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1 OBIIE TIOJTOXKEHMSA

1.1. Hacrosmas MHCTPYKIHS YCTAHABIHBACT €AMHYIO CHCTEMY AeNONpPOH3BOICTBA B
YHHBEDCUTCTE H  COCTaBlieHa B cooTsercTBHM ¢ «[IpEMepHOH HHCTpyKumMed mo
JENONPOU3BOACTRY B BEICIIEM Y4eGHOM 3aBe/icHHH», YTBEpPXKIEHHON MpHKasoM MuHMCTepcTBa
obpasopangs P® or 24.07.2000 r. Ne 2286, Pexomerpamusvmu BHAWMJAJ no paspaGorke
HOPMATHBHBIX JJOKYMEHTOB II0 TOXYMCHTHOMY 0GecIedeHrio opranmsanuy 2007 r.
1.2. MBCTpyKIMs IpeAyCMATPHBACT:
— TOPSAJIOK NOITOTOBKH, OGOPMICHHSA, IIPOXOXKACHAA PACIOPATUTCIBHON JOKYMEHTAIIMHE |
TOpY4eHHE BEIIECTOAMEX OPraHOB B COOTBETCTBHAY C 3aKOHOIATEILCTBOM Pd;
— OpTaHH3AIMIO YHETa, PETHCTPAIIHY, KOHTPOIS HCIIOIHEHAS CITy)XeCHEIX JJOKYMEHTOR;
— NOpANOK Pa3MHOXKEHHS, KONMPOBAHUY, TAPAKHPOBAHAA CJyXeOHBIX JOKYMEHTOB,
NOPANOK MX CHCTEMATH3AIMH, HOATOTOBKH U1 CHaYH B apXHB, XDaHCHHA H
WCIOTE0BAHHS;
— COCPENOTOYEHUE BCEH TCXHWYECKOH paGoTH ¢ JOKyMEHTaME B OOIEM OTAENE H JPYTHX
JIeTONpPOU3BOJICTEEHHBIX TIOAPA3AETeHMAX.
1.3.PyKOBOACTBO M KOHTPONB 38 OPABHIGHEIM BSACHHMEM J€IONPOU3ROACTRA B
YHHBEPCHTETE OCYIECTBIACT 00wt OTAeN (KaHIEIAPHS) COBMECTHO C apXHBOM YHHBEPCHTETE.

O6mut oTmen (KaHOENAPHA) COBMECTHO ¢ apXMBOM paspabaTRIBAST JOKANBHEIS
HOPMATHBHBIC aKThl MO ACJIONMPOH3BOACTBY, AACT YKa3aHWs IO BONPOCaM OPraHH3allHd H
BeJICHNA JSTONPOU3BOACTRA 00A3aTENEHEIE VI HCIOHEHAS CTPYKTYPHLIMH TIO/Ipa3AcieHASMH
YHUBEDCHTETA, DPOBEPACT COCTONHNE AEAONPOW3BOACTBA B NOPASHENCHKAX 4 OCYMIECTRINCT
o0ydenne pabOTHHKOR, OTBETCTBCHHEIX 32 BejleHHAE JIeTOMPOH3BOJICTA.

1.4. Conepxaune cry>xeGHBIX JOKYMEHTOB HE NOUICKHT pasriamesno, C HHMH MOryT
OKITE O3HAKOMIIEHH TOJBKO JMHa, MMEIoNHe HETIOCPEJCTBEHHOC OTHOIICHHE K HCMOIHCHHIO
3THX JOKYMEHTOB. (O3HaROMIICHHE JpyrHX JmML, a TaKke OlIyGJ'lHKOBaHHe B OeYaTH
JROKYMEHTATLHEIX MATEPHAIOB AOIYCKaETCA TOBKO C PaspellleHHA PYKOBOACTBa YHHBEPCHTETA.

1.5. OTBeTCTBEHHOCTh 32 OPraHM3ANMI0 H  COCTOSHHE JICHONPOH3BOACTBA,
CBOEBPEMEHHOE H KAYECTBEHHOE MCIONHEHWE JOKYMEHTOB, B COOTBETCTBHM C HOPMATHBHEIME
TpeGOBaHHAMH IO [AENONPOH3BOACTBY, MX COXDAHHOCTb B CTPYKTYPHEIX MOAPA3KENCHINX
BO3/IAraeTcd HA MX PYKOBOJHTENCH (AEKAHOB, 33B. KadeqpaMy, HAYaIHHKOR OTAENOB H T.1.)

PyKOBOAWTENH CTPYKTYPHAIX NOAPA3feCHHN B BONPOCAX ACTIONPOHIBOACTRA
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— oflecmeanBaloT BEACHHE JEMONPOM3BOACTBA B COOTBCTCTBHH ¢ YCTAHOBICHHBIMM
TpeCopammavu ['OCT, HHCTpyKuMM [0 eONPOM3BOACTEY H APYIMME HOPMaTHBHEIMK
JOKYMEHTAMH;

— 0fGecrIeuMBAIOT CBOEBPEMCHHYIO NEPEAaYy HOKYMEHTOB B HMHBIC CIDYKTYDHEIE
MO/PA3AENICHHS YHHBEPCHTETa, JODKHOCTHBIM JMIAM H B HHEIE OPTaHH3AIAE;

— JOOKIAAEIBAIOT PYKOBOJACTRY YHHBEPCHTETA O XO/E BEINOTHCHHS AAHHBIX MM IOpydeHHH;

— 06eCneuHBAaloT COXPAHHOCT OOPA3YIOMMXCA B TEKYIIEM ACNOIPOR3BOCTEE JJOKYMEHTOB
BILIOTE IO GIa9H HX B aDXHB YHHBEPCHTETA;

— NpHHAMAKT MEPHl K COKPAIEHMIO 00beMa MepellMcKY, He JOIMyckad ee M0 BOOpOcaM,
KOTODbIE BO3MOXKHO PCIIMTE DyTeM JIHIHEIX IEPEFOBOPOB HIIH OO Tenedony;

— 00ECOCUMBACT O3IHAKOMIEHHE NOAYHHCHHBIX C COAEPXAHHEM BHOBb H3JAIOIINXCS
(BBIMYCKAIOMMXCST) JOKYMEHTOB, B TOM GHCIE HA AEKTPOHHBIX HOCHTENSAX;

— OOECTIEYMBAIOT PalMOHATEHOE WCIOME30BAHHE CPCACTB OPITEXHHKH, PACXOJOBAHHE
cayxeGHEX GnankoB u GyMard.

1.6. HemocpencTeeHHOE BeJieHHe NENONPOM3BOACTBA B CTPYKTYPHBIX MOAPA3NENEeHAAX
YHHBEPCHTETa BO3NAracTcA Ha paGOTHHKOB, HA3HAYCHHEIX OTBETCTBEHHEIMH 3a 3Ty paboTy B
COOTBETCTBHM C YTBEPKJEHHRIMH JODKHOCTHRIMH  HHCTPYKIIMAMH, IIOJOXCHHAME O
MOApa3e/ICHUAX, NPHKA3AMH H PACTIOPSIKCHHAMH PEKTOPa, IPOPEKTOPOB, AEKAHOB.

1.7. PabOTHUKE CTPYKTYPHEX NOADA3ACHCHKHA:

~ JOJDKHEI 3HATh OCHOBBHI [E€/JIONPOH3BOACTBA, MPABUIA COCTABICHHA OCHOBHEIX BHJIOB
JIOKYMEHTOB, HAITHCAHUA 3a4BIEHIH, AHKET, ITACEM H T.A.;

— OOS38HEl HECTH OTBETCTBEHHOCTH 34 BHUIONHeHHEe TpeGoBammit HHCTpYyKmME 1O
JIEIONPOM3BOJCTBY, 33 COXPAHHOCTh HAXOAAIHXCA Y HHX CIyKeGHRIX JOKYMEHTOB;

~ IOMAHEI ofecnednBaTh MPOXOKIEHHE CBOMX 3aiBNSHUN, WHBIX MOATOTOBICHHBIX HMH
JOKYMEHTOB JI0 HCHONHHTene# (oTaen Kaapor, Gyxranreprs, GHHAHCOROS YIpaRICHHE,
ofnmHit OTAEH M Ap.);

— J[ONKHEI JOKIATLIBATE 00 yIpaTe JOKYMEHTOB pYKOBOJHTENIO CTIPYKTYPHOTO
Mo/ipassieNieHns, a Takke HHGopMUPORATS 06wt OTREN.

1.8. Tlepenawa cmymeGHEIX NOKYMEHTOB M HX KONMH JHIAM, HE SBIAIONIHMHCA
pabGOTHEKAMH YHHBEPCHTETA, HOTYCKASTCA C PA3PEIUCHI PYKOBOACTBA YHUBEPCHTETA.

1.9. B noppasieneHAsX YHHBCPCHTETa, TAe 0 MTaTy He NPEIXYCMOTPEH CIEN¥albHbIL
palOTHPK Jns BeleHHA JENONPOM3BOJICTRA, PACTIOPAKSHHEM DYKOBOJHTEINA MOApajNeNeHHs
Ha3HAURETCH PabOTHHK, OTBETCTBEHHBI! 3a 3Ty paboTy.

1.10. BHOBP npHHATHE PaGOTHMKH NODKHEI OKITh 03HAKOMIEHH! DYKOBOIHTENEM
NOApa3NeNeHHA CO CIPYKTYpOH yHMBCDCHTCTd, YCTAHOBICHHHM IODANKOM  paboTHl,
HHeTpyKiueli TIo IeNOTPOR3BOLCTRY, HOMEHKIATYPORM JeN H JOIKHOCTHOH HHCTPYKIHEH.

1.11. Tlpu yxone paGoTHHKA B OTHYCK, YORITHH B KOMAauJHpOBKY HMEIOIIHECH Y HETO
JIOKYMEHTHL IO YKA3AHWIO PYKOBOIHMTENS NOJpa3felleHAs mepefaloTcs OpYroMy pabOTHHKY,
KOTOPEIi 00f33H UPHHEATEL MEPHL K MX COXPAHHOCTH B CBOSBPEMEHHOMY HCIIONHEHMIO,

Ilpr yRONEHEHWH HIM TiepeMelleHHH palOTHEKA, OTBETCTBEHHOTO 3a BEACHHE
NeTONPOU3BOCTBA, MPORIBOIMTCE Nepesada Nel K NOKYMEHTOB HHOMY Ha3HAYECHHOMY JHIY, O
YyeM COCTABISETCH AKT HpHeMa-Iiepefadd NOKYMCHTOB, KOTOPHIH YTREPKIAETCA DPEKTOPOM
(IPOPEKTOPOM), KOTIHA aKTa NepelaeTCA B apXHB YHHBEPCUTETA.
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1.12. BenenWe mnepeNHCKH ¢ BEINECTOSINEMH OPTAHH3ALFGIME  OCYIIECTRIAESTCH
PEKTOpOM KM MPOPEKIOPAMH; C JPYTHMH OpI4HH3ANMSMH, OT HMEHW YHHBEPCHTETZ —
PEKTOPOM, ITPOPEKTOPAMH HIH, TI0 MHCHMEHHOMY NOPYYSHHI) PEKTOpa, — PYKOBOZMTEISMI
CTPYKTYDHEIX II0/[pa3jic/IeHHii (ickaHaMH, Ea9albHHKaMH OTAeNOB H T.10.)

