3BOACTBA JAHHONO CTPYKTYPHOTO TOAPA3ICICHHS,
(hopmupyeT Bce MeErOLIMECs: TOKYMEHTS! B 1ea, opopMIseT Aeia i NEPEIAET HX B APXUB
YHHBEPCUTCTA, HE3aBHCHMO OT CPoKOB XpaHeHmus. Ileperaua jen ocymecTBiusercs mo
ONHCAM JIeJI H HOMEHK/IATYPE eIl

VIIL. PABOTA MCTIOJIHUTEJIEA C JOKYMEHTAMHU

8.1. Pexrop. mpopekTop B pYKOBOAWTEH CTPYKTYPHBIX Hoapasieienuii BIYIC
00ECIeYHBaAIOT ONEPATHBHOE PACCMOTPEHNE OCTYIMBIINX B HX AIPeC J0KYMEHTOB, B TOM
umicie no CYD/I, nepeaady ux HCIIOMHUTENAM, KOHTPOIIS 32 KAYCCTBEHHBIM MCHIOTHEHHEM
JIOKYMEHTOB,

8.2. Ilpn paccMOTpEHHH JIOKYMEHTOB PYKOBOAMTE/ISAMH BBIACAAIOTCS HOKYMEHTEI,
TPEOYIOIME CPOYHOr0 HCHONHCHMA. JIOKYMEHTHI, NpHCIaHHBIC JUIS COIVIACOBAHUS
(TPOEKTBl TpPHKA30B, pPAaclOpSKEHHi, [MOTOBOPOB M Jp.), PACCMATPHBAIOTCA B JIeHb
HX [IOCTYIUICHHS.

Hcnonaurens moaydaeT JOKYMEHTHI Ha CISAYIONMMHA J€Hb B COOTBETCTBHH
C pE30/IOLMEI  PEKTOpa, IPOPEKTOPA.  COBETHMKOB  PEKTOpa WIM  JIUPEKTOPOB
JIENapTaMEHTOB YHUBEPCHTETA.

Cpounble JOKYMEHTHI ePE/IAIOTCs UCTIOTHHTEIAM He3aMe/ITUTEILHO.

8.3. JloxymeHTHl € pesomoumeii pextopa (IPOPEKTOPA. COBETHHMKOB PEKTOpA.
JUPEKTOPOB JenapramenTa) nepepaiotes mcnomuureasM B CYDJ] (B MCKIIOUNTEILHAIX
ciaydasx — mo (pakCHMWIBHON cBs3u). Ecau B pe3o/onHH YKa3BIBAETCS HECKOIBKO
VCTIONTHUTENEH, TO JUIi OIHOBPEMEHHON paboThl Haj JOKYMEHTOM OH HAMpaBlgercs
OJTHOBPEMEHHO BCEM JIMIIAM, YKA3aHHEIM B PE30.TIOLNN,

B caydasx, xorza mopydeHHEe, YKa3aHHOE B PE3ONIONHH, NAETCS [IBYM MIIH
HECKOJIBKHM JIHIIAM, PaBHBIM IO JIOUKHOCTH, OCHOBHBIM HMCIIOJTHMTENEM SBJSACTCS JTUIIO,
VKa3aHHOE B TIOPYYEHHHM MEPBBIM, €CIH HHOE HE NpPeIyCMOTPEHO VKa3aHHEeM 1o
ucnonHennio. EmMy Hanpasisercss NONIMHHUK JOKYMCHTa M MPEAOCTABISETCS IPaBO
CO3BIBA COMCNIOJIHMTENEH M KoopAMHAaMH wux paborel. Jlonmyckaercs mepegada
COMCIOIHUTENAM OYMaKHBIX KOTHii TOKYMEHTA.

OCHOBHOI MCIOJIHUTENE M COMCIIONHHUTENL BIpaBe AaBaTh NOPYUYESHUS B BHUIE
yKasaHus 110 UCTIONHEHHIO JIMIAM, HEMIOCPEACTBEHHO UM MOIYHHEHHEIM.

8.4. Ha poxymentax, ne TpeOyompyx ykaszaHwii MO HCIOJHEHUIO M MMEKOLIHUX
THHOBBIC CPOKH MCIIOJHEHUA, B YKA3aHHU M0 HCTOJIHEHHIO YKa3bIBAIOTCA HCIIOIHHUTENb,
MO/IIIACH aBTOPA YKa3aHUsA TI0 HCIIOJIHEHMIO U 1aTa.

8.5. Ilepenaua HOKyMEHTOB Ha HCIOJHEHHEe 0€3 perucTpamu u pPe3ONIOLUH
PYKOBOAMTES HE OITYCKACTCH,

8.6. HMcnonnenue moxymenta, Tpebyiomero oTBeTa, mpeaycmarpuBaer cbop u
obpaborky HeobXoauMoOi wuHOpPMaIMK, TOATOTOBKY NPOEKTa MAOKYMEHTa, €ro
odopMileHHe, coriacoBaHue. TOANHCAHWE (YTBEPXKACHHE) PEKTOPOM, MPOPEKTOPOM,
COBETHUKAMHM PEKTOpa, ANPEKTOpaMH ACTIAPTAMEHTOB HOAIOTOBKY K IEPECHUIKE aapecary.

8.7. Bce COHCNOMHWTEIH CBOEBPEMEHHO H  KAa4E€CTBEHHO MPOBOIAT  AHAIM3
MHOOPMALIHY U MPEACTABISIOT OTBETCTBEHHOMY HCIIOJHHTENIO B YCTAHOBICHHBIE KM
Ccpoku HEOOXOAMMBIE JOKYMEHTHEI (IPOSKTHI JIOKYMEHTOB, CIPaBKH, CBEJACHHSA H T.L.).
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OTBETCTBEHHOCTE 3a CBOEBPEMEHHOE M IIPABHILHOE MCIOJHEHHWE 3ajauusi B PaBHOIL
CTENEHH HECYT BCE YKA3AHHEIE B PE3OTHOIMN HCIIOTHHTEIH.

8.8. TIpoekThl MOKYMEHTOB rOTOBATCA Ha OJIAHKAX YCTAHOBICHHOM (bopMBI; Jyis
OTHPABKH JOKYMEHTOB, HE MMCIOUIMX AJPECHON 4YacTH, FOTOBSTCH COMPOBOMTE/IBHBIE
mucbMa. Jlo mpeicTaBieHus Ha MOANKMCH WCTOJHATEIL INPOBEPAET MPABIUIBHOCTH
oopMIeHHs NOKYMEHTOB, TPABIILHOCTh A[PECOBAHNS, HAIMYME HEOOXOMMMBIX BH3,
OPUIOKEHHUH, NIPH HEOOXOAUMMOCTH — CHPABOK. NOSCHUTENLHBIX 3aITHCOK, PazbsICHSIONMX
COJIEPKAHHUE MOTOTOBICHHBIX JOKYMEHTOB, JIHCTA (yKa3aTe/s) pacChUIKH.

8.9. IloaroTopieHHBI K NOANHCAHMIO y peEKTOpa, MPOPEKTOPA. COBETHHKOB
PEKTOpa ¥ JINPEKTOPOB JETIAPTAMEHTOR JIOKYMEHT BU3HPYETCSH UCIIONHUTENEM TOPYYEHHS,
PYKOBOJIHTE/IEM CTPYKTYPHOIO TIOAPA3NCIIEHHS YHHBEPCHTETAa, OTBEICTBEHHOIO 3a
BBITIOJTHCHHE HOpYHEeHHMS, PYKOBOIHTEIIAMHI CTPYKTYPHBEIX  ITOApa3/eIeHMii-
COHCTIONHUTEEI ITopyueHns.

8.10. TIpm omepaTMBHOM peLICHMH BOMPOCOB 63 COCTABICHHS JOMOJHHTEILHBIX
JOKYMEHTOB HCIIOJHUTETh JEJACT OTMETKH B OJICKTPOHHON KapTOYKE NOpYUEHWs
Aoxymenta B CY3Jl o patax npoMeKyTOUHOrO HCTIOIHEHHs (3alpoc CBEIEHMIL,
TeJle()OHHBIE NEPEI'OBOPHI U T. /1.), 0 JaTe U Pe3yibTaTe OKOHYATENBHOTO HCIIOIHEHMNS.

Ecin ofpasoBancs uHTEepBal BpPEMEHM MEKAY HOCTYIUICHHEM JIOKYMEHTa B
YHUBEPCUTET M €ro N0CTaBKoM ucnomuuTeno, To CY D]l apTomarudecku (GUKCHpYET 3TH
CPOKH.

8.11. HMcnomaurens HMEET MPaBO MOIB30BATECS ABTOMATH3HPOBAHHON Gasoif
Aanaeix BI'VOC, cnpasouno-undopMaumoHHbME  (oHmaMu u  GuONHOTEKaMM  JUIs
MOJIy4eHHUs HE0OX0AMMOI HHpOpPMAIIHH.

8.12. WcmonHuTellb HECET MEPCOHANBHYIO OTBETCTBEHHOCTH 3a JOCTOBEPHOCTH
HHOOPMAIIHH, HCTIONIB3YEMOI IPH MOArOTOBKE JOKYMCHTA.

8.13. HcrnonHuTens HECeT OTBETCTBEHHOCTh 3a HecoOmoneHue TpeboBammil
UCTIOJIHUTEIbCKOM  JIMCUMIUIMHBL, 328 HENPaBWIBHOE HCIIONB30BAHHE ICHCTBYIOIHX
HOPMATHBHBIX JOKYMEHTOB B IIOJIOTOBKE, O(DOPMICHHH W HMCIOIHEHHH JOKYMEHTOB B
CPOK.

8.14. B ciaydae OTCYTCTBHN HCIOTHUTENS (KOMAHJIMPOBKA, OTIYCK. 6OJIE3HB)
JOKYMEHT TI0 YKasaHHIO pPYKOBOIMTENs MOApa3ieleHus [EepefacTes JIpyroMy
UCTIOJIHUTEINO ¢ 0043aTe/IbHBIM coolIIeHneM ero (hamMiinn pedepenTy cekperapiara uis
BHeceHHs aMeHeHuit B DPK noxymenta B CYD/L.

8.15. Kaxaslil coTpyIHHK YHMBEPCHTETA JOJKCH 00ECHEeUMBATH ONEPATHBHOCT,
Ka4eCTBO HCIOJIHEHUS M COXPAaHHOCTh JIOKYMEHTOB.

IX. U3rOTOBJIEHME, VYET, HCTIOJIb30BAHUE I XPAHEHHUE IEYATEMN,
HITAMIIOB U BJIAHKOB JOKYMEHTOB

9.1. Baael neuareil B MTAMOOB, NOPAXOK UX H3TOTOBJICHUS

9.1.1. lnsa yaocToBEpeHHs TIOAINHHOCTH  JOKYMEHTOB WJIM COOTBETCTBHA KOIHMI
JOKYMEHTOB IIOJTMHHUKAM B YHUBEPCHTETE UCIIO/IB3YETCA reyarh c
BocmponssesieHueM 'ocynaperseHtoro repba Poceuiickoiit @ezepaiu (aanee — repbosas
11€4aTh).

Pemenne 06 usrorosneHun repboBoii neyaTH NPUHUMAET PEKTOP YHHBEPCUTETA.

I'epboBass MacTHyHas MeyaTh,  YHHBEpCUTETAa  JIOIDKHA  COOTBETCTROBATH
tpebosarmam 'OCT P 51511-2001.
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Nsrorosnenne repOogoii nedaTtu YHHUBEPCHTETA OCYIIECTBIAETCA
nonnrpa(bmecxm\d NpeOipuAaTUeM, MMECIOIHM JIHICH3HI0 Ha H3IOTOBICHHC negare ¢
BocrpomsBeacHneM [‘ocymaperBennHoro repba P® u  ceprudukarel 0 HATMYHH
TEXHHYECKHX M TEXHONOTMYECKMX BO3MOKHOCTEH JUII W3rOTOBJICHHS JIaHHOTO BHIA
NPOAYKIMH HA JOJDKHOM KaueCTBEHHOM YPOBHE.

9.1.2. Kpome meuarn c¢ m3oOpakenueMm ['ocymapcteennoro repba Poccuiickoi
Denepauii B YHHBEPCHTETE HCTIOIB3YIOTCS [EYaTH CTPYKTYPHBIX IojpaszjencHuil (6e3

51306})331(61-1}1}1 rocynapc*mennoﬁ CHMBOJIHKH), MCTA/UTMYCCKHE BBIKHUMHEBIC TICHATH IJisd
orneyaThiBaHs MOMEICHIH,

Jdnsg  pokyMeHTalMOHHOIO  obecrieueHHs — ACATENbHOCTH  YHUBEPCHTETA

MIPUMEHAIOTCS TIEYATH CIEAYIOMMX CTPYKTYPHEIX MOAPA3ICICHHH:
— HMHCTHTYTA 3204HOTO ¥ JIMCTAHIHOHHOTO 00Yy4YeHNs;
— MHCTHTYTa WHOCTPAHHBIX A3bIKOB:
— MHCTHUTYTA IIpaBa;

— obmeobpa3oBaTenBHON  MIKOJBI-HHTEpHATA  CcpeAHero obmero odpasoBaHus
JUIsl OJIAPEHHBIX JCTEH;

— aKaJIeMHYECKOro KOJLIE/Ka;

— KOJUIe/IKa CEpBUCA U IH3aiiHa;

— HeHTpa abUTYpHEHT

— OT/e)Ia aCIHUPAaHTYPEL, JOKTOPAHTYPhI:

— TMPHEMHON KOMHCCHH YHUBEPCHTETA,

— OpraHH3aIMOHHO-CTY/IEHUECKOrO OT/IeNa;

— CTYJACHYECKOTo oduca: '

— (unHaHCOBOIO OTIENA:

— OTJIeNa BeIEHHs JOT0OBOPOB;

— yIpaBiIeHHE MOIOAEKHON MOJTHTHKI,

— LEHTPa BOJIOHTEPOR:

— JAENapTaMEHT MEXAYHapOAHON U KyJIbTYPHOH NeATEIBHOCTH;

— CIIOPTHBHOTIO KOMILIEKCa «HeMmuon»:

— OT/IeJIa KaJApOoBOro JIeJI0NPOU3BO/ICTBA,

— YOpaBlICHAs [0 PEXKUMY M OE30MacHOCTH;

— OTJIENA 3aMUTHl FOCY/1aPCTBEHHOMN TaliHEI;

— MOOHIN3ALMOHHOIO OT/AEIA:

— obmero orjaena: .

— yueGHO-MeToHuecKuii HeHTp 6e30MacHOCTH JOPOKHOTO JABIKEHHS

— CTYACHYECKOr0 ropoaKa:

— TPaHCIOPTHOMH CiIyKOBI.

9.1.3. Ilewars CTPYKTYPHOTO MOApas/eieHus uMeeT (opMy NPaBHIBHOTO KpyTa
aumamerpoM 35 mwm. Kpas meuarnm okafimnens! SOpTHKOM, B IeHTpe neuaTtd yKasaHO
HAMMCHOBAHHE CTPYKTYPHOTO TOApa3/ielients, HampuMep: oOIni OTaen, oKaiMieHHOS
NpaBHIBHBIM Kpyrom guamerpom 20 My, Meskity BHYTpeHHEH U BHELIHEH OKPYKHOCTAMA
B JIBE CTPOKM pa3MENiaeTcs [OJHOE HAMMCHOBAHHE YHHBEPCUTCTA: denepansHOE
rocy/lapcTBEeHHOE OOKETHOE 00pPA30BATENBHOE YUpPEX/IEHHE BBICIIEro 00pa3OBaHNSA
«BlagMBOCTOKCKHIT FOCYIapCTBEHHBIl YHUBEPCHTET SKOHOMHKM M cepBicay. Tekcr B
KaXJ10if CTPOKE pa3/elieH 3BE3/109KOMH.

9.1.4, Jlna oneuatsiBanus ceiidoB, XpaHWIMNI, TIOMEMIEHUH UCTIO/B3YIOTCA
MeTa/UIHUecKie BEDKMMHBIE TI€UaTH ¢ WICHTH(OWKALMOHHEIM  YUETHBIM HOMEPOM
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(HOMEpHBIC TIEYaTH).

Jlnsi TPOCTABICHHA OTMETOK O TOMYHEHIH, perucTpaliy, TPOXOKACHHN 1
JMCTIONTHCHUMM JIOKYMEHTOB, JPYIHX OTMETOK CIpaBOdHOTO XapakTepa IpHMCHSIOTCS
COOTBETCTBYIONIME MACTHYHBIC IITAMIIBL.

9.1.5. Paspeluexne Ha W3rOTOBJICHWE TECHATH CTPYKTYPHOTO [OJPa3/ICTICHUA
yHUBEpCHTETA ~ /1AeTCsi  PEKTOPOM. PykoBojuTenb  IOApasACicHus — HAMPaBLICT
MpE/ICTABICHAE HA HMs PEKTOPa, B KOTOPOM 060CHOBEIBAECT HEOOXOHMOCTE H3IOTOBICHUA
neuaru.  IIpelCTaBjieHHe BH3HPYET TPOPEKTOP IO HANPABICHHIO. TlosoxXHUTEIbHAS
PE3OMIONI PEKTOpa ABISETCA OCHOBAHUEM UL W3rOTOBJICHHS TEYaTH CTPYKTYPHOTO
O/Ipa3AeIeHuUs.

M3roToBNicHME TedaTell W MITAMIOB OCYMIECTBIACTCS HEPE3 o0mmii  OTACH
YHHBEPCHTETA.

9.1.6. W3roTos/ienue QyOnuKara neyard JOIMyCKaeTCs TOIBKO B cilydae €€ yTparsl
WIIH M3HOCA 110 PELIEHHIO PEKTopa.

JIoNnoNHATEIBHOE H3TOTOBICHUE meuateil ¢ WAEHTHQUKAWOHHBIM YICTHBIM
HOMEPOM IIPOH3BOJIHTCS 110 BO3PACTAHMIO wieHTHOUKAIHOHHBIX HOMEPOB.

9.1.7. HeoGxoamMocTh  W3rOTOBICHMA — MTamma € hakcIMITBHBIM
BOCIIPOM3BE/IEHMEM TIOJMMCH PEKTOpa, TPOpEKTOpa MO HANpAaBJICHUIO WIH JpPYToro
JODKHOCTHOTO JIAIA OTIPEACIAETCS PEKTOPOM YHHBEPCHTETA.

