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NHCTPYKIIUA
0 JIEJIOTPON3BOICTBY

I[TIABA 1
OBHIUE TTOJIOXKEHUW A
1. Hactosimas MHCTpyKuMs ycTaHAaBIMBAET 00IIKe TpeOOBaHUS K TOKYMEHTUPOBAHUIO
YIOPABJICHYECKON JEeATEIbHOCTH M OpraHu3aluu padotsl ¢ gokymMeHtamu B OcOO
«MexxayHapoIHbIH MEAUIIMHCKUNA YHUBEPCUTET) (ajiee — YHUBEPCUTET).

2. [Tonoxenus Hactosed MHCTpYKIMK paclipoOCTPaHAIOTCS Ha:

OpraHU3allMOHHO-PACIIOPSIIUTENBbHYIO JOKYMEHTALMIO HE3aBUCUMO OT BHAA
HOCUTENSI M  yCTaHAaBIMBAIOT [paBWUja MOATOTOBKH, O(OpMIIEHHS, Yyuera,
TUPAXKUPOBAHUS, KOHTPOJIS HCIIOJHEHUSI, OTIEPATUBHOTO XPaHEHUSI, UCIIOIb30BAHUS U
MOJTOTOBKU K Mepeaye B apXuB, OCYIIECTBISIEMbIE C TOMOLIBI0O MEXaHU3UPOBAHHBIX U
aBTOMATU3UPOBAHHBIX  (KOMIIBIOTEPHBIX)  TEXHOJIOTHI; Ha HEHOPMAaTHBHBIE
(MHAMBUlyaIbHBIE) TPABOBBIE AKThI, JIOKAJbHBIE IPABOBBIE AKThl YHHUBEPCHUTETA B
4acTH, He yperyaupoBaHHou 3akoHoM Keipreizckoit PecryOmmku
«O HOpPMATHBHBIX MPABOBBIX AaKTaxX»; OPTaHMU3AIUI0 Pa0OTHI C JOKYMCHTAMH, HE
OTHOCAIIMMUCA K CHCTEME  OpPraHU3ALMOHHO-PACTIOPSAUTENIBHON JTIOKyMEHTAlUU
(my1aHoBasi, OTYETHO- CTATUCTUYECKAasl, PAacueTHO-ICHEXKHas W JpYrue CHCTEMBI
JOKYMEHTAIMM), HE3aBUCUMO OT BHJIa HOCHUTENS, BKJIIOYAs MX PETUCTPAIUIO, YYET,
KOHTPOJIb HCIIOJHEHUs, XPaHEHWE, B TOM YHCIIE OCYUIECTBIIIEMBIE C IOMOUIBIO
aBTOMAaTU3UPOBAHHBIX (KOMITBIOTEPHBIX) TEXHOIOTUH.

Ocobennoctu oopmiteHus, 00pabOTKH U XpaHEHUS TOKYMEHTOB B DJIEKTPOHHOM
BU/JIE, PETYIUPYIOTCs I1aBoi 18 Hactosmen MHCTpyKIuu.

Oco6eHHOCTH MOATOTOBKHU, 0OpMIIeHUS, 00pabOTKU, 0OeCIIeYeHUs 1IeIOCTHOCTH,
XpaHeHUs AIEKTPOHHBIX JIOKYMEHTOB, CO3/1aBaEMbIX MOCPEJICTBOM



2

aBTOMATU3UPOBAHHOM CHUCTEMBl JOKYMEHTAIMOHHOTO O0OECleYeHUs YIpaBICHUS
(manee — ) 6e3 co3maHus TOKyMEHTOB Ha OyMa)KHBIX HOCHUTEISX,

AIIEKTPOHHBIX KOMUI TOKYMEHTOB Ha OyMaKHBIX HOCUTENSAX PErYIHPYIOTCS
HNHucTpykumein O mopsiike  pabOTbl € DJIEKTPOHHBIMM  JOKYMEHTaMH B
rOCYJapCTBEHHBIX OpraHax, MHBIX OpraHU3alUsAX, YTBEP)KICHHOU IIOCTaHOBJICHUEM

OcobeHHOCTH TOATOTOBKH, O(opMIIeHHS U 0O0paOOTKH, XpaHEHUs TOKYMEHTOB,
COJZIEPIKAIUX TOCYIAPCTBEHHBIE CEKPEThl W MHYIO OXPaHIEMYIO 3aKOHOAATEIHCTBOM
nH(OPMAIHIO, PETYTUPYIOTCS aKTaMH 3aKOHOJATEIILCTBA.

3. WHCTpYKIMS 1O JETOTPOU3BOJACTBY YHHBEPCHTETA, YTBEPKIACTCS PEKTOPOM
TIOCJIE COTTIACOBAHUS C apXUBOM

4. Opranuzaiusi ¥ COBEpIICHCTBOBAaHUE  CHUCTEMBbl  JOKYMEHTAIIMOHHOTO
oOecriedeHus  ympaBlieHWs B  YHUBEPCUTETE, KOHTPOIb 32  COOJIOJCHUEM
YCTAQHOBJICHHBIX TMPaBUJ pPabOThl € JOKYMEHTAMH, METOAMYECKOE PYKOBOJICTBO
paboToil ¢ JOKyMEHTaMH U OOy4yeHHe paOOTHHUKOB OCHOBaM JI€IONPOU3BOACTBA,
BHEJPCHHEC W MPUMEHEHUE COBPEMEHHBIX MH(GOPMAIMOHHBIX TEXHOJOTHUH B paboTe ¢
JTIOKYMEHTAaMH BO3JIaratoTcsl Ha KaHISISIPUIO YHUBEPCUTETA.

PaGora xannensipuu perynmupyercs [lonoxeHrneM o KaHIIeTIPHH.

[IpaBa, 00sS3aHHOCTH ¥ OTBETCTBEHHOCTh pPAOOTHUKOB, YYacCTBYIOIIMX B

JIEOTIPOU3BOICTBEHHOM  OOCITYKMBAaHUW  YHHBEPCHUTETA,  OMPEHCISAIOTCS WX
JOJKHOCTHBIMHA HHCTPYKITASIMH.
5. OTBETCTBEHHOCTh 33  OpraHU3alMI0  JEJIONPOU3BOJCTBA,  COOIIOACHHE
YCTaHOBJICHHBIX TPAaBWJ W TOPsAKa PabOTHl C JOKYMEHTAaMU B YHUBEPCHUTETE, HX
COXpaHHOCTh BO3JIararoTcs Ha pekTopa. Ilpm cMeHe pekTopa yHHBEpCHUTETa
COCTaBJISIETCS aKT IIpHeMa-Tepeaadu JOKYMEHTOB U JIeT.

OTBETCTBEHHOCTh 32  OpPraHM3alMIO  JIEJOMPOU3BOACTBA,  COOJNOACHUE
YCTAHOBJICHHBIX TIPaBUJ H TIOpSAIKA pabOThl C JOKyMEHTAaMH B CTPYKTYPHBIX
MOJIPa3ACICHUSIX YHHUBEPCUTETA, MX COXPAHHOCTH BO3JIAral0TCS HAa PYKOBOIUTEICH
aTUX ToxapasaencHuii. [Ipuka3oM pekropa HazHadaeTcs paOOTHHK, OTBETCTBEHHBIA 3a
BEJICHHE JICIIONPOU3BO/ICTBA, KOTOPBIA OCYIIECTBIISIET B CTPYKTYPHOM IOJIpa3AeIeHUH
ydeT U KOHTPOJIb MPOXOXKICHUS JOKYMEHTOB B YCTAHOBIICHHBIC CPOKH, HHHOPMHUPYET
PYKOBOJIUTENSI CTPYKTYPHOTO TIOJIPA3ICIICHUsI O COCTOSIHUU WX UCTIOTHEHUS U JIp.

PaGoTHWKM yHUMBEpPCUTETa JOJDKHBI OBITh O3HAKOMIICHBI C YCTAHOBJICHHBIM
MOPSITIKOM pabOTHI C TOKyMEHTaMHU B YHUBEPCHUTETE.

PaGoTHMKNM  yHMBEpCHUTETa HECYT IIEPCOHAIBHYI0  OTBETCTBEHHOCTh 3@
BHIMIOJTHEHWE TPeOOBaHMN HMHCTPYKIMH IO JEJONPOU3BOJACTBY, COXPAHHOCTh



HaXOJSIIUXCSl Y HUX CIIYy)KEOHBIX TOKyMeHTOB. OO yTpare NTOKYMEHTOB HEMEIJIEHHO
co001IaeTCsl pyKOBOAUTEIO MOAPA3IEIEHUS U B KAHLIEISPUIO.

[Ipu nepeBose, nepemMelIeHU WU YBOJIbHEHUU PAaOOTHUKA MMEIOIIMECS y HEro
JOKYMEHTBl M JleJa TMepefaloTcs M0 PEIICHUI0 PEeKTopa YHUBEpPCUTETa WIH
PYKOBOJIUTENSI COOTBETCTBYIOIIETO CTPYKTYPHOIO MOAPA3AEIEHUS APYroMy paOOTHUKY
0 aKTy NpHeMa-nepeaayu JOKyMEHTOB U AEl.

6. KoHTposb 3a cOCTOSHMEM JENONPOU3BOICTBA B YHUBEPCUTETE OCYLIECTBISAETCS
OopraHamMy apXMBHOIO Ji€Jla M JEJIONPOU3BOJCTBA, TOCYIAPCTBEHHBIMU APXUBHBIMU
YUPEXKACHUSAMU U BBIILIECTOSIIMMU OpraHU3alusIMH.

IJTABA 2
JJOKYMEHTHUPOBAHUE VIIPABJIEHUECKOU JEATEJIBHOCTU
7. JIOKyMEHTUPOBAHUE YMNPABICHYECKON JCITEIbHOCTH 3aKJIIOYACTCS B CO3JIAHUH
YOPaBIICHYECKUX JTOKYMEHTOB — (DHUKCAlluu Ha MaTEPHAIBHBIX  HOCHUTEISIX

YIOpPaBIECHYECKUX JIEUCTBUUA 1O YCTAaHOBJEHHBIM TMpaBwiaM. JlOKyMeHTHUpOBaHUE
YIPaBIECHYECKON JEATEIbHOCTH MOXET OCYILECTBISATHCS KaK PYKOMUCHBIM CIIOCOOOM,
TaK ¥ C MOMOIIbI0O TEXHUYECKUX CPEACTB. YNPaBICHUECKUE JTOKYMEHTHI MOTYT OBIThH
3a(UKCUPOBAHbl KaK HAa OyMa)KHOM, TaK U Ha AJIIEKTPOHHOM HOCHTele (JJOKYMEHTHI B
AIIEKTPOHHOM BHJIE€, B TOM YHUCJIE DJIEKTPOHHBIEC JOKYMEHTHI).

JIOKyMEHTBI B OJJICKTPOHHOM BHJI€ MOTYT TPUMEHATHCS BO Bcex cdepax
NEATeNIbHOCTH, TJE WCIOIB3YIOTCS MPOrPaMMHBIE, MPOrPAMMHO-TEXHHUUYECKUE U
TEXHUYECKHUE CPEJICTBA, HEOOXOUMBIE ISl CO3AaHus1, 00paOOTKU, XpaHEHUsI, TepeIadunt
U TipueMa UHPOPMAIINH B AIEKTPOHHOM BUJIE.

TpeboBaHusi K JOKyMEHTaM B OJJIEKTPOHHOM BHUJE pPAacCIpOCTPAHSIOTCA Ha
AIIEKTPOHHBIE JIOKYMEHTBI, €CIIdi HMHO€ HE MPEAyCMOTPEHO 3aKOHOAATEIHLCTBOM 00
AIIEKTPOHHBIX JOKYMEHTAX U 3JIEKTPOHHOU U(PPOBOI TOITUCH.

CoctaB  JOKYMEHTOB, O0Opa3ylolIUXCs B  JICSITEJIbHOCTH  YHUBEPCUTETA,
ONpENENACTCS €ro KOMIETEHIUEH, KPYroM YMOpaBiIeHUYECKUX (YHKIHUM, MOPSIAKOM
paspelieHusi BOMPOCOB (€IUHONIMYHBIA UIN KOJUIETUANIbHBIN), 00BEMOM U XapaKTEPOM
B3aMMOCBSI3€M MEX1y OpraHU3alUsIMU OJTHOTO WJIU Pa3IMYHBIX YPOBHEU yIIpaBICHUS U
T.II.

IOpuanyeckuM OCHOBAaHHMEM CO3[aHUSI  OPraHU3ALMOHHO-PACIIOPSAIUTEIbHBIX
JIOKYMEHTOB B JIEITEIIbHOCTH YHUBEPCUTETA SIBIISFOTCSL:

AKThI 3aKOHOAATEIbCTBA;

pelIeHus Cy/10B;

IPENUCAaHNsI TOCYIapPCTBEHHBIX OPTraHOB U JOHKHOCTHBIX JIUILL;
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NIOPYYEHUS BBIIECTOAINX OPTraHU3aLNN;

OCYIIECTBJIECHNE  WCHOJHUTEIBHOM M  OPraHW3alMOHHO-PACIOPSAUTEIBHON
JESATENBHOCTH B LEJSX BBINOJHEHUS YHUBEPCUTETOM BO3JIOXKEHHBIX HA HEr0 (DyHKLUN
Y 327124 B COOTBETCTBHUHM C €70 KOMIIETEHIIUEH.

8. VYHuBepcuTreT HajleJdeH [paBOM IpPUHHMMATh  (M37aBaTb) TOJNBKO  T€
pacrnopsiAuTeIbHbIE TOKYMEHTHI (IPUKa3bl, paCOPsHKEHNUs ), KOTOPBIE MTPEyCMOTPEHbI
3aKOHOZAATENILCTBOM, YCTABOM WJIH ITOJIOKEHUSMU O HUX.

9. COBMECTHBIE  paCHOPSAAUTENbHBIE JOKYMEHTBl OPTraHM3alMi, W3AAI0MINX
OJIMHAKOBBIE BUJbI JOKYMEHTOB, U3JAIOTCS B COOTBETCTBYIOLIEM BHUAE. COBMECTHBIE
pacropsiAuTENbHbIE  JTOKYMEHTBl OpraHHW3alyid, W3JAI0UIUX pa3JIMYHbIE BHJIBI
JOKYMEHTOB, IIPUHUMAIOTCS B BHUJE PEIICHHs, KOTOPOE€ HMEET IPABOBYIO CHILY
pacCHOpPAIUTENBHOTO JOKyMEHTa Ui KaKJIOM OpraHu3aly{, IPUHSABIIEH OTOT
JOKYMEHT.

10. Xom oOcyxaeHusi BOINPOCOB Ha 3acelaHUsX, COBEUIAHUAX, COOpaAHUSX,
KOH(EpEeHLMIX, JEIOBbIX BCTpeyax (fanee — 3aceqanusi) (GUKCUPYETCsl B IPOTOKOJIAX.

Pemrennsi, npuHATBIE HA 3aceJaHUM KOJUIETHAJIBHOTO OpraHa, HMMEIOIIETO

COBeLaTeNbHble (YHKIMH, KaK MPAaBUIO, NPOBOJATCA B IKU3Hb IPUKA30M
(pacnopsKEHHEM) PpEKTOpa YHHMBEpCUTETa JUOO IIyTeM YTBEPKIACHUS PEKTOPOM
YHUBEPCUTETA IIPOTOKOJIA 3aCEAAHUS.
11.  VYHuBepcuTeT BeNET MNepenucky ¢ MUHHUCTEPCTBOM OOpa30BaHUS W HayKu
Kbipreizckoit  PecnyOnuky, Kak — BBIIIECTOSIIEH — opraHu3alueld, CTOPOHHUMU
OpraHu3alysAMH, TPakJIaHaMU, B TOM YHCJIC NHIUBUAYAJIbHBIMU IPEANPUHUMATEISIMH,
B LIEJISIX BBIIOJIHEHUS MOCTABIEHHBIX MEPEN HUM 3a1a4 U pealin3alid BO3JI0KEHHBIX
Ha Hero (PyHKIUH.

Ilepenncka MeXay CTPYKTYpPHBIMM IIOAPa3[EICHUAMH YHUBEPCHUTETA, 34
VCKIIFOUEHUEM TEPPUTOPUAIIBHO YAAJIEHHBIX MOAPA3AEICHUN, 3apeIaeTCs.

12. VYHuBepcuTET Ha OCHOBAHMM HOPMAaTHBHBIX ITPABOBBIX AKTOB, ONPEICIAIOIIMX
X 3aJaud U (PYHKOHMM, U30AeT (COCTABISAET) TAaKXKE IUIaHbl, OTYETHI, JTOKJIAIHBIC
3aMUCKH, CTIPABKH, aKThl U IPYTHE YIIPABICHYECKUE JOKYMEHTHI.

13. IlpaBo wu3maHus (NPUHATHS) JOKYMEHTOB, HMX IIOJANUCAHUS, YTBEPXKICHUS,
coIviacoBaHUsl (BU3MPOBAHUs) 3aKpeIUIsieTCs B YCTaBE YHHUBEPCHUTETA, MOJOXKEHUSIX O
CTPYKTYPHBIX MOJpPAa3IEICHUSIX, NOHKHOCTHBIX HMHCTPYKLIMSX PAOOTHUKAM U UHBIX
JIOKAJIbHBIX MPABOBBIX aKTaX YHUBEPCUTETA.

14. TlogroroBka [OKyMEHTa BKJIIOYAE€T COCTaBIE€HHE U O(OpMIIEHHE MPOEKTa
JIOKYMEHTA, €ro MOANUCaHue, MpU HEOOXOIMMOCTH — COIVIACOBAaHME (BU3MPOBAHUE),
YTBEPKJICHHUE.



[Ipu moaroroBke u 0HOpPMIICHUH TOKYMEHTOB HEOOXOJMMO COONIONATh MIPaBHUIIA,

o0ecrneynBarollre PUINIECKYI0 CHITy JOKYMEHTAa, ONEPATUBHOE U KAYE€CTBEHHOE MX
UCIIOJIHEHUE U TIOHCK.
15. Jlna cokpaileHusi KOJM4ecTBa MPUMEHSEMbIX (OpPM JOKYMEHTOB YHHUBEPCHUTET
UCTIONB3yeT  yHU(UIMPOBaHHBIE  (HOPMBI  JOKyMEHTOB  (mamee — YOI,
MPE/ICTABISAIONINE COBOKYMHOCTh PEKBU3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBUU C
pemaeMbiMi B JaHHOW cdepe MeAaTenbHOCTH 3aJadyaMu U PACIONIOKEHHBIX Ha
HOCHTENE HHPOPMALIUU B OIIPEACIIEHHOM MOPSIIKE.

YOIl Brmouarorcss B «Tabenb yHUGUUUPOBaHHBIX (OPM  JTOKYMEHTOB
YHUBEPCUTETA» — INEPEYEHb PAa3pelICHHbIX K NPUMEHEHUI0 (QOpM TOKYMEHTOB,
HEOOXOIMMBIX M JOCTaTOYHBIX I peanu3aiuu (QyHKUMA M 3a7a4 yHpaBiIeHUYECKOU
NESATENBHOCTH C OTPAXXEHUEM OCHOBHBIX ATAllOB HX MOATOTOBKH W MPOXOXKIACHUS
(manee, eciu HE OMpeIeNICHO UHOE, — Ta0eJh).

TaGenp pazpabareiBaeTcs ¢ y4eToM crienupuKU ACSITEIbHOCTH YHUBEPCUTETA U
KOHKPETHBIX 3a/1a4, KOTOpPbIE pelIatoTcs mpu pa3zpaboTke Tadens mno ¢popme CoriacHO
npwiokeHuto 1. Ilpu HeoOxomumocTH Tabenb MOXKET ObITh JTONOJHEH TIpadamu
«3aroyioBOK 10 HOMEHKJIAType Je», «JJOKyMEeHTHI 110 Bompocam», U JIp.

Tabenw yTBep:kmaeTcss peKTopoM yHuBepcutera. Paspaborka, Benenue tabdens u
KOHTPOJIb 32 €r0 MPUMEHEHHUEM OCYIIECTBIISIIOTCS KaHIIETSIpUEH.

JlIokyMeHTBI B Tabeine MOTYT OBITb CHCTEMAaTU3UPOBAHBI IO CTPYKTYPHBIM
NOJPa3IeICHUAM WK 10 GYHKIMSIM U 33]a4aM yIpaBICHHUS.

16. Jns npumaHust JOKYMEHTY HOPUAUMYECKONM CHJIbl HEOOXOIUMO HaJIU4uue
CIIEYIOUINX 00s13aTENIbHBIX PEKBU3UTOB:

HAaUMEHOBAHUE YUPEXKICHUS — aBTOPa;

JaTa JOKYMEHTA;

pEruCcTpalvOHHBIN HHJIEKC;

HOJIHUCH.

JUist  OTHENBHBIX BHUJIOB JOKYMEHTOB JIONMOJHUTEIBHBIMH  PEKBU3UTAMHU,
OPUAAIOIMIMME UM  OPUIAUYECKYIO CHIY, SBISIOTCS Tpud yTBEPXKICHUS, Te4YaTh,
OTMETKA O 3aBEPEHHUH KOIIUHU.

17.  JlokyMeHTBl AOMAKHBI O(QOpPMIATHCS Ha OJAHKaX U HMMETh YCTAHOBJICHHBIM
KOMILJIEKC 0053aTeNIbHbIX PEKBU3UTOB U CTAOMIIBHBIN OPAJIOK UX PACIIOIOKEHHUS.

JIOKyMEHTBI B JJIEKTPOHHOM BHJI€ O(QOPMIISIIOTCA B TMOPSAKE, YCTaHOBICHHOM
nyHkToM 207 HacTodieit MUHCTpyKUMH.

OtnenbHbIE JOKYMEHTHI (BHYTPEHHHE JOKYMEHTBI CTPYKTYPHBIX MOJpa3IeICHUN,
COBMECTHBIE JOKYMEHTBI M Jp.) JOIMycCKaeTcs oQopmiATh HE Ha OjaHKax, HO C
00s13aTeIbHBIM BOCIIPOU3BEACHUEM COOTBETCTBYIOIINX PEKBU3UTOB.
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IIpn odopmiieHMH THCEM, CIPABOK W JPYTHX CIPABOYHO-MHOOPMAITMOHHBIX
JIOKYMEHTOB JOMYCKAETCsl UCIOJIb30BaTh YIIIOBOW IITaMI YHHUBEPCUTETA.

[Tpu pykonucHoM 0OpPMIIEHUH JOKYMEHTOB COCTaB M PACIOI0KEHUE PEKBU3UTOB
JIOJDKHBI  COOTBETCTBOBATh COCTaBy M PACHOJIOKEHUIO PEKBU3UTOB JIOKYMEHTOB,
0hOPMIISIEMBIX C MTIOMOIIBI0 TEXHUYECKUX CPEJICTB.

18.  Kaxaplil JUCT NOKYMEHTa JOKEH MMETh MoJjs: jJeBoe — 30 MM; mpaBoe — HE
MeHee 8 MM; BepxHee U HUKHee — He MeHee 20 MM.

[Tonst ¢ yka3aHHBIMU XapaKTEPUCTUKAMU JIOJDKHBI OTOOpaXaThCs TMPU BBIBOJE
JOKYMEHTa B JJIEKTPOHHOM BHJE Ha YCTPOHCTBO OTOOpaK€HHUS U HA OyMakKHBIN
HOCHTEb.

I'JTABA 3
BJIAHK JOKYMEHTOB. VYIJIOBOU LLITAMII

19. bna"k JoKymMeHTa — CTaHAAPTHBIA JUCT OyMard ¢ BOCIPOM3BEICHHOM HA HEM
MOCTOSTHHOM MH(OpMalue T0KyMEHTa U MECTOM, OTBEICHHBIM JIJISI IEPEMEHHOM.
20. Ha OmaHkax W3roTaBIMBAETCS TOJBKO TEpBas CTpaHHUIA JOKYMEHTa, IS
V3TOTOBJIEHHS TMOCJIEAYIONIUX CTPAHUIl MCMOJIB3YIOTCS CTaHAAPTHBIC YHUCTHIE JIMCTHI
Oymaru.
21. VYcranaBnauBaeTcs JBa BHUJa OJIAHKOB, pa3padaTbhiBa€MbIX B COOTBETCTBUU C
roCyAapCTBEHHBIM CTaHAAPTOM

(<YHI/I(1)I/IHI/IpOBaHHBI€ CUCTEMbI NOKYMCHTAIIUU . Cucrema

OpraHu3alMOHHO-PACTIOPSIIUTENLHON JTOKyMeHTauu. TpeboBaHus K O(OpMIIEHHIO
JIOKYMEHTOB», YTBEPKJICHHBIM IOCTaHOBJIEHUEM [0OCyqapCTBEHHOIO KOMHUTETa IO
CTaHJapTU3AIIN OnmaHK JJIs1 TMChbMa U

o0t OJIaHK.

[Ipy U3roTOBIEHUU KOHKPETHOTO JIOKYMEHTA Ha3BaHME €ro Buja (KpoMme MrchMa)
HAHOCUTCS Ha OOIIMM OJJaHK C TOMOIIBI0 TEXHUYECKUX CPECTB.

Ha ocHoBanuu o6miero 01aHKa MOTYT M3TOTaBIMBATLCS OJIAHKW JIJISI KOHKPETHBIX
BHUJIOB JOKYMEHTOB (IIPUKA30B, PACTIOPSDKCHHM, MPOTOKOJIOB W Jap.). M3roTomneHue
OaHKOB IS KOHKPETHBIX BHJOB JIOKYMEHTOB II€JIeCOOOpa3HO, €ClIi HX 00beM
npespimaer 200 JOKyMEHTOB B TOI.

22. TIlpu pa3paboTke OJIAHKOB JOKYMEHTOB HCIOJB3YIOTCS CTAHAAPTHBIE JIUCTHI
oymaru popmaroB A4 (210 x 297 mm).

Bri6op dopmara GrmaHka pu M3TOTOBJICHHH JOKYMEHTA 3aBUCHT OT XapakTepa H
o0beMa TeKCTa.

JIOKyMEeHTHI, UMEIoIe He 0oJiee MATH—CEMU CTPOK TEKCTa MOTYT odopmiisieTcs
Ha jauctax ¢popmara AS (148 x 210 mm).
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23. Ha GnaHk [j1s TUChMa HAHOCSATCS PEKBU3UTHI:

aMOJIEMa yUpeKACHHUS;

HAaMMEHOBAHUE BBIIIECTOSAUIEH OpraHU3aluu;

HAaUMEHOBAHUE YUPEXKICHHUS;

IIOYTOBBIN aJPEC YUPEIKIACHUS;

KOMMYHUKAIIMOHHBIE U KOMMEPYECKHUE JTaHHBIE.

Ha Onank ang muceMa HAHOCSTCS OrPAHUYUTEIbHBIE OTMETKM WM JIMHUU IS
PEKBU3UTOB:  Jara  JOKYMEHTa, PErMCTPAlMOHHBIM  MHAEKC, CChLJIKa  Ha
PEruCTPALIMOHHBIN UHAEKC U JIaTy BXOASIIETO TOKyMEHTA.

24, Ha oOmuii OGnaHK HAHOCATCS PEKBU3HTHIL:

b

HAaMMEHOBAaHUE BBIIIECTOSAUIEH OpraHU3alvy; HAUMEHOBAaHUE YUYPEXKICHHUSA, MECTO
COCTAaBJICHUS WM U3aHMUSL.

Ha oOmmii OnaHK HAaHOCATCS OrPaHUYUTENbHBIE OTMETKM W JIMHUM JUIS
PEKBU3UTOB: JaTa TIOKyMEHTA, PErUCTPALIMOHHBINA UHIEKC.

Hns opopmiieHust pexBusura «Ha3BaHue Buaa IOKyMeHTa» Ha oOuieM OriaHke
OTBOJUTCSL CBOOOJHOE MECTO MeXay pekBu3uTamu «HammeHoBaHUE yupexIeHUs» U
OTPaHUYUTENIbHBIMU JIMHUSAMU JIJIs1 pEKBU3UTOB «JlaTa JOKyMeHTa» U
«PeructpanOHHbBIN HHIEKCY.

25. bnaHkHM TOKYMEHTOB pa3palaThIBalOTCS Ha OCHOBE MPOJOJIBLHOTO WM YIJIOBOTO
BapUaHTa PACIONOKEHHS] PEKBU3UTOB.

[Ipu ymioBoM BapuaHTE PEKBU3MUTHI OJaHKA PACIIOIAralOTCsi B BEPXHEM JIEBOM
yriy. MakcuManbHasi JUIMHA CTPOKM PEKBU3UTOB OJlaHKA HE JOJKHA MPEBbIIATh 73
MM.

[Ipy nponoibHOM BapuaHTE PEKBU3UTHI OJaHKa pacHojararoTCs MOCEpPEANHE
JUCTa BAOJb BEPXHEro MoJyid 0e3 OrpaHHyYeHUs] Pa3MEpoB IO TOPU3OHTAIU, HO C
cOOI0IEHHEM YCTAaHOBJIEHHBIX Pa3MepPOB MOJIEH.

26.  PexBu3uthl O1aHKa pacroiaratoTcs HEHTPOBAaHHBIM WIH (DIaroBbIM CIIOCOOOM.

[Ipu neHTpoBaHHOM cHoco0e Hayalo W KOHEI] KaXIOW CTPOKU PEKBU3UTA
LUTUPYIOTCS, TO €CTh PABHOYAAJIEHBI OT I'PAHHUIL 30HBI PACTIONOKEHHS PEKBU3HUTOB.

[Ipu ¢dnaroBom cnoco0e Kaxaas CTpOKa PEKBU3UTAa HAYMHAETCA OT JIEBOU
IPaHUIIbI 30HBI PACIIOJIOKEHUS PEKBU3UTOB.

27. Ilpm HeoOXoAMMOCTU Ha OJaHK MOTYT HAHOCUTBHCS OTPAHUUYUTENIbHBIE OTMETKU
JUIS TIOJIEN M OTZIEIbHBIX PEKBU3UTOB B BU/JIE YTOJIKOB U JIMHUH. JlomyckaeTcss HAHOCUTD
Ha OJTaHK OTMETKH TSl (abIIOBKU U TPOOUBKHU OTBEPCTHUH JIBIPOKOJIOM.

28.  Ilpu co3nanuu OlaHKa HA HECKOJIBKUX SI3bIKAX PEKBU3UTHI OJIaHKA JTOJIKHBI ObITh
IpOAYOIIMPOBAHBI HA ATUX SI3bIKAX.



B yHuBepcurere OnaHK Ui NHCbMa H3TOTABIMBACTCS C  IPOIOJIBHBIM
PacCIOJIOKEHNEM PEKBU3UTOB Ha JIBYX SI3bIKaX.
29. OcoOEHHOCTH M3rOTOBJIECHUS M HCIOJb30BAaHUS OJIAHKOB JOKYMEHTOB C
uzobpaxkenueM locynapcrBeHHoro rep6a Ksiproizckoit PecnyOnmuku perynupyrorcs
aKTaMHU 3aKOHOJIaTENIbCTBA.
30. VYmioBod mTamMn MpPOCTAaBISIETCA B JIEBOM BEPXHEW 4YacTU MEpPBOrO JIMCTA
JOKYMEHTA.
31.  CocraB pEKBU3WTOB YIJOBOIO INTaMmma, IMOPSAOK HMX pPa3MEIICHUS W
oopmiieHHsI JOJDKHBI  COOTBETCTBOBATh  COCTaBY, MOPSJAKY pa3MElIeHUus U
oopmIIeHHs] pEeKBU3UTOB OJIaHKa.
32. Pa3mep yIvIOBOIO IITamIia HE JIOJDKEH MPEBBIIATH (1151 IWTAaMIOB

¢ m3obOpaxkennem [ocynapcrBenHoro repba Keipreizckoit PecnyOnuku winu smMOi1embi)
WK 55 MM (1151 rramMmnoB 0e3 n300paxkeHus

TocynapctBennoro rep6a Keipreizckoit PecyOnuku uiiv 5MOI€Mbl) 0 BEPTUKAIIH.

['JIABA 4

O®OPMIJIEHME PEKBU3UTOB JJOKYMEHTOB
33. Ilpu mnoaroroBke M OQOPMIEHUU JOKYMEHTOB MCHOJIB3YIOTCA PEKBU3HTHI,
COCTaB U MOPSAJIOK PACHOJIOKEHUS KOTOPBIX YCTAHOBJIEH

34.  PexBusur «locynapctBeHHblIi rep6 Kbipreizckoit PecrmyOnukm.

N3o6paxkenue T'ocymapcrBenHoro rep6a Keipreizckoii PecryOnuku momerniaercs
Ha OnaHKax JOKYMEHTOB M YIVIOBBIX IITaMIax TOCYIapCTBEHHBIX OPTaHOB U HMHBIX
rOCyIapCTBEHHBIX opranm3anuii. HerocymapcTBeHHbIE OpraHu3alii MOMELIAIOT
nzoopaxenue locymapctBenHoro repoa Keipreisckoii PecnyOnuku Ha OnaHkax
JOKYMEHTOB M YIJIOBBIX IITamImax, €CId TakKoe NpaBO TPEAOCTaBIEHO UM B
COOTBETCTBHUH C 3aKOHOJATEIHLHBIMU aKTaMHU.

N3o6paxxkenue [ocymapctBennoro rep6a Koipreizckoit PecnyOnuku Ha OnmaHkax
pacroyiaraeTcsi B IleHTpe BepxHero nois. Jnamerp uzoOpaxenus — He 6osee 17 mm.
35. PexBuzut «OMbiemMa yupexIeHUs»

OMbnemMa yHUBEpPCHTETa 3apEeTUCTPUPOBAHHAs B YCTAHOBICHHOM 3aKOHOM
MOPSIZIKE, TI0 YCMOTPEHUI0 YHUBEPCHUTETA MOMEIaeTcsl Ha OaHKax Ha JIEBOM IOJIe Ha
ypoBHe pekBu3uTa «HammeHnoBanue yupexaeHus» («HarmeHoBaHMe BbIIIECTOSIIEH
OpraHu3aliu»), €ecld B IEHTPEe BEPXHEro IMOJisi TMOMEHIEHO H300paKeHue
TocynapctBennoro rep6a Keipreizckoit Pecmyonuku.

Ha Omamkax pmokymeHTOB 0e3 wu300paxkeHuss locymapcTBeHHOro repba
Ksipreizckoii PecniyOnuku smbnema mnomermiaercss Ha BepxHeM mnoje Omanka. [lpu
MIPOJIOJILHOM PACIIONIOKEHIH PEKBU3UTOB 3MOJIeMa MOMEIIAeTCsl B IIEHTPE BEPXHETO
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nojs OnaHka, MPU YIIOBOM — HAaJl CEpeauHON CTpoku pekBusuTa «HanmeHnoBaHue
yupexaeHus» («HauMeHoBaHME BBIIECTOSALIEN OpraHU3aLUN» ).
36. PexBusur «Kon yupexaeHus».

Kon ydpexneHus mpocTaBisieTcss Ha BEpXHEM IIOJIE CIIpaBa Ha IMEPBOM JIUCTE

JOKYMEHTA.
[IpocTaBisioT koj Mo obmerocyapcTBeHHOMY Kiaccudukaropy Keipreizckoi

Pecny6nuku «}Opunuueckue nuua u

VH/INBU]TyaJIbHbIE NPEANPUHUMATEIIN, YTBEPKIACHHOMY  IMOCTaHOBIICHUEM

Komurera mno crangapTu3anuu, METPOJIOTUU U cepTUUKATUN

Heo6xomumocts mnpocraBiaenus koma OKHKOJIII wa Omankax ompenensercs
YHUBEPCUTETOM.
37.  PexBusutr «Kox nokymeHTa».

Kom mokymMeHTa TIpOCTaBISIETCS HAa BEpXHEM II0Jie CIpaBa IO  KOJOM
YHUBEPCHUTETA.

[Ipu cocraBieHnr KOHKPETHBIX JOKYMEHTOB KOJI MPOCTABJISETCS HA TE€X U3 HHUX,
yHUGUIIUPOBaHHBIE  (OPMBI  KOTOPBHIX  BKJIIOUYEHBI B  OOMIEroCydapCTBEHHBIN
KJaccudurarop Keiprezckon PecniyOnuku

«YHUQUIMPOBAHHBIE JTIOKYMEHTBD», YTBEP)KICHHBIM NocTaHOBiIeHHEM Komurtera mo
CTaHJapTU3alM1, METPOJIOTUH U cepTUUKai MUHHUCTEPCTBA 00pa30BaHUs U HayKU
Keipreizckoit PecryOimku ot

Heob6xoaumocTh nmpocTaBieHus Koja JOKYMEHTa ONPEEseTCsl yHUBEPCUTETOM.
38.  PexBusut «HanMeHOBaHME BBILIECTOSIIEH OpraHU3aIIUN».

[Ipy Hamuuuu BBIMIECTOSINIEW OpPraHU3AMU HA JOKYMEHTaX YKa3bIBacTCs €€
MOJIHO€ O(UIIMAIBHOE HAaWMMEHOBAHUE, 3aKPEIJIECHHOE B YCTaBe BbIIECTOSIIEH
OpraHu3aliy WIH MOJIOKEHUH O HEM.

HanmeHoBaHME  BBIIECTOSAIIEH ~ OpPraHU3alMM  yKa3bIBAa€TCA  HA  BCEX
OpPraHU3alMOHHO-PACIOPSIANTENBHBIX JIOKYMEHTAaX, 3a MCKIIOUEHHEM BHYTPEHHUX
WH()OPMAIIMOHHO-CIIPABOYHBIX ~ JIOKYMEHTOB  (CIIPAaBOK,  JOKJIQJHBIX  3aIHCOK,
3asiBJICHUM, MPEJCTABICHUH U JIp.).

39.  PexBusur «HanmeHOBaHHE yUPEKICHUNY.

HanmMeHnoBanue yupexaeHus 0003Ha4aeT aBTopa JOKYMEHTa, KOTOPbIM SIBIISETCS
IOPUINYECKOE JIUIIO, CO3ABIIIEE IOKYMEHT.

HaumenoBaHue ydpexIeHUsI yKa3bIBAETCSA B TOYHOM COOTBETCTBUM C YCTABOM,
noyioxkeHueM o HeM. COKpallleHHO€ HAMMEHOBAHUE YUPEKICHUS MOKET YKa3bIBATHCS B
TE€X CIy4asX, KOIJla OHO 3aKPEIUIEHO B YUYPEIUTEIbHBIX JOKYMEHTAaX YUYpPEKICHUS.
CokpallleHHO€ HauMEHOBAaHHUE TTOMEIIAETCS HIKE MOJTHOTO M 3aKJIFOUAETCSl B CKOOKH.
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JIOKyMEHT, MOATOTABIMBAEMbIi COBMECTHO JBYMsS H 0Oojee OpraHU3aIHsIMU
(yupexxnenusimu), oQopmisieTcss Ha UYHMCTOM  CTAHJIAPTHOM JIHCTE  OyMmarw.
HaumenoBanusi opranuzanuii (y4pekJIeHHUM) pacroiararoTcsi B COOTBETCTBUHM C HX
MOJIHBIMU O(UITMATFHBIMA HAUMEHOBAaHUSMHU B BEPXHEW YacTH JOKYMEHTa Ha OJHOM
YPOBHE.

Hamnpuwmep:
VYupexaenue [maBHOE ympaBieHHEe MHUHHCTEPCTBA 00pa30BaHUS
00pa3zoBaHus u HayKu KsIpreizckoit PecnyGimuku
«Mex1yHapOqHBIH
MEOULINHCKUN
YHUBEPCHUTETY

IIpy  cucTteMaru4ecKOM  IOATOTOBKE  COBMECTHBIX  JIOKYMEHTOB  MOMKET
M3TOTaBIIMBATHCS COOTBETCTBYIONIUI ONIAHK C YKa3aHWEM HaMMEHOBAHHUM OpraHU3aIiuit
(YupexxaeHuit), CO31aIINUX JOKYMEHT, B TOM YMCJIE Ha OJTHOM SI3bIKE.

40. PexBusut «HanmeHoBaHHE CTPYKTYPHOTO MOAPA3AEIECHUD.

HanmeHoBaHME CTPYKTYpPHOTO MOAPA3AECICHUS YKA3bIBAETCS HA JOKYMEHTE B TOM
cllyyae, €CJIM JOKyMEHT U3/1aeTcsl (COCTaBIAETCS) OT UMEHH 3TOTO MOAPAa3IeIEHUS.

41. PexBuzut «I1o4TOBBII ajipec OTIIPABUTEIIS.

[ToutoBblii anpec ornpaBuTenss 0GOPMIISIETCS B COOTBETCTBUM C JEHCTBYIOIIUMU
IIPaBWJIAMH OKa3aHMS yCIIyT IOYTOBOM CBS3H.

Hamnpumep:

42. PexBu3nut «KoMMyHUKaIIMOHHBIE 1 KOMMEPUYECKUE JAHHBIEY.

KoMMyHMKanMoHHbIE AaHHBIE (HOMepa TeneQoHOB, Tenedakca, opUIHAIBHBINA
aZipec HJIEKTPOHHOM MOYTHI) MOMELIAIOTCS HUXKE IOYTOBOIO ajipeca OTIPABUTEINS.
['pynnsl nudp B HOMepax TeneoHOB AePHCOM WK APYTUMU 3HAKaMU IPETIUHAHUS HE
paszernsaroTcs. [Ipyrue cBeieHns yKa3bIBaKOTCA 10 YCMOTPEHUIO YHUBEPCUTETA.

KommMmepueckne paHHbIE BKIIOYAOT HOMEpP PACYETHOIO CUETa, HAaNMEHOBAHUE
OaHKa M Tak JaJiee U PaclojaratoTcsi HUKe KOMMYHUKAIMOHHBIX JAHHBIX.

43. PexBusut «Ha3zBanue Buaa TOKyMEHTa.

Haspanue Buzga [OKyMEHTa ONpPENENACTCA €ro Ha3HAYCHWEM U JIOJDKHO
COOTBETCTBOBATh KOMIIETEHLIMM YHUBEPCUTETA, COACPKAHUIO JTOKYMEHTUPYEMOIO
yIpaBIeHUECKOro ACHCTBUS, a Takxke Tabento. Ha miucbmax Ha3zBaHue BUAA JOKYMEHTA
HE yKa3bIBaeTCA.

Ha3Banue Buja 10KyMeHTa nedyaraeTcs NponuCcCHbIMU OyKBaMU 0€3 pa3psiaKu.
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[Ipu wucnonp30BaHUM OOIMKMX ONAaHKOB C MPOAOJIBHBIM  PACIOIOKEHUEM
PEKBU3UTOB Ha JIBYX SI3bIKaX Ha3BaHHUE JOKYMEHTA [1€4aTaeTCs Ha IByX SI3bIKaX.

44. PexBuzur «/lara nokymenra». OdopmiieHne 1aT B TOKyMEHTaX.

JlaToili JOKyMEHTa SBIS€TCS Jara €ro MoAnucaHus (IpuKa3, pacHopsbKEHUE,
IUCbMO U JIp.) WIN COOBITUS, 3a(pUKCUPOBAHHOTO B JOKYMEHTE (IIPOTOKOJI, aKT), JUIs
JOKYMEHTa, MPUHUMAEMOT0 KOJUIETHAIbHBIM OpPraHoM (TIOCTaHOBJICHUE, PELICHUE), —
Jara €ro NpPHUHATHS, M YTBEPXKIAEMOro JOKyMEHTa (IUIaH, OTYET, MHCTPYKLUS,
MOJIO’KEHUE U JP.) — JaTa YTBEPKICHHUS.

JlaToli COBMECTHOTO JOKYMEHTa Ha OyMa)KHOM HOCHUTEJIE SIBISIETCSl JlaTa €ro
MOAITMCAaHUS MOCIIETHEN OPraHU3alluEN.

[Tpu noAroToBKe MpOEKTa JOKYMEHTA JOIYCKAETCs MeYaraTh TOIbKO 0003HAYECHMS
Mecsla ¥ roja, J€Hb MeCsLa MPOCTAaBISIETCS JOHKHOCTHBIM JIUIIOM, TOJINCHIBAIOIIUM
WIN YTBEPKAAIOIIUM JTOKYMEHT.

JlaTbl moanucaHus, YTBEPKIACHUS, COIIACOBAHMS, a TAK)KE J1aThl B PEKBU3UTAX
«Texkct», «Ccbllka Ha PErUCTPAMOHHBIA HMHIEKC W JaTy BXOMSILErO JOKYMEHTa,
«Pezomonusy, «Buza», «I'pud npunoxenus», «OTMETKa 0 HAIMYUU MPUITIOKEHUSY,
«OT™MeTKa O TOCTYIUIEHUM (PETHCTPALMOHHBIA IITaMI BXOJAIIMX JOKYMEHTOB)Y,
«OTMeTKa 00 HCIOJHEHUM JOKYMEHTa M HaIllpaBIIEHUU €ro B Jenoy», «OTMeTka o
3aBepeHUH Komum»  OQOPMIIAIOTCS  ITUGPOBBIM  CIIOCOOOM. DJIEMEHTHI  JIaThl
yKa3plBalOTCs  apabckumu  nudpamMu B OIHONM  CTPOKE B CIEAyHOIIEH
MOCJIEI0BAaTENIbHOCTH: J€Hb Mecsla, Mecll, rof. JleHp mecsa u mecsi ohopMiIsieTcs
JIBYMsI MapaMu apaOCKuX HUQp, pa3aeNeHHbIMA TOYKOM, IOl — YEThIPbMSI apaOCKUMU
nuppamu.

Hampumep: 20.01.2020

[Ipu odopmieHun Aar B JOKYMEHTax, COJEPXKAIIUX CBeIEHUS (UHAHCOBOTO
XapakTepa, JOMYCKaeTCs WCIOIb30BaHUE CloBecHO-M(ppoBoro cmocoda. [Ipu
UCIIO0JIb30BaHUM CJIOBECHO-IIM(POBOTO criocoda JAeHb Mecsa oopmisieTcs: apadbCckoit
uudpoit (ot 1 10 9) mnu nmapoit uudp (ot 10 go 31), Ha3BaHUE MecsIa — NPOIUCHIO,
roJl — YeThIpbMs apaOCKUMU U pamMu, Mocie KOTOPbIX CTaBUTCS OYKBa «I» C TOUKOM.

Hanpuwmep: 10 mapra 2020 .

JlaTbl B HOPMAaTHBHBIX IPABOBBIX aKTax OPOPMIISIIOTCSA B COOTBETCTBUU C 3AKOHOM
Ksipreizckoit Pecryonuku «O HOpMaTUBHBIX MPABOBBIX aKTax».

45. PexBu3UT «PeructpaimoHHbIA HHAEKC).
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PeructpanoHHbIi HHAEKC CO3J1aBAEMbIX U MOJYyYa€MbIX JOKYMEHTOB COCTOUT M3
MOPSIZIKOBOTO PETHUCTPALIMOHHOTO HOMEpPA, KOTOPBI MOXET OBITh JOIMOJHEH WHJIEKCOM
10 HOMEHKJIAaType A€, UHJIEKCOM MPUMEHSIEMOro kinaccudukatopa (KOppecrnoHI€HTOB,
BOIIPOCOB JEATEIbHOCTH U T.JI.) U APYTUMHU YCIOBHBIMU 0003HAUCHUSIMU.

Ha pnokyMeHTax, COCTaBIIEHHBIX COBMECTHO HECKOJbKUMHU OpraHu3alusiMu
(YupekAeHUSIMH), PeTUCTPAIIMOHHBIC UHJIEKCHI aBTOPOB MPOCTABISAIOTCS Yepe3 KOCYHO
YepTy B MOPSIKE YKa3aHUs aBTOPOB Ha IOKYMEHTE (CJIeBa HAIPaBo).

46. PexBuszut «CchUlka Ha PETUCTPALIMOHHBIM HWHIEKC W JaTy BXOJSIIErO

JOKYMEHTa.

Ccpulka Ha PErucTPAllMOHHBIA WHAEKC W JaTy BXOMSIIEro JOKYMEHTa
pacrionaraeTcst Ha OJIaHKe JJ1sl TUChbMa U BKJTF0YaeT B ce0sl perucTpalliOHHbIN HHIEKC U
JaTy JTOKYMEHTAa, Ha KOTOPBIN 1aeTCsl OTBET.

47. PexBu3uT «MecTO COCTABJICHUS WU U3JAHUI.

MecTo cocTaBieHHs WM WU3JAAHUS JOKYMEHTA YKa3bIBAa€TCS HHMXKE PEKBHU3UTOB
«/lara nokymeHtay u «PerucTpallMOHHBIM WHIEKC» HA BCEX JOKYMEHTax, 3a
HUCKJIIOYCHHUEM ITHMCEM U 3asBJICHUI.

48. PexBusut «I'pud orpaHudIeHUS JOCTYyTIa.

I'pud orpaHmdeHus IOCTyIa pacroiaraeTcs B MPaBOM BEPXHEM Yy JTOKYMEHTa
BBIIIIE PEKBU3UTOB «Anpecary, «[pud yrBepxacHus», «I pud mpumoxeHus.

49. PexBusut «Anpecar.

AJnpecataMu MOTYT SIBJISITbCSI OpraHU3allid, UX CTPYKTYpHBIE MOAPA3IACICHUS,
KOHKPETHBIE JIOJDKHOCTHBIE JIMIla, TpaxJaHe, B TOM YKCJI€ WHIWBUIyaIbHbIC
MpEANPUHUMATENH.

[Ipu aagpecoBaHuMM TOKYMEHTAa OpPraHHU3allMd €€ HAaNMEHOBAHUE YKa3bIBa€TCS B
HMEHHUTEILHOM IageKe.

Hamnpuwmep:
MuHHCTEpCTBO 00pa30BaHUS U HAYKH
Ksipreizckoii Pecyonuku

IIpn agpecoBaHMM TOKYMEHTA CTPYKTYPHOMY MOAPA3AECICHUIO B UMEHUTEIBHOM
NaZe)Ke yKa3plBACTCS HAMMEHOBAHME OpraHU3allMM, a HIWKE — HauMEHOBaHUE
CTPYKTYPHOI'O IIOJPa3ACIICHHUS.

Hanpuwmep:
Munncrepctso 3apaBooxpaneaus KP

VYIpaBiieHUE KaIpOBOM IOJIMTUKH,
YUpEKIECHUH 00pa3oBaHMs
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[Ipyu  HampaBieHUM  JOKYMEHTA  KOHKPETHOMY  JODKHOCTHOMY  JIMILY
HAaVMEHOBaHUE OpPraHU3allMH YKa3bIBA€TCS B UMEHUTEIBHOM MAJIeKe, a TOJHKHOCTh U
dbamunus aapecara — B JaTCILHOM.

Hamnpuwmep:
MunucTepcTBO 00pa30BaHMsl U HAYKH
Keipresckoii PecmyOnuku

Ha‘laHBHI/IKy YHpaBJICHUA KaHpOBOﬁ IIOJIMTHUKH

[Ipu ampecoBaHuM AOKYMEHTa PYKOBOAMTENIO OpraHU3aluu (€ro 3aMecTUTEIIO)
HAaMMEHOBaHUE OPraHU3allMK BXOAUT B COCTaB HAMMEHOBAHUS JOJIKHOCTHU aJipecara.

