


1. OBIIUE MOJIOXKEHUS

1.1. Hacrosimast UucTpykius pa3paboTaHa Ajisl yCTaHOBJIEHUS €MHOIO MOPSAAKA COCTaBICHUS
JOKYMEHTOB U OpraHu3aliuy paboThl ¢ HUMU B TapakiiniiCKOM rocy1apCTBEHHOM YHUBEPCUTETE UMEHU
['puropus Llambnaka (manee MHCTpyKIms).

1.2 loxymeHTsl TapakiuiicKOr0 TOCYAapCTBEHHOTO YHUBEpPCUTETA HUMEHU ['puropus
Llam6naka (manee TI'Y) siBisitOTCS COOCTBEHHOCTBIO TOCYAApCTBAa, BOIPOCHI pabOThI ¢ HUMH
perynupyroTcst  3akoHojarenbcTBoM — PecnyObnuku  MongoBa,  HOpMaTHMBHO-METOJIMYECKHUMHU
JOKYMEHTaMH TOCYJIapCTBEHHON apXUBHOU CITYKOBI.

1.3.PyKOBOJCTBO M KOHTPOJIb 33 BEJCHUEM JICIIOTIPOM3BO/ICTBA YHUBEPCUTETA OCYIIECTBIISETCS
cekperapuaroM. CekperapuaT JaeT yKa3aHHUsS 110 BOIIPOCaM JIEJIONPOU3BOJICTBA, 00sA3aTeIbHbIE IS
WCIOJIHEHUS  CTPYKTYPHBIMM  TOJPA3JIENECHUSIMH  YHUBEPCHUTETa,  IPOBEPSIET  COCTOSHUE
JIeIOIIPOU3BOICTBA.

1.4.OTBETCTBEHHOCTh 3a OPraHU3alLlMIO JIEJIONPOU3BOJICTBA B CTPYKTYPHBIX MOJpa3AeieHUsIX
YHUBEPCUTETA, COOJIIOJIEHUE YCTAHOBJIEHHBIX INPAaBUJ, CPOKOB HCIOJHEHUS M MOpsAaka paboThl C
JOKYMEHTaMU BO3JIaraeTcsi Ha UX PyKOBOJIUTENEH.

1.5.Coneprxkanne cimyKeOHBIX JOKYMEHTOB HE TIOJISKHUT oryiamennio. C HUIMH MOTYT OBIThH
O3HAaKOMJIEHBI TOJIBKO JIMIIa, MMEIOIME HEMOCPEJCTBEHHOE OTHOIICHHE K HCIHOJHEHHIO ATHX
nokymeHToB. llepemaua ciy’keOHBIX JOKYMEHTOB  WJIM HMX KOMHHM pabOTHUKAM CTOPOHHUX
OpraHM3aIiil JTOMyCKaeTcsl TOJbKO C pa3pellieHusi PeKTopa YHHBEPCUTETa WM COOTBETCTBYIOLIETO
MIPOpEKTOpA.

1.6.TpeboBanus MHCTpyKIMH K paboTe ¢ OyXrantepckoi JOKYMEHTAIel pacipoCTpaHsIeTcs B
4acTH OOIIMX MPUHIUIIOB pabOThI C HEH, a TAKXKe MOATOTOBKH JOKYMEHTOB K I1epe/laue B apXUB.

1.7.1lpu yxone B OTIYCK, OThE3/I€ B KOMaHAUPOBKY HJIM YBOJbHEHUU COTPYAHUK 00sI3aH ClaTh
[0 YKa3aHUIO pPYKOBOJACTBA BCE YHCIAIIMECS 3a HHUM JOKYMEHTBl JAPYrOMY COTPYIHHKY,
OTBETCTBEHHOMY 3a JIEJIONPOU3BOJICTBO, KOTOPBIA NOJDKEH NPHHATH MEPbl K UX CBOEBPEMEHHOMY
HCIIOJIHEHUIO.

1.8.BrimostHeHne TpeboBaHMid HacTosIeH MHCTPYKIIUK SBIISETCS 00S3aTENBHBIM TSI KK I0TO
paOoTHHKa yHHBepcuTeTa. OHM HECYT EPCOHAIBHYI0 OTBETCTBEHHOCTh 3 BBINOJIHEHHE TPeOOBaHUM
HNucTpykiuu.

II.OCHOBHBIE ITOHATHUA
2.1.B Hactosmeit MHCTpyKIMKM UCTIOIB3YIOTCSI OCHOBHBIC MIOHSTHUS
» IOKyMeHTHpOBaHHe — puKcaiys THPOPMAIUK Ha MAaTEPHAILHBIX HOCUTEISAX B YCTAHOBICHHOM
MOPSIZIKE;
» JTOKYMEHTO000OpPOT — JBIKCHHE JIOKYMCHTOB C MOMEHTA WX CO3JIaHHs WM TOJIYYEHHS [0
3aBepUICHUS UCTIOHEHHUSI, IOMEIIEHHS B JIeJI0 UM OTIPaBKHU;

» MOKYMEHT- JIOKYMEHT, CO3/IaHHbIi TOCYJapCTBEHHBIM OpraHoM, (U3UYECKHM WU
IOPUJIMYECKUM JIMIOM, OGOpPMIIEHHBII B YCTaHOBJICHHOM IOpSAKE M BKIIOYEHHBIM B
JOKYMEHTOO00O0pOT;

» KONHUS JAOKYMEHTa — JIOKYMEHT, MOJHOCTHIO BOCHPOM3BOAALIMK MH(DOPMALNIO MOITHHHUKA
JOKYMEHTA U €r0 BHELIHNE IPU3HAKU, HE UMEIOLIUN IOPUAUYECKON CHUIIBI;

» TOMJIMHHUK JIOKYMEHTA — TIEPBbIil U eTMHCTBEHHBIN SK3EMIUISIP JOKYMEHTA;

» PEKBH3HT JOKYMEHTA — 00s3aTeNIbHBIN 2IeMEeHT 0(OPMIICHUS TOKYMEHTa

» perucTpamnusi J0KyMeHTa — IPHCBOCHUE JOKYMEHTY PETMCTPAlMOHHOTO HOMEpa W 3alHcCh B
YCTaHOBJICHHOM IIOPSAJKE CBEIEHUN O JOKYMEHTE;

» [eJIONPOM3BOACTBO — JACATEILHOCTH, 00ECIIeUNBalOIas Co3AaHe O(UIIHANTBEHBIX JOKYMEHTOB U
opranu3zaiuio padbots! ¢ HuMHu B TT'Y;

» /1eJI0 — COBOKYITHOCTb JJOKYMEHTOB WJIN OT/IEIBHBIA JJOKYMEHT, OTHOCSIIUICS K OJJHOMY BOTIPOCY

WJIM y4acTKy AesrenbHocTd TTY;
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> HOMEHKJIATypa JeJl — CUCTEeMaTH3UPOBAHHBIN IepeueHh HAUMEHOBAHUH g1, ((OPMUPYEMBIX B
TI'Y ¢ ykazaHueM CpOKOB UX XpaHEHUS;

IKCNEPTH3A LEHHOCTH /IOKYMEHTOB — H3Y4YE€HHE OKYMEHTOB Ha OCHOBAaHHHM KPUTEPHEB HX
LEHHOCTH B IIEJISIX OMPECNICHHSI CPOKOB XpaHEHHUs IOKYMEHTOB U 0TOOpa MX ISl BKIIOYCHUS B
cocTtaB apxuBHOTO (poHIa MONIOBHI;

aBTOP AOKYMeHTAa — (pU3MYeCKOe WU FOPHINUECKOe JINIO0, CO3/JaBIIee JOKYMEHT;

BUJ JOKYMEHTAa — IPHHAUICKHOCTh JOKYMEHTA K OIpPENEIIEHHOW TPyIIe TOKYMEHTOB IO
MPU3HAKAM COJICPKAHUS U 1IEJICBOTO Ha3HAYCHHS

opopmiieHHe JOKYMeHTa — TMIPOCTaBIIEHHE HEOOXOAMMBIX PEKBHU3UTOB JIOKYMEHTa,
YCTaHOBJICHHBIX MTPABHJIAMH JOKYMEHTHPOBAHMUS,

3aBepeHHasi KONMMS — KOMHSA JOKYMEHTa, Ha KOTOPOH B COOTBETCTBHM C YCTaHOBJICHHBIM
MOPSIKOM TPOCTABIISIIOTCS HEOOX0AUMBIE PEKBH3HUTHI, TPHUIAIOIINE EMY IOPHUANIECKYIO CHITY;
IOpHIHYECKAas CHJIAa JOKYMEHTa - CBOICTBO O(UIMAIBHOIO JOKYMEHTa, COOOIaeMoe eMy
JEWCTBYIONINM 3aKOHOIATEIbCTBOM, KOMITETCHIIMEH M3/IABIIEr0 €ro OpraHa U YCTaHOBJICHHBIM
MOPSIIKOM O(QOPMIIEHUS.

A\

YV WV V VYV

HIL.TPEBOBAHMUSA K HIOAI'OTOBKE IOKYMEHTOB 1 O®OPMJIEHUIO PEKBU3UTOB

3.1. Obugue mpeodoeanus.

3.1.1. Kaxxzp1ii BUJ JOKyMEHTOB (ITPHUKa3, MPOTOKOJ, aKT M T.J.) UMEET OTPe/ICICHHBII Ha00P
peKkBH3UTOB. VX pacrosioxeHue U mpaBuiia X o(GopMIICHHUS J0DKHBI COOTBETCTBOBATh TPEOOBAHUSM
JNCHCTBYIONTUX HOPMATHUBHBIX aKTOB.

3.1.2.1Tpu opopmitennu nokyMeHTOB B TI'Y ¢ IOMOIIIBIO CPEJCTB BEIYHCIUTEIIEHON TEXHUKU
ucnosibdyercss mpupt Times New Roman Ne 12, 14 (s moAroToBKH TaOMHI] JOMYCKAeTCS
ucnoJib30Bath mMpudT Ne 12).

3.1.3. Kaxaplii mucT 1oKymMeHTa, o(pOpMIICHHBIHN Kak Ha OJaHKe, Tak U 0€3 Hero, J0JHKEeH
UMETH TMOJIS:

JIEBOE - 25mMm, mpaBoe - 10 mm,
BepxHee - 20 MM, HmwkHee - 20 mwm.

3.1.4. JlokyMeHTBHI, OTHpaBIsIEMbIE 3a TPEIACIbl YHUBEPCUTETA W  TIOJIHACHIBACMBIC
PYKOBOACTBOM, 0(hopMIISIFOTCS HAa (PUPMEHHBIX OJIaHKaX ¢ IMOJIeMol yHuBepcuTeTa. Ha aTux OGi1ankax
[0CJIe HAUMEHOBAHMS YHHUBEPCHUTETAa MPHUBOJATCS CIPAaBOYHBIC JAHHBIC, BKIIOYAIONIME MOYTOBBIN
aJipec yHUBepcHUTeTa, HoMmepa TeneoHOB U TenedakcoB U JPYrHe CBEJIEHUS IO YCMOTPEHHIO
YHHUBEPCUTETA: aJipeca IEKTPOHHOU MOYThI, 0aHKOBCKUE U IPYTHe PEKBU3UTHI (IpuioxkeHue 1).

3.1.5. HaumeHnoBaHue yHuBepcUTeTa Ha OOIIEeM OJIaHKE YKa3bIBAa€TCS B TOUHOM COOTBETCTBUU
c ero YcraBoMm, BKJII0Yasi HAMMEHOBaHHE BBILIECTOALICH opranu3aiuy. Bce aneMeHThl HAMMEHOBaHUS
BBIPABHUBAIOTCS B MpeieiaxX MoJIeH.

3.1.6.BHyTpeHHHE  JOKYMEHTHl  W3rOTAaBIMBAIOTCS Ha IEPCOHAJIBLHOM  KOMIIBIOTEpPE
HEMOCPEJCTBEHHO IIPU CO3AAHUU KOHKPETHOTO TOKYMEHTA.

[Ipu odopmienun ciyxeGHOM, JOKIATHON, OOBICHUTEIFHOM 3aMUCKH  YKa3bIBAE€TCS TOJIBKO
HAaUMEHOBaHHE CTPYKTYPHOTO TMOJpa3elieHusi, KOTOpO€ JOIyCKaeTcsl IMedaTaTh IPOMUCHBIMU
OykBamu. Ha BHYTpPEHHHUX NOKyMEHTaX CIpPaBOYHbIC JaHHbIE 00 YHHUBEPCUTETE HE YKa3bIBAIOTCH.
JlomyckaeTcsi BbIACIATh HAMMEHOBAaHWE CTPYKTYPHOTO MOJpPa3AeieHHS WIA JOJLKHOCTHOTO JIWIA
MOJIY>KUPHBIM HIpUQTOM.

3.2.Haumenosanue euoa 0oKymenma

HaumenoBanune Buma gokymenrta: IIPUKA3, CIYKEBHAS 3AIIUCKA u T.1. [107KHO
COOTBETCTBOBATh €T0 COJACP)KAHUIO, I€YaTaeTCs MPOMUCHBIMU OYKBAMH, BBIACISETCS MOTYKUPHBIM
mpudTOM U OTAENSAETCS OT CIEAYIOUIUX Jaiee PEKBU3UTOB JBOMHBIM MEKCTPOUYHBIM HHTEPBATIOM.
3.3.Pezontouusn

Pe3omonius nutiercs B BEpXHE CBOOOTHOM OT TEKCTa YacTH MEPBOM CTPaHUIIbI TOKYMEHTA; B
Hel YyKa3bIBalOTCS (paMHUIIUs W HMHHUIMAIBl WCHOJHUTENs, KOTOPOMY HANpaBlseTCs JAOKYMEHT,
coJiep>KaHue 3aJJaHusl, TOPSIIOK M CPOK MCTIOTHEHUS, CTABUTCS MOAMKICH PYKOBOJUTENS U J1aTa.