1.13, Tlonowenua neEHON «MHCTPYKIAH» pPacHpOCTPaBMOTCH Ha BCE BHAN
IeTONpOH3BO/ICTEA, B TOM YHCIE H Ha OPTaHH3AMAIO PaboThl ¢ JOKYMEHTAMIL, CO3/IaBAEMBIMA ¢
HCTIONE30BAHAEM CPEZICTB REMFCIHTCIBHON TEXHAKH.

1.14. Bumonnenne HacTosmedt «MHCTpykupu» 0Ga3aTelNBHO MIS KAXIOro paGoTHHKA
YHHBEPCHTETd, ¢ ¢ TpcOoBaHMAMH PabOTHUKM MOJDKHEL GHITH O3HAKOMIICHEI NOZ JIHYHYIO
TOJNHCH PYKOBOJHTENEM CTPYKTYPHOTO MOApaseNeHHs.

1.15. Tlopsinox pafoTH ¢ ROKYMEHTAMH CEKDETHOTO NETONpPOHIBOACTBa C rpuoM
«JICII», OHCEMaMH H 3afBICHHAMH TPaXKIAH ONPEACIAETCA CHCIHATLHEIMH HOPMATHBHEIMH
aKTaMH.

2 JOKYMEHTHBI YHUBEPCHUTETA

2.1. JloxyMeHTHpOBAaHHE YOPABICHYECKOH ACATEILHOCTH 3aKIOYACTCH B 3alHCH 1O
YCTAHOBIEHHHIM NPABKIIAM HEOOXOAUMOI /1S ieATeIbHOCTH YHABEPCATETa HHGOPMAITUY, T.€. B
CO3AHAK JOKYMEHTA. BHABI ZIOKYMEHTOB, CO3/1ABACMEIE B YHHBCPCHTETE:

— OpraHH3AllHOHHEIE JOKyMeRThl (Yecmas, Oosxcwocmnas unwcmpywyus, ITorooicenue,
UIMamAOe PACNUCaHIe, CMPYKMYPA U WMamHAS YUCAEHHOCNS),

—  DPaCHOPAAMTENEHEIE JOKYMEHTH (HpuKdas, pacnopsicentie, peuienue);

— HHQOPMAIIMOHHO-CIPABOYHEIe NOKYMEHTH (aim, npomoxos, OOKIAOHAS 3aMmucKd,
0BDACRUMENLHAA 3ANUCKA, CAYHCeORAA 3aNUCKG, 3aseienue, nucomo, gaxe, cnpaexa,
OOKAGD, MeReZPAMMA, MENCOVHAPOOHAR MENEZPAMMA, MeneQOHOZDAMMA);

—  y4e6HO-MeToAHuecKas JOKYMEHTAIHS (VyebHble nanst u paboyue npozpammsl, yuebno-
MemoousecKue KoOMIIEKCH no QUCYURRLHAM Y3eOH020 RIGHA U M.1.);

— JAOKYMCHTHIMsS CHCTEMBI MCHE/DKMEHTa KaYecTBa, PeriaMeHTHDYIOMAd IeaTenbHOCTE
noppasAeneHul, TONKHOCTHBIX MU U nepcoHana (Tlorumuxa & obracmu xavecmsa,
Muccus  ynusepcumema, Pyxoodcmgo RO Kauecmsy, CMAHOAPMbL OP2aRU3GYUY,
ROROICEHUA U M.N.).

2.2. KoMnieKe JOKYMEHTOB ONpEIeseTC:

— KDYTOM BONPOCOB, DpEIIAEMBIX YHHBEPCHTETOM i  obecHeueHWs YCTaBHON
JSATEABHOCTH;

— CTPYKTYpOH YHHBEPCHTETA;

— 06BEMOM M XapaKTePOM B3aMMOCBA3EH ¢ APYTHME YUPEKACHAAMH H OPraHH3alAMHE.
2.3, Or6op BHAOB LOKYMEHTOB, HEOGXOAMMEIX H JOCTATOYHBIX jina  paloTel

YHHBepcHTeTa, NPOM3BOJMTCA HA OCHOBS, YTBEPXICHHOH PEKTOPOM HOMEHKIATYPH Jel, ©
YKa3aHHEM CPOKOB XPAHEHHA, 4 TAKKE OIHCH JC IOCTOSHHOTO X BpEMEHHOTO CPOKa XPaHCHHS.

2.4. PacniopsaTenbHble JJOKYMEHTH, IOCTYNAIONHE B YHABEPCHTET M3 BHIUICCTOAITHX

opraHH3anul, JOBOAATCS A0 IOABEAOMCTBCHERIX OAPA3ACTCHAHN, NMOCPEACTBOM:

- W3MaEMA  PACTIOPAIMTENLHBIX JOKYMCHTOB, B KOTODBIX H3JIaraeTcs cofepikamye
JOKYMEHTOB BHIECTONMICH OPrAHH3ANME MPHMEHATETLHO K 32Ja9aM YHHBEPCHTCTA, X
HAMEYAlOTCS KOHKPETHBIE MEPOTIPHATHS, TOATEKANIHE OCYILICCTRICHHIO;
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— CCBUIKH Ha HAMMCHOBAHHE, HOMEp M JaTy NOKYMEHTa BRIIICCTOSINEH opraHH3alHH, NPy

M3AGHAH JOKYMEHTOB HA HX OCHOBC.

25, C 1embi0  YCOBEPIIEHCTBOBAHHA  JENOMPOH3BOACTBA, B  YHHBEPCHTETE
YCTAHABIHBAIOTCA €IMEEIC NMpaBHIA. OhOPMIEHAS TOKYMeHTOB. JII8 COKpAaIeHHs KOIMYESCTRA
NPHMEHACMEIX (QOPM IOKYMEHTOB HCIIOJB3YIOTCA YHHGUUEPOBaHHEIE QOPMEl JOKYMEHTOB
(nanee — YOJT), mpencTanIMiOMMe COBOKYIHOCTh PEKBH3HTOB, YCTAHOBICHHEIX B COOTBCTCTBHA
¢ [TOCT P 6.30-2003 «Yunpummpoamnas CHCTEMa OpraHM3alMOHHO-PACHOPSAMTENEHON
DIOKYMEHTAIMH», & TAkoKe YHHQHIMPOBAHHKIEC GOPMBI NECPBHIHOM YYETHOH NOKYMCHTALHH IO
yuéTy TpPyda M ero OIATH, yTBepxnemuble [locramosnenmeM I'ockoMcrara Poccmitckoi
Denepaund ot 5 aEBaps 2004 1. Ne 1.

3 TIPABMJIA TIOZITOTOBKH ¥ O®OPMIIEHHA JOKYMEHTOB
3.1 JlokyMeHTUpOBAHAE YIPABJICKUECKOH JeATEILHOCTH

JloKyMERTHPOBAHHE YIIDABNCHYECKOH  NedTeNbHOCTH 3aKodaercds B CO3NAHHH
YOpaBlIeHIeCKHX JOKYMCHTOB Ha GyMare Iy APYTHX HOCHTENAX.

JIOKyMCHTAPOBAHAE OCYIIECTRNAETCS HA ©CTECTBEHHOM s3HKe (PYKONHCHEE,
MAIMAHONKCHEIE JOKYMEHTE, B TOM UHCJIC TENeTPaMMEI K Tene(h)OHOIPAMME ¥ T.A.), @ TAKKE Ha
HCKYCCTBEHHEIX S3EIKaX C HCTONb3OBAHHEM EKTPOHHBIX HOCHTENEH.

TIpu mOAroTOBKE H OHOPMICHAN JOKYMEHTOB HEOGXOMMMO COGMONATD, YCTAHOBICHHHIE
I'OCToM H MHBLIMH HOPMATHBHBIMH aKTAMH IIpaBHJIa, 0GECIEYHBAIOMNE IOPHANIECKYIO CHITY
JIOKYMEHTOB, ONEPATHBHOS H KAYCCTBCHHOE HCIOJHCHHC, NOHCK M BO3MOXHOCTH 06paGoru
JIOKYMEHTOB C IOMOIIBIO KOMITBIOTEPHOMN TeXHUKH.

JIOKyMEHT CUHTaeTCA HEHamuexamuM o0pazoM OQOPMICHHEIM NpH OTCYTCTBHH
PEKBH3HTOB, 00S3aTEMBHBIX A JAHEOTO JOKYMEHTA (HAITpHMEP: HAHMEHOBAHS MEHACTEPCTBA,
AreHTCTBA, HAMMCHOBAHHS YHWBEDCHTETAa — 4BTOpPa JOKYMEHTA, HalBaHMH BUA4 JOKYMEHTa,
HOMEpa, AaTH, HHAEKCA, 38F0I0BKA K TEKCTY, TEKCT4, BA3, IOANHCH # T.1.).

B mponecce MOArOTOBKE B OGOPMICHHA JOKYMEHTa COCTAB PEKBH3HTOB MOXeT GHITH
JIOTIONTHEH, €CTH 3TOT0 TpeGyeT HasHaueHHe TOKYMEHTa.

3.2 Bhagku JOKYMeHTOB

JloxyMeHTHI JODKHEL OGOpMIIATECA Ha GNAaHKaX ¥ HMETh YCTaHOBIGHHEIX HaGop
PEKBH3HTOR.

BiaBK JOKyMeHT2 — 3T0 HaGOp PEKBH3MTOB, MACHTHQHIMpYIOIHH aBTOpR
obHIMATEHOrO IMCHMEHHOTO JUKYMEHTA. BilaHk BIOUYAaeT TONBKO MOCTOSHHYIO HHGOPMAIMIO
00 OpraHH3ailHH — aBTOpe JOKYMCHTA, XapaKTepH3YIONIYIO €r0 KaK CO3JATEA OQHIHAILHOIO
IMCEMEHHOTO IoKyMeHTa. Brank npunaer nadopmaiy odHumaTsHBI xapakTep.

PeKkBH3AT — 06A3aTC/IBHEIH 21EMEHT, IPHCYIMH ONpeAelISHHOMY BEAY JOKYMEHTA.

PacrionokeHH¢  PEKBHBHTOB Ha ONAaHKAX  OpraHM3alMOHHO-PaCTIOPA/UTENbHAIX
JOKYMEHTOB JIOIDKHO cooTBercTBoBaTh I'OCTy P 6.30-2003 «VHHQHIMpOBAHHAA CHCTEMA
OPTaHM3AMHOHHO-PACIOPA/HTICABHON  foKyMeHTanmun., TpeGoBaHms k  odopmirenuio
JIOKYMEHTOB», HHEIM YHHOHIMPOBAHHEIM (hopMaM.





[image: image8.png]HOY BIIO «.Euncr-ﬂtmpﬁyprcxuﬁ yn;nepcme'r_
YOpABJICHHS ¥ IKOHOMHEKE»
CTanaapT opraHHzanEH

Hucmpykuus no 0oKyMeRmayuonnomy obecnevenuio

L_C MR-C'II);4.2.3-49;212 ) ynpasnenus (denonpoussodcmsy) I

B yHmBepcATeTE NPAMEHAIOTCH GNAHKH:

— oOmm# 6naHK MU CO3NAHUA MHOTHX BHAOB MOKYMCHTOB, KPOME OHMCEMA, (HPIWIOKEHAES
A),

— OmaHk mACHMa (DpHioxerue B, B),

— 6naHK KOHKPETHOIO BHAA JOKYMEHTA, KpoMe mackMa, (npanoxenke I, [T, E, X).
JomKHOCTHBIE JIMIA MOTYT HMETE CBOY GaHKH — GaHK JOMKHOCTHOTO JHNA.