Hamnpuwmep:
Pekropy yupexnenus oOpa3zoBaHUs
«MexayHapoJHbIA METULIMHCKUI
YHUBEPCUTET

[Ipy HampaBneHUM JOKYMEHTa B HECKOJIBKO OJHOPOIHBIX OpPraHU3aluyd HX
HAWMEHOBAHUS YKa3bIBAIOTCS 000OIIEHHO B UMEHUTEIHLHOM TaJIexKe.

Hamnpumep:
Pecny6nukaHckue oprassl
TOCYIapCTBEHHOTO YIIPABICHUS

HpI/I HaIIpaBJICHHUHK OOKYMCHTA PYKOBOOAUTCIIAIM HCCKOJIIBKUX OAHOPOIHBIX
OpFaHI/IBaHI/Iﬁ HAaMMCHOBAHHA HUX I[OJ'DKHOCTGﬁ YKa3bIBAOTCs 0606HIGHHO B JAaTCJIbHOM
magacxe.

Hamnpuwmep:
PykoBoautesnsimM pecyOIMKaHCKUX OpPraHOB TOCYAapCTBEHHOTO YIIPaBICHHS

[TouToBBIN agpec, Kak MPAaBUIIO, YKA3bIBAETCA TOJIBLKO Ha KOHBEpTE. 110YTOBBIN
aZpec BXOIUT B COCTaB PEKBU3UTA «AJpecar» IpHU aApeCOBAaHUN JOKYMEHTA Pa30BOMY
KOPPECIIOH/ICHTY.

[ToutoBeIil ampec B pekBu3uTe «Anpecar» 0oGOpPMIISIETCS B COOTBETCTBHH C
IIpaBUJIaMH OKa3aHUs YCIIYT TOYTOBOU CBSA3HU.

Hamnpuwmep:
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VYupexaenue o0pa3oBaHus
«MexyHapoaHbIi
MEMIIMHCKUA YHUBEPCHUTETY

yn.UcakeeBa, 32/2
Ha AOKYMCHTAX, HAIIPABJIICMBIX ITIOCTOSHHBIM KOPPCCIIOHACHTAM, OpraHU3alHuAM
CBOEH CHCTEMBI, aJpec JOMyCKAaeTcss He NPOCTaBiIATh. JlJIs OTMPaBKU TaKUX
AOKYMCHTOB MOI'YT IIPUMCHATHCA KOHBCPTEI C 3apaHCC HAIICHAaTAHHBIMHA aApCCaMM.
HpI/I aIp€COBAHNM JOKYMCHTA TIpa)XJaHWHY, B TOM 4YHCJIC HWHIAWUBUAYAJIbHOMY
NpeANpUHUMATENI0, BHAYAJIE YKA3bIBAIOTCS (paMuIus U UHUIMAIBI (COOCTBEHHOE UM,
OTYECTBO (€CJIM TAaKOBOE UMEETCS) MOJTydaresis, 3aTeM — IOYTOBBIM ajipec.

Hamnpuwmep:

PexBusut «Azapecar» He JODKEH cojepxkarh Ooliee yerbipex aapecoB. CloBO
«KOTIFISD» TIEPE]] BTOPHIM H MOCIEIYIOIIMMH aJpecaTaMy He MPOCTABISIETCA.

[Tpu HampaBiIeHUH JOKyMEHTa OOJiee YeM B YEThIPE aJpeca COCTABIICTCS CITUCOK
Ha pacchUlKy 1o (opme commacHo mpwiIokeHWI0 2. Ha KakIoM SK3eMIuisipe
YKa3bIBAa€TCs TOJIBKO OAMH aJIpecar Win 0000IIeHHOe HANMEHOBAHHE a/IPECaTOB.

Eciin 1OKyMEHT sBIIS€TCS OTBETHBIM, IIEPBBIM aJpPECcaToM Ha JOKYMEHTE
yKa3bIBACTCSI aBTOP MHUIIMATHBHOIO MHChbMa HE3aBUCHUMO OT 3HAYUMOCTH OCTaJbHBIX
aipecaToB.

[Ipy HampaBieHUW JTOKYMEHTA B BBIMICCTOSIIUE OpPTaHHU3AIMKM HE JIOMYCKAeTCS
OJTHOBPEMEHHOE €ro aJpecoBaHHE APYTUM aapecaraM, KpoMe CiIydaeB, KOrjga 3TO
OIIPEJICTICHO MTOPYYSHUEM BBIIMIECTOAIICH OpraHUu3aIlny.

[Tpr HampaBiICHUM JOKYMEHTA IO 3JICKTPOHHOW TOYTE B PEKBU3UTE «Apecar
BMECTO ITOYTOBOIO ajpeca YKa3bIBaeTCsA O(DHMIIMAIBHBIA aapec 3JICKTPOHHOW IOYTHI
OpraHM3aIH-aapecara Win aapec JEKTPOHHON MOYTHI TpakIaHUHA.

50. PexBusut «I'pud yTBEpKICHUD.

YTBEpKIACHHUE SBISICTCS OJHUM M3 CITIOCOOOB YIOCTOBEPECHHS IOKYMEHTa IOCIIE
ero nomanucaHus. JIOKyMEHT, TOJICKAIIMA  YTBEPXKICHHIO, MpuoOpeTaet
IOPUIMYECKYIO CHITY TOJIBKO C MOMEHTA €r0 YTBEPIKICHUSI.

JIOKYMEHT MOXET yTBEPIKIaThCS IBYMsS CIIOCOOAMM: TIOCPEACTBOM MPOCTABICHUS
JOJDKHOCTHBIM JIUIIOM B TpHU(E YTBEPKIACHHUS COOCTBEHHOPYYHOUW TMOIIUCH WIIH
U3JIaHUSL PACTIOPSAUTENILHOTO JIOKyMeHTa (cocTaBieHusi mpoTokona). Oba cmocoba
UMEIOT OJIMHAKOBYIO IOPUIMYECKYIO CHITY.
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[Ipy yTBEpKAECHUM NOKYMEHTA IIOCPEACTBOM MPOCTABICHUSA JOJLKHOCTHBIM
JuroM B Tpude yTBEpKICHHS COOCTBEHHOPYYHOW WOANMUCU TpU( yTBEPKICHUS
coctout m3 cinoBa «YTBEPXJIAK», HauMeHOBaHUS HOKHOCTH JIMIIA, BKIIIOYAs
BUJIOBOE (YHMBEPCUTET, KOMHUTET W T.OI.) WM COKpalIeHHOE€ HauMEHOBaHUE
OpraHu3allii, €ro COOCTBEHHOPYUYHOW TMOINUCH, pacliu(PpOBKHA MOIANUCA WM AaThl

YTBEPKICHUA.
Hamnpuwmep:
YTBEPXJIAIO
Pexrop yHuBepcurera
Iloonuce
20.01.2020

HpI/I YTBCPIKACHUU NJOKYMCHTA PYKOBOAUTCIICM BI)IHICCTOHHICﬁ OpraHu3anun Uin
AOKYMCHTA, COCTAaBJICHHOI'O HC Ha 6J'IaHK€, B HaWMMCHOBAHHC JOJDKHOCTH JIHIIA,
YTBCPAUBIICTO JOKYMCHT, BKIIFOYACTC:A IIOJTHOC HAMMCHOBAHUC OpraHu3alu.

Hampumep:
YTBEPXJIAIO
Pextop yupexnenust oopazoBaHus
«MexayHapoaHbI METULIMHCKUI
yHuBepcure™ Iloonuce

20.01.2020

Hara (nenp mecsna) yreepxaeHus B rpude «YTBEPXKJIAIO» npocrasnsercs
JIOJKHOCTHBIM JIMIIOM, YTBEPAMBIIMM JOKYMEHT. Mecsll U o[l JONyCKaeTCs Ievararb
C IMOMOIIBI0 TEXHUYECKUX CPECTB.

PacniopsiqurenbHbIil akT HM30a€TCs, Kak MPaBWIO, B ClIydae, KOIJa BBEICHHUE
YTBEPKIAEMOI0 TOKYMEHTa TpeOyeT AOMOTHUTEIbHBIX MPEANUCAHUN U Pa3bsCHEHUH,
VHBIX ICMCTBUM, CBI3aHHBIX C €0 IPUMEHECHUEM.

[Ipn yTBEpKIOECHUM JOKYMEHTa IOCPEACTBOM HW3JaHUSA PACIOPAAUTEIBHOTO
JOKyMEHTAa WM COCTaBJIICHUS IIPOTOKOJIa TpHd YTBEPKIECHUS COCTOUT H3 CJIOBa
«YTBEPXJIEHO», Ha3BaHus BHaa JOKYMEHTAa B MMEHUTEIBHOM I1aJI€Ke, €ro JaThl U
PETUCTPALMOHHOTO HHJEKCA.

Hamnpuwmep:
YTBEPXIEHO
[Tpuka3s pekropa yHMBEpCUTETA
20.01.2020 Ne 20
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501051

YTBEPXIEHO
[Iporokon ob1iero coopanust
kosiektrBa 30.01.2020 Ne 1

['pud yTBEep)AeHUS MPOCTABISAETCS B MPABOM BEPXHEM YIIy AoKyMeHTa. [Ipu
YTBEPKIECHUN  JIOKyMEHTa  HECKOJBKUMHU  JIOJDKHOCTHBIMH — JIUIIaMH  TpUdbI
YTBEPXKAEHHUS pacroiaratoT Ha OJIHOM YPOBHE.

CnoBa «YTBEPXIAIO» u « YTBEPXXJIEHO» nevararor nponucHbIMU OyKBaMu
0€3 KaBbIUEK U MTPOOEIIOB.

Hcnonb3oBanne ONaHKOB JOKYMEHTOB C  MPOJOJIbHBIM  PAaCIOIOKEHHUEM
PEKBU3UTOB I  OGOPMIICHUS JOKYMEHTOB, TMOAJIEKAIINX YTBEPKICHUIO, HE
JIOITYCKAETCS.

[lepeyeHp  JOKYMEHTOB  yHUBEpPCUTETa,  MOMJICKAINMUX  YTBEPKIACHUIO,
OTpeNeNIIeTCs B COOTBETCTBUM C 3aKOHOJATEIHLCTBOM M 3aKPEIUISETCS B UHCTPYKIIUU
IO JIEJIONTPOU3BOACTBY YHUBEPCUTETA, NHBIX JIOKAIBHBIX MTPABOBBIX AKTAX.

VYTBepKJeHHE HOPMAaTHBHBIX IPABOBBIX AaKTOB OCYIIECTBISAECTCS B MOPSIKE,
ycTaHoBlIieHHOM 3akoHOM Keipreisckoit PecryOonuku «O HOpPMAaTUBHBIX MPABOBBIX
aKTax».

51. PexBusut «Pe3omonns».

Pe3zonronus — NMCbMEHHOE YKa3aHUE PYKOBOAMUTENS O MOPSIAKE MCIIOTHEHUS WU
UCIIOJIb30BaHMS JOKYMEHTA.

PexBusur «Pe3omonus» BriIodaeT GaMUIUI0O W WHUIMAIBI  HCTIOTHUTEIS,
COJIep’)KaHME TIOPYUYCHUSI M CPOK UCIOJHEHUs. Pe3omronus A0mkHa OBITH MOAMHCAaHA
(coOcTBEeHHOpYYHAs MOAMKUCH) U AaTUPOBAHA.

[Ipy Hanuyuu HECKOJIBKMX HCIOJTHUTEIEH TEpBOM yKa3biBaeTcs (haMuius
OTBETCTBEHHOT'O MCTIOIHUTEISA, KOTOPbI OpraHu3yeT paboTy COMCIIOIHUTENEH.

Ha nokxymente momkHO ObITh He Oonee omHou pesomoruu. [locnemyromue
PE30MIONUU PYyKOBOAHUTENEH O(QOPMIISIIOTCS, €CIM B HHUX JACTAIM3UPYETCS MOPSIOK
UCIIOJTHEHUS IOKYMEHTA.

Pe3zomnronus pacrnonaraercss B mpaBOM BEPXHEM Yy MEPBOTO JIUCTA JTIOKYMEHTa
nepen TexkctoMm. Ilpu HeoOxogumocTh OQOpPMIIEHUS CIOKHOM IO COAEPIKAHUIO
pPE30JII0IMK, a TAK)KE€ HECKOJBKHX PE30JIOIUN U HEBO3MOXHOCTU MX pa3MEUICHHUS B
OTBEJICHHOM JUIsl PE30JIIOIMK MECTe JOIMYCKAeTCS HAlMCaHUE PE30IIOIUN Ha 000
CBOOOIHOM TUIOIIANN JIUIIEBOW CTOPOHBI MEPBOTO JIMCTA JOKYMEHTA, HE 3aTparuBas
TeKcTa (HO HE Ha MOJSAX JOKYMEHTA).
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[Ipu otcyTcTBHM CBOOOAHOTO MeECTa Ha JIMIEBOW CTOPOHE TIEPBOTO JIUCTA
JormyckaeTcs: opopmMiIeHHE PEe30IIONUUA Ha OTIAEIBHOM JIMCTE C YKa3aHWEeM Ha HeM
PETUCTPAIIMOHHOTO MHAEKCA W JaThl JOKYMEHTA, K KOTOPOMY OTHOCHUTCS PE3OJOIMA.
Jluct pe3onmouuu MPUKPEIUIAETC K JOKYMEHTY M MOCJE €ro HMCHOJHEHUS BMECTE C
HAM TOAIIMBaeTcA B Jeno. Ha pmokymeHte Ha MecTe, NPEAyCMOTPEHHOM s
pa3sMeleHuss PE30JIOLMNM, JEJIaeTCsl OTMETKa O HaJIW4YWU JINCTa PE3OJIOLNH,
BKJIIOYAIOIIAsA cJI0Ba «JIMCT pe30sII0LNN PUIAracTCs.

[Tpu odopmiieHnn UCcTa PE3OTIONUH UCTIONIB3YIOTCS CTaHIAPTHBIC JTUCTHI OyMaru
dbopmatoB A6, A5, A4 ¢ coOmroneHreM CIEAYIOMUX Pa3MePOB MOJICH:

s popmara A6: BepxHee U HUKHee — He MeHee 10 MM, 1eBoe — He MeHee 12
MM, MpaBoe — He MeHee 8 MM; 1iyist opmara AS: BepxHee — He MeHee 15 MM, HIKHee —

He MeHee 10 MM,
aeBoe — 20 MM, mpaBoe — He MeHee 8 MM; s popmara A4: BepxHee U HUKHEE — HE

MeHee 20 MM, eBoe — 30 MM, IpaBoe —

HE MEHEE 8 MM.

Peszomnronuu mo ucnosiHeHuto nopyuenuit [pesuaenta Keipreizckoit Pecnyomuku,
I'maBer Anmunnctparuu [Ipe3unenta Keipreizckoit PecryOnuku U ero 3aMecTUTENeH,
npencenareneid manat HarnumonanbHOro coOpanust Keipreizckoit PecnyOmuku u ux
3amectuteneit, [Ipembep-munuctpa Koipreizckoit PecnyOnuku m ero 3aMecTHTENEH,
PYKOBOIUTENEH TOCYIapCTBEHHBIX OPTaHOB, WHBIX OpraHu3aIuil ohOopMIIIOTCS Ha
OTJIEJIbHBIX JINCTAX PE3OJIFOLUN.

JI71s1 TOKYMEHTOB B 3JIEKTPOHHOM BHJI€ PE30JIOIIUU 0(QOPMIISIFOTCS B JIEKTPOHHOM
BUJIE MO0 Ha OTAENbHOM JucTte Oymaru. [Ipu odopMieHun pe30oLuKi Ha OTAEIBHOM
aucTe OyMard OH CKaHUpPYETCS M TOMEIaeTcsl B 7100 TEKCT

PE30JIIOLIMHU MIEPEHOCUTCS B PETUCTPAIIMOHHO-KOHTPOIBHYIO KapTOUuKy (Hajee, eciid He
omnpeaeneHo mHoe, — PKK) YIIOJIHOMOYEHHBIM JIUIIOM C

ydeToM TpeOoBaHM MyHKTa HacTosme NHcTpykuuu.

52. PeKBU3UT «3arojIoBOK K TEKCTY».

JlokyMeHTBI, O(QOpMIIEHHBIE Ha OJIaHKax WM CTaHJApTHBIX JIMCTaX Oymaru
¢opmara A4, NOIKHBI UMETh 3arojOBOK. 3arojOBOK K TEKCTy JONYyCKAaeTcs He
yKa3bIBaTh Ha JOKyMEHTaX, O(pOpMIIIEMbIX Ha CTaHIApTHBIX JIUCTax Oymaru opmara
AS.

3aroyioBok GopMynupyeTcsa cocTaButesieM JokyMeHTa. OH T0KEeH ObITh KPaTKUM
U €MKUM, TOYHO II€peAaBaTh CMBICI TEKCTA M TI'PAMMATHYECKH COIIACOBBIBATHCS C
Ha3BaHUEM JIOKYMEHTA.

Hamnpuwmep:
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npukas (0 ueM?) «O cOBEpILICHCTBOBAHUY CTPYKTYPHI almapara yupaBieHUs»;

nosiokeHue (0 uem?) «O KaHUEIAPUN; MPOTOKOJI (4ero?) «3acenaHus

peKToparay; npaBuia (4ero?) «BHyTPEHHETO TPYIOBOIO paclopsiakay;

JOJDKHOCTHAS! HHCTPYKIUS (KOMY?) «CeKpeTapro-peepeHTy»;

akT (0 yem?) «O BBIJCNICHUH K YHUYTOKEHHIO JOKYMEHTOB U JI€JI, HE MOJISKAIIUX XPAaHCHUION;
aKT (4ero?) «1poBepKu»; NUcbMO (0 yeM?) «O0 U3MEHEHHH CPOKOB BBIIIOJHEHUS JOIOBOPAY.

B 3aronoBke K TEKCTy pa3pemaercss ynoTpeOsaTh COKpalleHHs CJIOB U
CJIOBOCOYETAHMM, HCHOJb3YEMbIX B TOCYIApCTBEHHBIX CcTaHAapTax KeIprei3ckoii
PecnyObnuku, obmierocynapcTBeHHbIX kiaccugukaropax Keipreizckoit PecnyOnukwy,
COKpallCHHbIE HAUMEHOBAHUS OPraHU3alMi U OOLIETPUHATHIE COKPAILLIEHUSI.

Hanpumep: O Buenpennun CTh 6.38-2016
3aroJlOBOK B KaBBIYKM HE 3aKJIOYAECTCA U HE MOJYEPKUBAETCA. TOYKa B KOHIIE
3arojoBKa HE CTABUTCHL.

52. PekBu3uT «OTMETKA O KOHTPOJIEY.

OTMeTKa O KOHTpOJIE pacIoyiaraercsi Ha JIEBOM II0Jie JOKYMEHTa Ha YpOBHE
3arojioBKa K TEKCTy u oOo3HadaeTcst OykBoi «K» mmm cioBom «KoHTponb». OTMeTKa
MPOCTABIIAETCS OT PYKHU WJIM C IOMOILBIO MTemIesss. OTMEeTKa MOXET ObITh JOMOJIHEHA
KOHTPOJILHOM JIaTOM.

53. PekBu3uT «OTMETKA O HAJIMYNHU TTPUITIOKEHUS.

OTMeTKa 0 HATU4YUU MPUIIOKEHUS PaCIiOIaraeTcs HUKE TEKCTa JOKYMEHTa Nepe
pexkBusutoMm «llommuck». CnoBo «IIpunoxxkeHuey medaTaeTcsi ¢ MPOMUCHONW OYKBBI OT
HYJIEBOTO TMOJOXEHUS TaOyasaTopa OT TPaHUIIbl JIEBOTO MOJISI, MOCIE HETrO0 CTaBUTCS
JIBOETOYHE.

Ecnmu nokymMeHT uMeeT NpUWIOKEHHWE, HAa3BaHHOE B TEKCTE, TO B OTMETKE O
HAJIMYUU TIPUIIOKEHUS YKA3bIBAETCS TOJIBKO KOJIUYECTBO JIMCTOB U DK3EMILISAPOB.

Hanpuwmep:
[Tpunoxxenue: Ha 7 11. B 2 9K3.

Eciu 1okyMeHT wuMeeT NpUIOXKEHHUs, HE Ha3BaHHbIE B TEKCT€, TO HX
HAaMEHOBaHUS MEPEYUCIAIOTCS C YKa3aHHEM KOJMYECTBAa JIMCTOB U SK3EMIUIIPOB
KaXa0ro mnpuwiokeHus. [Ipy HaIuyum HECKONBKUX NPUIOKEHUH OHU HYMEPYIOTCS
apaOckumu udpamu.

Hamnpuwmep:
IIpunoxenue: 1. MHCTpYKLIMA IO 1€710IPOU3BOACTBY Ha 12 1. B 3 3K3.
2. OT3BIB HA MTPOEKT UHCTPYKIUH HA 3 JI. B 2 3K3.
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Ecnu k [OKyMeHTy mnpwiaraercsi JAOKYMEHT, HMEKIIHMI NPUIOKEHUE, TO B
OTMETKE O HAJIUYUM TPUIIOKEHUS YKa3bIBaeTCs OOIIee KOJIMYECTBO JIMCTOB
MIPUIIOKECHUH.

Hamnpuwmep:
[Ipunoxenue: nucbMo HanmonansHoro 6anka Keipreizckoit Pecryomuku ot 08.11.2008 Ne
12-7/389 u npunoxeHue K HeMy, Bcero Ha 5 1. B 1 9K3.

Ecnun npuiioxeHne HampapisieTCs HE BCEM aApecaraMm, TO B OTMETKE O HaJWYWU
MIPUJIOKEHUS YKA3bIBAETCSl, B KAKOM apeC HANPABISAETCS MPUIIOKEHHUE.

Hamnpuwmep:
[Tpunoxkenue: Ha 5 1. B 1 3K3., BO BTOpOM ajpec.

Ecnu npunoxenust cOponmtopoBaHbl, TO KOJIMYECTBO JIMCTOB HE YKA3bIBACTCA.

B  pacnopsauTenbHBIX  JOKYMEHTaX pPEeKBM3UT «OTMeTKa O HaJIWYuu
IPWIOKEHUS» HE o()OopMIIIeTCs; YKa3aHWE O HAJWUYHUH MPUIOKCHHUS TaeTCS B TEKCTE
JOKYMEHTA: «COTJIaCHO TPUJIOKEHUIO», «IPUJTIOKEHUEY, «IPUTIOKEHUE 1», «...
MIPEICTaBUTh MEPEUCHB JOKYMEHTOB TI0 ITpHIaraeMoi opme» u Jip.

54. PexBusur «lloamuce.

[IpoexkT gOKyMeHTa TPEACTaBIACTCS HA  MOAMKWCH  COOTBETCTBYIOIIEMY
JOJKHOCTHOMY JIHMITYy (MCXOOS W3 €ro KOMIETCHIIMH) TOJHOCTHIO O(OPMIICHHBIM,
IIPOBEPEHHBIM, COTJIACOBAHHBIM (MMPU HEOOXOIMMOCTH) BMECTE C TMPWIOKCHHUSIMHU U
MaTepuaiaMy, Ha OCHOBAHHH KOTOPBIX OH COCTABJICH.

PexBusur «llogmuck» pacromaraeTcs IOCHE TEKCTa W OTMETKH O HaJUYHH
OPWIOKEHUST M COCTOMT M3 HAMMEHOBAHHS JOJKHOCTH JIMIA, TIOANMKHCABIIETO
JIOKYMEHT, COOCTBEHHOPYYHOUH MOAMHUCH U €€ paciiudpoBKU (MHUIMAIBI, (HaMUTUs).
Wuunnanel nedaratorcs nepen pamuineii 6e3 npoOesoB Ha ypOBHE MOCIEIHEN CTPOKH
HAUMEHOBAHUS JOKHOCTH.

Ecnmu noxkymeHT odopmiieH Ha OlaHKE WM ¢ UCTIOJIb30BAHMEM YTIIOBOTO IIITaMIIA,
TO B HaMMEHOBaHHE JOHKHOCTH BKJIFOYAETCS, KaK MPABUIIO, BUJIOBOE HAUMEHOBAHUE
OpraHU3aIIHH.

Hamnpuwmep:
Pexrop yHuBepcurera Ioonucw
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[Ipu odopmieHun mOKyMeHTa HE Ha OJIaHKE B HAaWMMEHOBAHHUE JOJKHOCTH
BKJIFOYAETCS MMOJTHOEC HAMMEHOBAHUE OPTaHU3aIUU.

Hamnpuwmep:
Pekrop yupexxaeHus oopa3oBaHus
«MexayHapoaHbII
MEIUUUHCKUI YHUBEPCUTET» Iloonucw

B cocraBe pexkBusuta «Iloanuce» MOryT yKa3bIBaTbCsl CTEIICHH W 3BaHHS
(yueHble, BOMHCKUE U Jp.).

Hamnpuwmep:
Pexrop yHuBepcutera
npodeccop Iloonuco

[Ipy moanucaHuu  JOKYMEHTAa  HECKOJBKUMM  JOJDKHOCTHBIMH  JIMIIAMU
HAaUMEHOBAHUS JOJDKHOCTEM JUIl, TMOJINUCABIINX JOKYMEHT, COOCTBEHHOPYYHBIE
MOJMUCH U UX pacIMGpoBKU (MHUIIMAIBI, (PaMUITMK) paCcIIoNaraloTcs Ipyr 3a Jpyrom B
MOCJIeIOBATEIbHOCTH, COOTBETCTBYIOIIEH 3aHUMAEMbIM JTOJIKHOCTSIM.

Hanpuwmep:
Pexrop yHuBepcurera Iloonucw
['maBHBII Oyxranrep Iloonucw

[Ipy noamucanuy NOKYMEHTA HECKOJIIBKMMH JIMI[AMH, HE ITOAYMHEHHBIMHU IIO
JOJDKHOCTH,  HAWMMEHOBAHUS  JIOJDKHOCTEM  JIMIL,  [OMINKMCABIIMX  JIOKYMEHT,
COOCTBEHHOPYYHBIE TMOAMHCH MW WX pacmudpoBKu (MHUIHAIB, (HaMUIUN)
pacronararoTcs Ha OJHOM YPOBHE.

Hamnpuwmep:
Munuctp oOpa3oBaHus MuHHCTp 31paBOOXpaHEHUS
Keipreizckoii Peciyonmuku  Keipreizckoit Peciyomuku I1oonucs

Iloonuce

[Ipn moanmucaHuu JOKYMEHTA, IMOATOTOBIEHHOTO KOMUCCHEW, yKa3bIBAIOTCS HE
JOJKHOCTH JIUI], & MX O0SI3aHHOCTU B COCTaBe KOMUCCHUU. DaMUINK YJICHOB KOMUCCUU
pacrosiaratorcs B an)aBUTHOM TTOPSIIKE.
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Hamnpuwmep:
[Tpencenarens KOMUCCHH Toonuce
Y1eHbI KOMUCCHH: Toonuce
Toonucwe
Toonucw

I[OKyMCHTBI KOJUICTHUAJIBHBIX OPraHoB IIOAIIMCBIBAIOTCA IMPCACCAATCIICM M
CCKpPETApEM 3TOT'O OpraHa.

Hamnpuwmep:
[Tpencenarens Iloonucw
Cexkperapb Iloonuco

[Ipu noanucanuu pacopsAIUTENBHBIX U UCXOIAIINX IOKYMEHTOB MOAMUCHIBACTCS
IIEPBBIN IK3EMIUIIP JOKYMEHTA.

[Ipu odopmieHUn axKTOB, MPOTOKOJIOB, COBMECTHBIX JOKYMEHTOB IOAMKUCH
IIPOCTABJISIFOTCA HAa BCEX IK3EMIUISIPAX JOKYMEHTA.

B pexBusutre «Ilogmucey, a Takxke pekBusznutax «lpud yrBepxmenus» u «[pud
COMIAaCOBAaHUSA» YKa3bIBAIOTCS (PAKTUYECKasl JOJDKHOCTh JIMLA, [OANKMCABUIETO
(YTBEpAMBIIIETO, COITACOBABILIETO) JOKYMEHT, €ro MHUIMabl U (hamuiusd. Jlomyckaercs
UCIIOJIb30BaHME COKpalieHuit «3am.» («3amecturenby), «M.0.» («ucnonHsommn
oOsi3anHOCTH»). He momyckaeTcsi CTaBUTh MPEMIOr «3a» WM KOCYI0 4epTy Mepen
HAaVMEHOBAHUEM JIOJKHOCTH.

55. PexBu3ut «I pud mpuioxeHus .

I'pud npusoxkeHus pacronaraeTcs B IPABOM BEPXHEM YINIy MEPBOIO JIMCTA
IIPUIIOKEHUS.

I'pud npunoxenus coctout u3 cnona «lIpunoxxeHuey», ero NOpsIKOBOro HOMepa
(yka3piBaeTcsi apabckumu uudpamu O6e3 3Haka Ne), Ha3BaHUA BUJA JIOKyMEHTa B
JaTEJIbHOM MaJEeXke, Ero aBTopa, 1aThl U PErUCTPALMOHHOIO HHIEKCA.

Hampumep:
[Tpunoxenue 2
K MPHUKa3y PEKTOpa YHUBEPCUTETA
18.11.2019 Ne 109

[TopsAakoBBI HOMED MTPUIIOKEHUS HE YKA3bIBAE€TCS, €CJIM OHO OJHO.
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Ha npunoxeHusx, yTBEpKIaeMbIX pACHOPAIUTEIbHBIM JIOKYMEHTOM WU
IPOTOKOJIOM, Tpu( MpHIIOKEHUS He opopmisieTcs. B aToM ciiydae B IpaBOM BepXHEM
yIIIy IEPBOTO JIUCTA YTBEPKAAEMOTO IOKYMEHTA IPOCTABIIAETCS IPU( yTBEPKIACHUS.

JIOKYMEHTBI-IPUIIOKEHUST 0QOPMIISIIOTCS C YKa3aHUEM BCEX HEOOXOIUMBIX
peKkBU3UTOB AoKyMeHTa («Ha3BaHue BUIa JOKyMEHTay, «3arojloBOK K TEKCTY»,
«ITogmuce» u np.).

56. CornnacoBanue TOKYMEHTOB.

JIOKYMEHTBI, TMOATrOTABINBAEMbIE B YHUBEpPCUTETE, 1O  MNPUAAHUS
UM IOPUINYECKON CUJIBI (ITOMUCAHUS, YTBEPKICHUS, PETUCTPALIUN) B HEOOXOAUMBIX
CiIyyasix mojjiexar coracoBanuto. CornacoBaHue MPOEKTa JOKYMEHTA MPOBOJIUTCS €
OpraHHU3alUsIMU U JOJKHOCTHBIMU JTMLaMH. COIslacOBaHUE MOXKET IPOBOJUTHCS KaK
BHYTPHY YHUBEPCHUTETA — CO CTPYKTYPHBIMH MOAPA3AECIEHUAMU U TOTHKHOCTHBIMU JTULAMH
(BHYTpEHHEE COIIaCOBAHME), TAK U BHE €r0 — C PA3JINYHBIMU OpraHU3alUsIMU (BHELIHEE
COITIaCOBAaHUE).

CornacoBaHue MPOEKTOB HOPMAaTUBHBIX MTPABOBBIX aKTOB OCYILIECTBIISECTCS B
nopsJike, ycraHoBlieHHOM 3akoHOM Keipreizckoi Pecyonuku «O HOpMAaTUBHBIX
IIPABOBBIX aKTaAX).

57. PexBusut «I pud cortacoBaHus».

Buemnee cormacoBanne ohopmiisercs rpudoM CoriacoBaHMs.

I'pud cornmacoBanusi pacnonaraercs Huke pekBusuta «llognmuce» Ha nHIIEBOM
CTOPOHE MOCJEAHEro JucTa JOKyMeHTa U cocTouT u3 cioBa «COIJTACOBAHOY,
HAaMMEHOBAHUs JIOJDKHOCTU JIMIA, C KOTOPHIM COINIACOBBIBAETCS JOKYMEHT (BKIIIOUast
MOJIHO€ HAMMEHOBAHKME OpraHU3AIMH), COOCTBEHHOPYUYHOU MOIUCH, €€ paciIudpoBKU
U JaThl.

['pud cormacoBanus mevyararOT OT HYJIEBOTO MOJOKEHHS TalOynsTopa 6e3 oTcTymna
OT FPAHMILIBI JIEBOTO IOJIA.

CnoBo «COIJIACOBAHO» newaratoT nponucHbIMU OykBamMH O€3 KaBbIUYEK U
poOeoB.

Hamnpuwmep:
COIJIACOBAHO
MuHuCTp 31paBOOXpaHEHUS
Ksipreizckoii Pecryonuku
IToamucs
20.01.2020

Ecin cormacoBanue JOKyMEHTa MPOW3BOAMTCS KOJUICTHAIBHBIM OPTaHOM WIIH
MIOCPEJICTBOM MHUChMa, TO Tpu( cornmacoBanus opopmiisiercs no popme:
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Hanpuwmep:
COIJIACOBAHO
ITpoTokoi 3aceqanust SKCIEPTHOTO
COBeTa
18.10.2019 Ne 13

nJIn

COIJIACOBAHO
IIncemo MuHHCTEpPCTBA 3IPaBOOXPAHEHUS

Keipreisckoii PecriyOnuku
03.10.2019 Ne 11-10/1186

Ecnu nokymMeHT umeeT nBa rpuda coriacoBaHUs, TO OHHM pacIoiaraiorcs Ha
OJTHOM YpOBHE.

Hamnpuwmep:
COI'TTACOBAHO COI'TTACOBAHO
ITpoTokoi 3acenanust SKCIEPTHOTO IIporokoi 3acenanus
coBeTa BeIcmien arrecTanmoHHON JKCIIEPTHO-METOAMYECKONH KOMUCCUHI
xomuccuu 20.01.2020 Ne 1 TrOCYAAPCTBEHHOIO YUYPEKICHUS

o0Opa3oBaHUS

28.01.2020 Ne 2

Ecnu noxymeHT umeeT Tpu Tpuda CoriacoBaHUs, TO OHHM pacCIojararoTcs B
CJICTYIOIIEM TOPSIJIKE:

Hanpuwmep:
COIJIACOBAHO COIJIACOBAHO
MuHuCTp 31paBOOXpAHEHUS Munuctp oOpa3oBaHUs
Keipreizckoii Pecryonuku Ksipreizckoit
[Toamuce Pecnty6muxu Iloonuce
20.01.2020

21.01.2020

COIJIACOBAHO
IIpencenarens

BrIcimen arrecTalliOHHON KOMUCCUU
Toonuce
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22.01.2020

bonee Tpex rpudoB cornacoBaHus OQOPMISIOTCA ABYMS BEPTHUKAIbHBIMU
psAIaMu.

[Ipu orcyrcTBHUM MecTa Ha JOKYMEHTE O(GOPMIISIOT JIUCT corfacoBaHus. Ha
JIOKYyMEHTE€ Ha MECTe, NPEIyCMOTPEHHOM i pa3MelmleHus Tpuda corracoBaHuUs,
JIENAeTCsl OTMETKA:

JIuct cornacoBaHus npuiaaracTcsia

58. PexBusut «Buzay.

BuyTpenHnee cormacoBaHue o(QopmisieTCsl IyTEM BU3UPOBAHUS  IMPOEKTa
JOKYMEHTA JTOJKHOCTHBIM JIULIOM.

PexBusut «Busa» Bkiitoyaer B ce0s1 HAUMEHOBaHUE JTOJKHOCTH JIMLA, BU3HPYIOILETO
IPOEKT JOKYMEHTA, €ro COOCTBEHHOPYUHYO MOJNUCH, paCIIU(POBKY IMOANKCH U J1aTy.

Hanpuwmep:
HavanpHuk otnena kaapos
Toonuce
20.01.2020

OTka3bIBaThCs OT BHU3UPOBAHHA, a TAKIKC IOCJIATb Kakue-1100 HCIIPABJICHUS B
TCKCTC IIPOCKTA JOKYMCHTA HC OOITYCKACTCA. 3amMeuaHus 1 JOITIOJIHCHU N3JIararoTCsa Ha
IMPOCKTC NOKYMCHTA HUKC NAaTbl BUSUPOBAHMNA. HpI/I 3HAYUTEILHOM 00beMe 3aMedaHust
N  AOIOJHCHHA H3JararorCa Ha OTACIbHOM JIMCTC, a Ha IPOCKTC JOKYMCHTA
YKa3bIBACTCA: «3amMeuaHus IMpHIJIararoTCsa».

Hamnpuwmep:
HavaneHuk otaena kagpoB
Iloonucw
20.01.2020
C IpoeKTOM HE COTIIacEH.

3ameyaHusl IPUIIAraroTCs

Busel npocrasisitores Huxe peksusura «lloanuce» Ha JIMIEBON CTOPOHE
IIOCJIETHETO JINCTA IIEPBOTO DK3EMIUIIpa JOKYMEHTa CJIeBa. [IpoekTsl
pPacopSIUTEIbHBIX JOKYMEHTOB JIOMYCKAETCsI BUBUPOBATh HA 0OOPOTHON CTOPOHE
IIOCJIETHETO JIMCTA MEPBOTO 3K3eMIUIsIpa JoKyMeHTa. [Ipu cormacoBaHnu nuceM u Ipyrux
UCXOMSIIINX IOKYMEHTOB BU3bl 0()OPMIISIFOTCSI Ha KOTIHSIX, OCTAIOLIUXCS B JEJI€.
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IIpn HeoOXomuMoOCTH O(GOpPMIICHHS HECKONBKHX BH3 OHHM PACIOJIararoTcs OfHa
IO/ IPYTOM.

Hamnpumep:
[TepBbIid MpOpEKTOP
Iloonucw
20.01.2020

I'maBHBI Oyxranrep
Iloonucw
20.01.2020

HauanpHUK I0pUAUYECKOTO OT/eINa
Iloonuce
21.01.2020

[Ipu oTcyTCTBUMU CBOOOTHOTO MECTa BU3bI O(DOPMIISIOTCS HA 000POTE TOCIEAHETO
JUCTA JTOKYMEHTA WM Ha OTAEJIBHOM JIUCTE U IPU PA3MHOKEHUH TOKYMEHTA HE
BOCIIpOM3BOIATCS. [Ipn Hanm4umum nucTa cormacoBaHus HA MECTE, TPEAYCMOTPEHHOM JIJIs
pasMenieHus BU3bI, nenaercss  OTMeTKa,  odopmiisaemast 1o
MpaBUJIaM, YCTAHOBIIEHHBIM ITYHKTOM 57 HacTosmen MHCTpyKuuu.

IlepedeHp comiacyrOlMX WHCTAHLWWA OIPEAENSIETCS COCTaBUTENIEM JOKYMEHTa
UCXOZsl U3 €ro cojepXaHusi W TpeOOBaHWN HOPMATHBHBIX MPABOBBIX AKTOB, JHOO
3akperisieTcs B Tabene yHupuunpoBanHbIX GopM JOKYMEHTOB.

59. PexBusut «lledarpy.

[ledwarn MoryT OBITH TpeX BHJOB: I€UaTh OpraHU3alMH, MeYaTh CTPYKTYPHOTO
NOJIpa3/IeNIEHUs] OpraHu3allriy, 1e4aTh, YKa3blBaloIlas Ha €€ LEeJIeBOe Ha3HaueHue (AJis
JOKYMEHTOB U T.11.). [leyatn yHUBepcuTeTa MOAPA3AENAOTCsS Ha TepOOBYIO U MTPOCTHIE.

I'epOoBble  me4aTM  NPUMEHSIOTCS ~ OpPraHU3aluusIMH,  KOTOPBIM  IIPABO
UCIIOJIb30BaHMs Tiedared ¢ u3o0pakeHueMm locymapctBeHHoro rep6a Ksipreizckoi
Pecny6nuku npenocTaBieHo 3aKOHOAATENbHBIMU AKTaMU.

[Ipu mpocTaBneHnH NeyaTu €e OTTUCK JOJKEH 3aXBaThbIBATh YaCTh HAMMEHOBAHUS
JOJKHOCTH JIMLIA, TOJMUCABIIEro (YTBEPAUBIIETO) TOKYMEHT.

Hanpuwmep:
JIHPeKTOp HHCTHTYY: _J Toonuce

60. PexBusur «OtMeTKa 00 UCIIOJTHUTEIIE.
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OtmMmeTKka 00 UCTIOHUTEIIE PAcTIoiaraeTcs Ha JIMIEBOM CTOPOHE MOCIEAHETO JINCTa
JIOKYMEHTA B JICBOM HUKHEM YTITY.

OtMeTka 00 MCTHOHUTENE BKIIIOYAET (PaMUIIUI0O U HOMEDP CIIy»KeOHOTo TenedoHa
UCTIONTHUTENSA (COCTaBUTENsI) MOKyMeHTa. DaMuiIvsg WCHOTHUTEISI W HOMEpP €ro
ciyxe0Horo TenedoHa reyararoTcst 0e3 3HaKOB NPeTMHAHUS.

Hanpuwmep:
20059 79

OTtMmeTka 00 HCIOJHHUTENE MOXET OBITh JOIMOJHEHA WHIEKCOM CTPYKTYPHOTO
MOAPA3IAEIEHUS, B KOTOPOM F'OTOBUJICS IOKYMEHT.

Hamnpumep:
2209501

[Ipn HE0OXOIMMOCTH OTMETKAa 00 WCIIOJIHUTENE MOXET OBbITh JOMOJHEHA JaTOu
CO3/aHMs JOKYMEHTa, UMEHEM (aiiia U APYrMMH MOUCKOBBIMHU JaHHBIMHU (Ha BTOPOU
CTPOKE), KOTOpblE O(QOPMIIIOTCS TOJIBKO Ha JK3EMIUIIPE JOKYMEHTA, OCTAIOIIEMCS B
YHUBEPCUTETE.

Hanpuwmep:

I[Ipu odopmiieHnr 1TOKyMEHTa Ha KOMITbIOTEpE pekBU3HT «OTMeTKa 00
ucrnonHuTene» BeinonHseTcs mpudrom Times New Roman (Times New Roman Cyr)
OOBIYHBIN, pazMep 9 MyHKTOB, MEKCTPOUHBIA HHTEPBAT — TOYHO 9 ITyHKTOB.

OtmeTrka 00 wucnonHHUTENE 00s3aTeabHO OGOpMIISIETCS Ha  MCXOMASIIMX
JIOKyMEHTaX.

61. PekBu3uT «OTMETKA O 3aBEPEHUH KOITUM.

Kommst qokyMeHTa TOJDKHA BOCIIPOM3BOANTH BCE PEKBH3UTHI ATOTO JTOKYMEHTA, B
TOM YHCJIE PEKBHU3UTHI OjaHKa. J[1s1 mpuaaHus KOMMU JTOKYMEHTA FOPUINYECKON CHITBI
OHa JI0JKHa OBITh 3aBepeHa (3aCBUJIETEIHCTBOBAHA) YIIOJIHOMOUYEHHBIM JIOJKHOCTHBIM
JIMIIOM YHUBEPCUTETA.

Kommsi mokyMeHTa, BOCTIPOM3BOMASAIIAST YacTh €0 PEKBU3UTOB, 3aBEPEHHAS B
YCTAQHOBJIICHHOM TIOPSIIKE, SBISIETCS BBIMUCKOW W3 JOKyMEHTa. Bwimucku wu3
JOKYMEHTOB 0(OpMJISIFOTCS Ha 00111eM OnaHke. B BbIMMCKax U3 JOKYMEHTOB CJIIOBO
«BBITNCKA)» BkITtO4aeTcs B Ha3BaHUE BHUA JOKYMEHTA.
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Hamnpuwmep:
BBITIIMCKA U3 ITPUKA3A

OtmeTka 0 3aBepeHMHM Konuu odopmisiercss Huxke pekBuszuta «llogmuce» u
BKJIIOUAET CII0BO «BepHO», HANMEHOBaHNE JOJKHOCTH JINLA, 3aBEPUBILETO KOIUIO, €T0
COOCTBEHHOPYYHYIO MOJIUCH, PacIIn(PpPOBKY MOJIMKCH U AaTy 3aBEPEHUS.

Hamnpuwmep:
BepHao
Wucnekrop otnena kaapos /loonucs
25.01.2020

Kormmu  1OKyMEHTOB, MNpenoOCTaBiIEMbIE TpaxJaHaM, B TOM  YHCIIE
WHJVMBUAYaJIbHBIM MpPEANPUHUMATENSIM, W OpPUAUYECKUM JuiaMm (gaidee —
oOpaTuBIlI€eCs JUI0) UM UX MPEICTABUTENSAM, €CJIM TaKUe KOTTUU HEOOXOTUMBI JIJIs
pelIeHus: BOIPOCOB, Kacaroluxcs MpaB U (MJIM) 3aKOHHBIX MHTEPECOB 0OpaTUBIINXCS
JUI, ¥ BBIMUCKA M3 HUX O(GOPMIISIIOTCA B MOPSIKE, MPEITyCMOTPEHHOM 4YacTsIMU
BTOPOU—ILIECTOM HACTOSAIIETO ITYHKTA.

Ha xomumax wucxomsmux JOKYMEHTOB, OCTAOIIMXCS B JI€JIE YHUBEPCUTETA,
PEKBU3UTHI OJlaHKA HE BOCHPOU3BOMASITCS, TMPOCTABISAIOTCS JlaTa MOJNUCAHUS
JIOKYMEHTA, €r0 PErUCTPALIMOHHBIA MHJIEKC U OTMETKA O 3aBEPEHUU KOIUH, B KOTOPOU
JIOITYCKAETCsl HE YKA3bIBATh J1aTy 3aBEPECHUS U TOJHKHOCTD JIMIA, 3aBEPUBIIETO KOIHIO.

Hamnpuwmep:
BepHao
Iloonucs

Konuu  pgokymeHTa, MOJyYEeHHBIE IMyTEM THUPAKUPOBAHUS  MOJJIMHHUKA
CpeliCTBaMHU OlepaTUBHOMN nonurpaduu, coJieprKalue (akcuMUIIbHOE
BOCITPOM3BEJICHUE TMOANKUCH W TpeJHA3HAYEHHbIC /JI PACChUIKM WM BHYTPEHHETO
MOJIb30BAHUSI, HE HYXJAIOTCS B JOMOJIHUTEIBHOM YAOCTOBEPEHHUH, 332 UCKIIFOUCHHEM
CJy4aeB, MIPEeIyCMOTPEHHBIX aKTaMH 3aKOHO/IaTEIbCTBA.

Pa3MHOXXEHHBIE AK3eMIUISIPbl JOKYMEHTA, MPEeIHA3HAYEHHbIE NJI PACCHUIKU WU
BHYTPEHHETO TOJb30BaHUS M HE BOCHPOMU3BOAAIIME (PAKCUMWIbHYIO TOIIUCH
MOJIJTMHHUKA, JIOMYCKAETCS YAOCTOBEPSITh TI€YaThbio, MPOCTABISIEMONM Ha MecCTe,
OTBEJICHHOM i1 COOCTBEHHOPYYHOM TMOAMKMCH, JHOO 3aBEpsSITh B TMOPSIKE,
PEyCMOTPEHHOM YaCTAMH ISITON U IIECTON HACTOSIIETO MyHKTA.

YHUBEPCUTET MOXKET 3aBEPATH KOMUH JIOKYMEHTOB:

CO3JaHHBIX B YHUBCPCUTCTC,
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MOJYyYEHHBIX YHUBEPCUTETOM B MOATBEPKICHHUE €r0 IPaB, MOJTHOMOUUHN U
o0si3aHHOCTEN (JIMLIEH3UH, cepTU(UKATOB U JIP.); BKIOYAEMBbIX

B COCTaB JINYHBIX JIET,

HpeayCMOTPEHHBIX nocTaHoBienneM Cosera MunuctpoB Keipreisckoit PecrryOnnku
oT «O  HEKOTOpBIX BOIIpOCAX  BBIJAUU

Y CBHUJIETEIIbCTBOBAHUSI KOMHUM IOKYMEHTOB, KaCalOIIMNXCA MPaB U (WJIM) 3aKOHHBIX
MHTEPECOB rpaxaH, B TOM YKCII€ UHIUBUAYAIbHBIX IPEANPUHUMATENEH, U IOPUIUUECKUX
JIUI», THBIMU aKTaMU 3aKOHO/ATeNIbCTRA.

Konuu n10KyMEHTOB B 3JIEKTPOHHOM BU/I€, BBITIOJIHEHHBIE HA OyMaKHOM HOCHUTEJIE
U TpeIHa3HaYeHHBIE i1 OOpalleHus BHYTPU YHUBEPCUTETA, 3aBEPSIIOTCS B MOPSIKE,
YCTAaHOBJICHHOM YaCTSAMH MSTON U MIECTOW HACTOSIIIIETO MyHKTA.

62. PexBu3ut «OTMeTKa 00 UCMIOIHEHUH JOKYMEHTA W HAIIPABJICHUH €T0 B JIETION.

OtMmeTka 00 UCTIONTHEHUW JOKYMEHTAa M HAmpaBJIEHWU €TO B JEJIO MPOCTABISETCS
Ha JIOKYMEHTE TOCJI€ €ro HCIOJHEHUS U SBISIETCS CBUJIETEIILCTBOM 3aBEPIICHUS
paboThI HAJT HUM.

OtMmeTka 00 UCIIOJTHEHUU JOKYMEHTa M HalpaBlIEHWU €ro B JIEJIO pacIoyiaraeTcs
HAa HW)KHEM TII0JIe MEpPBOro JIMCTa JOKYMEHTa ClieBa M COCTOUT M3 cJoB «B nemoy,
WHJIEKCa JIeJia 0 HOMEHKJIAType /e, B KOTOPOM Oy/leT XPaHUThCS TOKyMEHT, JaThl U
PETHCTPAIIMOHHOTO MHJEKCAa JOKYMEHTa, CBUICTENBCTBYIOMIETO 00 WCIOJHEHUH,
COOCTBEHHOPYYHOM TMOAMUCHA HUCIOJHUTENS WIA PYKOBOAMUTENSI CTPYKTYPHOTO
NOJIpa3/ieICHUSI-UCIIOJIHUTEIIS M 1aThl HAITpaBJIEHUS IOKYMEHTA B JIEJIO.

Hamnpuwmep:
B nemo 11-10
[ToaroToBieH oTBeT
15.02.2020 Ne 11-10/130 Iloonucse
16.02.2020

HpI/I OTCYTCTBUHU NOKYMCHTA, CBUICTCIIbCTBYIOIICTO 00 HCIIOJIHCHHH, B OTMCTKC
YKa3bIBAKOTCA KPATKHUC CBCACHUA 00 MCIOJIHCHMU.

Hamnpuwmep:
B neno 5-15
[IpousBenen nepepacyer

Tloonuce
20.05.2020
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63. PexBusur «OTMeTKa O MOCTYIUIEHUH (PETHCTPAIMOHHBINA IITAMI BXOMASIINX
JIOKYMEHTOB)».