3.4, /lama 0okymenma



4

3.4.1. JlaToii TOKyMEHTa SIBIISICTCA J1aTa €ro MOANUCAHUS WM YTBEP)KJICHHsI, sl IPOTOKOJIA -
nata 3aceaHus (MPUHATUS PELIEHUs), 1JIs aKTa - 1aTa COCTaBJICHUSL.
3.4.2. lata opopmisiercss tU(POBBIM U CIOBECHO-IIU(PPOBBIM CIIOCOO0M apabckuMu mudpamu
B nocienosarenbHocTu: 07.04.2016 wnm B fokymeHTax ¢puHaHcoBoro xapakrepa - 07 ampens 2016
roja.
3.5.A0pecam
3.5.1.J]IokymeHT MOXeT OBITh aapecoBaH OJHOW WM HECKOJBKUM OpTraHU3aIUsIM,
CTPYKTYpHOMY IO/Ipa3/IeJIEHUIO0, JODKHOCTHOMY ULy U T.A. [Ipy 3 TOM HauMeHOBaHUE OpraHu3aluu
YKa3bIBAETCSl B IMEHUTEILHOM TaJIeKe:
Paitonnsiit CoBet Tapakius
OO0mwmii oTnen

['maBHOMY cienHanucTy
I'-;xe A.l1BaHOBOI

3.5.21lpu HanmcaHWM ajapecaTa BHaYaje YKa3bIBAIOTCS HAMMEHOBAHHWE OPTaHMU3AIUU-
Iojy4aresis M €€ CTPYKTYpPHOTO TOJpa3[eleHHss B HMEHHUTEIBHOM TNaJeKe,  3aTeM, Ipu
HE0OX0IMMOCTH, IOJDKHOCTD U (haMUIIHS JIUIA, KOTOPOMY aJpecoBaH JOKYMEHT, B 1aTE€IbHOM MaJIeXKe:
MuHnCTEpCTBO NPOCBEIEHUS
Pecnybnuku MosnoBa
JlenaprameHT BbICLIET0 00Opa30BaHUs

JINJTMA UBAHOBOU
3.5.3.Ilpu agpecoBaHMM [OKYMEHTa pPYKOBOAWTENIO OPTraHU3allM WA CTPYKTYPHOTO
MOJIpa3/ieIeH!s] MX HAMMEHOBAaHUE BXOIUT B COCTaB HAMMEHOBAHUS IOJDKHOCTH aJIpecara:
Pexropy KumumneBckoit
DKOHOMHYECKOU AKaJlIeMUU

[-ny I'. BEJIOCTEYHUKY
WHunmans! JOMKHOCTHOTO WM (PU3UYECKOTO JIUIA YKa3bIBalOTCA Mepes ero haMuinei u npu
MeYaTaHuu OTIENSIIOTCS OT Hee OJAHUM MIPOOEIIOM.
3.5.4.Ilpu ampecoBaHUM JOKYMEHTa HECKOJIBKUM OJHOPOJTHBIM OpraHU3alUsM UX Ha3BaHUS
ClIelyeT yKa3bIBaTh 000OIIEHHO:
JupekTopam JOMIKOIbHBIX YUPEKICHUN
Tapakiuiickoro paiiona

3.6.3azono6ox Kk mexcmy O0oKymenma

3.6.1. Ilepen TekcToM HOOOTO JOKYMEHTA MHIIETCS 3arojOBOK - KpPaTKOE H3JIOKCHHE
COJIepKaHUs JOKyMEHTa, COCTaBJISIETCS KO BCEM JIOKYMEHTaM, KpOME JIOKYMEHTOB, UMEIOIIMX TEKCT
HeOoubIoro oobema (110 8-10 cTpok).

3aroyioBOK OTBEYAET Ha BOMPOCHI: 0 KOM (0 yem)?, Koro (4ero)?, nanpumep:
IMPUKA3 (0 uem?) 06 opranuzanmu npuema cryaeHton B 2015 roay
CBOJKA (uec0?) ycrieBaeMOCTH Ha (aKyJabTeTe
JOJKHOCTHASA UHCTPYKIUSA (xomy?) cekpetapro-pedepeHty
AKT (1veco0?) TIpUEMKHU-cayu padoT.

3.6.2. 3aro10BOK JI0JDKEH COCTOSATH U3 0JTHOM (ppa3bl U ObITH MAKCUMAIILHO KOPOTKUM (He Oojiee
2-3 cTpoK). 3aroJIOBOK MeyaTaroT OT JIEBOTO MO Yepe3 1 MeXCTPOUHBIN HHTEpBa, MPUUYEM KaxKaas
CTpOKa JIOJDKHA cojiepkaTh He Oosiee 28 medaTHbIX 3HaKOB. Eciu 3aronoBok mpessimaet 150 3HAKOB,
TO €ro JIOMyCKaeTCs MPOAJEBATh 10 TPAHHUIIBI MPABOTO MOJIA. 3ar0JIOBOK MEYaTaloT 0e3 KaBhIYEK, HE
MOYEPKUBAIOT M B KOHIIE HE MPOCTABIISIOT TOUKY.
3.7.Texcm 0okymenma

3.7.1.  JlokyMeHTBl JOJDKHBI OBITh TPEACThbHO KpPAaTKUMH, YETKUMH, TIIATEIHHO
OTpeIaKTHPOBAHHBIMHU, COCTABIIEHHBIMHU, KaK MPABHIIO, TI0 OJJTHOMY BOIIPOCY, 00beMOM He OoJiee ABYX
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CTpaHMII U COJEPKaTh MCUEPIIBIBAIONIYI0 UH(OPMAIMIO TIO 3aTPOHYTOMY BOMPOCY, MCKIIOYAIOUIYIO
MIOBTOPHBIE 3aIIPOCHI.

3.7.2.  Otuersl, IUIaHBI H JPYrHe JIOKYMEHTHI, OXBATHIBAIOIIME OOJBIION  Kpyr
B3aMMOCBSI3aHHBIX BOIIPOCOB, MOTYT OBITH O0JIBIIEr0 00beMa, HO HE JIOJDKHBI IPEBBIIATE 7-8 CTPaHUIL.

3.7.3. JIoKyMeHTBI, COCTaBJIEHHbIE HAa OCHOBAHWU 3aKOHOB, YKa30B, IIOCTaHOBJICHUH,
pacrnopsHKEHUH BBIIECTOSIINX OPTaHOB WIIH PACTIOPSAAUTEIBHBIX TOKYMEHTOB YHUBEPCHTETA, JTOJKHBI
COJiepKaTh CCHUJIKM HAa HUX: HANMEHOBAaHWE BHUJA JOKYMEHTA, OpPraHU3alHi0-aBTOpa, ATy M3IaHus,
HOMEp M 3ar0JIOBOK K TEKCTY.

Hanpumep: cornacHo (uemy?) mnpukasy MwunucrepcrBa Ilpocemienus Pecryonmukun MommoBa ot
23.04.2016 roma, Ne 1830 «O06 yrBepkaeHnn MHCTPYKIMH 1O NEPCOHANM3ALNH, BhIJaYe, ydeTa U
XpaHEHHs JOKYMEHTOB B 00pa30BaHUUY).

3.7.4. TekcT TOKyMEHTa pEKOMEH/IyeTCS Pa3/IeNiATh Ha JIBE OCHOBHBIC YaCTH: B TIEPBOW YaCTH
YKa3bIBACTCS OCHOBAHHME COCTABJICHUS JOKYMEHTA, BO BTOPOM YAacTH - MPEUIOKEHUS, TPOCHOBI,
peleHusl, pacropsiKeHNUs1, BBIBOJIBL.

3.8.0¢popmnenue npunoxcenuii K 0OKymenmy

3.8.1. Ecnim mOKyMEHT MMEeT NMPHIIOKEHUS, OHH MEPEUHCISIFOTCS MOCe TeKCTa JTIOKYMEHTa
nocye cioBa [IprioskeHue, KOTopoe rmevaTaeTcs OT JIEBOTO OISl CTPOYHBIMU OyKBaMH, KPOME TTePBOI
MIPOMIHCHOM, C IBOETOYHEM IIOCIIE HETO.

Ecmm mpunoxkeHwe Ha3BaHO B TEKCTE  JOKYMEHTa, OTMETKAa O HAIWYHUA TPHIOKCHHS
odhopmiseTcs cieayromumM oopazom: [lpunoxenue: Ha 5 1. B 2 9K3.

Ecnmu npunoxeHne He Ha3BaHO B TEKCTE JOKYMEHTA, TO YKa3bIBAETCS €r0 HANMEHOBAHHE; ITPH
HAIMYAH HECKOJIBKUX MPUJIOKEHUH UX HYMEpYIOT 0e3 mpocTaBieHus 3Haka No, nanpumep:
[Mpunoxenne: 1. llltaTHOE pactimcanmne yauBepcurera Ha 2016 ron Ha 6 1. B 3 9K3.

2. YueOHbIil 1ad cuenraibHoCTH «CornuanpHas 3ammra» Ha 12 1. B 1 dKk3.

3.8.2. Ha nokymeHTe, SIBISIFOIIEMCS TPHJIOKEHHEM K PaCTOPSIUTEIFHOMY TOKYMEHTY, B
IIPaBOM BEpXHEM yriy, OTcTynuB 40 Ie4aTHbIX 3HAKOB OT JIEBOIO MOJIA, I€4aTaeTrcs CIOBO
[Tpunoxenue (ecau NMpHIIOKEHHE UMEET HOMEp, OH yKas3blBaeTcs mocie ciosa [Ipunoxenue 0e3
npocTaBiieHUs] 3Haka Ne, a Ha ciedyrolield CTPOKE YKa3bIBAaeTCs Ha3BaHHME PaCHOPSAUTEILHOIO
JIOKYMEHTa, €ro Jjata U HOMep,

Hanpumep: [Ipunoxenne 5
K npuka3zy pekropa TT'Y ot
26.11.2015 Ne 285

CnoBo [lpunosicenue mnedataeTcsi CTPOYHBIME OyKBaMH, KpOME MEPBOI MPOIUCHOMN, W 3HAKH
MPEMMHAHMS TI0CJIC HErO0 HE CTaBSTCS.

3.8.3.IIpmtosxeHust JOJDKHBI 0(OPMITATHCS Ha CTAHAAPTHBIX JIMCTAaX M UMETh BCE HEOOXO IMMBbIC
PEKBU3UTHI: HANMEHOBAHHKE, 3ar0JIOBOK K TEKCTY, IMOANUCH HCIIOTHUTEISI WM €r0 PYKOBOIUTEIIS.
3.9.Ymeepotcoenue ookymenma

3.9.1. I'pud yrBEepKICHHS TPOCTABISETCS HAa JOKYMEHTaX, MMCKOIIMX HOPMATHUBHBINA WIIH
MPaBOBOM Xapakrep. JJOKYMEHTBhI YyTBEPKIAIOTCS PYKOBOJUTEISIMH YHHBEPCUTETA, BBINIECCTOSIIIUMU
OopraHamu, OOIIECTBEHHBIMU OPI'aHU3AIUSMHE, B KOMIIETCHIIUIO KOTOPBIX BXOJUT PEIICHUE BOTIPOCOB,
W3JI0XKCHHBIX B YTBEPKIAEMBIX TOKYMCHTAX.

JIOKYMEHTBI, TOJUIC)KAIINE YTBEPXKACHUIO, NPUOOPETAIOT IOPHIUYECKYI0 CHIY TOJBKO C
MOMEHTA UX YTBEPIKJICHHSL.

3.9.2. I'pu yTBEpk/I€HUSI COCTOUT:

- IUIsL IOKYMEHTA, YTBEPKAaeMOTro JOPKHOCTHBIM JIMIOM, - 13 cioBa Y TBEPXKIALIO (Ge3
KaBbIU€K), HANMEHOBAHHUS TOJDKHOCTH JIMIIA, YTBEP K JIAIOIIETr0 IOKYMEHT, €r0 MOAMUCH, pacIu(ppOBKU
IIOJIUCH U 1aThl YTBEPKIACHUSA, Hanpumep:

YTBEPXIAIO
Pexrop Tapakianiickoro rocyapcTBEHHOTO
yHuBepcuTeTa uMenu [ puropus [ambnaka

JUYHAS NOONUCH M.I1acnapb
12.11.2015r.



6

- IUI JOKYMEHTa, YTBEP)KIAEMOTO JIPYTUM JOKYMEHTOM (TIOCTaHOBJICHHEM, PELICHUEM,
MPUKA30M, IPOTOKOJIOM), - u3 cioBa Y TBEPX/IEH, naumeHoBaHus yTBEPKIAIOLIET0 JOKYMEHTA B
TBOPUTEIBHOM IAJIEKE, €r0 1aThl U HOMEpA, Hanpumep.

YTBEPXIEHO

Pemennem Cenara Tapakimiickoro
roCy/IapCTBEHHOTO YHHUBEPCUTETA

01 26.11.2016 T. Ne 3

Cnoso YTBEPXJIEH cornacyercs B pojae W uucie C HaMMEHOBaHHEM BHAA JOKYMEHTA:
npasuwia YTBEPXIEHbBI, uncrpykuus YTBEPXKJIEHA u 1.1

3.9.3. I'pudp yrBeprk1eHHs MPOCTABISAETCSA Ha JOKYMEHTE B TOM Cllydae, KOT/1a OH UCTIOJIb3YeTCs
OTJIENIbHO OT YTBEPAMBILETO €0 PaclopsAUTENBHOIO JOKYMEHTA.
3.10.Busupoeanue, coznacosanue 0oKymenma

3.10.1. Jlns omeHKH I1e1ecoo0pa3HOCTH JTIOKYMEHTa, €ro OOOCHOBAaHHOCTH U COOTBETCTBHS
JEeMCTBYIOLIEMY 3aKOHOJATEIbCTBY HMPOBOJUTCS corjacoBaHue J0KyMeHTa. CorjlacOBaHME MOYKET
MIPOBOJIUTHCS KAK BHYTPH YHUBEPCUTETA C MOAPA3/ICICHUSIMH U JOJDKHOCTHBIMHY JIMIIaMU (BHYTpEHHEE
COTJIACOBAHMUE), TAK | 3a €ro MpejesiaMu (BHEIITHEE COTIIAaCOBAHUE).