Brank# CTPYKTYpHOTO NOJApa3fENECHHA HIHM JODKHOCTHOTO JIMIA CO3NAKECS B TOM
CiTydae, €ClIE PYKOBOIMTENb J2HHOTO NOAPaseNleHHa AMEET IPaBo TOIHCA AOKYMEHTOB.

BraHKH KaKEOro BAMA HOKYMEHTA MOTYT HW3TOTOBIATECA HA OCHOBE Kak YINOBOTO, TAK ¥
TIPOAOTLHOrO PACTONOKeHHs. PEKBAIUTOB.

B cnywasx, koraa PeKBH3HIBL pasMeINAlOTCA B IpeAeiax IUIOLIAAH, OTBOZHMOH Ans
YITIOBOFO BADHAHTA, LENECOOOPA3HO HArOTORNATE GONAHKA C YINIOBEIM  PacHoNioXeHAEM
PEKBH3HTOB.

JUns 6MaHKOB JI0IDKHA IPHMERSTECS GyMara GopMaros:

— A4 (210 x 297MM) — [ia [IPHKA30B, PACHOPSDKEHUM, CIyxeGHLIX IHCEM H APYTHX
TEKCTOBRIX MaTepHalioB 06BeMoM Gonbine 15 CTPOK MAITHHOMECHOTO TEKCTa;

— A5 (148 x 210MM) — IS BRIDHCOK M3 NPAKA30B, CONPOBOAMTENEHRX MACEM H JPYTHX
JOKYMEHTOB 0GBEMOM JI0 15 CTPOK MAIHHOIHACHOTO TEKCTA, BMECTE ¢ MOIIHCEIO.
JlonycKkaeTcs TakKe HATOTORIATH GIaHKA Ha GyMare GopMaToB:

— A3 (297 x 420MM) — s oopMICHHA AOKYMEHTOB, COXCPKAMKK TAGINIEL ¢ GONBILIMM
KosmecTeoM rpad (hopMynapEL, pacnucanus, rpadbuKy U T.4.);

— A6 (105 x 148mmM) — mns 0hOPMICHER HEKOTOPEX BHOB RONKHOCTHEX GNAHKOB, ML
0(OPMIICHHA PE3OTONHH, A/ KaPTOYeK H MOYTOBBIX OTKPBITOK.

Bymara, mpumerseMas Jus M3roroBneHus Grankos, AomkHa GHITh Gemoro nBera, B
ACKTIOYMTEIBRBIX CIIy4asX, cabo OKpallcHa B KPEMOBRIC HITH KEAThIE TOHA.

Ha 6Gnaskax TOXyMeHTOB eBoe TIoJe JODKHO ObITh He MeHee 20 MM, IpaBoe — HE MEHee
10 MM, BepxHee — He Meree 20 MM, HIKHEe — He MeHee 20 MM.

3.3 Odopmirenne peKBH3ATOB JOKYMEHTOB

3.3.1. HammeHoBaHHEE OPradU3ANAN — ABTOPA KOKYMEHTA.

CocTaB PeKBH3HTOB OPraHH3AIHOHHO-DACHOPAIHTENGHEIX NOKYMEeHTOB B Poccmiickod
depepanum onpenener 'OCTom P 6.30-2003.

B GraHKax yHHBEPCHTETa NEHATAIOTCSH CleyIOINAEe PEKBA3ATHL:
3MONeMa, MOTHOE Ha3BaHHE Bysa, koA opranmsauad, OI'PH opuangeckoro mama, MHH/KIIIL,
xon GopMEI ZOKYMeHTS; CIIPABOYHEE NAHHEE 00 OpraHmsallfi: MOMTOBEIA azpec, HOMepa
TenedoHoB, TenedaxcoB, ICKIPOMHBIY anpec; HAMMCHOBAHAC BHIa MOOKYMCHTa, [ara
JOKYMEHTa, PETHCTPallHOHHBIHM HOMeP, CCHUIKA Ha HOMED H ATy, 3ar0JOBOK K TEKCTY.

H3obpakenne 3MGMeMEl YHEBCPCHTETa Ha ONaHKaX NMOMETIAIOT HA BEPXHEM JIEBOM TIONE
Onaska pamoM co corpoxoli pexpmsuta «Hawvenopamwie opraHwlaimmy. HawMeHopamme
YHHBEDCHTCTA YKA3HIBACTCH B TOYHOM COOTBCICTEEE ¢ YcraBom Camkr-IlerepGyprexoro
YHHBEpCHTETA YIIPARNEHES H IKOHOMHKH, IPONACHEIMH GyKBaMH, coXpaineHHOe HaHMeHOBAaHHe
NOMEIASTCA BCJIE/ 38 TIO/HEIM HAHMEHOBAHHAEM.,





[image: image9.png]HOY BIIO «Cankr-TerepSyprexnii y;nnep:nlwr
__ynpaBJieHHN H IKOHOMHKE

CTaBgapT OpragA3anan

Hucmpyxuun no 0oxymenmanuonnomy obecnenenuso
ynpasenusn (denonpoussodcmsy)

CMK-CTO0-4.2.3-49-2012

]

. ——— m— -

HaumeHOBAHAE CTPYKTYPHOLO TOAPASACICHMS YHHBEPCHTETZ YKA3HBACTICA B TOM
CIlyuae, €CIH OHO SBMNSCTCE ABTOPOM JAOKYMEHTa H PacloiaraeTcd HIDKE HAMMEHOBAHHMA
OpranHzanmuy (YRHBEPCHTETE), DEHATACTCH MEJIKHM IPANTOM CTPOYHBIME GyKBAMH.

3.3.2. HaspaHHe JOKYMEeHTa JIOJDKHO COOTBETCTBOBATh €ro cojepanmo, Tabemo
YHAQUUAPOBAHHEIX GOPM NOKYMCHTOB.

3.3.3. laTa noxymenTa.

Jlatol foKymenTa SBSSICA JaTA €70 MOINHCAHNA, ANS AOKYMEHTA, TPHHAMAEMOTO
KOJITErHANLHO — JIaTa ero NpPHAATAS; I8 JOKYMEHTa, TPeGyromero yTBepaACHEA — JaTa ero
YTBEPXKICHHA,

I[ﬂTB JOKYMCHETa TIPOCTARIACTCH QRONKHOCTHBIM JIMIOM, IOANHCHIBAIOMIMM HIA
YTBEPKIAIOMMM JOKYMEHT.

Jinsg JOKYMEHTOB, COCTABNICHHBIX OJHORPEMCHHO HECKOIBKMMH OPIaHH3aHAMH, JATOH
ZIOKyMEHTA SBJIETCA JaTa IOITHCAHMS €0 ToceHel opraHusauei.

JlaTh, coxep:anmecs B TEKCTe, JODKHE OOPMIATECH LH(POBEIM CIIOCOGOM, IIEMEHTH!
JATHI IPHBOASLTCA apabeKuMA MEGPaMit B 0HY CTPOKY B TIOCTEAOBATENRROCTH: YUCO, MECAT,
ro, (eciH MOPHAKOBEI HOMEP MeCAla WX YHCIO COCTOMT H3 OIHOM IHGPEL, To mepen HAM
crasares 0), HanpaMep: (08.09.2011).

B TekcTax JOKYMEHTOB, CONEP/KAIINX CBEIEHRs GMAAHCOBOro XapakTepa, IpAMEHAETCA
cloRecHO-MHGPOBol Criocol odopMneHns nat, EanpuMep: 10 gespann 2011 2. wmm 2 cenmabpa
2011 200a.

Bee chyxeGHEIE OTMETKM HA JOKYMEHTE, CB3aHARIE C €0 NPOXOXJCHAEM H
HMCHOIHECHUEM, NATHPYIOTCS H NOIHCEIBAIOTCA.

MecTo MpOCTaRNEHAs AaTh] Ha JOKYMEHTE 3aBHCHT OT 6IaHKA B BHIA JOKYMEHTA.

3.3.4. IloamMch XOKYMERTA.

VIOCTOBEPEHHE NOKYMUHTOB ABIACTCA (OPMOM BRIDOKCHHA OTBSTCTBCHHOCTH 3a MX
CONepKAEAe H 3AKOHHOCTH. OCHOBHBIMH CHOCOOAMY YIOCTOBEPEHUS NOKYMEHTOR SBINETCS
NOINHCARHE, YTBEDKICHHE M IPOCTABICHHE IIE9aTH.

Tloamnach — 0653aTeNbHRN PEKBHIUT JOKYMEHTA.

JIOKYMEHTBI, HapaBiIseMble YHHBCPCHTETOM B BHINIECTOAMIMA OPraH, HONIHCHIBAIOTCH
PEKTOPOM HIIH TIO MOPYHYEHHIO PEKTOPa — IPOPEKTOPOM.

JIOKYMERTEI, HANpARISEMHIE YHUBEPCUTETOM B aipec JAPYTHX  OpraHusamui,
TNOAIACBIBAIOTCA PEKTOPOM, NPOPEKTOpaME HAH DO IOPYUCHHIO DPEKTOpa, PYKOBOAHTEIAMHE
noxpasicieHu# YHUBEPCHTETA,

Pexsusur COOATHCH? PACIIONAracTCA MO TEKCTOM TOKYMCHTa HIM IO OTMETKOH 0
HATHYMM OPHIOXKEHHA, B COCTAB TNOXNACH BXOJAT. HAWMEHOBAHME JODKHOCTH
TOANKCHBAIOICTO JOKYMEHT, JINIHAS MOANHACH, e¢ PACIIHGPOBKA H JaTa NOINHCAHH,

Hanpemep:

TIpopexmop no yuebnoii pabome

Canxm-Ilemepbypzcrozo yrugepcumema

YNPABREHUR U IKOHOMUKU E.C. Henesa
nodnuco
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B IoxyMeHTaX, COCTABNCHHLIX KOMHCCHeM, YKA3KIBAIOTCS B NEPBYIO O9epefib UX
00A3AHHOCTH B COCTABE KOMUCCHH, @ 3aTeM JIO/DKHOCTH.

JIOKYMERTBI KOJIETHATLHOTO OpPrala TONMHUCHIBAIOTCS ITPEJICeNIaTeNIeM 3TOTO OpraHa |
CEKpeTapeM.

TIpn noAnMcaRUM AOKYMEHTA HECKONHKMMH JIOJDKHOCTHEIMH JHIIAMH Pa3HOTO YPOBHS,
HMX TOONUHCH PacloiiaraloT OIHY TOL JPYroif B INOCHEIOBATENbHOCTH, COOTBETCTBYIOIIEH
JaHEMAeMO# OMMKHOCTH.

Tlpu DOANMCAHHH JOKYMEHTA BECKONBKAMY JIHOAMH PABHLIX ZOIKHOCTeH, AX TMOANMCH
PAcTIONararoT Ha OJHOM yPORHE.

Ec/l O/DKHOCTHOE JIHIO, MOMIHCH KOTOPOLO 3alOTORNCHA HA IIPOSKTE NOKYMEHTa,
OTCYTCYBYET, TO JOKyMEHT [OJEKEH IOAIMCHBATECA THIOM, MCHOIHAIOMEM €r0 0GA3aHHOCTH
WITH €20 3GMECIUMeneM.

JokymeBT MoxeT OHTE II0JOHCAaH HCNIOIHAIONIM O0S3aHHOCTH KOMKHOCTHOTO JIHIE ¢
ykasanHeM €ro (akTHYeckolf NOXHOCTH M (aMHIMM HIH YKa3aHHeM, 9TO OH BPEMEHHO
MCTIONHACT 0GA3AHHOCTH JODKHOCTHOTO JIHIA,

Hanpumep:

Bp. H. O. pexmopa
Canxm-IlemepGypzcxoz0 ynueepcumema
YRPABACHUA U SKOHOMUKU E.C. Henesa

TIpu 3TOM He TOMYCKaeTCst AOMHCHBAHAS OTMETKH 432» HIIA NPOCTABIEHHUE KOCOH YepThR!
nepea HadMEHOBRHHEM JO/IKHOCTH.