OTMeTKa O TOCTYIUICHUHU (PETUCTPAIMOHHBIN IITaMIT BXOJSAIIUX JOKYMEHTOB)
IPOCTABIISIETCS HAa HIDXKHEM I10JI€ NEPBOrO JIUCTA JIOKYMEHTa CIpaBa U COCTOUT W3
MOJIHOTO HAaWUMEHOBAaHUS YHUBEPCUTETA, AaThl U PETUCTPAIMOHHOTO UHAEKca (HOMepa)
MOCTYIUICHUS IOKYMEHTA.

Pa3Meppl OTMETKM O MOCTYIUIEHUH (PETUCTPALMOHHOTO IITAaMIIa BXOISLIUX
JIOKyMEHTOB) HE MOT'YT MPEBbIIIATh 42 MM IO TOPU30HTANIU U 16 MM MO BEPTUKAJIH.

Hanpumep:

0cOO «MyxnyHapOIHBIH
MEAULIMHCKUM
YHHUBEPCHUTET»

26.05.2020

Bxox 01—18/55

16 MM 1

42 MM

Ha nokxymenTtax, TpeOymlOIIMX CpPOYHOTO HCIIOJIHEHHs, BMECTE€ C JIaTou
JIOITYCKAeTCs YKa3bIBaTh BPEeMsI MOCTYIUICHUS (Yachl, MUHYTHI).

IJIABA 5
TPEGOBAHUS K TEKCTAM JOKYMEHTOB
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64. Tekct MOKyMEHTa JOKEH OBITh JOCTOBEPHBIM, OOBEKTHBHBIM, MaKCHMAaJbHO
KpPaTkuM C COXpPaHEHHEM IIOJIHOTHI WHGOpMAIlM M TOYHOCTH €€ H3JIOKEHUS, He
JOIyCKaTh Pa3JINYHbIX TOJIKOBAHUM.

65. TekcT HJOKyMEHTa U3Jaraercsi HpOCThIM U SICHBIM SI3IKOM, C COOJIFOIEHUEM HOPM
o(pUIMaTBHO-EI0BOTO CTHIISI JIMTEPATYPHOTO S3bIKA.

66. SI3pIkamMu AEIONPOU3BOJCTBA U JOKyMEHTAIMu B KBIPrbI3ckoil pecmyOnuku
SABJISIFOTCS KbIPTBI3CKUIM U PYyCCKUM.

TekcTbl JOKYMEHTOB, HampaBisieMblx 3a mpenensl Keipreizckoir PecryOnukwy,
MOTYT COCTAaBJIATbCSI HA KBITBI3CKOM, PYCCKOM SI3bIKaX, Ha SI3bIKE CTPAHbI aIpecara uin
Ha JPYrOM HHOCTPAHHOM SI3BIKE.

67. IlpennoxeHuss CTPOATCS COMNIACHO OOIIETPUHSATHIM T'PAMMATUYECKUM U
opdorpaduueckuM mpaBuiiaM OEIOPYCCKOTO M PYCCKOTO SI3BIKOB, IPEUMYIIECTBEHHBIM
SIBJISIETCS YIIOTPEOIEHUE MMPOCTHIX PACHPOCTPAHEHHBIX MPEIOKEHUH.

68. B 1OKyMeHTax NPUMEHAIOT TEPMUHBI M OIPEACIIECHUS, YCTAHOBIICHHBIC
JNEUCTBYIOIIMMHU CTAHIAPTaMH M TEPMHUHOJOTHYECKUMH CIOBapsMH. MHOTO3HAYHbIE
TEPMHUHBI B KaXJAOM KOHKPETHOM CIIy4ae JIOJKHBI yHOTPEOIATHCS TOJBKO B OJHOM U3
CBOUX 3HAYECHUU.

69. B Tekcre AOKyMEHTa HE JOIMYCKaeTcsl YNOTpeOJieHue: NpOoCTOpeunit u
HKCIPECCUBHBIX (DOPM Pa3roBOPHOM peuwu;

MHOSI3bIYHBIX 3aMMCTBOBAHUMN MPU HAJIMYMU PABHO3HAUYHBIX CJIOB M TEPMUHOB B
KBIPT'BI3CKOM WJIH PYCCKOM SI3BIKE;

HEYETKHUX CIIOBOCOYETAaHUM, 000OIIEHHBIX PACCYKICHUMN, BOCKIUIIAHUN U
NpU3bIBOB, OOpa3HBIX CpaBHEHWH, OJNUTETOB, MeTadop; abOpeBwaryp, Kpome

OOIIeN3BECTHBIX WX PacIIu(POBAHHBIX B TEKCTE
JNOKYMEHTA; HEHOPMAaTUBHOU

JIEKCUKH.

70. TekcTbl CIOXHBIX MO CONEPKAHHUIO JIOKYMEHTOB (IIPUKA30B, PACIOPSHKEHUIH,
MPOTOKOJIOB, MHCTPYKUMUUA U Ap.) ACISATCSA HA IIYHKThI, TyHKTHl MOTYT MOAPA3AEHAThCS
Ha MOAIMYHKTHI, MOAIMYHKTH — Ha a03a1ibl. B 601b1HX 110 00beMY JJOKYMEHTaX MyHKTHI
MOTYT OOBECTUHATHCS B TIIABHI.

['maBel HyMepyroTCsl apaObCKuMU LHHU(PpPaMH, MOCHE KOTOPBIX TOYKA HE CTABHUTCS.
[maBpl MOJKHBI MMETH 3arojIOBKM, TOYKAa B KOHIIE 3aroJioBka He craBurcs. Ecium
3aroJIOBOK COCTOUT M3 ABYX NPEMJIOKEHHM, TO UX Pa3leiAI0T TOUKOW. B 3aromoBkax He
JIOIYCKAeTCsl TMEPEeHOC CJIOB Ha CIEAYIONIYIO CTPOKY, NMPUMEHEHHE PUMCKHUX HUp,
MaTeMaTUYeCKUX 3HAKOB U TPeuecKux OyKB.

Hamnpuwmep:
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TJIABA 2
TIOPSIIOK IIJTAHUPOBAHMSI I PACXOJIOBAHUS CPEJICTB HA OIUIATY
TPYIIA

[TyHKTBI HyMepyrTcs apaOCKUMH IH(PpaMd C TOYKOH W 3alUCHIBAIOTCS C a03aIlHOTO
oTCTyma.

[TonmyHKTEI HyMEpYIOTCS apaOCKuMu IMdpaMu U 3aIMUCHIBAIOTCA C a03aI[HOTO OTCTYIA.
Homep moxamyHKTa BKJIIOYa€T HOMEpP IyHKTa M HOMEp MOAMYHKTA, MOCJIE€ KOTOPBIX CTaBSTCA
TOYKH.

Hampuwmep:
2.1.
2.2.
2.3.

Hymepanusi myHKTOB JOKHA OBITH CKBO3HOM JJIS BCEro JOKYMEHTA, IOAIYHKTOB —
CKBO3HOM ISl KAKJIOTO MyHKTA.
AO03al11bl He HyMEPYIOTCS U BBIJICTSIOTCS a03aI[HBIM OTCTYIIOM.
71. B TekcTe MOKyMEHTa mepes KaKJIOW MO3UIMeH NMEepEuMCIICHHS, BBIJICIEHHONW a03aIHbIM
oTcTynoM, aeduc WIM WHOW 3HAK He craBuTcsd. [locine mepeunciieHusi, KpoMe TOCIEIHETO,
CTABUTCS TOYKA C 3amsTOM.
72.  TekcTbl JOKyMEHTOB O0(OPMIISIFOTCS B BUJIE CBSI3HOTO TEKCTA, AHKETHI, TAOJIUIIBI WU B BUJIE
coeauHeHus 3Tux GopM. OmnpenensiomuM B BIOOpe GHOpMBI MPEACTABICHUS] TEKCTa SIBISETCS
xapakTep uHdopMaIuu, CoAepIKaIEHCs B TEKCTE IOKYMEHTA.
73. B pacnopsiguTeNbHBIX JOKYMEHTaX YHHUBEPCUTETA, TEKCT M3JIaraeTcs OT IMEpPBOro JUIa
equHctBeHHoro uncia: «[[PUKA3BIBAIOy, «[TPEJJIATAIO» u np.

B pacnopsauTenbHbIX JOKYMEHTaX KOJUIETMAJbHBIX OPTaHOB TEKCT M3JIAraeTCsl OT TPETHETO
nmuna eauHcTBeHHOTo uncna: «[IOCTAHOBIIAETY, «PEIHNII» u np.

I'JTABA 6

TPEBOBAHUSA K O©OOPMJIEHUIO JOKYMEHTOB, U3T'OTOBJISAEMBIX C

[TOMOIIBIO TEXHUYECKUX CPEACTB
74. Tekct nokyMeHTOB Ha Onankax (opmara A4 meyaraeTcs OJAMHAPHBIM MHTEPBAJIOM Ha
KOMIIbIOTEPE, Ha OylaHkax (popmara AS —TouHO 14 T Ha KOMIIBIOTEpE.
75. Ilpu Habope TeKcTa ¢ MCHOJIb30BAHUEM TEXHHUUYECKUX CPEACTB MPUMEHSIETCS TapHUTYypa
mpudra Times New Roman (Times New Roman Cyr) B 00bI1YHOM HadepTaHuu, pazmep mpudra
— 14 nT. BeipaBHUBaHUE TEKCTA IPOU3BOIUTCS IO MIUPUHE JIUCTA.
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Odopmienre JOKYMEHTOB  OCYIIECTBISIETCSI C  HCIOJNb30BAHUEM  MPOTPAMMHOIO
oOecrieueHusi, COOTBETCTBYIOLIETO CJIEIYIOMIMM TpeOOBaHMUAM: Hanuuue (PyHKIMOHAIBHOCTH,
o0OecrneynBaroleld BO3MOXHOCTh O(OPMIIEHHS PEKBU3UTOB JOKYMEHTa B COOTBETCTBUHM C
TpeOOBAHMSIMU  3aKOHOJATENIbCTBA; MOJAEPKKA JOMYCTUMBIX (OpPMATOB JOKYMEHTOB B
AIIEKTPOHHOM BHJI€; TMOAJIEP)KKA METOAOB M CPEICTB 3alllMThl TEKCTa JIOKyMEHTa OT
penaKkTUpOBaHus (MapojbHas 3aluTa, CO3/1aHNe JOKYMEHTA, HE PEAAKTUPYEMOI0 CTaHIapTHBIMU
CPEACTBaMHM U T.J.) AJIsl JOIYCTUMBIX (hOPMaTOB.

76.  Ilpu moarotoBke TaONUIl C UCTIOIB30BAHUEM TEXHUUYECKUX CPEICTB BHIPABHUBAHHE TEKCTA
MPOU3BOAUTCA IO HEOOXOAUMOCTH, C MIEPEHOCOM CIIOB. JlomyckaeTcsi yMeHbIIaTh pa3Mep JEBOrO
noJig 10 20 MM (KOTJia TEKCT HE BMEIIAETCS ), pa3Mep IpPUPTa TEKCTA U MEKCTPOUHBINA MHTEPBAII
— 10 11 ot

77. Ilpum odopmiaeHUH TOKYMEHTa Ha KOMIIBIOTEPE PEKBU3UTHI, COCTOSAILIME U3 HECKOJIBKUX
CTpoK (kpome pekBu3uTa «Tekcr»), meyararor ¢ uHTepBasioM ToyHO 14 nt. CocTaBHBIE YacTu
pekBU3UTOB «Axpecar», «Ipud yrBepxkaeHus», «'pud cornacoBanus», «['pud nmpunoxeHus»
OTHEJSIFOTCSA JAPYr OT Jpyra OJWHApPHBIM HMHTEPBAJIOM HWJIM JOIOJHHUTEIBHBIM MEXCTPOYHBIM
HMHTEpPBAJIOM 6 TT.

PekBU3UTHI TOKyMEHTa OTAETSAIOT APYT OT JPYra MOITYTOPHBIM MEXKCTPOYHBIM HHTEPBAJIOM.

JlomyckaeTcsi peKBU3MUTHI JOKyMEHTa OTHENSTh JPYr OT Jpyra HpoOENbHOW CTPOKOM,

paBHOM pa3zmepy WpU(Ta pEKBU3UTOB.

Hamnpuwmep:

COI'JTACOBAHO

OnuHapHBI WK + 6 1T
Pekrop yupexaeHus o0pa3oBaHus Touno 14 ot
«MexayHapoIHbI METUIIMHCKUI
YHUBEPCUTET

OpunapHblid UM + 6 1T
Iloonucw

OpunapHbIi Win + 6 It
05.02.2020

[TomyTopHbIi 1K npobeabHas CTpPOKa
COI'JTACOBAHO

OnuHapHblid Wik + 6 0T
PexTop yupexnenust oopazoBaHus Touno 14 ot
«Burebckuii rocynapcTBeHHbIN
MEIUUUHCKUI YHUBEPCUTET»

OpunapHbIi Wwin + 6 It
Iloonucw

OnuuapHbli Uy + 6 0t
07.02.2020
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78. Ilpu odopmMiIeHNH JOKYMEHTOB HAa KOMITBIOTEPE OTCTYNHl B MUJUIUMETPAX OT
TPaHULIbI JIEBOTO OIS

0 — rpaHulia JIEBOTO MOJIs;

1 — II0CJIE€ 5 MEeYaTHBIX 3HAKOB OT I'PaHUIIbI JIEBOTO TOJIsS Win 12,5 Mm;

2 — 1iociie 16 reyaTHbIX 3HAKOB OT I'PaHUIIbI JIEBOTO MoJIst Witk 40 MM;

3 — nocye 24 neyaTHeIX 3HaKOB OT TPAHULIBI JIEBOTO 1O Witk 60 MM;

4 — 1iociie 32 nevYaTHbhIX 3HAKOB OT TPAaHUILIbI JIEBOTO MoJIst Wik 80 MM;

5 — niociie 40 reyaTHbIX 3HAKOB OT TpaHulIbl JeBoro nojist win 100 mMm;

6 —nocye 48 rneyaTHbIX 3HAKOB OT TPaHULIbI JI€BOTO ToJist wiin 120 mMwm;

7 — nocisie 56 mevarHbIX 3HAKOB OT TPAaHMIIBI JIEBOTO noisd win 140 mMm; 8 —

nociue 64 rneyaTHeIX 3HaKOB OT TPaHULBI JIEBOTO NoJiA Wi 160 Mm.
79. Ot rpaHuubl JEBOTO NOJIA IEYATAIOTCS: PEKBUZUT
«Ha3BaHue BU1a TOKYMEHTa»;

PEKBU3UT «3arojoBOK K TEKCTY»;

pexBu3UT «TekcT» (MCKI0Yas CTPOKH, HAUMHAKOIIHMECS C a03aI[HOrO OTCTYIIA);

cinoBo «IIpunoxxenue» B pekBu3nTe « OTMETKA O HATUYHUH PUITOKEHUSY;

HAaMMEHOBaHUE JODKHOCTH B pekBusnute «lloanucey;

pexBu3uT «I pud cornmacoBanus»;

pekBU3UT «OTMETKA 00 UCIIOTHUTEIIEY;

pekBU3UT «OTMETKa 00 HCIOJIHEHHH JOKYMEHTa U HAIpPaBJIECHUU €r0 B JEJI0»;

pekBU3UT «OTMETKA O 3aBEPEHUU KOIIUNY;

cimoBa «CJIIVIHAJIN», «BBICTVYIINJIN», «PEIIWJIN», «IIOCTAHOBWJIN,
«I[TPUKA3BIBAIO», «ITPEJJIATAIO», «OBA3BIBAIO».

C orctynom 12,5 MM OT rpaHHIlbl JEBOTO IOJIA IeyaTaeTcsl Hayajao ab3alleB B
TEKCTE.

C orctynom 80 MM OT TpaHHMIIBI JIEBOTO IO IEYATAETCSA PEKBUBHUT «Aipecar.

C orcrynoMm 100 MM OT rpaHuIbl JEBOTO IMOJIS MeYaTaroTcsi peKBU3UTH «Ipud
orpaHudeHus pocrynay, «Ipud yrsepxaenus», « pud npunoxeHus».

C orcrymom 120 MM OT TpaHHUIBI JIEBOTO TOJS TMedaraercs pacmudpoBka
noanucu (MHUIMANIbI, pamunus) B pekBusute «[loamucey.

C orctynom 140 MM OT rpaHHIBI JEBOTO MOJIS MEYATAIOTCS KOI YUPEKICHUS U
KOJI IOKYMEHTA.

[Ipu odopmiiennn nokymeHTa Ha jauctax ¢popmara A4 B aibOOMHOM OpUEHTALMH
(297 x 210) pexBuzuthl «I pud orpannyenus gocrymnay, «['pud yrsepxaeHus», «[pud
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OPWIOKEHUs», pacmudpoBka moanucu B pekBusutTe «llogmucey meudararoTcs OT
BOCBHMOT0 NoJIoxkeHUs Tadynsitopa (160 Mm).

80. Ilpu HanuuuM HECKOJIBKUX TpU(DOB YTBEPKACHHS U CONIACOBAHUA HX
pacrnoJyiaratoT JAByMsi BEpTHKalIbHbIMHU psigamu. IIpu 3TOM BTOpOH psii meyaTaeTcst OT
nsaToro mnonoxeHus TadynasTopa (100 MM OT TrpaHMIBl JIEBOTO TMOJs), a MpHU
oopmiieHHHM JTOKyMeHTa Ha Juctax ¢opmara A4 B anbO0OMHON OpHUEHTAMH — OT
BOCBMOTO TIOJIOXKeHUs Tadynaropa (160 MM OT TpaHUIIBI JIEBOTO TIOJIS).

[Ipy moanmucaHu JOKYMEHTAa HECKOJIbKMMH JIMI[AMU, HE MOAYUHEHHBIMHU IO
JNOJDKHOCTH, HAMMEHOBaHUs JODKHOcTe B pekBusute «lloamuce» pacnonararot
JIByMSl BEPTUKAJIBHBIMU psiiamMu. IIpu 3TOM BTOpOM psij medaraercss OT MSITOro
nosoxkeHus Taoynsaropa (100 MM OT rpaHMIlBl JEBOrO MOisi), a MpU O(QOPMIICHUH
JOKyMeHTa Ha jaucrtax ¢opmara A4 B anb0OOMHOM OpHEHTAIlMM — OT BOCHBMOIO
noyiokeHust TadymnsaTopa (160 MM OT TpaHUITBI JIEBOTO TTOJIS).

81.  Ecnu 3arojoBoK K TEKCTY MPEBBINIAET MSATh CTPOK, €0 JOMYCKAaeTCs MPOIeBaTh
JI0 TPaHUILIBl IIECTOro MmojoxkeHus Tadynstopa (120 MM OT rpaHHUIlbl JIEBOTO MOJs), a
npu 0pOpMJIEHUH JTOKyMEHTA Ha JHcTax popmara A4 B ailbOOMHON OpUEHTALUU — JI0
BOCBMOT'O TIOJIO’KeHUs TadynaTropa (160 MM OT rpaHHIIbI JIEBOTO TOJIS).

82. B tekcrax noxkymeHToB cioBa «lIpumeuanue», «OcHOBaHUEY, a TaKkKe CIOBO
«IIpunoxenue» B pekBu3uTe «OTMETKAa O HAIUYUU TPHIOKEHUSD TE4aTalOTCs OT
IPAaHUIBl JIEBOTO TIOJISI W OCTAaBISIIOTCA OTKPBITBIMM, a OTHOCSIIAACS K HHM
uH(pOpMaIHs TIedaTaeTcsi CTOIOIOM TouHO 14 mT.

83. B koHie pekBU3UTOB (Kpome pekBu3uTa «TekcT») TOYKM HEe cTaBsTca. B
CepelIMHE CTPOK PEKBU3UTOB 3HAKU MPENUHAHUS COXPAHSIIOTCS.

84. B nokyMmeHTax He JOIYCKalOTCs TEKCTOBBIE BBIJCICHUS B BUJIE MOAUYECPKUBAHUS
U TevyaTtaHusi Bpaspsaaky. B crnpaBouHO-MH(GOPMAIIMOHHBIX JOKYMEHTAX JOIMYCKaeTCs
JIeNaTh BbIIENEHUs HamOosee Ba)KHBIX CMBICIOBBIX YacTeW TEKCTa KYypCHBOM WIIH
MOJIYKUPHBIM Hau€pTaHHUEM.

TekcT TOKYMEHTOB M MHOTOCTPOYHBIX PEKBU3UTOB OQopMIsieTcss 06e3 mepeHoca
CJIOB.

[IponricupiMu OyKBamMM TedararoTcs: pekBu3uT «HaszBanuwe BuAa TOKyMEHTa,
cioBa «YTBEPXKIAIO», «YTBEPXIEHO», «COITTACOBAHO» — B rpudax
cormacoBanuss  u  yrBepxkaeHus, <«IIPUKA3BIBAIO» - B  mnpukazax,
«ITIOCTAHOBJIAET» — B mnocranoBinenusix, «PEIIINJI» — B pelieHusx,
«OBA3BIBAIOy, «ITPEJJIATAIO» — B pacniopsikeHusix u ykazanusx, «CJIYIIAJIN»,
«BBICTVYIINJIN», «IIOCTAHOBWUJIN», « PEILIWJIN» — B
npoToKonax, (amuwinu pabOTHUKOB B TEKCTaX MPHUKA30B MO JUYHOMY COCTaBy,
Ha3BaHMS TVIaB B OPraHU3allMOHHBIX JJOKYMEHTAaX.
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85. Ilpu odopmieHun JAOKYMEHTOB Ha JBYX W Oojiee JUCTaX BTOPOM W
MOCJIETYIONTUI JTUCTHI JOJKHBI OBITH MPOHYMEpPOBaHbl. HoMepa THCTOB MPOCTaBISAIOT
B LIEHTPE BEPXHEro KOJOHTUTYJIa apaOCKUMU Ludppamu ¢ paccrossaueM 10—15 mm ot
BepxHero kpasi, rapautypa mpudrta Times New Roman (Times New Roman Cyr) B
OObIYHOM HauepTaHuu, pazMep mpudra — He MeHee 13 nt. IlepBblii JTUCT HE
HyMepyeTcsl.

HoBpii1 nucT AgOKyMEHTa HE [OIYCKaeTCs HAuMHATh IOCIEIHEW HENOJIHOU
CTpOKO#1 ab3aria.

JIOKyMEHTBI CO CpPOKOM XpaHEHHUsl 10 TpeX JET BKIIOUUTEIBHO JOIYyCKAETCS
reyaraTh Ha IByX CTOpPOHAX JIUCTA.

86.  JIOKyMEHTHlI, peIHa3HAYEHHBIE TUIS1 oOparieHus B CUCTEME
MEXBEJOMCTBEHHOTO AJIEKTPOHHOTO JOKYMEHTOOOOpPOTa TOCYJapCTBEHHBIX OPTaHOB,
JTOJI’KHBI COOTBETCTBOBATH CIEAYIOIIUM TPEOOBAHUSIM:

OBITH TIPEICTABICHHBIMU B (OpME, TOCTYIMHOW W TIOHSITHOW IJIsi BOCTIPHUSATHS,

CO3/1aBaThCsl B OJHOM U3 JIOIYCTHUMBIX (POPMATOB IOKYMEHTA B AJIEKTPOHHOM
BU/IE;

COJEp)KaTh  PEKBU3HUTHI, O0OECHEUMBAIOIINE HUJACHTU(DUKAIMIO JOKYMEHTa,
YCTAHOBJIEHHbIE Il ~ JOKYMEHTOB  JAHHOIO BUJA B  COOTBETCTBUU  C
3akoHoAarenbCcTBOM. OdopmieHre PEKBU3UTOB OCYLIECTBISIETCS B COOTBETCTBUU C
TpeOOBaHUAMU HacTosied WHCTpYKIMM UM HMHBIMM aKTaMH 3aKOHOJATENIbCTBA;
coJiepkaTh OJHY WJIM HECKOJIBKO AEKTPOHHBIX U poBhIX noanucei (aanee — I1II), a
TaKxe, NMpU HEOOXOJUMOCTH, JONOJHUTEIbHBIE JAaHHBIE ISl MPOBEPKU BKIIFOUEHHBIX
OUII.

B cinyyae mepechbulkd 3MEKTPOHHOM KOMHUH JIOKyMEHTa Ha OyMa)KHOM HOCHUTENe
(MpUIIOKEHUST K IOKYMEHTY) OHA JIOJKHA OBITh BBIIIOJIHEHA B IIBETHOM PEKHUME WM B
peXKUME TpaJaIlii CEPOrO U UMETH OJIUH U3 JIOIMYCTUMBIX (pOpMaToB.

I[JIABA 7
OPOPMIJIEHUE OTAEJIbHBIX BUJIOB JOKYMEHTOB

87. B yHuBepcuTeTE M3AAKOTCS CIEAYIOIIME BUJIbI PACIOPAIUTENBHBIX JOKYMEHTOB:
IIPUKA3, PACTIOPSKEHHUE.
88. IIpmka3 — mpaBOBOM AKT, M31ABAEMBINA PEKTOPOM YHHUBEPCUTETA, NEUCTBYIOIIUM
Ha OCHOBE €IWHOHAYalIMs, I pa3pelleHUss OCHOBHBIX 3a1ad, CTOSIIMX IMepes
YHUBEPCUTETOM.

[Tpuka3pl M3MAIOTCS TAaKXKe B Clydasx, KOrna HEOOXOAMMO JTOBECTH TpeOOBaHUSA
JUPEKTUBHBIX JOKYMEHTOB BBIIIECTOSAIIUX OPraHU3ALUN 10 CBEICHMS MOJYMHEHHBIX
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JUIl HAMETUTh KOHKPETHBIE MEPOINPHUATHS 10 UX BBINOJIHEHUIO, OMNPENEIUTh
OTBETCTBEHHBIX JIUII, CPOKU BBIMOTHEHUS 3TUX MEPOIPUSATUM.

89. PacnopsbkeHue — MpaBOBOM aKT, W3/1aBaeMblidi J€KaHaMH (aKyJbTETOB JUJIst
pelieHusi BOMPOCOB HMH(POPMAIMOHHO-METOJUYECKOr0 XapakTepa, a Takke IIo
BOIIPOCAM, CBSI3aHHBIM C Y4E€OHOW U BOCIIUTATEIBHOM JIEATEIbHOCTHIO YHUBEPCUTETA.

He nomyckaercs wu3gaHue pacmopsbKeHUNM B CllydasiX, KOTJa HEOOXOAMMO
JOKYMEHTAIBHO  O(QOPMHUTh  yNPABICHYECKOE  pEIIeHHEe IO  OCHOBHBIM
NPUHLIUNHAIBHBIM  33/ladaM, CTOSIIIMM TMepell YHHUBEPCUTETOM. B »Tux cmydasx
JIOJIKHBI U3/1aBaThCsl TPUKA3BI.

90. IIpuka3bl U pacnoOpsKEHUs, U3/1aBaEMble B YHUBEPCUTETE, NOAPA3ACIIAIOTCS Ha
TPU BHAA: 10 OCHOBHOW  JEATENIBHOCTH; N0 JIMYHOMY COCTaBy; IO
aAMUHUCTPATUBHO-XO35MCTBEHHBIM U OPraHU3allHOHHBIM BOIIPOCAM;

He nonyckaercs o6bennHeHne B OJHOM PaclopsIUTeIbHOM JTOKYMEHTE BOIIPOCOB
OCHOBHOM JIEATEIBLHOCTH U MO JUYHOMY COCTABY.

91. Tekcr pacnopsIUTENBHOTO  JOKYMEHTa, Kak MpaBWIO, COCTOUT U3
KOHCTAaTUPYIOLIEN U pacHOPSIAUTEIbHON YaCTEN.

B koHcTarupyromieil yacTH wu3NaralroTcs IeNd, 3aadyd, MPUYUHBI, (aKThI,
MOCTYKMBIINE OCHOBAHHUEM JJI U3aHUS PACTIOPSAIUTEILHOTIO JOKYMEHTA.

[Ipyn u3gaHuu pacnopsAUTENIBHOTO JOKYMEHTAa HA OCHOBAaHHMM (BO HCIIOJHEHUE)
HOPMAaTUBHOI'O IMPAaBOBOIO akTa MJM PACHOPAIUTEIBHOTO JOKYMEHTA BBILIECTOSIICH
OpraHu3alMi KOHCTATUPYIOIIAsl YacTh JOJIKHA COAEPKATh CChUIKY Ha 3TOT JTOKYMEHT C
yKa3aHHEeM ero HAaMMEHOBAHMSI, 1aThl, PETUCTPALIMOHHOTO UHJIEKCA U 3arojI0OBKa.

KoHcTrarupyroniast 4acTe B pacopsaIuTEIbHOM JOKYMEHTE MOKET OTCYTCTBOBATD,
€CJIM paclopsiAUTENbHAS YacTh HE HYXKaeTcsi B 000CHOBaHUMU.

B mpukazax u pacnopspKeHHMSIX IO JIMYHOMY COCTaBy OCHOBAHUE W3/IaHUS
JOKYMEHTA YKa3bIBa€TCSl B KOHIIE Ka)JOro IyHKTa. Eciii OCHOBaHWE N7l U3IaHUS
HECKOJIBKHUX IMYHKTOB JIOKYMEHTA SIBJIICTCS €AMHBIM, OHO YKa3bIBAETCS B KOHIIE TEKCTA.

PacnopsinurenbHas yacth mnpukaza HaunHaercs ciaoBoM «IIPUKA3BIBAIO»,
pacniopsixenus, ykazanus — «OBA3BIBAIO» unu «ITPEJJJIATAIO», nocranoBieHus —
«ITOCTAHOBIJIAET», «IIOCTAHOBWJINY, pemenus — «PEIINI», «PEIINIIA»,
«PEINIIN».

PacniopsiautenbHOE CIIOBO ME€YaTaeTcsl MPONMCHBIMUA OyKBaMU OT I'PaHHUILIbI JIEBOTO
noJisi, 0e3 kaBbruek u mpodenoB. CioBo «ITPEJIJTATAIO» ucnons3yercs B ciydae,
€CIM WCIOJHUTENS HEeNb3s 00s3aTh BBITIONHATh JCHCTBHS, HE BXOMSIIME B €ro
00513aHHOCTH B COOTBETCTBUH C 3aHUMAEMOU JTOJIKHOCTBIO.

[Ipu  odopmieHun  pacnopsDKEHUN — pacloOpSAMTENIbHOE  CIIOBO  MOXKET
OTCYTCTBOBaTh. B 3TOM cilyyae B KOHIIE KOHCTAaTUPYIOIIEH YaCTH CTABUTCS JBOETOUYHE,
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a UCTOJHUTENb (JOIKHOCTHOE JIMIIO WM CTPYKTYPHOE MO/IPa3/Ie/ICHHE) YKA3bIBAETCS B
JATEILHOM Ma/iexKe.

B mpukazax U pacnopsokeHHsIX MO JIMYHOMY COCTaBy paclopsiauTeNbHAsl 4acTh
HAUMHAETCA  CJIOBOM, TOYHO  OOO3HAYAIOUIMM  NPEANHChIBAEMOE  JICUCTBUE
(«[TPUHATDB», «ITIEPEBECTWU», «YBOJIUTb» u ap.). PacnopsiauTensHOE CIIOBO
«ITPUKA3BIBAIO» MOXET HCIOIB30BATECS B TEKCTaX CIOXKHBIX IO CTPYKType
MPUKA30B IO JINYHOMY COCTAaBY.

[IyHKTBI pacHOpPSAUTENIBHOM YacTU CIOXKHBIX IO COJAEPKAHUIO TMPHUKA30B H
pacnopssKeHMH MO0 JIMYHOMY ~ COCTaBy  pacloyiaralorcss B JIOTHUECKOM
MOCJIEA0BAaTEIbHOCTH: TIPUEM Ha paboTy, mepeBo (epeMeIleHNe), YBOIbHEHUE U T./I.

PacnopsnurenbHas 4YacTh PacHnoOpsSIAMTENBHOTO JAOKYMEHTA 3aKaHUYMBAETCS
yKa3aHUEM JOJKHOCTHOTO JIMIA, OTBETCTBEHHOIO 3a KOHTPOJb HCIOJIHEHHUSI BCETO
JIOKYMEHTA WJIM €r0 OTACNIbHBIX MyHKTOB. OTCYTCTBUE YKa3aHUs 00 OTBETCTBEHHOM 3a
KOHTPOJIb JIMII€ O3HAYaeT, YTO KOHTPOJbh 3a WCIOJIHEHHEM JOKyMEHTa Oymer
OCYIIIECTBISAITh PYKOBOAMTENIb, OT WMEHHM KOTOPOro OH wu3fgaH. He pomyckaercs
UCIIOJIb30BaHHE (POpMYyIUpOBKU «KOHTpOJIb 32 HCIIONHEHUEM IPUKa3a OCTAaBISIO 3a
co0oi».

Ecnu pacnopsauTenbHbli JOKYMEHT OTMEHSET paHEE W3JAHHBIA JOKYMEHT WIIH
€ro OTHEJbHBIC MOJIOKEHUS, B MOCIEIHEM ITYHKTE HAETCA CChUIKA Ha OTMEHSEMBIN
JOKYMEHT (IIYHKThI JOKYMEHTA) C YKa3aHUEM €ro JaThl, PETUCTPALMOHHOTO UHEKCA U
3aronoBka. [Ipu 3TOM TmpUMeHsieTCs yCTOWUMBBIA 000poT: «lIpu3HaTh yTpaTUBIIUM
CUJIy MPHKA3 ... OT ... Ne ...».

B pacniopsauTensHbIl TOKYMEHT HE CleyeT BKIoUaTh NyHKT: «lIpuka3 moBectu
n0 cBefeHus ..». OTMeTka 00 O3HAKOMJIEHUU C PACMIOPSAUTENIbHBIM JOKYMEHTOM
opopmisieTcss Hike pekBusuTa «lloamuch» Ha JIMIIEBOW CTOPOHE MOCIEAHEro JUCTa
JOKyMEHTa Ju00 Ha €ero OOOpOTHOM CTOpOHE JMOO Ha OTIACIBHOM JIUCTE
03HAKOMJIEHUS, PUIIAra€MOM K paclopsiAuTEIbHOMY JOKYMEHTY.

[Ipy HEOOXOAUMOCTH O3HAKOMJIEHHSI C COJAEp’KaHHEM JOKYMEHTa BCEX
pabOTHHKOB yHHUBepcuTeTa MyHKT «l[Ipuka3 noBecTH 10 CBeJAEHHUS BCEX PAOOTHHUKOB)
oOsi3areneH.

92. IIpoeKTsl pacnopsSOUTENbHBIX JOKYMEHTOB IOMJIEKAT CONNIACOBAHUIO C
UCIIOJIHUTEISIMA U 3aMHTEPECOBAHHBIMU JODKHOCTHBIMU JHUIIaMU. B o0s3aTenbHOM
MOPSIAKE PACHIOPSAUTENBHBIE IOKYMEHTBI COINIACOBBIBAIOTCS C IOPUAUYECKUM OTIEIOM
yHuBepcurera. CornacoBaHHBIM MPOEKT JOKYMEHTa MPEACTABIsAECTCS Ha IOJIHUCH
PYKOBOJUTENIO, OT UMEHHU KOTOPOTO OH U3J]a€TCsl.

92. Jlara B mpukasze, pacnopsiKEHUH, TPOCTABISAETCS JIUIIOM, €T0 MOJINHACABIINM.
JlaToii nmpukaza, pacropsiKeHus, SABJISICTCS JaTa MOMUCaHUS.
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JlaToli TMOCTAHOBJICHUS, PEUIECHUs SBJSETCS Jara 3acelaHusl KOJUIETHAbHOTO
opraHa, NMpUHSBIIETO pelieHue. /lata B MOCTaHOBIEHUAX, PELIEHUAX MEYaTAETCs WU
IPOCTABIISIETCS OT PYKH.

94.  PacnopsiiMTENbHBIA JTIOKYMEHT BCTYyNAaeT B CHJIy C MOMEHTa €ro Hu3JaHus
(MpUHATHS), €CTTU B HEM HE YKa3aH UHOM CPOK.

95.  IIporokon — TOKYMEHT, B KOTOPOM (PUKCUPYETCS X0 0OCYKJIEHHUSI BOIPOCOB U
MPUHATHS PEIICHUI Ha 3aCEIaHUsX.

96. IIpoTOKOIBI MO IOJHOTE OCBELIEHHs XOAA 3AaCEHAHUSA JENATCS HA MPOTOKOJIBI
MOJIHOM (POPMBI, KPaTKO (POPMBI M COKPALIEHHON (POPMBI.

B yHuBepcureTe BeAyTCsi MPOTOKOJIbI MOTHOU (POPMBI.

97. Ilporokon cocCTaBisieTCsl CEKpeTapeM 3acefaHus (CeKpeTapeM IOCTOSHHO
JNEUCTBYIOIIET0  KOJUIETMAJIBHOIO  OpraHa) Ha  OCHOBAaHMM  PYKOIMCHBIX,
CTeHOrpaUYeCcKux, aylauo- WM JAPYTUX 3aluceil XoJa 3aceJaHus, a Takke
JOKYMEHTOB, MOJATOTOBICHHBIX K 3acelaHHi0 (TOBECTKH JIHS, TEKCTOB M TE3UCOB
JOKJIa/1I0B, TPOEKTOB PEUICHUH U JIp.).

98. 3aronoBKOM K TEKCTy IMPOTOKOJA SIBJISIOTCS Ha3BaHUE KOHKPETHOTO BHJIA
3acelaHusi, HAMMEHOBAHHME KOJJIETHMAIBHOTO OpraHa (eciv OpraH He HMMEET CBOETO
OnaHka) ¥ Bompoc (Tema) 3aceanusi, €CJId OH OMH.

99.  Jlaroii npoToKoIa SIBJIAETCA 1aTa IPOBEACHUS 3aCEHAHUS.

100. Tekct mpoTOKOIA IETUTCS HA BBOAHYIO U OCHOBHYIO YaCTH.

Bo BBOgHOW YacTu yKa3bIBalOTCS HWHULMANBI W (aMUIMM  TpejacenarTes,
CeKperapsi W MPUCYTCTBOBABIIMX YJICHOB KOJUIETMAJILHOTO OpraHa, HauMEHOBaHUS
JOJKHOCTEH, (paMminy W WHULAATBI TPUITIAIICHHBIX JIUI, HE SBJSIONMINUXCS YWiICHAMU
KOJUIETHAIbHOTO  opraHa. @aMuiud OPUCYTCTBOBAaBIIMX W  MNPUIIAMICHHBIX
yKa3bIBAIOTCS B aJI(paBUTHOM MOPSIZIKE.

Ecnu kommyecTBO NMPUCYTCTBOBAaBUIMX Ha 3acC€AaHUM YJIEHOB KOJUIETHAJIBHOTO
oprana Oosiee 15 4enoBeK, TO CIMCOK MPUCYTCTBOBABILIUX COCTABIISIETCS OTIEIBHO U
MPUJIAraeTcs K MPOTOKOY C MPOCTABICHUEM COOTBETCTBYIOIIEH OTMETKH.

Hanpumep: [TpucyrctBoBain — 17 yenoBek
(ciMcok mpuiaraercs).

Cnucox mpuIyIalieHHBIX COCTABISIETCS OTAEIBHO W IPHUJIAraeTcsl K MPOTOKOIY C
IIPOCTABJICHUEM COOTBETCTBYIOIIECH OTMETKH, €CIIM KOJUYECTBO MPHUITIAIICHHBIX Oojiee
10 gyenoBek.

B MIPOTOKOJIaX JIOTIOJTHUTEIIBHO MOXET  yKa3bIBaThCs KOJINYECTBO
MPUCYTCTBYIOUIUX, HEOOXOAUMOE JJIS IPABOMOYHOCTH MIPUHSATHSI PEILICHHUS.
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B mnporokomax monmHOW QopMBI MOCHE yKa3aHWA OPUCYTCTBOBAaBIIUX U
IPUNIAIIEHHBIX CJIEAYeT MOBECTKA JHSA. B moBecTKe IHS NEPEYUCHSIOTCS BOIPOCHI,
NOJJIEKAINE PACCMOTPEHHIO, YKa3bIBAIOTCS (DOPMBI UX H3JIOKEHHS (JIOKIAJ, OTYET,
coobuieHune, HHPpopMalrs), HAMMEHOBAaHUS JTOJDKHOCTEN JOKJIAIUYUMKOB, UX WHULIAAJIBI
u haMuIuu.

Hamnpuwmep:
O xo71e TOATOTOBKM YHUBEPCUTETA K OCEHHE-3UMHEMY OTOMUTENbHOMY ce30Hy. MH(popmanus
npopekropa no AXP Pomanuyka [O.A.

[Ipy BbIHeCEHHMHM Ha 3acefaHue JBYX U 0Oojiee BOMPOCOB OHU HYMEPYIOTCS
apadckumu 1udpamu. [locnenoBaTelbHOCTh BOPOCOB B MOBECTKE JHS OMpenessieTcs
CTENEHBIO UX BAKHOCTH.

OcHoOBHas1 4acTh MPOTOKOJIA TOJTHON hopmbl cTpoutcs no cxeme «CJIYIIIAJIN —
BBICTYIIMJIIN - PEIIWIMX (IIOCTAHOBUWJIN)» oOTaeapHO 1O  KaKIOMY
paccMarpuBaeMoMy BOMPOCY.

B paznene «CIIYILIAJIN» yka3wpiBatoTcs (pamMuaus W WHULMAIBL JOKJIAAUYUKA U
U3JIaraeTcsi KpaTrKoe COJepaHUE BBICTYIUIEHHs. TeKCT BBICTYIUIEHHS (COOOLIEHUS,
JOKJIa/la) MOXKET MpUiIaratbCcs K MPOTOKONY, O YeM JeJIaeTcsi COOTBETCTBYIOIIAs
OTMETKA.

Hampumep:
CIIYIIAJIN:

— Texkcr BBICTYIIJICHUS pUJIaracTcs.

B pazmene «BBICTYIIMJIM» TexkcT odopmisieTcss aHaJOTHYHO —pas3aeny
«CIIYIIAJIA». B 3TOT pa3zzaen 3anuchIBalOTCS BOMPOCHI K JOKJIATYUKY U OTBETHI Ha
HUX.

B paznene «PEHINIIA (IIOCTAHOBWJIN)» 3anuchiBatOTCs NPUHSTHIE PEILICHUS
10 BOTIPOCY.

Pemenue KomiernajabHOTO OpraHa B MPOTOKONAX JOOBIX (GOpM MPUBOIUTCA
noJHOCThI0. [IpuHATHIE peleHus HyMepyroTcs apaOCckumu Iudpamu, ecld HX
HECKOIbKO. Hymepanus He mpou3BOAMTCS, €CIIM IO BONPOCY IPHUHATO TOJIBKO OJHO
peLIeHuE.

[locranoBnsromas 4YacTh IPOTOKOJIA  3aKAHYMBAETCS  YKa3aHMEM  JIMIA,
OTBETCTBEHHOIO 32 KOHTPOJIb MCIIOJIHEHUS PEUIEHUHA WA OTACIbHBIX ITyHKTOB
pELIEHUM.

101. TIpoTokon coBelaHWsl MOANMUCHIBAETCS  IpeacenareaeM
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(mpencenaTenbCTBYIONIMM Ha 3aCEIaHUM) U CEKPETAPEM.

102. Tlopsmoxk mOArOTOBKM U OGOPMIICHUS MPOTOKOJOB KOJUIETHATIbHBIX OpPTraHOB
OTIpEAEIIAETCS MOJ0KEHUAMU 00 3TUX OPraHaX WM perjlaMeHTaMU UX padoThl.

103. AKT — JOKYMEHT, COCTaBJII€Mblii KOMHCCHEH (YITOJIHOMOYEHHBIMU JIMIIAMU WU
JOJIKHOCTHBIM JIMIIOM), TOATBEPKIAIOIINNA yCTaHOBJIEHHBIE (PaKThl (AKThI MPOBEPOK,
MHBEHTApU3allM1, HECYACTHBIX CIIy4aeB, IPUEMa-Iepeaul MaTepUaIbHbIX IEHHOCTEN
u Jp.).

104. 3aronoBKOM K TEKCTy aKTa SBISIETCS COAEPKAHUE AaKTUPYEMOIO COOBITHS.
3aroloBOK aKTa JIOJDKEH COIVIACOBBIBATHCA C Ha3BaHMEM BHUJA JOKYMEHTa U
(bopMyIUpOBaThCsl C MOMOIIBIO OTIVIArOJIBHOTO CYIIECTBUTEIBHOTO B MPEAJIOKHOM
(«aKT — 0 4eM?») WJIK POAUTEIILHOM MAIeKe («aKT — 4eTro?»).

105. Jlara akra JOJDKHAa COOTBETCTBOBATH JaTe€ aKTUPYEMOTO COOBITUS U
MPOCTABIATHCS JOJKHOCTHBIM JIUIIOM, OJMACABIIUM JOKYMEHT.

106. Tekcr akTa COCTOUT U3 BBOAHOM M KOHCTAaTUPYIOLIEN 4acTEN.

Bo BBOaHOW 4YacTH yKa3bIBA€TCS OCHOBAaHWE [UJIsi COCTABJIEHUS aKTa M
NEPEYUCIISIOTCA JTUIA, COCTABUBIINE aKT U IPUCYTCTBOBABILUE ITPU 3TOM.

OcHOBaHMEM [IJIs COCTABJIEHHUS aKTa MOXET SIBIATbCS HOPMATUBHBINA MPaBOBOMU
aKT, paclIopSAUTEIbHbIA JOKYMEHT JOKHOCTHOTO JIMIIA YHUBEPCUTETA WIIU
BBIIIECTOSAIEN OpraHU3alyH, IIIaHOBOE 3a/1aHHUE U .

[Ipu nepeuniciieHUH JUIL], BXOASIIMX B COCTaB KOMHCCHM, BHAYaje yKa3bIBAIOTCS
HAaMMEHOBaHUE JOJKHOCTH, MHUIMAIBI U (paMuids mpefceaares KOMUCCHH, a 3aTeM
HAaUMEHOBAHUs JOJKHOCTEH, MHUIMANBI U (DaMUJIMK YJIEHOB KOMUCCHUU B al(aBUTHOM
nopsanke. B cmydae yvactus B paboTe KOMHUCCHUU TPEACTAaBUTEIEH CTOPOHHUX
OpraHu3aldii B AaKT€ NpPU HANUCAHMM JOJKHOCTEW YKa3bIBAIOTCS HAMMEHOBAHUS
OpraHu3alMii, KOTOPbIE OHU MPEACTABISIOT.

JIOMKHOCTH, MHULKAIBI U (PAaMWIMH JIML, TPUCYTCTBOBABIIMX MPU COCTABICHUU
aKTa M HE BXOIAIIMX B COCTAaB KOMMCCHM, YKa3bIBalOTCS B aj()aBUTHOM MOPSJIKE
OTJENBHO.

B xoHcTatupyromieil yacTu akra U3araloTcs Leu U 3a7ja4i aKTUPOBaHUS, T1aeTCsl
KpaTkoe ONMCcaHUe MpojAeNaHHOW paloThl (€€ CYIIHOCTh, XapaKTep, METOAbI, CPOKN),
(UKCUPYIOTCSl YCTAaHOBIIEHHBIE (PAKTHI.

B koHcTaTupyromeil 4acTh akTa MOTYT M3J1araTbCsi BBIBOABI, PEKOMEHJALUU H
NPEIJIOKEHUSI COCTABUTENEH 10 YCTAaHOBJIEHHBIM (pakTaMm (aKThl IPOBEPOK IO
BOIIPOCAM, CBSI3AHHBIM C OCYUIECTBIECHUEM (PUHAHCOBO-XO3SIICTBEHHBIX OIEpalu,
aKThl TPOBEPKH, aKThl IpuemMa OOBEKTOB B OSKCIUIyaTallMio W Jip.). BbiBombl H
MPEJIOKEHUST MOTYT OBITh M3JIOKEHBI B PACIOPSAUTENBHON (opMe C yKazaHHEM
CPOKOB HCIOJIHEHUS MPEANUCHIBAEMBIX JIEHCTBUMN.
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Ecnmu B akre orpaxkaercs psn (HakToB, TEKCT aKTa JCIUTCS HA MyHKTHL. B
KOHIIE TEKCTA YKA3bIBAIOTCS CBEACHHUS O KOJIMYECTBE K3EMIUIIPOB aKTa.

Hamnpumep:
CocrasieH B 3 3K3eMIUIIpaAX:
1-11 3x3. — B geso Ne 01-12
2-1i 9K3. — PEKTOPY YHUBEpPCUTETA
3-i1 9K3. — B OyXTrajnTepuio YHUBEPCUTETA

Uucno 3K3eMIUISIpOB aKkTa OMPEAEIISIETCS HOPMATHUBHBIMU IPAaBOBBIMU aKTaMU U

IPaKTUYECKON HEOOXOUMOCTHIO.
107. AKT DOANMCHIBAETCA BCEMHU JUIAMHU, MPUHUMABIIMMH Y4YacTUE€ B €ro
coctaBieHuu. llpu moamucaHum akTa yKas3bIBa€TCs pacHpeleieHue 00sS3aHHOCTEH
YJICHOB KOMHUCCUU 0e3 yka3zaHus uX AokHocTed. [lepBoil mpocTaBisieTcs MOIANUCH
npencenaTesis KOMUCCUH, MOAMUCH WIEHOB KOMHCCHM pacroiaraircs B andaBUTHOM
MOPSIZIKE.

JInna, UMeronIre 3aMe4aHus o COIEPKAHUIO aKTa, MMOANKUCHIBAIOT €0 C OTMETKON
«3aMeyaHusi MOpUararoTcs». TeKCT 3aMe4yaHuil M3j1araercsi Ha OTHEIbHOM JIUCTE,
HEOOJbIINE M0 00BEMY 3aMEUaHUS JI0MyCKaeTCA (PUKCUPOBATh HA CAMOM AKTe.

108. AKTBI, NpeINHUCHIBAIOIIME BBINOJHEHUE OMNPEACICHHBIX ICHMCTBUM, MOMJIEKAT
YTBEPKIACHUIO. AKT YTBEPKIAETCS MNOKHOCTHBIM JIMIOM, Y€l PACIOPSIAUTEIIbHBIN
JIOKYMEHT (YCTHO€ pactopsKeHUe) SIBUJICS OCHOBAaHUEM JJISI COCTABIICHHUS aKTa.

109. AxThI (CripaBKHM) MPOBEPOK IMOMAMUCHIBAIOTCS B COOTBETCTBUU C TPEOOBAHHSIMU
3aKOHOJIATENIbCTBA B chepe KOHTPOIBHOM (HaI30pHOI) IEATeTLHOCTH.