3.10.2. BHemrHee coriacoBaHue B 3aBHCHMOCTH OT COJCPKaHUS TOKYMEHTa IMPOU3BOIUTCS B
CHEAYIOUIENH 0YEPETHOCTH:

- C CTOPOHHMMH OpPraHU3alMsAMHU, KOTJIa OHHM BBICTYNAIOT 00S3aTelbHOW CTOPOHOW B
MIPaBOOTHOIIEHUSAX, BO3HHUKAIONIMX BCIEJACTBUE U3JaHUS JOKYMEHTa, WIM KOrJa CoOJep)KaHue
JOKYMEHTA 3aTparuBaeT UX HEMOCPEACTBEHHbBIE UHTEPECHI;

- C OOIIECTBEHHBIMH OpraHMU3alMsIMH - B CIydasgX HEOOXOJAMMOCTH WM B CIydasx,
MPEeyCMOTPEHHBIX MOJIOKEHUSIMHA 00 3TUX OpraHU3aIHsiIX;

- C OpraHaMmH, OCYIIECTBIISIOIIMMHU TOCYIapCTBEHHBIH HaJBEIOMCTBEHHBIH KOHTPOJb
(Ham30p) B ompeieIeHHOM 00IaCTH - SKOJOTUUECKHM, TTOXKAPHBIN U T.11.;

- C BBIIIECTOSIIIMMU OpraHU3alUs MU - B ClOydasX, Korja 3aKOHOJaTeIbCTBOM
MpelycCMaTpUBAETCsl BO3MOXKHOCTh COBEPUICHHS YIPABICHUYECKUX JEUCTBUN TOJBKO C pa3pelieHus
ATUX OpraHU3alMil.

3.10.3. I'pud cormacoBanmst cocrout u3 cioBa COI'JIACOBAHO, nmomkHocTH nwia, ¢
KOTOPBIM MPOBOJUTCS COTJIACOBAHHUE JOKYMEHTA, €ro MOANUCH, pacIu(ppoBKa MOANKCH U J1aTa.

I'pud cormacoBanusi pacroJiaraeTcs Ha JUIEBOW CTOPOHE JOKYMEHTa HHUKEe OTMETKH O
HAJIMYUU TPUIIOKEHUH, MOANNUCH U TIe4aTH U 0(OpMIISIETCS CIEAYIOIMINM 00pa3oM:

- P COTJIACOBAHUHU C JOJDKHOCTHBIM JIULIOM:

COI'JTACOBAHO

3aBeayrolias ynpasiieHueM oOpa3oBaHHus,
MOJIOZICKH U criopTa paiiona Tapakius
JIUYHASL NOONUCD A.lBanoBa
05.09.2016 .

- IIPH COTJIACOBAHUH JIPYTUM JOKYMEHTOM (IIMChMOM, TPOTOKOJIOM U Jp.):
COI''TACOBAHO
[TuceMo MuHKCTEpPCTBA MPOCBELICHUS
PecniyOnuku Monaosa
ot 12.05.2015 Ne 06-15/1945-P

3.10.4. Ecniu TOKyMEHT UMeeT JiBa rpu¢a coriacoBaHus, UX pa3MeIlatoT Ha OJTHOM YPOBHE, IIPH
00JIbIIIEM KOJIMYECTBE X PAa3MEIIAIOT ABYMS BEPTUKAIBHBIMU PsIJIaMH.

3.10.5. BHyTpeHHee coriacoBaHHe OCYIIECTBIISAETCS yTEM BU3MPOBAHUS MPOEKTA TOKyMEHTa
JOJDKHOCTHBIMU JIMLIAaMU YHUBEpcUTeTa. Buza Britouaer B ce0sl JIMYHYIO MOAIUCH, 0053aTENBHO ee
pacmudpoBKy, AaTy BUSUPOBAHUSA, MPH HEOOXOJAUMOCTH - JOJKHOCTh BU3UPYIOLETO, Hanpumep:
ITpopexrop no y4eOHOMH AeaTenbHOCTH Jluunas noonuce A.IletpoBa
21.11.2015 r.

3.10.6. IIpoekT JOKyMeHTa B YHUBEPCUTETE BU3UPYIOT:

» IlpopekTop yHUBEpCHTETA, KypUPYIOILUIl 1T0Ipa3IelIeHIe
» PykoBoauTens moapasaeieHus, B KOTOPOM TOATOTOBJIEH JOKYMEHT
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» PykoBoauTenu GUHAHCOBBIX MOAPA3ICICHHH, €CIIN 3TOr0 TPeOyeT colepKaHue JOKYMEHTa
» PykoBOAWTEINb IOPUIMUECKON CITY>KOBI, €CIM He00X01uMa MpaBoBast HKCIIEPTH3a JOKYMEHTA.
3.11.Ioonuce oonxcrnocmmuozo nuya.

3.11.1. PexBH3NT «IOAINCH» BKIOYAET B ce0f HaMMEHOBAHHE HOJDKHOCTH JIHIIA,
MOAMKCABIIETO JOKYMEHT , JIMYHYIO MTOANKCH U PACIIH(PPOBKY MOIMUCH (MHUIIUAIBI ¥ (PaMUITUIO),
Hanpumep:

[Tpopekrop no y4eOHOM NesITeTbHOCTH JUYHASL NOONUCD A.IletpoBa

3.11.2. Ecinu JOKHOCTHOE JIMIO, TOJIMHCH KOTOPOTO 3aroTOBJIEHA HA MPOEKTE JOKYMEHTa,
OTCYTCTBYET, TO JOKYMEHT IOJNKCBHIBAET JIMIIO, MCIIOJHSIOIIEE €ro O0O0s3aHHOCTH, WU €ro
3amecTtuTenb. [Ipu 5TOM 00s3aTeNbHO yKa3biBaeTcsl (pakTMdeckas NOJDKHOCTh W (aMHIUS JIMIA,
nojnucaniiero 1okymeHT. He pomyckaercst ctaBuTh npeaior "3a" WM MPOCTaBISATh KOCYIO YepTy
repe;l HAMMEHOBAHUEM JIOJDKHOCTH.

3.11.3. Ilpu moamucaHuM JTOKYMEHTAa HECKOJHKUMHU JIOJDKHOCTHBIMH JIUIIAMH WX TIOJITUCH
pacrnojiaraioT oAHy IoJ Ipyroi B MOCIE€0BATEIbHOCTH, COOTBETCTBYIOIIEH HepapXuu JOHKHOCTEH.

[Ipu moamucanuu MOKyMEHTa HECKOJIBKUMH JIMIIAMU PAaBHBIX JOJDKHOCTEH, WX TOJIIMUCH
pacroJjiaratoT Ha 0JIHOM YPOBHE.

3.11.4. B nmoxymeHTax, MOATOTOBICHHBIX KOMHCCHEH, YKa3bIBAIOTCS HE JOJHKHOCTH JIHII,
MOANUCABIINX JJOKYMEHT, a UX 005I3aHHOCTH B COCTaBE KOMUCCUH, HANpumep.

[Ipencenarens koMucCUU JIUYHASL NOONUCD B. lBanoB
UneHbl KOMHCCUU JIUYHASL NOONUCD A.CgeTtiioB
JIUYHASL NOONUCH O. ITerpoBa

3.11.5. Toamuce oTAensercs OT MPEObIAYIIEr0 peKBU3UTa 2-3-MsI MEXCTPOYHBIMHU
MHTEpBaJIaMU.

HanmeHnoBaHue MOJDKHOCTH MEUYATACTCs CTPOYHBIMH OyKBaMH, KpOME IMEPBOW MPOMUCHOH, OT
JIEBOTO TMOJIA JOKyMEHTa uepe3 | MeXCTpOUYHbI HMHTEpBaJl U BBIPAaBHUBAETCA IO JIEBOMY IIOJIO
JOKYMEHTa, pacmI(poBKa MOJMUCH BBIPAaBHUBACTCS MO IMpaBoMy Mojo. WHumumansl u damuius
reyaTarTcs ¢ mpoOesioM Ha YpOBHE NOCTEAHEN CTPOKM HAUMEHOBAHHUS JTOJIKHOCTH.

3.12.0mmemxka 06 ucnonnumene

3.12.1. OtmeTka 00 UCTIOJIHUTENIE TIPOCTABJISETCS OT JICBOTO TMOJISl B HIDKHEHW 4acTH JIMIIEBOU
Wi 000POTHON CTOPOHBI MOCIEAHETO JIUCTA MOUIMHHUKA JTOKYMEHTa U BKJIOYaeT (haMuIuio, uMs 1
HOMep TenedoHa HCIONMHUTENS 0e3 MOMONMHHUTEIbHBIX MOMETOK «HCH.» WM «Ted.». JlomyckaeTcs

ucrnoabs3oBanue mpudta Ne 10-11. Hanpumep:
Cepreit VIBanoB

36-12-36

3.12.2. JlanHbIN peKBU3UT MO3BOJISIET OPTaHU3ALIUN, KOTOPOU aJipecyeTcsl JOKYMEHT, B cliydae
HE0OX0IMMOCTH OBICTPO CBA3ATHCA C HYKHBIM UCIOJHUTENIEM, KOTOPBIHA XOPOIIIO 3HAET BONPOC U
MO>KET IPEIOCTABUTH BCIO MHTEPECYIOUTYIOCS HUH(POPMAIHIO

3.13.0cobennocmu oghopmnenus 0OKyMeHmMO8 ¢ HOMOULbIO CPEOCHIE GbIYUCIUM ESIbHOU MEeXHUKU

3.13.1. TekcT mOKyMeHTa mevyaTaeTcs Ha MepcoHaAIbHOM KoMibloTepe mpudrom Times New
Roman Ne 12, 14 u BbIpaBHUBaeTCs MO JIEBOMY M IpaBOMY IOJIO, pa3Mep MOJeil JOKYMEHTOB,
0(pOpMIISIEMBIX B YHUBEPCUTETE, CIEAYIOIIHI:

neBoe - 25 MM, mpasoe - 10 MM, BepxHee U HUXKHee -20 MM.

3.13.2. TekcThl TOKyMEHTOB TIe4aTaroTcs yepes 1,5 MexxcTpouHsix HHTepBana. HoBblii ab3alg
revyaTaercs, OTCTYIUB 5 MEeYaTHBIX 3HAKOB OT JIEBOTO IMOJIA.

IIpn odopMieHnr MHOTOCTPAHUYHBIX JAOKYMEHTOB BTOpas W TOCJIEAYIOIIHE CTPAHUIIBI
HyMmepyroTcs. Homepa cTpaHHUIl MPOCTaBISIOTCS apaOCKUMU nudpamMu MocCepeMHe BEPXHETo MOJis
JTOKyMeHTa 06e3 KakuX-Tu00 JOMOJHUTENbHBIX 3HAKOB B HUHTepBasie 10 MM OT BEpXHEro MOJs JIMCTA.

OtnenbHble BUABI BHYTPEHHUX JIOKYMEHTOB (3asBIEHHE, OOBSICHUTENbHAS 3alucKa)
JOTYCKAeTCsl MHUCATh OT PYKH.

3.13.3. PexBu3UTHI OKyMEHTa (KpOME TEKCTa), COCTOSAIINE U3 HECKOIBKUX CTPOK, TIEYaTaI0TCs
yepe3 | MexxcTpouHbI MHTepBasl. MakcuManbHas UIMHA CTPOKHM MHOTOCTPOYHBIX PEKBU3UTOB —28
nevyaTHbIX 3HAKOB. COCTaBHBIE YAaCTH PEKBU3UTOB «Anpecary», «['pud yTBep:KIeHHs JOKYMEHTay,
«OT™MeTKa 0 Hamuuuu NpuinokeHus», «['pud cormacoBanus» oraenstorcs apyr ot napyra 1,5-2
MEXCTPOYHBIMH HHTEPBAIAMHU.
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TekcT oTaensercs oT 3arojIoBKa 2 MEKCTPOUHBIMU UHTEpBaIaMU

3.13.4. HaumenoBanue Buna aokymenta: [IPUKA3, CIIYKEBHAS 3AIIMCKA u 1.1 -
revaTaeTcsi MPOMUCHBIMU OyYKBaMU (HE IOIYCKAeTCs IeYaTaTh BPa3psAKy), BBIACISACTCS MOTYKHUPHBIM
mpudToM. Hanmenosanue Buga nokymenta A KT meuaraercs Bpaspsiaky.

3.13.5. 3arosoBOK K TEKCTy IleUaTaeTcsi CTPOUYHBIMU OYKBaMH, KpOME MIEPBOM MPOMUCHOM, 63
KaBbIUEK, HE IOJUEPKUBAIOT W B KOHIIE HE MPOCTABIISIOT TOUKY.

3.13.6. Pexomenmyercsi coONMIONATh CIEAYIOUIMA OTCTYI OT JIEBOM I'PAaHHIIBI TEKCTOBOTO TOJIS
(B MeYaTHBIX 3HAKaX) MPH 0POPMIICHIH PEKBU3UTOB JJOKYMEHTOB:

0 — 3aroJloBOK K TEKCTY, TEKCT (Kpome a03aleB), OTMETKa O HAIWYUH TPHIIOKEHUS,
HAaMEHOBAHHE JIOJDKHOCTH B PEKBH3HUTAX IIOIHCH» U «TPHU(Q COTJIaCOBAaHUS», OTMETKA O 3aBEPEHUH
KOIUH (3aBEepUTENIbHAS HAIIUCh Beprno, HAMMEHOBAaHUE JIOJDKHOCTH JIMIIA, 3aBEPSIOUIETO JOKYMEHT,
JaTta 3aBEpPEeHHs), OTMETKa 00 HCIIOJHHUTENE, BTOPOW Tpu( YTBEPXKACHHUS, a TaKKe CIIOBa
[MPUKA3BIBALIO, CIIYIIAJIU, BBICTYIINUJIN, PELLINJIN, [TPEJJJIATATO;

5 — HayaJso ab3aleB B TEKCTE, B TOM YUCJIE HyMEPOBAHHbIX.

ITpu 3TOM mOMKHA COOMIOAATHCS IPAHHIIA IPABOTO OIS IOKYMEHTA.

3.13.7.1lommuce  oTnmenseTcs OT TPEABLAYIIETO pPEKBH3WTAa 2-3-MsSI  MEKCTPOUYHBIMH
WHTepBaTaMu.  HanMeHOBaHME OJDKHOCTH TI€4aTaeTcss CTPOYHBIMHU OyKBaMH, KpOMe IepBOi
MPONHMCHOM, OT JIEBOTO TOJS JNOKYMEHTa 4depe3 | MeXKCTPOYHBI MHTepBal W BBIPABHUBAETCS TIO
JIEBOMY IIOJIIO IOKYMEHTA.