TloamHEad NOANMCE MOXET OBTh 3aMeHeHa  gakcammie, (DaxcHMHTLHOE
BOCIIpOH3BeAcHAe NoamHeH (pakchMune) — mTaMn (KTMINE) ¢ BOCHPOH3BOAAMEH HOMIHCEHIO
npma. dakcHMETE B YHEBEPCHTETE MOXET W3rOTARNHBATHCA JUIA PEKTOPA W MPOPEKTOPOB,
XPaHHTCSA B OTAETC KaAPOB H BEAACTCA HAYAIBHHKOM JAHHOI'C OTACIA.

dakcumue TPOCTABIAETCS HA MPHUITIATNEHNAX, TPAMOTaX, GHBI‘OILBPCTBeHH]:lX NMHACbMax,
MHBIX JOKYMEHTAaX, HE HOCAINMX (HMHAHCOBOIO XapaKIepa H HE  SRIDIONIHXCH
PacCHIOPAMHTENBHEIMH JTOKYMEHTaMH NpH OTCYTICTBEHM JIHIA, 1A KOTOPOro H3TOTOBICHO
(aKCHMHIIE, & TAKKE [0 Er0 PACIIOPSDKCHAIO WK ¢ €10 Pa3PEIICHHS.

Tlogmurnas NOAMACH He MOMET OBITh 3ameHeHa (dakCHMHNE IpH 3aBepKe JAHILIOMOB H
MHEIX IOXYMCGHTOB 06 00pasoBaHuH, IPAKA30B, PaCTIOPMKCHHI, JOrOBOPOB.

3.3.5. CorxtaconanHe JOKYMEHTA.

Cornacosanse JOKYMCHTA IIPOBOIATCA IIPY HeoGXOMEMOCTH ONEHKH lieecoobpasHocTH
HOKyMeHTa, ero OGOCHOBAHHOCTM M COOTBETCTBHS IEHCTBYIOIIEMY 3aKOHOIATENLCTBY H
OPEBORKIM 8KTAM.

CornacoBaHne JOKYMEHTA MOXET NPOBOIMTLCA, KaK BHYIPH YHHBEPCHTETa
(noApa3nencHUIMY M JOJDKHOCTHBIMH JIMIAMH), TaK M BHE Hero (C NOAYHHCHHLIME H HE
TOAYHHEHABIMY OPTaRH3AITAMIL).

BuyTpennee cornacopaHne o(popMISETCS IyTeM BH3APOBAHIA JOKYMEHTA HIH OPOEKTA
ZIOKYMEHTA JOJKHOCTHRIM ITHIOM. B¥3a BKHOWAeT JMMYHYIO NOANHACH, e PacITu(POBKY, JaTy
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BH3MPOBAHKS, AOKHOCTE BH3HDYIOMIEIO. BH3BI NpPOCTABIMIOTCA Ha NOCHETHEM JHMCTE
NOATHHHHKA PaCHOPATUTENHEHOT0 AOKYMeHTa (MIMH Ha oGopoTe), Ha KONMH OTIPABIAEMOTO
LOKYMEHTA (IHCHMA).

3aMeyaHHs M JONONHEHHA K NMPOEKTY JOKYMEHTA H3/aTafoTcs HA OTAENLHOM JHCTE, O
YEM NPH BU3SHPOBAHHHE CTABHTCH OTMETKA «3aMEUAHHR NDANATAKTCH?,

3amevanus JOKNAZEBAIOTCS MHAILY, TIOACHBAIOIIEMY JOKYMEHT.

Buemmnee cornacopagne 0hopMISSTCS COOTBETCTBYIOIIEM IPAGOM.

T'pu¢ cornacoaHHs PACIONATAETCS HYDKE HOMIIHCH B IEBOM 9ACTH [OCHEJHEI0 JMCTA Ha
NHOEBOM CTOPOHE IOKyMeHTa B BKmouaeT cioBo COIJIACOBAHO, kotopoe OHOIyT
XpYnHEME GykBaMH (Ge3 KaBEMEK H 3HAKOB IIPCIMAAHHA Ha KOHIE), HAHMCHOBAHHE JOIDKHOCTH
JIMIIA, ¢ KOTOPEIM COTJIaCOBLIBA€TCS NOKYMEHT (BKUIOYAS HAHMEHOBAHHE OPraHH3anky), MHIHYIO
TIOITHCE, PACITA(GPOBKY HOANKCH | JATY COLJIACOBAHHS,

Hampumep:

COTTIACOBAHO
Hupexmop BHHH doxymenmoseoenus
1 apxueHo2o dena
M.B. /lapun
20 1
Ecnu cornacopane NMPOBONUTCSH ¢ KONIETHATRHSIM OPTAHOM MM IOCPEJICTROM [THChMA,
TO COTTIaCOBAaHHE OHOPMIMETCA CIENYIONHM 00pasoM:

COI'TACOBAHO

Pewenue zacedanus
Ipaerenun 6anxa «Coro3y
IIpomoxon om 03.02.2011 Ne 28

COI'JTACOBAHO
Hucemo HITO «Heopzanuveckue mamepuanvin
om 12.03.2009 Ne 12-3/186

T'pudst cornacoBaHns MOTYT pacloJIaraThCs Ha OTACIHHOM JIMCTE COTNACOBAHMA.

Ecmm comepxanme JOKyMeHTa 3aTparmBaeT HHTePeChl HECKOJNBKHX OPraHH3aUHif, Ha
AOKYMEHTE JENIAcTCH OTMETKE «JIucr cormacoBanus NpAIAracTca?,

Bremsee COrnacoBalHe OCYMEeCTBISETCA B CIICAYIOMEM HOPAIKE:

— ¢ NOjBEJOMCTREHHLIMH YHHBEPCHTETA M CTOPOHHHMH OPTAHH3AIHSME, KOTAR OHM
BBICTYHAIOT 0053aTENbHOM CTOPOROH B MPABOOTHOMICHHAX, BORHHKAIOMIAX NPA H3JAHAN
JIOKYMEHTA HiF (KOTJA COAEPKAHHE JOKYMEHTA 3aTPArHBaeT HX HHTCPECED);

— ¢ OOWECTBEHHRIMH OPraHH3AUHAME — B CIy49adX HeoOXOTHMOCTH WIH B CIIydasx,
IPeTyCMOTPEHEBIX TIONIOKEHAAMHE 00 3THX OPraHH3aIlHix;

— € OPraHAMH, OCYMIECTBISIOIIAMYE TOCYIAPCTBEHHBIH HAABENOMCTBEHHBIA KOHTPONb, B
OlpeeICHHON 06/IaCTH (3KONOTHUECKHIA, IOKAPHBIA M T.1L.);
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— C BHUWECTOAIIMMH OPTAHH3AIMAME, KOTZZ 3aKOHOIATENHCTBOM [PEAYCMaTpPHBAeTCS
BO3MOXHOCTh COBEpIEHHS YNPABIEHYECKHX AeHCTBAN TONBKO C paspellieHAs 3THX
OpraHu3anui.

3.3.6. YTaepaneHse ZOKYMEHRTA.

CoocoGoM BBEICHHA TOKYMEHTA B JIeHCTBHE SABIAETCS €0 yTBepKIeHHe.

JIOXyMeHT, IO KAIKH YTBEPHJICHIIO, NPHOGPETaeT IOPHINYECKYIO CAILY C MOMEHTa
€T0 YTBEP)RICHHS, TH60 ¢ MOMEHTa, YKa3aHHOTO B PACTIOPATATEBHOM JOKYMEHTE.

JlOKyMeHTEI, H37aBaCMBlEé B YHUBODCUTCTE, LDUBENSHHBIC B NDHIOKEHHH 3,
YTBEPXKIAIOTCA DEKTOPOM HWIM IPOPEKTOPDAMH YHHBEpDCHTETd, BHIIECTOSNMMMH  HIH
MEXBENOMCTBCHHBIMH OpraHaMH, DGHICCTBCHHLMH OpPraHA3aluAMHE, B KOMIICTCHIHIO KOTOPBIX
BXOJIHT PENICHHE BOOPOCOB, H3NOXEHHBIX B YTBEDKAAEMBIX JOKYMEHTaX.

YTBepKICHHE TOKYMEHTA HPOR3BOJHTCA ABYMH CIOCOGAME:

— OpOCTaBICHHEM IPHYA YTBEPKICHHS,
~ H3JAHAEM paclOpAIMTENBHOTO JOKYMEHTa (B Tex cnydasX, Kora Tpebylores

JIOMIORHATENLEBIE IPEACAHASL H PASHACHCHIS),

Tlonoxenns o6 HACTHTYTaX, HEHTpax, dakynsrerax, Kadeapax, CTPYKTYPHBIX H MHBIX
TIONPa’feNeHAsX YHUBCPCHTCTa MOMNCKAT YTECPXACHHIO PEKTOPOM YHHBEPCHIETA M
TIPHOGPETAIOT IOPHIHIECKYIO CHITy ¢ MOMEHTA KX YTBEPHKICHHS.

T'prd yTBepkmcHMs NOMEMAETCA B HpaBoi BEpXHeH 4ACTH JOKYMEHTA, COCTOMT M3
cnoBa, YTBEPXKIIAIO (6e3 KaBbNeK), TNONHOrO HAMMEHOBAHMA JOJDKHOCTH JHMIIA,
YTREPIKISIOMEro JOKYMEHT, JIMYEOH IOIIHCH, ¢6 pacii(POBKE K JATH YTREPHKICHHIN:

YTBEPXIAIO
PexTop Cauxrt-TleTepGyprekoro
YHHBEDCHTETA YIIPABJICHUS H SKOHOMUKHY,
npodeccop
B.A. I'nepxo
20__roa.

Tlpr yTBEp>KIEHWM NOKYMCHTa HECKONBKMMH JAODKHOCTHBIMA JMIAMH HX TOZNMCH
PacnoNAraroT Ha ONHOM YPOBHE,
Ilpr yTBepAEHHH ANOXYMEHTA NOCTAHOBICHHEM, pelleHueM, OPHKA30M, yKasaHHeM,
Tpud yTBepXICHMA cocrour w3 cnosa YTBEPWIEH (VTBEPXJEHO, VTBEPKIEHA,
YTBEPXIEHEI) ramMeHoBaHWS YTBEPXKJAIOMETO JOKYMEHTA B TEODHTEIBHOM Tafexe, ero
JaTEL H HOMEpa, HAIIPHMEP:
VYTBEPXJEHA
npuxasom pexmopa Canxm-
ITlemepbypzcrozo ynusepcumema
YNpasnenuR u IKOROMUKU
om 01.03.2011 Ne 24

VYTBEPX/IEH
peuwienuem Yuenozo cosema
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Canxm-Ilemepbypeckozo yuusepcumema
VRPABNEHUA U IKOHOMUKY
om 05.04.2011 Ao 12

BHOCHTE H3MEHEHNS WK A0GABNCHA B NONUMCAHEBIE (YIBEPAGICHARIE) JOKYMEHTR! Ge3
Pa3speNICHEAS JTHIA, IIOTHCARIIEr0 JOKYMEHT, He JOIyCKaeTes.