9.2 Mopaaok y4era, BuIAATH (cnaym) nevarei
(mTamnos) | obecneyenns HX COXPAHHOCTH

90.2.1. Vuer. xpaHeHnne W BbUIa4a BCEX neyateii W IITaMIoB B YHUBEPCHTETE
poayaraercs Ha obnmii ornen AKY.

Bee W3rOTOBIGHHbIC MEUaTH M INTaMIlbl O0A3ATENBHO YUUTHIBAIOTCS B JKypHAJE
ydeTa IyTeM [POCTABIEHMA HX OTTHCKOB (upmnoxkenne No 34). JlucTei xypHana yuera
[eqareil ¥ ITAMIIOB HYMEPYIOTCA, TIPOINHYPOBBIBAIOTCA 1 OTIEYaTLIBAIOTCS.

9.2.2. Jlumo, OTBETCTBEHHOE 3a WCTOJIB30BAHME W XPAHCHHC repOoBOil TICHYATH
YHHUBEPCUTETA, HA3HAUAETCA MPHKA3OM peKTOpa.

9.2.3. PyKOBOAHMTENIHN CTPYKTYPHBIX nopasAeieHnii CBOMMM PacHoOpKCHUAMH
HA3HAYAKOT PAGOTHMKOB, OTBETCTBEHHBIX 33 IOTYHCHHE. XpaHeHHe M HCIIOIb30BaHNC
negareii (mramnos). Ko pacropshKeHUH NPeJICTaB/ITOTCA B oOmuii 0Tae.

[lepcoHabHas OTBETCTBEHHOCTh  9THX paGOTHHKOB 32 TMONY4YeHHBIE TCHaTH
(IrTamiibl), MOPAIOK HX XpaneHis 1 HCIoNb30BaHMIA, HCK/IIOYAIONIMil yTpaTy W HapymeHHE
B HCTIONE30BAHMH, JTOJDKHBI OTPAXKATHCA B IOJDKHOCTHBIX HHCTPYKIIHAX pabOTHUKOB.

924, Beijaua meuareii (IITAMIIOB) pabOTHHKaM, NEPCOHAIBHO OTBETCTBEHHBIM B
CTPYKTYPHBIX TOJpasACICHMAX 33 HX HCIIONB30BANMEe W XpaHEeHHe, OCYIIECTBILACTCH B
o61IeM OT/IelIe IO POCIINCE B JKypHAIC yueTd nevareii # MTaMIIOB.

9.2.5. BpemenHas nepejada nedateil # UITAMIIOB OT O/IHOTO OTBETCTBEHHOIO Julla
APYrOMY BHYTPH CTPYKTYPHOTO IOJpa3/IeICHUA (B cBs3u ¢ yOBITHEM B KOMAHIMPOBKY.
YXOJIOM B OTITyCK) OCYMCCTBIACTCA no akty. JIaHHBIHA aKT YTBCPKAACTCA PYKOBOAMTENIEM
CTPYKTYPHOTO TIOAPa3ACIICHI.

[Ipy yBONBHEHHM OTBETCTBEHHOTO JIHIA Wi TepeBOfiC HAa HHYIO JO/DKHOCTD
yuCIAIMEcs 3a HHUM MedarTH (mTaMmsl) NepelarTes ApYyroMy paGOTHHKY HYepes3 ooumit
OT16J1 TIOJl POCITHCH B KHUTE YUETa NeuaTeii i ITaMIIoB.

9.2.6. Ilepenaua neuareil W IITaMIOB OCTOPOHHUM JIMllaM, BBIHOC neyarei
(mTaMrnoB) 3a NpeJIesl 3MaHKil YHHBEPCUTET, KPOME HOMCPHBIX rieuaTeii, He JOMyCKaeTCs.



64

9.2.7. B ciyuae yTpaThl nedaty (1mramma) paBOTHHK, OTBETCTBEHHBIH 32 XPAaHEHHS 1
HCTIONB30BAHIE TICUATH, HEMEUIEHHO cooOmaeT 00 5TOM PYKOBOIHTEIHO CTPYKTYPHOTO
nojipa3ae/IeHus.

[To ¢axram yTparsl nedarci (mTaMIOB) WIH HAPYWICHWH B MX HCMOTL30BAHUH
PYKOBOIWTENs CTPYKTYPHOTO MOJPa3AeieHud NpOBOANT cnyxebHOE pacciiefiopaHue, o
pe3ysIbTaTax KoToporo HHQOPMHPYET NPOPEKTOPA. Kypupyomero pabory noapasjaeneHus.
[IpopexTop Marephanbl PacciefOBAHMA BMECTE C  BRIBOJAMA I IPEAIOKEHUAMU
IIpEeIOCTABIACT PEKTOPY AT NPUHATIS PCILICHHIA.

9.2.8. INposepka Haan4Ms TeYareii H WITAMIIOB B COOTBCTCTBUH € MAHHBIMH Y4€Ta,
MOpPANOK MX XPAHEHWs, MPaBHILHOCTL HCIOJB3OBAHMS B CTPYKTYPHBIX TOJIPA3/ICICHMSAX
MPOBOMTCS HE PEKE OJIHOTO pasa B rojl KOMMCCHEH, Ha3HayaeMoit JUid MPOBEPKH BEACHHUA
AETONPOM3BOJCTBA B CTPYKTYPHAIX 1O/IPA3/ICICHIAX YHUBCPCHTCTA. PesynbTaThl IPOBEPKA
OTpaXaloTCA B aKTe.

9.2.9. TepboBas mevaTh YHUBEPCHTETA, 3aKPEIUICHHAI 32 JIOIDKHOCTHEIM  JTHIIOM,
XpaHuTcs B ero muaHoM cefie. [lo oxoHvaHuy paGouero aHs Cry:keOHOE MOMELICHNE, B
KOTOPOM HaxXo/uTes cefidh, yCTaHOBIEHHBIM TIOPA/IKOM CIACTCA 10/] OXpaHy.

Jlpyrue neyaTH H IITaMITbl XPAHATCH B HANCIKHO 3aMHPacMBIX mKkadax (AmuKax).

9.3 IMopAKoK HCNOJAB30OBAHNS neuareil (LITAMIIOB)

9.3.1. B yHuBepcHTETe HCHOIB3YCTCA repboBas MacTH4Has Te€yaTh B JBYX
SK3eMIUIApaX. OIHA W3 KOTOPHIX 3aKpeIUiCHa 3a ITIaBHBIM OyXraJarepoM H HCIHOIB3YETCH
HCKTIOYNTENBHO VIS TUIATEKHBX 1 (PUHAHCOBBIX JIOKYMEHTOB, BTOpad - 32 PYKOBOAMTEIEM
CeKpeTapHara.

9.3.2. Tep6oBoii 1eyaThi0 3aBEPAIOTCA NOATHCH PEKTOPA, IPOpPEKTOpa. COBETHUKOB
peKTopa, AMPEKTOPOB JICNAPTAMEHTOB, [IABHOTO Oyxramrepa, a TaloKe JPYrHX
JIOJOKHOCTHBIX JIMIl, KOTOPEIM MPHKA30M PEKTOpa HiIH JIOBEPEHHOCTBI0 TPEIOCTABICHBI
COOTBETCTBYIOIHE MOJTHOMOYMS.

93.3. IleuaTsi0 CTPYKTYPHOrO TOAPAa3/CIeHUA  YAOCTOBEPACTCA MOITUCH
PYKOBOAMTEIIS JAHHOTO TIO/Pas/eIeHIS WITH €ro 3aMECTUTEN.

OTBETCTBEHHOCTB 34 WCIONB30BAHHE MEUaTH CTPYKTYPHOTO TONPAs/C/ICHIA HeCeT
€ro pyKOBOHMTEIb.

93.4. Hammuue neyaTd  CTPYKTYPHOrO  MoApasjencHus M MOPAIOK €€
MCTIONB30BAHHS 3aKPEILISETCS B MOJI0KEHHH O CTPYKTYPHOM o/ipas/ieICHIH.

93.5. [lewarp mHCTHTYTAa B coorBercTBUM C IlonoxeHneM O TeHaTH HHCTUTYTA
IpUMEHsieTCs Ha  JIOKYMCHTaX, MOAMHCAHHAIX (yTBEPIKAEHHBIX) JUPEKTOPOM HHCTATYTA
JTM ero MITATHBIM 3aMECTHTENeM, a Talke HA KONAAX M BBIMACKAX W3 CIISAYIONIHX
JIOKYMEHTOB:

— 3averHas KHIKKA CTYJCHTa (3aBepeHue pe3yibTaToB CeccHn).

— JIUYHAd KapTa CTYIACHTA:

_ enMCKM  CTYAGHTOB  HHCTHTYTa,  NPE/CTaBifeMbic /U [JIaHOBBIX
dbmooporpapuecKix obcnenoBanmii ¥ TPHBUBOK B [MMOJIHKIHHUKY (MoNMCHIBAKOTCA
TONBKO AMPEKTOPOM MHCTHTYTA);

— XapaKTepUCTHKA,

— crpaBKa TO MECTY TpeOOBaHMs (kpoMe CIPaBOK. BbLIABACMBIX UL paliOHHBIX
BOCHHBIX KOMHCCApHATOB);

— CIpaBKa-BEI30B YCTAHOBICHHOTO o6pasua (M3/10);

— crpaBKa Jyis OCEIEHHS B OOMIEKUTHE YHUBEPCHTCTA.
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9.3.6. HomepHble mEYaTH TNPUMCHAETCA A ONEYATHIBAHIA cefibor u
MeTA/UIMYECKNX mKagoB, a TaKKe Ui ONeqaThIBAHUA JBEpell TOMeNIeHuil, KOTophie
CIal0TCA MO OXPaHy.

9.3.7. MacTHUHBIEC [ITAMIIE NPUMCEHSIOTCS B JIEIONPOU3BOACTBE I MPOCTABICHUA
OTMETOK O TOTYUECHWH, PErHCTPALMH, JOKYMEHTOB, & TAIOKE APYTHX OTMETOK CIPABOYHOTO
XapakTepa.

9.3.8. Ilftamnm ¢ GakCHAMWIbHBEIM  BOCTIPOM3BEJCHHEM [OANUCH  PEKTOpa
HCIIOJIB3YETCS 1O €r0  IpSIMOMY YKaszaHuK 1pH TIOJArOTOBKES NMO3APABUTEIILHBIX.
NPABETCTBEHHBIX [MHCEM. IMPHTIAMIEHWHA, TI'paMoT, oaarogapHocteil. OTBETCTBEHHBIM
NO/KHOCTHBIM JIMLIOM 34 HCMOJB30BAHME M XPAHEHHE IITaMIla SBISETCH PYKOBOAUTENL
ceKpeTapHara.

9.3.9. IlItamnm ¢ (akCHMWIBHBIM BOCIIPOW3BCACHHEM TIOANMCH IPOPEKTOpA
HCIIONMB3YETCA [0 €ro HpAMOMY yKasaHio. OTBEeTCTBEHHBIMH JODKHOCTHBIMH JIMIAMHA 32
JICTIO/IB30BAHIE U XPAHEHHE YKA3aHHOTO ITamIla SBIIETCS pedepeHT ceKperapuara.

0.3.10. Illramn ¢ (akCHMIUIBHEIM BOCIPOM3BEIEHHEM TOMMUCH PYKOBOIAMTEIA
cTyJeHdeckoro odmca, COTIIACHO YTBEPIKIEHHOMY B YHHBEPCHTCTE DCIITaAMCHTY.
HCTIONB3YETCS TONBKO JUIs TIOANHMCaHMs OOJBIIOr0 KOJMYECTBA  OJHOTHIIHBIX (ue
(GHUHAHCOBEIX) JOKYMEHTOB. K KOTOPBIM OTHOCATCA:

— CTYJAEHUYECKUE GPUICTI:I;

— yueOHBIE KapThl CTY/ACHTOB;

— GNaHKM 3aUeTHO-YK3aMEHAIIMOHHBIX HAIIpaBIeHNI:

— 339eTHbIE KHWKKH CTY/IEHTOB.

9.3.11. He momyckaercs NpOCTapieHMe TedaTeldl M LITAMIIOB HA AOKyMCHTaX H
MaTepuanax, He OTHOCAIMXCA K cepe ACATe/IBHOCTH YHUBEPCUTETA M €0 CTPYKTYPHBIX
noapa3iesieHuil.

9.4. IMopsiok YHRYTOKEHHA NeYaTeH U IITAMIIOB

9.4.1. ITpumeniye B HErO{HOCTD B XO/€ SKCIUTyaTallUuy Wi BBIBCACHHBIC H3
felicTBHS ¥ YTPaTHBIIHE MPAKTHYECKOE 3HAUCHHE NeYaTH U IITaMITbL NO/UIEKAT Clave B
oyt oTaen A8 HEHTPATU30BAaHHOTO YHHYTOKEHUS U CIHCAHMA C yI€Ta.

9.42. Orbop M YHMYTOXKEHHE Meuareil u IWTAMIIOB TPOH3BOAMTCA KOMHCCHEIH,
HA3HAYaeMoil NpHKa3oM pekropa. B €OCTaB KOMHMCCHH HA3HAYAIOTCA HE MEHEC TPEX
yeroBeK, OJMH M3 KOTOPHIX JI0/KeH ObITh paGOTHHK, OTBETCTBEHHBIH 33 y4eT neqareit u
IITAMIIOB.

9.4.3. Ha Bce oToGpaHHbE K YHHUTOKEHHIO [€YaTH U IITAMIBl COCTaBIACTCA aKT.
AKT, C TNpOCTABJEHHEM OTTHCKOB YHHYTOKACMBIX TEYaTed M INTAMIIOB, COCTAaBICT
paGOTHHK. OTBETCTBEHHEII 32 YT H XPAHCHHE TIEYaTel N IITAMIIOB.

B akre HAa YHHYTOKeHHEe Tmedareii (IITaMIIOB) HCIPABICHMSA HE MOMYCKarOTCAH.
KoMmuccHns mpoBepseT HaIMuuMe BCeX revarei (mrraMrioB), BKIIOYECHHBIX B akT. llpu
npoBepke 0cof0e BHUMAHUE HWICHOB KOMHCCH¥ AOKHO 6pITH OOpalieHo Ha To, 4To0OBI B
ypCIIe YHUYTOXKASMBIX Tledareii (IITaMIoB) HE MOTIH OKa3aThes Kakue-1u00 Jpyrue nevatn
(mrTaMmBl). HE BKIFOYCHHBIE B aKT, WIH 1006l He ObUIH JIONMYILEHEl PACXOM/ICHHS MEXKTY
3aIUCSAMH B aKTe, CAMAMH TeuatsMu (IITaMIaMi) ¥ 3amucAMi B KHATE y4ETa neyareil u
mrraMnoB. [To OKOHYaHHMH CBEPKH BCE HICHBl KOMHCCHH MO/IIMHCHIBAIOT aKT, a IpeACeIaTeib
KOMMCCHH 3aBEPAET CBOCH TOITHUCHIO JIHCThI aKTa. AKT YTBEPIKIACTCA PEKTOPOM.

0.4.4. Tlewarn (mwTammel). OTOOpAHHBIE Ul YHUYTOKEHHS M BKTIOMCHHBIC B aKT,
MOC/IE NPOBEPKH HX KOMMCCHEH CKIaJBIBAIOTCHA B MAIKY (uemomaH) W ONEYATHIBAIOTCA
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npejacenarenem komuccnu. Ilamka (uemojnaH) XpaHHTes [0 YHHUTOXKEHHS B celide
MIOMENIEHNA, KOTOPOE CIaeTCA 1101 OXPaHy.

VHAUTOKEHHE MeuyaTeil M [ITAMIIOB [POM3BOJUTCS TOC/IE YTBEPXKICHHS aKra B
MPUCYTCTBHM BCEX WICHOB KOMHCCHH, KOTOPBIE HECYT MEPCOHAIBHYIO OTBETCTBEHHOCTD 32
MPaBHILHOCTE U ITOJHOTY YHHUTOKEHUS IEPEeUMC/ICHHBIX B aKTe TIeYaTeil i ITaMIIOB.

9.4.5. K Mecry yHHYTOKEHMA IMEYaTH (IITAMIIBI) JOCTABIAIOTCS B ONEYATAHHOM
BH/IC. YHHYTOKEHUE MACTUYHBIX MeyaTell (MTaMMoB) NPOA3BOAUTCA IYTEM COXOKEHHA, a
METALTAYECKUX — myTeMm crmsanusi. O8 yHuuToxeHun neydareil (MITAMIIOB) BCE SIICHBI
KOMHCCHH PACIIUCHIBAKOTCA B aKTeE,

9.4.6. PaboTHUK, OTBETCTBECHHBIN 3a Y4eT neyatell (IITAMIIOB), HA OCHOBAHHUM AaKTa
JIENAET OTMETKH 00 YHHYTOKEHMH B COOTBETCTBYIOLIEM JKypHAlIe ydeTa M NpeAcTaB/ser
KOTHIO aKTa B MaTepHaibHbiii oraen /[bY.

9.4.7. Axtel 00 YHHUYTOKEHWH Tredateli (IITaMIIOB) XPaHATCS B T€UEHHE TPeX JIET IIPH
HAIMYHMM JKypHAjJa ydera ¢ OTTHCKAaMH [edareit ¥ IITamMIloB B CHSIHMAIGHO 3aBE/ICHHBIX
aenax o0IIEro OTAeNa, a 3aTeM YHHYTOXKAKOTCA B YCTAHOB/JIEHHOM MOPSIKE.

9.5. OTBeTCTBEHHOCTD 32 YTPaTy nedYareH
(ﬂ]TaMHOB) HIH HAPpYIICeHHE UX HCNMONTL30BAHUN

9.5.1. OTBETCTBEHHOCTH 32 3aKOHHOCTh ~ MCIIONIB30BAHMS U  HAlEKHOCTh XPAaHCHUSA
nedareil ¢ mzobpaxenuem ['ocynapcteennoro repda Poceniickoit @enepaiiiy BO3jaraeTcs
Ha PCKTOpa YHHBEPCHTETAa. OTBETCTBEHHOCTh 3a HAJI@KHOCTH XpaHEHHS, 3aKOHHOCTH
MCMONB30BAHMA JPYrHX Meuareil Bo3JaraeTcs Ha PyKOBOAHTENEH COOTBETCTBYIOIIMX
CTPYKTYPHBIX 10JIpa3/ieIeHIiA.

9.5.2. HempasomepHOe HCHNONB30BAHNE MeyaTeld. paBHO Kak H HCIOJIb30BAHME
nmeyareil, He 3aperMCTPUPOBAHHBIX B 00mIeM  OT[elN€  YHHBEPCHTETa,  BIACYET
HEICHCTBUTEILHOCTE JIOKYMEHTA ¢ OTTHCKOM TaKoil Ie4aTd M OTBETCTBEHHOCTH,
PELYCMOTPEHHYIO AeHCTRYIONMM 3aKOHOAATEILCTBOM Poccuiickoit @enepatui.