110. JloknagHas  3anucka —  MH(OPMALMOHHBIA  JOKYMEHT,  aJIpecyeMbli
BBIIIECTOSALIEMY PYKOBOAUTENIIO B MOPSJKE NPSIMOro MOJYMHEHUS M COJEp KaIlun
00CTOSITENIbHOE M3JI0KEHUE KAaKOro-JIHOO BOIMpOCa C BHIBOJAMU W MPEIJIOKEHUSIMU
COCTaBHTEIIS.

111. B 3aBUCUMOCTH OT COAEP’KaHUS W ILIEJIEBOIO HA3HAYEHUS JOKJIAIHBIE 3AIHCKU
JIeNATCA HAa WHULMATHBHBbIE (BHECEHHE MPEIIOKEHUN, U3TI0KEHHE MPOChObI, (PaKTOB,
ABJICHUI) W OTYETHbIE (O XOJE, COCTOSIHUM, 3aBEpUICHUU paOOT, BBIIOJIHEHUH
NOPYYEHHM, IIJIAHOB, O PE3yJbTaTax KOMaHIUPOBKHU, TPOBEPKH U T.1I.).

112. B 3aBHCHMMOCTM OT ajapecara JOKJIAIHbIE 3alUCKH AENATCA Ha BHYTPEHHHE U
BHEIIIHUE.

BHyTpenHue AoKIaaHbIe 3alUCKH aIPECYIOTCS PYKOBOAUTEISIM YHUBEPCUTETA U
0o(OpMIISIOTCS Ha CTaHJAPTHBIX JIcTax Oymaru opmara A4 wim AS.

BHeliHue JAOKIaIHbIE 3alMCKU aJpPECyOTCS PYKOBOAUTENIO BBIIIECTOSIIEH
opraHu3anuu u opopMIISIOTCS Ha 0011IeM ONaHKe.
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113. Tekct qOKIaHOM 3aMMMCKUA COCTOUT M3 BBOJAHOM M OCHOBHOM YacTeil.

B BBOgHON wYacTu wu3NIaraercsi COCTOSIHUE BOMpoca, (akThl, MOCIYXKUBIIWE
MPUYUHOM /JIS COCTaBJIEHUS IOKYMEHTA, MPOBOAUTCS UX aHAJIU3.

B ocHOBHOI YacTW JOKJIaJAHOW 3alMUCKH HW3JIAraloTCs BBIBOJBI, MPEIJIOKECHHUS,
MIPOCHOBI.

114. BHyTpeHHHE [OKJaAHBIE 3alMCKU MOJMMUCHIBAIOTCA WX COCTABUTEISIMH,
BHEIIIHUE — PEKTOPOM HIIH MPOPEKTOPAMU YHUBEPCUTETA.

115. JlaToi gokiaaHOM 3allMCKU SIBISETCS JaTa €€ MOAIMMCaHuUS.

116. CmopaBka — uH(POPMAIIMOHHBIM JOKYMEHT, COJEp)KAIlMil OMHCaHUE WIH
MOJITBEPKICHHUE T€X WU UHBIX (PAKTOB CIIy>keOHOTO Mk OMorpaduyecKoro xapakrepa.
CrpaBka COIEPXKUT KOHCTATAIMIO KaKUX-TN0O0 akToB 6€3 MHEHUS aBTOPA O CYIIECTBE
U3JIaraeMbIX BOIIPOCOB.

117. B 3aBUCHMOCTH OT COJIEp’KAHUS U LIEJIIEBOTO HA3HAYEHUSI CIPABKU JICISATCS Ha
CITy>K€OHBIE U JINUHBIEC.

CnyxebHast cripaBka — O(QUIMAIBHBIA JOKYMEHT, COAEp>Kaluil cBeneHus o0
OCHOBHOM JI€ATETLHOCTU YHHMBEPCHUTETA (O IITATHOM YHCIEHHOCTH, O BBINOJIHEHHUH
MIJIAHOB, 33JIaHUM U JIp.).

JInynast cnpaBka — OQUUIMAIBHBIN JOKYMEHT, MOATBEPKIAIOMIUN CBEJICHUS
onorpaduueckoro Wi CIy>KeOHOTO XapakTepa U BbIJIaBAEMbIN I'paKJaHUHY (O MECTe
paboThl ¥ 3aHUMAEeMOM JIOJKHOCTH, O Mepuojie padoThl, 0 pa3Mepe 3apabOoTHOM MIIaThl
u ap.).

118. B 3aBUCHMMOCTH OT ajpecaTa CIpaBKH JENSITCS Ha BHYTPEHHUE U BHEIIIHUE.

BHyTpennue cmpaBKku  aApecyloTCS  PYKOBOJUTENSIM  YHUBEPCUTETA |
0o(OpMIISIOTCS Ha CTaHJAPTHBIX JIcTax Oymaru opmara A4 wmm AS.

BHemnrHue cnpaBku aApecyrOTCs PYKOBOIWUTENIO BBIIMIECTOSIIEH OpraHu3alvi,
CTOPOHHEW OpraHu3aluy Win GU3NYECKOMY JIUIY U opOopMIIsIOTCS Ha 00IIeM OlaHke
WIM CTaHAApTHBIX JucTtax Oymaru gopmara A4 unu AS ¢ UCIOJIB30BAHHEM YITIOBOTO
nrramia.

119. Tekct cimyxeOHON CpaBKU MOXKET O0QOPMIISITECSA B BUE TAONHUIIBI, JETUTHCS Ha
MyHKTBI, TOAMTYHKTHI, IMETh MOSICHEHUS U CCHUIKHU.

Ilepron BpemMeHH, K KOTOPOMY OTHOCSITCSI MPUBOAUMBIE B CIPAaBKE CBEICHUS,

BKJTFOYAETCS B 3aT0OJIOBOK K TEKCTY JIMOO MOMEIIAEeTCs Mepe]] TEKCTOM.

Hamnpuwmep:
ITo coctosinuto Ha 11.05.2020 nim
3a nepuox ¢ 01.01.2007 mo 31.12.2008
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B nuuHbBIX cripaBKax 3aroJOoBOK JOMYCKAeTCsS HE YKa3bIBaTh.

120. TekcT NMYHOM CHPABKUA HAYMHAETCS C yYKa3aHUs (paMHIIMU, COOCTBEHHOTO UMEHU
W OTdecTBa (€Clid TaKOBOE HMMEETCs) JIMIla, O KOTOPOM COOOIIarTcsi cBeAeHus. He
JIOMYCKAeTCsl  MCMOJb30BaHME  PEUYEBBIX  OOOPOTOB  «BbIAHA  HACTOSALIAS»,
«JIEUCTBUTENBLHO padoTaeTy.

[Ipy HaIUYUK WCMONB3YIOTCS THUMOBBIE (OPMBI CIPABOK, YTBEP)KIAEMBbIE
pecrnyOonMKaHCKUMHU OpraHaMHu TOCYJIApCTBEHHOTO YIPABJICHHS B YCTaHOBICHHOM
3aKOHOJIaTEIbCTBOM IMOPSIZIKE.

121. BxemHue cripaBKH MOANUCHIBAIOTCS PEKTOPOM MU MPOPEKTOPAMHU YHUBEPCHUTETA,
BHYTpEHHHE — HX cocTtaButeasMu. ChpaBkd, 3a COIEpPKAHUE KOTOPHIX HECET
OTBETCTBEHHOCTh HECKOJIBKO JIMI], IOAIMCHIBAIOTCS BCEMU COCTABUTEISIMH.

122. [laToii cipaBKH SIBASIETCS 1aTa €€ MOAIUCAHMUS.

123. Pa3HOBHIHOCTHIO CIYy’)KEOHBIX CIPABOK SIBIISIOTCS CBOJAKH (00 HWCIOMHEHUU
JOKYMEHTOB, CBOAKA MPEMIOKEHUA U T.Ja.). CBoOKkH OQOpMIISIIOTCA B BHJE TaOIMII,
rpaduKoB.

124. TluceMo — 006001IEHHOE Ha3BaHHE PA3IUYHBIX IO COAEP’KAHUIO JOKYMEHTOB,
BBIJICNIIEMOE B CBSI3U C OCOOBIM CIIOCOOOM Iepefayu TeKcTa (Mepechlika Mo MouTe U
JPYTUM KaHajaM CBS3H).

125. B 3aBHCHUMOCTH OT COAEPKAHUS PA3IMYAIOTCS CIEAYIOUIME Pa3HOBUIHOCTH
CITY»KEOHBIX MHCEM: MUChMAa-3alpOChl, MUCbMA-OTBETHI, MUChMa COMPOBOAUTEIBHBIE,
peKJIaMallMOHHbIC, TapaHTUMHBIC, HATIOMUHAHUS, U3BEIICHUS, IPUTTIAIIICHUS U JIP.

126. IIuceMa COCTaBISAOTCA B CTPYKTYPHBIX ITOAPA3ACIICHUSAX, B KOMIIETCHIUIO
KOTOPBIX BXOJUT PELIEHUE COOTBETCTBYIOIINX BOIIPOCOB.

127. TluckMa TONNUCHIBAIOTCSA PEKTOPOM U MPOPEKTOpaMU YHUBEPCHUTETA U
PYKOBOAUTENSIMUA €Tr0 CTPYKTYPHBIX MOJPa3JEICHUN COITaCHO HUX KOMIIETEHUUU U
pacnpeneneHuto OOS3aHHOCTEW, 3aKpEIJIEHHBIM B JIOKAJBHBIX IPABOBBIX aKTax
OpraHu3aluu.

128. Jlaroif muchMa SIBJISICTCS JlaTa €ro MOAMUCaHus.

129. IIucekMO B DBIIEKTPOHHOM BHJI€, OTIPABISIEMOE MO JJIEKTPOHHON MOYTE,
UH(OPMAIIMOHHBIM cucTeMam BEJIOMCTBEHHOTO (KOpIIOpaTuBHOTO) Wi
MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO JOKYMEHTO00O0poTa, odopmisiercss mo ¢dopme
COITIACHO MPUIOKEHUIO 3.

I'JIABA 8
OPTAHU3ALIA JOKYMEHTOOBOPOTA. PETUCTPALIA JOKYMEHTOB.
NHOOPMAIIMOHHO-IIONCKOBBIE CUCTEMBI 110 JOKYMEHTAM
YHUBEPCUTETA
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130. Opranuzanus T0KyMEHTO000poTa:
130.1. 10KyMEHTOOOOpPOT — OTO JBWKEHHE JOKYMEHTOB B YHHUBEPCHUTETE C
MOMEHTA UX MOJYYEHHUS WM CO3[IaHMs IO 3aBEPIICHUS UCIIOIHEHUS, OTIPABKU
WJIM HalpaBJI€HUS B JIEJIO;
130.2.opranuzamnus  JOKyMEHTOOOOpOTa  JIOJKHA  OTBEYaTh  CJICAYIOIIUM
TpeOOBaAHUSAM:
OTIEPATUBHOCTD MPOXOXKICHUSI TOKYMEHTOB;
UCKJIIOYEHHUE HE 00YCIIOBIEHHBIX HEOOXOAMMOCTBIO MHCTAHIIMMA MPOXOXKACHUS U
JNEUCTBUN C JIOKyMEHTaMH; COOJIONEHHE MAaKCUMAJIbHOTO €IWHOO0Opa3us MopsaKa
MPOXOKACHUS U
00pabOTKH OCHOBHBIX KaTeropuii JOKyMEHTOB.
130.3.opranuzanuss  JAOKyYMEHTOOOOpOTa  MpU  NPUMEHEHHH  CPEJACTB
aBTOMaTH3alluyd JIeJIONPOU3BOJCTBA JODKHA OO0ecrneYnBaTb COBMECTHUMOCTD
TPaAUIIMOHHON U aBTOMAaTU3UPOBAHHOM 00paOOTKH JOKYMEHTOB.
131. Perucrpanusi JOKyMEHTOB:
131.1.peructpanusi HOKyMEHTAa — 3alUCh YYETHBIX JAHHBIX O JOKYMEHTE B
pErucTpallMoOHHON (opMe ¢ MPUCBOCHHEM €My PErMCTPAallMOHHOTO HHJEKca,
¢bukcupyromas Gpakt ero Co3AaHusl, MOTYUYEHUS WIN OTIPABKH;
131.2.peructpauy  MOAJIEKAT  BXONSIIME, HCXOIAAIIME W  BHYTPEHHHUE
JIOKYMEHTBI, TPeOYIOIIHNE yUeTa U UCTIONHEHUS. JJOKYMEHTBI PETUCTPUPYIOTCS
HE3aBUCUMO OT cioco0a X CO3J1aHus, IepeIadu Win JOCTaBKH;
131.3.Hepeructpupyembie JOKYMEHTBI BKIIFOUAIOTCS B IEPEUYCHb JOKYMEHTOB, HE
MOJIJIeXKAITUX PETUCTpAIluK, pa3padaThiBa€MbIi KaHIEISIPUEH U YTBEPKIAeMbIH
PEKTOPOM YHHBEPCUTETA;
131.4.peructpauns BXOASIINX, MCXOIAIIMX M BHYTPEHHHX JOKYMEHTOB B
YHUBEPCUTETE OCYILIECTBISIETCA LICHTPAIN30BAHHO B KaHUEISIPUU;
131.5. teuenTpanu3oBaHHass pErUCTpanUs JOKYMEHTOB JIOIYCKAETCA IIPH
TEPPUTOPHUATBHON pa300ILEeHHOCTH CTPYKTYPHBIX noJipa3iesICHU
YHUBEPCUTETA.
JleueHTpaIu30BaHHOM  PETUCTPALIMM  MOJJIEKAT TAKXKE OTHAECIbHBIE KAaTErOpUU
JOKYMEHTOB, PErUCTPUPYEMBIX B CTPYKTYPHBIX NOJpA3JEICHUSIX YHUBEPCUTETA
COTNIaCHO  pa3pabaThlBaeMOMy  KaHIIENApUEH ¥ YTBEPKIAEMOMY  PEKTOPOM
YHUBEPCUTETA MEPEUHIO JOKYMEHTOB, HE MOMJIEkKAIIUX PETUCTPALUU KaHIEIsIpUeit
(mepBuyHass W OT4YeTHass OyxrainTepckas JIOKyMEHTalus, JOKYMEHTalus 1o
MaTepUaIbHO-TEXHUYECKOMY CHA0XKEHHUIO U JIp.);
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131.6.peructpanus BXOASIINX U HCXOJAIIUX JTOKYMEHTOB, MEpPEIaBa€MbIX IO
KaHaJlaM »JJIEKTPOCBA3U ((pakcMMHIIbHASI CBsI3b, DJIEKTPOHHAS IoYTa W Jp.),
MPOU3BOJUTCSA B TOM K€ MOPSAJIKE, YTO U JIOKYMEHTOB, NIepeAaBaeMbIX MO MOYTe
WU KyPBEPCKOU CBSA3BIO;

131.7. 11 peructpanuu BCEX KATETOPUM BXOMSIIMX M UCXOMSIINX JTOKYMEHTOB
3anonHsaercss PKK Ha anekTpoHHOM HOcHUTeENe, coaepsKailas COBOKYIHOCTb
PErUCTPAIIMOHHO-YYETHBIX CBEICHUM O JOKyMEHTe, 1o (opMe COrnacHo
MPUIOKEHUIO

CocraB u mpaBuia 3anojiHeHus o0s3aTenbHbIX pekBU3UTOB PKK ompenenens
cornacHo npuioxeHuto 5. CocraB pekBuszutoB PKK Moxer ObITh g0moiHEH
pekBu3uTamu: «McnonHurensy, «Pacnucka UCIOJHUTENS B MOJYYEHUH JOKYMEHTa»,
«Xon ucnoaHeHus» u 1p. ITopAnok pacroyioKeHNs TONOJHUTEIbHBIX PEKBU3UTOB Ha
KapTOYKE OIPENEIAECTCS YHUBEPCUTETOM;

131.8.u3 PKK d¢opmupyrorcss crnpaBoYHble M KOHTPOJIbHBIE KapTOTEKU H

aBTOMAaTU3UPOBaHHbIE 0a3bl JAAHHBIX, C MOMOIIBIO KOTOPHIX OCYLIECTBISIOTCS

CIpaBoyHasi paboTa MO JTOKYMEHTaM M KOHTPOJb 33 CPOKaAMHU UX HCIIOJHEHUS.

KonmnuectBo »k3emmuisipoB PKK Ha OymaxkHOM HocuTese, 3amoiHsIeMOl Ha

JOKYMEHT, OIIPENEIIAETCS YUCIOM CIIPABOYHBIX U KOHTPOJIbHBIX KAPTOTEK;

131.9.xypHanpHass Qopma perucrpaiud BHYTPEHHHX JIOKYMEHTOB B

YHUBEPCUTETE BEIETCS NPHU HE3HAYUTEIBHBIM O00beMe TOKyMeHTOB (mo 600

JOKYMEHTOB B rof). JKypHaJibl perucTpauuu BHYTPEHHUX JOKYMEHTOB BEIYTCS

no ¢gopmam coriacHo npwiokeHusM 6 u 7. Ilpu HEOOXOAMMOCTH >KypHasbl

MOTYyT ObITh JomnonHeHsl rpadamu «Pacnucka B nomydyenun», «Bun

TOKyMeHTa», «ConepkaHue pe30IIouum» 1 Ap.;

131.10. pemieHre O BbIOOpe (OPMBI PETUCTpAIlMU  JIOKYMEHTOB B
YHUBEPCUTETE (KAPTOUHOM HWJIM JKypPHAJIBHOM) 3aKpEIuIIeTCsl B JIOKAJbHOM
IIPaBOBOM aKT€;

131.11. IIpU  pETUCTPaALUU KOKIOMY  JOKYMEHTY IIPUCBAuBACTCA
PErUCTPALIMOHHBI  WHAEKC, KOTOpPbIM TMpeacTaBiser coboil 1uudpoBoe WU
OykBeHHOLIM(PpoBoe  oOo3Hauenne. OH  BKJIIOYaeT B ce0S  MOPSAJIKOBBIM
PErUCTPAaLlMOHHBII HOMEpP, IPUCBOCHHBIA JTOKYMEHTY IPU CO3AAHUM WIH IIOJTYYEHUH,
KOTOPBIA MOYKET
OBITh JOIOJHEH MHJIEKCOM JIeJia [0 HOMEHKIIAType JEel,

132. Ilpuem, peructpanusi ¥ UCIIOJIHEHUE BXOAAIUX JOKYMEHTOB:
132.1.Bcs mocTynaromiasi B YHUBEPCUTET KOPPECIOHJCHIMS, B TOM YHCIE
NOCTyNUBIIAsl MO JJIEKTPOHHOM MouTe, HH(POPMALMOHHBIM CHUCTEMaM
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BEJJOMCTBEHHOIO (KOPIIOPAaTUBHOIO) WM MEXBEJIOMCTBEHHOI'O 3JIEKTPOHHOIO
JOKYMEHTO000pOTa, MPUHUMAaETCs U 00padaThiBaeTCs KaHUEISIpUEH;

132.2.10 BCKpBITHUS KOHBEPTOB (MAKETOB) MPOBEPSIOTCA MPABUIBHOCTh
JOCTaBKM (MO aJpecy Ha KOHBEPTE), LEIIOCTHOCTh YIMAKOBKH, COXPAHHOCTb
reyaTeu.

OmuboyHO JOCTaBiIE€HHAs KOPPECHOHICHIIMS HalpaBisieTcsl 0 Ha3HAYeHHIO, a
IIPU  HEBO3MOXXHOCTH YCTAaHOBJICHMS aJpecara BO3BPAIIACTCA OTIPABUTENIO C
moMeTKON « OIMO09YHO JTOCTABICHOY;

132.3.mocTynuBIIMe KOHBEPTHl (TIAKETHI) BCKPBIBAIOTCS, 3a HCKIIOUEHUEM
IPUCIIAHHBIX B aJpec OOIECTBEHHBIX OpPraHU3ALMA WIM MUMEIOLIUX MOMETKY
«JIM4HO», KOTOpBIE MEPENAIOTCS aAPECATY.

VYIakoBKa JIOKyMEHTOB, IOCTYNHBIIMX Ha CBEMHBIX MAIIMHHBIX HOCHTEISAX
(muckax, (umemi-kapTax ® JAp.), HE BCKpbIBaeTCs, OOpabOTKE TMOMIEKHUT TOIBKO
CONPOBOAUTENBHAS TOKYMEHTALUS;

132.4.mocne BCKpBITHS KOHBEPTOB (ITAKETOB) MPOBEPSAIOTCS KOMIUIEKTHOCTh U
COXPAaHHOCTb BJIIOKEHUM.

B cnydae noBpexaeHUs] KOPPECHOHACHIMN U HEBO3MOKHOCTH €€ UCIIOJIb30BAHUS
COCTaBJIIETCA  aKT, OJUH DK3EMIUIAP KOTOPOrO BMECTE C  IIOBPEKICHHOU
KOPPECIOHICHIIMEN HAIIPABIIACTCS OTIPABUTENI0, BTOPOU OCTAETCS B KaHLEISPUU.

OrcyrcTByromue B KOHBepTax (MakeTax) JOKYMEHTBI, OTHENIbHbIE JIUCTHI,
MIPUJIOKEHNS 3aIIPAILIMBAIOTCS y OTIIPABUTENS, 4 HA JOKYMEHTE CTAaBUTCS OTMETKA
«/loxymMeHTBI (JIUCTHI, MPUIIOKEHUST) 3aTPEOOBAHBI) C YKa3aHUEM JIaThl 3aIIPOCa;

132.5.moce BCKpBITUA KOHBEPTHI (MAKEThl) YHUUYTOXKAKOTCS, 32 HCKIOYEHHUEM
CJIEAYIOLINX CIIy4aeB:
JaTa Ha OTTUCKE KaJEHAAPHOIO IITEMIIENI HE0OX0AMMa KaK CBHIETEIbCTBO 1AThI
OTHPABKH WX MOJYYEHUS JOKYMEHTA;
Ha JOKyMEHTE OTCYTCTBYET PEKBU3UT «/laTta TOKyMeHTa»;
JaTa JOKYMEHTa CYIIECTBEHHO OTVIMYAETCS OT JaThl €T0 MOJNy4YECHUS;
B [TOJIy4YEHHOM JOKYMEHTE HET 00paTHOIO ajgpeca OTIPaBUTES.

B ykazaHHBIX cClly4asix KOHBEPT MNPHUCOCIHUHIETCA K JOKYMEHTY M IIOCHE
VCIIOJIHEHUS TOKYMEHTA MOAIIMBAETCS BMECTE C HUM B JIETIO.

AnpecHble SPIBIKA KOHBEPTOB M IAKETOB COXPAHSIOTCA B CIIy4yae MOCTYIUICHUS
KOPPECTIOHICHIIMY HAJIOKEHHBIM IUIATEKOM IS IPEACTABICHUS C OTYETOM B
OyXraJaTepuro B KaueCTBE OIPaBAATEIbHbBIX JOKYMEHTOB;

132.6.Ha BceX MOCTYNHUBIIMX JOKYMEHTAaX B IPABOM HWXHEM YIUIy MEPBOIO
JUCTa MPOCTABISAECTCS OTMETKA O MOCTYIUIEHUH (PErMCTPALMOHHBIN IITamm
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BXoAsImux JgokyMeHToB). IlITamm mpocTaBisieTcs Ha KOHBepTe (TIakeTe), eciu
KOPPECTIOHICHIIUS HE BCKPBIBAETCS.

JIOKYMEHTBI, TOJUIeKAIME PETUCTPALMK B CTPYKTYPHBIX MOAPA3JAEICHUSIX,
NepeaaroTcss MO HA3HAYEHUIO HCHOJNHUTENIAM C  NOPOCTaBIEHWEM Ha  HHUX
PErMCTPALIMOHHOTO IITAMIIA, B KOTOPOM IIPOCTABIISAETCS JaTa IOCTYIUICHHMS.

Ha HeperucrpupyeMbIX JTOKyMEHTaX, II€YaTHBIX M3JAHUAX, JIOKYMEHTax,
IPWIOKEHUSX, OJJaHKaX JOKYMEHTOB PETUCTPALMOHHBIN ITaMII HE POCTABIISAETCS,

132.7.BXoAs111Me JOKYMEHTBl JOJDKHBI OBITh 3apErMCTPUPOBAaHbI B JEHb
NOCTYIUJIEHUs. PerucTpallMOHHbI WHAEKC BXOMASIIETO0 JOKYMEHTA BKIIIOYAET
UHJIEKC Jiela MO HOMEHKIAaType Jel, U uepe3 JpoOb — MOPSIKOBBIN
PEruCTPAallMOHHBIN HOMED, IPUCBANBAEMbIN BXOASIIUM JOKyMEHTaM B IIpeesax
JIEJIONPOU3BOICTBEHHOIO T'O/1a KaHILIEJISIPUECH.

Hanpuwmep:
01 -18/222

132.8. 3aperucTpupoBaHHBIE JOKYMEHTHI IIEPENAIOTCA W3 KaHLEISIPUM Ha
paccMoTpeHue pektopy. JlOKyMeHTbI, He TpeOylolue peleHus pyKOBOJICTBA,
NEepPEAAOTCS UCTIOJIHUTEIISIM CONNIACHO X KOMIIETEHIIUH.

JIOKyMEHTBI pacCMaTpPUBAKOTCS, KaK MPABUIIO, B IEHb UX MOCTYIUIEHUsS. CpOUYHBIE
JOKYMEHTBI IEPENAOTCA PEKTOPY 110 MEpe MOCTYIUICHNUS,

132.9. pe3ynbrarel paCCMOTPEHHS JOKYMEHTOB OTPAXKAKOTCS B PE30TIOLUN.

Pesomonusa nepenocurcss B PKK. JIOKyMEHT KaHUENspUEW HaIPaBIsAECTCS
ucnionHuTento noa noanuck B PKK, a mpu Hanmumm HECKOJIIBKMX HCIOJHUTENEH —
OTBETCTBEHHOMY MCIOJIHUTEIO, YKa3aHHOMY B pesontounu nepBbiM. PKK ocTtaercs B
KaHIIEJISIPUM U TIOMEIIAETCS B CIIPABOYHYIO KapTOTEKY.

Ecnu moxymMeHTBI, COrIacHO Pe30NioIuu, TpeOytoT kKoHTposst ucnomHeHus, PKK
IIOMENIAETCA B KOHTPOJBHYIO KapTOTEKy Ul IIOCJIEIYIOIIEr0 KOHTPOJSA 32
VICIIOJTHEHUEM JIOKYMEHTOB;

132.10. mpu HEOOXOIUMOCTH MCIOJHEHHS WM O3HAKOMJIEHUS C JIOKYMEHTOM
HECKOJIbKUX CTPYKTYPHBIX MOJpa3AesieHul (IOKHOCTHBIX JIUI) JEI0NPOU3BOAUTEIND
KaHLEJSIPUY, CKAaHUPYET JOKYMEHT, 3aTeéM CKaHupyeMas KONUsS JIOKyMEHTa
npukpersiercs kK PKK B , KOTOpas aBTOMaTH4Y€CKHU

HalpaBJIsieT HA  HWCHOJHEHWE WM  O3HAKOMJICHUE  JIOJDKHOCTHBIM  JIMIIAM,
COUCIIOJIHUTENSAM JTOKYyMEHTA. [IOMIMHHUK JOKyMEHTa MEpeNaeTcs OTBETCTBEHHOMY
ucnonautento noxa noanuck B PKK. Ecnu pazmHo)keHne nokymeHTa He paspeniaercs,
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TO JOKYMEHT IEpPEeaeTcs] UCIOIHUTENSAM MOOYEPENHO C MPOCTABIECHUEM IOAIUCU B
PKK.

JInst  yCKOpEeHHsI MPOIECCOB  HUCIOJIHEHUS JOKYMEHTOB, a TaKkXke B
CIIPAaBOYHO-UH(POPMAIIMOHHBIX  IEIAX JOKYMEHThl Ha OyMaKHBIX HOCHUTENSX,
MOCTYNAKIINE B YHHUBEPCUTET, MOTYT NEPEBOAMUTHCSA B DIIEKTPOHHBIM BHJ ITyTEM
CKaHUPOBAHUSI WIM HMHBIM crocoOoM. Hannuue s1eKTpOHHOM KONMUU JOKYMEHTa Ha
OyMa)XHOM HOCHTEIIC HE OTMEHSET HEOOXOIUMOCTHU OCYIIECTBICHHS C MOCTYIHUBIIUM
JOKYMEHTOM Ha OyMa)XHOM HOCHUTENE JICJIIONPOU3BOJCTBEHHBIX  OIEpaIui,
YCTaHOBJICHHBIX HacTosmeld MHCcTpykmuei, B ToM drciie B 4acTH (GOPMUPOBAHUS €TO B
NENO0.

JIBI>KeHME TOKYMEHTa B Tiporiecce ero ucnognenus ¢puxcupyercs B PKK;

132.11. 1OKyMEHTBI, 3aperucTpUpPOBAHHBIE B KaHIECISPUU, HE TMOMAJIEKAT
MOBTOPHOW PErUCTPAlMU B CTPYKTYPHBIX MOAPA3ACICHUSX;

132.12. noOKyMeHTHI TIepeAaroTCsl Ha PaCCMOTPEHUE PYKOBOJIUTEINO CTPYKTYPHOTO
MOJIpa3/IeNICHUs] WIM €r0 3aMECTUTEINI0 COMIACHO YCTAHOBIICHHOMY pacIpeieiCHUIO
00s13aHHOCTEI;

132.13. JOKyMEHT ¢ MOMEHTAa NOCTYIUICHHS 10 3aBEPIICHUS WCIIOJTHEHUS
HaXOAUTCS Y UCIIOJIHUTEIS U B €0 HE MOMEIAETCS;

132.14. Ha WUCMNOJHEHHOM JOKYMEHTE MWCIIOJHUTEIEM WIM PYKOBOJUTEIEM
CTPYKTYPHOIO MOAPA3ACICHUSA-UCIIOTHUTENS MPOCTABIISIETCS OTMETKa 00 MCIIOTHEHUU
JOKYMEHTAa W HalpaBJIE€HUM €ro B JIeJI0 C YKa3aHHEeM HHJAEKCa Jejla, B KOTOpPOe
JIOKYMEHT OyJIeT MOMEIIIEH.

OTBeTCTBEHHBI 3a JENONPOU3BOJICTBO MEPEHOCUT OTMETKY 00 HCIOJHEHUU
JIOKYMEHTA W HANpaBJIE€HUU €ro B JIEJI0 B PErHUCTPAlMOHHYIO (OpMy, TOCIE Yero
JIOKYMEHT IOJIIUBAETCS B JIEJIO;

133. Perucrtpainus u oTnpaBka UCXOASIIUX JOKYMEHTOB:

133.1.ucxondmupe MTOKYMEHTBI, B TOM YHCJE OTIIPABISEMbIE IO AIEKTPOHHOU
noure, MHOOPMAIMOHHBIM CHUCTEMaM BEJOMCTBEHHOIO (KOPIOPATUBHOTO) HJIH
MEXBEJOMCTBEHHOTO JJIEKTPOHHOTO JOKYMEHTOO0OpOTa, PEruCTPUPYIOTCS B
KaHIEJSIPUM TOCJIE€ HMX MOAMNUCAHUS PEKTOPOM YHHBEPCUTETA WM HWHBIMHU
YIOJIHOMOYEHHBIMU JTUIAMH B COOTBETCTBUM C UX KOMIIETEHIUEN. JIOKyMEHTHI
PETUCTPUPYIOTCA B J€Hb WX TMOANUCAHUS WM HE IO3[HEE CIEAYIOIIEro
pabouero gHs;

133.2. ucxoadiine JOKyMEHTBI IEIATCS HA UHULIMATUBHBIE U OTBETHBIC;
133.3.MHIEKC UHULMATUBHOTO U OTBETHOI'O UCXOISALIErO JTOKYMEHTA BKIIFOUAET
UHJIEKC Jiefla TI0 HOMEHKJAType [ed, B KOTOpOM OyIdeT XpaHUThCA KOMUs
OTIIPABJISIEMOTO JIOKyMEHTa, U 4epe3 JpoOb — MOPSAKOBBIA PETUCTPAIMOHHBIN
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HOMCD, HpHCBaHBaeMBIﬁ HCXOOAIIINM AJOKYMCHTaM B npeaciiax
ACITOIIPON3BOACTBCHHOI'O I'Oda KaHHeHHpI/Ieﬁ;

Hanpumep: 01-19/333

Ha oTBeTHOM  JOKyMEHTE€ MpPOCTABISETCS  CChUIKA HA  MCXOMSIIHMA

pPErUuCTPallMOHHBINA MHJIEKC U J1aTy TOKYMEHTa-3arpoca;
133.6.0TnpaBKa JIOKYMEHTOB OCYIIECTBIISIETCS KaHUEIsIpuerd. B kaHuemspuun
MPOBEPSAETCS MPABUIBLHOCTh O(POPMIICHHS IOKYMEHTOB: HaJIMUKe HEOOXOAMMBIX
PEKBU3UTOB, MIPUIIOKEHNN, COOTBETCTBUE KOJIMYECTBA IK3EMIUISIPOB JOKYMEHTA
KOJINYECTBY aJIPECATOB, IPABUIIBHOCTh aJPECOBAHHBIN U JP.

HemnpaBunsHo o¢opMIeHHBIE ¥ HEKOMIUICKTHBIC JIOKYMEHTBI BO3BPAIAIOTCS

UCTIOTHUTENSIM;

133.7.oTmpaBnsieMble  TOKYMEHTBl IIE€PEHAOTCSl B KAHUEISAPUIO B  HE
3aKOHBEPTOBAHHOM BHJE C OTMETKOM O KaTreropuu OTHpaBieHus (mpu
HEOOXOJUMOCTH);

133.8. 10KyMEHThI Ha ChEMHBIX MAIIMHHBIX HOCUTENSAX (IUCKaX, (hiel- KapTax)
NPUHUMAIOTCA K OTIPAaBKE B YIAKOBKE, COOTBETCTBYIOLIEH TEXHUYECKUM
TpeOOBaHMSIM, TP HATWYUH COMPOBOAMTEIHHOTO MHUChMA, O(POPMIICHHOTO W
3apEeTUCTPUPOBAHHOTO B YCTAHOBJIEHHOM mopsjake. Komnus compoBOguTEILHOTIO
MYCchMa MOMEIIAETCS B JIEJI0 Ha OOIIMX OCHOBAHMUSIX;

133.9. 10KyMeHThI, HampaBisieMble Oojiee YeM B 4YEThIpe ajapeca, NepenaroTcs
JUIsL OTTIPABKK CO CIIMCKOM Ha PacChUIKy, OQOPMIISIEMBIM B COOTBETCTBHH C
TpeboBaHusIMU MyHKTa 51 HacTosmeit MacTpyKimm.

Ha 3aka3Hyr0 KOppECHOHACHILMIO COCTABISETCS PEECTP PACCBUIKH, B KOTOPOM
OTHpPABUTEIEM MPOCTABISIIOTCS (paMUivg U JlaTa OTIpaBku. PeecTp co miremmenem
OTJIEJICHUSI CBSI3M TMOJIIIMBAETCS B JIEJI0 KaHIEISPUH;

133.10. OTMpaBKa JJOKYMEHTA B 3JICKTPOHHOM BHjie O0Jiee YeM B OJIUH aJipec
OCYIIECTBISIETCA MyTEM MPUKPEIUICHUS €ro K COOOIICHUIO AJIEKTPOHHOM MOYTHI,
yKa3aHUs B COOTBETCTBYIOIIEM II0JIE BBOJA BCEX OQUIIMATBHBIX aJpPECcOB
COMJIACHO CMUCKY Ha pacchuiky. OdUIMaIbHBIM aIpeCcOM SJIEKTPOHHON MOYTHI
ABJISIETCS aJIpEC, YKa3aHHBIN Ha OJIaHKE OpraHU3aluu;

133.11. OTMETKa 00 OTmpaBKe (IUTaMIl OTHOPABKU) 3JIEKTPOHHON KOMHHU
JIOKyMEHTa Ha OyMa)XHOM HOCHTEJIE 110 AIEKTPOHHOM nmouTe, HH()OpMaIluOHHBIM
cCUCTeMaM BEJIOMCTBEHHOTO (KOPIOPAaTUBHOTO) WM MEKBEIOMCTBEHHOTO
AIIEKTPOHHOTO JIOKYMEHTOOOO0POTA MPOCTABISETCS HA UCXOMAIIEM JOKYMEHTE Ha



50

OyMa)XKHOM HOCHTEJE, OCTAIOLIEMCS B YHUBEPCHUTETE, TOJIBKO IIOCJIE €ro
(dhaKTHUYECKOM OTIPABKH MO AIEKTPOHHOM MOYTE;
133.12. 00paboTKa M OTIpaBKa JOKYMEHTOB OCYIIECTBIISIIOTCA B JIEHb UX
NOJIMMCAHUS UM HE TIO3/IHEE CIEAYIOIIEro pabovero JTHs.

134. Perucrtpanus u UCIIOTHEHNE BHYTPEHHUX IOKYMEHTOB:
134.1.pabota Cc BHYTPEHHUMHU JOKYMEHTaMH Ha JTamax IOJATOTOBKH W
opopmieHuss BeOeTCs MO MpaBWIaM, YCTAHOBIEHHBIM i paldoThl C
UCXOSIIMMU JOKYMEHTAMU;
134.2.BHyTpeHHUE AOKYMEHTBHI PETUCTPUPYIOTCA B JKypHAjJaxX pEruCTpaluu
BHYTPEHHUX JJOKYMEHTOB IOCJIE UX MOANUCAHUS (YTBEPXKICHUS);
134.3.peructpauyss  pacHoOpsSAMTENbHBIX  JIOKYMEHTOB U IPOTOKOJIOB
OCYILIECTBISIETCS MO BUAAM OTJEIBHO OT JIPYTUX BHYTPEHHHUX JOKYMEHTOB.

PacnopsiautenbHble JOKYMEHTBI 1O OCHOBHOM JE€ATEIBHOCTH, IO JIMYHOMY
COCTaBy, [0 aJMHHHUCTPATUBHO-XO3AMCTBEHHBIM  BOIPOCAM  PETHCTPUPYIOTCS
OTJIETIBHO.

PacnopsnurenbHble TOKYMEHTBI MO JIMYHOMY COCTaBY, ISl KOTOPBIX AKTaMH
3aKOHOJATENIbCTBA YCTAHOBJIEHBI PA3HBIE CPOKU XPAHEHUS, PETUCTPUPYIOTCS OTIIEIBHO.

PacnopsiiutenbHble  JOKYMEHTHI  ONPEAEICHHONW pPAa3HOBUIHOCTH TP UX
3HAYUTEJIbHOM 00beME JOIYCKAaeTCsl PErUCTPpUPOBATh OTAENIbHO. Hanmpumep, oTnensHo
MOTYT PErUCTPUPOBATHCS MPHUKa3bl O BHECEHUHM W3MEHEHUH B IITATHOE PaCIHCAHUE,
IPUKa3bl O KOMaHAUPOBAHUH, O MPEAOCTABICHUH OTIIYCKOB U Jp.;

134.4. peructTpaliniOHHBIM MHJIEKCOM  pAaCHOPSIUTENIBHOTO  JIOKYMEHTA,
IPOTOKOJIA SIBIIAETCA IOPSAAKOBBIM PErMCTPALMOHHBIA HOMEp, NMPUCBAUBAEMBIN
€My B MpEeeNax AeJONPOU3BOICTBEHHOIO TO/1a.

PerucTpallMOHHBIM ~ MHAEKCOM  pacHOpPSAMTENBHOIO JOKYMEHTa  (IpuKasa,
pacnopsKEHUsA) MO JIMYHOMY COCTaBy SIBJISIETCSI TMOPSIAKOBBIM pPETUCTPAllMOHHBIN
HOMEp, T[pPUCBAaMBAaeMbli €My B TMpeaenax JAeJIONPOU3BOJICTBEHHOIO  roja,
JOTIOTHEHHBIA JTUTEPON «K» (I TOKYMEHTOB 75-JIETHETO CPOKA XPAaHEHMSI) WU D)
(17151 JOKYMEHTOB 3-JIETHETO CPOKa XpaHEHHUS ).

PeructpalliOHHBIM ~ MHAEKCOM  PACHOPSAUTEIBHOTO  JOKYMEHTa, SIBISETCS
MOPSAJKOBBIM  PETMCTPALMOHHBIA  HOMEp, NPUCBAMBAEMBIM €My B IMpeaenax
JIEJIOMPOU3BOICTBEHHOIO T0J1a, JAOMOJHEHHBIA HICHTU(PUIMPYIOIIUM pPa3HOBHIHOCTD
JOKyMEHTa OyKBEHHBIM WJIM UHBIM YCIOBHBIM 0003HAYE€HHEM;

134.5.coBMECTHBIE PACHOPSAUTENBHBIE JTOKYMEHTBI, MPOTOKOJbI COBMECTHBIX
3aceaHui UMEIOT COCTaBHbIE MHAEKCHI, BKIIFOUAIOIIUE TOPSIAKOBBIE

PETUCTPALIMOHHBIC HOMCPA, IIPUCBANBACMBIC UM B OPIraHHM3aluAX, UX IIOATOTOBHUBIINX
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Hamnpuwmep:
81/54

134.6.perucTpalluOHHBIMA UHAECKCAMH JOKJIQJHBIX 3alMCOK, CIIPABOK U JPYTUX
WH()OPMAIIMOHHO-CIIPABOYHBIX ~ TOKYMEHTOB  SIBJISIIOTCS  MX  TOPSAJIKOBBIE
pErucTpalvOHHbIE HOMEDA, MIPUCBANBAEMBbIE B npejaenax
JEJIOITPOU3BOICTBEHHOIO

rojia, KOTOpbIE MOTYT JAOIOJIHATHCS UHAEKCAMU eI 0 HOMEHKJIaType Al
134.7.paccMOTpEHHE U UCITOJIHEHUE BHYTPEHHUX JOKYMEHTOB OCYILECTBIISETCA
B COOTBETCTBMM C YCTAHOBJIEHHBIM TMOPSIAKOM OOpabOTKH  BXOISALIUX
JOKYMEHTOB.

135. HMudbopManroHHO-TIOUCKOBAs CUCTEMA IO TOKYMEHTaM YHUBEPCHUTETA:
135.1.8 YHHUBEPCUTETE co3JlaHa aBTOMAaTU3UPOBAHHAS
uH(popmanronHo-nouckoBas cucrema (manee — MIIC). UIIC crpoutcs Ha
ocHoBe PKK, koropslie

00BEIMHSIOTCS B KAPTOTEKH U 0a3bl PETUCTPALIMOHHBIX JaHHBIX;
135.2.kapTOTEKH JENATCS HA JIBE YAaCTH: CIPABOYHYIO U KOHTposbHYyt0, PKK B
KOTOPBIX CHCTEMATHU3UPYIOTCA I10 HOMEHKJIAType Jea (B COOTBETCTBUHM C
Ha3BaHUSAMU JeJI 10 HOMEHKIIAType JeJl WU UX UHIEKCAMH);

Bbibop mNOHMCKOBOrO mpH3HAKa ONpeAeNseTcss B 3aBUCUMOCTH OT BHUJOB
JIOKYMEHTOB U XapakTepa HH(HOPMAIIMOHHBIX 3apOCOB.

IlepBast yacTh KapTOTEKHU CIIYXKUT JJIsl TIOMCKA CBEACHUM O JOKyMEHTax. Bropas
YacTh KapTOTEKU CIYXKUT JJIsI MOWUCKA KOHTPOJIbHBIX JOKYMEHTOB B MPOLECCE UX
WCIIOJTHEHUSI.

I[To wmepe wucnonHenus nokymeHToB PKK ¢ HeoOXomguMbIMH OTMETKaMU
NEPEMEIIAIOTCS U3 KOHTPOIBHOM KApTOTEKH B COOTBETCTBYIOLIUE Pa3/Ieiibl CIIPABOYHON
KapTOTEKU;

135.3.B 3aBUCUMOCTH OT 00bEMa JIOKYMEHTOOOOpPOTa, CUCTEMbI PETHCTPALIUUA U
KOHTPOJISI HMCIOJHEHHS] JOKYMEHTOB, 3aJay IOMCKa MOXET BECTUCh €AuHas
cupaBouHasi UIIC uiam HECKOJIBKO caMOCTOSITENbHBIX. OTAENbHbIE KapTOTEKU
(6a3bl nmaHHBIX) (OPMUPYIOTCS HA BXOMASIINE JOKYMEHTHI, HWHHUI[MATUBHbBIC
UCXOSIINE JTOKYMEHTBI, OOpallleHus] Tpa)KJaH, B TOM YUCJIE WHJIUBUIYAJTIbHBIX
npearnpuHuMaTeNne, u ropuauueckux Jaul. Ilpu OonplmioM KoIMYecTBe
HOPMATHBHBIX  NPABOBBIX AaKTOB W  PACHOPSAUTENBHBIX  JOKYMEHTOB,
UCIIONB3YEMBIX B JIESITEJIBHOCTH OpPraHU3allid, HAa HUX MOTYT CO3[aBaThCs
OTJeNbHBIC KOTU(DUKAITMOHHBIE KapTOTEKU (0a3bl TaHHBIX).
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[lepeuenp HamMeHOBaHWI 0a3 JaHHBIX AHAJOTUYEH IEPEYHI0 HANMEHOBAHHM

KapTOTEK.

136. VYuer o6beMa TOKYMEHTOOOOpOTA:

136.1.00beM  JIOKYMEHTOOOOpOTa —  KOJHMYECTBO JOKYMEHTOB, IOJYYEHHBIX
(BXomsIME) U CO3[AHHBIX (BHYTPEHHHE, HCXOIAIME) YHHBEPCUTETOM 32
OINpEIETICHHBIN NIEPUOJI BPEMEHU;

136.2.m0cY€T KOMMYECTBA JOKYMEHTOB MTPOU3BOIUTCS 110 PETUCTPAITMOHHBIM (popmMam
B MECTax UX PETrUCTPalIUH.

3a eauHUIYy y4yeTa NPUHUMAETCS OJIMH SK3EMIUIP JTOKyMEHTa 0e3 ydera KOIHWi,
CO3/1aBa€MBbIX MPU MeUaTaHUU U Pa3MHOKEHUU. KaxKIplil TOKYyMEHT yYUTHIBAECTCS OAUH
pa3. [IpunoxkeHus K JOKYMEHTY YYUTBHIBAIOTCS BMECTE C HUM KaK OJJUH JOKYMEHT.

OTaenbHO YUUTHIBAIOTCS MOJTYUYEHHBIE U CO3aHHBIE YHUBEPCUTETOM JOKYMEHTHI,
oOpallleHHs] TPaXXJaH U IOPUIUYECKUX JIUII.

136.3.B yHUBEpPCUTETE MOXKET MPOBOJUTHCSA IMOJIHBIA M BBIOOPOYHBIA y4eT 0ObeMa
JTOKyMEeHTooOOpoTa (MO0  BCEMY  YHHMBEPCHUTETY, MO  CTPYKTYPHBIM
NOJIpa3AesIeHUsIM, 110 TpyNnaM J0KYMEHTOB U T.1I.).

VYdyer u aHanu3 oObeMa JOKYMEHTOOOOPOTa B YHUBEPCHUTETE OCYLIECTBIISIOTCS

MOJ1 PYKOBOACTBOM KaHIIECIISIPUH;

136.4.pe3ynbrarl yuera o0beMa JIOKYMEHTOOOOpOoTa 0000IIAI0TCS KaHIENspUeil u
MPEICTABIIAIOTCS PEKTOPY YHUBEPCUTETA J1JIs1 BBIPAOOTKH Mep 1O

COBEPILIEHCTBOBAHUIO pa0OTHI C IOKYMEHTAMU;

136.5.cBegenust 06 oObeMe JAOKYMEHTOOOOpOTa HCIONB3YHOTCS ISl YCTAHOBJICHUS
CTPYKTYpBI U IITATHON YMCICHHOCTH KAHIICIAPUH, BHIOOPA TEXHOJIIOTHH PabOThI
C JIOKyMEHTaMU W CPEJCTB aBTOMAaTH3alWU JIE€JIONPOU3BOACTBA, ONPEACIICHHUS
CTEINEHHU 3arpyKEHHOCTU KAHIEISPUU U OTJIETbHBIX pA0OTHUKOB.

['JIABA 9
KOHTPOJIb UCITOJIHEHMS JIOKYMEHTOB U ITOPYUYEHUIM

137. 3amaun KOHTPOJISI UCTIOJTHEHUS:

137.1.uenbl0 KOHTPOJISL SIBISIETCS OOECIEeYeHHe CBOEBPEMEHHOIO M KayeCTBEHHOIO
UCIIOJIHEHMSI TIOPYYEHUH, 3a(DUKCHPOBAHHBIX B JOKYMEHTAX;

137.2.KOHTpOJIFO TMOZJIEKAT BCE 3aPETUCTPUPOBAHHBIE JOKYMEHTBI: BXOZSIIUE,
UCXOZSIINE Y BHYTPEHHUE, KOTOPbIE 10 CBOEMY XapakTepy TpeOyloT pelieHus
(orBera). Ha KOHTpOJb MOTYT OBITH IOCTaBJIEHBI TAKXKE YCTHBIE NMOPYYECHHS
PYKOBOJICTBA;

137.3. KOHTPOJIb OCYIIECTBIAIOT PEKTOP YHUBEPCUTETA, KAHIIEISAPUS U OTBETCTBEHHBIE
UCIIOJTHUTEIH.
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Ha koHTponnpyeMbIX TOKyMEHTaX MPOCTABISIETCA OTMETKA O KOHTPOJIE.

138. Cpoxu ucrnonHeHus TOKyMEHTOB:

138.1.cpoku HUCIONTHEHHUS] JOKYMEHTOB HCUHUCISIOTCS B KAJICHIAPHBIX JHSIX C JaThl
noAanucanus (yTBEpXKACHHsS) JOKYMEHTa, a JUJIsi MOCTYNUBIIUX — CO JHS,
CJIEYIONIETO 3a THEM PErHCTpPalluM JIOKYMEHTa B YHUBEPCUTETE, €CJIM MHOE HE
YCTaHOBJIEHO aKTaMU 3aKOHOAATENIbCTBA;

138.2.cpoku  HCHOJAHEHUST  JOKYMEHTOB  MOIYT  OBITb  THUIIOBBIMH  WJIU
WHJIMBUIYaJIbHBIMH.

TunoBble CPOKHM MCTIOJHEHHS] JOKYMEHTOB YCTAHABJIMBAIOTCS HOPMATHUBHBIMU

IIPaBOBBIMH AKTaMHU.