(OTBETCTREHHOCTH 33 KA9€CTBO HOATOTOBKM NOKYMCHTA H JOCTOBEPHOCTE CONEPKAIMKCA
B HEM JAHHBX BO3JAracTCs Ha JHI, NOATOTOBMBIIHX, 3aBH3MPOBAaBIIMX M NONMHCABIIHX
JIOKYMEHT.

3.3.7. Pexpusur «leaarsy».

Ilpr HeoGXOAMMOCTH AOKYMEHT 3aBEpACTCS NeyaThio ¢ H3oOpaxenmem repba P@,
NEYATHI0 YHHEEPCHTETA HIIH Ie9aThIO CTPYKTYPHOTO MOZpaseNeH s,

Tlewars ¢ m3obpakerneM repba PO crasarcs Ha AOKYMCHTax, Iie BOCIPOM3BCICHHE
OTTHCKA 3TOH NeYaTH CHelEamsHo OPeyCMaTPHBALTCs AeHCTBYIOMIM 3AKOHOAATETCTROM.

TlpuMepHEl mepedeHs JOKYMEHTOB, KOTODHlE 3aBEpAIOTCH INIEYaTsMH, JaH B
Mprnoxennn H.

OTTHCK TedaTH ¢leAyeT NPOCTARIATL TaKEM 00pasoM, YTOGH OH 3aXBaTEBAN YacTb
HaNMEeHOBAHMA JOIDKHOCTH JIMIIA, IOMIHCABIIETO JOKYMEHT, M IACTD TIOIHCH.

Ha poxymeATax (HHAHCOBOTO Xapakrepa medaTh NPOCTARIACICH HA CHENEANLHO
oTBefiecHHOM Mecte. Kak IpasAmo, 9To MecTo HaHeCeHHs [eYaTH 0D03HA9ASTCS CHMBOIOM
«M.JILy Ges saxsara HaWMEHOBAHWA AOJDKHOCTH M NOZNMCH. OTTHCK IIPOCTABIACMOH MeuaTh
JIOJEKEH GBITh XOPOIIO YMTAEMEIM.

Tleuars cTpykrypHOTO mOApasenehms (He TepOopas), MOKET CTABMTECS HA KONMIX
JOKYMEHTOB, HANPABNAEMBX B JpyrAe YUPEXJICHHd; pasMHOKEHHEIX JK3eMILIApax
PACTIOPATENEERX NOKYMEHTOB TIPE HX Pacchuike; Ha CIIPaBKaX, TOATBEPIKAAIONTAX (axTw,
CBS3aHHEIC C TPYAOBOH ACATENBHOCTHIO M 00ydeHReM rpaXaan.

3.3.8. PexBu3uT «Aapecam.

AJIpecaT pacCMaTpHBAeTCS KAK COBOKYITHOCTh TOYHOH H IIOMHOH HH(popMalndH, Ha
OCHOBE KOTOpOH NOKYMEHT MOXeT GHITh ZOCTAaBNCH Pecary TOMHO H Ge3 HeoNpaBIAHHBIX
3aTpaT TPyAA.

JlOKyMEeHTEL ajpecylOT B OpraHH3aNWH, HX CIPYKTYDHEIC HOZDPA3CIHCHAL HIA
KOHKPETHOMY JOIDKHOCTHOMY JIHILY, TPAX/IAHAM.

Ilpu agpecoBaHMH JOKYMEHTA B OPraHH3AIMIO HIH e¢ CTPYKTYpHOE Noapaszenenne Ges
yKa3aHEs JODKHOCTHOTO JIHIA, HAMMEHORAHAE OPTAHM3ANMY NENIYT B MMEHHTEILHOM HANCKE,
HalpHMep:

HITO «Hexpay
Omden acnupanmypei
wry
TIpogrom compyorukos
HIIO  «Hcxpay

Ipy HanpaBieHEH JAOKYMEHTa JODKHOCTHOMY JHI, Ha3BaHHE OpraHW3auMd,
CTPYKTYPHOTO MOApa3fieieHEs YKA3hIBAIOT B HMCHHTETBHOM NaJiexke, a AOIKHOCTE B (aMumiio
aapecaTa — NaTENbHOM.
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VHUBEPCUMEMA YNpAGACHUL U  IKOHOMUKL,
npogpeccopy B.A.Inesxo
wau
A0 «Momosunuxunckue 3a600ui»
Omden znagroze memanrypea
Thasnomy memannypey
H).B. Rpyznosy

Ilpu ampecopaHHE NOKYMeHTa HeCKONLKAM OAHOPONHBIM OPTaHHM3ANMAM, HX HA3BaHMS
ClTeIyeT YKa3KBaTh 0600meHHO.

Hampumep:
Hexanam gaxynomemos
yHugepcumemd,
2a6edyrouun xadedpamu
1opuduveckozo axyromema

Tlpu 3ToM JOKYMEHT He MO/DKSH COJACPKATH Gonee ueTHpex ampecoB. CIOBO KOMHA
TIEpeT BTOPEIM, TDETHHM, U€TREPTEIM AAPECATAME HE YKA3ILIBASTCH.
Ecmu ampecaToR GoNlee 4eTHIpeX, PEKOMEHIYETCS COCTEBINTH CHHCOK PACCHUIKH
ZOKyMEHTa.
TlonHEIH DOYTOBKIH 2/IPEC YKA3HIBASTCA, B COOTBCTCTBHM C IIOUTOBBIMH [IPABHIAMH.
Hampamep:
Pedaxyun zasemet « Mecmnoe epemar
ya. Kpyneroti, 32, 2. Mockea, 614028

Azpec He MPOCTABIIACTCA Ha JOKYMEHTAX, HANPAB/ICMLIX B IIPABHTCIECTBCHHEIC OPTARED
H TOCTOSHHEIM DECIOHACHTaM, B 3THX CIydasX MOryT NPHMEHATHCS KOHBEPTH C 3apance
HancyaTaHHEIMH aipECaMH.,
TIpw agpecoBaHRH JOKYMEHT2 (UIMUECKOMY JHIY YKaiBIBAKOT HHHIAATH H (GaMHTHIO
NONyYaTells, 3aTeM OYTOBEIH ampec.
Hanpamep:
A.A. Kanununy
ya. Cadosas, 9. 5, k6. 28
2. Cauxm-Ilemepbype, 197119

3.3.9. PexnnsnT «Pe3omonun»

VYEkazaHns 0 HCOONHCHHIO JOKYMEHT2 JAAIOTCH B (JOPME DPE3OIONMH PEKTOPOM HIH
TIPOPEeKTOPAMH YHHBEPCHTETA.
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Pesomonus, KaKk mpaBuio, NHIIETCA OT PYKH B BepxHeif CBOGOZHON OT TeKcTa MacTH
TiepBo#t CTPaHHIIAI JOKyMeHTa. JIomyckaeTes oQOpMICHAE PE3OIONHM HA OTAIBHOM IHMCIE ¢
YKa3aHHEM PETECTPAIOHHOTO HOMEPA 1 JIATH JOKYMEHTa, K KOTOPOMY Pe30IIOLHA OTHOCHTCA.

B cOCTaR Pe30IIONFY JODKHE BXOJUTh CIEAYIOMME SIEMEHTHL: (aMEIAsS MCIOMHHTEN
(acnionHuTeNEi), cofepKanue IOPYUCHHH, CPOK HCIIONHEHHHA, JIMIHAS TOQIHCh PYKOBOHTEN,
JIaTa Pe3oIIONHM,

Ilpn EaMvEH B PE3OMONHH HECKONBKHX HCIONHHATENeH YKA3HBAETCA OTBETCTBEHHBIA
MCHONHWTENS (JIHI0, HAZBAHHOE B PE3OIOIEH IICPBEIM), OTBETCTBCHHOCTD 33 CBOEBPEMEHHOE I
NPaBANLHOE HCTONHEHHe 3aJaHUS B PABHON CTENeHA HeCyT BCE YKA3aHHEIE B PE30JIIONMA
MCIONHHTE/H.

Ha pokymenTax, He TpeGyOIEX AONONHUTENLHBX YKA3AHMH [0 HCHOIHEHHAID T
WMEIOIUX THIOBEIC CPOKH WCHONHCHHH, B PE3OIOLAH YKA3BIBACTCH HCLONHHTENb, IOAMECH
aBTOPa Pe30JIOLMH, AaTa.

3.3.10.0¢opmaecHHEE NPUTOKEHER K JOKYMEHTY

TlpunoxeHns X AOKYMEHTY MOTYT GLITh TpeX BH/IOB:

—  IPHITOXEHHS, YTBEDKIACMHIE HIlH BEOJAMEIC B JICHCTBHE COOTBETCTBYIOMHMHA

—~  PacHOPAAMTCIBHEIMH NOKYMECHTaMHE (IIPHIIOKEHHS K HOPMaTHBHBIM aKTam);

—  IIPHJIOMEHHS, NOSCHMIOUTHEE HIIH JONOJHAIONIHE COJCPKaHHE OCHOBHOTO JOKYMEHTA;

— TPUIOKCHHS, SBLIOMMECH CAMOCTOSTENBHEIME JOKYMEHTaMH, HAIPAaBIACMEIMH C

CONPOBOJIMTENBHEIM IHCHMOM.

Ecmz  gokyMeHT #MeeT IpHIONEHHS, Ha3BaHHEIE B TEKCTE, TO OTMETKA O HHX
otopmMiseTes IO cheytomeit popme:

Ilpunooicenue: na 10 n. 6 3 axa.

Ecli NprIOKEHHS B TeKCTe He Ha3BAHEI, TO HEOOXOIAMO MEPeYMCITHTE HX HanBaHHd,
KOJIMIECTBO THCTOB H IKIEMILIAPOB KAKAOTO.

Tlpu HATHYME BECKONHKAX TIPHIKEHHN OHM HyMEPYIOTCs apabckumu midpaMu:
IIpunoxcenue 1. Limamnoe pacnucanue na 4 1. ¢ 3 axa.

THpunoxcenue 2. Cmema pacxodos wa 4 1. & 1 5x3.

Ecmi npunoxeHye B CBOXO OYSPeAb HMECET IPAIIOKCHHE, TO OTMETKA 00 WX HalHdHm
ohopMIeTCH CIIEAYIOMHM 05pasoM:

Hpunoxcenue: Jozoeop om 31 mapma 2011 z200a Ne 17 u npunodicenue K Hemy, 6cezo na
258

Ec/H IPHIoKEHHS cGPOUIOPOBAHEL, KOJTHIECTRO JACTOB He YKA3bIBAeTCA.

Tpuroxernus oQopMIAIOTCA HA CTAHAAPTHBIX JIMCTAX ¢ HEODXOMAMBIME DEKBHIATAMHE
(HaMMEHOBAHME, 3aroN0BOK, NMONHCE PYKOBOIMTENel MOAPa3IeNeHHs, OTBETCTBEHHBIX 33 HX
COAep>KaHHE, OTMETKY O COTJIACOBAHHE H T.1.).