3a HapyuleHHe MPaBHI XpaHEHMs medareii (LITAMIIOB) HIH MX YTpaTy BHHOBHOE
JIMLIO TIPUBJIEKAETCA K AMCLMILIMHAPHON OTBETCTBEHHOCTH.

9.6. Yuer 61aHKOB JOKYMEHTOB

9.6.1. baasku  cTpoOroii OTYETHOCTH — 3TO Pa3HOBU/IHOCTD 0s1aHKOB
(10KYMEHTOB), TNOIENAUIUX CHenHaIbHOMy yuery. Kaiomy osksevmusipy OnaHka
IpHCBANBACTCA PErUCTPAIMOHHEII HOMED, KOTOPBIf HAHOCHTCS Ha OJIaHK.

9.6.2. B ymuBepcuTeTe MoieKar obs3arebHOMY ydeTy OJaHKH JOKYMEHTOB 00
o6pa3oBaHuK (JMILIOMBl H BKIAIBINH K HHM. CIPaBKH O NMEPHOJEC 00yUeHHs, arTecTaTsl O
cpeaHeM o6pa3oBaHny, CBUIETENLCTBA 00 YPOBHE MOBbILEHHS KBAINQUKAIMN), TPYAOBBIX
KHIDKEK W BKJIAIBIIIEH K HUM.

9.6.3. Ilonyyenwe, XpaHeHHe M Bblgady OJaHKOB CTPOro  OTYETHOCTH
OCYHIECTBIISIOT ~CTPYKTYPHBIE [OApAas[eleHusA. 3a KOTOPBIMM TPHKa30M pPEKTopa
3aKperUIeHs! JaHHble GYHKINH, ¢ HCMTOIb30BaHUEM KYPHAJIOB ydeTa OJIaHKOB.

9.6.4, Ilpuemka G;1aHKOB CTPOroif OTYETHOCTH JIOJDKHA TPOM3BOAHTBECH B JEHB
MOCTYILICHNUS OTAaHKOB B YHUBEPCHTET.

BiaHKyd NMPUHUEMAIOTCS MATEePHAIBHO OTBETCTBECHHBIM Pa0OTHUKOM B IPHCYTCTBHU
xoMuccHM. [IpH mpHeMKe HYXKHO TIPOBEPHTH COOTBETCTBHE (DAKTHUYECKOrO KOMMYECTBA.
cepuii W HOMepoB OIIAHKOB JIOKYMEHTOB JIaHHBIM. YKA3aHHBIM B COIPOBOIMTENBHBIX
JOKYMEHTAX (HAaKIaJHEIX, KBHTAHIMAX M T.L). M COCTABUTH AKT IPHEMKH OIaHKOR
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NOKYMEHTOB. JlaHHBI aKkT yTBEpKAaeTCs PEKTOPOM (mpopexTopoM) H  SIBISETCA
OCHOBAHMEM /ISl IPAHATHS GIaHKOB JOKYMEHTOB Ha YUeT YKa3aHHBIM PabOTHHKOM.

9.6.5. Xpanuth OmaHku cTPOroil OTYETHOCTH HYKHO B METALITHUCCKHX mkagax,
ceiipax ® (MnM) ChHeHMAIBHO OOOPY/NOBAHHBIX MMOMCIICHMAX B YCIOBHMAX, KOTOPLIC
HCKIIOYAKOT HX MOpUy M XuieHue, [1o okonyanuyu pabodero JiHs MECTO XpaHeHHs OaHKOoB
JIOKYMEHTOB JOJ/IKHO OIEYATHIBATHCS. 4 TOMEIIEHHE CAaBaThCsA MO/ OXpaHy.

9.6.6. BiaHK# BBIIAIOTCA IO/l POCIUCH PAbOTHNUKAM CTPYKTYPHBIX MOIpa3je/eHuil.
KOTOpBIE HA3HAYAKOTCH OTBCTCTBCHHBIMH 32 OJAHKM CTPOTOH OTYCTHOCTH NPHKAZOM
peKTopa.

9.6.7. B cTpyKTYpHBIX NOjApazJieleHusax OJaHKH JOKYMEHTOB HCIOIB3YIOTCS CTPOro
O HA3HAUEHHIO U XPAHATCS B HAJISKHO 3aMpaeMbIX MKapax.

9.6.8. ITepenaya 61aHKOB IPYTUM OPraHA3ALIAM H JIHIAM HE J0ITyCKaeTCH.

OTBETCTBEHHOCTH 3a 00ECICUCHUE COXPAHHOCTH O/1aHKOB M TPABHIBHOCTH HX
HCTIONB30BaHMA HeCyT pabOTHHKH, OTBeTCTBEHHBIE 3a OJaHKH B MOJAPa3/IeleHUAX |
PYKOBOIHMTEH NMOAPa3eIeHHI.

9.6.9. Brliaya JUINIOMOB, MPHIOKEHHN K HUM W CIIPAaBOK 0 mepHoje o0ydeHns
OCYILIECTBJIAETCS B COOTBETCTBHM ¢ «VIHCTpYKUMEH O mTopsjike BbIAaYM JOKYMEHTOB
rocyJlapcTBEHHOro 06pasiia o BHICIIEM MpodeccHoHATLHOM 00pa30BaHUN. 3ATIOHEHNH 1
XpaHEHHH  COOTBETCTBYIOMINX ONAHKOB  JIOKYMEHTOB». YTBEPKICHHOH —IPUKA3OM
Muno6prayxu Pocenn ot 10 mapra 2005 r. Ne 65 n npukasom MunoGpHayku Poccnn ot 01
ampens 2008 r. Ne 106.

9.6.10. Jlust perucTpaiiii BeIIaBacMbIX AHILIOMOB, IIPUIIOKCHAH K HEM M CIIPABOK O
nieprojie 00ydICHHA B YHUBEPCHTETE BEAYTCS CIICIHATBHBIC KHUIM (KHUTH pErucTpaLuu).

9.6.11. Knuru peructpaiiny BoIIAHHBIX JTUILTOMOB, [IPUIOKEHHUH K HUM M CIIPABOK O
mepHoje 0OVUEHHS IMPOIIHYPOBBIBAIOTCS, MPOHYMEPOBBIRAIOTCS, CKPEILISIOTCS TEHATHIO
BY3a M XPaHITCA KaK JOKYMEHTHI CTPOTOil OTYCTHOCTH.

9.6.12. C mensio ydeTa TPYHOBBIX KHIDKEK, a TaKkKe OJaHKOB TPYJAOBOH KHWIKKH U
BKIA[BIIA B HEE B YHHBEPCHTETEe, B COOTBETCTBHH ¢ NpuiokKenumsavu Ne 2 U 3 K
nocranoBaeno Muntpysia Poceun ot 10.10.2003 Ne 69, BenyTes:

— NPMXOHO-PACXOJHAS KHUIA 10 Y4eTy GJaHKOB TPYIOBOH KHIKKH H BK/IA/IBINA B
HEE;

~ KHHTA y4eTa JBHKEHHUs TPY/AOBBIX KHIIKCK M BKIAIBILICH B HHUX.

9.6.13. Tlposepka dakruueckoro Hanuyus ONAHKOB JIOKYMEHTOB CTPOTOi
OTYETHOCTH MPOM3BOAMTCS B COOTBETCTBHH ¢ MeTOAMYECKUMH YKa3aHUAMH  TIO
MHBEHTAPH3AIMH HMYIIECTBA W (DHHAHCOBBIX 0043aTeNBCTB 10 BUAAM OIIAHKOB C Y9ETOM
HAYAJIBHBIX ¥ KOHEYHBIX HOMEPOB TeX WM MHBIX O/aHKOB, a TaKKe IO KaKIOMY MECTY
XPaHCHHs i MaTepHasbHO OTBETCTBEHHBIM JIHIAM, Ha OCHOBAHMH MPUKa3a (pacriopsKeHus)
O IPOBEICHHH HHBEHTAPH3ALHN,

9.6.14. B xoje MHBEHTApH3AIMH YCTAHARIMBAETCS (haKTHuecKoe Hajine ONaHKOB,
OCYIIIECTB/IMOTCA WX MEpecueT M CBEPKA OCTATKOB C [JaHHBIMHU KHUIH yHeTa GraHKoB
cTporoit oruerHoctH W Gyxraitepckoro ydera. Ilpm HHBEHTapHU3aliH HEOOX0AHMO
[MpOBEPATs W TMOPANOK BEICHWMA JKYDHAIOB ydyera ONaHKOB — TNOJHOTY 3allOTHEHHA,
COOTBETCTBHE JAHHBIX MEPBUYHBIM AOKYMEHTAM M HAJIMYHE OCTATKOB HEHCIOIB30BAHHBIX H
VCIIOPYEHHBIX DJIAHKOB.
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[Ipunoxenue Ne 1 k 1. 3.4.2

MHWHOBPHAYKH POCCUU
DeaepaTbHOE rOCYIaPCTECHHOE GromxeTHOE 06paszorarensHoe VUPEKIACHUE
BhiCIIEro 0Opazosanns
«BJIAMUBOCTOKCKHIA I'OCYIAPCTBEHHBIN VYHUBEPCUTET
IKOHOMUKMH Y CEPBHCA»
(BI'Y2C)
ya. Toroad. 41. . Baaamsoerox. 690014, ren. (423) 2404-289. axc (423) 2404-150, 2404-154
E-mail: rectorat@vvsuru  hitp://’www.vvsu.ru
OKIIO 03049024  OI'PH 1022501308004 HWHH/KTIIT 2536017137/253601001

Ne

Ha Ne oT

Obpasen npoxosbHOro 6.1aHKa IHCHLMA YHHBEPCHTETA
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[Ipunoxenne Ne 2 k 1. 3.4

MINISTRY OF SCIENCE AND HIGHER EDUCATION OF THE RUSSIAN FEDERATION
VLADIVOSTOK STATE UNIVERSITY OF ECONOMICS AND SERVICF

41 Gogolva  Street.  Viadivostok Russia, 690014
Tel © - 70123 2450853 . fax 23 2404150, 240681 54

Ml reCOt e v st s o vvsam

—— e e ety

——— 1>

Obpasen npoaoibHOro 6/1aHKAa MACHMA /IS MIePEHCKH ¢ HHOCTPAHHBIMHE
KOppeCOHIEHTAMHU
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[Ipunoxenue Ne 3 k n.3.4.2

MHWHOBPHAYKU POCCUH

DenepansHoe rocyiapcTBeHHOe OI0AKeTHOE 00pa3oBaTeIbHOE Yupexaenue
BbICHIEro o0pa3oBaHus
«BJAIUBOCTOKCKWM I'OCYIAPCTBEHHBII YHUBEPCUTET
IKOHOMUWKU U CEPBHCA»

(BI'Y3C)

IIPUKA3

» 20

r. Bnaagusocrox

Obpasen 6i1anka npuxasa
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Ipunoxenne Ne 4 x 11.3.4.2

MHWHOBPHAYKHU POCCUHM

DenepaabHoe rocyaapcTBeHHOe 010/I2keTHOe 00pa3oBaTeIbHOe yYpexaeHue
BbICIIero o0pazoBanus
«BJIAIMBOCTOKCKHUM 'OCYIAPCTBEHHBI YHUBEPCUTET
IKOHOMUWKHU U CEPBUCA»

(BI'Y3C)

PACIIOPST)KEHUE

» 20 T. Neo
r. Bnagupocrox

O6pasen 01anka pacnopsikeHHs
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[Ipunoxenne Ne 5 k 11.3.5.1

CIIUCOK
PekBH3HTOB o I'OCT P 7.0.97-2016 r.

01. I'ep6 (Focynapersenmprit rep6
Poccutickoit denepanun, rep6 cyosexra
Poccuiickoit ®enepanun, repo
(repanbanyecknii 3HaK)
MYHHUMIAIBHOTO 00pa3oBanys)

16. I'pud yrBepxknenus JIOKYMEHTA

02. Dmb6ema

17. 3aronoBox k Tekcry

03. ToBapHsIii 3HAK (3HAK
00CITy)KUBaHHNA)

18. Texer noxymenra

@4. Kox popmer gokymenra

19. Or™etka o npunoxkenuu

05. HaumeHoBanue opranusamum -

20. I'pucp cornacosanms 1okymenTa

aBTOpPA JOKYMEHTa

aBTOpa JOKYMEHTa
06. Haumenosanue crpyxryproro 21. Buza _ ]
MOZpa3sCIICHN - aBTOPa JOKYMEHTa

07. HaumeHoOBauue AOJDKHOCTH jyiua - |22, [Tonnuce T1

08. CnpaBounsie nannsie 06

OpraHu3aIuu

23. OtmeTKa 06 MCKTPOHHOIM MOIHCH

09. HaumeHoBaHue Buia 10KyMeHTa

24. IleuaTts

10. lara noxymenTa

25. OTMeTKa 06 HCIIOIHUTETE

11. Peructpanmonnsiit Homep
JOKYMEHTa

26. OT™eTKa 0 3aBepeHNH KoY

12. Ccplka Ha perucTpanuoH K
HOMED U JIaTy MOCTYIHUBILETO
JIOKYMEHTa

27. OT™MeTKa 0 NOCTYIICHUN NOKYMEHTA

13. Mecto cocraBiaenus (u3nanus)
JIOKYMEHTa

28. Pezomonus

14. I'pu¢ orpanuyenus goctymna x
JOKYMEHTY

29. OTMeTKa 0 KOHTpOIIE
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15. Anpecar 30. OrmeTka o HanpaBieHHH JOKYMEHTa

B JIEJIO
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[Ipunoxenue Ne 6  n.3.5.1

CXEMA
PACIO/IOKEHNS! PEKBH3UTOB M IPAHMII 30H NPOA0JILHOIO GIaHKa
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[Ipunoxenue Ne 7 x 11.3.5.16

INIEPEYEHb IOKYMEHTOB, NOJJIEXAIIIUX
YTBEPXJIEHHUIO

1. AKTBI (mposepox wu PEBU3HH; 000pPYIOBaHUS; CIIMCAHUSL: SKCIEPTHU3LI;
NEpeAadH NeJ; IMKBUIALNM OPraHU3alnii, yUpesKIeHH i, NPEINIPUATHIA).

2. 3AJIAHUS (ua MPOCKTUPOBAHUE OOBEKTOB, TEXHMYECKMX COOPYKEHHUIA,
KaIATAILHOC CTPOMTENBCTBO, HA IPOBENEHHE HAYYHO — MCCICHOBATENECKIX pador,
HPOCKTHO — KOHCTPYKTOPCKMX U TEXHOIOTHYECKUX Pabor, TEXHUYECKHE).

3. MHCTPYKIIUU (nparuna) — AOZKHOCTHBIC, TEXHOJIOTHMYECKHE, TI0 TEXHUKE
6e30MmacHOCTH, BHYTpEeHHETro TPYAOBOIO pacropsiKa. |

4. HOMEHKIJIATYPA JIEJI VHUBEPCUTETA.

5. HOPMBI 1 HOPMATHUBBI (pacxozia ChIpbs U MaTepHANIOB, JICKTPOSHEPTHH,
TCXHOJIOTMUYECKOro NPOEKTHPOBAHHSI, YHCICHHOCTH PaGOTHHUKOB).

6. OTYETDBI (o xomaumupoBkax, Hayyro — HCCIeI0BATENILCKUX paboTax).

7. IIEPEYHU (momxnocreif pa6oTHuKOB C HCHOPMUPOBAHHEIM PaGOYUM JHEM:
NPEANPUATHH, HAa KOTOPHIE pACIpPOCTPAHAIOTCS ONPEICICHHBIE JIbIOTHI: TUIMOBKIX
AOKYMEHTAJIbHBIX MAaTEPHUAJIOB, OOPa3YIOIINXCH B AeATCIBHOCTH MUHHCTEPCTB, BEIOMCTB U
APYTHX OpraHH3allii, ¢ yKa3aHUEM CPOKOB XPaHEHHS MATEPHATIOB H Tk, ).

8. IUIAHBI (paGoThl KoJuterHagbHBIX OPraHoB, COBCTOB, CTPOUTEJIBHO-
MOHTQXXHBIX, MPOCKTHO — KOHCTPYKTOPCKHX, HAYYHO - HCCIICIOBATENLCKIX pabor,
BHEIPCHHUS HOBOH TEXHUKH, 110 KallUTaIbHOMY PEMOHTY)

9. IIOJIOXEHHUA (o CTPYKTYPHBIX  IIOJAPA3JCICHUAX, MPEMUPOBAHUM,
aTTeCTalluy U T.1.)

10. IIPOTPAMMBI (npoBenenus pabot, MepornpusTHii).

11. PACIIEHKH HA OKA3AHUE YCJIVT.

12. CMETBI PACXOJIOB.

13. CTPYKTYPA U IIITATHA S YUCJIEHHOCTS.

14. ®OPMbI VHUOUITUPOBAHHBIX JIOKYMEHTOB.

15. ITATHOE PACITMICAHUE.

16. METOIUYECKHE PEKOMEH/IAIAY, METOJIMYECKUE YKA3AHUSIL.

17. OITUCH JIEJI (OCTOAHHOTO, BpEMEHHBIX (cbime 10 1eT) CpOKOB XpaHeHUs
I10 IUYHOMY COCTaBYy).

18. [IPABUIJIA.

19. PETJIAMEHTBI.

20. YCTAB.
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IIpuioxenne Ne 8 k 11.3.5.17

HNEPEYEHB JOKYMEHTOB, HA KOTOPBIX
CTABUTCSA T'EPBEOBAS [IEYATH

AKTHI (BBINIOTHEHHBIX paboT; CrMCaHU:
OKCIICPTHU3BI; CAAYU-IIPUEMKH );

Cuera:
ApPXMBHbIE CITPaBKHU;

["apanTnitasie mucema;

JloBepenHoCTY;
JloroBopsr;

Jluruiomsl o BeiceM o6pazoBanuu,
CpPeHEM MPO(ECCHOHAIBHOM 00pa30BaHUM
U TIPWIOKEHUS K HUM;

3aKIIOYCHHS U OT3BIBHI;
3a4eTHBIC KHUXKH CTYIEHTOR:

Harpannsie nucTsr;

TpynoBbie KHHKKY;
HopMme1 pacxoza;
Crenuduxarus;

Y 10CcTOBEpEHUS;

OGpasipl orruckoB mewateit m moammcei
pabOTHUKOB, HMEIOLIHNX IIPaBo

COBEPIICHHs (DHHAHCOBO-XO3AHCTBEHHEIX
omeparuii;
Turyneusrii JIUCT JIOKaJIbHBIX

HOPMATHUBHBIX AaKTOB (YCTaB, perlaMeHr,
TIOJIOXKEHHE, CTAHAAPT, HHCTPYKIUA U T.11.);

Peectprl (uexoB; GrOIKETHBIX [IOPYYEHMUIA,
MPE/ICTABIIEMBIX B OaHK);

Crynenueckue Guersr;
CMmeTsI pacxo/10B:;
Cornamenus;

HAYNCJICHHOM U
3apILiaTe; O  MecTe
paboTbI;  KCHONB30BAHUA  GHOKETHBIX
ACCUTHOBaHMIA Ha  3apIuiaty, o
CTYACHYECKOMY COCTaBYy — C MeCTa yueOHl
CTYIEHTa);

CripaBku (o
NpUYUTArOIIEHCS

Turynensie crmeku;

IlITaTHBIC paccaHus.
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[Ipunoxenne Ne 9 k m.4.1

TpeGosanus Kk opopmaennio npuka3oB Bi1agHBOCTOKCKOr0 rocyiapcTBeHHOIO
YHHBEPCHTETA JKOHOMHKH H CEpPBHCa

1. OcHoBHbIe TPeGOBAHNS K 0()OPMJICHHIO IPUKAZ0R

1.1. Ilpoekrhl NIpUKa30B pa3pabaThIBAIOTCS CTPYKTYPHEIME  IIOJPA3/ICICHUAMH 10
MOPYYCHHUIO PYKOBOCTBA WIH 0 COOCTBEHHOM MHULIMATHBE.