IV.OCOBEHHOCTH NOAI'OTOBKH 1 O®OPMJIEHUA OTAEJBbHbIX BU/10B
JOKYMEHTOB

4.1. Ocobennocmu no0zomosKku u oghopmienus 00KymMeHmoe.

4.1.1. llpuka3spl- JJOKAJTBHBIA aKT, H3/1aBaCMbIH JIJIS PEIICHUS OCHOBHBIX U OTICPATUBHBIX
3a/1a4, CTOSIIIMX Mepe]] YHUBEPCUTETOM U OTHOCUTCS K PaclopsAUTENbHBIM JoKyMeHTaM. [Ipuka3sel
(GUKCHPYIOT pELIeHUs PYKOBOJCTBA YHHUBEPCUTETAa, UMEIOIIME HOPMATHBHBIA XapakTep, a TaKkke
pelIeHns, OTHOCSIINECS K ONEpaTUBHBIM, YU€OHBIM, KaJpOBBIM U JAPYTrUM BOMNpPOCaM BHYTpEHHEH
paboTel yHuBepcuTeTa. [IpHKa3bl MOANUCHIBAET PEKTOP YHUBEPCUTETA, a B CIy4ae €ro OTCYTCTBUS —
JOJI’KHOCTHOE JIUIIO, UCTIOHSIIOIIEE €ro 00s3aHHOCTH.

PacnopsiskeHus1 - pacnopsiAMTENbHBIA JTOKYMEHT, HW3JaBAa€Mblil MPEUMYIIECTBEHHO IO
OTEpaTUBHBIM  BOMpPOCAM  [OBCEIHEBHON  y4eOHOM, MPOU3BOJACTBEHHO-XO3SIMICTBEHHON U
aJMUHHUCTPATUBHON JeATeldbHOCTU. PacmopsbkeHuss H3Jal0T  HPOPEKTOPhl U PYKOBOJIUTENH
CTPYKTYPHBIX TMOJpa3/eieHH: HauyalbHUKU OTAEIOB, 3aBeAylolnue kadeapamu B MpeAenax ux
KOMITETEHITHH.

4.1.2. TIpoexTsl MpUKa30B (PaCHOPSHKEHUM ), TTOAMUCHIBAEMBIX PYKOBOJICTBOM YHHUBEPCUTETA,
pa3pabaThIBalOTCS CTPYKTYPHBIMHU MOJpa3AeiICHUSIMU YHHBEPCUTETa IO MOPYYEHHUIO PEKTopa,
MIPOPEKTOPOB YHUBEPCUTETA WJIK B COOTBETCTBUH C (DYHKIUSAMU, IPETYCMOTPEHHBIMH MOJIOKEHUSIMHI
O CTPYKTYPHBIX MOAPA3/ICIICHUSX.

ObecrieyeHrie  TPaBWIBHOCTH  O(QOpPMIIEHHS  TMPUKA30B  (pAaCHOpSDKCHMIA)  SBISETCA
0053aHHOCTBIO CEKpeTapuara.

4.1.3.1lpuka3zpl TOJPa3AETSAIOTCS HA MPHUKA3bl IO OCHOBHOM AESATEILHOCTU U MO JUYHOMY
COCTaBy, HyMEpYIOTCA MOPSAKOBOM HyMmepalueld B mpelenax KajleHaapHoro rona. llpukasel mo
OCHOBHOU JEATENbHOCTH, 0 JIMYHOMY COCTaBy PaOOTHHKOB, MO JHYHOMY COCTaBY CTYIEHTOB U
pacriopsHKEHHs] HyMEpPYIOTCS OTJIENBHO.

4.1.4. Tlpuka3sbl, pacOpsHDKEHUS , YKa3aHUS COJIEPKAT CIEAYIONTUE PEKBU3UTHI:
Haumenosanue ynusepcumema
Haumenosanue ooxymenma

Jlama npukaza

Pecucmpayuonnsiii Homep

Tecm

Iloonucw

Buswl coenacosanus.

JlaToii mpukasa, pacopsuKeHUS, YKa3aHUs SBISETCS JaTa ero MO MTUCAHHUS.

VVVVVYYY
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3acon060k K mexcmy, KOTOPBIM JOJKEH KpPaTKO M TOYHO OTpaXkaTb COJAEpkKaHUE TEKCTa
npukasa. PacnopsbkeHMs ¥ yKka3aHUs 3ar0JIOBKOB MOTYT HE UMETb.

Texcm npukasza (pacropspKeHUs, YKa3aHus), KOTOPbIH, Kak IPaBUIO, COCTOUT M3 2-X YacTei:
KOHCTATUPYIOLIEH U paCIOPsAIUTEIbHOM.

Koncmamupytowas uacms COnepX UT KpaTKoe U3I0KEHUE Leel U 3a7a4, (JaKToB, COOBITHIA,
MOCTYKUBIIIUX OCHOBAHUEM I W3/JaHMS MPUKA3a, U MOXKET HAYMHATHCA CJIOBAMHU «B IIEJISIX», «B
COOTBETCTBUUY, «BO UCIOJHEHHUE», «COTJIACHO (vemy?)» u T.A. Eciau npuka3 uzaercs Ha OCHOBaHUU
JPYroro AOKyMEHTa, B KOHCTaTHPYIOIIEH YacTH yKa3bIBA€TCs HAMMEHOBAHUE 3TOTO JIOKYMEHTA, €ro
JiaTa, HOMEP U 3aroJoBOK .

Pacnopsaoumenvuas uwacme mnpukasa HauuHaercs cinoBoM [IPUKA3BIBAIO (ykaszanus,
pactiopsbkenust - cioBamu [IPEJIJTIATAIO, OBA3BIBAIO, IMTPOITY, PA3PENIAIO), koTopbie
[1€4YaTalTCsA IPONUCHBIMU OyKBaMU Ha OTAEIbHOU CTPOKE OT JIEBOTO MOJIS, BBIIEISIOTCS Oy KUPHBIM
mpu@ToM, OTAENSAIOTCA OT MNPEAIIECTBYIOUIETO M IOCIEAYIOIIEr0 TEKCTa 2-Ms MEXCTPOYHBIMU
uHTepBasiaMu. [locie 3Tux cI0B cTaBUTCS ABOETOUHE.

PacniopsinutenbHast 4aCTh COJAEPKUT MEpeUHCICHUE NPEANUCHIBAEMBIX AEUCTBUN C yKa3aHUEM
WCTIOJIHUTEINS KaXJO0r0 JIEUCTBUS U CPOKOB MCHOJHEHUS. [IyHKT, BKIIFOYAIOIWN ONIMCAHUE IEUCTBUA,
Ha4yMHAeTCd ¢ IJarojla B HeompexaeneHHoW ¢(opme. Ecnu 3amanue mpeamonaraeT KOHKPETHOTO
WCIIOJIHUTEISI, COOTBETCTBYIOUIUI MMYHKT HAUMHAETCS C YKa3aHUA JOJDKHOCTH, (PaMUIIUU U MHUITHAJIOB
3TOTO UCTIOJIHUTENS (MHUIMAIIBI IPOCTABIISIOTCS MOociae paMUINN) B JaTEIbHOM MaJIexKe.

B nmocnenHemM mnyHKTE pacnopsiAMTENbHOW 4YacTH YKa3bIBAaeTCs JIOJKHOCTb, (haMums,
MHULMANIbBl JIOJDKHOCTHOTO JIMIAa, HA KOTOPOTO BO3JIaraeTcs KOHTPOJIb 332 HCIOJHEHHEM IpHKa3a,
Hanpumep:

7. KoHTpOJb 32 NCIIOJTHEHUEM TPUKa3a BO3JIOKHUTh HA MIPOPEKTOPA MO Y4EOHOU NesITEeNbHOCTH
A.Iletposy.

Ecnu nmpuka3 usmeHsieT, JOMOJHAET UM OTMEHSET paHee U3JaHHbIH JTOKYMEHT WJIN KaKue-TO
€ro MOJIOXKEHUS, TO OJUH W3 IYHKTOB PACHOPSAUTENBHOW YacTH JOJDKEH COJEP)KATh CCBUIKY Ha
OTMEHSEMbIN IOKYMEHT (MJIM €To MYHKT) C YKa3aHHEM €ro JaThl, HOMepa, 3aroyioBka. TeKCT MyHKTa
JIOJKEH HAYMHATBCS CII0BaMMU:

» B clly4ae U3MEHEHHsI KaKoTro-JIM00 MyHKTa - «B momosHeHne K ... »,
» B cClydae OTMEHBI Kakoro-mr0o myHKTa «[IpU3HATH yTPaTUBIIMM CHILY ...)».

4.1.5. Ecnn npuka3 BBOJIUT B JIEWCTBHE KaKHe-TMOO TOKYMEHTHI (MHCTPYKIIUMH, TpaduKH,
MIpaBUJIa, TIOJIOKEHUS ), TO OHU O(POPMIIAIOTCS B BUJIE MPUIIOKEHUS K OCHOBHOMY JIOKYMEHTY

4.1.6. [lopsanok NOArOTOBKU U O(POPMIIEHUS PACTIOPAIUTENBHBIX JOKYMEHTOB, U3/1aBa€MbIX Ha
MPUHLHUINAX KOJUIETMAJIBHOCTU: PEUICHUM, MOCTAaHOBJIICHUM aHAJIOTMYEeH MOPSAKY MOJATOTOBKH H
o(pOpMIICHUS TPUKA30B, PACTIOPSIKEHUI.

B »stom cnyuae nammenoBanue Buja nokymenta — [IOCTAHOBJIEHUE, PEHIEHUE;
pacniopsiautenbHas yactb HauumHaercs ciaoBamu PEIIJI, IIOCTAHOBJIAET u u3noxxkeHue Tekcrta
BEJIETCA OT TPETHETO JINLA €AUHCTBEHHOIO YUCIIa.

4.2 Ilonosicenue, npasuna, UHCMPYKYUs
4.2.1. TlonoxeHue, NpaBUia, HWHCTPYKIUU OTHOCIATCI K OPraHU3alMOHHO-IIPABOBBIM
JOKYMEHTaM ¥ UMEIOT CIeAYIOIINe 0COOEHHOCTHU:

»  noJodiceHue- TOKAIbHBIN aKT, YCTAaHABIMBAIOIIHMI CUCTEMHO CBSI3aHHBIC MEX Ty COOOM MpaBuiia
PErIaMEeHTUPYIOLIEr0 XapaKTepa IO OTIEIbHBIM BOIPOCaM JIEATEIbHOCTH YHHUBEPCHUTETA,
MOApa3JeIeHU, AOKHOCTHBIX JIUI], pAOOTHUKOB U CTYACHTOB. YCTaHABIUBAET CHUCTEMHO
CBsI3aHHBIE MEXKy cO00il MmpaBuIIa Mo BOMpocaM, OTHECEHHBIM K KOMIIETEHIIUN YHUBEPCUTETA;

» npasuia — TNOKAJbHBI aKT, YCTaHABJIMBAIOUIUN TpeOOBaHWS W HOPMBI OCYIICCTBICHHS
OTpeeNEHHBIX BUIOB JESITENLHOCTH, 00s3aTebHbIC I TPUMEHEHHUS.

» uHCcmpyKkyus - JOKaJbHBINA aKT, H3/1aBa€MbIi B LIENIAX YCTAHOBJICHUS MIPABUII, PETYITHPYIOIITHX
OpraHu3aIlMOHHbIe, ((MHAHCOBBIC M WHBIE CHEIUALHBIC TPOHBI IEATEIHHOCTH YHUBEPCUTETA,
UX MOJpa3/IeleHUH, T0HKHOCTHBIX L.

[lepeunciieHHbIE JOKYMEHTBl OTHOCSTCS K JOKYMEHTaM JUIUTEIbHOTO MOJIb30BaHUS U
MIPUMEHSIFOTCS JI0 TeX MOP, NMoKa He OyAyT YTBEPKACHBI HOBBIE, 3aMEHSIOMINE UX TOKYMEHTHI.
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4.2.2. Jlonxcnocmuas uHcmpykyusi — 3T0 JOKYMEHT, YCTaHABIUBAIOIIUN MOPSAIOK BHIIOTHEHUS
paboT ©  perIaMEeHTUPYIOIIMA  JOJDKHOCTHBIE — OOSI3aHHOCTH,  OTBETCTBEHHOCTh,  IIPaBa,
B3aMMOOTHOIIEHUS (CBSI3H 110 JOJDKHOCTH) COTPYJIHUKA YHUBEPCHTETA.

4.2.3. TlonoxxeHue, mpaBuiia, HHCTPYKIUS UMEIOT CIICIYIONNE PEKBU3ZHUTHI:

»  Haumenosanue euoa doxymenma — IIOJIOXKEHUE, [TPABUJIA, UHCTPYKI U,
JOJDKHOCTHASI MHCTPYKLMS, koTopoe medaraeTcs NPOMHMCHBIMUA OyKBaMH, BBLACISIECTCS
MOJIY’)KAUPHBIM MIPUPTOM M LEHTPUPYETCS B OTHOCHTEIBHO IOJICH WM CaMOW JUTMHHOW CTPOKH
YIII0BOTO IITAMIIA.

= Jlamy, pecucmpayuonHulii HOMep

*  3a201080K K meKkcmy.

= Texcm, KOTOPBIA U3JIAraeTCs OT TPETHETO JIUIA €TMHCTBEHHOTO MITM MHOKECTBEHHOTO
YHcia, B HEM UCIOJIB3YIOTCS CIIOBA: Q0/IMCEH, cledyem, HeoOX00UMo, 3anpewaemcs, He 0ONYCKaemcs.
TekcT MOXeT AEeNUThCS Ha pas3/ieibl, MyHKTHl W TOJIYHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKUMU
udpamu. Pazaensl qOHKHBI IMETh Ha3BaHMS.

Hanpumep, TeKCT NOTKHOCTHOW MHCTPYKIIMU  JIOJDKEH COJIEPKATD CIEIYIOIINE Pa3/IeIbl:

1. OOmue nmonoxKeHus

2. DyHKIUU U JOJDKHOCTHBIE 00sI3aHHOCTH
3. IlpaBa

4. OTBETCTBEHHOCTh

3aroJIoBKH pa3zeiioB IMeYaTaroT MPOMUCHBIMUA OYKBaMH, IICHTPUPYIOT OTHOCHTEIHHO TIOJICH 1
TOYKY B KOHIIE UX HE CTaBAT. PaccTosiHUE MEX/Ty 3ar0JIOBKOM pasfielia M IMOCIEAYIOIUM TEKCTOM — 2
MEXCTPOYHBIX HHTEPBAJIA.