EclH IOKYMEeHT HampapjfieTcs B HECKONMBKO apecOB, 8 TIPHIOMKEHHE TOJBKO B OHEH
anpec, OTMETKA O TIPIIOKCHHH HMEET BHI:

Ipunooicenue: na 2 x. 6 1 5x3. & nepswiti aopec.
Ha mpuiioiesHn X pacnopaAMTENsHOMY JOKYMEHTY B TIPABOM BEPXHEM YTNy CTABHTCH
OTMeTKa ¢ YKa3aHHeM Ha3BAHAS PACIOPIARTENLHOTO OKYMEHTa, ero JaTa H HOMEp.
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3.3.11.0dropmienre oTMerKH 06 HenonaUTERE

OtMeTka 06 MCDOAHMIENE BKMOYAeT B ©e0f MEMUAANK ¥ (QaMUIHIO HCIONHATENL
ZIOKyMEHTa, C YKa3aHHEM JODKHOCTH, IofpasZieNenws W Homepa Temehona. OTMerky of
HCTIONHATENE PAaCHONaraloT Ha THIERONX WM 00OPOTHOH CTOPOHE MOCIENHETO JIHCTA B JNEBOM
HHKHEM YIITY, HampHMep:

B.AXyxor
924 45 67

3.3.12. OdopmacHHe 0TMETKH 08 ACIOIHCHAH TOKYMEHTA

OtMetka 06 HCIONHEHHH NOKYMEHTa M HANPAaBIEHHH €r0 B JeN0 BKIIOYaeT B celd
CIICOYIOUIHC JAHHEIC: CCHUIKY M HOMEP JOKYMCEHTA, CBHACTCIBLCTRYIOMCTO O ©r0 HCIIOMHCHWH,
MN¥ TP OTCYTCTBYM TAKOro JOKYMEHTA KpaTKHe CBeneHwe of WCHONHeR®H, ciosa «B memon,
HOMED Aela, B KOTOPOM Oy/leT XPaHHTRCS IOKYMEHT.

OTMeTka 06 HCIONHEHWH JOKYMEHTAa H HAIpaBICHHM €70 B AeN0 NOJIHCHBACTCH M
JATHPYETCA MCIOJHMTENCM AOKYMCHTA MITH DYKOBOJMTENEM CTPYKTYPHOIO HOApAas/C/ICHHs, B
KOTOPOM HCIIONHEH JOKYMEHT.

3.3.13. OdiopMenHe 0TMETKH © AOCTYNICHAN XOKYMEHTA B OPraBMIaillHio

OTMerka 06 MCIONHEHWH JOKYMEHTa W HANDABIEHHH €70 B JIENO MOJNHCHIBAETCH H
ZaTHpyeTcs HCMOJHHETENEM JOKYMEHTa (TIpA HeOOX0MMOCTH — Yackl B MAHYTEL).

JonyckaeTcs 0TMETKY O MOCTYIUICHHA AOKYMEHTA B OPTAHH3AMMIO NPOCTARIATE B BHAS
mTaMmna.

3.4 Odopmaenne 0TAETLHBIX BAAOB A0KYMCHTOR

TipemepHmili mepevens RamGoNee YNOTpeONAEMEIX BHIOB NOKYMEHTOB TIDHBEACH B
Tpunoxenun K.

3.4.1.1Ipaka3 — NOKANLHBIN &KT, H3/aBaEMEIH PEKTOPOM YHHBEPCHTETa JUIA PEIICHHA
OCHOBHBIX M ONEpATHBHEIX 3ajad. [IpHKas MoxeT OBITB M3TAH PEKTOPOM HIH NPOPEKTOPOM,
HCHOMHAIOMMM OOS38HHOCTH DEKTOpa B CIy4ae €ro OTCYTCTBHA, @ TaKkXe HPOPEKTOPOM B
COOTBETCTBHH € eT0 IIONHOMOMAMH.

B npuxazax mo OCHOBHOH AESATEEHOCTH PElIaloTCs BONPOCH yIeGHOM, X03HCTBCHROM,
HHAHCOBOM NeATENBHOCTH, IUTAHEPOBAHES, OTYETHOCTH, Y4eGHO-BOCIITATEBHOTO Nponecca K
T.0. [IpuKa3skl, H3naBacMEIE B YHUBEPCHTETE, UMEIOT ApobHYIo HYMEpalliIo:

-~ [0 OCHOBHOH AESTCTEHOCTH

— TI0 JAYHOMY COCTaBY (KasipOBHIE) — GO

~ 10 TMYHOMY cocTaBy (0 KOMAHAWPOBKAX, OTIYCKAX) ~ (10
— [0 KOHTHHIGHTY CTYACHTOB (YIeOHEE) — KOX

TMpukasst B Opefendx IOJa MMEIT MOPSAKOBYIO HYMEPAIMIO [0 KKILOMY HHACKCY
OTZleNIbHO, PETHCTPANES NPHKA30B 110 OCHOBHOH JEATENHHOCTH H CTYACHYECKOMY COCTaBy
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BeAleTca B nporpamme «3¢dexT oducy OH, DPHKA3H 0O NHYHOMY COCT4BY B KYPHAIRHON
$opme.

Upmkass  nomkEer ofopMimTsCs Ha Gnanmke YHUBSDCHTETR, HMETh KOMIINCKC
obA3aTeNEHEX PEKBH3HTOR | IIOPANOK WX pacionoxkenus B coorsercrud ¢ FOCT P 6.30-2003
(ITpanosxenns I,JLE).

‘YrorpebGnenne a1a H3AaHKMA IPEKA30B GIAHKOB IPOM3BOILHON POPMBI HE AOITYCKACTCH,
Tlpuxass1 XaIpoBkle O TpHeMe Ha paGoTy, YRONLHEHWH, NepeBOLe, MOOMPEHNAX, NPAKA3E! 06
0TAycKax, KOMaHAMPORKAX paGoTHAKOB 0GOPMIIOTCA B YHABEPCHTETE Ha GlaHKaX.

Ilepenawa npukazoB, MX Kommii paGOTHMKaM CTOPOHHHX OpraHM3alMd NOIycKaeTes
TOABKO C pa3PEMICHMS PEKTOpA YRHBEPCHTCTR AWM IPOPCKTOPOE MO COOTBETCTBYIOIIEMY
HANPABEHAIO AeATENLHOCTH.

TIpoexTw MprKka3on paspabaTRIBAIOTCA CTPYKTYPHEIMH HONPA3ACHCHHAMY YHABEPCHTETA
10 TIOPYYEHHIO PeKTOpa, IPOPeKTOpOB WK No cobCTBEHHOM MHMOnaThBe. K mpoekTty mpnkasa
COCTABNFIOT COHCOK PAcCEUIKH, KyJa BXOMAT IOAPA3s[ClCHHA YHHBEDCHTETA, NOKHOCTHEIC
J¥IIA, KOTOPHIX KBCAETCH MpHKas.

Hsoanue npurasa exmouaem:

— HONTOTOBKY IDOCKTA IpHKA3a, COTNACOBAHHe IIPOeKTa, IeuaTaHHe Ha OnaHKe,
BU3HDOBAHHE, NOMNHCAHHE DPEKTOPOM, NpOpeKTopaMH, perHcrpampmo. CocTapHTelNh
OpOEKTa NPEKA3a OTBCYACT 33 COJCPKAHME, CTHIh WCHOJHCHHS M KaYeCTBO €TI0
otopmitenrs. [TpoekTsl IpHKA30B, HeGPEKHEO 0GOPMICHHKIE ¥ C GONBIIAM KOJIHIECTEOM
IPaBOK K PErHCTPAIMA HE IPHEHMAICTCS.

-~ COIVIacOBaHME IIPOEKTA IIpHKa3a OCYINeCTBIAeTcd Ha OTHENBHOM JIHCTE IIYTEM
BHSHDOBAHHA, DBH3MPYIOT DpPOCKT COCTABHTCHNb, PYKOBOZMTSIS CTPYKTYPHOTO
Tiogpasfenennd, pekTop (mpopextop). IlpoekTHl mpukalos mo (GHHAHCOBOM, OCHOBHON
JIEATENBHOCTH, IO TAYHOMY COCTABY BH3HPYIOT B OOS3ATENEHOM NOpSAKE (HHAHCOBEIA
JHpeKTOp, HEYANBHAK YNPABICHHA KAZpoB; NPOEKTHl IPHKA30B IO OCHOBHOM
JACHATCHBHOCTH B pscnopmesmﬁ BH3MPYCT HAYANRHMK IOPAAMICCKOrO OTACHA.

— mepenada HA NONNHCH MPOCKTOR NPHKA30R PEKTOPY H IPOPEKTOpaM (B COOTRETCTBHH ©
TONHOMOYHAMH) NPOM3BOMMTCA 9epe3 HX CCKpeTaped, PYKOBOIMTCIDIM CTPYKTYPHBIX
ToApa3zieIeHnHR — 9epes ACNonporsBoauTeNeH ITHX noapasfeTeHai.

— MIpOEKTHl IpPHKE30B CO BCeMH HEOOXONHMBIME IMOJIHCAMH ICPEAAIOT B PEKTOPAT
paboTHUKY OApa3/ieNeHul, OTBETCTBEHHKIE 32 ENOMPOHIBOACTRO; MOCNE TOAMHCAHUA
NPHKA3a PEKTOPOM (IIPOPEKTOpaMH) OH TIEPEAAcTCA MM DETHCTPaurd B oOWmEH oTzen
BMeCTe C JIMCTOM PACCHUTKH.

TlpHKka3 JOJKeH HMETH 3ar0JOBOK, KOTOPEIH HATHHASTCH, KaK NpaBmiIo, ¢ npennora «O»
(«O6») 1 oTpakaeT KPaTKoE COAEPRAHNe TPHKA3E.

Hanprmep:

«O6 ymeepocdenuu...», «O pezucmpayuu...», «O cosdanuy ...», «O nposedenuy...», «Io
auunomMy cocmaey pabomnukosy, «O6 omnycrax pabomuuxos» u m.o.

ITpuxas oopmaserca Ha Gnarke. IIprkas KoIDKCH UMETh ATy, HOMEP, 3arofIOBOK, TEKCT,
moNmHCh, BU3Bl, COTNIACOBAHME. TeKCT HPHKasa COCTOHT H3 KOHCTaTHPYIOmMeEA H
PacIOpAAHTEIBHOM YaCcTH.
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KoHcratupylomas 9acTs — 3T0 Kparko H3NOXEHHEE LNeld M 3a%aus, (akTsl WM
COOBITHA, TIOCAYXHBIIHE NPWYMHON H3jankg NpuKasa, OHA MOXET M OTCYICTBOBATH, CIHM
OpeANHCHBacMble ACHCTBHS HE HyXJAIOTCA B PAIbACHCHHH (NPEKashl MO ITHYHOMY COCTABY).
Tlpn mamiuwn JBYX 9acTelt NPHKAlA, PaCTIOPAIATENBHAN JACTh OTAILICTC OT KORCTATHPYIOMEH
gacty, cnoeom [TPHKA3BIBAIO.

Teker pacmopsiuTeNsHON 9ACTH IGIHICA Ha IYHKTH, B KOTOPHIX YKashIBAIOTCA
HCIOMHHTEIH, KOHKPETHEIe eHCTBAS H CPOKH HCIONHEHHUS.

Ecnm npaxas AONONHACT, OTMEHACT WM H3MCHSCT paHee M3JAHHEIC IPHKA3hl HIA HX
OTJIENbHRBIE HKTHL, 3T0 OTOBAPHBALTCA B TEKCTE.

B nociemHeM IyHKTE PacHIOpSOMTCISHON YaCTH NPHKA3A YKAa3blBACTCA JODKHOCTHOE
JIHIO, Ha KOTOPOE BO3NATAETCS KOHTPONb 32 HCTIONHEHHEM TIPHKA3a.

Haopumep:

«Konmpone 3G ucnonHeHueM NPUKA3Q OCMARNAI0 3@ COCOHY.