1.2. Tekcr mpukasa ¥ npHiIokKeHHs K Hemy odopmiisioress mpubtom Times New
Roman pazmepom Ne 13; mons: neBoe — 30 My, mpaBoe — 10 MM, BepxHee — 20 MM, HIDKHEe
—20 MMm. :

1.3. Jng M3aBUs NPUKAa30B B YHUBEPCUTETE HCIIONE3YETCA DJIEKTPOHHBIN maGiIoH
OlaHKa MpWKa3a, COAEPXKAIMil YCTAHOBJIEHHBIN KOMILIEKC 003aTeLHBIX PEKBHU3HTOB U
CTaOMJIBHBIN MOPANOK MX PACIONOKCHUS: HAMMCHOBAHNE YHHUBEPCUTETA, BUJ[ JIOKYMEHTA
(IIPUKA3), npaTty © pErucTpallMOHHBINE HOMEp, MECTO COCTAaBJICHHA (HM3JaHuA),
HaMMEHOBAHHUE JIOKYMEHTa (3aroJIOBOK K TEKCTY). Bce peKBH3UTHI MpUKa3a OTACIAIOTCS
JAPYT OT ApYyra IOJYTOPHBIM WIH ABOHHBEIM MEKCTPOYHBIM HHTEPBAJIOM.

1.4. 3aro/1I0BOK K TeKCTY JO/DKEH KpPaTko M TOUHO OTPaKaTh COJAEPIKAHHE TEKCTA
npukasa U orBedaTth Ha Bompoc «O uem?». Touka B KOHIE 3arol0BKa HE CTaBHUTCA.
3arojI0BOK Ne4aTaeTCs KUPHBIM HMIPHU(TOM, BEIPABHUBACTCS IO LCHTPY, O€3 KaBBIYEK.

Hanpumep:

O nposegennu Bo BI'YIC /Ins oTKpBITHIX ABepeii

3aroJIOBOK, COCTOAIMMA M3 JBYX MIM HECKOJBKMX CTPOK, IeyaTaercs uepes 1
MC)KCTpO‘IHLIﬁ HHTCPBAJL.

Ecian 3aromoBok Kk TekcTy npeBbimaeTr 150 3HakoB (5 CTPOK), €ro JA0MYyCKacTcs
IPOAJIEBATH J0 I'PAHUIIBI JIEBOTO MOJIS.

1.5, Texcr mnpukasza oOTaeIACTCA OT 3arojioBKa IBYMA  MEKCTPOYHBIMHU
HHTEpBaJIaMH, Ie4yaTaeTcs 4epe3 | uHTEpBall OT JIEBOM I'paHHUBl TEKCTOBOIO IOJIA U
BBIpAaBHUBACTCA 110 JICBOM M NpaBoil rpaHuiam TekcroBoro mois. Ilepsas crpoka abzaua
HAUMHAETCS Ha pacCTOAHUU 1,25 ¢M OT JIEBO¥ IpaHMUIbl TEKCTOBOTO ITOJIA.

Conepmaﬂne IIpHUKa3a JOJZKHO OBITH M3JIOKEHO KpaTKo, JIOTUYHO, TOYHO " ACHO.

Texer npukasa COCTOMT U3 JABYX 4YacTeil: KOHCTATUPYIOLIEH (mpeaMOyJibl) H
pacIopAAUTEIEHOM,

B koHcrarupywomei uactd jaercsi 00OCHOBAHUE MMPEANUCHIBAEMBIX EHCTBMHIL
Kparko W3/1araroTcs LEeNu U 3ajayd, (PakThl U COOBITHS, HOPMATUBHO-IIPABOBBIE AKTbI

BBINICCTOAIICTO opraHa U pPacnopsaIuTCIIBHBIC JOKYMCHTHBI, paHee U3J1aHHBIC
YHMBEPCUTETOM, IIOCJIYXKHMBILIME OCHOBaHMEM JUId HM3JaHus npukasza. OHa MOXKET
HaYMHATBCA cloBaMu «B uensx...», «Bo ucnonnenue...», «B COOTBETCTBHU...» U AP.
Eciu npuka3s u3/laeTcs Ha OCHOBaHHWM JIPYroro JOKYMEHTa, TO B KOHCTaTHpYIOIIeH yacTu
yKa3bIBACTCsl HAMMEHOBAaHHE OpraHa, M3/aBIICro 3TOT JOKYMEHT, JaTa, PerucTpaliHOHHBIH
HOMEp M 3aroJIOBOK K TEKCTY.

Hanpuwmep: «Bo ucnoauenne npukasa Munodpuayku Poccun ot 25 mast 2011 r. Ne
1766 «O T'ocynapcTBeHHOM 00pa3z0oBaTEILHOM YUPEeXIEeHUH BEICIIETO PO(ECCHOHATLHOIO
obpazoBanus «Bi1auBOCTOKCKUIA rOCy1apCTBEHHBIN YHUBEPCHTET IKOHOMUKH M CEPBHCAN.

KoHcratupyromas 4acTs MOXKET OTCYTCTBOBATH, €CITU JECHCTBHA PACTIOPAIUTEIHHON

YACTH HE HYXIAKTCd B 000CHOBAHMH. TEKCT MpPHKA30B B TAKHUX CIy4YasX HAYMHACTCS CO
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Ecin npuka3 u3MeHsIeT, OTMEHSET WIX JIOTNOJNHAET paHee M3JaHHbIN JOKYMEHT WIH
KaKHE-TO €ro MOJ0KCHUA, TO OAUH M3 IYHKTOB PACIOPAOUTEIBHONW YaCTH TEKCTA JIOJDKEH
COZCPXKATh CCBUIKY HAa OTMEHAEMBIN JOKYMEHT (IIyHKT JOKYMEHTA) C YKa3aHHUEM €0 JIaThl,
HOMEpa M 3aroJoBKa. TEKCT IyHKTa JI0JDKEH HAYMHATBCA ClI0BaMU «IIpU3HATh YTpaTHBIINM
cuiry npukas ot 00.00.0000 Ne 00 «O6............».

Ecii HOBBI/ NpuKa3s OTMEHAET TOJBKO OJMH (WIM HECKOIBKO) ITYHKTOB paHee
H3IaHHOTO0 MpPHKa3a, TO OTMCHAIOTCA COOTBETCTBYIOIIME ITYHKTHI, Hampumep: «lIpusHatsh
YTPaTUBIIMM CHTy IyHKT 3 npukaza ot 00.00.0000 Ne 00 «06........... M.

Haty B TekcTe mpukaza opopmiIsiOT apabckuMM IM(PaMH B IOCICIOBATEIBHOCTH:
JleHb Mecsua, Mecdl, rof. Jlenb Mecana u mecsn oGOPMIAIOT IBYMS MapamH apabeKux
1UQp, pasiCICHHBIMA TOYKOIL, roJ{ — 4eThIpbMS apabekuMu ubpamu: 18.01.2017.

Homyckaercs cioBecHO-1MppoBoit criocob ohopMiieHus faThl, HanpuMep: 18 sHBaps
2017 r.

B npukas He caenyer BKIo4aTh NyHKT «[IpHKa3 JOBECTH [0 CBEICHUA...».
Ilonpasaenenust (AOMKHOCTHBIE JIMIA), JO CBEIEHUS KOTOPHIX JOBOJUTCS MPHKA3,

[CPEUHCIIAIOTCA B YyKaszaTele pacChUIKUA, KOTOPBIA WCIIOJMHUTENb TOTOBUT BMECTE C
IMPOCKTOM IIpHKa3a.

1.6. Ilognuce mpukaza COCTOMT M3 IOJAHOIO HAMMEHOBAHMSA NOKHOCTH JIHIA,
MOANMCABIIEr0 JOKYMEHT, JTUYHON IOANUCH U €€ pacluM(ppPOBKH (MHHUIMATE U haMuus).
HanmeHOBaHMEe JNOMKHOCTU MEYATAETCs OT JIEBOM IMPAHMILI TEKCTOBOIO TMOJISl, WHUIHAIEI U
(pamMuims — OT MpPaBOil rpaHUIIEI TEKCTOBOTO MOt VIHMIMANEl U (AMUIKS [EYaTaroTCs C
npo0eaoM Ha YPOBHE IHOCICAHEH CTPOKM  HAMMEHOBAHMSA JIOJDKHOCTH, WHULMAIEI
YKa3bIBaKoT 1iepes GpaMuinei, HanpuMep:

ITpopekrop
10 Pa3sBUTHIO KaMIIyca N.0. ®amuius

IIpn orcyrcTBuu pexTopa (OTIHycK, 60Je3Hb, KOMaHIUPOBKA) MPHUKA3 MOAMUCHIBACT
MO, HUcTonHsomee ero obs3anHocTH. Ilpu sToM o6s3aTensHO ykaswiBaercs «M.o.
peKTopay U (paMuIus, HapUMEp:

H.0. pexropa N.0. OGamuus

He nomyckaercs HOANMMCHIBATH NPHKA3hl C IPEIIOTOM <«3a» WM NIPOCTABICHHUEM
KOCOU 4epThl Nepe] HAaUMECHOBAHUEM JO/IKHOCTH.

[Ipu moanucanuy npukasa He JOMYCKACTCS MCIIOIB30BAHME APYTHUX YEPHUI, KPOME
YepHOTO, CUHEro U (hHOJIETOROTO TIRETA.

1.7. Ilpuka3sl MOI'YT HMETh NPUIOXKECHUSA — JOMOJHUTEIBHBIE K OCHOBHOMY TEKCTY
NpHKasa MaTepuabl CIPaBOYHOIO, JOKYMEHTAIIMOHHOIO WIM HMHOTO Xapakrepa, Ha
KOTOpBIC J€JIAaIOTCA CCBUIKM B COOTBETCTBYIOIIMX ITYHKTax paclopsAAUTEIBHON 4YacTH.
PeKBU3UT «IIpUIOKEHUE» B JAHHOM Cliydae He OQOPMIISIETCS, CCHUIKM Ha IPWIOMKEHHS
JAar0TCA B CKOOKaX B COOTBETCTBYIOIIMX IMYHKTaX MPHKa3a.

Hanpumep: «Y1Bepauts cocraB oprkomutera KoHpepeHmu (npuioxenne Ne 1)».

[IpuniokeHus K [pUKasy BHU3HUPYIOTCA HCHOJHUTEIEM HM  PYKOBOIOUTEICM
CTPYKTYPHOTI'O IIOAPA3ECIACHUA, TOATOTOBUBIIEIO IPOEKT.

Ha camoM mpmiioXeHUH B IPaBOM BEPXHEM YTy NEPBOTO JIUCTA MEYATACTCA CJIOBO
«lIpmnokeHue», M ykaspiBaeTci, K KaKoMy NpHKa3y WM IYHKTY [pHKa3a OTHOCHTCA
NPHUIOKEHUE (IIeyaTaeTcs Yepes O/MH MEXCTPOYHBIA HHTEPBAII).
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OT™MeTKy 0 npwiIokKeHUN MOXKHO O(QOPMIIATH IIEHTPOBAHHBIM CHOCOOOM MM
BbIPaBHUBATh CTPOKH 110 JIEBOMY Kparo. Eciu mpriioxeHuit Hecko1bKo, OHM HYMEPVYIOTCH.
Hamnpumep: -
ITpunoxenne Nel
K npukasy BI'YDC
OT Ne

HyMepaumI NPUITOXKEHUN JTOJDKHA COOTBCTCTBOBATh IOCIEI0OBATEILHOCTH HUX
H3JI02KEHHUS B TEKCTE I[IpUKa3a.

Ilpunoxenus: SBIAIOTCS HEOTHEMIEMON YacTEIO npukaza. Mznanme BMmecre ¢
MPUKA30M NPHIIOKEHUH, HE YIIOMAHYTBIX B TEKCTE NIPHKA3a, He JIOIIYCKaeTCA.

Ecim npunoxenvem x npukasy sensercs YTBCPXK/IAEMBIN JJOKYMEHT (IIOJIOKCHUE,
IIPABAIIA, HHCTPYKIHA, PEITIaMEHT U T.I1.), B COOTBETCTBYIOUIEM IYHKTE PacliopsIuTeIbHOM
HacTH NeacTest oT™METKa: "(NIpHIOXKEHNE)", a B BEPXHEM IIPaBOM YIIIy NPIWIOXKEHUs, HHXKeE
ciosa «lIpunoxennen, yepes 2 MEXCTPOUHBIH MHTEpBaJL, OhOopMIISeTCs Tpud yTBEPKACHUS
nokymenTa. Ilpu arom cnoBo «VTBEPXKIEHO» CKIOHS€TCS B 3aBUCHMOCTH OT pozna
YTBEpKIaeMoro nokymenta (nonoxkenue — YTBEPXKJIEHO, npasuia - YTBEPXK/IEHBI,
miad — YTBEPXK/IEH, uncrpykuus — YTBEPXK/IEHA), HalpuMmep:

IIpunoxenuc

YTBEPX/IEHO
npukazom BI'VIC
OT Ne

1.8. Hassanme crpykTypHOro mopasieneHus B TeKCTe NpHKa3a YyKa3bIBacTCA
[IOTHOCTBIO B COOTBETCTBHU C MNOJIOKECHUEM O CTPYKTYPHOM IIOAPA3/eNeHHH U [ITATHBEIM
paciiicaHueM.

Hcnonssopanne cokpalleHHBIX HAWMEHOBAHMI BO3MOMKHO Jajiee 1o TEKCTY TIpH
yKa3aHAW TOJHOTO HAMMCHOBAaHHA BBIIC 10 TEKCTy, Hampumep: «Jlemaprament
MEXKAYHAPOJHOM M KyJbTYPHOI AEATENBHOCTH (anee 1o TekcTy JIMKJ)» wiu «(nanee —
JAMEKT)».

1.9. Ilpn nmoaroToBke NMpHKAa3oB Ha ABYX M Gojee JMCTAX, JUCTHI JIOJKHBI OBITH
[TPOHYMEPOBAHEI, HOMEp Ha NEPBOM JIHCTE He craBuTCi. Homepa JMCTOB mpOCTABIAIOTCH
[IOCCPE/IMHE BEPXHEro 11071 apaOCKUMHU LU(PaMH CO BTOPOTO JIHCTA C mpper 2. B
IIPOCKTaX IPUKA30B, HMCHOIIHUX OHO MM HECKOIBKO TMPIWIOKEHUH, JOKHA OLITE eHasa
HyMepallus CTpaHUI| C OXBaTOM OCHOBHOI'O TEKCTa U BCEX NMPHITOKEHMIA.

1.10. Ilpukasamu mo nM4HOMY COCTABY pabOTHUKOB/00YHAIOIHXCA MOTYT OBITH
NpeyCMOTPCHBI OCHOBaHMS Ul M3MaHUs mpukasa. OcHoBaHHE OMOPMIAETCA TMOCIE
pacnopAIUTeIbHON YacTH TpHKasa 1epe] pekBusutoM «Iloanmes» 6e3 ab3anuoro oTcTymna
Ha BCIO LIMPUHY CTPOKH, HAIIpUMeED:

OcHosanue: 3asBnenne Msanosoit M.U., Menunuuckas CIIpaBKa.

2. CornacoBanne NpUKa3oB

2.1.  ]Jins omenku nenecooGpasHOCTH M3JaHHS NPHKA3a, €r0 0OOCHOBAHHOCTH M
COOTBETCTBHS 3aKOHOZATenbCTBY Poccuiickoit ®eseparin mpoBOAUTCS COrTaCOBAHHE
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npoekra npukasa. Coriacosanue odopmisiercs Ha o6opoTe TekcTa mpukasa (Ha o6opore

[IOCIIEAHECTO J]HCTa), WJIN Ha OTACIBHOM JIUCTE, KOTOpLIﬁ IIPUKIAABIBACTCA K IIPpHKa3y,
COCTaBJIAA €ro HCOTEEMJIIEMYIO YaCTh.

Cpox corsiacoBanus NpoeKTa MNpHKasa COINIACYIOMMM JIMIOM He JIOMKEH MPEBBIIIaTh
OZHOro pabdoyYero JIHS ¢ MOMEHTA €ro MOJYUEHH.