»  [pugh ymeeprcoeHus — TOJOKEHUS, IPABIIIA, THCTPYKIINH, U31aBaeMbIe B YHUBEPCUTETE,
yTBepKaaeTcsi pekropoM nian CeHaTOM YHHUBEPCUTETA.

»  [loonucoy pPyKOBOIMTENS CTPYKTYPHOTO ITO/Ipa3/ICICHHUS, TIPaBa WM QYHKIIMA KOTOPOTO
periaMeHTHpPYeT JOKYMEHT.

JlomKHOCTHAS MHCTPYKIMSI, TOMUMO MEPEYUCICHHBIX PEKBU3UTOB, COJEPIKUT TAKKE:

Cnosa «C MHCTpYKILMEH O3HAKOMJIEH», KOTOPbIE MEYaTaroTcsl OT JIEBOTO IMOJII CTPOUYHBIMU
OykBaMH, KpoMe MEepPBOil MPOMKUCHO, HUXKE MOIMUCH PYKOBOJIUTENS CTPYKTYPHOTO MOpa3/IeiIeHHUS.

Iloonucwe cotpyaauka, Kotopas ohopmisercs nocie ciioB «C HHCTPYKIMEH 03HAKOMIICH.

[Ipu opopmiennn noamnuceil Ha JOKYMEHTE YKa3bIBA€TCS HAMMEHOBAHHE JIOJDKHOCTH, JTHUYHAsS
MOJIUCH U pacmrudpoBKa noanucu (MHUIIAATBI, (haMUIIHS).

4.3.IIpomoxon

4.3.1. [IpoTOKOJ — TOKYyMEHT, B KOTOPOM (PUKCUPYETCS X0 00CYKACHHS BOIIPOCOB U MPUHSATHUS
pelIeHnid Ha COOpaHuUsX, COBEHIAHUIX, KOHPEPEHIUAX, 3aCeJaHHIX KOJUIErHallbHbIX OPTaHoB.

4.3.2. IIpOoTOKOJI UMEET CIEAYIOMNE PEKBU3HTHI:

Haumenosanue ynusepcumema;

Haumenosanue euoa ooxkymenma - IIPOTOKOJI, koTopoe mneyaTaeTcsi MPOMUCHBIMHU
OyKBaMH, BBIICISETCS MOMYKUPHBIM MIPUGTOM U BEIPABHUBAETCS IO LICHTPY.

Jama u Homep npomokona - Te4aTaeTcs  4Yepe3 2 MEXKCTPOUYHBIX MHTEpBaja Mocie
npensiaymero pexksusuta. lata odopmisiercs cnoBecHO-uu(ppoBeIM criocoboM. JlaTtoil mpoTokosa
SBJIIETCS JaTa MpoBeaeHUs 3acenanus (cosemianus). [IpoTokon HymepyeTcs mopsiAKOBBIM HOMEPOM B
npeenax KajieHIapHoro roja.

Mecmo npogedenusi — yKa3blBaeTcsi B TOM Ciy4ae, €Clid 3ace/laHue (COBEIIaHNE) MPOBOIUTCS
He Ha oOblyHOM MecTe. IledaTaeTcsi CHMMETPUYHO OTHOCHTENBHO TMOJEeH THOO B OJHON CTpPOKE C
PEKBU3UTAMH .

Buo 3aceoanus, cosewjanus - oTaenseTcs OT MPEIbIIYIIETO PEKBU3UTA 2-MsI MEKCTPOUYHBIMU
WHTEpBaJlaMu, TieyaTaeTcs uepe3 1 MHTepBai v BEIpABHUBAETCS IO LIEHTPY.

Texcm POTOKOJIA COCTOUT U3 ABYX YaCTEi: BBOJHON M OCHOBHOM.

BBojHas 9acTh COEPIKUT PEKBU3UTHI:

IIpeocedamenw -
Cexpemapb -
Ilpucymemeosanu:
Ilosecmka OHs:
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B pexBusutax [lpeocedamenv- u Cekpemapv- yKa3blBaeTcs (paMuins, WHHIIMAIBI
IIpe/ICEAATENbCTBYIOIIEr0 Ha 3aCEJaHUH UJIM COBELIAaHUU U CEKpeTapsl.

B pexsusute llpucymcmeosanu: MpuBOANTCS CIUCOK IPUCYTCTBOBABIINX: BHaYasle (hamMuius,
3aTeM MHUIMAIBI — WK TI€YaTaloTCsl CIIOBA «CIIHUCOK MPHIIATaeTCs», a CIIUCOK MeYaTaeTcs B CTOJIOeI B
asi(haBUTHOM HOPSI/IKE U MPUIIATAETCsl K IIPOTOKOIY.

B pexBusute [logecmia Ons : KaxIaplii BONPOC MMOBECTKH JHS HyMepyeTcs apaOCKoi mudpoii ¢
TOYKOM; Tocie ciioBa «Jlokmamy yka3piBacTCsi HAUMEHOBAHUE JTOJDKHOCTH, (DaMuIIvs, MHUITHAIBI (B
POIMTENBHOM NaJIEXKe) LA, YUTAIOLIEr0 OCHOBHOM JIOKJIa/l IO BOIIPOCY.

[TopsinkoBbIil HOMEp BoIpoca U cloBo «/{oknan» neyararores ¢ ad3aua.

TexkcT OCHOBHOM 4YacTH HPOTOKOJA COCTOMT M3 pa3lesioB, COOTBETCTBYIOLIMX ITyHKTaM
MOBECTKM JHS. XOJ PAcCMOTPEHHS KaXAOTO BOIPOCAa  TOBECTKH 3alMCHIBACTCS B
nocnenosarensHoctu: CIIVIIAJIN, BBICTYIIUIIN, IOCTAHOBWJIN (PELLMJIN), npuueM 31u
CJIOBA NI€YATAIOTCS MPOMUCHBIMU OYKBaMH OT JIEBOT'O IOJISl ¥ MIOCJI€ HUX CTaBUTCS JBOETOUHE.

CopepxaHue JOKJIAJ0B U KPATKOE U3JI0KEHHE BBICTYIUIEHUN TIOMEIIAeTcs B TEKCTE MPOTOKOJIA
WIM TIpUJIaraeTcs K HeMy, B MOCJIEJHEM CIydae B TEKCTe Jeiaercs NoMeTKa «TeKCT BBICTYIICHUS
MIpUJIaraeTcsn.

[TocranoBnenue (pemieHue) rmnevyataeTcss MnoiaHocThio. ConaepkaHue o0coO00ro MHEHUS,
BBICKA3aHHOTO BO BpeMs 00CYXEHMsI, 3alIUChIBAETCS B TEKCTE MPOTOKOJIA MOCIE COOTBETCTBYIOLIETO
MTOCTAHOBJICHUS (pEIIeHus).

[TpoTokos MokeT GUKCHPOBATH pelieHrne 00 YTBEPKICHUH KAaKOTO-TM00 JOKyMeHTa. B aTom
cllydae B TEKCTE€ MPOTOKOJA JOJKHA COJIEP’KAThCS CChIJIKA HAa 3TOT JOKYMEHT, a caM JOKYMEHT
Mpuiaraercs K mpoToKOJy.

= [loonuce — niedaTtaetcs yepe3 2-3 MEeKCTPOUYHbIX HHTEPBaJia MOCje MPeAbIAYIIEro peKBU3UTA.

[IpoTrokon mnoamMchIBaeTCs MpeAceaaTeIbCTBYIOIIMM Ha 3acelaHuu M cekperapem. llpu
opopmiieHHH TOANMUCH YKasbiBaeTcsi cioBo llpencenatens (Cekperapb), HMpOCTaBISAETCS JIHYHAS
MOJIMHUCH U pacmupoBKa moanucy (MHUIKMABI, (DaMUITUs ¢ TTPOOETIOM).

4.3.3. Konmuu mpOTOKOJIOB/BBIMMCKK W3 MPOTOKOJIOB 3aBEPSIOTCS IEYAThIO U PACCHUIAIOTCS
3aMHTEPECOBAHHBIM CTPYKTYPHBIM HOJIpa3ACICHUEM U JOHKHOCTHBIM JIMIIAM.
4.4.Cnysceonoe nucomo

441, CnyxeOHoe NMHUCbMO - 3TO JOKYMEHT, TOCPEJICTBOM KOTOPOTO OCYIIECTBIISETCS
nH(OPMALMOHHBIH 0OMEH MEXTy OpraHU3alUsIMU U JOKHOCTHBIMU JIMLIAMU.

[lo conepxaHui0o M Ha3HAUEHUIO MHUCHMA HOJIPa3ACNSAIOTC Ha HMHCTPYKTUBHBIE
(IMpeKTUBHBIE), TapaHTUiiHbIe, WH(GOPMAIMOHHbBIE, pEKJIaMHble, MUChMa-3alpOChl, MHCbMa-
W3BEILCHUS, TUChMa-TIPUTIIAIICHUS], TUChbMa-OTBETHI U T.JI.

4.4.2. PekBu3uTaMu NUCbMa ABJISIOTCSA:

Haumenosanue ynusepcumema

Cnpasounvie danmnvie 00 yHugepcumeme, oama

Pecucmpayuonusiii Homep, ccviika Ha UHOEKC U 0amy NOCMYNUBULE20 NUCLMA
3azonosox k mexcmy

Aopecam

Texcm

Ommemxa 0 HAIUYUY NPUTOHCEHUS

Tloonucw

Ommemxa 06 ucnonnumere

OOpamatbes K agpecaTy cleAyeT M0 UMEHH-OTYECTBY WM N0 (PaMHIIUU C MPEAIIECTBYIONTIM
CIIOBOM TOCIMOJWH (MM COKpAIICHHBIM T-H). B mucbMax, aJpecOBaHHBIX BBICIINM JOKHOCTHBIM
JTUIIaM OpPraHOB BIIACTH, JEMyTaTaM, Mpe3uAeHTaM WJH MpeacenaTeNsM oOIIecTB, KOMMaHui, Gupm
MPUHATO oOpallleHue ¢ yKa3aHueM JAO0HKHOCTH 0e3 haMuminu, Hanpumep:

YBakaeMbli TOCTIOJUH MUHUCTD!

VVVVVVVVY

VYBaxaewmsiii Cepreii ViBanosnu!

VBaxaemslii r-H UBaHOB!
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OO0parnieHue IEHTPUPYETCs B IIpeieliaxX MoJIeH U B KOHIIE €r0 CTABUTCS BOCKIUIIATEIBHBINA 3HAK.

Bo Bcrymenun Gopmynupyercs TeMa MUChMa, OOBSCHSIONIAS MPUYMHY €ro HaIMCaHUA.
OcHOBHOE COJIep)KaHHE COCTABJISIFOT ONMMCAHUE COOBITHS WM CUTYAIlMH, UX aHAJIU3 U MPUBOJIUMBIC
JI0Ka3aTesIbCTBa. 3aKII0YCHUE MPEACTABISET COOOM BBIBOJIBI B BUJIE MPEUIOKEHUN, MHEHUM, TPOCKHO,
OTKa30B, TPEOOBAaHUH, HATIOMUHAHWA U HAYMHACTCS CIIOBAMHU:

- npocum (MTUCEMO-TIPOCH0a WM 3a1poc),

- svicvliaem, Hanpasisnem, npedcmasisiem (COPOBOAUTEIBHOE MTUCHMO),

- coobwaem (MHGOPMATMOHHOE TTCHMO).

3aKIrounTeNbHAS YacTh THChMa MOXKET 3aKaHUMBATHCA (DOPMYIIONH BEKIMBOCTH, KOTOpAs
revaraercs ¢ ab3ara u 3aBepIIaeTcs 3arsTou.

[loanuck MOJDKHOCTHOTO JIMIIA OTHEISIETCS OT TEKCTa MHUCbMa 2-MS MEXCTPOUYHBIMHU
WHTEpBaJIaMU.

4.4.3. ]JlenoBble NHCHMa TOIIMUCHIBAIOTCS PEKTOPOM YHUBEPCUTETA, MPOPEKTOPAMH B
COOTBETCTBHUU C UX KOMIIeTeHIIMeNH. BHOCUTH kKakue-mn0o MCcIpaBiieHus], 100aBICHUS B MOITMCAHHBIC
MHUChMa HE pa3peniaeTcs.
4.5.Axkm

451, AKT - JOKYMEHT, COCTaBJICHHBIH HECKOJbKHUMH JIMIIAMH U TIOJATBEPKIAIOIINN
YCTaHOBJICHHBIE (DAKThl WM COOBITHA. AKTHI COCTAaBISIIOTCS KOJUJIETMAbHO (HE MEHee JBYX
COCTaBUTEJIEH) M MMEET CIIEAYIOIHNE PEKBUZHTHI:

Haumenosanue euoa ooxymenma — A K T, koTopoe meuaraercss NpoNMUCHBIMU OyKBaMU
BPa3psIIKy M BBIICISIETCS TIOTY>KUPHBIM MIPUPTOM.

Jlamy u Homep — TaTOM aKTa SIBJIAETCS JaTa €ro COCTABJICHUS.

I'pugh ymeeporcoenus

3azonoeok k mexcmy

Texcm - cocTOUT U3 ABYX 4yacTeld. B BBoAHOM yacTu nocine ciaoBa «OCHOBAHHE» YKa3bIBACTCA
pactopsANTENbHBIN TOKYMEHT, HA OCHOBAaHHUU KOTOPOTO aKTUPYETCsl COOBITHE, ero faTa u Homep. [1pu
TIEPEYHCIICHUH JIUII, YIaCTBOBABIIINX B COCTABJICHUHU aKTa, YKa3bIBAIOTCS MX JIOJDKHOCTH C YKa3aHUEM
opraHu3aruu, GaMuIny ¥ HHAIHAIB! (B MMEHUTEIPHOM ITaJIeXKe).

daMUTUN YWICHOB KOMUCCHH PACIIOJIaraloTcs B alipaBUTHOM TOPSIIKE.

Texkcr akTa 3aKaHUMBACTCS CBEACHUSMU O KOJMYECTBE OK3EMIUIAPOB aKTa H HUX
MECTOHAXO0XKICHUH, TTPUBOASIIUMHUCS TIoctie cioBa CocTaBjieH, KOTOPOE Ievaraercs ¢ ad3ara.