NHpuBuayanbHble CPOKM UCIIOJHEHUS JTOKYMEHTOB YKa3bIBalOTCS B TEKCTE

JIOKyMEHTA WK B PE30JIIOIIUU PYKOBOAUTES;

138.3. TOKyMEHT, 11 KOTOPOrO TUIIOBOW WJIM UHIAWBHUIYAJIbHBIA CPOK HCIIOJIHEHHUS HE
YCTaHOBJICH, JIOJDKEH OBbITh MCIIOJIHEH B TeueHue 15 aHel, eciu HUHOE He
YCTAHOBJICHO aKTaMH 3aKOHOATEJIbCTBA;

138.4.ecmn kpaifHssi Jara WUCHOJHEHUS JOKYMEHTa (MOpYyYeHMs) MPUXOAUTCS Ha
HepaObouuii IeHb, OH JOKEH ObITh MCIIOJIHEH HE TO3HEE TIEPBOTO CIICAYIOIIETO
3a HUM paboyero naHs. B ciydae, Korga CpoK WCIIOJHEHHSI JOKYMEHTa
OMpEIENSAETCS C UCHOIBb30BAaHUEM MPEIIOra «JI0» WM «K», yKa3aHHas 32 HUM
JlaTa sBISETCS KpallHeW 1aTor UCIIOJIHEHUS JOKYMEHTA,;

138.5.monyckaeTcsi WM3MEHEHHE CPOKOB MCIIOJIHEHUSI JOKYMEHTOB (IIOPYYEHHI).
W3meHeHne cpoka HCIOTHEHUS MPOU3BOJIUTCA JIMIIOM, YCTAaHOBUBIIHMM €TO.
ApryMeHTHpOBaHHasi MPOChOa UCIOIHUTENS O MEPEHOCE CPOKa HampaBiIseTCs
MUCBMEHHO (B (popMe MOKIJIATHOW 3alKMCKW) WKW YCTHO JIMIY, YCTaHOBUBIIIEMY
CPOK, HE MEHEE YeM 3a 5 JHEU N0 HUCTEUYECHUs CPOKA UCTIOJIHEHUS WUIIA Cpasy XKe
nocje MOoJydeHus 3ajaHus. V3MeHeHue OKYMEHTHPYETCS — IPOCTaBISIOTCS
HOBBIM CpOK, Jara W3MEHEHHS M TMOANHUCh. VI3MEeHEeHusT BHOCATCS B
pErucTpalvoOHHbIE POPMBI.

139. HcnonneHue AOKyMeHTa (TIOpYyYEHHS) MOXKET OBbITh MOPYYEHO HECKOJIbKUM

ucnonHutensaM. VcnonmHuTenb, yKa3aHHBIA TEPBBIM, SBISETCS OTBETCTBEHHBIM

WCIIOJTHUTEIEM U OTBEYAET 32 CBOEBPEMEHHOE U KaUE€CTBEHHOE MCIIOJIHEHUE 3aaHus B

uenaoM. OTBETCTBEHHOMY HCHOJHUTENIO MPEIOCTABISIETCS MPABO KOOPAUHUPOBATH U

KOHTPOJIMPOBATh  JEHCTBUS UCIIOJHUTEJCH: CO3BIBAaTh COBEMIAHUSA, TpeOOBATh

HEO0OXOUMBbIE MaTepHabl, JaBaTh MOPYUYEHHUS U JIP.

140. Opranuzanusi KOHTPOJIS UCTIOTHEHUSA:

140.1.cuctema KOHTPOJIS UCTIOTHEHUS BKJIIOYAET: yUYeT KOHTPOJIUPYEMBIX JOKYMEHTOB
(mopyueHuit) 1 UX CBOEBPEMEHHOE
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JIOBEJICHUE JI0 UCTIOJHUTEIEH; KOHTPOIb

3a CPOKaMU UCIOJHEHUS;

MIPOBEPKY U PETYIUPOBAHUE X0/ UCTIOHEHUS, CHITHE JOKYMEHTOB C KOHTPOJIS;

Y4Y€T U OTYETHOCTH O pe3yJIbTaTaxX UCIIOIHEHUS; OLICHKY COCTOSIHUS

VCIIOJIHUTENBCKON JUCIUIIIINHBI;
140.2.y4eT KOHTPOJUPYEMBIX [IOKYMEHTOB (MOpPYYEHHH) U KOHTPOJIb HCIIOIHEHUS

CTPOSITCSI HA OCHOBE PETMCTPALIMOHHBIX JAaHHBIX, OTpaxkeHHbIX B PKK;
140.3.ax3emmsip PKK, 3anonHseMslil pyu perucTpanuy AOKYMEHTOB, MCIOJIB3YETCS
pu (GOPMUPOBAHUN KOHTPOJBHOU KapPTOTEKH.
140.4.PKK ocTaetcs B KaHIEISIPUUA U TOMENIAETCS B KOHTPOJIbHYIO KapTOTEKY;
140.5.PKK  rpynnupyroTcs B  KOHTPOJBHYKO  KApTOTEKy IO  pas3fenawm,
COOTBETCTBYIOIIMM YHCIy JHEW Mecslla, COMIACHO YCTAHOBJIEHHBIM CpPOKaMm
WCIIOJTHEHUS IOKYMEHTOB (ITOPYUYEHUI).
PKK ¢ nmepcrnekTUBHBIMU U MPOCPOUYECHHBIMU CPOKAMU HCIIOTHEHHUS JOKYMEHTOB
(mopy4eHuit) TpynnupyrOTCsS B CAaMOCTOSTEIbHBIE Pa3/ieiibl KOHTPOJIBHOM KapTOTEKH.
B KOHTpONBHON KAapTOTEKE MOTYT BBIAEIATHCA JONOITHUTEIBHBIE pa3leibl U
pyOpuku mns cucreMaruszanuu PKK mo ucnomnuTensiM u rpynmam JOKYMEHTOB
(mpuKa3bl, peHieHus U ap.);
140.6.xapToTEKA €XKEOHEBHO MPOCMATPUBAETCS, JIMIIOM, OTBETCTBEHHBIM 3a KOHTPOJb
WCIIOJTHEHUS JIOKYMEHTOB OTBETCTBEHHBIMU  HCIIOJHUTENISIMH, C  LEJbIO
MHOOPMHUPOBAHUSA PEKTOpAa M MCHOJIHUTENEeH O NpUONMKEHUH (MCTEYEHUH)
CPOKOB  HCIIOJMHEHUA  JOKyMEHTOB. [lpengynpexkieHne  MCIOJHHUTENEH
OCYILIECTBISIETCS, KAK NpPaBUJIO, 3a 2—3 AHSA O HMCTEUYECHHS] YCTAHOBJIEHHOIO
CPOKa;

140.7.nokyMeHT (IIOpYYE€HHE) CHUMAETCS C KOHTPOJsS IOCI€ €ro HCHOJHEHMUS,
NOJATBEPKIEHHOTO JOKYMEHTAJIBHO.

CBUIETENHECTBOM UCIIOJTHEHUS JIOKyMEHTA (mopy4eHwus) SBJISIETCS
MOATOTOBJICHHBIM  HCIOJHUTENEM W  TNOANHCAHHBIA  PEKTOPOM WA  HHBIM
YIOJIHOMOYEHHBIM JIMIIOM MCXOMSIIMI WJIM BHYTPEHHHH JOKyMeHT. B ciyudae
OTCYTCTBUS JIOKYMEHTA, CBUJETEIHCTBYIONIETO 00 UCIOIHEHUH, KpaTKUE CBEACHUS 00
ucnonHenuu puxcupyrorcs ucnonauteneMm B PKK.

Ha ucnonneHHoM nOKyMeHTE OpOpMIIIETCS OTMETKA 00 MCIOJHEHUH IOKYMEHTA
Y HalpaBJICHUH €T0 B JIENO0;
140.8.undopmarius, XapakTepu3yronas WCTIOJIHEHHUE, MPEACTABISAETCS

OTBETCTBEHHOMY 3a KOHTPOJIb JIJIs IPOBEPKU MCIIOJIHEHUS U CHATHUS JTOKYMEHTA
(mopy4eHus) ¢ KOHTPOJISI.
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[Ipy HExka4yeCTBEHHOM HCIIOJIHEHUU JOKYMEHT (IOpYyYE€HHE) C KOHTPOJIS HE
CHUMAETCS U MEPEXOAUT B pa3psiJl HEUCTIOJHEHHBIX B CPOK;
140.9.undpopmariust 0  pe3yiabrarax HUCIOIHEHUS JOKYMEHTOB  (MOpy4EeHUH)
NePUOANYECKU 0000IIaeTCs U IOBOIUTCS 10 CBEICHUS PyKOBOJICTBA.

[JTABA 10
COCTABJIEHME HOMEHKIJIATYPBI IEJI
141. VYcranaBnuBarTCS TpHU BHJA HOMEHKIATYphl J€JI: THUIIOBAas, NPUMEpPHAs M
HOMEHKJIATypa JIeJ1 OpraHU3aLHH.

HomeHnknarypa nen YHHMBEPCHTETa — 3TO CHCTEMATHU3UPOBAHHBIN IIE€PEYEHb
3aroJIOBKOB JI€JI, 3aBOJUMBIX B CTPYKTYPHBIX MOAPA3ACICHUSX YHUBEPCHUTETA B
JIEIOTIPOU3BOICTBEHHOM (KaJICHIApHOM) TofTy, (Ha Kadeapax U B IeKaHaTaxX B y4eOHOM
rojly) C YKa3aHUEM CPOKOB UX XpaHEHUs, OPOPMIICHHBIN B YCTAHOBICHHOM HOPSJIKE.

B nenompous3BoicTBE HOMEHKIATypa el HUCHOJb3YeTCs JUisl TPYNIHUPOBKU
VCIIOJIHEHHBIX JTOKYMEHTOB B JI€JIa, CUCTEMAaTU3allud, WHJEKCAlMh W Yyuera Jell,
ONpENENICHUs] CPOKOB HUX XpaHeHus. HomeHkiatypa 1en sBIsi€TCS OCHOBOW st
COCTaBJICHUS OIMUCEH el MOCTOSTHHOTO M BpemeHHoro (cBbimie 10 jeT) xpaHeHwus, a
TaKK€ aKTOB O BBIJCJICHUU K YHUUTOXKCHHUIO JIOKYMEHTOB M JI€Jl, HE MOMJIEkKAIIUX
XPaHEHHUIO.

B apxuBe yHuBepcuTeTa HOMEHKIJATypa el HMCHOJb3YyeTcs I ydera Jeln
BpeMeHHOTO (/10 10 JeT BKIIOYUTENHHO) XpaHEHUS.

142. HomenknaTypa J€a COCTaBIISIETCS B KaXKI0W opraHuzauvud. HomeHKiarypsl nein
COCTABJISIFOTCS Ha JieJa BCErO YHUBEPCUTETA (Jajiee — CBOIHAs HOMEHKIIAaTypa Jel) U
Ka)KJJOr0 CTPYKTYPHOTO MOAPA3IEICHUS.

143. CpomHass HOMEHKJIATypa JEJN COCTABISIETCA apXUBOM IIPH  METOAMYECKOU
MOMOIIY KaHLEJISPUU HAa OCHOBE HOMEHKJIATYp JIeJ CTPYKTYPHBIX MOJPA3AEIICHUN 1O
dbopme cornTacHO MPUITOKEHUIO 8.

CBogHass HOMEHKJATypa [l  COCTAaBISE€TCS  €KErOgHO, IOMANHUCHIBAETCS
3aBEAYIOIIMM KaHIEJISIPUEH, COITIaCOBBIBAETCS C 3aBEAYIOIIMM apXHBOM, SKCIIEPTHOU
komuccuen (nanee — OK) yHUBepcUTETa U YTBEPKIAETCS PEKTOPOM 110 1 siHBaps rona,
Ha KOTOPBI COCTABJICHA.

144. CpomHas  HOMEHKJIATypa A€l  YHUBEPCUTETa,  CONIACOBBIBAETCA  C
[ocynapctBenHbsiM apxuBoM Keipreizckoii PecyOnuku oguH pas B MATh JIET WK HOCIIE
3HAYUTEIbHBIX M3MEHEHUI B CTPYKTYpE YHHMBEPCUTETa HE3aBUCUMO OT CpOKa
MPEABIIYIIETO COTIACOBAHUSI.

145. CBomHasi HOMEHKJATypa JeJl YHUBEPCHUTETA, SIBISIONIETOCS HCTOYHUKOM
KOMILUTIEKTOBAHUS FOCYJapCTBEHHBIX aPXHUBOB, COCTABIISETCA B TPEX IK3EMILIApax.
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[1epBblil 3K3eMIUIAP HOMEHKJIATYPBI €1 XPAHUTCA B KAHUEISIPUN YHUBEPCUTETA,
BTOPOI1 MEpENAETCS B apXUB YHUBEPCUTETA B KAUECTBE YUYETHOIO JOKYMEHTA, TPETUN —
B ['ocynapcTBeHHBIN apXuB

146. Tlocne yTBepkAE€HUS CBOJAHOW HOMEHKJIATYPHI JAEN U3 HEE AENAIOTCS BBIIUCKU
0 paszenaM COIMACHO MPWIOKEHUI0 9. 3aBepeHHbIe B YCTAHOBICHHOM IOPSJIKE
BBITUCKU  TMEpPENaloTCd B CTPYKTYpHbIE MOApA3JEiCHUs yHUBEpPCUTETa A
WCIIOJIb30BaHMS TIPU (POPMUPOBAHUM U y4deTe JeJ, 3aBOAUMBIX B 3TUX CTPYKTYPHBIX
MO/Ipa3ICICHHSIX.

147. Ilpm nHamuumu B OpraHu3aluu 0OIIeCTBEHHON OpraHu3aluu
(mpoeccroHanbHOrO COrO3a W JAp.) €€ HOMEHKJIaTypa el cocTaBisiercs mo dopme,
YCTAaHOBJICHHOM [JIi HOMEHKJIATyp JeNl CTPYKTYPHBIX MojapasiaeneHuil. JJoKkymMeHTsI
OOIIIECTBEHHOW OpraHu3alliid  BKJIIOYAIOTCSI B CBOJHYIO HOMEHKJIATypy JIeJ
CaMOCTOSITEIIbHBIM Pa3/IeIIOM.

148. Ilpu cocTaBieHHM HOMEHKJIATYpbl /€]l UCIIOJNb3YIOTCS YCTaB YHUBEPCHUTETA,
MOJIOXKEHUSI O CTPYKTYPHBIX MOAPA3ACICHUSX, IITATHOE pACHUCAHUE, TIJIAHBI U OTYETHI
0 paboTe YHUBEPCUTETA U CTPYKTYPHBIX MOAPA3ACIICHUM, JOTKHOCTHBIE HHCTPYKIIUU
pabOTHUKAaM, THUIIOBbIE W MPUMEPHBIE HOMEHKJIATYphl €, HOMEHKJIATyphl Aed 3a
NOpenbIyLIMe TOMbl, PETUCTPAlMOHHBbIE (DOPMBI, CIPABOYHBIE KAPTOTEKH, MEPEUHU
JIOKYMEHTOB C YKa3aHHEM CpOKOB XpaHeHus. M3ydaroTcs cocTaB, KOJIMYECTBO H
COZIEp’)KaHUE JOKYMEHTOB U JIeJI, OOpa3yloIIuXcsi B TMPOIECCe JeATeTbHOCTH
YHUBEPCHUTETA.

149. B HomeHKiaTypy Je€d BKJIIOYAIOTCS Jella (JOKYMEHThI) MOCTOSIHHOTO,
BpeMeHHoro (cBbimie 10 ser) u BpemeHHOro (10 10 et BKIOYUTEIBLHO) XpaHEHUs, B
TOM YHCII€ YYETHO-PETUCTpPALMOHHBIC (OpMbI (KypHabl, KHWUTH) W CIPABOYHBIC
KapTOTEKH.

B HomeHknarypy nen TakKe BKIIOYAIOTCS JTIOKYMEHTBI, oOpasyiomuecs B
JEATEIbHOCTH BPEMEHHO JIEUCTBYIOMINX KOJJIETHATIBHBIX OPraHOB (KOMUCCHIA, COBETOB
U T.I.) ¥ OOLIIECTBEHHBIX OpraHU3aIui.

B HOMeHKnaTypy Jen He BKIIOUaroTcs HalnoHanbHBIA peecTp MpaBOBBIX aKTOB
Koipresckoit PecriyOonmuku u  aApyrue COOPHUKHM HOPMATUBHBIX MPABOBBIX aKTOB,
neyaTHble u3anus (OpoIIopsl, CIPABOYHUKH, HH(DOPMAIIMOHHbIE JIUCTKH, OIOJIJIETEHH,
pedepaTuBHBIC KypHAIBI U T.]11.), yKa3aTelld U APyTHe BCIIOMOTaTeIbHbIE TOKYMEHTHI.
150. CpomHasi HOMEHKIIATypa J€Jl COCTABISIETCSA, KaK MPABWIO, MO CTPYKTYPHOMY
MPUHIUIY (B COOTBETCTBUM C YTBEPKIACHHOW U OTPAKEHHOW B IITATHOM PAacClUCAHUU
CTPYKTYypOH YHHBEPCHUTETA).

CTpyKTypHBIMH 3JIEMEHTAaMU HOMEHKJIATYphl JI€J SIBISIOTCS paslielibl, KOTOPhIC
MOTYT JE€JUTHCS Ha MOJIPa3IeIbl.
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He3aBucumo OT mpuHLOMINA MMOCTPOEHUSI HOMEHKJIATYPbI JI€JI U YTBEPKIACHHOU

CTPYKTYPbl YHUBEPCUTETA B NIEPBBIN pA3ae BKIIOYAIOTCS JI€J1a KAaHLICIISIPUU.

HauMenoBanusi BpEMEHHO  JEWUCTBYIOIIMX  KOJUICTHAIBHBIX  OpPraHOB W
0OI1IECTBEHHBIX OpTraHU3alli YKa3bIBAIOTCSI B KAUECTBE CAMOCTOSTEIbHBIX Pa3/eyiOB.

151. Cpoanasi HOMEHKJIaTypa el oQopMIISIETCSl Ha YUCTOM Jcte Oymaru (opmara

A4.

152. Ipadsl HOMEHKIATYpHI JEN 3aMOIHSIIOTCS B COOTBETCTBUU C YCTAaHOBIICHHOM

dbopmoii:

152.1.B rpadge 1 HOMEHKIATypbl A€l YHUBEPCUTETA YKa3bIBAIOTCS WHJIEKCHI €.
Wunexkc nena CcOCTOMT U3  YCIOBHOrO oOO3HaueHusl (MHAEKca) paszzela
(moapasnena) HOMEHKJIATYphbl JeNl M TMOPSIKOBOIO HOMEpa Jena B Mpeenax
JAHHOTO pasfena (moapaszena).

Hampuwmep:
01-01, 03-02; 05.01-01, 12.01-03, 17-02

B cBomHOV HOMEHKIAType /1e7T OJHOPOMHBIM JeaM, BKIIOYCHHBIM B PAa3THYHbBIE
paznensl (MoApa3Aesibl), TPUCBAUBAIOTCS OJUHAKOBBIE 3ar0JIOBKHU.

Hamnpuwmep:
[Ipuka3bl pekTopa YHUBEPCUTETA 110 OCHOBHOM JesaTenbHocTH. Konun

Jlena, B KOTOpbIE TPYIIUPYIOTCS JOKYMEHTHI IO BOMPOCAM, pa3peliaeMbM B
TEeYeHHe JBYX M Ooiiee jeT (mepexoisiire Jeina), BKIIYalTCs B HOMEHKIATYpY el
CJIEIYIOIIETo To/1a MO/ TEM YK€ UHJIEKCOM.

B koHn1e kaxxaoro pasnena (moapasjena) HOMEHKIIATYPhl A€ MPeayCMaTpruBaloTCs
pe3epBHBIE MHACKCHI JJIs1 HE3aIUTAaHUPOBAHHBIX JI€JT, 3aBOIMMBIX B TEUEHUE IOfIa;

152.2. B rpade 2 HOMEHKIATypbl €7 YKa3bIBAalOTCSA HAa3BaHUS pPa3/eiioB
(moapa3aenoB) U 3arojJ0BKH JIEII.

3aroy0BOK Jiesia JIOJKEH COOTBETCTBOBATH COEPKAHUIO U COCTABY BKIIFOUAEMBIX
B HETO IOKYMEHTOB, ObITh KPATKUM, KOHKPETHBIM U JOCTYITHBIM ISl BOCIIPHUSITHSL.

B cocraB 3aronoBka BKIIIOYAIOTCSA yKa3zaHHE POja 3aBOIMMOTO jefa (JOKYMEHTHI,
NEePEeTnCKa,) WIK Pa3HOBUIHOCTH JOKYMEHTOB (IIPHKa3bl, TPOTOKOJIbI, IJIAHbI, OTYETHI,
aKThI U Ip.) U Ha3BaHUE TEeMbI (COEpIKAHUE) JIeTa.

B 3aronoBku omnpezeneHHbIX KaTeropui el JOTOTHUTEIbHO BKIIFOYAIOTCS

yKa3aHUE aBTOpa JIOKyMEHTOB (IIOJTHOE, COKpAIleHHOE WM  BHJIOBOE
HaMEHOBAaHUE YHUBEPCHUTETa, CTPYKTYPHOIO TMOApa3ACeHUs WU JIOJKHOCTHOTO
JUI1A);
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Hanpuwmep:
[Ipukasel pekTopa yHUBEpCUTETA [0 OCHOBHOM J€ATEIBbHOCTH

yKa3aHHe aJipecara Wik KOPPEeCHOHIEHTa JOKYMEHTOB;

Hamnpuwmep:
[epenucka ¢ MunucrepcTBoM 3apaBooxpaneHust Koiproizckoii PecriyOonuku no yueOHbIM U
aJMUHHUCTPATUBHO-XO35HCTBEHHBIM BOIIPOCaM

reorpaduueckoe Ha3BaHUE HACEJICHHOTO IMYHKTa UJIU TEPPUTOPHUH, C KOTOPO
CBSI3aHO COZIepKaHUE JTOKYMEHTOB JIeNa;

Hanpuwmep:
HepeHI/ICKa C OpraHu3aluvsaMHu I. bumxkek no y‘~I€6HI)IM n a[[MI/IHI/ICTpaTHBHO-XO3ﬂﬁCTB€HHLIM

BOIIpOCaM

JaThl (Iepro), K KOTOPbIM OTHOCUTCS COAEPKaHUE JOKYMEHTOB J€Ja;

Hamnpumep:
KomrmiekcHsliil mian pazsutus yanupepcutera Ha 2020-2025 roast

YKAa3aHUC Ha KOJIMYCCTBA KOIIHUH JOKYMCHTOB, BKIIFOYCHHBIX B ICJIO.

Hanpuwmep:
IIpukasel pekTopa yHUBEpCUTETA 10 OCHOBHOMU JesTenbHOCTH. Kornu

TepMun «/loKyMEHTBI» HCIHOJIB3YyE€TCS B 3arojOBKE: MPU TPYNIUPOBKE B JIEJIO0
pa3IMUHBIX  BUJOB  JOKYMEHTOB IO OJHOMY  BOIIPOCY, HE  CBSI3aHHBIX
MOCJIEIOBAaTEIbHOCTBIO  JEJIONPOU3BOJCTBA. B  KOHIlE 3arojoBka B  CKOOKax
YKa3bIBaIOTCS JIBA-TPU OCHOBHBIX BUJIA JOKYMEHTOB, BKJIFOUEHHBIX B JIEJIO;

Hanpuwmep:
JIOKyMEHTBI O CTPOUTEIHCTBE OOIICKHUTHS ((PHHAHCOBBII OTYET, CMETHI, CITPABKH U JIP.)

Ipr O6’B€I[I/IHGHI/II/I B OJHOM ACJIC I[OKYMCHTOB-HpI/IJIO)KeHI/Iﬁ K KaKOMy-J'II/I6O

AOKYMCHTY WJIM I'pYIIIC TOKYMCHTOB.

Hamnpuwmep:
JloxymeHTBI K mpoTokoiiaM 3acenannii CoBeta yHuBepcuteta 3a 2020 roj
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Ecau IMCPCIIUCKA BEACTCA C OoJiee uem TPEM:A pasHOPOAHBIMU KOPPCCIIOHACHTAMM,
HNX Ha3BaHM: B 3ar0JIOBKC, KaK IIPpaBHUJIO, HC YKA3bIBAIOTCA.

Hampuwmep:
[Iepenucka o0 3aKIHOYEHUH JOTOBOPOB HA MTOCTABKY MATEPUAIOB M KOMIUIEKTYHOIINX

B 3aronoBkax, coaepKallUuX IUIAHOBYK) WM OTYETHYIO JIOKYMEHTAIUIO,
YKa3bIBAIOTCS YHMCIIO, MECSII, KBapTall, Fofl, Ha (3a) KOTOPBIM COCTaBIEHBI JOKYMEHTHI.

Hamnpuwmep:
[Tnansl o HayuHoii padore kadeapsl Ha 2020 rox

KBaprasiibHbIe OTUETHI O BOCIUTATENRHOM padoTe pakyasreToB 3a 2020 rox

He nomyckaercss ucnoib3oBaTh B KayecTBE 3arojioBKOB (DOPMYIUPOBKH, HE
OTpaXKarolllu€ COCTaB M  COAEP)KAHHE JIOKYMEHTOB, BKJIIOYEHHBIX B  JIEJO
(«Marepuanby,  «JlokymeHTanbHble ~ MaTepuaib»,  «Pa3Hble  JOKYMEHTBI»,
«DUHAHCOBBIE TOKYMEHTBI», «O0I1Iast epenucka» U T.0.), U ONPEJEICHHs], B KOTOPBIX
BUJl JIOKyMeHTa 3ameHeH aeiictBueM («MccnenoBanue ...», «Paccmorpenue ...»,
«ObecnieueHue ...» U T.1.).

B npouecce popMupoBanus €1 3aroJ0BKH MOTYT YTOUHSITHCSI.

3aroyioBKM B pazzenax (Mojapaszesiax) HOMEHKIATyphl A€ CUCTEMaTU3UPYIOTCS
0 TpyNIaM B 3aBUCUMOCTH OT 3HAYMMOCTH W B3aHMOCBS3U JIE€J B CIEAYIOIIEM
HOpSJIKE:

HOpMaTUBHbIE MpaBOBbIe akThl (AekpeTbl, ykas3bl Ilpesmaenta Koipreizckoi
PecnyOnukwu, 3akonsl Keipreizckoii PecriyOnuku, noctanosnenust CoBeta MUHHCTPOB
Keiprei3ckoit PecriyOnuku u zip.); yupeauTelbHble JOKYMEHTbl OpraHu3aluu (yCTaBbhl,

IIOJIO’KEHUSI, CBUJIETENBCTBA
O TOCYIapCTBEHHON perucTpanuud M JAp.); PacHoOpSIUTEIbHbIE U METOIUYECKHE

JOKYMEHTBI BBIIIECTOSIIUX OpraHu3aui
(mOCTaHOBIIEHUS, MNpUKa3bl, YKa3aHWs U Jp.); PACIOPAIUTEIBbHBIE JOKYMEHTHI

OpraHu3anuu (IpuKasbl, pacIopsLKEHUs U JIp.);

OpraHU3alMOHHbIE JOKYMEHTHI (IUTAaTHBIE PACIIMCAHMS, IOJOKEHUS, THCTPYKIIUH,
paBuiIa U Jp.); IPOTOKOJIbL; IJIAHBI; OTYETHI; JOTOBOPHI;

CIPaBOYHO-UH(POPMAITMOHHBIE JOKYMEHTHI (aKThI, CIIPaBKH, UHPOpMALUH,
CBOJIKH U JIp.); IEPENHCKa;
YUETHO-PETUCTPALIMOHHBIE (DOPMBI.
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[Topsimok cucTemMaru3allil MHBIX 3arOJIOBKOB €] OMPENENIeTCSl COCTAaBUTENIEM
HOMEHKJIATYPBI.

CuctemaTuzaiysi 3arojIOBKOB JIeJ BHYTPU KaXXJIOW TpyNIbl OMNpeleseTcs B
COOTBETCTBUM CO 3HAUUMOCTBIO JOKYMEHTOB U CPOKaMM UX XPaHECHHS: MPHUKA3bI 110
OCHOBHOW JEATEIBbHOCTH PACIIONIAraloTCsA Iepes MpUKa3aMHu [0 JUYHOMY COCTaBy,
rOZIOBBIE TUIAHBI M OTYETHl — MEpe] KBapTaJlbHbBIMU M MECAYHBIMH, IEPENUcCKa C
BBILIECTOSIUMHU OPTaHU3ALMAMU — NIEPE] MEPENUCKON C UHBIMU OPTraHU3alUsIMU U T.1.

CucrtemaTuzaiusi 3arojiOBKOB OJHOPOJIHBIX J€J1, COJAEpKalluX HAUMEHOBAHUS
KOPPECIOHICHTOB WJIU reorpaduuecKkue Ha3BaHMsl, OCYIIECTBISIETCS 1O al(aBUTY;

152.3. rpaga 3 HOMEHKJIaTypbl ~ J€J1  3aloJIHSIeTCSI B KOHIE
JIEJIONPOU3BOJICTBEHHOIO rofia. B Hel yka3bIBaeTcsl KOJIMYECTBO JieN (TOMOB, YacTei),
3aBEJICHHBIX B YHUBEPCUTETE B TEUCHHE I0J1a MO/ COOTBETCTBYIOIIUM 3ar0JIOBKOM;

152.4. B rpade 4 yka3bpIBarOTCS CPOKHU XpaHEHUS JeJl, HOMepa IMMyHKTOB COIIacHO
HOPMATUBHBIM TIPABOBBIM aKTaM, YCTAaHABIMBAIOUIMM MEPEYHU TUIOBBIX JIOKYMEHTOB
HaunonansHoro apxuBHOro ¢onna Keipreizckoit PecnyOnukuy, oOpasyronuxcs B
mporecce JeATeNbHOCTH TOCYJApCTBEHHBIX OPraHOB, WHBIX OpraHu3alui u
WHJVMBUAYaJIbHBIX TMpPEANpPUHUMATENICH, ¢ yKa3aHHEeM CpPOKOB XpaHEHHs (nanee —
NepeyeHb TUIOBBIX JOKYMEHTOB C yKa3aHHEM CPOKOB XPaHEHHS) U BEIOMCTBEHHBIX
NEepEeYHeNl JOKYMEHTOB.

Cpoku XpaHEHHsI JTOKYMEHTOB, HE OTPaK€HHBIX B MEPEUHAX JIOKYMEHTOB C
yKa3aHUEM CPOKOB XPAaHEHUS, YKa3aHHBIX B YAaCTH MEPBOM HACTOSIIETO MOJIYHKTA,
onpenenstorcs 3kcneprHod komuccuen (OK) yHuBepcuTeTa MO COIIACOBAHMIO C
TOCY/IapCTBEHHBIM apXHUBOM.

152.5. B rpade 5 «lIpumeuanue» MNPOCTABISAIOTCS OTMETKH O TEPEXOMSIINX
Jenax, 0O He 3aBEICHUU JIeJl, O TIEpeaye JIe]l B IPYyroe CTPYKTYPHOE MOAPA3AECICHUE, O
BBIJICICHUU JIe]I K YHUUYTOXKEHHIO, 00 yTpare Jiej, O mnepeaade B apXvB YHUBEPCUTETA
nen BpemeHHoro (1o 10 jer) XxpaHeHus, O Jarax U UHACKCAX MPOTOKOJIOB 3acelaHui
OK yHuBepcurera, B COOTBETCTBUU C KOTOPBIMH YCTAaHOBJIEHBI CPOKH XpaHEHUS
JIOKyMEHTOB, HE OTPAXXEHHBIX B MEPEUHSIX TUIOBBIX JTOKYMEHTOB C YKa3aHHUEM CPOKOB
XpaHeHus U (WIM) BEAOMCTBEHHBIX MEPEUHSIX JOKYMEHTOB C YyKa3aHHEM CpPOKOB
XpaHeHus, 00 SJEKTPOHHBIX JeaX, COJEpXkaIIUX JOKYMEHTHI B DJICKTPOHHOM BHUJIC
(BN), uadopmarmonnbix pecypcax (MUP), rubpunnsix genax (IJ1) u ap.

153. B KkoHIle CBOJHOW HOMEHKJIATypbl Jnei 1niepen pekBuzuToM «lloamucey»
YKa3bIBalOTCSl HA3BaHWS HOPMATHMBHBIX IMPABOBBIX aKTOB, KCIOJb30BAHHBIX MPH
OMpeJIETICHUH CPOKOB XpaHEHUS JE].

154. Tlo oxkoHYaHUU JEIOMPOM3BOACTBEHHOIO Toja KaHIIEISIpUEH YHHBEpPCUTETA B
KOHIIE CBOJTHOM HOMEHKJIATyphl J€JI COCTABIISIETCS WTOTOBasl 3allMCh O KaTEropusix U
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KOJIMUECTBE 3aBEACHHBIX JeM 1Mo (hopme coracHo npuiiokeHuto 10. Utorosbie 3anucu
K HOMEHKJarypaM Jejl CTPYKTypHBIX MOJipa3/iefieHnil (0OIIeCTBEHHOW OpraHu3aliim)
COCTABJISIIOTCA 1O 3TOM ke (opMe M MOANKMCHIBAIOTCS PYKOBOJUTEISIMU 3THX
nojipasesieHuit (00IeCTBEHHOM OpraHu3allii).

[TTABA 11
OGOPMUPOBAHMUE JIEJI
155. ®opmupoBanue nen — TIPYNNUPOBKA HCIOJHEHHBIX JOKYMEHTOB B JeEia B
COOTBETCTBHH C HOMEHKJIATYPOU €Nl U CUCTEMATU3alMs JOKYMEHTOB BHYTPH JEN.

JIOKyMEHTBI TPYNNHUPYIOTCA B Jella pabOTHUKaMHU, OTBETCTBEHHBIMHU 3a
JIEJIONIPOM3BOICTBO B CTPYKTYPHBIX mnoapasaeieHusax. KOHTponap 3a IpaBUIBHBIM
dbopMupoBaHUEM JI€]T B YHUBEPCUTETE OCYIICCTBIISETCS KaHIIETISIpUEH.

156. JlokyMeHTBl TpPYNIHUPYIOTCS B J€Ja COIIACHO OTMETKaM 00 WCHOJIHEHUU
nokyMeHTOB «B nenmo Nop. Ilpu 3TOM mpoBepsitoTCs NpPaBUIBHOCTH OQOPMIIEHUS
JOKYMEHTOB, HaJlWuWe TNOJMUCEN, JaT, OTMETOK 00 WCIOJIHEHUH U JPYyrux
HEOOXO/IMMBIX PEKBU3UTOB JOKYMEHTOB.

157. B pena rpynmnupyroTcs AOKYMEHTBI OJIHOTO JEIONPOU3BOACTBEHHOTO Toja, 3a
UCKITIOYCHUEM TIEPEXOISIINX, JIMUYHBIX U CyIeOHBIX JIE.

JIOKyMEHTBI MMOCTOSSHHOTO, BpeMeHHOTO (cBbIiie 10 seT) u Bpemennoro (a0 10 et
BKJIIOUMTENBHO) XpAaHEHHs] TPYNIHUPYIOTCA B OTHAEIbHBIEe Jjena. J[lomyckaercs
BPEMEHHAsl TPYNIHPOBKA B OJHOM [€J€ JOKYMEHTOB C pa3JIMYHBIMH CPOKaMHU
XpaHEHUs,  CBS3aHHBIX  pemeHueM  oxHoro  Bompoca. [lo  okoH4YaHuu
JIEJIONPOU3BOJICTBEHHOIO Tojla Takue Jelia pacGhOpMUPOBBIBAIOTCSA, a JIOKYMEHTHI
TPYNIUPYIOTCS B CAMOCTOATENBHBIE J€1a B 3aBUCUMOCTH OT CPOKOB UX XPAHCHUSI.

B neno BKIIOYaeTcs TOJNBKO OOMH DK3EMIUIAP KaXIO0ro JIoKyMeHta. He
JOIYCKAaeTCsl BKJIKOYATH B J€Ja JOKYMEHTBI, NOIJIEXKAIIUE BO3BpATy, YEPHOBBIE U
yOJeTHBIE IK3EMILIAPHI.

[Ipunoxenuss GopMUPYIOTCS B Jejia BMECT€ C JOKYMEHTaMH, K KOTOPBHIM OHHU
otHocarcs. [Ipu 3HaYUTEIBHOM 00bEME PUIIOKEHUN OHU TPYNIIUPYIOTCS B OT/IEIbHBIC
nena.

158. OO0veMm nena He nomkeH npesbimars 300 nrcToB pu TonmuHe He Oonee 40 Mm.
[Ipu OospmieM o0O0beME JOKYMEHTOB JEJI0 JENAT Ha CaMOCTOSITENIbHBIE TOMa;
JOKYMEHTBI KayKJI0TO TOMA SIBJISIFOTCS IPOAOJDKEHUEM MPEIBIAYILETO.

159. JIokyMEeHTBI B [i€Jie CUCTEMATU3UPYIOTCA IO CIEAYIOIIMM NPUHIUIIAM WA UX
COBOKYITHOCTHU: BOIIPOCHO-JIOTUYECKUH, XPOHOJIOTUYECKUH, an(aBUTHBIH,
HYMEPALMOHHBIN U JIp.
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PacniopsiaurenbHble  TOKYMEHTHl TPYNIHUPYIOTCA B Jejla MO BUIAM H
CUCTEMaTU3UPYIOTCS B IOPAJIKE BO3PACTaHUsI HOMEPOB.

[Ipukasbl U pacnopsKEHUS 10 OCHOBHOM JAESTENBHOCTH, M0 JIUYHOMY COCTaBY U
10 aJMUHUCTPATUBHO-XO3SIICTBEHHBIM BOIIPOCAM T'PYIIUPYIOTCS B OTIEIbHBIE Jeia U
CUCTEMATU3UPYIOTCS B IOPSAJIKE BO3PACTAHUS UX HOMEPOB.

[Ipukassl U pacnopsKEHUS 10 JUYHOMY COCTaBy TPYNIHUPYIOTCS B OTIEIbHBIC
JieJ1a B 3aBUCUMOCTH OT CPOKOB MX XPaHEHHS.

PacnopsiaurenbHbie JOKYMEHTBI OINPEEICHHON Pa3HOBUJIHOCTH,
pEruCTpUpyeMblE€ OTIEIBHO B COOTBETCTBUU C TpeOOBaHUAMH MOANYHKTOB 134.3 wu
134.4 mynkra 134 nacrosuein MHCTpyKIMy, TpyNIUpPYIOTCS B OTAENbHBIE JIETA.

IIpoTOKOIBI B Ie7aX CHCTEMAaTU3UPYIOTCS IO XPOHOJIOTMU B IIOPSAJIKE BO3PAaCTaHHUS
HOMEPOB.

[InaHpl, OTYETHI, CMETHI, THUTYJIbHBIE CIUCKH TPYNIHUPYIOTCA OTIAEIBHO OT
pacyeToB K HUM.

[1naHpl ¥ OTUETHI TPYNIIUPYIOTCS B Ji€JIa TOTO rojja, K KOTOPOMY OHU OTHOCATCS 110
CBOEMY COJEP/KaHMIO, HE3aBUCUMO OT BPEMEHHU MX cocTaBieHus. Hampumep, tuian Ha
2016 ron, cocrtapienubiit B 2015 romay, uiu otdet 3a 2016 roa, cocraBneHHsiil B 2016
TO/y, TOJKHBI OBITH OTHEeCeHBI K 2016 romy. [1nanbl, paccunTaHHbIE HA HECKOIBKO JIET,
dopMUpYyIOTCS B J€na MO HadaJbHOMY TOIy MX JCHCTBHS; OTYETHI O BBINOJIHEHUU
TaKHUX TJIAHOB (POPMHUPYIOTCS B Jieja M0 MOCIeAHEMY TOy ACHCTBHS MJIaHa.

Jlena ¢ mnepenuckoil, MOpPy4YEHUSIMU U JOKYMEHTaMH OO0 HX BBIIIOJIHEHUH
GbopMUpPYIOTCS IO  BONPOCHO-JIOTMYECKOMY  MPUHLUITY, MpeaycMaTpUBarOLIeMy
PacCIIOJIOKEHNE JTOKYMEHTOB B JIOTHYECKOM IOCJIEN0BAaTENbHOCTH PELICHUS BOIPOCA:
HEPBBIM MOMEIIAETCA WHUIMATUBHBIN JOKYMEHT (3allpoc WM MOPYYEHHUE), 32 HUM —
JOKYMEHT-OTBET.

JIOKyMEHTBI JINYHOTO [ela CHUCTEMATU3HPYIOTCS B TMOPSAIAKE, YCTAHOBIEHHOM
aKTaMHU 3aKOHOJIaTEeNIbCTBA.

JIuneBble cueTa TPyNIUPYIOTCS B CAMOCTOSITEIbHBIE Jieda B Ipenenax rojaa u
CUCTEMATU3UPYIOTCS 10 CTPYKTYPHOMY IIPUHIIUILY.

OOparieHus rpakgaH M IOPUIUYECKUX JIUI[ U JIOKYMEHTBI, CBSI3aHHBIE C HUX
PacCMOTpPEHHUEM, TPYIIHUPYIOTCA B CAMOCTOSTENIBHBIE J€Na U CHCTEMATU3UPYIOTCS B
XPOHOJIOTHYECKOM WJIH all(DaBUTHOM IOPSIZIKE.

Oco0eHHOCTH TOATOTOBKH, OGOpMIIEHUS W O0pabOTKH, XpaHEHHUs OOpalleHHit
rpaXJaH W IOPUAMYECKUX JHI[ U JOKYMEHTOB, CBA3AaHHBIX C HX PACCMOTPEHHUEM,
3asBJICHUM  3aMHTEPECOBAHHBIX  JIML, OOpALIAIOUIMXCA 3a  OCYIECTBICHUEM
aJIMUHHUCTPATUBHON MPOUEAYPBI, U UHBIX JOKYMEHTOB, CBSI3aHHBIX C OCYILECTBICHUEM
aJIMUHUCTPATUBHBIX MPOLENyp, perynupyorcsd UHcTpykuuei o0 opranuszanuu padoTsl
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¢ oOpalleHUsIMH TpaXJIaH U IOpUIUdeckux Jul U MHcTpykiueil o nopsake BeAeHUs
JEJIONPON3BOACTBA 1O  AJAMUHUCTPATUBHBIM  INPOLEAYypaM, YTBEPKICHHBIE B
YCTaHOBJIEHHOM ITOPSIIKE.

I'JIABA 12
SKCITEPTU3A HEHHOCTU JOKYMEHTOB

160. Oxkcnepru3a LIEHHOCTHM JOKYMEHTOB — OTO OINPEAECIEHUE HNCTOPUYECKOU,
Hay4YHOH, COLMAIIBHOW, YJKOHOMUYECKOH, MOJUTUYECKON, KyJIbTYPHON U MPAKTUYECKON
3HAYMMOCTH JIOKYMEHTOB C IIEJIbI0 YCTAHOBJIEHHUSI CPOKOB MX XpaHEHHUA M OTOOpa Ha
XpaHEHHE.
161. DxcnepTu3a LEHHOCTHM JIOKYMEHTOB B YHHUBEPCUTETE OCYIIECTBISETCS
MOCTOSAHHO JAekcTByOIIEH JK.

OK nelictByeT Ha OCHOBAaHHMM IIOJOXKEHUs, YTBEPKIAEMOIO PEKTOPOM
yHuBepcurera. llonmoxxkenne o OK  yHuBepcureTa,  COITIaCOBBIBAIOTCA  C
rOCyJapCTBEHHBIM ApXUBOM

162. DK coznmaercst B coctaBe HEe MeHee 3 yenoBek. [Ipeacenarenem JK Ha3zHayaeTcs
IIEPBBIM  IIPOPEKTOP YHUBEPCUTETA, YJIECHAMH — 3aBEAYIOIIUM KaHUEJSAPUEH,
3aBENYIONIMNA apXWBOM, TJIABHBIM OyXrayiTep, HadaJdbHUK OTIENa KaJpoB W ApPYyTHE,
HanbOonee  kBanupuuupoBaHHble  paboTHukU. [lepconanmpHbiii  coctaB  OK
YTBEPKJAETCA MPUKa30oM pekropa yHuBepcutera. 163. OcHoBHbIMH (pyHKIMsIMU DK
SBJISFOTCSL:
MIPOBEAECHUE IKCIIEPTU3BI LIECHHOCTU JOKYMEHTOB U ONPENEIICHHE CPOKOB UX
XpaHEHHs] B COOTBETCTBUM C  3aKOHOAATEIbCTBOM; COINIACOBAHUE  ITPOEKTA
HOMEHKJIATypbl J€1 YHUBEPCUTETA, UHCTPYKIIHI MO
JEIONPONU3BOICTBY, METOANYECKUX TOKYMEHTOB IO JEJIONPOU3BOJICTBY; €KETOIHBIN
0TOOp TOKYMEHTOB Ha XpaHEHUE U YHUUTOKEHUE;
COIIaCOBaHUE OMUCEH JIeJl TOCTOSHHOTO XpaHeHUs, BpeMeHHOro (cBhiie 10 jeT)
XPaHEHHMsI U MO JINYHOMY COCTaBY; COINIACOBAHME AKTOB O BBIICICHNUN K YHUUTOXKCHHUIO
JOKYMEHTOB U J€JI, HE
MOJJIEKAIIMX XPAHCHHIO; ITOATOTOBKA MPEIJIOKEHUM O CPOKaxX XPaHEHHUs OTAEIIbHBIX
KaTeropuii JOKYMEHTOB, M BHECEHHME MX Ha PACCMOTPEHHUE TOCYAapCTBEHHBIX
ApPXUBHBIX YUPEXKICHUI; MPUHATHE PEIICHUH MO BOIMPOCAM COBEPIIEHCTBOBAHUS
JEIONPOU3BOICTBA U
paboThI apXuBa OpraHU3AIIHH.
164. DK sBisieTcss cCOBEHIATENbHBIM OPraHOM, PEMICHUSI KOTOPOTO YTBEPKIIAIOTCS
PEKTOPOM YHHUBEPCUTETA.
3acenanust DK 1 npuHUMaeMble peteHus: 0pOpMIISIOTCS MPOTOKOJIAMHU.
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165. HenocpencTtBeHHbIH 0TOOP TOKYMEHTOB Ha XpaHEHHE B apXUB YHUBEPCHUTETA U
BBIJICJIEHUE K  YHUYTOXKEHUIO  MPOU3BOJAUTCS  PAOOTHHUKAMH  CTPYKTYPHBIX
NOJpa3AesIeHNi, B I€ATEIbHOCTH KOTOPBIX OHU OBUIH 00Opa30BaHHbl.

[IpyHIMIBI, KpUTEPUM U TOPSAJOK TMPOBEICHHUS HKCIEPTU3BI IIEHHOCTHU
JIOKYMEHTOB OMPEIESAI0OTCA aKTaMHi 3aKOHOaTeNbCTRA.
166. Tlo pe3ynpraraMm 3KCHEPTH3bI IIEHHOCTH W OTOOpa JOKYMEHTOB COCTaBIISIIOTCS
OMHUCHU JIeJ1 TOCTOSIHHOTO, BpeMeHHOro (cBbimie 10 ner) XpaHeHus U MO JTUYHOMY
COCTaBy, a TaKXe aKTbhl O BBIJIEICHUH K YHHUTOXKECHHUIO JIOKYMEHTOB W JEJ, He
NOJJIEXKAIINUX XPAHEHUIO.

IJIABA 13
O®OPMJIEHHME JIEJI
167. [ena momnmexar oQOpPMIICHUIO TPU HUX 3aBEJCHUU M 10 3aBEpUICHUU
JEJNONPOU3BOACTBEHHOrO rojga. OdopmieHue €1 NpoBOAUTCA PabOTHUKAMHU
CTPYKTYPHBIX MOJpa3eieHUuM, B KOTOPbIX OHU (POPMUPYIOTCS.
168. B 3aBUCHMOCTHM OT CPOKOB XpPaHEHHUS NPOBOAUTCSA IIOJHOE WM YACTUYHOE
o opMIICHHE JIE]I.

YactnuHoMy OQOpPMIICHHIO TOMJIeKAT BCE JieJla TNpU WX 3aBEACHUU B
nenomnpousBoacte. IlomHoMy odopmileHHIO TOIIEXAT JieJa IMOCTOSHHOIO U
BpeMeHHOro (cBhIiie 10 JieT) XpaHEeHUs MOCIIe UX 3aBEPIICHUS JEI0MPOU3BOICTBOM.
169. YactuuHoe odopmiieHre Jefla TMpU 3aBEICHUA B  JIETOMPOU3BOICTBE
npenycMarpuBaer OQOpMIICHHUE PEKBU3UTOB OOJOXKKH Jiela B COOTBETCTBUM C
HOMEHKJIaTypou aen. Ha o01oxke aena yKa3blBatOTCs:

HAaMMEHOBAHUE BBIIECTOSIEN OpraHn3alii; HAMMEHOBAHUE

YUPEKICHHUS;

HAaMMEHOBAHUE CTPYKTYPHOTO MOApa3AeieHus Win (yHKIMHU (HanmpaBieHUs
NEATEIIbHOCTH) YUPEXKICHUS B COOTBETCTBUU C HOMEHKIIATYPOU JET;

MHJIEKC JIeJla 0 HOMEHKJIAType JIEJ; 3arojIoBOK JieJia; rofl, B

KOTOPOM 3aBOAMUTCS JIEJ0; CPOK XPAHEHHUS Aea.

170. Ilomnoe odopmiieHHE Jena MPeayCMaTpUBAET: MOAIIMBKY WIHM MEPEIUIeT Aea;
HYMEPALIHIO JINCTOB B JIEJIE;

COCTaBJICHUE BHYTPEHHEW ONUCHU JOKYMEHTOB JieJia (B Cily4asix, ONpeieIeHHbIX
nyHKToM 173 Hacrosimeit MHCTpyKIMK); COCTaBIIEHHE

JUCTa-3aBEpUTENS JeNa;

0hOpMIIEHUE U YTOUHEHUE PEKBU3UTOB OOJIOKKH JIETIa;

CHUCTEeMAaTHU3alIUI0 JOKYMEHTOB JieJIa B COOTBETCTBUU C TPeOOBaHUSIMU Ty1aBhl 11



65

HacTosimer MHCTpyKIuu.

171. [Hena, momnexamnye MoiaHOMY O(OPMIICHUIO, MOAIIMBAIOTCS HE MEHEE YEeM B
YEeThIpe MPOKOJIAa B TBEPAYIO OOJIOKKY WM MEPEIUIeTAlOTCA C YYETOM BO3MOXKHOCTHU
CBOOOIHOTO YTEHMSI TEKCTa BCEX JAOKYMEHTOB, JlaT, BU3 M PE30JIIONUIl Ha HUX.
JlokymeHThl, odopMiieHHbIE Ha Juctax Oymaru Qopmata A4 B anbOOMHOMN
OpMEHTAllMU, TOJIIMBAIOTCA (TIEperieTaloTcs) 3a JeBoe Mojie U ckiaapiBatorcs. [Ipu
NOATOTOBKE JieJd K MOJIIMBKE (NEperieTy) MeTajuIMYecKue MpeaMeTsl (OyaaBKH,
CKOOBI, CKPETIKH U JIp.) U3 JOKYMEHTOB yAaJSIOTCS.