2.2. TIpOGKTBl TPHKA30B, MOATOTOBIECHHBIE CTPYKTYPHBIMH IIOAPA3AETCHUIMH
YHUBEPCUTETa, BU3HUPYIOTCS WCHOJHATENEM (YKa3plBaeTCs Ha3BaHUHE CTPYKTYPHOroO
[I0Apa3nCICHN, MOJATOTOBUBIIIETO MPOEKT IPUKaza, GaMuiIng UCIIOIHUTENS - COCTABUTEJIS
IPOCKTa, W HOMEp ero cuyxeOHOro TenedoHa) M PYKOBOAUTCISAMHU CTPYKTYPHBIX
NOAPA3ACIICHUIA YHUBEPCUTETA B CIIEAYIONIEM ITOPSIKE:

PYKOBOAUTENEM CTPYKTYPHOIO IOJpa3Ac/IiCHUsA, OTBETCTBEHHBIM 3a  IOJITOTOBKY
MPOEKTa NMpHKa3a B YACTH €ro IOJHOTH U JOCTOBEPHOCTH WH(OPMAIIMK, COCTaBa JINCTA
COIIacOBaHUs, HEOOXOIUMOCTH MMOBTOPHOI'O COIJIACOBAHMS;

pyKOBOJIUTENIEM (TIPOPEKTOPOM), B KOMIIETEHLIMIO KOTOPOTO BXOJUT KOOPIAMHAIIMS
HanpaBJICHHUA JCATCIBHOCTH WIH BOIIPOCOB, PETYIMPYEMBIX IIPOCKTOM MpHKa3a;

PYKOBOIUTENAMU CTPYKTYPHEIX [OAPA3ACICHUNA. KOTOPHIM B TIPOEKTE IIPHKA3a
NpeayCMaTPUBAIOTCA 3a0aHUs U MOPYUCHUS

JlemapTaMeHTOM 3KOHOMHUKY U (QUHAHCOB, JenapTaMeHTOM OyXTaJTepCcKOro yyera, B
cily4ae, €CJIM B IIPOCKTE MpHKa3a peryJHpyrTca (PMHAHCOBBIE BOIIPOCHI B 4aCTH YKa3aHHA
UCTOYHNKA (UHAHCUPOBAHUA U IMPOLIEAYphl OIUIATBI padOT M YCIAyr (HU3UYECKUX U
IOPUIUYECKUX JIULL; :

AIMUHUCTPATUBHO-KAAPOBBEIM YIpaBlieHUEeM B cllydae, €CIN NPOeKTOM IIpUKa3a
pEryJIMpyOTCs TPY/10BbI€ IIPABOOTHONIEHUS] YHUBEPCUTETA U €10 pabOTHHKOB;

FOpuanyeckoii ciyx00ii Ha IpeaMeT COOTBETCTBHS IIPOEKTa IIPUKa3a U IIPHIOKECHUI
K HeMmy (mpM Haauumm) 3aKOoHOJATeNnbCTBY Poccmiickoit ®denepanuu, ycraBy u/MWid
JIOKaJIbHBIM HOPMATHBHBIM aKTaM YHUBEPCHUTETA.

2.3. Ilpn otcyrcrBuM corjiacyromero Jjvna (OTIycK, 0o0lie3Hb, KOMaHJIMpPOBKa)
COIIaCOBAHHE OCYHICCTBIIAECT JIMII0 B COOTBETCTBUU € JO/DKHOCTHOM HWHCTPYKLIMEH WIH
MPHKA30M O AEeJIerHpOBaHUHU NTOTHOMOYHIA.

2.4. Tlpuka3ssl, ohopMJICHHBIE B COOTBETCTBHU C YHHGMHUIIMPOBAHHBIMH (hopMaMy,
COI'IACOBBIBAIOTCS B COOTBETCTBHH ¢ TpeOOBaHUAMM, YCTAHOBICHHBIMH B (JOpMax.

2.5. Ilpu HeoOXOAMMOCTHM CpPOYHOTO W3JaHUs IIPUKa3a, pEIIeHUE O CpoKax
COIJIaCOBAHUS M COCTABE COIVIACYIOIIUX JIMIl [PUHUMAET MPOPEKTOP, COBETHUKH pPEKTOpa
WIN TUPEKTOpa JeNapTaMEHTOB, B KOMIIETEHI[IO KOTOPOI'O BXOUT BOIIPOC, PEryIUPYEMBIi
[POEKTOM IpHKa3a.

2.6. BospaxeHus 10 MOPOEKTY MNpUKa3a, BOZHUKAIOIUE IIPH COIIacOBaHHH,
M3/1araloTcs B CIPaBKe, KOTOpas MPHJIAracTcs K IPOEKTY., a BU3a JONOJIHsAETCS (pa3oii
«Imerores 3aMeuaHus» WIH «3aMedyaHus IIPUIaratoTcsy.

Ecaim 1pu  comracoBanun ObUIM  BBICKa3aHbl CYIIECTBCHHBIC 3aMCYaHusA H
NOIOJHEHUA, MpHUKa3 JopabaTbiBaeTcs HUCMIOJIHUTEIEM U IIPOBOJMTICS €ro IIOBTOPHOE
COIJIaCOBaHUE.

Eciim mpHM COrJIaCOBAaHUU BHOCATCS PEIAKIMOHHBIE YTOYHEHHs, HE W3MEHSIONIHE
CYTH JOKYMEHTa, TIOBTOPHOE COIJIaCOBAHUE HE TpedyeTcs.

2.7. ITo OKOHY2HUU COIIACOBAHMSA IIPOEKT IIpMKa3a HaIpPaBJIACTCA Ha ITOANUCAHUE
PYKOBOJHMTEITIO. _

2.8. Pemienne 0 nmoamucaHuMy Inpukasa 0e3 NpOXOKICHHUSA IIPOIEcca COMIacOBaHUA
IIPUHUMAET PEKTOP.
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3. llonqnucanue 1 perucTpanus MPHKA3OB

3.1. Tlpukassl Ha OYMaXHOM HOCHTENE IONIIHCHIBAIOTCS PEKTOpOM  WIIH
YUOJIHOMOYCHHBIM MPOPEKTOPOM, B TEYEHHE OXHOrO paboyero IHS ¢ MOMCHTA
NOCTYIUIEHUS JTOKYMEHTA Ha MOAIHICE.

3.2. Tlpu orcyrcTBMM pekTOpa WM YIOJIHOMOYCHHOr0 JiMia (OTImycK, GOoJIe3Hb,
KOMaHJAVPOBKA) TIPUKA3bl TOANUCHIBAET IPOPEKTOP, COBETHUKH DPEKTOpa U JUpPEKTOpa

AICNIAPTAMCHTOB B COOTBETCTBHHM ¢ TIPUKA30M O pachpeleieHnH OOS3aHHOCTEH m
ACJIETMPOBAHUIO TTOJTHOMOYHIA.

3.3. Ilpukassl 0pOpMIIAIOTCS B OIHOM 3K3EMILISAPE C MCIIOIb30BAHUEM DIEKTPOHHOTO
mabdyoHa OJlaHKa MTPUKa3a.

3.4. IloanucaHHble TpHKa3kl Ha GYMa)KHOM HOCHUTEIC M NPUJIOKEHUA K HUM C
MPOHYMCPOBAHHBIMU  CTPAaHMIAMM, B JICHb [MOAINMCAHHA NEPEAAIOTCS COTPYXHUKOM
CEKpeTapuaTa HCIOIHHUTENO UIA PErHCTpalyu B OOLIEM OTACIE., B OTIENE KaJIpoBOT0

penonpoussoacTea (OKJI) wmu B ornene SKOHOMHKH M IUTaHHPOBAHHSA (OBII)
YHHUBECPCUTETA.

3.5. Ilpuxa3 BCTymaer B CWily B /IeHb €ro PErucTpanyy, ecid UHOE HE YKa3aHO B
TEKCTe MpHKa3a.

3.6. B ofmiem oTxeNe pPeruCTPUPYIOTCS NPUKA3Bl [10 OCHOBHOM JIEATEIIBHOCTH,
OpraHM3alMOHHON CTPYKTYPE M INTaTaM, CTYICHYECKOMY COCTaBY, MO JIOIIOJTHUTEIBHOMY
obpa3oBanuio. [TpuKassl M0 IMYHOMY COCTaBY, O KOMaHJIUPOBAaHUM U OTIIYCKaX — B OTJIEJIE
KaJipoOBOro NEIONPOU3BOACTBA YHUBEPCUTETA, MPUKA3BI IO 3apaboOTHOM IUlaTe — B OT/IEE
5KOHOMHUKM H IUIaHUPOBAHUA.

3.7. B o6mem oraene AKY perucrpaiusi npukazoB OCYIIECTBISETCS B KypHaJIe
perucTpanuu ¢ nocreayromum pasmemenrieM B CYDJl. B OKJl — B kopnopaTrusHOi
nHpopmanmonHoi cucteme (KMC) «®narmany, B oT/ele SKOHOMHUKH U IITAHUPOBAHHUA — B
CEPBHCHOM NPUIOKEHHH «PeecTp npuKka3oB Ha.OIUIaTy Tpyaay.

3.8. B CYD]l npuka3z cumraercs 3aperMCTPUPOBAHHBIM C MOMEHTA BHECEHHS
HEOOXOAMMBIX CBEICHMH O MPHKA3e B PErMCTPanMOHHYI0 Kaprouky (PK) u [IPOCTABIIEHUS
Ha OyMaKHOM HOCHTEJIE PETUCTPAMOHHOIO HOMEPA H ATl

3.9. PerucrpauoHHpIff HOMEp NpHKa3a — 3TO €ro NMOPSIKOBBIA HOMED. KOTOPBIN
NPUCBAMBACTCA IPHKa3aM B MNpeAesiax ONAHOH IPYIIbI BMECTE ¢ OYKBEHHBIM HHJEKCOM
(KpoMe NpHKa30B 110 OCHOBHO# JIEATEILHOCTH) B TEYEHHE KaIEHIAPHOTO [oa. IIpukassl o
OPraHM3allMOHHOW CTPYKTYpE W INTaTaM HMCIOT OYKBCHHBIM MHIEKC «OpI»; IO
CTY/ICHYECKOMY COCTaBY — «C»; INPUKa3bl IO JOIOJHUTEIBHOMY OOPa30BaHHIO — «I»;
MpHKa3bl O KOMAaHJHUPOBAHHH PAOOTHHKOB — «K»; IPHKA3bl [0 JIMYHOMY COCTABY — «JI»;
MpHUKa3bl 00 OMIaUMBAEMBIX OTIYCKAX — «0%»; MPHKA3kl 06 OTIyCKAX MO yXO/y 3a peGeHKoM
1 00 oriryckax 0e3 coxpaHeHHA 3apaboTHOM IJIaThI — «0a.

3.10. Ilpexpamenue XU3HEHHOTO IMKIA Npukasza (yaaaeHue) B CYDJ] mocne ero
IIOAIIMCAHUs 3alPEaeTCs.

4. Buecenue H3MeHeHHM B NPHKA3bI

4.1. BHecenne M3MEHEHHMIT M JONOJHCHUIA B NPUKA3 NPOU3BOAUTCA HAa OCHOBAHUH
Npe/ICTaBICHHUS, 3aBU3UPOBAHHOIO PEKTOPOM MY IIPOPEKTOPOM.

4.2. VsMeHeHMs ¥ JONOIHEHUS B INpPUKA3 M IPWIOKEHHWE K HEMY BHOCSTCS
MOCPEACTBOM U3JJaHUS HOBOI'O IIPUKA3a.

BHecenneM JononHeHui cuMTaeTcs ONOJHEHWE TEeKCTa INPUKa3a CTPYKTYPHBIMU
5JIEMEHTaMH (ITyHKTaMu, ab3aamMu), MpHIoXKEHUAMH, CIIOBAMH, IIU(pPaMH.
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BHecenneM u3MeHeHumit cuuMTaeTcs 3aMeHa CJIOB, HU(p: HU3I0XKEHHE B HOBOI
PENIAKINK  3arojlOBKa, KOHCTATHPYIOIEH WIM PacliopsAAMTENbHOM YacTH, CTPYKTYPHOTO
3JIEMEHTA (IyHKTa, a03al1a), IPHIOKEHNs; HCKTIOYEHHE M3 TEKCTA CJIOB, dp.

4.3. B xoncratupyromeit gactu (npeambyie) K NprKa3y YyKa3blBalOTCS OCHOBAaHUS,
[€JH, TIPUYMHBI BHECCHUS M3MEHEHUIl/I0I0MHeHNE, Hanpumep: «B cBI3M ¢ M3MeHeHueMm
ITaTHOTO ~ PacrucCanmd...», «B [HelIX paruoHATBHOrO PpacXoOBaHMS OOKETHBIX
CPEICTB...».

4.4. Tekcr pacnopsnuTensHOl uacTH TNpHKasa HAYMHACTCH CO cloB: «BHecTn
M3MEHEHUS/ JOTIOJHEHHUA B....». Jlajee yka3blBaeTCs BHJL, 1aTa, PETrUCTPaLMOHHBII HOMEP U
HaMMCHOBAHHUE JIOKYMEHTa, B KOTOpHI BHOCATCA WM3MEHEHHs/JononHenus. Hanpuwmep:
«BHecTH 1ononHeHus B MyHKT 4 npukasza ot 29.05.2017 Nel57 «O nopsjike UCIIONB30BAHMS
[eYaTH CTPYKTYPHBIX IOApA3JCACHUN YHMBEPCHTETa»: JIOMOJHUTH [MOCIE  CJIOB
«PYKOBOIHUTE/Ib MTOAPA3ICIICHUSL» CIIOBAMH «HJIM €TI0 3aMECTUTE/IbY.

4.5. Eciii U3 TexcTa HCKMOYAlOTes (TONOMHAIOTCS) OTAENBHEIE CI0BA, TO B puKase,
KOTOPBIM BHOCATCSH H3MCHEHHS (JIONOMHEHMUS), YKa3bIBA€TCHS, B KAKOM MeECTe TEKCTa
(3aroJI0BOK, KOHCTATUPYIOIIAsA WIH PACTIOPSIUTENbHAs YacTh (IYHKT, ab3all, IPUIOKEHHE 1
T.[I.) HCKIIKOYAKOTCS (OTOTHSIOTCS) CII0BA, 4 CAMHU CJIOBA YKAZLIBAIOTCS B KABBIUKAX.

4.6. Eciu B Tekcre 3aMEHMAIOTCS LUGPOBBIC IIOKA3aTCIU (ICHEKHAs cymMa,
IUIOMIA/b), TO PAHEE YKa3aHHBIE W HOBBIE TIOKA3aTeN B TEKCTE PUKA3a, KOTOPHIM BHOCATCS
U3MCHCHHSA, YKa3BIBAIOTCA B KaBBIYKaX. .

4.7.1lpn  HEOOXOIMMOCTH 3aMEHUTH IM(POBEIE 0003HAYeHUs YrOTpedasercs
TepMUH «uupe». Hanpumep: «amdpsr «12, 14, 15» 3amenuts mudpamu «13, 15, 16».

4.8. Ilpu HeoGXoAMMOCTH 3aMEHMTH CJIOBA M LMQpPH ynoTpeGiisercs TepMHH
«cnoBa». Hanpumep: «ciioBa «B 50 pa3» 3aMeHUTH clioBaMu «B 100 pasy.

4.9. BHecenue 3HaYUTENIBHOTO YHC/IA U3MEHEHHIA B IIPUKA3 OCYIIECTBIAETCS ITyTeM
NPUHATHA €r0 B HOBOM PEIAKUMH C OIHOBPEMEHHBIM MPH3HAHUEM, YTPATHBLIUM CHIY
paHee JeMCTBOBABIIETO IIPUKa3a.

4.10. Ilpn BHeceHMHM W3MEHEHHMII HEJONYCTHMO YKAa3blBaTh HOBBIE CPOKH
BBIITOJIHCHUS [TIOPYYCHHH, €C/IM 9TH CPOKH MCTEK/IM HA MOMEHT BEIXOJ[a IIPHKa3a O BHECCHUHU
U3MEHEHUH.

4.11. Kaxnoe wusMmenenne IOKHO OBITh OQOPMIEHO OTACIbHBIM ITYHKTOM
(moamyHKTOM). .

4.12. Heo6xoauMo co61101aTh JOTHKY U3I0XKEHUS: U3MEHEHUsI BHOCSTCS CHAUANA B
TEKCT IIPUKA3a I10 MOPSIKY IIYHKTOB, 3aTEM B NPUIOKEHUE.

Ilpn BHECEHMM M3MEHEHHH OJHUM IIPHKA30M B HECKOJIBKO IMPUKA30B M3MEHSIEMBIC
PUKAa3bl pacroIaraloTcsa B XpOHOJIOTHYECKOM MOPSIKE.

4.13. Ilpu oTMeHe, NPH3HAHWM YTPATUBIIAM CHJIY IYHKTa TpHKa3a HyMepaius
MOC/IEAYIOMX MIYHKTOB HE MEHAETCA.

5. Paccblika npukaszoB

5.1. Ilocne perucrpanum B oOmeMm otaene mnpukassl Hampasisiores B CYD]]

COIJTACHO YKa3aTelto (JIMCTY) pacChlJIKK.
5.2. B ykasareib (JIMCT) pacChUIKH MpPHKa3a B 0043aTEILHOM MOPAAKE MOJDKHEI OBITH

BKJIKOYECHBbI:
7 HHHHH&TOP/ COCTAaBHUTCIIb IIPUKA3a,
— COIIacCyrolmue JImia;
— PYKOBOAMTENU CTPYKTYPHBIX IOJApa3ACICHUI YHHBEPCUTETA, JEICTBHA KOTOPBIX
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PETYIUPYIOTCS IPUKA3OM:

— PYKOBOAUTEIM CTPYKTYPHBIX MOAPA3JCICHUN YHHUBEPCHTETAa, KOTOPHIM ISl
MCTIOJIHCHUS CBOMX JIOJDKHOCTHBIX 00f3aHHOCTEH TpeOyIOTCs CBEJECHHMS, YKa3aHHbBIC B
NpUKase;

— JMPEKTOp JenapTaMeHTa KOHOMUKM M (OUHAHCOB M TIaBHBIN Gyxrairep, eciw
MPHUKa3el TPEOYIOT (GUHAHCOBOM CTOPOHEI HCIIOIHEHHS!.

6. OdopmieHHEe BHIMHCOK M3 NPHKA3A

6.1. Brinucka u3 nmpukaza oopmiasercs B ClIydasX, KOrJa HM3TOTOBJCHHUE KOMUU
IpuKasa [0 TEM WIM WHBIM  TNPUYMHAM  HEBO3MOXXKHO  (IPHKA3  COJAEPXKUT
KOHQHUACHIMAIEHYIO HMHPOpMALMIO) WA HelejlecooOpasHo (TpuKas HMeeT OOJBHION
00BeEM).

6.2. IIpenocrasieHue BEIIMCOK U3 IPHUKA30B OCYIIECTBIACTCS 10 3alIpOcaM OpraHoB
roCyJJapCTBEHHOM BJIACTH, OPraHOB MECTHOIO CaMOYINPABJICHUSA, HHBIX YUPEKICHHUI,
OpraHM3aIUi, IPEANPUATHIA, a TAKIKE IPakIaH.

6.3. Brinucka W3 TIpuKasza ogopMiasercs B CTPYKTYPHOM IIOApa3ciICHHUH,
MOArOTOBUBILIEM IIPOEKT IIPHKA3a.

6.4. Beimcka u3 npukasa opopmiisercs Ha Gymare gpopmara A4. Ilpu odpopmieHun
BBIITUCKH M3 IIPUKa3a H@OGXO,IIHMO YKa3aTh CICAYIOINHUC PCKBU3UTHI!