Hanpumep:

AKT cocTaBJIeH B 3-X 3K3eMIUIsIpax:

1-# sx3emIuIAp - Oyxranrepus,

2-1 5K3eMILTAP - TUIaHOBO-(UHAHCOBOE YIIPaBJICHUE,

3-i1 ax3eMIuIsAp - mpopekTop mo AXY.

Iloonucey mpencenarens U YICHOB KOMHCCHH.

4.6.Cnyscednasn, 0oknaounasn, 00vACHUmMENbHAA 3ANUCKU, CHPAGKA

4.6.1. Cnyycedonaa 3anucka - NOKYMEHT, aJpECOBaHHBIM B CTPYKTYPHOE MOApa3JeIeHUe
PYKOBOJIUTENIEM APYroro Mojapa3feieHusi, CoAep Kalluil U3JI0)KeHHE KaKOT0-1100 BOMPOCa, BHIBOJIBI,
MIPEIIOKEHUS, 3aIPOCHI.

/Jloknaonan 3anucka — JOKYMEHT, aJIp€COBAHHBII PYKOBOIUTENIO JITAHHOTO WIU
BBIIIECTOSIIETO CTPYKTYPHOTO MOJpa3/IeieHUs] U HHPOPMUPYIOIIHI €ro O CIOXKUBIICHCS CUTyalluH,
HMMEBIIIEM MECTO SIBJICHHH WM (DaKTe, O BHITIOJHEHHON paboTe | T.1I.

Obvacnumenvhan 3anucka - JOKYMEHT, MOSCHSIOMIMI COAEpKaHUE OTAEIbHBIX MOJIOKEHUN
OCHOBHOTO JOKYMEHTa (IJlaHa, OTYeTa, MPOeKTa U T.J.) UIH OOBICHSIOMINI MPUYHHBI KaKOT0-In00
coObITHS, (paKTa, MOCTYIIKA.

VYkazaHHble JOKYMEHTBI OTHOCATCS K MH()OPMAIMOHHBIM C BOCHPOHM3BEIECHHEM KPAaTKOTO
HAaUMEHOBAHUSl  CTPYKTYpHOTO  MOJApA3JEICHUS-aBTOpa, HAWUMEHOBAHMS BHUAA  JOKYMEHTa
(CIIY’KEBHAA 3AIIMCKA), natel cocTaBleHUsI U HOMeEpa, ajpecaTa, 3arojoBKa K TEKCTY U TEKCTa,
TOJIMKUCH.
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4.6.2. CrpaBKM BBIIAIOTCS, KaK IIPaBUIIO, JUIsl MPEAOCTABICHHS] B CTOPOHHUE OPraHu3alliy B
LEJISAX TOATBEPKACHHUS KaKUX-I100 (PaKTOB, KACAIOIIUXCS COTPYIHHUKOB U CTY/ICHTOB YHUBEPCHUTETA.
He nomyckaercs HauMHATh TEKCT CIIPaBKU CIIOBAMU: HACMOAWAS CHPABKA 8bIOAHA 8 MOM, YMO....

4.7. Teneghonozpammul, paxcumunvnas céa3v, INEKMPOHHAA noOUmMa

4.7.1. Jlna omepaTMBHOTO PEIICHHUS CIY)KEOHBIX BOIPOCOB JOMYCKAeTCs Iepenaya
TeneOHOTpaMM. Hcxopsmue TeneoHOrpaMMbl  COCTABIIAIOTCS B OJHOM  3K3EMIUILIPE,
PETUCTPUPYIOTCS KaKk HMCXOJsmas KoppecnonaeHuus. Ha temedonorpaMme oTmeuaeTrcs BpeMms
nepeaayn, JOJHKHOCTD, (paMUJIHsI JIUIIA, TIepelaBIIero TeneoHOrpaMMy, U JIUIA, TPUHSBIIETO ee.

Bxomsmas tenedonorpamma odopmisieTcss Ha OTAETbHOM Jjucre Oymaru. [lpu mpueme
TeneOHOrpaMMBbl  YKA3bIBAa€TCS HAWMMEHOBAHUE 3asBUTEINSA, TOYHOE BpEeMs IpUEMa, JOJDKHOCTh U
dbamunus nuUna, nepegaBiiero TenedoHorpammy, HoMmep TenedoHa, OTKyJda IepeiaHa, a TakKe
JOJDKHOCTE ¥ (aMIuusl JIMIA, NpUHsBIIEro TeiedoHorpammy . Bxomsmue TtenedoHOrpaMmbl
PETUCTPUPYIOTCS U XPAHATCA KaK OObIUHAs BXOJAIIAst KOPPECIIOHAEHIIHUS.

4.7.2. Tlepemadya KOPPECHOHICHIIMM 1O (HAKCHMIUIBHOW CBSI3M W DJIEKTPOHHOW IMOYTE
OCYILIECTBIISIETCSl 10 YKa3aHHUIO WJIM C pa3pelieHus] pyKOBOJSALIMX PaOOTHHUKOB, CIHCOK KOTOPBIX
YTBEP)KIAeTCS PEKTOPOM YHUBEPCHUTETA.

OpuruHansl JOKYMEHTOB, MEpPEAaHHBIX MO (aKCUMWIBHOM CBS3H, MOALIMBAIOTCA B €O,
XpaHslieecs y COTpy/IHUKA, OTBETCTBEHHOTO 32 (DAKCUMUIIBHYIO CBSI3b, C YKa3aHUEM BPEMEHHU U JaThl
nepeiaun, a KOMHUK BO3BPAIIAIOTCS B COOTBETCTBYIOLINE CTPYKTYpPHbIE MOJPA3AeICHUs] C IOMETKOMN
«FAX (mata u Bpems)».

[lonyuennas nmo ¢akCUMUIBHON CBSI3M U JIEKTPOHHOM TOYTE KOPPECHOHICHIMS Ha HMMS
YHUBEPCUTETA UJIU €€ PYKOBOJUTENEH B TOT e JI€Hb MepPeaeTCsl Ha PErUCTPALUIO B KaHIENSIPUIO U
3aTeM ajpecary.

V.OPTAHU3AIIUA JOKYMEHTOOBOPOTA U UCIIOJTHEHUA JTOKYMEHTOB

5.1.ITopaooxk npoxoixrcoenusn u uCnOJIHEHUA 6X00AUUX OOKYMEHN 08

5.1.1. IlpueMm wu mepBoHauajgbHasg o0OpabOTKa TOCTYMAIOMIEH  KOPPECIIOHICHITUU
OCYILIECTBIISICTCS LIEHTPATU30BAHHO CEKPETapHaTOM U BKIIIOUYAET B c€0s yUeT MOCTYIJICHHS JOKYMEHTa
B YHUBEPCHUTET U Mepeaaya J0KyMEHTOB Ha UCTIOJIHEHHUE.

B cekperapuare peructpupyercs:

> 6X00AUaA KOPPECNOHOeHYUA, APECOBAHHAsl PEKTOPY U IMPOPEKTOpaM, IMPaBUTEIbLCTBEHHAS
KOPPECIIOHICHITUS, TOKYMEHTHI, aJjpecOBaHHbIC B YHUBEPCUTET 0€3 yKa3zaHUsi KOHKPETHOTO ajpecara.
B HmxHEM npaBoM yrity NepBOTo JUCTa JOKYMEHTA IPOCTABIISIETCS OTMETKA O MOCTYIUICHUH, B KOTOPO
yKa3bIBaeTCs J1aTa MOCTYIICHUS ¥ MOPSAKOBBIA HOMEp MOCTYIUICHHS B MpeiesiaX KaJleHAapHOoTo Toja.

CBenieHUsl O TMOCTYMUBIIEH KOPPECHOHJEHIIMU BHOCITCA B JKypHal PErHCTpPalldU BXOJSIICH
KOPPECIIOHICHIIUH.

5.1.2. TlepeueHb KOPPECIIOHICHITNHN, HE TIOIJISKAIIICH PErUCTpaliu (PUIIOKECHHE).

5.1.3.IlonyyuB TOKyMEHTHI Ha MCHOJHEHHE, COTPYIHUK YHHUBEPCHUTETA NOJKEH HEMEIJICHHO
03HAKOMHTHCS C UX COACPKAHUEM, BBIICTUB JOKYMEHTBI, TPEOYIOIIHE CPOYHOTO UCTIOTHEHHUSI.

Ecnu nokymeHT HarpaBiisieTcss HECKOJIBKUM UCIIOJIHUTEINSM, TO JIULIO, YKa3aHHOE B PE30JIIOLIUN
MIEPBBIM, SIBJISETCSI OTBETCTBEHHBIM UCIIOJIHUTEIEM, KOTOPBINA 0053aH 03HAKOMHTD C IOKYMEHTOM BCEX
JPYTrUX B ONEPAaTUBHOM HOpsAKe (B ACHb MOTYYECHUS TOKYMEHTA) U OpPraHU30BaTh B yKa3aHHBIA CPOK
€ro UCIOJHEHHE.

5.1.4. Tlocne pemieHusi MOCTABJICHHBIX B JIOKyMEHTE BOMPOCOB HCIOIHUTEIh BHU3Y MEPBOM
CTpaHUIIbl TOKYMEHTa JOJDKEH C/elaTh OTMETKY 00 MCMOJHEHUHM AOKYMEHTa W HAlpaBICHUH €TO0 B
JET0.

5.2.CpoKu ucnonnenusn 6xo0aumux 0OKyMeHmoe

5.2.1.Cpoku  WUCIIOJIHEHUS  PACIOPSIUTENBHBIX  JOKYMEHTOB U  BEJOMCTBEHHOM
KOPPECIIOHICHIIUU MOTYT ObITh THIIOBBIMU M UHIUBUYaTbHBIMU.

NuauBuayanbHbIe CPOKHA HUCIIOJIHEHUS! YKA3bIBAIOTCS B CAMUX JOKYMEHTAX MU PE30JIOLUIX
PYKOBO/JICTBA.

JlJis TOKYyMEHTOB, CPOK HCIOJHEHHUS KOTOPhIX HE YKa3aH B WX TEKCTE WM PE30JIOLUU
PYKOBO/JICTBA, YCTAHABIMBAIOTCA CIEIYIOIINE TUIIOBBIE CPOKH:
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- II0 BOIIPOCAM, PEIIAEMBIM B COOTBETCTBUM C JCHCTBYIOLIMM 3aKOHOJATEIBCTBOM H
JPYTMMH HOPMAaTUBHBIMU aKTaMU U PACTIOPSIUTENBHBIMU TOKYMEHTaMH, - 10 10 nHel;

- [0 TEM K€ BOIPOCAM, 3aTParMBarOIIUM KOMIETEHIMIO JAPYrUX IMOAPa3AeiICHUN, ¢ KOTOPHIMU
HE00X0IMMO COTJIACOBAHMUE, - 10 15 nHEi;

- 10 BOIIPOCaM, TPEOYIOIUM MOrOTOBKU PAaCHIOPSAUTEIbHBIX JOKYMEHTOB!

a) Ha OCHOBAaHMHM HOPMATHUBHBIX JOKYMEHTOB BBIIIECTOSAIINX OPraHOB, COACPIKaHHE KOTOPHIX
CJIEAYET IOBECTHU JI0 CBEICHUS CTPYKTYPHBIX MOJpa3ICICHUM, - 10 5 THEN;

0) Ha OCHOBaHHH TeX K€ JOKYMEHTOB, €CIIM 10 HUIM HE0OX0AUMO pa3padoTaTh
mepornpustus (0e3 oocyxaenust Borpocos Ha Cenare), - 10 15 qHei.

CpOKH UCTIOJTHEHUS HCUHUCIISIOTCS CO JTHS MOCTYIJICHHUS JOKYMEHTA.

5.2.2. Jlns coOmroieHHsI yCTAaHOBJICHHBIX CPOKOB HCIIOJHEHHS B IMUChbMax M 3ampocax
YKa3bIBAETCS O’KUAEMBbIN CPOK MOJIy4EHUS] OTBETA.

5.3.11ops0ok n0020mos8Ku U NPOXOHCOCHUS UCXOOAULUX OOKYMEHH 06

5.3.1.Peructpanys ucxoasmieil KOPPECTIOHICHIINN OCYIIECTBISIETCS B JICHb UX YTBEP)KICHHS
WUJTH TIOJTTUCAHUSI.

5.3.2.TTopsIIOK TTPOXOKICHUS UCXOAIINX JOKYMEHTOB BKIIFOUAET B Ce0s CIECTYIONINE ATAITbI:
COCTaBJIEHUE MPOEKTa IOKYMEHTA, €r0 U3rOTOBJIEHUE, COTJIACOBAHNE, BU3UPOBAaHUE (B HEOOXOIMMBIX
cllydasix), noAnucanue (yrBep>kKJIeHHE), pETUCTPALIMIO U OTIIPABKY.

5.3.3.JIoKyMeHTHI, MMOCTYMAIONINEe HAa PETUCTPAIUIO, TOJDKHBI OBITH TPAMOTHO COCTAaBIICHBI U
MPaBUIBHO OQGOPMIICHBI. PerncTpanoHHBIi HOMEpP ¥ Jara pPErdCTpalud IPOCTABISETCS Ha
MOJUTMHHUKE NMOKyMeHTa. OpurnHam W oJHA KOMHS JIOKYMEHTa CHaeTcsi B CEKpeTapHuar, TPeTHl
SK3EMIUIAP THCHhMa OCTaeTCs y WCIOJIHHUTENS MUChMAa W TIOAIIUBACTCS B JeJe CTPYKTYPHOTO
MoApa3IesIeHusI.

5.3.4.Bcs ucxopsmas KOPPECIOHIEHIINS YHUBEPCUTETA PETUCTPUPYETCS B JKypHajax ydera
UCXOJSIINUX TOKYMEHTOB U OTIIPABIISETCS TOJBKO Yepe3 KaHLEISIPHUIO.

5.3.5. Bce 10KyMeHTBI, HanpaBisieMble B BBIIECTOSIIINE OPraHU3aI1H, [TOAMHUCHIBAIOTCS
PEKTOPOM WM MPOPEKTOPaMH COTJIACHO pACIpENeIeHUI0 O0sS3aHHOCTEH, a B HMX OTCYTCTBHE -
UCIOJIHAIOIUM OOS3aHHOCTH PEKTOpa WM TMPOpEeKTopa. DTa KOppecrnoHAeHLUs odopMisieTcss Ha
(bupMEeHHBIX HOMEPHBIX OJIaHKaX ¢ 3MOJIeMOi yHUBEpCUTETA U perucTpupyercs B cekperapuare. Komnws
OTIPaBISIEMOTr0 JOKYMEHTA MOIINBAETCS B JIEJI0 10 MECTY PErCTpalii J0KyMEHTA.