Ecma opuxa3s BBOAMT B JeHCTBHE Kakue-THOO MOKYMEHTH (MHCTIPYKIHHM, rpadikm,
TIPABHAA, TIONOKEHH), TO OBA 0GOPMISIOTCA B BHAC DPUNOKEHAS K MPHKAZY.

B nparoM BepxHEM YTy TAKHEX JOKYMEHTOB, OT IATOIO NOJOKEHES TabyNsTopa IHIyT
CJIOBO (DPHIIOKCHAE» C YKa3aHHEM HAHMEHOBAHHS PACIIOPAIUTEILHOTO JOKYMEHTA, €T0 JATHL,
HOMepa.

Hanpunmep, ITpunoxcerue Ne 1

K npuxasy om 02.02.11 N 9/1

TIpEiomeHNs JOMKHEL GBITH HONIACAHS! COCTABATENCM 1 €r0 PYKOBOIMTEIEM,
CTpaEHIlE OpHKA3A B NPAAOKEHAS HYMEPYIOTCS, KaK eIMHEI! JOKYMEHT.
TIogUACHBACTCA, KaK DPABAIO, IIEPBRIH  OSK3CMIULID NPHKAsa, 3aBH3HPOBAHHEIH
PYKOBOZIMTENAMHA COOTBETCTBYIOMAX CTPYKTYPHBIX TOApa3NeleHHH H IopucToM. B cocTam
OOOUMCH BXOQAAT: oGosHagcHIE AOCJKHOCTH JHLIA NONIHCHIBAIOICIC JAOKYMEHT, JIHYHad
MOAIHMCH H ee pacmudpOBKa, HAIPHMep:
Pexmop B.A. I'negxo

BiecerHe wiMeHeHni # JONONHEHM B IPHKaA3 OCHE NOINHUCAHVS He JONYCKAeTCs.,

[leprpii 3K3CMUMAP TOMMHCAHEHOrO NPHEKA3A €O BCEMA HEOGXONHMBIMH BH3AMH H
TIPANOKEeHMSIMH XPAHHTCSA B O0ILEeM OTIeNe.

3.42. PacmopsakeHAe -~ PpacIOPANMTENBHKIH TOKYMEHT, H3/JaBAeMEIH pEKTOPOM
(mpopexTopaMH) yHMBepcHTeT2 (IO JAeATeNbHOCTH ¢akylbTeTa — JeKaHAMH) IO BOHNPOCAM
MHGOPMalIHOHHO-METOJHYECKOTO  XapaKkTepa, ONCPATHBHOIO YNPABNEHHN [EATENBHOCTHIO
YHHBEpCHTETa H 110 KOHKPETHEIM BOIPOCAM.

Pacnopkenus MOryT OBITh pacCUMraHsi Ha JIATCNBHHE cpok AckicTus ®
XPATKOBPEMEHHElE, Kacaouimecd OBICIPOTO DEINeHMA KOHKpeTHOro Bompoca. Teker
PACOODPSKGHHS. COCTOMT W3 KOHCTATHPYOIICH M paclopsiMTenbHod wacTH. B mepsol
YKa3GBAIOT Uenb KN NPHYMHY pAcIOPMKEHHS, BO BTOPOH, HauWHAIOMEHCH CIOBOM,
OBSI3bIBAIO - npeanucrmBaeMsie gedcTsus. [lofroTeBka M oQOpMIEHHE pPACHOPKEHHS
TPOBOIMTCA MO TEM XKe IPaBAIaM, Uro ¥ npukas ([Ipunoxenne ).
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3.4.3. IIpoToKOI — HOKYMEHT, B KOTOPOM (HKCHpYeTcH Xof ofcyKIeHHS BONPOCOB H
TIPAHATHA PEIEANH Ha cOGpaHMSX, COBSIIAHHIX, KOHDEPEHIMAX H 3aCCIEHHAX KOILICTHANBHBIX
OpPFaHOB.

TekCT IPOTOKOIIA COCTOMT M3 /IBYX dacTeli: BBOJHON 4aCTH B OCHOBHOM.

B BBOgHOif uACTH 3amomHMOTCE  CielylomHe pexBuadTH:  «[lpeacenarensy,
«Cexkperaps», «[Ipucyrcreopaman, «[ToBecTka T

Ha Gmanke mporowoma (IIpunowenns JLMH) 5TH pekBH3MTH MOTYT HMETH
THNOrpadcKoe HCHONMHEHHE.

OcHOBHA® €acTh NPOTOKONA COCTOHT H3 PA3fienoB, COOTRETCTRYIOMMX MNYHKTaM
TOBECTKH JHA.

TexCT Kaxkn0ro pasfgena CTPOMTCH 1O CXEMe: CITymiall, BHCTYINE, NOCTAHORMIA
(permim).

OcHOBHOE CoAepxanue TOKNaJa0B 1 BHCTyIU[eHHIﬁ ooMeINaeTCs B TEKCTE MPOTOKOA2 HITH
[PATATacTCA K HeMy.

ITocTanoRmenne (PeIEHNE) HEIATACTCA MOMHOCTHIO,

JIOKyMEHT, YTBEpKIaeMEIH KOJICTHANBHEIM OPraHOM, TPHIIATaeTcA K MIPOTOKOIY.

Conepxarne 0cOGOr0 MHEHWSA 3ANMCHBACTCS B OPOTOKOJIC IOCTE COOTBETCIBYIOMIETO
POTOKONLHOTO PEMIEHHUS.

[IpoTOKON NOANHCEIBAETCS IPEACEIATENBCTBYIOMIHM Ha 3aCeJaHHH H CEKPETapEM.

IIpoTOKOIEI HYMePYIOTCA IOPAAKOBEIMH HOMepaMH B TpeenaxX KaleH apHoro rofia.

IIpoToKONEl COBMECTHEIX CoBemaHui (coOpanuii) JONKHEI MMETh COCTABHEIC HOMEpA,
BIJTOYAIOIIHAE OPAAKOBLIE HOMEPa MPOTOKONOB OPraHH3allki, IPHHAMABIIHX yIacTHe B paGoTe
COBCINGHHA.

3.4.4, AKT — crIpaBoqHO-HHDOPMANHOHHEL JOKYMEHT.

Cocrasnsiercs Ipynno#l 1M A1 HOATBEPKACHEA YCTAHORICHHEX (GAKTOB WM COORITHN
(axTLI WHBEHTApH3AI(WH, NpHEMa-TIEPENg9H MaTepUANLHEIX TCHHOCTEH, JeN, YHHUTOXKSHHA
JOKYMEHTOB, aKTHl aBapuii ¥ T.A.)

TexcT axTa COCTOAT B3 JIRYX 4acTel: BBOJHOH YACTH H KOHCTATHPYIOITEH,

B BBOJHOH YacTH aKTa YKa3blBalOT OCHOBAHHE JJI1 COCTABJACHMS aKTa, IICPECIHCIAIOT JIHL,
COCTABHBIIMX aKT H TNPHCYTCTBYOIIAX NpA 5T0oM (MpeAcenaTens, WieHH KOMUCCHH,
HPHCYTCTBYIOITHES),

B KOHCTaTWpyIOIlel YacTW aKTa H3JaraioT YCTAHOBICHHEI® (akTEl, BEIBOAEI H
samodeHud. TeKCT aKTa 3AKAHYMBACTCA CBC/ICHHSMM O KONMYECTBE SK3EMINTAPOB H MECTE HX
HaxoxIeHns. KommiecTBo 3K3eMIISpoB aKTa onpesielfeTcs KOJMYeCTBOM 3aHHTEPECOBAHHBIX
CTOPOH WK HOPMATHEHEIMH HOKYMEHTaMH, DETNAMCHTHDYIOMMME COCTARICHHE 8KTa.

Hampumep:

Cocmagsnen & 3-x sxzemnispax:
1-ii sxzemnnAp — Gyxeanmepus,
2-t axsemMmiap — obugusi omden
3-ii sx3emMnasp — axyromem.
HekoTOpHIE aKTH NOMTEKAT YTREPKACHHIO! H3/IAHHEM PACTIOPAZATENLHON0 JOKYMEHTa
HJIH PYKOBOJHTEIIEM, K KOMIIETCHIIHH KOTOPOTO OTHOCHTCH GOICPIKAHAE aKTa.
AKT MOXET EMETh IPU) COTTIaCOBAHHA.
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AKT NOJNUCHBAOT BCC NAIA, TIPHHHMABUIAC YYaCTHE B 6T0 COCTABICHHH.

Axtir ohopmiaioTea Ba ofmeM GnankKe, BHYTPEHHAE aKTH MOIYT GHITL odhOpPMNEHE He
Ha Gnanke. OGpasen dopmMe axta npusezey B [lpunoxenu O.

3.4,5. CiryxebHoe nucsMo.

Bee menoBsle NECHMa MOXHO PasAeMTh HA HOATBCPKAAIIINE CBEPINABIIMHACA GakT B
IpefBapSIONIME BO3MOXKHOCTb €10 CBEPLICHHS.

Ilo comepkaHMiO K Ha3HAYCHHIO IHCHMA, KaK BHJ JOKYMEHTa, MOryT OHITB:

HMHCTPYKTHBHEIE (IEPEKTHBHEIE) THACEME - TPHTIAMECHAS
TapanTHUHEC TIXCEMa — HOJTBEPKACHIA
HHE(GOPMAaTTHOHHBIE ITHCEMa — HATOMHHAHAS
PEKJAMHEIC IHCHMa — NPeAyIpeKaeHIA
KOMMepUecKre NHCHMa —~ H3BSIICHI | JIp.

THCEMa-3alpochl

TIprMensIOTCS NHCBMA COMPOBOAMTENHHbIE), KOTOPEIE COMPOBOXKAAIOT MATEPHATLHEIC
LCHHOCTH HIA JIPYTHe ROKyMeHTH. OHE He TpeOylor OTBETA, HO KX HagMuHe HMCET
IOPHANIECKOE 3HAYCHHE.

Bee nucsMa MOKHO PasfieATh T0 GYHKMOHAIBHOMY [EPEIHAKY Ha ABE IPYIIBL
a) IHCEMA, TpeGyIolHe ITHCEMAa — OTBETA;

6) nuckMa, He TpeOYIOmMe IHChMA — OTBETA.

B nenomoif mepenmcke npEHATA (opMAa MIMOKEHAS TeKCTA OT TECPROrO JIHNA
MHOXECTBEHHOr0 wHcia. [luceMo pmomkmo ObITe  KpaTkmM, WUETKEM, TINFTENHHO
OTPeZIAKTUPORAEHEIM, COCTARIIEHHSIM, KAk TIPABANIO, IO ONHOMY Bompocy, obnémoM me Gomee
IBYX CTpaHHil.

TIucEMO COCTOMT H3 CNEAYIOMMX OCHOBHEIX FacTeit:

~ obpamenne;
—  BCTYILIEHHE;
= OCHOBHO€ COJCPpXaHHEC;
—  3aKOYCHHE.

Ilpy obpamenwE X afpecaTy YYHTKIBEETCA ero clykebHoe monoxenue, cbepa
JCATENBHOCTH | T.1.

HauGonee 9acto ynorpetnsemMinvm GopmaMu ofpanTeHns SRISIOTCS, HANPEMEP:
«Yeaoicaemurii Cepeedi Ilempoeun!y;  «Iocnooun Tumos!»;

«Yeaxcaemuiii 20cnooun Tumoa!»; «Cepzeii llemposuu!»