— HasBaHue Byja JokyMeHTa — BhIIIMCKA U3 IIPUKA3A;

— MECTO COCTaB/ICHUS IOJIMHHUKA IIPUKa3a;

— JlaTa perucTpauyy 1 perucTpallMOHHON HOMEP IOAJIMHHMKA [IpHUKa3a;

— HEOOXOAMMBII (hparMeHT TeKCTa IpUKasa;

— O[] TEKCTOM BBINUCKHU YKA3BIBAIOT JOJDKHOCTSH JIMLA, IIOANUCABIIETO [IPUKa3, €ro
uHUIUansl, pamuwimio. Jlngnas noamucs paboOTHWKA, MOANMMCABIIETO IPHKAa3., B COCTaBe
pekBuU3uTa «IloANMMCHE» B BHIMCKE HE CTABUTCA, a 0003HAYAETCS CIIOBOM (IIOIIIHACH);

— OTMETKa O 3aBEPEHUH BBIMMCKU U3 IIPUKA3a.

6.5. Jlns cBUICTEILCTBOBAHKSA BEPHOCTH BBINIMCKH U3 NIPHKa3a MOTHHHUKY IIPUKa3a,
HA MOCJIEAHEM JINCTE BHIMUCKUA Ha CBOOOIHOM MECTE O] TEKCTOM OQOPMISETCA 3aBEPEHUE
BBIIIMCKH M3 JOKYMEHTa, BKJIKOYAIOUIEE: YKA3aHHE O MECTE HaxXOKIACHUA IOMIMHHHUKA
npukasza, cjlIoBO «BepHOo», HaMMEHOBaHWE JO/DKHOCTH JIMIA, 3aBEPUBIIETO BBIMHUCKY,
JUYHYIO TIOIMKCH, PaCIIM(pPOBKY MOAMMUCH, JaTy 3aBEPEHUs, 1I€4aTh.

6.6. Ha oTMeTKy O 3aBEpEHUM BBINUCKHU U3 IIPUKA3a I IIPEJIOCTaB/ICHUS B OpraHsl
rOCYJAapCTBEHHOM  BJIACTU, OpraHbl MECTHOIO  CaMOYIpPaBJICHUS,  BBIMIECTOSIINE
OpraHU3allM, UHBIE YUPEKICHUS, OpraHUu3aliy., IPeANpUsaTHs, a TAKKe rpaxkaaHaM I10 UxX
MUCBMEHHOMY 3a1pocCy MPOCTARIISIETCS OTTUCK repOboBOM nmevyaTu yHUBepcurera. Bainmcka
13 TpUKa3a 3aBEPACTCSA PEKTOPOM WM YIIOJHOMOYEHHBIM JIOJDKHOCTHBIM JIMIIOM B
COOTBETCTBHHU C INPUKA30M I10 VHUBECPCUTETY.

6.7. Jluctbl MHOrOCTPaHWYHBIX BBIIMCOK M3 TpPUKAa3a HYMEPYKOTCH, OTMETKA O
3aBEPEHUM BBIMMCKH JOMOIHACTCA YKa3aHUEM KOJIMYECTBA JTUCTOB BBIIIMCKH U3 JOKYMCHTA.
«Bcero LY.

7. Boija4ua Konuii H NOATHHHHKOB NPHKAa30B

7.1. Ilepenaya KOmnuii MpUKa30B YHUBEPCUTETa paOOTHUKAM CTOPOHHMX OpraHU3aluii
JOIMYCKAETCS TOJIBKO ¢ pa3pelieHus peKTopa Wik IPOPEKTOpa YHHBEPCUTETA.

O6umit oraen AKY moaroraBiuBacT M BBIIAET 3aBEPEHHBIC OTTHUCKOM IepOOBOi
MeYyaTH KOMHMM IIPHKa30B IO 3alpocaM OpraHoB TIOCYJapCTBEHHOM BJIACTH, OPraHoOB
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MECTHOIO CaMOYIPABJICHUS, WHBIX YUYPEXKIACHWUN, OpraHu3aluil, NpeanpusTHil, a TaKKe
rpaxkJaH.

7.2. Ilo 3ampocy OpraHoB TIOCYJapCTBEHHOI BIACTH, OpPraHOB MECTHOIO
CaMOYNPAaBICHUs, UHBIX YYPCKIACHWM, OpraHu3aluil, NPEeANpUsITH B HMCKIIOUUTEIBHBIX
CllydasX, B COOTBETCTBUU C 3aKOHOAATEILCTBOM Poccuiickoit ®enepanny Ha OCHOBaHNM
[IUCbMCHHBIX 3aIIPOCOB U MO MHUCHMEHHOMY IOPYYEHMIO PEKTOPa WM YIIOJHOMOYEHHOIO
M JHIa OOMUM OTAEIOM MOIYT BBIJABATHCH TMOMTHHHUKH npuka3oB. Ilepemaua
MMOJUIMHHUKOB TIPUKA30B OQOPMIISETCS aKTOM IIepejlaud, KOTOpPhIi 3aBEPSETCA ICYATIMH

YHUBEPCHUTETA ¥ OPraHM3alMU TOJYYHUBIICH NOMIHHHUK IIPHKa3a U COCTABJISETCH B JBYX
dK3eMIUIpax. B nene ocraercs 3aBepeHHas KOS IPUKA3a U aKT IepeIayH.

8. Opranm3sanus oONEepaTHBHOIO XpPaHEeHHs PHKA30B

8.1. IMommMHHYKY npHKa3oB (GOPMUPYIOTCS B Jiea COIVIACHO HOMEHKJIATYPE el
YHHBCPCUTETA M XPaHATCA B 00IIEM OT/ENE C NOCIEAYIOIIEH NX epeaadyeii B apxuB.

Komun npuxasos (pacmopsikenmii) pekropa XpaHaATcs B CTPYKTYPHBIX
NOAPa3ACICHUAX YHHUBEPCHTETa Ha OYMaKHBIX HOCHTEISIX B COOTBETCTBHH CO CPOKOM,
OIpeieJICHHBIM HOMEHKIaTypoi aen BI'VOC,

8.2. IIpu dbopmMHMpOBaHUU [leNa MPOBEPAIOTCA MPABIIEHOCTE OTHECEHHS IIPUKA30B B
JaHHOE JIeJIo, Ka4eCcTBO O(OPMICHHUA U KOMIUICKTHOCTH IIPHKA30B, HAIUYHE IOJIUCCH,
pPErUCTPAIIMOHHBIX HOMEPOB.

8.3. IIpu ¢popMupoBaHuH e HEOOXOIUMO COOMIONATE ClIeAYIOIINUE TPEOOBAHNUS:

— HC NOJIMBATh B J€JIa JUIIHUE OJK3EMIUIAPHl MPUKA30B M UYCPHOBUKH (3a
HUCKIIOYEHHEM TEX, Ha KOTOPHIX HMEKOTCS BH3bl, PE30MIONMU, M JAPYI'HE OTMETKH
JAONOJIHAKOIIME TIEPBBIH 3K3EMILIAP);

— TIpYNIUPOBATh B JI€Ia JOKYMEHTHI OJHOT'O I'OJIa;

— pacmoJiaraTh NpHKasbl B JejlaX B XPOHOJOIHYECKOM IMOPAAKE U IO IOPAAKY
HOMEPOB;

— JE€N0 He JOJLKHO mnpeBslmaTh 250 nucToB, ripu 0oablieM 00bEME JIOKYMEHTOB B
nene (GopMmyJMpyeTcs HECKOJIBKO TOMOB IIOJ TEM K€ 3aroJIOBKOM H HHJCKCOM Jeaa ¢
nobasnenueM: ToM 1, Tom 2 U T.JI.



IIponomkenue npunoxenue Ne 9 k 1.4.1
MHUHOBPHAYKH POCCHUHU

DenepaabHOe rocyiapcTBeHHOE OI0MKeTHOE 00pa3oBaTeIbHOE VUpeKIeHune
BBICIIEr0 00pa3oBaHusd
«BJIAIMBOCTOKCKHWN T'OCYIAPCTBEHHBINM YHUBEPCUTET
3KOHOMMKHU U CEPBHUCA»

(BI'Y3C)

INIPUKA3

«14» anpens 2017 r. No 158

r. Bmagusocrok
12 uHT.

OO0 yTBep:KAeHHH COCTABA YIKCIIEPTHOH KOMHCCHH YHHBEPCHTETA
12 uHT.

B coorBercTBUM € TpeOOBaHUSMH, YCTAHOBJIICHHBIMU HOPMATUBHO-METOAMYECKUMHU

JOKYMEHTAMHU 110 apXUBHOMY JIENY U JUIs MPABUILHOM OpraHu3aui JOKYMEHTO000pOTa B
Moipa3/ie/ieHUAX YHUBEPCUTETA

113mT.
IpHUKa3blBal:
113 mor.

1. YTBepauTh CBOJAHYI) HOMEHKIATYPY J€J1 BiIaIMBOCTOKCKOrO rocyAapCTBEHHOIO
YHUBEPCUTETa JKOHOMHMKH M cepBuca Ha 2017 roja, corjlacoBaHHylO € IKCIEpPTHO-
[IPOBEPOYHON METOJAMYECKON KoMHccHelH @DenepaibHOI0 Ka3eHHOIO  YUPekKICHHS
«Poccuiickuii rocy1apcTBEHHBIM uctopuyeckuit apxus Jlansaero BocTokay.

2. PykoBoauTensM CTPYKTYPHEIX IOAPA3JCICHUN YHUBEPCUTETA IIPUBECTH BCE
JIOKYMEHTBI B COOTBETCTBUE C JIAHHOW HOMEHKJIATYPOH Jiell.

3. KoHTpOnb 3a UCMOJMHCHUEM MpPHKa3a BO3JIOKHUTE Ha JAUPEKTOpa AenapraMeHTa
YKOHOMUKH U puHAHCOB beapauyka M.A.

12-3 unHrT.
Pekrop T.B. Tepenrnena

Oo6pazen opopmiieHns NPpUKA3a
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IIponomxkenue npunoxkenne Ne 9 k 4.1

[IpoexT npukasa noAroTOBIEH HAYaJILHUKOM 00IIero oTaeia
Hcm. TlonsimaeBa Exarepuna BiaumuposHa
Ten. 240-41-30

« » 2018

HavajipHUK aAMUHUCTPATUBHO-

KaJIpOBOIO yIpaBJICHUS
Bacuna U.I'.

« » 2018

3aBeAYIOUIUNA apXHUBOM
JIutBuHeHKO B.A..
« » 2018

Ykazarteib pacChUIKH:

1. JlupexTopa HHCTUTYTORB
2. 3aB. kadeapamu
3. HavansHuk AKY

4. 3aB. apXvBOM

O6pa3zen odpopmiaenus obopoTHoii croporsl npukaza BI'YIC
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Ilponomxkenue npunoxenne Ne 9 k n.4.1

YKA3ATEJIb PACCBLIKHA

IIpyKasa oT No

(3aroJI0BOK K TEKCTY)

Ne ri/m OamMuivsl, THUIHAIH TT0JyYaTe s JlOMKHOCTD

OTBETCTBESHHEIN UCIIOIHUTED N.0O. Gamunug

Mopma ykazaTels pacchblIKH NPHKA3A
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[Tpuinoxenne Ne 10 k 1.4.2

MHWHOBPHAYKHU POCCHH

@epepanbHOE roCyIapCTBEHHOE GI0IKETHOE 00pazoBaTe/IbHOE YUpeK/IeHHe
BBICILIET0 00pa3oBaHuS
«BJAJINBOCTOKCKHU 'OCYIAPCTBEHHBIN YHUBEPCUTET
3KOHOMMUKU U CEPBUCA»

(BI'YJC)

PACITOPSIZ’KEHUE

« » 20 No
r. Braausocrox

Bo ucnoiaHEHHE IpuKa3a oT « » 2017 Ne 3 R »

(mpeanaraw/o0a3bIBal0:)
Js

2.

Pexrop MOJINNCh PacmudpoBka nonucu

O6pa3zen opopmiieHHs PACTIOPAKESHHH



o1

: [Tpwioxenue Ne 11 k1. 4.3.
MHWHOBPHAYKU POCCHUH

DenepanbHOE rocyaapcTBeHHOE DI0IKETHOE obpazoBaTe/ibHOE YUPEKICHHE
BbICIIEr0 00pazoBaHus
«BJIAJUBOCTOKCKHU 'OCYIAPCTBEHHBI YHUBEPCUTET
3KOHOMMKHA Y CEPBUCA»

(BI'YAC)

MIPOTOKO.J

3acenanus (coOpanus, COBEIAHNSA)

r. BraaguBocTok

IIpencenarenscrByromuii — M.O. @amunus
Cekperapp — W.O. Gamunns

IlpucyrcrBoBaim: 30 4eaoBeK (CIUCOK MPHUIIAraeTes;
ecyIu 10 15 yesioBek, TO B IPOTOKOJIE  YKA3BIBAIOTCA
(hamuIMK ¢ HHULHMANaMU B aJI()aBUTHOM TIOPS/IKE Yepes3

3aIIATYIO).
[IOBECTKA JIHA:
LA BRI o v nn s assvsiioce B smves vl s s as RS RS S
FRORCIATE bt i ainiinh) B s o s T R SR R S s omrcs  svaaioe S e s
(HaUMEHOBAHME 0/DKHOCTH, GaMWIHsA, MHUIHAIBI B POJUTEIHHOM Ma/IEKE)

T

B L O ———

1. CJIVIIIAJINA:

N.0. ®amMuiiusg — TEKCT AOKIIA/Ia IIPUIAracTcs

BBICTVYIINJINA:

N.0. ®ammimnsa — KpaTkas 3anucCh BEICTYILIEHHUS
N.O. ®damunus — KpaTKasl 3alKCh BRICTYIIICHHS
IIOCTAHOBUJINA:

L

1.2.

2. CJIVILIAJIMA:

BBICTYIIWJIN:

[IOCTAHOBUJIN:

IIpencenarenscTByrommii MOAIUCH N.0. ®amunus

Cexperaps OAINCE N.0. Pamunus
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Ipunoxenne Ne 12 x m. 4.3.
IIPOTOKOJ

COBEIIAHMS Yy PeKTopa BIaHBOCTOKCKOIO rocyJapCcTBEHHOI0 YHHBEPCUTETA
IKOHOMHKM M cepBHca

r. Bnagusocrok

Ne

IIpucyrcTBOBaIN:
HaumeHoBaHKE TOHKHOCTH - N.O. amunug
HaumeHnoBaHue T0DKHOCTH - N.O. ®amunus
HaumMenoBanue JOJDKHOCTH - N.0. Damuius
HaumeHoBaHUE TOIKHOCTHU - N.O. ®amunus

Nuunuane: u damunnn B

aaBUTHOM TIOPSIJIKE
|1 T m——

(conepxkanue Bonpoca, hamunms, Gamind, haMuIus)

L, TIpHEATD K CBOHCHMEO suisussvssusssivsvssassosacusis
2. HayajpHHUKY OTACIAa UMU/IKA H PEKIAMBL. ..\ vuverrrenneeinneenen

1 T T T
(copep:xanue Bonpoca, hammwimn, hammwins, amunua, paMuius)
e R I =
T T e
Pexrop BI'YDC T.B. Tepenrtbena

Oobpa3zen opopMiieHHS KPATKOr0 MPOTOKO0JIA
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[Tpunoxenune Ne 13 x 11. 4.4.1

MUHHCTEPCTBO HAYKU U BHICIIETO
oOpasoBanus Poccuiickoii @enepaiuu

Hupexropy [enapramenra
pohEeCCHOHATBEHOTO
oOpa3zoBaHus

JlaBeinerko T.M.
13-4 MEXCTPOYHBIX HHTEPBAJIA

YBaxaeMas TaresiHa MuxaiinioBHa!
! 2 MeXKCTPOUYHBIX HHTCpBAJIA
B coorBerctBuu ¢ mnuceMoM MunoGpHayku Poccuun «O rocyaapcTBEHHBIX
aTTECTALlMOHHBIX KOMUCCHUAX» HampaBiieM BaMm Ha yTBepKIEHUE COCTaB IpeceaAaTeci
roCcyapCTBEHHBIX aTTECTAIMOHHBIX KoMuccuii yuusepceurera Ha 2001 roj.
12 MeXKCTpOYHBIX MHTEpBAJIA
[Tpunoxxenue: Ha 3 JI. B 2 9K3.

] 3 MeXCTpOUHBIX UHTEPBAJIA

Pekrop IO/IITUCH T.B. Tepeurnena

[Toasimaesa Exatepuna BnagumuposHa
7(423)2404130 — mpudr 12

Unn

[Toasivaesa Exatepuna Biagumupossa, 001mii OTAE,
HayaIbHUK OTHeNa, +7(423) 240-41-30, ekaterina.kutsevalova@vvsu.ru

Oobpazen opopmiieHHsI MHCbMAa YHHBEPCHTETA
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MMHHCTCPCTBO HAYKH M BBICLLIETO YTBEPXJIAIO
o6pazosanus Poccuiickoii @eznepanmn Pextop BI'Y2C

®eziepallbHOE TOCYJAPCTBEHHOE OHOIKETHOE

00pa30BaTeIbHOE YUPEIKICHHUC BBICIICTO
o0pa3oBanud

«BIaIUBOCTOKCKHII rocyAapcTBEeHHbII
YHHBEPCHTET JKOHOMHKH H CEPBHCA

AKT

20 . Ne
r. BaiaauBocTOK

3aroJIoBOK (CTpOYHBIMU OyKBaMH, He Ooiee
5 cTpok uepe3 | UHTEpBA)

OCHOBaHUE: NPUKa3 peKropa (IpopeKTopa YHUBEPCHUTETA) OT

«O

20 T

No

[Ipunoxenne Ne 14 x 11. 4.5

T.B. TepenTrena

»

CocTaBiieH KOMUCCUEH:
[Tpeacenareb

(momkHOCTh, 1.0, ®amuwins)

Ynensl koMuccun 1.

(momkHOCTB, V1.0, DaMuins)

[

(nomxHOCTD, M1.0. ®amuins)

TekcT akra.......

CocTaBi€eH B 3-X 3K3eMINIApax:

1-if 9K3. — OyxXrajarepHs;

2.-if HK3. — HAUMEHOBAHHUE CTPYKTYPHOIO IOAPa3sAC/ICHUs,
3-if 7K3. — B jeno (Ne nena) 3a 20 T.

IIpencenarenb IIOJIIUCH
YneHpl KOMUCCHUH MOJIITUCH

noAIIMCh
MOAITUCH

O6pasen odopmiieHHS AKTA

N.0. ®amuiaus

N.0. ®amunus
N.0. amuius
N.0. ®amuinusg
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[Ipunoxenune Ne 15 x . 4.6

HaumenoBanue Pexropy BI'YDC
CTPYKTYPHOrO T.B. Tepenrseoii
[oJpa3e/IeHus
JAOKJAAHASA 3ATIMCKA Pe3zonroyus
Ne
r. BnagusocTok
|— ]

3azonoeok k mekcmy (o uem?)