5.3.6. B ucxopsmieM nucbMe-0TBETE yKa3bIBACTCs HCXOISIINI HOMEp U JaTa MuchMa

KOPPECIIOH/IEHTa, Ha KOTOPOE J1aeTCs OTBET, Hanpumep: Ha Ne23-14/115 ot 20.01.2015.
5.4.ITopsadok no0zomosKu u RPOXOHCOCHUA 6HYMPEHHUX OOKYMEHM 08
5.4.1. K BHyTpeHHUM JOKYMEHTaM OTHOCSTCS MPUKa3bl, pACHOPSIKEHUS, YKa3aHUsl, PeIeHus,
JOKJIaJIHbIe, CIIy’KeOHbIEe, OOBSCHUTENbHbIC 3alMCKH, aKThl, CIIPABKH, CBOJKH, 3asiBleHUsS U ap. OHU
TOTOBATCS, OQOPMIIAIOTCS M HUCHOJHSIOTCS (MCIOJB3YIOTCS) B Ipeleiax yHHBEpCUTETa U
paccMaTpuBalOTCA TEMU JAO0KHOCTHBIMU JIMIIAMU, KOTOPBIM OHU HAIPaBJICHBL.
5.4.2. BHyTpeHHHE TOKYMEHTHI PErUCTPUPYIOTCS B JCHD MMOAMHCAHUS.
5.5.Konmpons ucnonnenus 00KymeHmos
5.5.1. KoHTpoib HCIOJHEHUS JOKYMEHTOB BEIETCS C IeNbl0 CBOEBPEMEHHOIO U
KaueCTBEHHOTO UX MCIIOTHEHHU S, HAIJIEKAIET0 PEeUICHHUS COAePKAIIUXCS B HUX BOTIPOCOB.
5.5.2. O6s13aTeNILHOMY KOHTPOJIIO TOJIeXkKAT:

- MIOCTAHOBJICHUS, PAaCIOPSHKEHUsS U TPHUKa3bl BBIIMIECTOAIMX OPraHOB M JApYyrue
JOKYMEHTBI, IO KOTOPBIM TpeOyeTCsl OTBET;

- MIOPYYEHUS U 3aJJaHUsI CTPYKTYPHBIM OJPA3/IEICHUSIM;

- JOKYMEHTBI, IIOCTABJICHHBIE Ha KOHTPOJIb PYKOBOJCTBOM YHHUBEPCUTETA HIIU
CTPYKTYPHBIX MOJpa3AcICHUI.

5.5.3. KoHTpoib 3a HCIIOTHEHHEM TIOKYMEHTOB BO3/1araeTcs:

- JUI1 JIOKYMEHTOB, IOCTYNUBIIMX W3 BBIIIECTOSIINX OPraHOB U IIOCTABJICHHBIX Ha
KOHTpPOJIb PyKOBOJICTBOM ~ YHUBEPCHUTETA — Ha CEKpETapuar;

- JUI1 TOKYMEHTOB, MOCTYIUBIIUX B CTPYKTYpPHBIE NOJAPA3JEIICHUs - HA PYKOBOAUTEIEH
9TUX NOJpa3AcIeHUM.
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5.6.Ileuamanue, mupax;cuposanue u paccovliika 00KyMeHmog
5.6.1. [leuaTanue TOKYMEHTOB, HAlIPABJISIEMbIX B BBIIIECTOSIIINE OPraHbl, a TAK)KE MPUKA30B IO
OCHOBHO JIeATEIPHOCTH OCYIIECTBIIICTCS B CEKpeTapuare.
[Ipukasel O ITMYHOMY COCTAaBY COTPYAHHUKOB I1€4ATAIOTCS B OTAEIE KaIPOB, IPUKA3bI 110
JTUYHOMY COCTaBY CTYJCHTOB I€YaTAIOTCS B y4eOHOM OT/elie yHUBEPCHUTETA.
OcTanbHble MaTepuasbl MEYaTalOTCs B CTPYKTYPHBIX IOJpa3AeiICHUSIX yHUBEpcUTETa. TekcT
JIOJKEH OBITh HaIlle4yaTaH 4eTKo, 6e3 ook, IoMapok.
5.6.2. TupaxupoBaHue JOKYMEHTOB MPOU3BOIUTCS B CEKpeTapuaTe, a TaKkKe B CTPYKTYPHBIX
Hoz{paweneﬂnﬂx, Ha MHOKUTCJIBbHBIX annaparax JUIA OHGpaTI/IBHOFO KOHI/IpOBaHI/Iﬂ.

VI.YYET U XPAHEHHUE. IEYATEM, IITAMIIOB M EJIAHKOB

6.1. B yHuBepcutere wuCHoONB3yeTcss repOoBas mevarh ¢ (UPMEHHBIM HaWMEHOBAaHUEM
yHHuBepcuTera. OHa 3aBepseT NOAIMHHOCTh MOJMUCH JTOJDKHOCTHOTO JIMIA Ha IOKYMEHTax

I'epboBoii meyaTbio 3aBepsAOTCS MOANHUCH PEKTOpa YHMBEPCUTETA, NPOPEKTOPOB, TIIABHOTO
Oyxranrepa, a TaKKe APYTUX JOJUKHOCTHBIX JIUI, KOTOPBIM pPaclOpPSAUTENbHBIM JIOKYyMEHTOM
MIPEIOCTABIIEHBI COOTBETCTBYIOIIHNE [TOJITHOMOYUSI.

6.2.0TTHCK MeYaTH Ha TOKYMEHTE MOXET OXBAaTHTh YacTh HAMMEHOBAHUS JIOJDKHOCTH, HO HE
JOJI’KEH 3aXBaTUTh MOJIMUCH JIOJKHOCTHOTO JIMLA , @ TAKXKE JI0JKEH ObITh XOPOIIO YNTAEMBIM.

VII. COCTABJIEHUE HOMEHKJIATYP AEJI U ®OPMUPOBAHUE JIEJ
B AEJOITPOU3BOJACTBE

7.1.Homenxknamypa oen

7.1.1. Howmenknatypa naen - 93T0 O(OPMIIEHHBII B  YCTaHOBJIEHHOM  MOPSJIKE
CUCTEeMAaTHU3UPOBAaHHBINA IE€peueHb 3aroJIOBKOB eI, CO3[aBaeMblii B YHUBEPCHUTETE, C yKa3aHUEM
CPOKOB XpaHEHHUSI.

7.1.2. CBoaHas HOMEHKJIATypa J€J YHHUBEPCHUTETa COCTOUT M3 PA3CIIOB, COJEp)KaIlUX
JOKYMEHTAIMIO BCEX CTPYKTYPHBIX MOJAPA3NICNCHHUM, B TOM YHUCJIE€ OOIECTBEHHBIX OpraHu3aluit
(mpodxoma, CTyI€HYECKOTO COBETA U T.JI.), PACIIOJI0KEHHBIX 10 CTENIEHU 3HAYUMOCTH.

7.1.3. HomeHnkmaTypa JeJ yHUBEPCUTETA COCTABIISCTCS Ha KAJICHIAPHBIH IO, COTJIACOBBIBAETCS
C 3KCHepTHO-TIpoBepouHOit Komuccuen (DI1K) Kypupyromero apXxuBHOTO yUpeKICHUsI, YTBEPIKIACTCS
PEKTOPOM U BBOJUTCS B ielicTBUE C | STHBapsl.

Cojanas HOMEHKJIaTypa [l YHHUBEPCUTETa W HOMEHKIATYpbl JIed CTPYKTYpPHBIX
Moipa3ieNIeHui IeUCTBYIOT B T€UCHHE PAJIA JIET, U B HUX MOTYT BHOCUTBCS 3ar0JIOBKH HOBBIX /1€, JUIs
Yero B KOHIIE Ka)KJI0TO pa3fiesia OCTABIISIOTCA CBOOOIHBIE CTPOKH.

Texyiue U3MeHEHHs] HOMEHKIATYPBI JIeJl COTJIACOBBIBAIOTCS C apXMBHBIM YupekJeHuem. B
cllydae KOPEHHOT0 U3MeHEHUs (YHKIHM U CTPYKTYphl YHUBEPCUTETAa HOMEHKJIATYpa JIEJ COCTaBIISETCS
BHOBbB, COTJIACOBBIBACTCS U YTBEPIKAAETCS B YCTAHOBJICHHOM MOPSIKE.

7.1.4. ®yHKIIMOHANBLHBIE MTOIpa3/ieNICHUs] YHUBEpCUTETa POPMUPYIOT Jieja 10 KaJeHAapHOMY
roay, T.e. ¢ | sHBaps; yueOHble moapasaeneHus (yueOHbli oTaeN, Kadeapsl) — Mo yueOHOMY TO1y,
T.¢. ¢ 1 ceHTs0psi.

7.1.5. JIns nOCTHKEHUS €IMHOTO MOAX0/1a K KIAacCU(pUKAIUU TOKYMEHTOB U 00ECIeueHus: UX
HEOOXOIMMOM COXpaHHOCTH B YHUBEPCHUTETE YCTAHABIMBAETCS YHU(DUIMPOBAHHBIA COCTaB
3aBOJIMMBIX JIeNl U €IMHAasl CUCTeMa UX WHACKCAINH, 00s3aTeNbHbIe U1 MPUMEHEHUS B CTPYKTYPHBIX
MoApa3IeNieHusX (MIPUIOKEHUE ).

7.2.@opmuposanue oen
7.2.1. ®opmupoBaHHME JAel1 - 3TO TPYNNHUPOBKA HCHOJHEHHBIX JIOKYyMEHTOB B J€ja B
COOTBETCTBUHU C HOMEHKJIATypoil aen. dopMupoBaHMEM JET 3aHUMAIOTCS JIMIA, OTBETCTBEHHBIE 3a
JIeTIOTIPOU3BOCTBO B CTPYKTYPHBIX MOJpa3/ieleHusx. MeToandeckoe PYKOBOJCTBO U KOHTPOJIb
(bopMUpOBaHUS JIeTT OCYIIECTBISETCS CeKpeTapuaTOM YHUBEPCUTETA.
7.2.2. Tlpu opmupoBaHuu Aea HEOOXOAUMO:
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> MTOMEIIATH B JIEJIO TOJIBKO HCIIOJTHEHHBIE, MPAaBUIHLHO 0(OPMIICHHBIE JOKYMEHTHI B COOTBETCTBHH
C 3aroJIOBKaMHu JCII;
» TPYINIUPOBATH B JIJNO JOKYMEHTHI OJTHOTO KaJIEHAAPHOTO I'0/1a, 33 UCKIFOUYEHUEM MEPEeX0IAIIIX
ACIT;
» pazienbHO GOPMHUPOBATH B JIea JOKYMEHTHI IOCTOSTHHOTO XPAHEHUS U BPEMEHHOTO XPaHEHMUS;

OO61iee KOJIMYECTBO CTPAHMIL Jieja HE JOJDKHO MpeBbImaTh 250 CTpaHUIl, YTO COOTBETCTBYET
TOJIMHE CIIUBa 4 CM.

7.2.3. JIOKyMEHTBI BHYTpPH JIeJIa PACIIOIaratoTCs B XpOHOJIOTHYECKOM MOCIIeI0OBATEIILHOCTH.

PacniopsimutenbHbie  TOKYMEHTBI TPYNNHUPYIOTCS MO BHUAAM C OTHOCSAIIUMHUCA K HUM
MIPUIIOKEHUSIMH.

VYcTaBbl, MOJNOXKEHUS, UHCTPYKIUMHU, YTBEP)KJECHHBIE PACMOPSAUTEIBHBIMU JOKYMEHTAMH U
SIBJISIIOLIIMECS IPUJIOKEHUSAMH K HUM, TPYIIUPYIOTCS BMECTE C YKa3aHHBIMU JOKyMeHTaMu. Eciiu oHu
YTBEPK/ICHBI B KAUE€CTBE CAMOCTOSATEIBHBIX JOKYMEHTOB, HX IPYIIUPYIOT B CAMOCTOSTENIbHBIE JIeTa.

[Ipuka3pl MO OCHOBHOUW [EATETBLHOCTH, TPHKa3bl 1O JMYHOMY COCTaBY W TIPHUKa3bI
OTIEpPaTHUBHOTO XapakTepa (0 KOMAaHAWPOBKAX, OTIYCKAaX, B3BICKAHUAX) TPYNIUPYIOTCI B
CaMOCTOSTEILHEIC JIela.

[lepenucka rpynnupyercs 3a MEPUOJ KaJeHIAPHOTO TOJa; TOKYMEHT-OTBET MOMEIIAETCs 3a
JIOKYMEHTOM-3aIIPOCOM.

7.3.0¢popmaenue oen

7.3.1. lena o uiesxat opopMIICHHUIO TP MX 3aBEJICHUH H 110 3aBepineHuu roga. Odopmienue
JeNl BKJIFOYAeT KOMIUIEKC paboT M0 TEXHUYECKOW 0oO0paboTKe W MPOBOJUTCS COTPYAHHKAMH
OTBETCTBEHHBIMHU 3a JICJIONPOM3BOJICTBO M 10T KOHTPOJIEM apXHBa.

7.3.2. YCTaHOBJCHO JBa CpOKa XpaHCHHWS JOKYMCHTOB: TIOCTOSIHHBIH ¥ BpPEMEHHBIMH.
Bpemennslii nenurcsa Ha kpaTkoBpeMeHHbIH (Menee 10 neT) u nonroBpemenHsi (ot 10 mo 75 ner). B
3aBUCHUMOCTH OT CPOKOB XpaHEHHUsI IPOBOIUTCS MOJTHOE WM YaCTUYHOE 0(pOpMIICHHE ATl

[TonHomy odopmileHHIO TOATEKAT Aejia MOCTOSHHOTO, NOJTOBPEMEHHOIO XpaHEHHUS M IO
JUYHOMY COCTaBY U MPEyCMaTPUBAET:

» TlommumBKy 1 TIepeIuieT iena
» HyMepanuro JINCTOB B Jieje
» CocraBJIcHHE 3aBEpUTEIIBHON HAJIITUCH Jieja
» CocraBieHue B HEOOXOMMBIX CITy4asiX BHYTPEHHEH OMUCH JOKYMEHTOB
7.3.3.HactuuHOoMy O(OpMIIECHHIO TOJISKAT Jena BpeMeHHOro (1o 10 JeT BKIIOYUTEIBHO)
XpaHEHUs: UX JOIMYCKAeTCsl XPaHUTh B CKOPOCIIMBATENSAX, HE MPOU3BOAUTCS MEpEecUCTeMAaTU3alNs
JOKYMEHTOB B JieJIe, JIUCTHI JeJia He HyMEPYIOTCS, 3aBEPUTENIbHBIC HAIICH HE COCTABISIOTCA.