Jlena mOCTOSHHOTO XpaHEHUs!, COCTOSIIINE U3 TOKYMEHTOB 0CO00M HCTOPHUECKOH,

HAay4YHOU, XYJOKECTBEHHOW W HWHOM ILIEHHOCTH WM HE(OPMATHBIX JIOKYMEHTOB
(uepTexu, pyKOIHUCH U T.[.), XpPaHATCS B MaKax ¢ TpeMs KJIalaHaMH U 3aBs3KaMu WIH
B KapTOHHBIX QyTispax (KopoOkax).
172. Jluctel B aene, KpoMe JIUCTAa-3aBEpUTENI Jejia U JINCTOB BHYTPEHHEH OIKCH,
HYMEpYyIOTCS B TPAaBOM BEpXHEM YLy apabckumu IudpaMud YepHbIM TpaUTHBIM
KapaHgamoMm. lcnonap30BaHWE 4YEpHWI M LBETHBIX KapaHIamed i HyMepauuu
JUCTOB HE JIONycKaeTcs. JIMCThl BHYTPEHHEW OMMCH JTOKYMEHTOB J€1a HyMEPYIOTCS
OTAENbHO. JINCTBI KaXK0ro ToMa Jieja HyMEpYIOTCSl OTAENbHO.

CI10KEeHHBIN JTUCT pa3BOPAUYMBAECTCA U HYMEPYETCS B IIPABOM BEpPXHEM yriry. JIUCT
aoboro ¢opmara, MOAIIUTHIM 32 OMUH Kpail, HymepyeTrcs Kak ofuH JucT. Jlucr,
CJIOKCHHBI ITOTIOJIaM U MOIINTHIN 32 CEpeAHY, HyMEpYyeTcsl KaK JBa JICTA.

Yeprexku, nuarpammsbl, ¢otorpaduu U Apyrue creuupuyeckue IOKYMEHTHI,
IPEJICTABISIOIINE CAMOCTOATENIbHBIM JIHCT B JI€J€, HYMEpPYITCS Ha OOOpOTHOM
CTOpPOHE B JIEBOM BEPXHEM YIIIY.

JIucT ¢ Hamiyxo HakJI€eHHbIMH JOKyMeHTamH ((doTtorpadusiMu, BbIpEe3KaMH,
BBITUCKAMU U T.II.) HyYMEPYeTCsS Kak OAWH JHCT. JIOKyMEHTBI, MOJKJICEHHBIE OJHUM
KpaeM, HyMEpYyIOTCS OTJIEIbHO.

JIOKYMEHTBI, KOTOpbIE HEBO3MOYKHO MOJIUIUThH B JI€J]0, BKJIA/IBIBAIOTCS B KOHBEPT,
KOTOpPBIM MOAIIMBAETCS B Jei0. BioXeHHs HyMEpyKTCs OTIAEIbHO OT KOHBEPTOB:
BHa4aJle HyMEpYyeTCs KOHBEPT, a 3aTe€M OYEPEIHbIM HOMEpPOM KaK/10€ BIIOKEHUE B
KOHBEpTE.

[TonmuTeie B €710 JTOKYMEHTHI C COOCTBEHHOW HyMepalued JUCTOB (BKJIIOUas
[eyaTHble HW3JaHUs) HyMepyloTcs B ob0meM mnopsjake. CoOCTBEeHHass HyMeparus
COXPAHSETCS, €CIU UMEIOUIUI €€ TOKYMEHT COCTABIISIET OTAEIBHOE AEIIO.

[Ipr Hanmuuum OOJBIIOrO KOJWYECTBA ONIMOOK B HyMEpalldd JIUCTOB Jena
IIPOBOJIUTCSI MX IEpe-HyMepalus: CTApbli HOMEp 3a4€pKUBACTCS ONHOW HAKJIOHHOU
YepTOil, pAIOM CTaBUTCSI HOBBIK HOMep Jucta. Eciam oOHapykeHHblE OIIMOKU B
HyMEpaluy HE3HAYUTENbHBI, TO UCIOJIb3YOTCS JINTEPHBIE HOMEDPA JINCTOB.
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Hanpuwmep: 15a, 156

173. K nmenam, y4eT KOTOPHIX BBI3BIBACTCS CHEHU(PUKON TOKyMEHTAIMu (0c000
[ICHHbIC, JMYHBIC Jeda, Jena, CPOPMHpPOBaHHBIE MO BHUIAM M PA3HOBHIHOCTSIM
JOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE MOJHOCTBIO PACKPBIBAIOT KOHKPETHOE
COJIEp>)KaHHE JOKYMEHTOB JI€Jia), COCTABIISIETCSl BHYTPEHHSASI ONUCh JOKYMEHTOB Jieja
1o ¢opmMe ComIacHo NpuiokeHuro 11.

Bo BHyTpeHHeN omucH yka3bIBarOTCs MOPSJIKOBbIE HOMEPA JOKYMEHTOB B JEIE,
JaThl, UHJEKCHI, 3ar0JIOBKM JIOKYMEHTOB M HOMEpA JINCTOB, HA KOTOPBIX PACIIONIOKEH
KaXblid TOKyMEHT. BO BHYTpEHHEN ONMCH A€ C paCHOPAIUTEIbHBIMU JOKYMEHTAMU
[0 JJUYHOMY COCTaBY B KQUE€CTBE 3aroJIOBKA YKa3bIBAKOTCS IPEINNCHIBAEMBIE 1EUCTBUS
(mpueM, mepeBoJl, YBOJIbHEHHE U Jp.) C YKazaHuUeM (paMuinii, COOCTBEHHBIX MMEH,
oTyecTB (€CIM TaKOBbIE HMEIOTCSI) KOHKPETHBIX palOoTHHKOB. Eciu B ogHOM
pacnopsIUTEIbHOM JOKYMEHTE [0 JHUYHOMY COCTaBy COJAEPKHUTCA HECKOIBKO
NEUCTBUM, KaKJ0€ U3 HUX OTPa)KaeTcsl BO BHYTPEHHEH OMHUCH O] CaMOCTOSTEIbHBIM
HOPSAKOBBIM HOMEPOM.

BHyTpeHHsI1 OnMCh JOKYMEHTOB JIMYHOIO JIeJla COCTaBIIETCS B IpOLECCE
BEJICHUS JIMYHOTO JIENa.

B KoHIle BHYTpEHHEN ONMUCH JENIaeTCsl UTOroBas 3amuch, B KOTOPOM YKa3bIBA€TCS
nudpaMu ¥ MPOMUCHI0 KOJMYECTBO BKIIOYEHHBIX B JIENIO JOKYMEHTOB U KOJUYECTBO
JUCTOB BHYTPEHHEN OIHUCH.

BHyTpeHHsI1 ONUCh IOANKMCHIBAETCS COCTABUTENEM C YKa3aHHEM JOJKHOCTH,
pacimrdpoBKHU MOANKCH, JaThl COCTABICHUS U NToMelIaeTcsl B Hadane nena. Ecnu geno
noAmuTo (mepersieTeHo) 0e3 BHYTPEHHEW OMUCH, COCTABJICHHAS MO YCTAHOBIEHHOMW
(opMe BHYTPEHHSS ONUCH NOJKIEUBAETCS K BHYTPEHHEN CTOPOHE OOJI0XKKH Jena.

N3menenus: coctaBa JOKYMEHTOB Jena (M3bSTUE, BKIIOUYEHUE JIOKYMEHTOB,
3aME€Ha HUX KONUSIMHU M JIp.) OTpPa)XarTCs BO BHYTPEHHEM omucu B rpade
«IIpumedanue» co CChUIKAMH Ha COOTBETCTByMoLIue akThl. Ilpu HeoOxonumocTH
COCTABJISIIOTCS HOBBIE WTOrOBas 3allUChb K BHYTPEHHEH ONMCH W 3a BEPUTEJbHAA
HAJIMKCh.

174. Jlng yyera Kolnu4decTBa JUCTOB B jieiie, (PUKCALMH 0COOCHHOCTEN UX HyMepaluuu
U (U3NYECKOTO COCTOSIHUS COCTABIISIETCS 32 BEPUTENIbHASI HAJNIUCh. 32 BEpUTEIbHAs
HAJIUCh COCTABIISIETCS HA OTJEIBHOM JIMCTE-3aBepUTeNie Aesa 1no (opMe COriacHo
npujiokeHuro 12 u nomeniaercs B KoHIE jAena (Toma, yactu). Ecnu neno moamuTo
(neperuiereHo) 0e€3 JIMCTa-3aBEPUTENS, COCTABICHHBIM [0 YCTAaHOBJIEHHOH (opme
JUCT-3aBEPUTEIIb MOJKIEUBACTCS K BHYTPEHHEH CTOpOHE 00JI0KKH JAena.
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B 3a BepurenbHON Haamucu HU(PpPaMyd U MPOMUCHIO YKA3bIBAIOTCS KOJIMYECTBO
IPOHYMEPOBAHHBIX JINCTOB, KOJIMYECTBO JUCTOB BHYTPEHHEN ONUCH (IIpU €€ HAIUYHH),
HaJM4YME JIMTEPHBIX M NPOINYIICHHBIX HOMEPOB JHUCTOB, HOMEpa JHCTOB C
HAKJICEHHbIMU (QoTorpadusiMM M JOKYMEHTaMH (3a HCKIIIOUEHUEM JIMYHBIX JEl),
HOMEpa KOHBEPTOB C BJIOXKEHUSMU M KOJUYECTBO BJIOXKEHHBIX B HHUX JIMCTOB.
KonnyecTBO 7TUCTOB BHYTpPEHHEH OIKCU YKa3blBaeTCs B 3a BEPUTEIBHOW HAIUCH
1ocJie 00IIero KOJIMYeCTBA JJUCTOB Jieia uepe3 3HAK «+» (ILUTI0C).

3a BepuTenbHas HAAMNUCh TMOJANUCHIBAETCS COCTAaBUTEIEM C YyKa3aHHUEM
JOJKHOCTH, paciIn(pOBKY MOJMUCH U JaThl COCTABICHHUS.

[Ipu nepe HymMepaluu JUCTOB B KOHIIE JI€JIa COCTABISETCS HOBAsI 32 BEpUTENIbHAs
HAJIMKUCh, CTapas HAJIKUCh 3a4E€PKUBAETCS, HO COXPAHSIETCs B JelIe.

175. O6noxku nen opopmiIstoTes 1o GopMe COrTacHO MPUIIOKEeHHo 13.

[Io oKOHYaHMM JAENONPOU3BOJACTBEHHOIO To0Ja PEKBU3UTHI OOJOXKEK Jel,
MOJIeKAIIUX TTIOJTHOMY O(OPMIICHHUIO, YTOUHSIOTCS:

MpU U3MEHEHUM HAaMMEHOBAHUS BBIIIECTOSIIEH OpraHU3alliy, OpraHu3aluu Win
CTPYKTYPHOIO TMOApa3JeieHusl, Ipu Mepejade Jena B JAPYryl0 OpraHu3aluio WU
CTPYKTYpHOE TOJpa3zielieHue B nepuo (GopMUpOBaHUs Jieia Ha 00JI0KKE YKa3bIBACTCS
HOBOE HaMMEHOBaHUE (CBEPXY), a MPEkKHEE 3aKII0UAETCA B CKOOKH; B 3ar0JIOBKAX eI C
pacnopsAUTEIbHBIMU JOKYMEHTaMH, IPOTOKOJIAMH,

COCTOSAIIMX M3 HECKOJIBKHX TOMOB, YKa3bIBAIOTCS MX HOMEpa; Ha OOJIOKKE Jena

MPOCTaBISIETCS Aara Jena (KpailHue 1aThl JOKyMEHTOB,

BKJIFOUEHHBIX B JIEJI0); €CJIM B J€JIO BKJIIOUYEHBI JOKYMEHTHI 3a 0oJiee paHHUI EPHO/,
yeMm roja (opMupoBaHUA Jella, TO MOjA Aarol jaena jgenaercs otmerka «lmerorcs
JIOKYMEHTBHI 32

. Tof(B1)»; U3 JTUCTA-3aBEPUTENS HA OOJIOKKY JeJia BBIHOCUTCS KOJUYECTBO JIUCTOB B
JieJie; TP BHECEHUU JIeJIa B CBOJIHYIO OMKMCh B COOTBETCTBUM C TPEOOBAHMUSIMH IIYHKTa
191 Hacrosimieit MHCTpyknuu Ha OONOXKKE JieJa MPOCTABISETCS apXUBHBIM MU(pp
(HOMep QoHIa, OMKUCH U JIea MO OIHUCH).

Jlata Ha o0Onokke jena oOo3HauaeTcss apabckumu nmdpamu. Jlarel gen ¢
IUTaHAMH, OTYETaMH, INTATHBIMU PACTIMCAHUSIMU, JUYHBIMU KapTOYKAMH YBOJIEHHBIX
pabOTHUKOB, JTUIEBBIMU CUETaMHU, AeJ, C(POPMUPOBAHHBIX U3 HECKOJIIBKUX JIMUHBIX A€
YBOJIEHHBIX pPa0OTHHKOB, U JEJI, COACPKALIUX OJUH JTOKYMEHT, BKIFOYAIOT TOJIBKO TOI.
KpaiiHumMu naramMy JTUYHOTO Jiea SIBJSIOTCS aThl IPUKA30B O IPUEME U YBOJIBHEHUU
pabOTHHKA, Ha KOTOPOIO 3aBEICHO JAEIIO.

B BepxHeil yacTu 00JIOKEK J1e71 TOCTOSSHHOTO XpaHEHUs, OJJIeKAILUX epeade B
rOCyJapCTBEHHBI apXWB, MPEAYyCMATPUBAETCA MECTO IS yKa3aHUS HaUMEHOBAHMSI
COOTBETCTBYIOIIETO TOCYAapCTBEHHOTO apXHBa.
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PexBu3uThl 0OMOXKKH OMOPMIIAIOTCS HAa OTAEIBHOM JIUCTE C MOCIEAYIONen
HAKJICHKOM ero Ha 00JI0XKKY Jena.
176. Jlena BpemeHnHoro (mo 10 jieT BKIIOYMTENIBHO) XPAaHEHHs MOCJE 3aBEpLICHUS
JIEJIOTIPON3BOJICTBOM OCTAIOTCS YaCTUYHO O(OPMIICHHBIMH: JOKYMEHTHI XpaHSTCS B
CKOPOCIITUBATENAX, PEKBU3UTHI 00JI0KKH MOTYT OBITH OPOPMIIEHBI TAPUKOBON PYUKOH,
JUCTBI HE HYMEPYIOTCS, MepecUcTeMaTh3alis JOKYMEHTOB B JeJie HE MPOBOIMUTCA,
BHYTPEHHUE OIKCHU U 3aBEPUTEIbHbIE HAANCH HE COCTABIISIOTCS.

[JTIABA 14

COCTABJIEHUE OITUCEM JEJI
177. Onuce nen — apXUBHBIA CHPaBOYHMK, COAEPKAIIUN CUCTEMaTU3UPOBAHHBIMI
IIEPEYEHb 3aroJIOBKOB JIEJI, NMPEAHA3HAYECHHBIN JIJIl pACKPBITHS COCTAaBa U COACPKAHUS
JIeJ1, UX y4eTa U CUCTEMaTH3aluu.
178. Onmucu COCTaBIAIOTCA €XKEroAHO HA €A, 3aBEPIICHHBIC JEIONPOU3BOICTBOM,
CPOK XpaHEHUs KOTOphIX IpeBbimaeT 10 ner. Onucu Aen coCTaBIAIOTCS OTASIBHO Ha
JieNa MOCTOSTHHOTO, BpeMeHHOro (cBeimie 10 jeT) XxpaHeHus, MO JUYHOMY COCTaBy,
JieNa co CenuaibHOM TOKyMEeHTaIuel (Hay4YHbIe OTYETHI [0 TeMaM U T.I1.).
179. Onucu ngen COCTaBISIIOTCA B CTPYKTYPHBIX TOApPA3AEIEHUAX pPabOTHUKAMU,
OTBETCTBEHHBIMH 33 COOTBETCTBYIOLME HANPABIEHUS IEATEIbHOCTU WIN BBITOJIHEHHUE
GyHKUMH (manee — ONUCU Jel CTPYKTYPHBIX MOApA3JelIeHUu) M B apXuBe
YHUBEPCUTETA (J1aJIe€ — CBOJAHbBIE OMKCH JIEN).
180. B cTpyKTypHBIX NOJIpa3IEICHUASIX OMUCHU JI€JI COCTABIIIOTCS MO METOANYECKUM
PYKOBOJICTBOM apXHBa YHUBEPCUTETA MO (POpPME COMIACHO MPUIIOKEHUTO 16.
181. Omucu gen CTPYKTYPHBIX TOAPA3ACIICHUM OJKHBI OBITh COCTaBIEHBI M
oopmIIeHBI B YCTAaHOBICHHOM TOpsAKe He mo3aHee 31 gexadpst roaa, CIemayomero 3a
TOIOM 3aBEPIICHUS JI€] JEIONPOU3BOICTBOM, U MPEICTABIEHbI B ApXUB YHUBEPCUTETA
B TEUYEHHE CJENYIOLIEro JeNONPOU3BOJACTBEHHOr0 rojga. OTBETCTBEHHOCTh 3a
CBOEBPEMEHHOE M  KAYECTBEHHOE COCTABJIEHHE OIUCEeH JIeT  CTPYKTYPHBIX
NoJpa3feliecHnii  HEeCyT  pPYKOBOAMTENM  ATUX  ToapaszielieHuid  (paOOTHUKH,
OTBETCTBEHHBIE 3a COOTBETCTBYIOLIME HAIPABJIECHUS JEATEIIBHOCTU WJIH BBINOJHEHUE
byHKIHU).
182. Ilepex BHECEHMEM 3aroJIOBKOB JEJI B ONMUCh IIPOBEPSETCS COOTBETCTBHE
KOJIMYECTBA JIEJI, BHOCUMBIX B OIMCh, KOJIMYECTBY 3aBEJCHHBIX /1€ 10 HOMEHKJIaType
JIeJl YHUBEPCUTETA, MPOU3BOAMUTCS MONUCTHBIA mpocMoTp Aei. [lpu mpocmotpe aena
IPOBEPSAETCS] COOTBETCTBUE 3arojioBKa Jeja COJAEPKaHWIO JOKYMEHTOB B JEle,
NPaBUIBHOCTh O(OPMIIEHHUS U TPYNIUPOBKU JIOKYMEHTOB, BKJIIOYEHHBIX B JIEJIO,
Ka4eCTBO IMOAIIMBKM WM [MEpeIieTa, HyMepalus JUCTOB [ieNla, HAIWYHUE U
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MPaBUIHLHOCTH OQOPMIICHUS BHYTPEHHEH OMHCH Jella B CIydYasX, OIpPeaesIeHHbIX
nyHkToM 173 Hacrosimerr MHCTpyKuuu, HanW4Yue W MPAaBHIBHOCTH OQOPMIICHHUS 3a
BepuTeNnbHOW Haanucu. OOHapyKEHHbIE HAPYIICHUS YCTAHOBJICHHBIX MPaBUI
dbopmupoBaHus U 0GOPMIICHUS Je] YCTPAHSIOTCS B CTPYKTYPHBIX MOJpa3IeICHHUSX.

IIpn oOTCYyTCTBHM J€JI, YHUCIALIMXCS II0 HOMEHKIATYpE [€J, CTPYKTYPHBIM
NoJpa3feieCHueM TMPUHUMAIOTCS Mephl MO HUX po3bicky. OOHapyXeHHbIE Jena
BKJIFOUAIOTCS B onuch. Eciu mouck okaszancst 6e3pe3yabTaTHbIM, TO HAa OTCYTCTBYIOIIIHIE
Jieja COCTaBIISIETCS CIpaBKa C M3JIOKEHHEM TMPUYMH UX OTCyTcTBUs. CnpaBka
MOJIITUCHIBACTCS  PYKOBOJUTEIEM CTPYKTYpPHOTO TonpasfeneHus  (paOOTHHKOM,
OTBETCTBEHHBIM 3a COOTBETCTBYIOILIEE HAMPABICHHUE NESATEIBHOCTH WIIHA BBINOJIHEHUE
byHKIMIT) 1 Iepe1aeTcsl BMECTE C OMKCHIO JIeT B apXUB YHUBEPCUTETA.

183. Ilpu cocTaBieHHH ONHUCH J€J CTPYKTYPHOIO TMOApa3JEICHUsI COOII0IAI0OTCs
ClIeyIoIe TpeOOBaHUS:
Ka)KJ10€ J1e710 (TOM, 4aCTh) BHOCUTCS B OIUCH TOJ] CAMOCTOSITEIbHBIM
MOPSIKOBBIM HOMEPOM; MOPSAOK HyMEpalud AEI
B OIIMCH — BaJIOBOM;
3aroJIOBKH J€1 BHOCATCS B OIIUCh B COOTBETCTBUHU C IMPUHITOW CXEMOM
CUCTEMaTH3allM Ha OCHOBE HOMEHKJIATYPHI JeT; rpadbl OMUCH 3aMOIHIIOTCS B TOUHOM
COOTBETCTBHUM C TEMH CBEJICHUSIMH,
KOTOPBIE BHIHECEHBI Ha OOJIOXKKY Jeja; 3aroJIOBKU

JIeTT YKa3bIBAIOTCS MOJHOCTHIO;

NEPEXOAIINE JIeTa, COAEpKAIINE JOKYMEHTBI 32 HECKOJIBKO JIET, BKIKOYAKOTCS B
ONUChH JEN IO TOAY 3aBEACHUS; MPU COCTABICHUMU OINKCEH Je] MOCICAYIOUIUX JIET, B
TEUEHHE KOTOPBIX (HOPMHPOBAHWE MEPEXOISAIINX Jed ObLJIO MPOAOIKEHO, B HUX 3a
MOCJIETHEN OMMCATEIIbBHOM CTPOKOM Ka)KJI0ro rojia JEJarTCs CChUIKM Ha HOMEpa Jel
IO OMKCH TOTO TojIa, B KOTOPYIO 3TU MEPEXOASIIE Iesia ObUTH BKIIFOUEHBL;

Hanpumep: lokyments! 3a 2016 ron cm. Taxoke B orucu Ne 3/2015 3a 2015
roa, gena Ne 5, 7, 15.

rpada omucu «IIpumedanne» UCIOIB3YyETCS JISI OTMETOK O Tepeaade Jiei B apXuB
YHUBEPCUTETa, O JeJiaX, NPUHATBIX W3 JPYTUX CTPYKTYPHBIX TOApAa3ICICHUN B
TEUCHUE JEIOMPOU3BOICTBEHHOTO To/Ma, 00 0COOCHHOCTSAX (PU3UUECKOTO COCTOSTHUS
JIeJT ¥ T.01.
184. Omnmcu pen CTPYKTYpHBIX NOJpa3AeieHuid UMET Homepa. Homep omwmcu
COCTOUT W3 WHJIEKCAa CTPYKTYpHOTO TOApa3JeieHUs] 110 HOMEHKJIAType el
YHUBEPCHUTETA, TO/1a, 32 KOTOPHIH Jiea BKIFOYAlOTCs B OMKMCh. K HOMEpY omucH Jies 1o
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JUYHOMY COCTaBy no0aBiisieTcsi OyKBeHHOE 0003HAYEHHUE «IC», a K HOMEPY OIMHUCH el
BpeMEHHOTO (cBhIle 10 j1eT) XpaHEeHUs — «BY.

185. B «KoHIe omuMcu Jea CTPYKTYpHOIrO ToJpasfeieHus (3a MocieaHen
OMMCATENTBbHON CTPOKOI) COCTaBIISIETCS WTOTOBasl 3allMCh, B KOTOpOM uudpamMu u
MIPOMUCHIO YKa3bIBAETCS KOJIMYECTBO JIE€JI, BKIFOUEHHBIX B ONKCh, EPBBII U OCIEIHUI
HOMEpa Jell MO OIHUCH, OTrOBapUBAIOTCS OCOOCHHOCTH HyMeEpaluu Jell B OIUCH
(JIuTepHBIE U MPOITYLIEHHBIE HOMEPA).

186. Onuce nen CTPYKTypHOIO MOIPA3JENICHHs] HOJINUCHIBAETCS COCTABUTEIEM C
yKa3aHUEeM  JOJDKHOCTH, paclIM(ppOBKM MOANUCHM U  JAAaTbl  COCTaBJICHMS,
COINIACOBBIBAETCA 3aBEAYIOIIMM KAHUEISAPUEH W YTBEPKAAETCA PYKOBOIHUTEIIEM
CTPYKTYPHOTO ITO/Ipa3/IeJICHHUS.

187. Omnmucu aen CTPyKTYpPHBIX HNOAPA3AEICHUN COCTABISIOTCS B JBYX JK3EMILIAPAX,
OnuH 3K3eMIUISIp OCTAaeTCsl B CTPYKTYPHOM IOJIPa3E€ICHHH, BTOPOM IEpenaercs B
apXHUB BMECTE C JIEJIaMH.

188. Ha o0Omokkax nen, BHECEHHBIX B ONUChH €N CTPYKTYPHOIO IOApa3JeieHus,
MSATKHM Y€pPHBIM TpaUTHBIM KapaHJAIIOM MPOU3BOAUTCS BpeMEHHas MU(poBKa Ael
B COOTBETCTBHUU C OMUCHIO JIEJI CTPYKTYPHOTO MOAPA3AECICHUSI.

189. Ilo ommcsM e CTPYKTYPHBIX NOJpa3Iele€HU AOKYMEHTBHI CHAIOTCS B apXUB
yHuBepcurera. Ha oOcCHOBe ommced Jen CTPYKTYPHBIX MOJIPA3ACICHUA B apXHUBE
YHUBEPCUTETA COCTABIIAIOTCSA T'OJOBBIE PA3ZEIBI CBOAHBIX OIUCEH JIEII.

190. [lokyMeHTHl OOIIECTBEHHBIX OpPraHM3alUil BKIIOUAIOTCS B OTACIBHYIO OIKUCH
JIeNl, COCTaBIsieMyl0 1O (opme, YCTAaHOBIEHHOW MJi OMMCEH JeNl CTPYKTYpPHBIX
nofpazaenenuii. Jlema oOIIECTBEHHOW OpraHM3alid  MEpelalTcs B apXuB
YHUBEPCHUTETA B TMOPSAKE, YCTAHOBICHHOM i MEpenayud Jel  CTPYKTYPHBIX
MOJIpa3/IeNICHN, U BKIIFOYAKOTCS B TOAOBBIE pa3/Ieibl CBOAHOM OMUCH JIEIT.

I'JIABA 15
ITEPEJAYA JIEJI B APXVIB YHUBEPCUTETA
191. [ena mocTossHHOTO, BpeMeHHOro (cBhimie 10 JieT) XpaHEHUS W MO JIUYHOMY
COCTaBy MOJIJIEXKAT Mepe/iaye B apXUB YHUBEPCUTETA.

Jlena momKHBI OBITH TIEPENAHBI B ApXUB YHUBEPCUTETA M BKIIFOUEHBI B CBOIHYIO
Oonuch Jien (roAoBOM pas3zesl CBOJHOM OIMUCH JIe) MO UCTEUEHUHU T0/1a, HO HE TO3IHEE
JIBYX JIET TOCJIE UX 3aBEPILICHUS JACIONPOU3BOICTBOM.

[lepenaya nen B apXuMB YHHMBEPCUTETa OCYIIECTBISETCS IO OMUCAM Jel
CTPYKTYPHBIX IMOJIPA3JEICHHI, COCTABIIEMbIM B COOTBETCTBUU C TPEOOBAHUSIMU TJIaBbI
14 nactosimeit UHCTpyKIMK.
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192. [ena BpemenHoro (10 10 yeT) XxpaHeHUs1 B ApXUB YHUBEPCUTETA HE MEPEAAIOTCS
U N0 MCTEUYECHHH CPOKOB BPEMEHHOTO XpaHEHHUs MoJjiexkaT yHUUTo:xkeHuto. [lepemnaua
nen BpeMmeHHoro (1o 10 7jeT) XpaHeHuss B apXWB YHUBEPCHUTETA JOMYCKaeTCs B
UCKJIFOUUTENIBHBIX ClIydasxX MO penieHuto pekrtopa. llepemaya Takux aen B apXuB
MOXXET OCYHIECTBIATHCS IO COMVIACOBAHMIO C AapXWBOM YHHUBEPCHUTETa IIO
HOMEHKJIaType Je.

193. Jlena mepenaioTcs B apXuB yHUBepcuTeTa mo rpaduky. I'paduk cocrammsercs
3aBEAYIONIUM apXWBOM (JIMIIOM, OTBETCTBEHHBIM 32 apXHB), COMJIACOBBIBAECTCS C
PYKOBOAUTENSIMU CTPYKTYPHBIX MOAPA3ACICHUI U YTBEPKIAECTCS PEKTOPOM.

[Ipu npueme-niepenaye aes B apXUBE MPOBEPSIETCS MPABUILHOCTH (DOPMUPOBAHUS
u odopmieHus Jen, COOTBETCTBHE KOJMYECTBA JieJl, BHECEHHBIX B OIKCh JIel
CTPYKTYPHOIO TOApAa3/eJeHUsl, KOJIUYECTBY [, 3aBEACHHBIX B COOTBETCTBUU C
HOMEHKJIATypod Jell yHHUBEpCUTeTa. BbIABIEHHbIE TP TPOBEPKE HEIOCTATKU
YCTPAHSIOTCSA PAaOOTHUKAMH CTPYKTYPHBIX MOIPA3IEICHHM.

Jlema mepenaroTCs B apXWMB YHHBEPCHUTETa B TMPUCYTCTBUU pPabOTHUKA
CTPYKTYpPHOTO mojpaszaeieHus. B o0oux sk3eMIuigpax onucu B rpade mpumMeyaHue
Ka)KJI0TO 3aroJioBKa Jiejia MPOCTABISIOTCA OTMETKH O HaJIW4MU Aell. B KoHIe Kaxaoro
SK3EMIUIApa OMUCH HUPpPaMU W MPOMUCHIO YKA3bIBAIOTCS KOJIUYECTBO (PaKTUUECKHU
OPUHATBIX B apXWB JIeJl, Jara Mpuema-mnepeadd Jiej, HauMEHOBaHUS JIOJKHOCTEH,
MOJIUCH, pacIM(ppPOBKU IMOANKUCEN JHIlA, TIEpPelaBIIero Aeia, U pabOTHUKA apXHBa,
MPUHSBILETO JIeIa.

['JIABA 16
YHUYTOXEHUE IOKYMEHTOB
C UCTEKIIMMU CPOKAMU XPAHEHIA

195. Otbop Aen K YHHYTOXKEHUIO OCYIIECTBISIETCS IO pe3yjibraTaM SKCIEPTU3bI
LHEHHOCTU JOKYMEHTOB TIOCJI€ MOATOTOBKM CBOJHBIX ONHCEH Jel MOCTOSHHOIO,
BpeMeHHOTO (cBbimie 10 jieT) XpaHeHus: U 10 JUYHOMY COCTaBy M 0(hOPMIIIETCS aKTOM
O BBIJICJICHUH K YHUUYTOKEHHUIO TOKYMEHTOB U €N, HE MOJIEKAIINUX XPAHEHUIO.

HenocpencrtBeHHblii O0TOOpP JOKYMEHTOB K YHHUYTOXKEHUIO B CTPYKTYPHBIX
NOJPA3ACIICHUSX OCYLIECTBISIIOT OTBETCTBEHHBIE 3a JEJIIONPOU3BOJICTBO  JIMIA.
[TpoBepKy mpaBUIBLHOCTH MPOU3BEIECHHOrO 0TOOpa ocymecTsisieT DK yHuBepcureTa.
196. [lema BKIIOYAKOTCS B aKT O BBIAEIEHUU K YHUYTOXKEHUIO, €CIIA YCTAaHOBICHHBIN
CPOK UX XpaHEHHUS UCTEK K | ssHBaps roga, B KOTOPOM COCTABIIEH aKT.
197. AKT O BBIIEIEHUM K YHHYTOXKEHHIO JIOKYMEHTOB M [1€J, HE MOJIeKaLINX
XPaHEHUIO, MOXET COCTaBJIATHCS KaK Ha Jejla BCEro yHUBEPCUTETa, TaK M Ha Jeja
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OTJICJIBHOTO CTPYKTypHOTro mojapasnaeneHus. Ha nokymeHTsl ¢ oTMeTkol «OIIK»

COCTAaBJISCTCS OTJACIbLHBIN aKT.

198. AKT O BBIICICHUH K YHUYTOKECHHUIO JOKYMEHTOB W J€J, HE MOJJIEKAIINX

XPaHEHHUI0, COCTABISAETCS 0 opMe COIIACHO MPUIIoKEHUIO 15. B akTe yka3wiBaroTcs:
3aroJ0BKHU OT/ACJIBHBIX JIEJ WM TPYIIOBBIE 3ar0JIOBKU OJTHOPOIHBIX JIET;

Hanpuwmep:
[Tnan pabotsl ropuanyeckoro oraena Ha 2020 rog

[Tnanel paboThI CTPYKTYPHBIX MOPA3/IeIeHUI YHUBEPCUTETA

JlaTa Uiy KpalHWe aThl JIE;
Hanpumep: 2020 uau 2001-2005

HOMEpa HOMEHKJIATyp [ieJ, B KOTOpPbIX OBUIM YUYTE€HBI BBIJEISEMbIE K
YHUYTOXKEHHUIO JIeJia WJIM HOMEpa OIUCEH /e BPEMEHHOIO XpaHEHUsl, B KOTOpbIE ObLIN
BKJIFOUEHBI BBIJEISIEMbIE K YHUUTOXKEHUIO Jena (Ui Ie7T CO CPOKOM XpaHeHUus: Oolee
10 ner, B TOM YHCIE TO JIMYHOMY COCTaBy), HOMEpa OIHCEH el MOCTOSHHOTO
XpaHEHMsI, U3 KOTOPBIX B XOJ€ HMX MepepabOTKH OTIEIbHBIC JeNia WU JTOKYMEHTHI
BBIJICJIEHBI K YHUUTOXKEHHIO; UHACKCHI JEJ 10 HOMEHKJIAType JIeJl WIIKM HOMEpa JIell MO
OMNUCH; KOJIMYECTBO Jed (KaXAblii TOM YYHMTBIBAETCS KaK OTAEIBHOE JEJI0); CPOKHU
XpaHEeHUs JIe]l 1 HOMepa cTareil (IIyHKTOB) MO MEPEYHSIM.

Hanpumep: 5 1., m. 461

199. AKT O BBIICICHUH K YHUYTOKECHUIO JOKYMEHTOB W J€J, HE MOJJIEKAIINX
XpaHEHWI0, TOJMUCHIBACTCS  JIUIIOM, MPOBOAMBIIUM  OKCHEPTH3Yy  ILIEHHOCTHU
JIOKYMEHTOB, U paccMaTpuBaeTcs Ha 3aceganun DK yHHBepcUTETa OJHOBPEMEHHO CO
CBOJIHBIMH OMHUCSMH JICI.

AKT, COCTaBiIs€MBbIi B YHHMBEPCUTETE, YyTBEP)KIACTCA PEKTOpPOM TIOCTe
YTBEPKIEHUS TOCYIapCTBEHHBIM apXUBOM CBOJTHOM OMUCH J€1 MNOCTOSHHOTO XPaHEHHUS
Y COMIACOBAaHMUSI CBOJAHOM OINKCH JI€JI MO JIMYHOMY COCTAaBYy M akTa O BBIJICICHHUH K
YHUYTOKEHUIO JOKYMEHTOB C OTMETKOU «IIIK».

200. OtoOpaHHBIE K YHUYTOXXEHHUIO W BKJIIOYEHHBIE B aKT JIOKYMEHTBI CHAIOTCS
3aBEIYIONIMM apXUBOM B XO3AMCTBEHHYIO 4YacThb YHUBEPCUTETA IS JalibHEHILEH
C/Ia4M Ha 1mepepadboTKy.
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YHUUTOXKEHHE  JOKYMEHTOB, COJIEp)KAIIMX  CBEACHUS, OTHECEHHBIE B
YCTaHOBJIEHHOM MOPSJIKE K TOCYIAPCTBEHHBIM CEKpETaM, KOMMEPUECKOU U (WJIN) MHOU
OXpaHsAEMOU 3aKOHOM TalHe, OCYIIECTBISAETCS B COOTBETCTBUM C 3aKOHOATEIbCTBOM.

I'JTIABA 17
OIIEPATUBHOE XPAHEHUE JIOKYMEHTOB
201. C momeHTa 3aBEICHMS U A0 MEPEJAaYl B ApXUB YHUBEPCUTETA UIIA YHUUYTOKEHUS
MOCJIE HMCTEYEHHUS CPOKOB BPEMEHHOTO XpaHEHWs JieJa XPaHSATCS B CTPYKTYPHBIX
NoJpa3AesIeHUsIX 10 MeCTy (POPMUPOBAHHUS.

Jlena xpaHsATcsA B pabO4MX KOMHATax U (MJIM) CHELHAIbHO OTBEAEHHBIX I 3TOM

LeJM TOMEIIEHUSAX B 3aludpaeMblX IIKadax, o00eclneynBarOmMX WX IOJHYIO
COXPAHHOCTb, NMPEAOXPAHAIOIIMX JOKYMEHTBI OT INBUIM U BO3JEHCTBHS COJIHEYHOIO
CBETa.
202. B nensix MoBBIIMIEHUS ONEPATUBHOCTH MOMCKA JOKYMEHTOB J€Ja PacroilararTcs
B mKadax B BEPTUKAIBHOM IIOJIOKEHUU KOPEIIKAMH HapyXy B COOTBETCTBUU C
HOMEHKJIAaTypol nen. Ha kopemikax oONOXKEK J€J1 yKa3bIBaIOTCS HHAEKCHI JIHOO
3aroJ0BOK [0 HOMEHKJIAType.

DNeKTpOHHbIE HOCUTEIHN ¢ (POHOTpaMMaMH 3acelaHuil KOJIJIETHaJbHBIX OPraHOB

XPAHATCS Y CeKpeTaps KOJJIErHaIbHOro opraHa. OTMETKH O J1aTe 3aceJaHusl U BpEMEHU
3aIACH JIENAI0TCS Ha YITAKOBKE HOCUTENIEH.
203. JlokyMeHTBI M J€Na, HaxXOASIIMECS Ha ONEPAaTUBHOM XPAaHEHUH, MOTYT
BbIJIaBaThCs B NIOJIb30BaHUE B IIpe/ieaxX YHUBEPCUTETA CTPYKTYPHBIM MOIPA3AEICHUSIM
YHUBEPCUTETA, CTOPOHHUM OPraHU3alUsIM U B CIIy4dasix, ONPEIEICHHbIX JeHCTBYIOIINM
3aKOHO/IaTEbCTBOM, IPAKIAHAM.

Bbljaua JIOKyMEHTOB H©  J€l B MOJb30BAaHUE JIPYTOMY CTPYKTYpPHOMY
NOJPa3ACICHUI0 YHUBEPCUTETA MPOU3BOAUTCA C PpPa3pelICHUs PYKOBOJUTEIS
CTPYKTYPHOI'O IOJIpa3AesICHHUS.

Bbigaya JOKyMEHTOB M il CTOPOHHEW OpraHu3alud IPOU3BOAUTCS Ha
OCHOBAaHMM NHUCBMEHHOIO 3ampoca JTOW OpraHu3aldd U PEe30NIOLNUM  PEKTOpa
YHUBEPCUTETA.

Bbljaua JOKYMEHTOB M i€l TpaKJaHaM OCYILIECTBIIIETCSI B COOTBETCTBUHU C
3aKOHOJATEJIbCTBOM.

JIOKYMEHTBI, Haxo[dIlMecs] Ha ONEPAaTUBHOM XPAaHEHUU B YHHUBEPCUTETE, MOTYT
OBITh U3BATHI B XO/I€ MPEABAPUTEIBHOIO pacciieZIOBaHus, CyIeOHOro pa30npareiabCTBa,
UCIIOJIHEHMsI PELICHUI opraHa yrojlOBHOIO MPEC]e0BaHUS U Cyda 0 YTOJOBHBIM
JIeJIaM B MOPSAJKE, YCTAHOBIEHHOM 3aKOHO/IATEIBCTBOM.
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N3bsgTHE HOKYMEHTOB U3 €1 TOCTOSHHOTO XPAHEHUS MPOU3BOIUTCS C
00s3aTEIbHBIM BKJIIFOUEHUEM B JIEJIO0 3aBEPEHHOM KOMIUH U3BSITOTO TOKYMEHTA.
204. Jlnsg KOHTpOJdS 3a BO3BPAaTOM Ha MECTO BBIJIAHHOTO (U3BATOrO) M3 Jena
JIOKyMEHTa TOMENIAeTCsS JUCTOK-3aMECTUTEINb, OQopMisieMblid 1Mo (opMe COIIacHO
NpUIoKeHUo 16. JIj1si KOHTPOJIsE 32 BO3BPATOM JI€JI COCTABIISIETCS KapTa-3aMECTUTEIIb
nena, opopmisiemas o ¢popme CoriacHO MpUIoKeHuro 17.

I'JTABA 18
OCOBEHHOCTMU PABOTbBI C JOKYMEHTAMU
B 2JIEKTPOHHOM BUJIE
205. dopmaThl JOKYMEHTOB B JJIEKTPOHHOM BHUJE, a TAKXKe BHUABI HCIIOJIb3YEMbIX
MaTepUaIbHBIX HOCHUTENEH JJII WX XPAHEHUS OMNPEACNISIOTCS YHUBEPCUTETOM, €CIIU
WHOE HE YCTaHOBJICHO 3aKOHOJIATEIIECTBOM.

Hcrnonb3yembie (Gopmarsl JOHKHBI 00€CTIeUYnBaTh MOTMHHOCTD, JTOCTYITHOCTD,
IIEJIOCTHOCTh MH(POPMAIIUUA JOKYMEHTOB B 3JICKTPOHHOM BHJIE U IMOJIHOTY CBEIACHHMA O
crocob0ax WX CO3/aHusl, TPAHCIIOPTHPOBKU (TIOJYYCHHUS, OTIPABKH), XPAaHEHUS C
MOMEHTa MX CO3/1aHus (MOJy4YEeHHs) O Mepeadyd B apXUB WU YHUYTOXKEHHUS, B TOM
YHUCJIe TIPU OCYIIECTBICHUN KOHBEPTAIMH JIOKYMEHTOB B HOBBIE (DOPMATHI, MUTPAITUU B
HOBBIC AaBTOMATU3UPOBAHHBIC CUCTEMBI, SKCIIOPTE U3 JECKTPOHHON TTOYTOBON CUCTEMBI
u JIp.

JlommyctuMbIMu (hopMaTaMu JOKYMEHTOB B SJICKTPOHHOM BHUJIE SBJISIOTCS:

Portable Document Format / A (PDF/A);

Office Open XML (DOCX); OpenDocument

Format (ODT).

JlommyctuMbIiMu  (hopMaTaMu JIJIsL JIEKTPOHHBIX OTOOpaKeHHWH JOKYMEHTOB Ha
OyMa)KHBIX HOCHTEIISAX SBJISIOTCS:

Portable Network Graphics (PNG);

Tagged Image File Format (TIFF);

Joint Photograph Experts Group (JPEG);

Portable Document Format / A (PDF/A).

YHUBEPCUTET  COIIACOBBIBAET  HCIOJb3yeMble  (GopMarkl  JOKYMEHTOB B
3JIEKTPOHHOM BHJIE C YUpexaeHneM «l ocy1apcTBEeHHbBIE apXHB

206. TIloaroroBka M COITIACOBAHHUE IMPOEKTOB JOKYMEHTOB B 3JIEKTPOHHOM BUJIE
OCYILECTBJISIOTCS 10 IIPpaBWIAM, YCTAHOBJIEHHBIM Hacrosmen MHcTpykunen B
OTHOIICHUH AHAJIOTMYHBIX IOKYMEHTOB Ha OyMa)KHOM HOCHTETIE.

207. JlOKyMEHT B DJIEKTPOHHOM BHUJE JOKEH UMETh BCE PEKBU3UTHI, yCTAHOBJIEHHBIE
JUIS  AQHAJOIMYHOTO JOKYMEHTa Ha OyMa)XHOM HOCHUTENe, 33 MCKIIOYEHHEM
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nzoopaxkenus ['ocynapctBenHoro rep6a Keipreizckoit PecryOnuku, a Takke OTTHCKOB
neuated u mramnoB. Pacnonmoxenne u 0oQOpMIICHHE PEKBU3UTOB B (POpPMYIpe
JOKYMEHTa B 3JIEKTPOHHOM BHJ€ (0OILIEH YacTHU AJIEKTPOHHOTO JOKYMEHTa) MpH €ro
BHEIIHEM TMPE/ICTABIEHUU JIOJKHO COOTBETCTBOBATH TPEOOBAHUSM, YCTAaHOBJICHHBIM
nyHKToM 33 Hacrosmen MHCTpyKiuy.

208. B nmokyMeHTax B 3JIEGKTPOHHOM BHJI€ NMpU O(DOPMIIEHUH PEKBU3UTOB, B COCTaB
KOTOPBIX BXOAUT COOCTBEHHOpYYHAs MOJIMUCH, BCE AJIEMEHThl TaKUX PEKBU3HUTOB, 3a
UCKJIIOUEHHEM COOCTBEHHOPYYHOW TMOJMUCH, TpPU BHEIIHEM MPEACTABICHUU
JOKYMEHTa JOJKHBI ObITh OTpPa)KEHbI HEMOCPEACTBEHHO B (opMyisipe JoKyMmeHTa. B
KaueCTBE SKBUBAJEHTAa COOCTBEHHOPYYHOM moanucu ucnonb3dyercs O, 3a
VCKIIFOUEHUEM CIIy4YaeB, YKa3aHHbIX B IyHKTE 209 HacTosmen MHcTpykumm.

Ucnonps3zoBanne OILIII ocymecTBiasercss B COOTBETCTBUM C TpeOOBaHUSIMU

3aKOHOAATENbCTBA, B TOM YUCJIE NMPEABABISIEMBIM K CPEICTBAM BbIPAOOTKU U POBEPKU
OUIIL.
209. OrtmpaBka JOKYMEHTOB B DJJIEKTPOHHOM BHjae Oe3 wucmonb3oBanus OIII1
JOIIyCKAaeTCsl MO CONIAIICHHUIO CTOPOH IPU YCJIOBUH, YTO IPOIPAMMHBIE CpPEICTBA,
IPUMEHSIEMbIE B YHUBEPCUTETE, MO3BOJSAIOT OJHO3HAYHO HACHTHU(PUIMPOBATH aBTOpa
JOKYMEHTA, €CJIM 3aKOHOJIaTEIbCTBOM HE YCTAHOBIIEHO MHOE.

IIpy OCylIECTBICHUMM BHEIIHETO COIVIACOBAHMS IIPOEKTOB JIOKYMEHTOB B
3JIEKTPOHHOM BH/JIE€ B KaU€CTBE HKBUBAJIEHTa COOCTBEHHOPYYHOMN MOAMKMCH, BXOIALIEH B
coctap pekBusnTta «Ipud cormacosanus», wucnonbdyercs OIIIII. CornacoBanue
nokyMeHTa Oe3 ucnosb3oBanus OLII nmomyckaeTcs mo COMTAIEHUIO CTOPOH IIPH
YCJIOBHUM, YTO NPOrPAMMHBIE CPEICTBA, NPUMEHSAEMBIE B YHUBEPCUTETE, MO3BOJISIIOT
OJTHO3HAYHO HWJEHTU(ULHUPOBATH JIMLO, COMIACOBABIIEE JTOKYMEHT, U COBMECTHUMBI
MeXAy cOOOM, €CIM 3aKOHOAATENIbCTBOM HE YCTAaHOBJIEHO MHOE.

OtcyrcrBue DUII gomycTuMo A JOKYMEHTOB (32 UCKIIIOUEHHEM SJIEKTPOHHBIX
JIOKYMEHTOB) HH(GOPMAIIMOHHO-CTIPABOYHOTO Xapakrepa W (WIM) HE MOAJekaIInX
pEerucTpalum, a TaKkKe JUIsl 3JIEKTPOHHBIX OTOOpa)KeHWH JOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

210. Ilpuem m oTHpaBKa ITOKYMEHTOB B JJIEKTPOHHOM BHJE OCYIIECTBISAETCS, KAK
[IPAaBUJIO0, KAHLIEISIPUEN.

Jlommyckaercsi TpUeM W OTIpaBKa JOKYMEHTOB B  JJIEKTPOHHOM  BUJE
CTPYKTYPHBIMU  TNOJpPA3IEICHUSIMH  YHUBEpcUTETa ©0€3 yyacTHsl KaHIEJSpHUH.
OTBETCTBEHHOCTh 3a MPUEM U OTHPABKY JOKYMEHTOB B 3JIEKTPOHHOM BHJE
BO3JIarae€Tcsi Ha PYKOBOAMUTENS CTPYKTYPHOTO TMOApAa3ieieHHs JuOO  JHIIO,
OTBETCTBEHHOE 32 BEICHUE JICJIONPOU3BOJACTBA B CTPYKTYPHOM MOAPa3AEICHUN
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[locne orTmpaBKM JOKYMEHTa B DJIIEKTPOHHOM BHUJE, YIOCTOBEPEHHOIO B
COOTBETCTBHUH € TPeOOBaHUSAMHU HacTosAENd MHCTpyKINH, JOCBIIKA €r0 AK3EMIUIIpa Ha
OyMa)KHOM HOCHTEJIE He TpeOyeTcs, €CIH 3aKOHOJATEIbCTBOM HE YCTAHOBIIEHO HHOE.
211. Ilpu nomydyeHHH AOKYMEHTOB B JIEKTPOHHOM BHJIE, B TOM YHUCJIE MOJAMMUCAHHBIX
OIII, mposepsieTcss HMX MNOMJIMHHOCTh M LEIOCTHOCTb, HAJIIMYME BCEX YKa3aHHBIX
IPWIOKEHUH, BO3MOXHOCTb HMX BOCIPOM3BEIACHUS, OTCYTCTBHE KOMIIBIOTEPHBIX
BHUPYCOB U T.J.

212. Ilpu MONOXKUTEIBHOM pE3yibTarTe MPOBEPKHU JOKYMEHTHI ITOJIEKAT JaJIbHEUIIEeH
oOpaboTke.

B cinyyae oOHapyxeHHs: omIUOOK (OTpULIATENbHBIX pe3yinbraroB mposepku LI,
OTCYTCTBHSI IIPUIIOKEHUN, HEKOPPEKTHOTO BOCIPOU3BEICHUS CONCPKAHMS, HATUYHS
KOMIIBIOTEPHBIX ~BHUPYCOB W T.Ji.) OpPraHU3alUU-OTIPABUTEII0  HAIpaBIAETCA
YBEJIOMJICHHE.

213. JIOKyMEHTBI B JJIE€KTPOHHOM BHJE ITOMJIEKAT PErUCTPALMA B COOTBETCTBUHU C
TpeboBaHusIMU NyHKTa 131 Hacrosmet MHCTpyKUMH.