CtpyKTypa TeKcTa
1. BBogHas 4acrs.

Hsnoxenue dhakros, coOBITHI, cuTyalun, IPpUYUH: MHHOPMHUPOBaHHE O X0A€ pabor
WJINX UCTIOJTHEHHUU JOKYMEHTOB.

2. AHanuTHYeCKas 4acTh (MOXET OTCYTCTBOBATH).

AHanu3; BO3BMOXXHBIE BAPUAHTEI PA3BUTHS COOBITUIH WIH BBIXO/1a U3 CIIOXKHUBILEHCS
CUTYAIUH.

3. 3aKIIOUYUTENBHAS YACTh.

BBIBOJIBI, ITPEJUIOKEHUS WU TTPOCKOBI.
OtMmeTKa 0 HATHUUM MIPUIOKEHUS (MOXKET OTCYTCTBOBATh)

HauMmenoBanue J10/DKHOCTH HN.0. ®amunus
(nUYHas NOANMKCH)

B nenoNe .
20 T,

(nMMyHas MOANKCH)

O6paszen odopmiieHHs AOKJIAAHOH 3aNHCKH
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[Tpunoxenne Ne 16 x 11. 4.7

HaumeHnoBaHue Pexropy BI'YDC
CTPYKTYPHOT'O T.B. TepentbeBoH
[oipasie/ieHusl
CIIYXXEBHAA 3AITUCKA

Ne

r. B1aauBOCTOK

3aroJioBoK (0 ueM?)

TEKCT

(TekcT HOCUT OTUETHBI XapaKTep — O BhIIIOJHCHUH KaKoH-1100 paboThI;
TIOpyUeHUs pyKOBOJUTENA, XapaKTep paboThl PYKOBOAUTEIIO H3BECTEH).
TekcT MOKET OKAaHIMBATECS [IPOCKOaMH, NPEATIOKECHUAMHA

HaumMeHOBaHuE N.0. Gamuius
JIOJHKHOCTH (J1A4Hast MOAINCH)
B neno Ne

20 T

(;MYHAas TIOJIHCH)

Odpasen opopmiIeHHs cyxeGHOM 3anHCKH
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[Tpunoxenne Ne 17 x m. 4.9.

TEJIE®©@OHOI'PAMMA

JOJDKHOCTb, MHULMabI, (haMunms, HoMep Te/ieoHa COTPY/AHMKA, NepeAaBLIero TenedoHorpaMmy

AOKHOCTb, MHHLIMAIIBI, aMUIIHs, HOMep Tee)oHa COTPYAHHKA, IPUHABILErO TejlePOHOrpaMMy

Jarta, Homep TejieoHOrpaMmbl

BpeMs nepeauu

TEKCT Tene(oHorpaMmsl

JOMKHOCTb, HHHULMAMbI, (PAMUIIHS JIMLA, OT MMEHH KOTOPOTO Nepesiaercs TeneoHorpaMma

O6pasen odopmiaeHus TejieGoHOrpaMMbl
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ITpunosxenue Ne 18 x . 5.2.7

IIEPEYEHb
JOKYMEHTOB, HE MOAJIeXKAIMUX PerucTpanuu

1. IlosnpaBuTenbHBIE NUCHMA, TEIETPAMMEL M OTKPBITKH

2. Cpozaxu ¥ HHGOpPMALHA, IIPUCIAHHBIE U1 CBEACHHA

3. PewiamHas NpojyKius, TIaKaTsl, IPOrpaMMbl COBEIaHMA, KOH(pEpeHLIHi
4. llpurnacureabHble OWIETEI

5. TleuaTHsle n3qaHus (KHUTY, XKy pHAIBI, OOJUIETEHMU)

6. KoppecnionaeHius, ¢ MOMETKOM «IHYHOM

7. Byxrantepckue TOKyMEHTEI

8. JIOKYMEHTHI ¢ TOMETKOM «/[J1s1 CityKeOHOI0 MOIB30BaAHUS

9. HayuHnbie oTueTsl 110 TEMaM

1

0.I'paduxu, 3a9BKH, pasHapsIKu
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[Tpunoskenne Ne 19 k 1.5.3.3

Ilepeyens BXOASIHX JOKYMEHTOB,
noaaexamux pazmemenuio B CYJ/l 6e3 ckanupoBanusi

1. JloxyMeHTBI 00 yyacTMM YHHMBEpPCUTETa B CyIeOHBIX Ipoleccax (HMCKOBbIE
3aABJICHHUSA, ONPEACIICHUA, PCIICHNA, X0/laTaicTBa, [I0CTaHOBJICHUA U P.).

2. CTaTUCTUYECKUE OTYETHI U TaOJIUILIE.

3. Tpebosauns [Ipokypatypsl.
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[Ipunoxenne Ne 20 x 11.5.3.6.

UCTOPUA
Permerpaunoniias RapTotuKa J0KYMeHTa JBHXKEHHS
HOKYMEHTA
Bua A0KyMeHTA: Jlokymentsl MunoGprayku PO Co3snan: 3abpoaa U.H.,
26.03.2017 10:19:00
Bua fokymenta MunoGphayku P®: Macao Ornpaenen B pexTopar —
3abpona U.H.. (I'pynna:
KoppecnosaenT: Jlata noxymenra:  OOnWi 0TaE),
26.03.2017 10:18:39
MOH, JlenapraMenT pa3suTHs NPoPeccHOHATLHOI0 0OpazoBaHns, I. 99.03.2017
Mocksa P BBINIOJIHUTh
Hcexoasmuit Homep: PerncTpaunonnbiii Homep:  /lara perucrpauun: FRHCTRAR
12-369
7IM 26.03.2017 W
Kparkoe conep:anue: :
O crunenausx Ipesuzenta PO u [Mpasurenscrsa PO juis acnmpantos Ha 2016/2017 yueGHsil roa CO3JATH
CBA3AHHLBIN
®aiin fOKyMeHTAa: JHOKYMEHT
v
© Ckanuposanne jokymenta 2017-3-26.pdf (162.07 x6) 3a6posa H.H.
Perucrpatop:
OO0wuwmii orae
Moay4aTenab: - : ki
Cekperapuar

IMopyuenus (pe3osiouun):

’ e L ﬂm v U 3
Co3zan Jlara cospaHus e [Ipuopurer  Ilopyuenne
Jlo 01 urons
NpeACTABUTE
BuiBanuHa A.A. 26.03.2017 25.06.2017  oObruHBIH zna orGopa
14:11:00 KaHAuaaToB
U3 Yucia
aCMMPAHTOR...
CocToniHue J0KYMEHTA:

JlokymenTsi w3 obutero oraena:  I'pynna: Cexperapnar (26.03.2017 10:18:39 / 27.03.2017
9:45:47)

®opMa 3JIeKTPOHHOl PericTPANHOHHONH KapTOYKH T0KyMEHTA
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[Tpwioxenwe Ne 21 k1. 5.9.2

CIIPABKA
00 o0beme J0KYMEHTOo000poTa
3a 20
(Mecsin)
KoimyecTBO JOKYMEHTOB
JIOKYMEHTHI Bceero
MOVTMHHAKH KOITMHU
BXOJAIINE
MCXOAAIHE
BHYTPEHHUC
Hroro
HauyaipHuKa o0O1ero oraena MOAIIUCH N.0. Gamunus
Jlata

OGpa3zen cNPABKH 0 JOKyMeHToo0opoTe




[Mpunoxerne No 22 xn.6.4

IEPEYEHB TUTIOBBIX CPOKOB HICIOJHEHUSA JTOKYMEHTOB

1. 3anpocsl nemyTaTtoB IOCYIapCTBEHHOH JAyMBI denepansaoro  Cobpannd
Poccuiickoii Meneparuu u 3akoHonarensHoro Cobpanust IIpuMopckoro xpas — HE
nozaHee. yeM B 30-TH JHEBHBIN CPOK CO JHA MOIyISHHUS.

2. IlpennoxxeHus, 3asiBJICHUA JEMyTaTOB [ocynapcTBeHHON AyMBl PeepajbHOrO
Cob6panust Poccuiickoit @enepalii U 3aKOHOAATEIHHOTO Cobpanus [Ipumopckoro kpast —
B cpok 10 30 JHeil: He TpeOyole H3YYCHHUs M NPOBEPKA — B MAKCHMAJIBHO KOPOTKHE
CPOKH.

3. IlucpMma-mopydeHHs | IIMCHhMa-3alpoChl TI'OCYAapCTBEHHBIX OpPraHoB — K
yKa3aHHOMY B HHX CPOKY, MHIMBHIyaJbHBIC CPOKH YCTAHABIMBAIOTCA B PE3OJIOIAX
pYKOBOACTBA. ECiH CpOK HCHOJIHEHHS B IIOPYYEHMH HE YKasaH, OHO MOJICHKHT
JCIIONMHEHWIO B TedeHue 1 mecsama co AHs ero mopmucanus. llopydenud, COACpKaILUC
YKa3aHHA «CPOYHO», «HE3aAMEUIUTEIBHO» MOMIEKAT UCTIONHCHHIO B TCUCHNC 3 mgHEH co
JAHS TOJIMCAaHUS. YKa3zaHHE «OICPaTHBHO» IPEAyCMaTpHUBACT 10-T1 AHEBHBIN CPOK
WCIIOJTHEHUS TIOPYYCHMA.

4. OGpanieHus rpaxiad — B cpok J10 30 aHeH co AHA NOCTYIUICHHA B yHUBEPCHTET.
OGpanieHust, He TPeOYIONIMEe JONOIHUTEIPHOTO U3YICHHA U IPOBEPKH, paccMaTpHBalOTCs
Ge30TiaraTelbHO, HO He Io3qHee 15 qHel co JH NOCTYIICHUA B YHUBCPCHUTCT.

5. TIpoTOKONbI pasHOIJIACKil K IPaKIaHCKO-NPAaBOBBIM J0roBOpaM: COCTABICHHC 5
Hanpasjenue — B 10-Tu JHEBHBIH CPOK, PACCMOTPEHHE — B 20-T¥ JHEBHBIN CPOK.

6. TenerpaMmbl, TpeOyrOIIKME CPOYHOTO PEHICHHUS, — 10 TPEX JHei#l, oCTaJlbHEIE — B
teuenne 10 aHE. ' |

7 CornameHust 1ONOIHATEIbHbIE: TTOMICAHNE — He TI03/IHee TISATH THEH ¢ MOMEHTa
MOJTyYEHUS.

8. TTucepMa IpeIpusTHii, OpraHu3alu, yupexxaeHuit — 10 quen.

9. Xanoba Ha HelpaBWIBLHEIE JEHCTBUS WM PaclIOPSHKCHUA (hMHAHCOBBIX OPIraHOB -
paccMoTpeHue He nosjHee 10 — AHeBHOT0 CpOKa €O AHA IIOCTYIUICHUS.

ITpunoxenue Ne 23 K 11.6.5.
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| PekTop vl Ha kouTpone w

JLOKYMEHT 0CHOBaHUE:! Perncrpanvonsas kaprouka / 71M / 12-369 /
MOH, Jlenaprament pa3BuTHA
npogeccruonanbioro oopasopanus, r.Mocksa

UCTOPHA
Hopy senue JABMXEHWUA
AOKYMEHTA

: Co3aana: buiBajvHa
IlapameTphbl NOpyYeHHR A. A., 26.03.2017
14:11:00
] P L Aara 25.06.2017 Ornpasaen

HCTIOTHEHHA! HCTIOTHHTENAM -

Iopyyennue: briBasiHa A. A.

(I'pynna: Pexrop),
Jlo 01 HI0Js NpeacTaBuTh i 0TOOpa KaHAMIATOB M3 YKC/Ia aCHPaHTOB HA MOJy4CHHE CTHIICHIHNA Ipesunenta v | 26.03.2017

[Mpasureascrea PO 14:16:49
®aiia nopy4eHus: BBIMIOJIHUTEL
JEMCTBHE
e  CxanupoBanue goKymenTa 2017-3-26.pdf (299.04 k6) Kapeauna 1O.B. i~
T,
AsTOp:
Pekrop v
CO3JATH _
HcnoJHuTeb: CBA3ZAHHbIN
[TepBeiii popexrop | JOKYMEHT
IepBbiii npopexTop ' v
Ha nevyare PeaakTupoBanue 3aMpeneHo v
vV
Cozaan Jlara coszanus Otuer 0 BHINIOIHEHUH TOPYHEHHSA

Cosaan Hara co3nanus Teker coolOLeHus

IpURpEnICHHBIC HOPYIeHIIsN

o Jlara 2
Co3zaan Jara co3aanus S Mpuopurer  [lopydenue  Meponpusrue
CocrosiHne JOKYMEHTA:

Ha xouTpose: I'pynma: Pexrtop (26.03.2017 14:16:50 / 27.03.2017 9:54:33)

Jlna ucnonuenns: ['pynna: [lepsbiii POPEKTOP
[pynna: [Tepselii npopexTop

@dopMa 3J1eKTPOHHOH KapTOYKH MOPYICHHUS
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IMpunoxkerne Ne 24 k m. 7.1

MHHUCTEPCTBO HAyKK U BBICIIETO
o6pazoBanus Poccuiickon denepauyn

@eepatbHOE TOCY1APCTBEHHOC OIOKETHOE
00pa30BaTeIbHOE YUPEIKACHUEC

BEHICIIIET0 0OPA20BAHUY
«BIaMBOCTOKCKMI rocy apcTBeHHbIH
YHHBEPCHTET SIKOHOMHKH H CEPBHCA»

HaumeHoBaHHE CTPYKTYPHOIO

Opa3eICHHs
HOMEHKJIATYPA JAEJI
Ha ron
I/IHHQKC 3aroJIOBOK JieJjia Komn-Bo CpOK anMe'
nena eJl. Xp. XpaHCHUA | 4YaHHUe
u Ne
crarei 1o
TIePEeUHIO
1 2 3 4 5
Haspanue pasjiena
HanMeHOBaHHUE AODKHOCTH
PYKOBOZUTEJIS CTPYKTYPHOT'O
nojipa3/iciICHIs IToanuce PacmmdpoBKa NOANHCH
Jlata
COI'JIACOBAHO
3aBeIyIOIINI apXuBOM [Toamuck PacmugpoBKa NOANKMCH
Jlata

®opma HOMEHKJIATYPbI /ie]1 CTPYKTypHOro nmoapasaesIeHust
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[Tpnnokenue Ne 25 k1. 7.1

MuHHCTEPCTBO HAYKH U BBICIIETO YTBEPXJIAIO
obpazoranus Poccuiickoii @enepaiyn Pexrop BI'YDC

T.B. Tepenrbera
denepanbHOE rOCYJAPCTBEHHOE OIODKETHOE 20 1.

00pa3oBaTeIbHOE YUpEKICHUE

BBICIIEr0 00pazoBaHuUs
«BnaguBOCTOKCKM rocyapCcTBeHHbIH
YHHBEPCHTET IKOHOMHKH H CEPBHCA»

HOMEHKJIATYPA JIE.I
Ha roj
Unpexe 3aroJIoBOK Jieja Kon-Bo Cpok [Tpume-
Jena hi () XpaHeHUs U | YaHue
No crareit
o NepeyHIo
| 2 3 4 5
Ha3zBanue pazjcia
HaumenoBanue JOKHOCTH
HayanpHuk obmiero oriena Iloamuck PacimudpoBKa 1oanucu
Hara
Buza pykoBOIUTENIS apXHBa [Toamuch PacumudpoBKa IoammcH
COT'JTIACOBAHO COT'JIACOBAHO
HPOTOKO.H 3KCﬂepTHOﬁ KOMUCCHH ﬂpo*roxon 3KCﬂCpTHO-HPOBep0‘lHOﬁ KOMHCCHH
MenepalibHOrO rocyAapcTBEHHOIO deaepanbHOro KaseHHOro yupexaeHus
OroKeTHOrO 00pa3oBaTEIbHOIO «Poccuiickuii rocy1apCTBEHHbIIM
yUpekKeHHs BBICLIET0 0Opa3oBaHusl ncTopuyeckuii apxus Jlansuero BocTokay
«B1aINBOCTOKCKHIA rOCY 1apCTBECHHbIH
YHHBEPCHUTET IKOHOMHUKH B CEPBHCA» b No

oT Ne




106.

HToropas 3anuch 0 KaTCropusax 1 KOJIMYCCTBE JET,
roay Bo BI'YDC

3aBC/ICHHBIX B

[Iponomkenue npuaoxeHus Ne 25

B ToMm yucie:
Beero
[To cpokaM XpaHeHHus I  OTMETIO
P «ITIK»
1 2 3 -

IlocTostHHOTO

BpemenHoro (cseime 10 jer)

Bpemennoro (n0 10 et

BK/IFOYHUTEIHHO)

HUTOI'O:
HanMeHOBaHUE JOJKHOCTH
HavansHuk 0011i€ro oTaea [Toanuce PacumdpoBka 11oAnicu
JlaTa
WTOroBsle CBE/ICHUS NEPE/IaHbl B apXHB.
HaumeHnoBanue JOKHOCTH JIUIIA,
riepeaaBIIero CBeIeHus ITonnucek Pacmudposka IoAmucH

Jlata

®opma HOMEHKJIATYPBI /1€l YHHBEPCHTETA
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ITpunoxenue Ne 26 x 1. 7.3.3

JIMCT-3ABEPUATEJIb AEJA Ne___

B nene noAMKUTO U IPOHYMEPOBAHO JIACTOB

(b pamMu 1 POMHUCEHIO)

¢ Ne 1mo Ne . B TOM 4HCJIE:
JIMTEPHBIE HOMEpa JTUCTOB

IPOMYIIEHHEIE HOMEPA JIUCTOB
+ JIMCTOB BHYTPEHHEH OIMUCH

OcoGeHHOCTH (DU3MYECKOro COCTOSIHUS U GOPMUPOBaHHUS JIETIa Homepa nucToB

1 2

HamveHnoBaHHE JJOIDKHOCTH
paboTHHKA IToamnucs PacmmpoBka noamnucu

Hata

OGpasen JucTa-3aBepuTe/Is €12
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[Tpunoxenue Ne 27 K n.7.3.3

denepanbHOE Ka3eHHOE yUPEXKIACHUE
«POCCHICKHIl TOCYIapCTBEHHBIH HCTOPUYECKIH apX 1B JlansHero BocToka»

MHHHCTEPCTBO HAYKH U BHICIIEr0 00pa30BaHMUs Poccuiicko#t enepalnuu
®epepabHOE OCYIaPCTBEHHOE OI0JKETHOE 00pa3zoBaTeIbHOC YIPEKIACHHE
BEICILIETO 0OPA30BAHUS
«BJ1aINBOCTOKCKHIA rocyAapcTBeHHbIH YHHBEPCHTET SKOHOMHKH U cepBHCa»

NHCcTUTYT

Kadenapa

JAEJIO Ne TOM Ne

IpoToxoabl 3aceaHuH kadenpsbl

Hauaro: 06 centsaops 20011 r.
Oxonyeno: 11 urons 20017 r.
Ha 83 nucrax

XpaHWUTh [TOCTOAHHO

®. No
OI1. Ne
JL. Ne

O6pasen 00/105KKH JeJ1a OCTOSTHHOIO XpaHeHHs
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IIpunoxenue Ne 28 x . 7.3.4

MuHKCTEPCTBO HAYKM W BBICIICTO YTBEPX/IAIO
o6pasosanus Poccuiickoit @eneparuu | Pexrop BI'YOC

T.B. Tepeutrena
denepanbHOE TOCYIAPCTBEHHOE DIOKETHOE 20 T.