7.3.4. O6s10kKa JIeJ1 IOCTOSTHHOTO U BPEMEHHOTO XpaHEeHHs 0(hOPMIISIETCS TT0 YCTaHOBJICHHOU
dbopme .

7.3.5. JIOKyMEHTBI, COCTaBJISIONINE JI€JI0, MOJIIMBAIOTCS Ha YEThIpe MPOKOJAa B TBEPIYIO
00JIO)KKY M3 KapTOHAa WM MEPEIUIeTAIOTCS C YYeTOM BO3MOXKHOCTH CBOOOJHOTO YTEHHUS BCEX
PEKBU3UTOB JOKYMEHTOB: TEKCTa, JaT, BU3, PE30JIIOLIUN.

7.4.0172("[”3(1””}1 onepamueHoco0 XpanHenusa u obecneuenue COXpAaHHOCmMmu 00Kymenm06

7.4.1. C MomeHTa 3aBCACHUA U OO0 IICpEaavu B apXUB YHHBCPCUTCTA 3aBCPILICHHBIC [CJia
IIOCTOAHHOT'O, JOJITOBPEMCHHOI'O (CBBIH_IG 10 J'IeT) XpaHCHUS U 110 INYHOMY COCTABY XPaHATCA 110 MECTY
nux (I)OpMI/IpOBaHI/IH B TedeHue 1-ro roJa, a 3aTéM CAAK0TCA B apXUB YHUBCPCUTCTA.

7.4.2. CTOpOHHI/IM opranu3anusaMm Acjia BhIAAOTCA HAa OCHOBAHUU UX ITUCBMCHHBIX 3alIPOCOB C
paspeiiCHus IMPOPECKTOPA 110 y‘Ie6H0fI ACATCIIBHOCTH, 110 AKTY.

7.4.3.U3bsATHE AOKYMCHTOB M3 JCJI TOCTOSHHOIO CPOKa XpaHCHHUA JOITYCKACTCA B
HUCKIIIOYUTCIIBHBIX CIIydasX U IIPOU3BOAUTCA C pa3pCHICHUA PEKTOpAa YHUBCPCUTETA C OCTABJIICHUCM B
ACIIC SaBepeHHOﬁ KOIMMH JOKYMCHTA M aKTa O IpUYNHAaX BblJa4YW ITOJAJIMHHUKA.
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VIHLIIOPAOOK NEPEJAYU JOKYMEHTOB HA XPAHEHUE B APXUB

8.1.9kcnepmusa yennocmu 0OKymenmoe

8.1.1. DkcmepTH3a HAYYHOH M NMPAKTUYECKON LEHHOCTH NOKYMEHTOB IPOBOAMTCS C IEINBIO
0TOOpa UX HA TOCYIapPCTBEHHOE XPAHEHUE M YCTAaHOBIICHHUSI CPOKOB XPAaHCHHS.

8.1.2. JIns opraHu3anuy U IPOBEACHUS SKCIEPTU3bI IIEHHOCTH JIOKYMEHTOB B YHUBEPCUTETE
CO3/IaeTCs MOCTOSIHHO JIeHCTBYIoMIas SKkcrepTHas komuccus (9K), yrBepikieHHast MpUKa30M pEeKTopa.
Oynkuuu u npasa OK yHuBepcurera, a Takke OpraHu3anus ee paboThl OIPEACIIAIOTCS MOJ0KEHUEM,
YTBEPKICHHBIM PEKTOPOM YHUBEPCUTETA.

8.1.3. Jlnst mepegaun TOKyMEHTOB IOCTOSTHHOTO U JIOJITOBpeMeHHOTo (cBbImie 10 j1eT) xpaHeHus
B apxuB TI'Y, B CTpYKTYpHBIX MTOAPA3JICICHUAX YHUBEPCUTETA IPOBOJUTCS OTOOP 1€ U JOKYMEHTOB
B COOTBETCTBMM C HOMEHKIATYypoil nen yHuBepcurera u llepedHeM THNOBBIX JOKYMEHTOB C
yYKa3aHHEM CPOKOB UX XpaHEHHUs ITyTeM MOCTPAHUYHOTO IPOCMOTpa JIe.

[To pe3ynbTaTaM 3KCEpTU3bI HEHHOCTU JOKYMEHTOB COCTaBIISAIOTCSA OMUCH A€ MOCTOSIHHOTO,
noaroBpeMeHHoro (cBbiie 10 1eT) XpaHeHHs U [0 JIMYHOMY COCTaBY, a TAK)KE aKThI O BBIJCICHUU JIEN
K YHUUTOKEHHUIO.

8.1.4. AKT 0 BBIICJICHHUHU /€] K YHHUYTOXKCHHIO COCTaBJSIETCS B JBYX JK3EMIUIIpax B BUJC
TaONMUII. AKT O BBIJICJICHUW J€71 K YHWYTOXKCHHMIO, COCTaBJICHHBIH OSKCIEPTHOW  KOMHCCHEH
YHUBEPCUTETA, YTBEP)KIAETCS PEKTOPOM U CIYKUT OCHOBAHUEM JUISl YHUUTOXKEHUS JOKYMEHTOB, HE
MMEIOLIUX MPAKTHYECKOTO 3HAYEHUSI M HayYHO-HCTOPUYECKOM IEHHOCTH.

8.2.Cocmaenenue onuceii oen

8.2.1. Ha 3aBepimeHHBI€ /ie1a IOCTOSIHHOTO, IOJITOBpeMeHHOTO (cBhime 10 j1eT) XxpaHeHus 1 1o
JUYHOMY COCTaBY, MTPOLIEAIINE SKCIIEPTU3Y LICHHOCTH, 0(OpMIICHHBIE B COOTBETCTBUU C HACTOSIUMHU
TpeOOBaHUSAMU, €KETOTHO COCTABIIAIOTCS OMUCH OTAEIBHO Ha KaXKIYIO0 KATErOPHUIO JIell.

Ha nemna Bpemennoro (z10 10 jiet) XpaHeHUs ONKUCH HE COCTABJIISIOTCS.

8.2.2. Onucu CcOoCTaBIAIOTCS B KAKIOM CTPYKTYPHOM TOAPA3/IeICHUN YHUBEPCUTETA; TIO STUM
OMHCSIM JOKYMEHTBI cIaloTcs B apXxuB. ONUCH, OJATOTOBJICHHBIE CTPYKTYPHBIMU TOIpa3AeICHUSIMU,
CIIy’KaT OCHOBOM I IOJTOTOBKU CBOJHOM OIMHUCH, KOTOPYIO TOTOBHUT apXHUB U MO KOTOPOH OH CIAeT
Jiefia Ha TOCYJapCTBEHHOE XpaHEHHE.

8.2.3. 'omoBbIe pa3/ielnbl onuceil Ha Jiefia MOCTOSIHHOTO XPAHEHUS COCTABIIAIOTCS B YEThIpEX
9K3eMIUIIpaX AaHAJIOTMYHO ONUCH el , 3aBEepAIOTCA 3aBEAYIOIIMM apXUBOM, IOJIMUCHIBAIOTCS
npenceaareneM OK, yTBep:KIAlOTCS PEKTOPOM YHHUBEPCUTETa W HAIPABIISIIOTCS Ha COIVIACOBaHHE
roCy/IapCTBEHHOTO apXUBa.

8.3.Ilepeoaua oen 6 apxue ynueepcumema

8.3.1. Jlena moCTOSIHHOTO, TOrOBpeMeHHOTO (cBbitie 10 j1eT) XpaHeHUs ¥ 10 TUIYHOMY COCTaBY
MepelaloTCsl B apXWB YHUBEPCUTETAa 4Yepe3 ToJ IOcje 3aBeplIeHUs HMX B JIEJIONPOU3BOJCTBE
CTPYKTYPHBIX MOJIpa3AeIcHUI.

Jlena BpemenHoro (1o 10 yet) cpoka XpaHEHHUs, 32 MCKIIOUEHUEM IUILIOMHBIX M KYpCOBBIX
paboT CTYIOEHTOB, B apXUB Ha XpaHEHHWE HE MEpeAalnTcs U IO HCTEYCHUH CPOKOB XpaHEHUs
YHUUYTOXKAIOTCA IO aKTy O BBIICICHUHM Jeld K YHUYTOXKEHHUIO, KOTOPBI COCTaBJSIETCS B XOJE
AKCHEPTU3BI IEHHOCTU JOKYMEHTOB .

8.3.2.ApxuB mpuHUMAET JAeNa MO OMHCSIM M HOMEHKIaTypam jaen. Ilpuem kaxmgoro aena
MIPOU3BOJIUTCS 3aBEAYIOLIUM apXHUBOM B MPUCYTCTBUU PaOOTHHUKA CTPYKTYPHOTO TOIpa3AeieHusI.

8.3.3. lo mepenauu B TOCYAapCTBEHHBIN apXUB JOKYMEHTHI, MTOAJIEKAIIIE TOCYAAPCTBEHHOMY
XpaHEHUIO, XpaHATCS B apXuBe yHHBepcuTeTa B TeueHue 15 ner. [lo mcTeueHun yka3zaHHOTO CpoKa
JOKYMEHTBHI TIOJUCTHO TMPOBEPAIOTCS M TEPeqaroTcsl COTPYIHUKOM apXuBa YHHBEPCUTETa IIO
COOTBETCTBYIOIIUM T'OJIOBBIM OMUCSAM B TOCYaPCTBEHHBIN apXuB.

IX. OPTAHM3ALIUSA U UCITIOJIHEHHUE 3AITPOCOB B APXUBE YHUBEPCUTETA.
9.1.ApxuB yHUBEpPCUTETA BEAET yUET UCIOIb30BAHUS JOKYMEHTOB, B TOM YHCJIE BBIAAYY
JIOKYMEHTOB U JI€]l, BbI1a4y apXUBHBIX CIIPABOK, BBIITUCOK U KOIIMM JTOKYMEHTOB.
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9.2. Apx#B yHHBEpCHUTETA BBIJACT CIEAYIOUINE aPXHUBHBIC CIIPABKU:
* 00 oOyueHuu
* 0 pabore
* 0 3apaboTHOH TUIaTe.

X. HOPAAOK YTBEPKAEHUA U UBMEHEHUSA NUHCTPYKLIUU.

10.1.Hacrosimas MHCTpYyKIHS, a TaKKe H3MEHEHUsI M JIOTIOJTHEHUsI K He pacCMaTpUBAIOTCS U
IIPUHUMAIOTCS DKCIIEPTHOM KOMUCCUEN YHUBEPCUTETA U YTBEPKAAKOTCS IIPUKA30M PEKTOPA.

COT'JIACOBAHO
[Iporokon DIIK TT'Y
OT« » 2017
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IIpunoxenune
k MHCTpyKIIMK 10 feonpou3BoAcTBy B TT'Y

MMHUCTEPCTBO HA
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TAPAKJIMMCKU NbPKABEH
YHUBEPCHUTET
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®upMeHHBbIH 0JIaHK YHUBEpCHTETa
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IIpunoxenune
k MHCTpyKIINK 10 Nenonpou3BoacTBy B TT'Y

HEPEYEHDb HEPET'UCTPUPYEMBIX JTOKYMEHTOB

1. TOCTst

2. 'paduku, HApsIBI, 3asIBKU, pa3HAPSIKH.

3.JIokyMeHTBl 10O  MaTepUAIbHO-TEXHUYECKOMY  OOECIIEUEHMIO, CTaTHUCTUYECKas U
OyxranTepckasi ydeTHasi M1 OTUYETHAs TOKYMEHTAIHSL.

4. KoppecrnoHaeHIHs, aApecoOBaHHas COTPYJIHUKAM YHUBEpCUTETa ¢ ToMeTkoH "JInuno".

5. HayuyHble OTYETHI.

6. HopMbI 1 HOpMaTUBBI pacxoJa MaTepHasoB.

7. [InaHOBO-(MHAHCOBBIE TOKYMEHTHI.

8. [leyatHble u3nanus (KHUTH, KYPHAJIbI, OIOJIIETEHH).

9. UndopmannonHslie MaTepuaibl, IPUCIAHHBIE KOTIMU IS CBEICHHUS.

10. [To3npaBUTENBHBIE INCHMA, TEIETPAMMBI.

11. IIpelickypaHThI.

12. IlpurnacurenbHbIEe OUIETHI.

13. IIporpammbl KOH(pEpeHIH, cOBEIaHn.

14. PexnamHble MaTepuabl (JINCTOBKHU, IPOTPaMMBbl, IPOCIEKTHI, U3BELICHUS).

15. TenerpaMmbl ¥ MUCbMa O Pa3pEIICHUN KOMaHIUPOBOK.

16. 3aganns Ha KOMAHIUPOBAHKE CIICIIHAIMCTOB 32 PyOeX U CMETHI IO KOMAaH/IUPOBKAM.

17. YueOHbIe MIaHbl, MPOTPAMMEI.

18. ®opmbl 1 O6J1aHKH (KpoMe OJIaHKOB CTPOTOTO y4eTa U OTUYETHOCTH).
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IIpunoxenune
k MHCTpyKIINK 10 fenonpou3BoacTBy B TT'Y

HNHpexcbl CTPYKTYPHBIX OApa3aeieHUii yHUBepCUTETA

Cekperapuar

VY4eOHblil oTAEN

Cenar

CoBer N0 cTpaTernueckoMy HHCTUTYLIMOHAIbHOMY pa3BuTuio TT'Y
Kadenpa nenaroruxu

Kadenpa dunonoruu, uctopun u 001meCTBEHHBIX JUCITUTUTHH
[IpuemHuas komuccus

CoBeT 1o KauecTBy

byxranrepus

Otnen kaapos

bubnnoreka

AJIMUHUCTPAaTUBHO-XO3MCTBEHHBIA OTIEN

[Tpodcoro3nas opranuzanusi pabOTHHKOB

ApxuB
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