JIOTIONMHUTENIBHO TIPU PETUCTPALMU JIOKYMEHTOB B JJIEKTPOHHOM BHUJE MOTYT

UCIOJIb30BaTbC  PEKBU3HUTHI  «/loIKHOCTh, uWHUIManbel W ¢daMwius  JIMLA,
NOJIMCABIIEIO  JOKYMEHT», «BHYTpeHHss  mepeajgpecanus JOKyMEHTa IO
ucnoiaHurensimy, «Hamuuue mnpuiokeHud K JOKyMeHTYy», «Crnocod [1oCTaBKU
JTOKyMeHTa» (10 MH(OPMALMOHHO-TEIEKOMMYHHUKAIIMOHHON CETH, Ha MaTepHabHOM
HOCHUTENIE U Jp.) U Jp.
214. Bo Bxomsummx JOKyMEHTax HWHGpOpMalLUs, COAEpKaIasicd B PEKBU3UTAX
«Pe3omonusy, «OTmMeTka O KOHTpose», «OTMeTKa 00 HCIOJHEHUM JOKyMEHTa M
HalpaBJI€HUU €ro B Jeio», «OTMETKa O NOCTYIUIEHWH (PeruCTPallMOHHBIN IITaMIl
BXOJALIMX JOKYMEHTOB)», OTMETKE OO0 O3HAKOMJIEHMM C JOKYMEHTOM, HHbIX
CITy’)K€OHBIX OTMETKax, IpHU paboTe ¢ JOKYMEHTAMH B JIEKTPOHHOM BHUJE HE BHOCUTCS
B UX popMyJIsIp.

Jannas wuH@opmanus oTpaxkaercss B peructpauroHHbix ¢opmax (PKK) nHa

OyMa)KHOM WJIM 3JIEKTPOHHOM HOCHTEJIE U TPU HEOOXOAMMOCTH MPUKPEIUIAETCS B BUAE
OTHeNbHBIX  (GaiioB  (MHPOPMAIMOHHBIX  OOBEKTOB) K  PETUCTPUPYEMOMY
(Y4uTBIBAEMOMY) JOKYMEHTY B JIEKTPOHHOM BHJIE.
215. PerucrtpanvOHHO-YYETHBIE JaHHBIE O JOKYMEHTaxX B IEKTPOHHOM BUJE U CBSI3U
MEXAY HUIMU U CAMUMH JOKYMEHTAMH COXPAHSIOTCS B HEU3MEHHOM M JTIOCTYITHOM IS
BOCITPOM3BEJCHUS U BOCIIPUATHUS YEJIOBEKOM BUJE HA MPOTSHKEHUH BCETO KU3HEHHOIO
HUKJIa JOKymMeHTOB. llpu mnepenadye HOKyMEHTOB B 3JEKTPOHHOM BHJAE BHYTpPH
YHUBEpPCUTETAa WJIM TpPU OTIpPABKE 3a MPENesibl YHUBEPCUTETA BMECTE C HHUMH
NepealoTCs UX PErUCTPAlMOHHO-YUETHbIE JaHHbBIE.
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216. Ilpu mnepechUiKe MO 3NEKTPOHHOM MOYTE AOKYMEHT B JJIEKTPOHHOM BHJE
opopmisieTcs MO NpaBWIAM, YCTAHOBJIEHHBIM Hacrosiued WHcTpykuued, u
NPUKPEIUISIETCS B BUJE TPHIIOKEHHUS ((haiisia) K AIEKTPOHHOMY MUCHMY.
217. JIOKYMEHTHI B 3JE€KTPOHHOM BHUJE, B TOM YHCIIE€ OTIpaBisieMble (IIOJydaeMbIe)
10 KaHaJIaM 3JIEKTPOHHOM ITOYTHI, TOIIYy CKaeTCs:

HKCIOPTUPOBATH BO BHEIIHUE IO OTHOIIEHUIO K IOYTOBOM CUCTEME AIIEKTPOHHBIE

(aiinbl; S5KCIOPTUPOBATH B ;

pacrnedarbiBaTh Ha OyMa)KHOM HOCHTEJIE.
218. Ilpu skcnopTe AOKYMEHTa B 3JIEKTPOHHOM BHJIE, OTIIPABIEHHOTO (I1OJyYEHHOTO)
II0 KaHajaM 3JIEKTPOHHOW MOYTHI, BO BHEIIHUI 10 OTHOLICHUIO K IIOYTOBOW CHCTEME
¢aitn wn C JOKYMEHTOM 3KCIIOPTUpPYETCs (pacreyaTbiBaeTCs)

COIIPOBOJIUTENBHOE JIEKTPOHHOE MHUCHMO, BKJIIOYas UH(OPMALKIO, COIEPKAIIYIOCs B
3aroJJOBOYHOM 4YacTH 3JEKTPOHHOIO NUChbMa (CBEAECHHMS OO0 DIIEKTPOHHOM ajpece
OTIIpaBUTENS (MONyYaresisi), 1are OTIPABKH, AAaTe MOJYYEHUsS, TEME MUChMa, O MyTAX
INPOXOXKJEHUS JIIEKTPOHHOTO MHCbMa MO HHPOPMALKUOHHO-KOMMYHUKAIIMOHHBIM
KaHajlaM CBSI3M, WJEHTU(UKATOpE MHCchbMa B MH(POPMAIMOHHOW CUCTEME M JIp.), €CIIU
JOKYMEHT HE COIEpPXKUT PEKBU3HUT «JlaTa», B HMHBIX CIydasX, KOTJa yKa3aHHas
uHpopMaMs HeoOXoAMMa Ul TOATBEpXKJIEHUs (akra U YCIOBUH OTHOpPaBKU
(mony4eHus) NOKyMEHTa M (WJIM) MOXET OBbITh MHCIIOJIb30BaHA B CIPABOYHBIX U
JIOKa3aTeJIbHBIX LEIAX.

219. Ilpu XpaHEeHMM M HCIIOJIB30BAHWM JOKYMEHTOB B JJIEKTPOHHOM BHIE, B TOM
YUCJI€  OTOPABICHHBIX  (MOJYYEHHBIX) 1O KaHajlaM  JJIEKTPOHHOM  IOYTHI,
o0ecreynBaeTcss HMX JOCTYNHOCTh JJI BCE€X 3aMHTEPECOBAHHBIX PAOOTHUKOB
YHUBEPCUTETA B COOTBETCTBUM C YCTAaHOBIICHHBIMU OOSI3aHHOCTSIMA U TMpPaBaMH
JOCTYIIA.

220. KOHTpOnb HCIOIHEHUS JOKYMEHTOB B AJIEKTPOHHOM BHJIE OCYIIECTBISIETCS C
y4eToM TpeOoBaHuM TaBsl 9 HacTosmel MHcTpyKImm.

KoHTponb HCHOTHEHUS AOKYMEHTOB B DJJIEKTPOHHOM BHUJE 0O€CHeYnBaeTCS
KaHUEIISIPUCH.

221. JIOKYMEHTHI B 2JICKTPOHHOM BHJIE ITOCJIE MX MOIIMCAHUS ITOAJIEKAT XPAaHEHUIO B
TEUEHUE CPOKOB, YCTAHOBJIEHHBIX JUIsl AHAJOTMYHBIX JOKYMEHTOB Ha OyMa)KHOM
HOCHUTEIIE.

JUIs TOKyMEHTOB B 3JIEKTPOHHOM BHJE BpeMeHHoro (po 10 mer) xpaHeHws,
YKa3aHHBIX B IIEPEYHE COMIACHO NPWIOKEHUIO 18, XpaHeHWE HAEHTUYHBIX IO
COJIEP>)KAHMIO JIOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE HE TpeOyeTcs.

222. B pedTenbHOCTH YHHUBEPCUTETA AOIycKaeTcsl (OpMUPOBAHUE THOPUAHBIX JEI B
TOM cllydae, KOrja B Hpelenax OIHOro jefa OObEeIUHSIOTCA JOKYMEHTHI, 4acTb
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KOTOPBIX MOCTYNHJIA B YHUBEPCUTET MO KaHajaM 3JIEKTPOCBSI3U WK Oblja co3/laHa B
YHUBEPCUTETE B BHUAE JOKYMEHTAa B JJIEKTPOHHOM BHJIE, a 4YacTb JOKYMEHTOB
NOCTYNIHUJIAa B YHHBEPCHUTET WIM Oblla CO3l1aHa B YHUBEPCUTETE Ha OyMaKHOM
HocuTene. IIpy 3TOM B HOMEHKIAType Jen JelaeTcsi OTMETKa B COOTBETCTBUHU C
noarmyHkToM 152.5 mynkra 152 nacrtosamen MHCTpyKIUU.

['ubGpunHOoe 1eno CymecTByeT TOJIbKO Ha CTaJAUM ONEPATUBHOTO XPAaHEHMS.
['ubpunubie nena BpemeHHoro (mo 10 15er) XpaHeHUs TOCTAE OKOHYAHUS
JIeJIONPOU3BOICTBEHHOIO To/la HE MOAJekKaT MOJHOMY O(GOPMIICHHIO M XPaHATCA B
TE€YEHHE YCTAHOBJIEHHBIX CPOKOB.

He nonyckaercss gopmupoBarh ruOpHIHBIE Ji€7a JOKYMEHTAMU MOCTOSHHOTO W
BpeMeHHOro (cBhImIe 10 j1eT) XpaHeHus.

223. DOkcneprr3a LUEHHOCTH JOKYMEHTOB B 3JIEKTPOHHOM BHUJE OCYIIECTBISIETCS B
MOPSIAKE, YCTAHOBJIEHHOM MiaBoil 12 Hacrosmeid MHCTpyKUMH, a TakKe HHBIMHU
aKTaMHU 3aKOHO/1aTeNIbCTBA.

224. BplaeneHMe K = YHHYTOXKEHHIO  JOKYMEHTOB B JJIGKTPOHHOM  BHJE
OCYLIECTBIISIIOTCSI B COOTBETCTBUM C TpeOOBaHUAMM HacTosued MHCTPYKIMU U UHBIX
aKTOB 3aKOHOJATENbCTBA.

[Ipy HAaMMYMKM UICHTUYHBIX MO COJEPKAHUIO TOKYMEHTOB B 3JIEKTPOHHOM BHUJIE U

Ha OyMa)XKHOM HOCHTEJNE JIOKYMEHTHI B 3JIEKTPOHHOM BUJE XPAHATCS 1O MUHOBaHHUS
HaJO00HOCTH. YHUUTOXKEHUE TOKYMEHTOB B SJICKTPOHHOM BHUJIE BpeMeHHOTO (cBbiIte 10
JIET) XpaHEHUsl OCYILIECTBIISIETCS HE PAHEE YTBEP)KICHHS B YCTAHOBIEHHOM MOPSIKE
TOIOBBIX Pa3/IeJIOB CBOJHBIX OMHUCEH MAEJ, COAEP)KAIIMX JOKYMEHThl Ha OyMa)kKHOM
HOCHUTEIIE.
225. ApxuB YyHHMBEpPCUTETa HE TMpEJHA3HAYEH MJI1 XPAaHEHUS JOKYMEHTOB B
AIIEKTPOHHOM BHJIE C COXPAaHEHUEM HMX LIETOCTHOCTH, B TAKOM CJIy4ae OCYIIECTBISAETCS
XpaHEHUE UACHTUYHBIX IO COAEPKAHUIO JIOKYMEHTOB Ha OyMa)XHOM HOCHUTEINE,
o(pOopMIIEHHBIX W TOANKCAHHBIX B YCTaHOBJIEHHOM mopsake. [Ipu HEBO3MOXXHOCTH
NOJly4eHHs] OyMa)XHbIX OpPWUIMHAJIOB CO3JAI0TCS, 3aBEPSAIOTCS B YCTAHOBIEHHOM
NOPAJIKE M XPaHATCS KONMH JOKYMEHTOB B DJJIEKTPOHHOM BHJI€ Ha OyMakKHOM
HocuTene. JlanmpHelnee XpaHEHUWE JOKYMEHTOB OCYUIECTBISIETCS B TOPAJKE,
YCTaHOBJIEHHOM Im1aBoM 17 Hactosmen MHCTpyKIuMu.
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Ipunoowcenue 1
K Uucmpyxyuu no 0eronpouzeoocmay 6
OcOO «Mesicoynapoornwiii

MEOUYUHCKULL YHUBEPCUME »

®dopma
Tabeab yHuguuupoBaHHbIX (POPM 10KYMEHTOB
YTBEPXJIAIO
(HanMeHOBaHUE JODKHOCTH
PYKOBOZIUTENS YHUBEPCUTETA) Ilommnuce
Pacimmdposka moanucu
ara
Bun 3aronoB | Hokymentsl | Ilogpasmen | Ilompasmenen | CornacoBanue Hogmuc | YtBep | Ilewar | Ilepuommu | IIpum
JOKYM | ok 1o CHHUC ne, BHYTpE BHEIITHEE b KICH b HOCTB €4aHH
eHTa porpocam | (AOMKHOCT | orpercrpenno HHee ue cocraBnen | €
HOE JIUIIO),
o e3a ust
OTBETCTBCH
HOMEHK perucrpanuo
HOE 3a
narype u
TIIOATOTOBKY
¢dopmupoBan
JIOKyMEHTa
e 1ena
1 2 3 4 5 6 7 8 9 10 11 12
HaumenoBanue JOJDKHOCTH PYKOBOAUTEIIA
KaHLEIApUU [Tonnuce Pacmm¢poBka noanucu
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Tpunoosicenue 2

K Uncmpyxyuu no oenonpouzgoocmsy ¢ OcOO
«Mesicoynapoonwitli MmeouyuHcKul
YHUGepcumemy

®opma
Cnucok Ha pacChUIKY
(Ha3BaHue, naTa, UHJAEKC JOKYMEHTA)
HanmenoBanue opranuzanuu u (Win) CTpyKTypHOro noapasaenenus,| I[lodroBsiid KonuuecTBo MonMedare
JOJDKHOCTHOTO JIMIIA — agpecara azapec OK3EMILIAPOB P
1 2 3 4

HanmeHnoBanue 1OMKHOCTH pyKOBOIMTEIS
CTPYKTYPHOT'O MOAPa3IEICHUS

(xBIpr)
(xBIpT)
(xbIpr)
(xbIpr)
(xbIpr)
Ne
Ha Ne an

3arojaoBOK K TEKCTY

Texkct
HaumeHnosanue DOKHOCTH
Damunug ucnonaurerst 000 00 00

Iloanuce Pacmmmdposka moanucu

Ipunoorcenue 3

K HUncmpykyuu no denonpouseoocmay 8
OcOO «MesxicoyHapoomwiti
MeOUYUHCKULL YHUBEPCUMEm

®dopma

HaumeHnoBanue BbIIECTOALLEH OpraHU3alun
HaumenoBanue opranuzauuu
[TouToBBII aapec
KoMMyHHKalIMOHHBIE TaHHBIE
Kommepueckue nannasie
Anpecar

AJpec 31eKTPOHHOU MOYTHI

Pacmmdposka moamucu
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K Muempyryuu no 0enonpouzeo0cmay

Ipunoocenue 4

8 OcOO «Medrcoynapoonviii MeOuyurHcKuil
VHUBepcumemy
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K UncmpyKkyuu no 0enonpou3goocmsy

®dopma
PerucrpanoHHO-KOHTPOJIBbHAS KAPTOYKA BXOAAIIET0 JOKYMEHTa



Ipunooicenue 5

83

K UHcmpyKyuu no 0enonpousgoocmsy

6 OcOO0 «MedxcoynapoOHblil MEOUYUHCKULL YHUBEDCUMEM )
CocTaB 1 NpaBUIIa 3al10JTHEHUS 00513aTeJIbHBIX
pexBu3uToB PKK

PexBu3uTEHI

[losicHeHHS K 3aIIOTHECHUIO

1

2

Hazpanue Bua TOKyMEHTa

3anoyHsAEeTCs B COOTBETCTBUH C HA3BAHMEM BHUJIA PETHCTpUpyeMOro JokymenTa. [1pu
€TUCTPALNK NHCEM rpada He 3aloIIHIETCs

[ABTOpP (KOPPECIIOHIEHT)

[Ipu perucTpanyy NOCTYMHUBIIETO JOKYMEHTA 3allMChIBAETCSl HAMMEHOBaHUE OPraHU3aluy —
aBTOpa TOKyMeHTa. [Ipu perucTpariiy HCXoAAIIero JOKyMEHTa 3aliChIBAaeTCs HAMMEHOBAaHHUE
OpraHU3alUH-KOPpECIOHAEHTA. [IoITyCcKaeTcsl MPUMEHEHHE COKPAIlEHHOTO HAMMEHOBaHHS
OpraHU3alH

/laTa u uHIEKC
[OCTYTUICHHSI

3aItoIHsIeTCS Ipyu pErucTpanum BXOAAIICIo JOKyMEHTA. 3aImChIBAlOTCS Jara 1 HHICKC,
IMIPUCBOCHHLIC JOKYMCHTY opraHmauI/Ieﬁ-nonyaneﬂeM; TMEPEHOCATCA U3 PErUCTPAllUOHHOIO
TaMIla BXOAAIINX JOKYMCHTOB

/laTa 1 MHAEKC TOKYMEHTa

3amuchIBalOTCA AaTa M WHIEKC, IPHCBOCHHBIE JOKYMEHTY OpraHU3alnei-aBTOpoOM;
[IEPEHOCSTCS C BXOASIIETO WM UCXOASIIEr0 JOKYMEHTa

3aronoBok (kparkoe
COZIEpIKaHuE)

[lepenocurcs 3aroyoBoK, C(OPMYIIMPOBAHHbINH HA JOKYMEHTE

Pe3omtonust Win KoMy
[HATIpABJICH JTOKYMEHT

[lepeHOCHTCS TEKCT PE30TIONUH PYKOBOIUTEIS

CpOK UCTIOTHEHUS

HpOCTaBﬂﬂeTCﬂ Jara (‘H/ICJ'IO, MECHl, I‘Oﬂ), K KOTOpOﬁ JOKYMCHT JOJI’KCH OBLITH MCIIOJIHEH.
HpI/l perucTpanum UCXOoAAIECro MHUIUATUBHOI'O JOKYMEHTA 3allMChbIBACTCA JaTa 0KUAacMOTo
OTBCTa

OTMeTKa 00 HCIIOJIHEHUN
TOKyMeHTa

[TpocTaBnseTcs HHIAEKC /1esIa 0 HOMEHKJIIAType JIeJl, B KOTOPOM OyJeT XpaHUTHCS JOKYMEHT
[ocyIe UCTIOIHEHHS, KPaTKO 3alMChIBAIOTCS PEIIEHIE BONPOCa 10 CYIIECTRY, JaTa U HHAEKC

JTOKYMCHTA-OTBCTA

IHpunoocenue 6
K Huempyxyuu no denonpouszsoocmay 6 OcOO
«Medicoynapoonwlii MmeOuyuHcKul

YHU8epcumemy
®opma
ZKypHan perucrpanuy BHyTPEHHHX JOKYMEHTOB

nnexc Kpatkoe

A Hara KoppecnonneHr, Bun P Conepxanue Pacnicka B
JIOKyMe coliep)KaHue Anpecar

. noctymieHus| @O, nomKHOCTh | TOKyMeHTa pe3onronun MOJIyYeHUU
HT
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K UncmpyKkyuu no 0enonpou3goocmsy

Lpunoowcenue 7

8 OcOO «Meorcoynapoonviii MeOuyurHcKuil

YHUeepcumen»
®dopma
7KypHaJ perucTpanuy BHYTPEHHHX JOKYMEHTOB
WHpekc nokymeHTa Hara Kpatkoe conepxanue 10KyMeHTa Kem nonmucan (3aBU3upoBaH)
1 2 3 4
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K UHcmpyKyuu no 0enonpousgoocmsy

Ipunooicenue 8

6 OcOO0 «MeancoyHapoouviti MeOUYUHCKUL
YVHUSEpcumemy

(I)opMa HOMEHRJIATYPHBI €] YHUBEPCUTETA

HaumeHnoBaHue BBILIECTOALIEH OpraHU3aLUN YTBEPXIAIO

HaunmeHoBaHue opranusanuu

HOMEHKHATYPA HEH (HaI/IMeHOBaHI/le JOJIPKHOCTHU
Ne

PYKOBOZIUTENS YHUBEPCUTETA)

(MecTro  cocTaBieHHS)
Ha o

[loanuce Pacmmmdposka moamucu
Hara

Cpok xpaHeHus Jiena

HasBanue paznena
Kon-Bo nenn | (Toma, wactu) 1 HOMepa

Wupnexe nena | (moxmpasmerna), 3aroJIoBOK Aefia . . [Ipumeuanue
(TOMOB, yacTei)] MyHKTOB (cTareii) 1o
(Toma, gacTH)
NIEPEYHIO
1 2 3 4 5

HOMCHKJ'IaTypa A€JI COCTAaBJICHA HA OCHOBaAHHH

(HaBBaHI/IH W BBIXOOHBIC JTaHHBIC

HOPMAaTUBHBIX IIPABOBBIX aKTOB, NCIIOJIB30BAHHBIX ITPU OITPEACIIEHNN CPOKOB XPaHCHU ,I[CJ'I)
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K UncmpyKkyuu no 0enonpou3goocmsy

HaumenoBanue 10KHOCTH PYKOBOJIUTENS
KaHUESpUU IMoxgmucs Pacmmdposka moamucu

3aBeyIONINil apXUBOM
[Tonnuce Pacmm¢poBka noanucu
[ara

COI''TACOBAHO
[Ipotoxon 3aceqanusa K

(HanMEeHOBaHHE YHUBEPCUTETA)
Ne




®opMa BBINUCKHU U3 HOMEHKJIATYPHI JieJl CTPYKTYPHOI0 NMOApa3/ieleHus
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K Uncmpyxyuu no denonpouszsoocmsy 8 OcOO

«MedicOyHapoOHbLil MeOUYUHCKULL
YHUSepcumemy

Ipunooicenue 9

(o0mecTBeHHON OpraHu3anyu) yHUBEpCUTeTa

HanmenoBanue opranusanuu

BBIIINCKA 13 HOMEHKIJIATYPBI JIEJI

No

(MecTO COCTaBIICHNS)

Ha roga
HaumeHoBaHue CTPYKTYPHOIO nmoapasaejeHust (001eCTBeHHOH OPraHu3amnun)
Wnnekce | Hazanue paspena (moapaznena), | Kon-Bo men Cpok xpaHeHus aena (Toma, 4acTH) U Morearie
HUMCUYaHH!
Jena 3aroJIOBOK jeia (Toma, yactu) | (TomoB, wactedd) [ Homepa myHKTOB (cTareii) o rnepeyHro P
1 2 3 4 5

HOMCHKHaTypa A€ COCTaBJICHA HA OCHOBAHUH

(Ha3BaHI/I${ " BBIXOJHBIC JaHHBIC

HOPMATUBHBIX IIPAaBOBBIX aKTOB, UCIIOJIB30BAHHBIX IIPH OMPECACIICHUN CPOKOB XpaHCHU )ICJ'I)

HanmenoBanue JOJIDKHOCTH PYKOBOAUTEIIA

KaHLEJIApUn

Bepno

HanmeHoBanue HOMKHOCTH PyKOBOIMUTEINS

[Tonnuce PacmmpoBka noanucu

KaHICIISIPUA IToanuce PaCI_HI/I(I)I)OBKa MMOoAIMNCH
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Ipunoocenue 10

K Uncmpyxkyuu no denonpouseoocmay
OcOO«MesrcoyHapoOHbIUIMEOUYUHCKULL
YHUBepcumemy»

dopma
Hroropass 3ammchp o Kareropusix M KOJUHYECTBE 1€,
3aBeJICHHbIX B roay B (HamMeHOoBaHWE
OpraHu3aIN)
ITo cpokam xpaHeHUs Bcero B Tout smene -
MEPEXOASIIUX ¢ otMeTkon «OITK»
1 2 3 4
ITocTostHHOTO, 13
HUX:
IJIEKTPOHHBIX Jen
THOPUIHBIX Jen
HH(POPMAIHOHHBIX PECYPCOB
Bpemennoro (cBerme 10 ner), u3
HUX:
ANEKTPOHHBIX Jen
THOPHIHBIX e
MHPOPMALIMOHHBIX PECYPCOB
Bpemensoro (o 10 set), u3
HUX:
ANEKTPOHHBIX Jen
THOPHITHBIX enn
MH)OPMALMOHHBIX PECYPCOB
HUTOI'O
HaumenoBanue JOJDKHOCTH PYKOBOAUTCIIA
KaHLIEJSIPUA [Tognuce PacmmmdpoBka nmoamnucu
Jlara

Htorosrie CBCACHUA MEPCAAHbI B ApXUB OpraHu3alnu.
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K Uncmpyxyuu no denonpouszsoocmsy 8 OcOO
«Mestcoynapoonvitl MeOuyuHcKu
VHUepcumem»

HanmeHnoBanue JOMKHOCTH JUIIA,
MepeaBIlIero CBEACHUS IMoxgmuce Pacmmdposka moamucu

Jara

IHpunoorcenue 11

®opma BHYTPEHHEH ONMCH JOKYMEHTOB J1eJ1a
BuyTpeHnHss onuch

JOKYMCHTOB ACJia Ne

No 1 W HazBanwue u (wm) 0 o

ara JIOKyMeHTa H/ICKC TOKyMEHTa oMepa JIMCTOB Jieia UMevaHne
/1 AOKY A . 3aroJI0BOK JJOKyMEHTa P A p
1 2 3 4 5 6
Uroro JIOKYMEHTOB.

(umdpaMu ¥ IPOITUCHIO)

KonmuecTBo nmuctoB BHYTpeHHeﬁ OIINCH

(umudpamMu ¥ POITUCHIO)

HanmeHnoBaHMe TOIKHOCTH JIMIA, COCTABUBIIETO
BHYTPEHHIOIO OIMCh JIOKYMEHTOB JIeJIa ITonnuce PacmmpoBka noanucu
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Jara

Tpunooicenue 12

K Unempyxkyuu no 0enonpouzeoocmsy 6
OcOO«MedtcoyHapooHbLiiMeOUyUHCKULL
VHUGepcumem»

®opma aucra-3agepureds aejaa JUCT-3ABEPUTEJIb JEJIA Ne
B nene noammTo (BI0KEHO) U IPOHYMEPOBAHO

(umdpamMu ¥ IPOITUCHIO)
ucT(OB), B TOM YHCIIE:
JUTEpPHBIE HOMEPA:
MPONYyILIEHHBIE HOMEpA: +

JIMCTOB BHYTPEHHEU OIUCH:

Oco6eHHOCTH (PU3UIECKOTO COCTOSHIS U (POPMHUPOBAHIS Jeria Howmepa mctoB

1 2

HawnmenoBanne qJOMKHOCTH JINIIA,

COCTABHBIIIETO 3aBEPUTEIHHYIO HAAMHUCH [Tonmuch Pacmudposka noamucu
Jara




91

K Unempyxyuu no denronpouszsoocmsy 6 OcOO

«Mesicoynapoonvitl MmeOuyuHcKul
YVHU8epcumemy
Ipunoowcenue 13

®opMma 00/105KKH J1eJia

D.

O11. Ne

JT. Ne

(HaI/IMeHOBaHI/Ie TOCyJapCTBEHHOI'O apXul )*

(HaI/IMeHOBaHI/IC BLIHICCTOﬂHICﬁ OopraHnusal )

(HanMeHOBaHWE OpPTaHU3AIIMH)

(HauMeHOBaHKE CTPYKTYPHOTO IojpasaeneHus (of

(l)yHKL[I/II/I WJIK HAIlIpaBJICHUA ACATCIBbHOCT!

Heno Ne Tom Ne

(3aroyioBok

Ha

Jarta (kpaitHue

D. Neo

Om. Ne
JT. No

aucrax XpaHUThb

*O(I)OpMJI?[CTCS[ B OpraHU3alUuAX, ABJIAIOIUXCA HCTOYHUKAMU KOMIUIEKTOBAHUS TOCYIAapCTBEHHBIX apXHUBOB, IIPHU

nepesade jena (Toma, 4acTH) B rOCYIapCTBEHHbIH apXuB.
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K Unempyxyuu no 0enonpouzsoocmsy

Ipunoowenue 14

®opMa ONUCH /eI MOCTOSIHHOTO0, BpeMeHHOro (cBblmie 10 jeT) XpaHeHHUs U M0 JUYHOMY COCTABY
CTPYKTYPHOIO noapaseseHusi (001ecTBeHHOH OPraHu3alu) YHUBepcuTeTa

HanmenoBanue opranusanuu YTBEPXJAIO

HaumenoBaHnue cTpyKTypHOTO

nozpasaencHus (00IeCTBEHHON (HaMMEHOBAHHE IOIUKHOCTH

opranuzanuu) Onuce Ne

el PYKOBOAUTENS CTPYKTYpPHOTO

moapasaeneHus (00IIeCTBeHHOM
(HanMeHOBaHWE KaTETOPUH JICN)

3a ToA OpTaHU3aIIH)
ITonnuce Pacmm¢poBka noanucu
Jlara
HasBanue pa3zaena,
Ne| Unpekc nena pasit Jara nenma | KomudecTBo IHUCTOB B Cpok xpaHeHHUs
3aroJIOBOK Jieina (Toma, «|[Ipumeyanue
r/m| (ToMa, YacTH) acti) (Toma, wactm)| Jnene (ToMe, yacTH) | Aena (Toma, 9acTH)
qacTu
1 2 3 4 5 6 7
B nannyto onuces BHECEHO
(mmpamu 1 IPOTTUCHIO)
nei ¢ Ne o Ne B TOM YHCIJIE:
JUTEpHBIE HOMEpa:
MMPOMYIICHHBIC HOMCpPA:
HaumeHoBaHnue TOIKHOCTH
COCTaBUTEIIA OIUCU [Topnucs PacmmdpoBka noanucu

Jlara

HanmeHnoBaHMe TOIKHOCTH PYKOBOIUTES
KaHLEJIApUn
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K Unempyxyuu no denronpouszsoocmsy 6 OcOO
«Mesicoynapoonvitl MmeOuyuHcKul

YHUeepcumeni»
[Topnuce PactmmdpoBka noamnucu
Jlara
[Tepenan Jen
(mupamu U IPOTTUCHIO)
HaumeHoBaHue JOKHOCTH paOOTHUKA
apXxuBa, IPUHSBLIETO JIeja ITonnuce Pacmm¢poBka noanucu

Jlara

*I'pada 6 He ohopMIIsIETCs B OITUCSX JI€T [TOCTOSTHHOTO XPaHEHHUS.

Ilpunooicenue 15

6 OcOO0 «MedxcoynapooHvill MeOUYUHCKUL
VHUeepcumemy

dopma aKTa 0 BblJeJeHUN K YHHUTOKEHUIO IOKYMEHTOB H JIeJI, He MOAJIeKAIUX XPAHEeHUI0

HanmenoBanue BpllIecTOsAIEN OpraHU3aliy YTBEPXIAIO

HanmenoBanue opranusanuu

AKT (HanMMEHOBaHHE TOJKHOCTH
Ne

PYKOBOAWTEIS] yHUBEPCUTETA)

(MecTO cocTaBIICHNs)

IMoamuce Pacmudposka nmoamucu
Jlara

O BbICNIEHUH K YHUUYTOXKEHUIO TOKYMEHTOB

U JIeJ1, He TOIIEKAIINX

XPaHECHHIO

Ha ocnoBanun

(Ha3BaHI/IH 1 BBIXOOHBIC TaHHBIC HOPMATHUBHBIX ITPABOBBIX aKTOB,

HCTIONB30BaHHBIX TP MPOBEACHNH SKCIEPTH3HI IICHHOCTH)

OT06paHI)I K YHUYTOXCHUIO KaK HC UMCIOIINEC HaquO-HCTOPHHGCKOﬁ HCHHOCTHU U YTPATUBIIHNC

MPAKTHYECKOE 3HAYCHHUE CIEAYIONINE TOKYMEHTHI U Aena ¢onma Ne*

(ma3Banue GoHAA)
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K Unempyxyuu no 0enonpouzsoocmsy

Cpox XxpaHeHHs
Jlara nema Howmepa WHunexc nena (Toma, Komn-Bo P P
3aroyioBoK gena Jena (Toma, 9acTH)
Ne . 503071 HOMEHKJIATyp YacTH) MO nen
WM TPYIIIOBOI N . 1 HOMepa ITyHKTOB | [Ipumedanue
/1y KpaifHue (ommcei) 3a HOMEHKJIAaType WM | (TOMOB, .
3aroJI0OBOK eI . (crareit) mo
JIaThl aes ron(bl) Ne niena o oncu qacreit)
TIEPEYHIO
1 2 3 4 5 6 7 8
Utoro Jelt 3a roz(bl).

(undpamu ¥ MPONHCHIO)

Omnucu JACJI IOCTOAHHOT'O XpaHCHUA 3a

rofi(bl) yTBEPKJICHBI, a

10 JIMYHOMY COCTaBy cornnacoBaHbl ¢ OMK

(HauMeHOBaHME rOCy/IapCTBEHHOTO apX1Ba)

(mpoToKOI No )

HaunmenoBanue TOJKHOCTH JIUIA, MPOBOMBILIETO
AKCIIEPTU3Y
IIEHHOCTH JJOKyMEHTOB IMopnuce

COI'TTACOBAHO
ITporoxon 3aceqanus DK

(HanMeHOBaHNE YHUBEPCUTETA)

No

Pacimmdposka noamucu
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I[OKYMGHTBI B KOJIMYECTBEC p1(SA) 8
(umdpaMu ¥ IPOMTUCHIO)

C/IaHBI B XO35ICTBEHHYIO YacTh YHUBEPCUTETA JUIs AaJIbHEHIeH caaun Ha nepepaboTKy

HanmenoBanue 1omKHOCTH pabOTHUKA

OpraHu3aIiy, CAABIIETO JOKYMEHTHI [Tonmuch Pacmudposka nmoamnucu
Hara

HanmeHnoBanue TOKHOCTH pabOTHUKA apXHBa

(7Tu1a, OTBETCTBEHHOTO 32 apXUB),

BHECIIIETO U3MEHEHUS B YUCTHBIC JOKYMECHTHI [Tonmuch Pacmudposka noamnucu
Hara

>X<HOMep (bOHI[a YKa3bIBa€TCA B OpraHU3alUiIX, ABIAIOINXCSI HCTOYHUKAMH KOMINIEKTOBaAaHUA TOCYIapCTBEHHBIX

ApXWBOB.
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Ipunooscenue 16

K Uncmpyryuu no deronpouszsoocmsy ¢ OcOO
«Medtcoynapoonviii MeouyurcKuil
VHUGepcumem»

®opma guctka-3amecturtesis 1okymenta JUCTOK-3AMECTHUTEJIb
JOKYMEHTA
Bun noxkymenra Jara WNnanekc
Koppecnonnent

3aroyioBOK (MJIM KpaTKoe CoMep KaHue TOKYMEHTA)

Brigan
(mara BBIIAYN)
Briman [Tomyuun
(HaI/IMeHOBaHI/Ie JOJIPKHOCTH, IIOAIINUCH, (HaI/lMeHOBaHI/le JOJIPKHOCTH, IIOAIIUCH,
pacnmq)pOBKa IOoAIIMCH JIula, pacmH(prBKa IOAIIMCH JIula,
BBIJIABIIIETO TOKYMEHT) KOTOPOMY BBIJaH JOKYMEHT)

IHpunoocenue 17

K Uncmpyxyuu no oenonpouszeoocmesy ¢ OcOO
«MedicOynapoOoHvlll MeOuyuHCKUl
YHU8epcumemy

®opma KapTbI-3aMeCTHTEIS 1e1a
HaumeHnoBanue opranuzanuu
HaumeHnoBanue CTpyKTypHOTo

oapasaeyICHus
KAPTA-3AMECTHUTEJIb JIEJIA
Jlemo Ne
(I/IH,I[CKC TI0 HOMEHKJIaTYpP€ A€ NI HOMED 110 OIIMCH U 3aFOHOBOK)
Brigano BO BPEMEHHOE IOJIb30BaHUE 10
(mara BbIIAUN) (mara Bo3Bpara)
Brigan [Tomyunn
(HaI/IMGHOBaHI/IC JOJDKHOCTH, IIOAITUCH, (HaI/IMeHOBaHI/IC JOJIDKHOCTH, IIOAIIUCH,

pacuudpoBKa IMOIIKCH JIHIIA, pacuudpoBKa MOIIKCH JIHIIA,
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BbIJABIICTO ,HCJ'IO) KOTOPOMY BbIJIaHO ,ueno)

Ipunoocenue 18

K Unempyxyuu no
oenonpouseoocmegy 6 OcOO
«Medsrcoynapoonviil MeouyurcKuil

YHUeepcumen)

IHEPEYEHD
AOKYMEHTOB, XpPaHEHHE KOTOPbIX MOKeT ObITH OPraHN30BaHO B 3JIEKTPOHHOM
BU/E
1. [TpoTokomnsl coOpaHuii pabOTHUKOB CTPYKTYPHBIX MOAPA3IEICHUI OpraHu3aunii
2. IIpoTOKOJIBI  ONEpPAaTUBHBIX COBELIAHWW Yy PYKOBOACTBA OpraHMU3alUil U
JOKYMEHTBI K HUM
3. [IpoekThl NpUKa30B, paCHOPSIKEHNN, YKa3aHUNW PYKOBOAUTEIEH OpraHU3alui
4. [TpoekThl ycTaBOB OpraHu3alui, JOKYMEHTHI IO MX pa3paboTKe (IOKIaTHBIC
3aIUCKH, CIIPABKH, CBEICHMSI, OT3bIBBI U JIp.)
3. IIpoekThl penIamMeHTOB, WHCTPYKLHM, IPABUJ, IMOJIOKEHUM, METOAUYECKUX
YKa3aHUM U PEKOMEH AU
6. [lepenucka o pa3paboTke, NPUMEHEHMH U pPa3bsICHEHUM pPETJIaMEHTOB,
MHCTPYKUHM, IPaBUIL, MOJOKEHUN, METOJUYECKUX YKA3aHUW U PEKOMEH AN
7. PeructpanroHHble KapTOUKU 00 aAMUHUCTPATUBHBIX IPABOHAPYIICHUSIX
8. KypHainbl peructpaiyy mpoTOKOJIOB U MOCTAaHOBJICHUN 00 aJIMUHUCTPATUBHBIX
MIPaBOHAPYLICHUAX
9. AyIUTOpCKUE 3aKiIto4eHus (B ayIUTOPCKUX OpraHu3alusX, y ayIauTOpOB,

OCYLIECTBISIOIINX JAESITEIIbHOCTD B KAYECTBE NHANBUIyJIbHBIX NPEAIPUHUMATEIIEH )
10. ITuceMenHass uHdoOpmamus (OTYETHI) MO pe3yabTaraM IPOBEICHUS ayIuTa B
ayIUTOPCKUX OpraHu3alusix, y ayAuTOPOB, OCYIUECTBISIOMIUX JAESITENbHOCTh B
KaueCTBE MHAUBUIYAIbHBIX MPEANPUHUMATENEH )

11.  KHurm perucrpanuu 3aKIFOUYEHHBIX JOTOBOPOB OKa3aHUs AyAUTOPCKUX YCIyT

12.  JIOKyMEHTbl O pa3bsICHEHUHU IMOpPSAKA NPUMEHEHHsS aKTOB 3aKOHOAATEJbCTBA
(uH(opmanuu, CpaBKH, CBEIACHHUS, IEPENHCKa U Ap.)

13. Ilepenncka O 3aKIIOYEHMM W HCIOJHEHHH JOTOBOPOB, KOHTPAKTOB IO
(bMHAaHCOBO-X035MCTBEHHOMN AESTENbHOCTH
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14.  XKypHaubl perucTpanuu J0roBOPOB, KOHTPAKTOB MO (PMHAHCOBO-XO35WCTBEHHOM
NEATEIbHOCTH

15. IlpereH3uoHHas nepenucka

16. XypHnansl yuera npeTeH3U U UCKOBBIX 3asIBIICHUI

17.  Kuury, )xypHaibl yueTa IOpUIAYECKUX KOHCYJIbTalul

18.  JIOKyMEHTBhI O COCTOSIHUHM PadOThI 1O PacCMOTPEHUIO OOpalleHuil rpaxkiaH, B
TOM YHUCJIE WHIWBHUIYAIbHBIX MPEANPUHUMATENCH, U IOPUANYECKUX JIMIL (IOKIaTHbIE
3allUCKU, CIIPaBKH, aHAJIM3bl, CBOJIKH, 0030pbl, TaONUIIbI, Mepenucka u ap.) (Kpome
OpraHu3aluii, B KOTOPbIX OHU OBLIN COCTABJIEHBI)

19.  PeructpallMOHHO-KOHTPOJbHBIE (DOPMBI PErHMCTpalMM OOpalleHH TpaxaaH, B
TOM YHUCJI€ UHAUBUAYAJIbHBIX MIPEANPUHUMATENEH, U FOPUIUUECKUX JIHIL

20. PerucrTpalliOHHO-KOHTPOJIbHbIE  (OPMBI  PETUCTpPALMU  TPENNUCAHUM O
Ha/JIeXKAallleM PEelIeHUH BOIIPOCOB, U3JIOKEHHBIX B OOPAILLEHUSIX IPaXAaH, B TOM YHUCIIE
WHIUBUIYAJIBHBIX PEANPUHUMATENEH, U FOPUINYECKUX JIUL]

21. JIOKYMEHTBI O COCTOSHUM PAOOTBHl MO PACCMOTPEHHUIO 3aMedyaHuil U (WiIn)
NPENJIOKEHUN, BHECEHHBIX B KHHUI'Y 3aME€YaHUU M NpeIIokKeHUI (CIpaBKH, CBOJIKH,
nepenucka u ap.) (Kpome opraHuzaiuii, B KOTOPbIX OHU ObUTH COCTAaBJICHBI)

22. KHurm ydera JIMYHOTO IpPUEMA TPaXJaH, B TOM YHUCIE WHIWBUAYaJIbHBIX
MIPEAIIPUHUMATEIICH, UX MPEICTABUTENEH, TPEACTABUTEIIEH IOPUINIYECKUX JTULL

23.  JIOKyMEHThI O pPAacCMOTPEHHUU OOpaIEHUH TpaXAaH U IOPUAWYECKUX JIULL,
MNOCTYINHBIIHNX B XOA€ «IPSIMBIX Te€IE()OHHBIX JIUHHID (TOKJIAAHbIE 3alIUCKH, CIIPABKH,
nepenucka u ap.)

24.  PerucTpalliOHHO-KOHTPOJIbHBIE (OPMBI PETUCTpAIMU OOpallleHU TpaxaaH U
IOPUNYECKUX JIUIL, TOCTYMHUBIINX B XOA€ «IPSAMBIX TeIe()OHHBIX JTUHUI)

25. Howmenknarypsl  nen  CTPYKTYPHBIX  mofpaszneneHui  (0OmecTBEHHBIX
OpraHu3alyii, KOJUIETHAJIbHBIX OPraHOB) OpraHU3alHii

26. BpImucKu U3 HOMEHKJIATYpP AEN OPraHUu3aun

27. KypnHansl ydera OJIaHKOB JIOKYMEHTOB C H300paxkeHueM [ocymapcTBEHHOTO
rep6a Keipresckoit PecyOmuku

28. Ilepenmcka 00 oOpraHM3alid W COBEPIICHCTBOBAHUM JEATEILHOCTH B cdepe
JIEJIONPOU3BOICTBA

29. JlokyMeHTbl 00 aHajiu3e W KOHTPOJIE HCIOJHEHUS JTOKYMEHTOB (CIpPaBKH,
JOKJIa/IHbIE 3alUCKH, Tpa)uKH, CBOAKH, KOHTPOJIbHBIE JIUCTHI U JIp.)

30. PeructpaniMOHHO-KOHTPOJbHbIE  (OPMBI  PETHCTPAllUd  TOCTAaHOBIICHUIH,
IIPUKA30B, PACIIOPSKEHNUM, PEILIEHUN, YKAa3aHUN:
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30.1. Mo axIMHUHHCTPATUBHO-XO3AMCTBEHHBIM BOIIPOCAM

30.2. o mpemocTaBiI€HUU TPYAOBBIX OTIYCKOB, OT3bIBE W3 TPYAOBOIO OTIIyCKa,
HAJIOKEHUU AUCLUIUIMHAPHBIX B3BICKAHUW, JTOCPOYHOM CHATHUHU IUCLUUIIIIMHAPHBIX
B3bICKaHWIl, Ha3HAYEHHH JEKYPHBIX, CIYKEOHBIX KOMaHIUPOBKaxX B MpEIesax
Kbipreizckoit PecniyOnuky W 3a TIpaHMIly, OKa3aHWM MAarTepUalbHOM MOMOIIH,
HaIpaBJICHUH HA MOBBIIICHHE KBATU(UKALMK (IEPENOTOTOBKY, CTaXKUPOBKY )

31. PeructpanOHHO-KOHTPOJbHBIE ()OPMBI PETUCTPALMU BXOASAIIMX, UCXOIAIIUX U

BHYTPEHHHX JOKYMEHTOB

32.  PeecTpsl Ha OTHPABICHHYIO KOPPECTIOH ICHIIUIO

33. 3aka3pl, 3a8BKM Ha BBINOJHEHHE pPAa0OT C HCHOJIb30BAHUEM KOMIIBIOTEPHOM,

MHOKUTENBHON TEXHUKU

34. KypHaibl, CBOAKM YyyeTa pabOT C HCIOJb30BAHUEM KOMIIBIOTEPHOM,

MHO>XXUTEIBHON TEXHUKU

35. Ilepenmcka 00 opraHu3zalMi W COBEPIICHCTBOBAHMH pPAOOTHI apXUBOB

OpraHu3aun

36. Ipaduxu mpuema Aen B apXUBbl OpraHu3alvii, rpa@ukyd mnepenadd Jaena Ha

MOCTOSIHHOE XPaHEHUE B TOCY/IapCTBEHHBIE APXUBBI, TpauKH MPEACTABICHHS TOJJOBBIX

pa3esioB CBOAHBIX OIKCEN JI€JI Ha PACCMOTPEHNE SKCIEPTHO-METOANYECKON KOMUCCUU

rOCyJIapCTBEHHOIO AapXMBAa WM HKCIEPTHO-IPOBEPOYHON KOMHUCCUU CTPYKTYPHOTO

NOJpa3/ieleHuss MO apXuBaM U JAEJONPOU3BOJCTBY OOJACTHOTO HCIIOJIHUTEIBHOIO

KOMHTETA

37.  XypHanubl peructpamnuu J0roBOPOB O MPOIJICHUU CPOKOB BPEMEHHOTO XPAHEHHUS

JIOKYMEHTOB Trocyl1apcTBeHHOM yactu HarmonaneHoro apxuBHoro ¢oxaa Keipreizckoit

PecnyOnuku

38. JKypHanbl peructpamuu AOTOBOPOB XPAHEHHS AOKYMEHTOB TOCYIapCTBEHHOM

yactu HammonansHoro apxuBHoro ¢ouaa Keipreisckoit PecriyOnuku

39.  XypHanbl peructpanuy JIOrOBOPOB XPaHEHHS JOKYMEHTOB TOCYJAapCTBEHHOU

yactu HanuonaneHoro apxusHoro ¢gonna Keipreizckoit PecnyOnuku, nepenaBaeMbIx

Ha TIOCTOSIHHOE XPAHEHHE B TOCYIApCTBEHHBIE APXUBBI 10 HCTEYEHUS CPOKOB HX

BPEMEHHOT'O XPAaHEHHS B apXUBAX OpraHU3alun

40. JKypHansl peructpanuu JOTOBOPOB XPAHEHUS TOKYMEHTOB HETOCYIApCTBEHHOMN

yact HammonansHoro apxuBHoro (onmga Keipreickoit PecnyOnuku, nepegaBaeMbix

Ha XpaHEHHWE B TOCYIAapPCTBEHHBIE ApPXUBBI, TEPPUTOPUAIBHBIE (TOPOACKUE WU

pailoOHHbBIE) aPXUBBI MECTHBIX UCIIOJIHUTEIbHBIX U PACIIOPSAIUTENBHBIX OPraHOB

41. Omnucu pgen CTPYKTYpPHBIX ToJpasiefieHuil (OOIIECTBEHHBIX OpraHu3aiui,

KOJUIETUAJIbHBIX OPraHOB) OpraHu3alui
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42.  KypHansl peructpanuu Noka3aHUi KOHTPOJIbHO-U3MEPHUTENBHBIX TPUOOPOB s
W3MEpEHUs TEMIIEPATyphl U BIaXKHOCTH BO3/1yXa

43. 3aka3bl Ha BbIJAYY J€1 U3 apX1Ba OpraHu3alliy B YUTAIbHBIN 3ai1

44. JKypHanel peructpanuu IOCEHICHHM MOJb30BAaTEISIMU YWUTAIbHBIX 3aJI0B
apXHWBOB OpraHU3alUN

45. Kaprouku perucTpauMM M ydeTa MHCIIOJIHEHUS 3alpocoB (TEMAaTUYECKUX
3aIpOCOB)

46. )KypHanbl perucTpanuy MoJib30Bareaei U UX JUYHBIX J1E]T

47. JKypHansl yuera 3aka30B Ha KOIUPOBaHUE JOKYMEHTOB

48. Ilnanel paboThl Opranu3anuii (KBapTaabHbIE)

49. Ilnanel paOOTHI CTPYKTYpPHBIX MOJpa3AeiaeHUl (KOJJIErHaJbHBIX OpPraHOB)
OpraHu3anun

50. HMuauBuayanbHbIE TUIAHBI PAOOTHUKOB

51.  Ilepenucka o BOIpocam INTAaHUPOBAHUS

52. Oryersl O BBIIOJHEHUU IIJJAHOB PAOOTHI CTPYKTYPHBIX MOApa3eIeHUI
(KoJIJIernaabHBIX OPraHOB) OpraHU3alui

53.  Craructudyeckue OTYeThl II0 BCIIOMOTaTelIbHBIM HANPABICHUSM W BHJAM
JEeATENbHOCTH OPraHU3aluid

54. JIOKYMEHTbl O COCTAaBJICHMH CBOJAHBIX CTATUCTUYECKUX OTYETOB (TaOIUIBL,
pacyeTbl, CIIPaBKU U Jp.)

55.  OmneparuBHblE OTYETHl (CBEJACHMS) O BBINOJHEHUU OIEPATUBHBIX IUIAHOB IO
HAIPABJICHUSIM JIEATEIIbHOCTH OPTraHU3AlMI U UX CTPYKTYPHBIX OAPA3IEICHUN

56. llepenucka O COCTaBJI€HHH, MPEACTABICHUH U MPOBEPKE CTATUCTHUYECKOU
OTYETHOCTH

57.  byxrantepckas (puHaHCOBAsI) OTYETHOCTH (KBapTaIbHAs, MECSUHAs)

58. Ilepenucka o mepenaue KJIMEHTOB U OAHKOBCKMX OIE€panil U3 OfHUX OaHKOB B
Ipyrue

59. Ilepenucka 006 OTKPBITUU U BEJCHUHU CYETOB IOPUANYECKUX JIULl — HEPE3UICHTOB
60. KHuru yuera 1enoHUpOBaHHOMN 3apaOOTHOI MJIaThI

61. Ortuersl 00 HCIOJHEHUWH OOKETOB 3a OTYETHBIM (PUHAHCOBBIA TO,
HOSICHUTENbHBIE 3aIIUCKU K HUM (KBapTajibHbIE, MECSYHBIC)

62. IIpoexTbl OIOKETHBIX CMET MOJTydaTesel OIOIKETHBIX CPEJICTB

63. BpIIMCKM U3 JIMLUEBBIX CYETOB C MPUIOKEHUSAMHU JOKYMEHTOB, OTYETHI O
(bMHAaHCHPOBAHUM U OCTATKAX OIOIKETHBIX CPEJICTB
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64. JIOKyMEHTBI O KpEIUTOBAHMM TOCYIAapCTBEHHBIX MporpamMm (CBeACHUS,
uH(OpMaIIH, CIIPABKH, TOKJIAIHBIE 3aKCKU U JIP.)