00pa3oBaTEIbHOE YUPEKICHUE

BBICIIETO 00pa3oBaHus
«B1aIMBOCTOKCKHI TocyJapcTBeHHbIH
YHHBEPCHTET IKOHOMHKH H CEPBHCA»

®onp Ne
OIINCDb Ne__
JI€JI TIOCTOSHHOTO XpaHeHMs
3a rojl
Ne | HHuexc 3aroJI0BOK Jiena Kpaitnue Koi-Bo [Ipume-
n/m aela JaThl JIUCTOB yaHue
1 2 3 - 5 6
Hazpanue pasjieia (CIpyKTypHOro 1o/ ApasaAc/icHus OpraHu3anuu)
B maHHBIH pa3/ell ONUCU BHECCHO JIell,
‘ (b paMu 1 IPOMHCHIO)
c Ne o Ne . B TOM 4HUCJE:!
JIUTEpPHBIC HOMEpa:
MpoNyILleHHBIE HOMEPA:
HanMeHoBaHUuEe JODKHOCTH
COCTAaBUTEJIA OIUCH [ lognuce Pacmm@poBKa 10AIHACH
HaumeHoBaHME JOJDKHOCTH
PYKOBOJMTEISL apXUBa
(1ua, OTBETCTBEHHOT'O 32 apXxuB) IHopnuce PacmudpoBKa 1moanucu
Jlara
COI'TACOBAHO VTBEPXJIEHO
TIpOTOKOJ SKCIEPTHOH KOMHCCHH [TpOTOKON KCIIEPTHO-TIPOBEPOYHON KOMHUCCHH
denepanbHOr0 rocy1apcTBEHHOTO (enepanbHOro Ka3eHHOTr0 y4UpeKACHHUS
BrokeTHOr0 00pa3oBATEILHOTO «Poccuiickuil rocyaapcTBEHHbIH
YYPEXAEHNA BbICLIErO COpa30BaHN uctopuucckuii apxus lanbrero BocTokay
«Ba/INBOCTOKCKHI rocyjapCTBeHHbIH
YHHBEPCHUTET SKOHOMHKH U CEPBHCAY o No

oT Ne
dlopma roJ0BOro pasae’jia OMHMCH e MOCTOAHHOIO xpanemm
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[Tpunoxenue Ne 29 x 1. 7.3.4

MuHHCTEPCTBO HAYKH ¥ BBICIICTO VTBEPX/IAIO
obpasosanus Poccuiickoit Deneparmu Pexrop BI'Y3C

T.B. Tepentrena
denepalbHOE rocy1apcTBEHHOE OI0DKETHOE 20 T.

00pa30BaTEILHOE YUPEKICHUE

BBICIIETO 0Opa3oBaHuA
«BnaguBoCTOKCKHII rocyiapcTBeHH bl
YHHBEPCHTET YKOHOMHKH H CEPBHCA»

domng No
OIIMCb Ne
JI€JI 110 JIMYHOMY COCTaBY
3a ro/1
Ne | Mupekc 3aroioBoOK Jiej1a Kpaiinue Cpox | Kon-so | Ilpume-
/m Jena JIATHI XpaHeHus | JIUCTOB YaHUe
1 2 3 4 5 6 T
Hasgranue pasziena (CTpyKTYpHOIO Iopa3aeCHI)
B naHHBIN pa3jiell OMUcH BHECEHO nel,
(1 paMu ¥ NPOIHCHIO)
¢ No 1o Ne , B TOM 4HCJIE:
JIUTEPHBIE HOMEpA:
[IPOIYLCHHBIE HOMEPA.
HanmeHOBaHHE JOJDKHOCTH
COCTaBUTEIIS ONMKUCH IToamuch : PacmudpoBKa MOANUCH
Jlata
HaumeHoBaHKWe JODKHOCTH
PYKOBOJMTEIIS apXuBa Iloanuce PacmmdgpoBka MOIMHCH
COTJTACOBAHO COI'JIACOBAHO
[MpOTOKO KCNEPTHOH KOMHCCHU [TpoTOKOJ IKCNEPTHO-MPOBEPOUHOH KOMUCCHH
de1epanbHOrO rocyAapCTBEHHOTO (enepanbHOrO Ka3eHHOr0 YUpeKIACHNA
OromKeTHOro 00pasoBarebHOrO «Poccuiickuii rocy1apcTBEHHbIH
yupesk/JieHus Bhiciiero 00pazoBaHus ucropuueckuii apxus JlanbHero BocTokay
«BNagnBOCTOKCKHIA rOCy1apCTBEHHBI oT Ne
YHUBEPCHTET IKOHOMHKH U CEPBHCAY
oT Ne

@opMa roJI0BOro pasjiesia ONKCH el N0 JHITHOMY COCTABY
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MuHHCTEPCTBO HAYKH U BHICILIETO
oGpasosanus Poccuiickoit denepanun

defiepalibHOE TOCYAAPCTBEHHOE OKO/UKETHOE

00pa30BaTEILHOE YUPEKICHHE

BBICIIETO 00pa3oBaHuAL

«BJIaIHBOCTOKCKHI rocyaapcTBeHHbIH
YHHBEPCHTET IKOHOMUKH H CEPBHCA)

HauMeHoBaHUE CTPYKTYPHOTO

IIpunoxkenne Ne 30 x 1. 7.3.4

nojpazaeeHus
OIMAUCHb Ne
pi ()
Ne | Mupekc 3aroJI0BOK Je1a Kpaiinune Cpok Kon-Bo | Ilpume-
/1 nena J1aThl XpaHeHus* | JIUCTOB | YaHHE
1 2 - 5 6 7
Hasauue pa3zesa (CTPYKTYPHOIO TIOIpas/ie/ieHus)
B 1aHHYI0 OnuCh BHECCHO AeL,
(udpamu U IPOITHCHIO)
¢ Ne o Ne , B TOM 4uCIIe:
JUTEPHBIE HOMEPA:
NpPONyLIEHHBIE HOMEPA:
HaumeHoBaHME JOTKHOCTH
PYKOBOJMTENS CTPYKTYPHOI'O
0/pa3/ieIeHUs [Moanuce Pacimmdposka
COI'JTACOBAHO
HauanpHUK O0IIETrO OT/IEla
(01%(0
Jara
[lepenain pi ()
(udpaMu U TPONHUCKHIO)
%1 PErHCTPaLMOHHO-KOHTPOJIBHEIX KapTOTEK K JOKYMEHTaM.

(tupamu ¥ IPOIHCHIO)

HaumeHOBaHHE JI0JDKHOCTU pabOTHHUKA

CTPYKTYPHOTO 110/Ipa3AeICHI

[NoAITHCH

[lognuce

PacmngpoBka
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[TpuHsI nen

(mdpaMu ¥ TPOIHCHIO)

u PErUCTPALHOHHO-KOHTPOJIBHEIX KAPTOTEK K JIOKYMCHTAM.
(mdpaMu ¥ POTIHCHIO)

HaumeHoBaHuEe JOKHOCTH

paboOTHUKA apXUBa - llogmuch
HOAIIUCH

Jara

Pacmudposka

* I'pada onycKaercs B ONKUCH JCTI MOCTOAHHOTO CPOKA XPAHCHHA

dopma ONHCH /1] CTPYKTYPHOIo MOApascaeHH
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MHHHCTEPCTBO HAYKH M BBICIIETO
oOpaszoBanust Poccuiickoii ®@enepaniy

®eiepaibHOE TOCYAaPCTBEHHOE OO/DKETHOS

00pa3oBaTeIbHOC YIPCKIACHHC
BEICLLIETO 0Opa3oBaHMs

«BnaguBOCTOKCKHI rocyiapcTBeHHbIH
YHHBEPCHTET SKOHOMHKH H CEPBHCA»

®ong Ne

OIMUCDH Ne

3JICKTPOHHBIX JACIL, JOKYMCHTOB
IMMOCTOAHHOI'O XpaHCHHA

IIpwioxenne Ne 31 x . 7.3.4

YTBEPX/IAIO
Pextop BI'YDC
T.B. Tepentnena
20 T

3a roji
Ne | Wnpekc 3aroJI0BOK JIeJia Kpaitnue | O6nem, | Ilpume-
/1 aela JaThI M6 YaHHC
1 2 3 + 5 6

Haszsanue pa3zaena (CTpyKTYpPHOrQ nojapasacicHus OpraHu3alim)

B naHHbIi pa3aeln oIucH BHECEHO

ACII,

¢ No o Ne

(updpaMu U TPOIUCHIO)

?

00BbEMOM

HaumenoBasue JODKHOCTH

COCTABUTEJA ONUCH IToanuchk

HauMmeHOBaHHUE JOIKHOCTHU
PYKOBOAMTEISA apXyBa

(J111a, OTBETCTBEHHOI'O 32 apXWB) [Tonnuce

Jlara

COI'TACOBAHO

PacingppoBKa MoaIICH

PacmmgpoBka MOANUCH

VTBEPX/IEHO

[IpOTOKOM AKCNEPTHOH KOMHCCHH
deepajibHOrO rocy1apCTBEHHOTO
OO KETHOTO 00pa30BaTE/IbHOTO
ydpexIeHUA BhICLIEr0 00pasoBaHis
«BJ1aINBOCTOKCKHI rOCYy AapCTBEHHBIIH
YHHBEPCHTET IKOHOMHKH U CEPBHCAY

oT Ne

[IpoTokon 3KCTIEPTHO-TIPOBEPOUHOH KOMUCCHH
¢benepanbHOro Ka3eHHOro YUpexKIACHHA
«PoccniickHii rocy1apcTBEHHBIH
ucropudeckuil apxus JlaibHeEro Bocroka»

oT Ne




IMTPUJIOXXEHHUE K OITMCH Ne
3JIEKTPOHHBIX €], JOKYMEHTOB

MNOCTOAHHOI'O XPaHCHUA

na roJ

114

[Tpomomkenune npwioxenus Ne 31 k. 7.3.4

Peectp 10KyMEHTOB (KOHTCHHEPOB 3JICKTPOHHBIX JOKYMEHTOB) JICKTPOHHOIO fcja:

Ne eq1. xp. o ommcu

HUunekc nena

3aroJIoOBOK Jena

Hara Per. No HammeHOBaHME TOKYMEHTA O6nseM, MO | Ilpumevanus
JAOKYMEHTa | JOKYMEHTa
1 2 3 4 5
HanMeHOBaHHE JOIKHOCTH
COCTABUTEIIA OIHCH ITopnuce PacumdpoBka nonucH

Hpmloxcenne K OITKUCH COCTABJISIETCA Ha KaX10€ 3JICKTPOHHOC JICJIO.

®opMa roI0BOro pas/ieia ONHCH ICKTPOHHBIX /ieJ1 OCTOAHHOI0 CPOKa XPAHECHUSA
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IMpunoxenue Ne 32 x 1. 7.3.4

MUuHHCTEPCTBO HAYKU ¥ BBICIIETO YTBEPXIAIO
ob6pazoBanus Poccuiickoit @enepanuun Pexrop BI'V3OC
T.B. Tepentsena
®enepanbHOE rocy1IapCTBEHHOE OIOHKETHOE 20 r.
00pa30BaTENBHOE YUPEKACHHUE
BBICILETO OOpa30BaHus
«BnaauBOCTOKCKHI rocyaapcTseHHbI
YHHBEPCHTET JKOHOMHKH H CEPBHCA»
@onj Ne
OIIUCHb Ne
3JICKTPOHHBIX €1, JOKYMEHTOB
110 JIMYHOMY COCTaBY
3a roj
Ne | MHjekc 3aroJIoBOK Ji€Jia Kpaiinue Cpok O6bem, | IIpume-
/11 nena J1aThl XpaHEHUs M6 JaHUe
1 2 3 4 5 6 7
HazBanue pasjena (CTpYKTYPHOTO Ioipa3e/IcHus) |
B JlaHHbBINi pa3/ie1 ONUCH BHECEHO nen,

(umbpamMu 1 TPOITUCHIO)

¢ No 1o Ne

00BEMOM

MG6.

HaumMenoBaHue DOIKHOCTH

COCTABUTEISI OIIUCHU Iloanuce

JlaTta

HaumeHoBaHue JOKHOCTH

PYKOBOIMTEJIA apXHBa IToanuce

COTrTACOBAHO

[TpoTOKOJ FKCMEPTHOMH KOMHUCCHH
denepanbHOro rocy1apCTBEHHOTO
OIOKETHOro 00pa30BaTENbLHOTO
yupeK/ICHUA BBICIIET0 00pa3oBaHys
«BnanuBOCTOKCKHIA rocyaapCTBEHHbIH
YHUBEPCHUTET SKOHOMUKH U CEPBHCA»

oT Ne

PacmmdpoBka [OANUCH

PacmudpoBka Moamicu

COI'JTIACOBAHO

[TpoTOKO IKCTIEPTHO-NPOBEPOYHON
METOIMYECCKOI KOMHCCHH
(eaepanbHOro Ka3eHHOTO yUpeKICHUA
«Poccuiickuii rocy1apcTBEHHBIH
uctopuueckuii apxus Jlanbaero BocToka»

oT Ne

@opMa ro0Boro pa3sJesia ONMHCH 31eKTPOHHBIX /1eJ1 O JIHIHOMY COCTaBy
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[Tpunoxenue Ne 33 k1. 7.4

MuHHCTEPCTBO HAYKH M BHICIIIETO VTBEPXJAIO
obpa3zoBanug Poccuiickoi @enepannn Pexrop BI'VOC

T.B. TepentseBa
denepalbHOE TOCYIaPCTBEHHOE OI0UKETHOE 20 r.

00pa30BaTEILHOE YUPEKICHNE

BBICIIETO 0Opa3oBaHuA
«BaaHBOCTOKCKHI rocyxapcTBeHH bl
YHHBEPCHUTET JKOHOMHKH H CEPBHCA»

AKT
20 K No
r. BiraauBoCcTOK
O BBIJICJICHHH K YVHUUTOXEHUIO apXUBHBIX
JNOKYMEHTOB, HE IOJICKAIIUX XPaHEHHUIO

Ha ocHoBanuu
(Ha3BaHME W BLIXOJHBIE JIAHHBIE IIEPEYHS JOKYMEHTOB C YKa3aHHEM CPOKOB MX XpaHEHH:)

0TOGPaHBI K YHHYTOXEHHIO KaK HE MMEIOIHE HAyYHO-HCTOPHYECKOH LIEHHOCTH 1
yTpaTHBLINE MPAKTHIECKOE 3HAYCHUE TOKYMEHTHI (oHa No

(Ha3BaHue PoHA)

Ne | 3aronoBok | Kpaiiaue Homepa | HWupexkc |Koa-Bo| Cpoku | Ilpume-
nm | Aena WM | oo ey onuceil | Aenamo | €1.Xp. | XpaHeHUsA | 4YaHHUC
IPYIIIOBOH HOMEHKJIa- u Ne Ne
3aroJIOBOK TYpe WiIn crarei 1o
nen Ne nema mo IepeyHIO
OTIUCH
] 2 3 = 5 6 T 8
Utoro ell. Xp. 3a rO/1bI
(mmdpamMu 1 MPOIIMCHIO)
OrmucH e MOCTOAHHOI'O XpaHCHHS 32 rO/IBI

YTBEPIKJIEHBL, a I10 JMYHOMY COCTaBYy COIVIACOBAHBI C DIIMK

(IpOTOKOI OT

HanMeHoBaHUEe JTOKHOCTH JIUIA,

(Ha¥MEHOBAHHUE APXUBHOIO yIPEIKICHUA)

Ne

)

[MPOBOJAUBLICTO SKCIICPTUIY
IIEHHOCTU JOKYMECHTOB

Jlara

[loanuch

PacinmdpoBka noanucH
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Iponosmkenue npunoxkenus Ne 33
COI''TACOBAHO
[Tporokon DK BI'YDC
oT Ne

JIOKYMEHTHI B KOJINYECTBE el. Xp.,

(b paMu U MPOTIUCEHIO)
- Ha OyMa)XHOM HOCHUTEJIE BECOM KT CJIaHbl
Ha YHUYTOXKECHHE;

- Ha DJICKTPOHHOM HOCHUTEJIC CaHbl Ha YHUYTOXEHHUC

(crioco0 YHHUTOXKEHHS )
HanMeHOBaHHE JODKHOCTH pabOTHUKA,
CJIaBIIETO JJOKYMCHTHI IToamuck PacmudpoBka MoAanucH
Jlata
3MeHEHNS B YUECTHBIC JJOKYMEHTEI BHECCHBI.
HanMeHOBaHME JO/DKHOCTH pabOTHHKA
apXuBa, BHECLIETO H3MEHCHUSA

B YUETHBIE JJOKYMCHTHI [Toamnuce PacmmdpoBka 1oanucu

Jlata

OGpa3sel AKTa 0 BhIIeJICHAH K YHHITOXKEHHIO I0KYMEHTOR, He MOAJIeKALIHX
XpaHeHHI0



KYPHAJ YYETA
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neyareit ¥ mramnoB BI'VIOC

Ipwioxenue Ne 34 x 1. 9.2.1

Jlata Bo3Bpara

No HaumMeHoBanue [01%(0 Jlata n TIeuarTu,
n/m | Orrucku CTPYKTYPHOIO | OTBETCTBEHHOI'O POCITUCH pOCIHCH B
[eyarcii 1 | mogpasiesieHus, JULa OTBETCTBEHHOI'O npueme,
IITAMIIOB e XpaHsaTcs JvIa oTMeTKa 00
TICYaTH U YHUYTOXKEHUH,
IITAMIIBL
1 2 3 4 5 6