65. OT4eTsl 0 KpeaUTOBAaHUHN (PU3HUECKUX U (MIIH) FOPUIAYECKUX JTUI]
(KBapTaJIbHBIE, MECAUYHBIE)

66.  OT4eTsbl 0 BBIJAHHBIX KpeauTaXx (MOTalIeHHbIX, IPOCPOUYECHHBIX U JIP.)

67. Otuersl 0 GOPMUPOBAHHHM M HCIIOIB30BAHUHU CIEIUATIHLHOTO pe3epBa OOIIMX
OAHKOBCKUX PUCKOB (IO KOTOPHIM HE BBIIABAJICS KPEIUT)

68. Ilepenucka o pyHKIIMOHHMPOBAaHUU KpenuTHOro perucTpa u Moxy4yeHuu U3 HEro
uH(pOpMaLIMH

69. JlokyMeHTHl 00 aHHYJUPOBAHWUM, BHECEHUU U3MEHEHHUN U (WJIM) JOMOJIHEHUN B
KpEAUTHBIE UCTOPUU (3asBIICHUS, TOKIAIHbIE 3alIMCKH, IEPENUCcKa U Jp.)

70. Ilepenmucka O KpEeOIUTOBAHUH, JOKYMEHTAPHBIX ONepanusiX, OaHKOBCKUX
rapaHTHUsX, TU3UHTEe, PAaKTOPUHTE, TOPYUUTEIBCTBE U JIP.

71. Pacuersl pa3MepOB TMPOLEHTOB M IUIATBl 3a TMOJb30BAHUE KPEIUTHBIMU
pecypcamu

72.  PeecTpsl, CONPOBOAUTEIbHBIE ONMUCH MEpPeNaud KPEAUTHBIX J10ChE KIMEHTOB —
buzndeckux U (WIM) OPUANYECKUX JHI[ B OEJOPYCCKUX PyOIsSIX W HWHOCTPAHHOU
BaJIIOTE

73. Tlepemnmcka o GasbIIMBOMOHETHUYECTBE

74.  KaccoBble T1aHbl U OTYETHI 00 UX BBITTOJIHEHUHU

75.  OT4eThl 0 KacCCOBBIX 00OpOTax OaHKa

76.  CnpaBKH O KacCOBBIX 000pOTax 3a JIeHb U OCTAaTKaX LIEHHOCTEH

77.  CBoaHbIE CIIPaBKH O KaCCOBBIX 000POTax 3a J€Hb

78.  OtuerHble cripaBKU 00 000pOTax MO MPOAAKE ATTECTOBAHHBIX OPUIUIMAHTOB 32
JIEHb U UX OCTaTKax

79.  JIOKyMEHTbl O KOOpJIWHAIMK JEeATEILHOCTH IO BOMpPOCaM OpraHu3aluu
JICHE)KHOTO OOpalleHus] M NEPEeBO3KM HAJIMYHBIX JIEHEXKHBIX CPEICTB, IUIATEKHBIX
WHCTPYKIHUI, IParoueHHbIX METAJUIOB U JPArol€HHbIX KaMHEH M MHBIX LIEHHOCTEU
(manee — mepeBo3Ka IEHHOCTEN) (TIJIaHbl, OTYETHI, TPAPHUKH, 3aKITIOUEHUS U JIp.)

80. JIOKyMEHTBI O pacHpelesieHUHM U OCTaTKaX JEHEKHOW HaIUYHOCTU (OTYETHI,
3asiBKM, 00O0CHOBAHUS, CBEJICHUS, PACUETHI, PEIICHUS U JIp.)

81. Bemomoctu yueta ornepaiuil o BBITYCKY JACHET B 00pallleHue U U3BATHIO JIEHET
u3 oOparieHus

82. Ilepenmcka o peanu3anuu OAHKHOT U MOHET
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83.  JIOKyMEHTBI II0 YCTAHOBJICHUIO JIMMUTOB OCTaTKOB JCHEKHOW HAJIMYHOCTH B
OeopyccKUX pyOiIsiX W HMHOCTPAHHOM BajJlOTE B ONEPALMOHHBIX Kaccax (3asiBKH,
pacyeTsl, 3aKJIF0YEHUS, TIEPENHCKa U JIp.)

84. 3adABKM Ha MOAKPEIUIEHHWE JACHEKHOW HAJIMYHOCTBIO OIEPALMOHHONW KacChbl
OaHka

85.  CmeneHus 0 CpoKax BBITUIATHI 3apaO0OTHOM TUIAThl U JPYTUX BUIOB JOXOI0B

86.  JlokyMeHTBl 00 yCTaHOBJIEHUH OQUIHUAIBHBIX KypCOB O€lI0pyCcCKOro pyoss mo
OTHOILLEHUI0 K HWHOCTPAaHHBIM BaJIlOTaM (paclopspKeHus, WH(GOpMalUH, CIHCKH,
nepenucka u ap.)

87.  JlokymMeHThI 0 QyHKIMOHUPOBAHUHA OOMEHHBIX ITYHKTOB U BAJIFOTHBIX Kacc
(OT4eThl, CBEACHMSI, MIEPENUCKa U Jp.)

88.  Kuurum yuera yHMUTOXXEHHBIX OAHKHOT

89. Caenenus 00 obecnieueHnn (GHOPMEHHOU OAEKIION, OOYBBIO, CHAPSDKEHHEM K
OPYXHIO U MHIWBUIYaTbHBIMHA CPEICTBAMHM 3aIIUTHl PAOOTHUKOB CIIY>KOBI HMHKACCAllUU
(anmee — UHKaccaTopbl), paOOTHUKOB, B 00S13aHHOCTH KOTOPBIX BXOJUT OCYLIECTBIECHUE
MEPEBO3KHU LIEHHOCTEU

90. Crnucku OpraHu3aluu (MHIUBUAYaTbHBIX OpeanpuHUMaTenen),
00CIIy’)KMBa€MbIX HHKaCcCaTOpaMu

91. SBouHbBIE KAPTOUKHU

92. llepenucka 00 MHKAaCCALMK JIEHEKHOM BBIPYUKH U MEPEBO3KE LICHHOCTEM

93. Ilepenucka O MONY4YEHUH, CHa4e, y4yeTe, XPAHEHUH OpYKHsl, OOEMpPUIIAcCOB U
TEXHUYECKUX CPEICTB 3aIUTHI

94.  XKypnaubl yuera opyxkusi 1 O0EIPUIACOB

95. MapmpyTtel, TpaduKud 3ae€3A0B HHKAcCAaTOpOB B  opranmsanuud (K
WHIUBUYAJIbHBIM IPEIITPUHUMATEIISIM )

96. Otyersl O MNpOBEACHHM OAHKOBCKUX omepauuid ¢ (U3NYeCKUMU | (WIN)
IOPUINYECKUMH JIMLAMHA

97.  JIOKyMEHTHI 10 aHAJIU3y POCTa, COCTaBa U Pa3BUTHUS KIIMEHTCKON Oa3bl

(oTueTsl, cBeACHUS, HH(OPMAIUH, TTEpEeNHCKa U Jp.)

98.  BpINMCKM U3 TULEBBIX CYETOB MO YUYETY BAIKOTHBIX ONEPALIHiA

99. Ilepenucka 00 OTKPBITUU BAIIOTHBIX CUETOB B YIIOJJHOMOUEHHBIX OaHKax
Keipreizckoit PecryOmmku

100. JKypHauibl BbITAHHBIX (OIUIAYEHHBIX) PACYETHBIX YEKOB

101. [doxymeHTBl 00 opraHuzaiuu paboOThl OAHKOMATOB, IUIATEKHBIX TEPMHUHAJIOB,
IJIaTE€KHO-CIPABOYHBIX TEPMUHAIOB CaMOOOCTY>KUBAHMSI, TYHKTOB BbIAAYU HAJIMYHBIX
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JIEHEKHBIX CPENICTB, OpPraHM3alMii TOPrOBIM W cepBHUCAa (AKTHI, AaHAIU3bI, IUIAHBI,
3as1BKH, TOKJIaHbIE 3aIUCKH U JIp.)

102. Tlepemmcka 1O BOMpOCAM TPUBICYCHHS JEHEKHBIX CPEIACTB (PU3MUECKUX U
(WIK) FOPUANYECKUX JIUI BO BKIAbI (JIETIO3UTHI)

103. banaHchl «aeno» (000pOTHBIE BEIOMOCTH) JEMO3UTAPUS MO LICHHBIM OyMaram
104. Ilepenucka o mpOBEAECHUHU JIOTEPEU

105. Ilepenucka o mopsiAKE OCYIIECTBIEHUS APEHIHBIX OTHOLIEHU

106. Ilepenucka o pa3bsiCHEHUHU 3aKOHOAATENILCTBA O 3aHATOCTHU HACEICHUS

107. JlokyMeHTbl 00 oOpraHu3alid W TPOBEACHUU SPMApPOK BaKaHCUM, JHEU
opranu3auui (1iaHsl, CBeAeHUs, THOPMaLlUU, IEPENUcKa U Jp.)

108. Caenenus 0 HAIMYUU CBOOOIHBIX PAOOUUX MECT (BaKaHCUMA)

109. PeructpanoHHbIE KAapTOYKH TpaklaH, OOpaTHBIIMXCS TI0O  BOIpOCam
TPYAOYyCTPOUCTBA

110. Xypnansl perucrpanuu JOKYMEHTOB IO OCYUIECTBICHUIO aIMUHUCTPATHUBHBIX
Ipouenyp

111. I'padwuku pabot (CMEHHOCTH)

112. JlokymeHThI 00 yd4eTe pabo4yero BpEeMEHH (CBOJIKH, CBEICHUS, ITOKJIAIHBIC
3aMKUCKU U JIp.)

113. KanengapHsele M1aHbl 3aMEHBI M IEPECMOTPA HOPM TPyAa

114. Tlepenucka mo BOIpocaM HOPMUPOBAHUS U OILIATHI TPy, TAPUGPHOIN CHCTEMBI
115. ®ororpaduu pabodyero BpeMeHH

116. dortorpaduu BpeMEeHH HUCIIOIH30BaHUS 000PYIOBAHUS

117. JlokyMeHTBl O pe3yibTarax MpoBEACHUs XpoHOMeTpaxka ((hOoTOXpOHOMETpaXka)
TPYZAOBOTO Mpolecca (IIaHbl, OTYETHI, CIIPABKH, KAPThl, pACYETHBIE TAOIULIBI U JIP.)
118. Tlepenucka 0 MPUMEHEHUH PA3IMUYHBIX (OPM OIUIATHI Tpyaa, 00 yCTaHOBIECHUU
JOJKHOCTHBIX ~ OKJIAJIOB, O TPUMEHEHHH Tapu(HBIX CETOK, O CO3/aHUH,
pEryIMpOBaHUY U UCTIOIB30BaHUM (DOH/IA 3apaOOTHOM TUIATHI

119. Ilepenucka o0 aBapusix 1 HECUACTHBIX CIy4Yasx Ha IPOU3BOJCTBE

120. CooO1eHus 0 HECYACTHBIX CIyYasiX Ha IPOU3BOJICTBE

121. HM3BemeHus o0 OCTphIX NPOo(eCcCHOHANBHBIX 3a00JICBaHUAX (IKCTPEHHBIC) U
XPOHHYECKHX MPOhEeCCHOHATBHBIX 3a00JIEBaHUIX

122. 3asaBku HAa  JIe4eOHO-PO(UIAKTHUECKOE THUTaHUE | cpencTBa
WHJMBUAYaJIbHOW 3alUTHI JJis1 paOOTHUKOB, 3aHATHIX Ha pabOTEe C BpEIHbIMU U (UJIN)
OMAaCHBIMU YCJIIOBUSIMU TPy/a
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123. Tlepenucka 0 IPOBEJICHUHU Je4eOHO-POPUITAKTUYECKUX u
CAaHUTAPHO-TUTMEHUYECKUX MEPOIPUATHI MO0 OXpaHe Tpyaa

124. JlokyMeHTBI O TIPOBENCHHM  OOSI3aTEIBHBIX  MEIUIIMHCKHX  OCMOTpPOB
paboTaromux (MpeaBapUTEIbHBIX, TEPUOTUISCKIX) (CTIHCKHU, TPA()UKH, AKTHI,
nepenucka u ap.)

125. JlokyMeHTbl 00 oOpraHu3alid M MPOBEACHUHM OOYyYEeHHs 10 OXpaHe Tpyaa
(yueOHble T1aHbl, yueOHBIE POTPAMMBI, CIIUCKH, TIEPETIHCKA U JIp.)

126. JlokymeHThl 00 opraHu3anuu W pabore KaOuWHeTa oOXpaHbl Tpyra (TUTaHBI,
OTYEThI, UH(OPMAIINH, CBEICHUS U . )

127. JlokyMeHTbl O HAONIONEHWH 32 COCTOSTHUEM BO3IYIIHOM cpeAbl B LEXax
opranu3auuii (IpOTOKOJIbI, €XKETHEBHBIE aHAIU3bI P00, EepenucKa u ap.)

128. Tlepenucka o COCTOSIHUM BEHTHJISIIITIOHHOTO XO34MCTBAa HAa MPOU3BO/ICTBE

129. Ilepenucka O TPUMEHEHUHM M OKCIUIyaTalldd CPEACTB 3JIEKTPUUYECKOTO
OCBEILEHHUS B LIeXaX OpraHu3anui

130. Kypnaubl peructpauuu OrHEBbIX padoT

131. Tlepenucka O NPUMEHEHHH COIMAIBHBIX CTAHAAPTOB M HOPMATHUBOB IO
COILIMAJIbHOM 3aIlUTE HACEICHUS

132. Tlepenucka o0 yruiate o0s3aTeIbHBIX CTPAXOBBIX B3HOCOB

133. BeaoMocTH BbIIAYM UCXOASIIMX TOKYMEHTOB

134. PeecTpsl nepenaun UCXOASAUX JOKYMEHTOB

135. Tlepenucka o HA3HAYECHUU TIEHCUI

136. AHKeTBI 3aCTpaxOBaHHBIX JIUI]

137. Ilnansl paboOTBl MO BEAEHUIO BOMHCKOTO y4yera M  OpOHHUPOBAHUS

BOCHHOOOSI3aHHBIX

138. JIoKyMeHTHI O BEJCHUH  BOMHCKOTO Yy4eTa " OpOHHMPOBAHHS
BOCHHOOOSI3aHHBIX (OTYETHI, CIIUCKH, CIIPABKHU U JIP.)

139. Ilepenucka o BEJICHUM  BOMHCKOTO YyueTa u OpOHUPOBaHMUS
BOEHHOOOS3aHHBIX

140. JKypnHanbl NOpOBEpPOK COCTOSIHUS BOMHCKOTO y4yeTa H  OpOHUPOBaHUS
BOCHHOOOSI3aHHBIX

141. Xypnanbl yuera pabOTHUKOB, BBIOBIBAIOIIUX B CIIYKEOHbIE KOMaHUPOBKHU

142. Kypnanbl peructpanuu KOMaHIUPOBOYHBIX Y/I0CTOBEPEHHUI

143. I'paduiku TpyOBBIX OTIIYCKOB

144. WrtoroBeie CBOJKH, CBEACHUS, BEAOMOCTA O MPOBEACHUM ATTECTAILUH,
YCTaHOBJICHUH KBaJTU(UKALINH



105

145. Tlepenucka o MpOBEACHUH ATTECTALIMH, YCTAHOBICHUH KBaTU(UKALIMH

146. Ilnansl pacupenesneHus — MeJaroruyeckor  Harpy3kKu — MEXIY
NeIarorHueCKUMH pabOTHUKAMH U OTYEThI 00 UX BBHITTOTHEHUH

147. WuauBuayanbHbIE IJIaHBI PaOOThI NEAATOTUYECKUX PAOOTHUKOB U OTYETHI 00 UX
BBITIOJTHEHU U

148. JKypnanbl, KapTOYKH, BEAOMOCTH YY€Ta BBIOJIHEHUS I1€1aroru4eCKUMHU
pabOTHUKAMU MEeJarorn4ecKoi Harpy3Ku, pacpeesieHns: yueOHbIX YacoB

149. CseneHus O BBIIOJHEHWH NEAArOrMYECKON HArpy3kd NeAarorndyecKuMu
pabOTHUKAMHU

150. Ilepenucka o0 obecredyeHUN YUpEKICHUN 00pa3oBaHUs y4eOHO-METOANYECKOM
JOKyMEHTaIlel, y4yeOHbIMM  M3JaHUSIMHU, HWHBIMH  CpPEACTBAMH  OOyYEHHS,
HEOOXOIMMBIMU IS OpraHu3aIlui 00pa30oBaTesIbHOTO IIpoliecca

151. 3asBku Ha y4eOHO-METOJUYECKYIO JOKYMEHTAIMIO, Yy4deOHbIE W3IaHUs,
y4eOHO-HADISIIHBIE  TOCOOMs, O0OpyJIOBaHME W WHBIE CpPEICTBA  OOyYCHWS,
HEO0OXOIMMBIE JIJI1 OpraHu3ali 00pa3o0BaTeIbHOTO NpoLecca

152. Tlepenucka o JONyCKe K HCIOJb30BAHUIO B 0Opa30BaTENbHOM MPOIECCE
Y4EOHUKOB, YU€OHBIX MOCOOUM, MHBIX YUEOHBIX U3TaHUM

153. JIoKyMEeHTHI O MOATOTOBKE K HOBOMY y4e€OHOMY TOY YUPEKICHUN 00pa3oBaHUs
(axThI, cripaBKH, HH(POpPMAIUH, TIEPETIHCKA U JIP.)

154. E>xenHeBHblE IIaHbl paOOTHI NEAATOTHYECKUX PaOOTHUKOB C BOCIUTAHHUKAMU,
IJIaHbl KOPPEKIIMOHHO-Pa3BUBAIONIEl pabOThl C BOCHUTAHHUKAMU C OCOOEHHOCTSIMU
NCUX0(U3UUECKOrO Pa3BUTHS B YUPEKIECHUAX JOUIKOILHOTO 00pa3oBaHuUs

155. baHk maHHBIX O IETSIX JOLIKOILHOIO BO3pacTa B paioHe

156. CBenmeHuss O JBMKEHHM BOCIUTAHHUKOB B YUPEKICHUSIX JOILIKOJIBHOTO
o0pa30BaHus, B TOM YUCJE 00 UX 3aKOHHBIX MPEACTABUTENSIX

157. CBeneHus O Hamuyuu Y4YeOHBIX M3JaHUH M UMHBIX CPEACTB OOyyeHus,
HEOOXOIMMBIX JUIsl OpraHu3alk 00pa30BaTENBHOIO TMpolecca B YUPEKICHUSIX
JIOILIKOJIBHOTO 00pa30BaHus

158. JlokyMeHTHl IO y4eTy W ABWKEHHIO JeTeld B Bo3pacte Jo0 18 ner (cmuckw,
OTYETHI U Ap.)

159. Pacnucanust  y4eOHbIX  3aHATUM,  KOPPEKUMOHHBIX,  CTHUMYJIHPYIOIIUX,
NOJJEPKUBAIOIIMX U (PaKyJbTaTUBHBIX 3aHATUH, OOBEOIUHEHUH MO HMHTEpecam
(KpY’KKOB, CEKLIMH, CTyIuH, KIIyOOB U Jp.), BBITYCKHBIX 3K3aMEHOB B YUPEXKJECHUAX
OOLIEro cpeaHero oO0pa3oBaHUs, YUPEXKICHUIX 00pa30BaHMsI, HHBIX OpraHU3alUSX, Y
WHIMBUAYaJIbHBIX npeAnpUHUMATENEH, KOTOPBIM B COOTBETCTBUH c
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3aKOHOJIATEJIbCTBOM  MPEJOCTABICHO MPaBO  OCYHIECTBIATH  00pa3oBaTeNIbHYIO
NEeSTENbHOCTh,  PEATU3YIONIMX  00pa3oBaTelbHbIE  MPOrPaMMbl  CIHEIUATIBLHOTO
oOpa3oBaHus (Hajiee — yUpeKIeHUs CIIeUaTIbHOr0 00pa30BaHus)

160. XypHambl OOMEKUTUN  yUpPEKACHUN OOIIEro CpemHero oOpa3oBaHMS,
CHelUaIbHBIX 00I1e00pa30BaTeNbHbIX KON (CHENUaIbHBIX 00I1e00pa30BaTEIbHBIX
IIKOJI-MHTEPHATOB), BCIIOMOTATEIbHBIX KO (BCIIOMOTATEIbHBIX IIKOJI-UHTEPHATOB)
161. Tlepenucka o0 WUTOrOBOM aTTeCTAallMM yYalllUXCS B TMOPAJIKE SKCTEepHATa MpuU
MOJTy4eHHH 00111eT0 6a30BOT0 M OOIIET0 CpeaHero 00pa3oBaHus

162. CaeneHuss o0 JaibHEWIEM >KU3HEYCTPONCTBE BBIMTYCKHUKOB YUPEKICHUIM
0011Iero cpeaHero 00pa3oBaHus

163. JlokyMeHTBl O TiepeBOjie OOYYarOIIMXCS B HHBIE YUPEKIEHUS CHEIUATBHOIO
oOpa3oBaHus (AOKJIAIHbIE 3aITUCKH, 0OOCHOBAHMUSI, IEPENUCKA U JP.)

164. Kypnansl yyeTa IpOMyIIEHHBIX U 3aMEHEHHBIX YU€OHBIX 3aHITHI

165. Wudopmanuu 0 >XU3HEYCTPOWCTBE, MATPOHATE BBHIMYCKHUKOB CIEIUATBHBIX
o0u1eo0pa3oBaTeIbHBIX IIKOJ (cmenanbHBIX o011e00pa3oBaTebHbBIX
IIKOJI-MHTEPHATOB), BCIIOMOTaTEIbHBIX KO (BCIIOMOTATEIbHBIX IIKOJI-UHTEPHATOB)
(macmopt marpoHaTa BBIITYCKHHKA)

166. Ilporpammbl © mnOpodUIAKTUKE W TPECEUCHHH KypeHUus, YIOoTpeOrIeHus
QJIKOTOJIbHBIX,  CITA00aKOTOJMBHBIX  HANWUTKOB, TIMBA, HAPKOTHYECKUX CPEJCTB,
MICUXOTPOIHBIX, TOKCUYECKUX U JAPYrMX OAYPMAHHUBAIOIIUX BEIIECTB (Kpome
OpraHu3aluii, B KOTOPbIX OHU OBLIN COCTABJIEHBI)

167. CormanpHble TacopTa YUpexAeHUH 00pa3oBaHUs

168. JlokymMeHTI 0O paboTe MeaaroroB-ICUX0JIOroB, IEJaroroB COLUANbHBIX,
yuurtenen-aedeKkTonoros (IU1aHbl, OTYEThI, MHOOPMAIINH, TIEPENUCKa U Jp.)

169. XKypnanpl yuera WHIMBHAyaJdbHOW ®  TpymmoBod  (opm  paboThi
MIearorOB-TICUXOJIOTOB, TIEIarOTOB COIMABHBIX, yUUTEIEH-1e(PEKTOIOTOB

170. JlokyMEHTBI O TIEPUOJUYECKUX MEAMIIMHCKUX OCMOTpaXx M MPUBUBKAX
BOCIIMTAHHUKOB COLIMAJIBHO-TIEIAarOTUYECKUX YUPEKIESHUM (CBEICHUS, CITUCKHU U Ap.)
171. XKypnaubl yuera MpomyIeHHbIX U 3aMEHEHHBIX YPOKOB

172. Kypnanbl yueTa 3aHSITUN ¢ BOCIUTAHHUKaMU JOIIKOJIBLHOTO BO3pacTa

173. Kypnanbl yueTa nocemeHuii HeOIaronoIyyHbIX ceMen

174. Xypnanbl yuera MoceueHul yupexxaeHnii 00pa3oBaHus

175. Kypnansl yueTa AMarHOCTUIECKON pabOThI

176. EnuHOBpeMeHHBIE CBEIECHUS O 3a00J1€BaeMOCTH BOCIIMTAHHUKOB

177. Kypnansl peructpauuy BOCIMTAHHUKOB B KAPAHTUHHOW I'PYIINE
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178. XKypnaubl yuera CAaHUTApHO-IIPOCBETUTEIHLHON pabOThI

179. CaHurtapHble KypHaJbl

180. AMOynaTopHbI€ )KypHAJIbI

181. XKypnanbl yuera nH(PEKIMOHHBIX 3a00JI€BAHUIMA

182. Kypnainsl yueTta GpU3NIECKOTO Pa3BUTHUS BOCITUTAHHUKOB

183. JKypnainbl yueta 0oCMOTpa BOCIIUTAHHUKOB Ha MEAUKYJIE3

184. JKypHaubl AUCHIAHCEPHOIO y4€Ta BOCIUTAHHUKOB

185. JKypnansl yueTa npuBUBOK

186. XypHansl yuera TpaBM

187. Kypnaiubl yueTa KOHCYJIbTALNI

188. XypnHambl ydera JOTOBOPOB O B3aMMOCHCTBUU YUPEKICHUN 0Opa3OBaHHS C
OpraHu3alysIMH — 3aKa3uyMKaMH KaJpoB IpPU MOATOTOBKE CHELUATNCTOB, PabOuYMX,
CIIy’KalllUX, 3aBOK Ha MOATOTOBKY CIELUATUCTOB, pa00YMX, CITyXKaIIHX

189. TIlepenucka 00 opranuzanuu 00pa30BaTEIBLHOTO MpolEcca MpH peanu3aluu
o0pa3oBaTeIbHOW MPOTPaMMbI MOATOTOBKH JIUI[ K TOCTYIUICHHUIO B YUPEKIACHUS
oOpazoBanus Keipreizckoit Pecmyonuku

190. Ilepenucka O TpPOBEAECHWHM JHEW OTKPBITBIX [JBEPEU B  YUPEKIACHHUAX
oOpa3zoBaHus

191. CaeneHust 0 KOIMYECTBE 3asBICHHUM OT JIWL, MOCTYNABIIMX ISl IMOJYYEHUS
npoecCuoHaIbHO-TEXHUYECKOT0, CPEHET0 CIEUaIbHOTO U BHICIIEr0 00pa30BaHus B
yupexaeHus: 00pa3oBaHUs

192. Kypnanbl peructpauud JIOKYMEHTOB JIMIl, TOCTYMNAIOUUX B YUYPEKIACHUS
oOpa3oBaHus Uil  TOJy4YeHHs  NPOPECCHOHATBHO-TEXHUYECKOTO,  CPETHETO
CHEMATBHOTO U BBICIIETO 00pa30BaHUs

193. XKypnanpl yuera 3asBJICHUN JIMI, OOpaTUBIIMXCS JUIsI y4dacTus B
npo(ecCuOHAIBHO-TICUX0JIOIMYECKOM co0eceloBaHuU (T€CTUPOBAHUM), U MPUHATHIX
peleHnin

194. Otuersl O MOPOBEIECHHH BCTYNUTEIbHBIX HCOBITAHUH B  YUPEXKACHUS
oOpa3oBaHus (KpOMe OpraHU3aIuii, B KOTOPBIX OHU OBLITM COCTABJICHBI)

195. JloKyMeHTBhl O Xo[€ MpHUeMa JHL], MOCTyHaloUMX B YUYpPEXKACHUS 00pa3oBaHUs
JUIsL  TOJy4YeHus NpodecCHOHANbHO-TEXHUYECKOT0, CpPEIHEro CHEUUATbHOTO U
BBICIIET0 00pa3oBaHus (CrpaBKu, HHGOPMALIUU, CIUCKH, TOKIaHbIE 3alIUCKHU U JIP.)
196. ExenHeBHbIE CBEACHUS O PE3YJIbTarax BCTYNUTEIbHBIX HCIBITAHUN B
yapexaeHUs 00pa3oBaHUs

197. Ilepenucka o mpueMe U 3a4MCICHUN JUL] B YUPEXKICHUS 00pa30BaHUs
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198. Kuurm yuera mepemayd B OTAEN KaapoB (YyueOHYIO 4YacTb) JUYHBIX JeI
00y4Jaronuxcs

199. Pacnucanus, rpaduku y4eOHBIX 3aHATUN, (PaKyIbTaTUBHBIX 3aHATUMN, 3a4€TOB
(muddepeHIPOBAHHBIX 3aY€TOB), IK3aMEHOB IO y4eOHBIM mpeaMeTaM (y4eOHBIM
JTUCLUIUIMHAM), TOCYIApPCTBEHHBIX 5K3aMEHOB (KBAIU(PUKAIIMOHHBIX HK3aMEHOB),
KaHIUJIATCKUX 3a4eToB (MudQepeHIMpOBaHHBIX 3a4€TOB) MO O0IIE00pa30BaTEIHLHBIM
JUCUUIUIMHAM, KaHJIUJATCKUX SK3aMEHOB MO 00eo0pa3oBaTeibHbIM JUCIUILUIMHAM,
KOHCYJIbTAllMM, 3alIUThl KYypPCOBBIX MPOEKTOB (KypCOBBIX palOT), IUIIIIOMHBIX
MPOEKTOB (JAMIUIOMHBIX paboT), MAarucTepCKUX JUCCepTalui, CETKU 4YacoB TIO
y4eOHBbIM TpeaMeTaM (yueOHbIM TUCIUILTAHAM )

200. CBoaku, BEIOMOCTH yueTa MOCEIAeMOCTH YUeOHBIX 3aHATUH 00yJYarOIIUMUCS
201. Xypnansl perucTpalnv KOHCYJIbTalNi

202. Ilepenucka 0 MPOBEAECHUHU 3K3aMEHAIIMOHHBIX CECCUN U JOMYCKE 00yJaronuxcs
K craade 3aueToB (muddepeHIMpOBaHHBIX 3a4e€TOB), ASK3aMEHOB II0 Y4COHBIM
npenMeraMm (y4eOHBIM AUCIIUIUIMHAM), BBICBUIKE JOMAITHUX KOHTPOJIBHBIX paboOT U
JPYTHUM BOTIPOCaAM

203. TIlepeunu nmpoBepOUHBIX PAOOT MO MPOU3BOJACTBEHHOMY OOYUECHUIO

204. Ilepeunu KBanM(pUKALIUOHHBIX (TPOOHBIX) padOT

205. IlepeuHu TeM KypCOBBIX MPOEKTOB (KYpCOBBIX pabOT), NUILIOMHBIX MPOEKTOB
(IMTIIIOMHBIX paboT)

206. Ilepenmcka 00 oOpraHM3alMd ¥ COCTOSHHHM 3a04YHON (OpPMBI TOTYUYEHUS
oOpaszoBaHus

207. JKypHanbsl pEerucTpaliy CIPABOK-BBHI30BOB OOYyYaIOMIUXCS 3a04HOU (HOPMBI
NOJTy4eHHsI 00pa30oBaHUs

208. XKypHanpl ydera JOMAIIHUX KOHTPOJBHBIX pabOT M KypCOBBIX IPOEKTOB
(KypcoBBIX paboT) 00ydaronuxcs 3a09HOM (POPMBI TTOTydeHUsST 00pa30BaHUs

209. JIOKyMEHTBI O MPOBEIECHUH PECITyOJMKAHCKUX KOHKYPCOB MPO(ECCHOHAIBHOIO
MacTepCcTBa, TEXHUYECKOTO M JEKOPATUBHO-TNPUKIIAJHOTO TBOPYECTBA, CMOTPOB,
CJIETOB, BBICTABOK U APYTUX 00pa30BaTENbHBIX MEPOIIPUSTUI

(MONOXKEHUS, MPOTOKOJIbI, 3asIBKH, AHKETHI, CITUCKU U . )

210. Chnucku opranu3annii, Ha 0a3e KOTOPBIX MIPOBOJIUTCS IPAKTHUKa

211. XKypnansl ydyera NPOU3BOACTBEHHOI0  OOydeHHs, JTA0OPATOPHBIX U
MPAKTUYECKUX 3aHSITHI, KOHTPOJIBHBIX PabOT
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212. Ilepenucka 00 yTBEp)KIEHHHM COCTaBa IOCYJapCTBEHHBIX KBaIU(UKAIIMOHHBIX
(xBamM(UKAIIMOHHBIX) KOMUCCUN, TOCYIapPCTBEHHBIX 3K3aMEHAIIMOHHBIX KOMHCCHH U
WX Mpeaceaaresien

213. BenoMocCTu nepCcOHAIBHOTO yY€Ta BhIITYCKHUKOB

214. Tlnansel, BEIOMOCTHU pacripeesieHus (HarmpaBieHus Ha pa0oTy) BBIITYCKHUKOB
215. KHurm ydyera BbIJAYM CIOPABOK O CAMOCTOATEIIBHOM TPYAOYCTPOMCTBE U
MOJITBEPKICHUM O TprieMe Ha paboTy

216. Kauru ydera BbIJIa4d CBHUJAETEIHLCTB O HANpaBICHWH Ha paboTy U
NOJATBEPKICHUI O IpreMe Ha padoTy

217. JIOKyMEHTbI O MpPOBEIECHUU OHKCKYpCHil (O0TYeThl, MH(OpMAIUU, THEBHHKH,
pedeparsl, mepenucka u Jp.)

218. Ilepenucka 00 YTBEpXKICHUU COCTaBa TOCYJAPCTBEHHBIX SK3aMEHAIMOHHBIX
KOMHCCHM (KBATH(PUKAIIMOHHBIX KOMHUCCHI) U UX TIpeceaarenei

219. JIoKyMeHThI O TOCYJapCTBEHHOM pETHUCTpaluy HH()POPMALMOHHBIX CUCTEM U
MH(OPMALIMOHHBIX PECYPCOB (3asIBKH, 3aKIIOUECHHS U JIP.)

220. TIlepenucka 1O  BOIpOCaM  MaTepUAIBHO-TEXHUUYECKOTO  OOeCIeueHUs
NEATEIbHOCTH

221. JKypnHanel yuyera BblAAaYd KOHKYPCHBIX JOKYMEHTOB, 3allpOCOB II€HOBBIX
MPEIIOKECHU N

222. JKypnHanel ydera BbIa4d INPUNIAIICHUM K YYaCTHIO B INPOLEAYpPAX 3aKyIOK
TOBapoB (paboT, ycIyr)

223. XKypHaibl perucTpaluu IpeaioKEHUMN

224. XKypHanbl peructpanuy NpuObITUS YIaCTHUKOB Ha 3aCelaHUs KOMUCCUU

225. JKypnansl yyeTa JOrOBOPOB O MaT€pUaIbHO-TEXHUYECKOM 00€CTICUeHUN

226. JIOKyMEHTbI O MOTPEOHOCTH B ChIpbE, Marepuaiax, KOMIUIEKTYIOUUX U UHBIX
ToBapax (pabortax, yciayrax) (CBOJHbIE BEIOMOCTH, TAOJIUIIbI, PACUETHI U JIP.)

227. KoOMIUIEKTOBOYHBIE BEIOMOCTH

228. JlokyMeHTBl 00 YCIOBUSX U O(OPMIICHMH TOCTABOK CHIPbS, MaTepHaJOB,
KOMIUIEKTYIOIIUX M HHBIX TOBapoB (paboT, ycnmyr) (crmpaBKW, CBEACHHS, 3asiBKU,
3aKa3bl, IepernucKa u ap.)

229. Ipaduku OTrpy3KH CBHIPbSi, MaTe€pHaIOB, KOMIUIEKTYIOIIMX U HHBIX TOBAapOB
MOTPEOUTENISIM

230. JIoKyMEHTBI O BBIIAYE ChIPbS, MATEPUAIOB, KOMIUIEKTYIOIIUX U UHBIX TOBapOB
(o6ocHOBaHMS, HAPSIBI U JIP.)
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231. JKypnHanel yuera CbIpbsi, MAaT€pUaJiOB, KOMIUIEKTYIOIIMX M HMHBIX TOBAapOB,
OTIIPABJISIEMBIX MTOTPEOUTESIM

232. T'py30Bble TAMOXKEHHBIE ACKIapaluu (JeKJIapalui Ha TOBAPHI)

233. (CBOaxu, BEIOMOCTH, KHUTH Yy4€Ta OTIPY3KH SKCIIOPTHBIX TOBAPOB

234. ]JIOKyMEHTBI O €KE€IHEBHOM OTIPY3KE ChIPbS, MATEPUAIIOB, KOMIUIEKTYIOIIUX U
MHBIX TOBApOB (AMCHETUEPCKUE KYPHAIIbI, CBOAKHU U JIp.)

235. Csenmenust 00 OTTPYXKEHHBIX CHIPhE, MaTepHaliax, KOMIUICKTYIOIIUX U HWHBIX
TOBapax

236. Otyersl 00 ocCTaTKax, NOCTYIJIEHUM W PACXOJOBAHUHU CBIPbS, MATE€pPHAJIOB,
KOMILUIEKTYIOIIUX W UHBIX TOBAPOB

237. JIOKyMEHTBI O Ka4eCTBE  MOCTYyNAKIINX U OTIIPABIIIEMBIX

CBIPbSI, MAaTEpPHAOB, KOMIUIEKTYIONIMX M HWHBIX TOBapoB (paboT, yciyr) (axThl,
3aKJIFOYEHMUSI, CIIPABKH U JIP.)

238. Ilepenucka o 3aroTOBKE U OTIPY3KE METAILUINYECKOTO JIOMa

239. HopMaTuBbI CKJIAICKUX 3aI1aCOB

240. Ilepenucka 00 opraHu3ally CKIaJCKOr0 XpaHEHUs

241. Tlepenucka o mpuOBITUH IPY30B

242. Ilepenucka 0 3aB0O3€ ChIpbs, MaT€pUaIOB, KOMIUIEKTYIOIIMX U UHBIX TOBAPOB Ha
CKJIaJbl

243. TpeboBaHus U KONKUU TpeOOBAHUM HA MOJYYEHUE HHCTPYMEHTOB CO CKJIAJI0B
244. KHuru ydera paclnopsiKEHUN Ha OTIYCK ChIPbsi, MAaTEPUATIOB, KOMIUIEKTYIOLIUX
Y MHBIX TOBAPOB CO CKJIA/IOB

245. Tlepenucka 00 HUCIONB30BAHUU TaPbl

246. JlokyMeHTBI O JOIyCKE B CIIy>KEOHbIE TOMEIIEHUS B Hepadouee BpeMs U
BBIXOJIHbIE THU (3asIBKH, CBEJICHUS, IEPENUCKa U JIp.)

247. TI'paduku nexypcTB pabOTHUKOB, KypPHAIIBI yueTa JAeKypPCTB PaOOTHUKOB

248. JlokyMeHTBI 00 OGOpMIIEHUU  CIYXKEOHBIX TPOE3MHBIX  JIOKYMEHTOB,
OpOHUPOBAHUH MECT B TOCTUHULAX (CIIUCKH, CBEICHHUS], IEPENUCKA U JP.)

249. Kypnanel yuyera BbIJa4M NI€YaTEH U IITAMIIOB

250. IInanwl, rpaduxu nNpoUIAKTUYECKMX OCMOTPOB U TEKYIIEr0 pPEeMOHTa
000pyI0BaHUS U MH)KEHEPHBIX CUCTEM

251. JloKyMEHTBI O TE€XHUYECKOM COCTOSIHUM 3/1aHHil (MOMEIIEHUI), 3aHUMaeMbIX
OpraHu3alusaMu (OTYETHI, COPABKY, CBEACHUS U JIp.)

252. JlokyMeHTBI O TIOATOTOBKE 3/aHMi (IOMelIeHui) W OoOOpYyIOBaHUS K
AKCILUTyaTalluy B OCEHHE-3UMHUM Tiepro (T1aHbl, rpadukuy, epenucka u ap.)
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253. XKypHansl peructpanuu JOTOBOPOB O KOMMYHAJIBHOM OOCIYKMBAaHUU 3JIaHUN
(coopy keHHUiA)

254. Tlepenucka 0 KOMMYHaJIHbHOM OOCITY>KMBaHUH 30aHUH (COOPYKEHUIA)

255. TIlepenucka o coaepkaHUU 3AaHUN (COOpPYKEHUN) W TMPUJIETAIONIe K HHUM
TEPPUTOPUH B HAJIEIKAIIEM TEXHUYECKOM U CAHUTAPHOM COCTOSTHUH

256. Ilmanbl MEpONPUATHA MO IKOHOMHUHU TEIUIOBOM W AJIEKTPUUYECKOW SHEPIUU U
OTYETHI 00 UX BHITIOJHEHUHU

257. KypHanpl ydera pacxoia TEIUIOBOW JHEPruu, MOTPEOTCHHS SIEKTPUUECKON
DHEPIUH, IPUPOIHOTO ras3a, BOJIbI

258. XKypnanibl yuera ocMOTpa U padboThl TU(PTOB

259. JIOoKyMEHTBI MO KOHTPOJIIO MPOTHUBOIOXKAPHOTO COCTOSIHUSA U PEXUMA OXPaHbI
opranu3anuii (11aHbl, OTYETHI, aKThl, CBOJIKH, CBEJICHUS, IEPEMUCKa U JIp.)

260. HHcTpyKIuu 0 Mepax MmokapHOH 0€30MacHOCTH

261. WHCTpYKUMHU MO IKCIUTyaTallMd CUCTEM MPOTUBOIOXKAPHOTO BOJOCHAOKEHUS U
YCTaHOBOK IOYKapHOW aBTOMAaTUKHU

262. HWHCTpYKUHMH MO TYLICHUIO MOKapOB B JIEKTPOYCTaHOBKaX

263. HHcTpykiuu 1o 00ecTneueHnIo 3BaKyalluu Jroneld (Ha oObEeKTaX C MacCOBBIM
npeObIBAHUEM JTIONICH )

264. Ilepenucka o MpuOOpPETEHUHU MOKAPHOM TEXHUKHU, MOXKAPHOTO O0OpPYHOBAHMS,
MOKapHOTO MHBEHTAaps, OTHETYIIMTENEH, OTHETYIIANIMX BEIIECTB U APYTHX CPEICTB
IIPOTUBOIIOKAPHOU 3aLLUATHI

265. XypnHaibl peructpaiuu J0roBOPOB 00 OpraHU3aIUKA OXPaHBI

266. (Cxembl IUCIOKAIIMU TOCTOB OXPaHbI

267. JIOKYMEHTBI O pexuMe padOThl OXPAaHHUKOB U CTOPOXKEH (rpauku, pacnucaHus
u ap.)

268. 3asBKM Ha Opyxue, OOEMPUIAChI, BEIIEBOE UMYIIIECTBO ISl OXPAHHUKOB

269. OtyeTsl 00 YCTPOUCTBE U IKCILTyaTaAllUd TEXHUUYECKUX CPEJCTB OXPAHbI

270. Ilmanel 3amUTBI HACEIEHHUs M TEPPUTOPUM OT YPE3BBIYAWHBIX CUTYalUU
IIPUPOJHOTO U TEXHOTEHHOI'O Xapakrepa

271. IlnaHsl IpeaynpeXICHUS U JIUKBUIAUN YpE3BbIUYaHBIX cuTyauuii 272. [Lnansl
rpaXKIaHCKOM 0OOPOHBI

273. JlokyMeHThl 00 opranu3anuu (yHKIIMOHUPOBAHUS TOCYJAPCTBEHHON CHCTEMBbI
MPEeNYyNPEeKICHNS U JTUKBUAAIIUN YPE3BBIYAMHBIX CUTYAIlUd U TPAXKTAHCKONW OOOPOHBI
(YKazaHus, IUIaHbI, OTYETHI, MH(OPMALIIH U JIP.)
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274. Ilepenucka 00 opraHu3anuu (YHKIMOHUPOBAHUSA TOCYIAPCTBEHHOM CHUCTEMBbI
PEeIyNPEKICHNS U TUKBUIAINH YPE3BbIYAHBIX CUTYALUN U TPAXKJAHCKOW 0OOPOHBI
275. Tlepenucka o AeATENIbHOCTH KOMUCCUI MO YpE3BbIYaHBIM CUTYyaIUsIM

276. JIoOKyMEHTBI O CO3JAaHHH, WCIIOJIb30BAHUM M BOCIIOJIHEHUM PE3EpPBOB
MaTepuaIbHbIX PECYpCOB JUIS JIMKBUAAIIMU YPE3BBIYAMHBIX CHUTyalud (KOMUU
pelIeHuil, MpruKa3oB, Mepenucka u ap.)

277. JIOKYMEHTBI O TMOATOTOBKE PYKOBOAMUTENECH, MOJDKHOCTHBIX JHUI, paOOTHHUKOB
OpraHu3alliii, HaceleHUs B O00JacTH 3alUThl OT YPE3BBIYAMHBIX CHUTYyaIUi
MPUPOJHOTO M TEXHOTE€HHOTO Xapakrepa (IUIaHbl, MPOrPaMMBbl, OTYETHI, IEPENUCKA U
ap.)

278. JlokyMeHTBl 00  OpraHu3aluu 151 BEICHUM  TPaXKIaHCKOU
00OpOHBI

(TOOXKEHMSI, TIIaHbI, OTYETHI, IEPETHCKa U JIp.)

279. JlokyMeHTBI 00 opraHu3anuv (QYHKIIMOHMPOBAHUS W TOATOTOBKE CHII
TPKIAHCKOW OOOPOHBI (TIOJIOXKEHUS, PEIICHUs, IEPEUYHU, OPTraHU3AIMOHHO-TIITATHBIC
CTPYKTYpBbI, TaOEIu U JIp.)

280. JlokyMeHTBI 00 oOOecre4eHWHM M MCIOJIb30BAHUM CIEIHUATBLHOIO0 HWMYIIECTBA
rpa)kIaHCKOW 00OPOHBI (TUIaHbI, OTYETHI, CBEIACHUS U JIp.)

281. JloKyMeHTBI O COCTOSIHUM U DKCILTyaTaluu pa3IUYHbIX BUIOB
TPAHCIIOPTHBIX CPEACTB (CIPABKH, JOKIAIHbIE 3alIUCKU, CBEJICHUS], IEPENUCKA U JIP.)
282. JIOKyMEHTBHI O HAJUYUU M COCTOSIHUM AaBTOMOOWJIBHBIX TMapKOB, Trapaxew,
MacTepcKux (CIpaBKH, CBEACHUS, TIEpENucKa u ap.)

283. JlokyMeHThI 00 oOmpeAelieHUud MOTPEOHOCTH B TPAHCIOPTHBIX CPEACTBAX U HMX
BbIJICJICHUH (3asIBKU, PACUE€ThI, IEpEnucKa u ap.)

284. JIOKYMEHTbl O JBWKEHUU TPAHCIOPTHBIX CPEACTB (CBOAKHW, CBEACHMS,
pacnucaHus, rpaduku, nepenucka u zip.)

285. JIoKyMEHTBI O COCTOSIHUM M Pa3BUTHUU BHYTPEHHEW CBsI3U (JIOKJIQJHBIC 3aIMKUCKHU,
CIPABKHU, IEPETHCKA)

286. JIOKyMEHTBI O PEMOHTE COOPYXEHUW M CPEACTB CBA3M (IUIaHBI, OTYETHI,
nepenucka u ap.)

287. JKypnanbl peructpanuu JOTOBOPOB 00 OpraHM3allUM, SKCIUTyaTalluu, apeHae 1
PEMOHTE BHYTPEHHEH CBS3U

288. Ilepenucka o mnpoBeAeHUU paldOT 1Mo TeleoHU3AlUHU, paTUOPUKALIUU,
CUTHAJIU3ALMU U IKCIUTyaTallii BHYTPEHHEN CBSI3M OpraHu3aluu

289. Cxembl IMHUN CBSI3U OpraHU3alun
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290. JKXypnHaibl, KHUTH yueTa TeJle(pOHHBIX Pa3rOBOPOB

291. KXypnansl npoUIaKTHIECKHUX OCMOTPOB 000PYI0BAaHUS M KaHAJIOB CBS3U

292. TexHuueckue )KypHAIJIbI SKCILTyaTaliy CPEACTB CBA3U

293. JIOKyMEHTBI MO MOATOTOBKE YUPEIUTEIbHBIX ChE3/10B, KOHPEPEHIIUHA, 001X U
UHBIX yUpEAUTENbHBIX COOpaHil OOUIECTBEHHBIX OpraHu3auui (MJaHbl, MPOrpaMMBbl,
CIpaBKU, HH(OPMALIIH, IEPENUCKA U JP.)

294. JlokyMeHTHI 00 MTOrax OTYETHO-BHIOOPHBIX KaMITAHHM, BBIMOTHEHUHN PEIICHUN
BBICIIMX OPraHOB OOIIECTBEHHBIX OPraHU3alMil (OTYETHI, CIIPABKU, IPOTOKOJIBI U JP.)
295. Ilepenucka 00 opraHu3aii U NpOBEAEHUN OTYETHO-BBIOOPHBIX KaMIIaHUI

296. Ilnanbl npoBeaeHMs OOIIECTBEHHBIX MEPOIPUSITHIA

297. JIOKYMEHTBI O JeSITeIbHOCTH KOMHCCHUH OOIIECTBEHHBIX OpraHu3alui
(IPOTOKOJIBI, aKThI, BEIOMOCTH, CBEJICHUS U JIp.)

298. duHaHCOBBIE CMETHI OOIIECTBEHHBIX, IEPBUYHBIX OOIIECTBEHHBIX OPTaHU3AIINN
299. Ortyerbl 00 HCMONHEHUH (PUHAHCOBBIX CMET OOIIECTBEHHBIX, MEPBUYHBIX
0OIIECTBEHHBIX OpraHu3aIui

300. JlokyMeHThI O TMOCTYIUICHMM M PAaCXOJOBAHUM YJICHCKUX B3HOCOB (OTYETHI,
nepernucka u ap.)

301. [JoxyMeHTbI 00 y4eTe WICHCKUX OUIETOB (OTUYETHI, 3asBKU, aKThl, CBEJICHHS

u J1p.)

302. VYdeTHble KAPTOUKHU WICHOB OOIIECTBEHHBIX OpraHU3alui

303. Cnucku 4WICHOB OOIIECTBEHHBIX OpraHU3aui
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