Ilpu ofpamieHAd K BBICHHM JOIDKHOCTHBIM IHI]aM OPraHoB BIACTH, JEmyTaTam,
npeangenTaM (NMpeAceaaTelaM) OOGINECTB, KOMNaHHH, {HpM, a TaKke K AYXOBHBIM JHMIAM
PasAAYHEIX BEPOHCIOBSHAHAHN IPHHSTO ofpalieHHe ¢ YKA3aHWeM AOIDKHOCTH Ge3 damuman:
«Tocnonus Tpesuaent».

Bo serymiennu GopMyTHpyeTed TeMa MACHMA, OOBICHAIONIAA TPHYAHE! €r0 HANHCAHHSA.
BeTylnenme MOXeT COREPKATE CCHUTKY Ha JOKYMEHT.

OCHOBHOE COZEp)KaHHE THCBMA COCTABISCT ONHCAHHE COORITHA MMM CHTYAllHH, HX
AHATM3 W NMPHBOJMMEIE AOKA3ATENRCTBA. 3AKIIOYEHWe NpeAcTaBiAer cobol BEIBOJAEI B BHAE
npennoxennii, MueHHH, TpeGoBaHul, OTKa30B, HATOMHHAHMH H T.IL.
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Jlnst cocTAaBNeHMA CTYXeOHBIX ITHCEM OT HMGHH YHHBEPCHTCTA HCIONE3YeTcH Grnamk
mHceMa yHwBepemrera Qopmata A4 ({Ipunowenme B), a8 or MMeHm W B mpefeNax uX
KOMIETCHIMA — GNaHKM CTPYKTYPHBIX mofpasienenmii. IluciMa OT HMEHH YHHBEPCHTETa
TNOATHCHBALT PEKTOP (IPOPEKTOP) AMK MO MOPYYEHHIO PEKTOPA — PYKOBOXHTEIb CTPYKTYPHOIO
noxpazacncEuA. IlaceMa OT HMEHH (aKynbTeTa M HHBIX CTPYKTYPHEIX HOApAa3NeNeHH —
MOAMHCHIBAET AEKAH, PYKOBOAHTENh CTPYKTYPHOIO HOAPa3ACEHHAS.

Bee ucxonsmue WACEMA NONMMCAHHLIC PEKTOPOM (TPOPEKTOPOM), PETHCTPHPYIOTCE B
00IeM OTHeNE, eCIH 3T0 HeO6XOAMMO, i MM TIPHCBAHBASTCA HOMED .

3.4.6. Teerpamma cocTaBietcd cormacHo obpasuy (Ilpanoxenne IT). CrpykrypHbie
TIONpa3fieNleHAs YHABEPCHTET CAMOCTOATENBHO 3aHAMAIOTCA OTIPABKOR Te/lerpaMM.

TekeT TeserpaMMel H31araeTcd KpaTko, ACHO, IO BO3MOKHOCTH Ge3 IPeIoroB, CO0308
¥ MecToMMeRMl, 3Haku mpermuamms oboimawatores: 3IIT, TYK, ABTY, KBY, THPE u
YHOTPeOIMOTCA TONBKO B TEX CIYYasX, KOTJd HX OTCYICIBHE MOXET H3MCHHTb CMBICT
coobmienus. [ladponkie JaHHEIE B TeIEerpaMMax PEKOMEHYETCS IUCATH CIOBAMH.

TekcT mnewaracTcs Ha OMHON CTOPOHE JHCTA Uepe3 [Ba HMHTEPBANA IPOMHCHEIMK
Gyknamu, Ges mepeHocoB, a3ates H HCIPABICHHIA B JBYX 5K3eMILIAPAX, IEPBHIi NepeaacTes B
TelETalNAYI0, HpYro#, © OTMETKOM © BpeMeHM ee IpHeMa, TOZAIIHBAETCH B IO
COOTBETCTBYIONIENO CTPYKTYPHOI'O NOAPA3IC/ICHHS.

B Tenerpamme mox YepTolt ykasnmBaerTcs 06pAaTHEIH afpec, cOKpaIeHHOe HAHMEHOBAHAE
YHHUBEPCHTETA, JOJLKEOCTD JIHLA, HOAMHCABIIEr0 TEIETPaMMY, 6r0 (haMIUIAS, HHHIHANE! H JaTa.

Hcnpannenns, BHecEHHEIe TIPH TIOATHCAHAH TeJIETPAMMEI, TOJDKHE! GBITH OTOBOPEHBI IO
YepTOit HAIIHACHIO KHCIPABICHHOMY BEPHTBY H 3aBEPEHEI COCTABHTEIICM.

IIpaBHTeNLCTBEHHEIE  TeNlTpaMMEl  TIONITHCHIBAIOTCA  TONBKO — PEeKTOPOM  HIH
TIPOPEKTOPOM.

Tepen ampecoM YKa3kBAIOTCH KATETOPHHE TETETPAMMBL
«TpapuTenscTREHAADY, «MoOmHAD, «Cpodaras» B Ip.

B Tenerpamme 00643aTeNPHO YKA3HIBA€TCS IIONHBI TNOYTOBLIY anpec H baMuuns
TONTyYATes.

TTpu odopmnenuu TenerpaMMer gepes Tenerpad nowororo oTAeNeHus ux odopmreHue
TPON3BOIKTCA OTHAENEBHO IO KAXAOMY NOYTOBOMY aapecy.

Tenerpamma fomKHa GRITH 3aBMIMPOBAHA PIABHEIM GYXTATTEpOM HITH €70 3AMECTHTENIEM,
KpPOME TEJIETPaMM, IOAMHCAHHEIX DEKTOPOM.

Tepenaya MecTHRIX TenerpamMM (B INpefelaX TOpONa) 3ampellaeTcs, CpOTHAA
uHGOPMAIMA B MCCTHEIC apeca NSPeAaeTes TenedoRorpaMMama,

3.4.7. Teneponorpamma.

Texcr TeneOHOrpaMMEI TIepelaeTcs YCTHO N0 KaHanaM TeneoHHOM CBA3H H
3aIHCHBACTCA (IEIATACTCS) TOMyYATEIeM H OTIPABHTEIIEM B 3IEKTPOHHOM KYpHAJIE yaéTa.

FOpuzugeckad cura moctymmpieif Tenedororpavyu (Ilpunosxenne IT) ompenenserca
CNEAYIOWMMY PEKBH3HTAMHE:

—~  HECXOAIIAM PETACTPANHOHHEIM HOMEPOM OTIIpaB/IAeMoH Tene(OHOrpaMMET;
— JIOJEKHOCTHIO, (aMEIIHEIE, HIMEHEM, OTHECTROM B NOMHCHIO HIA, OTIPABHBIIErO

TenehoHOrpamMmMy;

~  BXOJISIAM PETHCTPAITAOHHEIM HOMEPOM MONy9eHHOM Tee(OHOTPaMMEL.





[image: image22.png]HOY BNO «Caukr-Tlerep6yprekafi yausepenrer
yUpaBIeHHS H IKOHOMAKE»

CTaRnapT OpranH3amue

Hucmpykuus no 00KyMeRmauuontomy nbecneuenusn

ynpasnenun (denonpouisedcmsy)

CMK-CTO0-4.2.3-49-2012

TenedoHOrPAMMEI  PEKOMEHIYETCS HCHOIb3OBaTH Ui  OUCPATMBHONO  pPELICHHS
BOLPOCOB, TEKCTH AOJDKHEL GEITH HE CHOMKHBIMH, HS JOJDKHEI CONEPXKATD TPYIHO IPOUSHOCHMEIX
CJIOB, COCTABNAIOTC B OFHOM SK3EMIUBIPE, MOANKCHBAIOTCA PYKOBOAMTENEM OPrauysaniys Wik
OTBETCTBEHHEIM HCIIOTHHTENICM.

Jaroit TeneoHOrpaMMEI ABISETCA 1aTA C€ NEPSaTd.

3.4.8. @axc.

DaxCHEMHIBHA CBA3b ofccmedqusact nepeady HHGOpPMAanue ¢ GYMaXHOrC HOCHTENL H
TpHeM 370it HEHGopMaliY B BHE KONHH ((aKcHMEIe), HA3KIBAEMYIO HakcoM K TenehaKcoM.

TpeGoasua X cocTaBNeHMIo #H OHOPMIICHHIO COOOIICHMN, IEPEAABAEMBIX ¢ HOMOINBIO
(akcHMHIBHON CBA3M, oNpefelsIOTCS BHAOM OTIPEBISEMOre JOKyMeHTa (ZOroBOp, IHCHMO,
HPOTOKON H T.1.)

OpRIuHATEl AOKYMEHTOB, NepefaHHEX N0 (akcy, BOIBPANAIOTCE B CTPYKTYpHOE
nofpazAcicHne ¢ HoMeTKOH Fax (zata v BpeMA) M NOMMKBAIOTCH B SN0,

3.4.9. DNeKTPOHEBIMAE coobmenngma (aoxymenTama) HA3KBAIOTCA
JOKYMEGHTHDOBAHHAY HH(OPMAlHsA, IPeJCTABICHEAN B ICKTPOHHOM QopMe, TO €cTh B BHIC,
TIPATOAHOM A4 BOCHPUATHS HYENOBEKOM ¢ HCIOONB3OBAHEEM JIEKTPOHHEIX BEYMCITATETRHBX
MAIIHH H NEPEJABACMEBIE JI0 KAHAIAM YICKTPOHHOHN IOYTHL

Coobmenus, nepefiaBacMile SMEKTPOHHON UOYTON, HCNOMBAYIOTCH DN HEPECHUIKH
CooDILIeHNE MEXAY CPEACTBAME KOMIBIOTEPHOH TEXHHKH BHYTPHE OAHOMN OPraHH3alliH, MEKITY
PAVIFYHEIME OPraHHMIANWAMY, WMEIOMVMYE COOTBETCTRYIONIME aNNAPATHEE ¥ TPOrPAMMHEIE
CPeACTEA.

Agzpecar 31eKTPOHHOM NOYTH! TONMydaeT U3o0paxkeHHe JOKyMeHTa Ha sxpane ITK uim B
BHJIE KOTIZH Ha OYMa:XKHOM HOCHTEJIE, IIOJIyeHHOMH IpH OMOIIH ITPHHTEPA.

Kaxnomy aGOHEGHTY 3NEKTPOHHOM NOYTH BEVIENSCTCH HHIWBHAYSIbHRIH (IOYTOBEIN
APK», KOTOPOMY IPHCBAHBAETCE KOI IONb30BaTeiL. OGMEH 3ICKTPOHHEIME COOGIICHHAMH
OCYIIECTRIACTCH YEPEs ITH NOYTOBKIC AUMKH.

TpeGoBarus k OQOPMIEHMIC /JOKYMEHTOB, NOCBUIAEMBIX 3JIEKTPOHHOH HOYTOH,
aHaJIOTHHE TPeGOBEHMIM, HANOKEHHEIM B PA3TENS (CTYHeGHOS THCEMON.

Hudopmanus B 3MEKTPORHOR Gopme, NOMMMCANEAN KBATHOHUIMPOBAHEOR KM IPOCTOR
(HexBANAQAUAPOBAHHON) SAEKTPOHHON MOJMHCHIO, MPH3HACTCA SMEKTPOHHEIM JOKYMEHTOM,
PABHO3HAYHEIM JOKYMEHTY Ha OYMaXHOM HOCHTEJC, HOMNHMCAHHOMY COGCTBEHHODYYHOH
HOAMHCEI0 B COOTBETCTBHH ¢0 CT.6 B3 or 06.04.2011 Ne 63-®3 (pen. Or 01.07.2011) «O6
3JIEKTPOHHOHR MOIIMHCH.

3.4.10. 3agpaenne — JOKyMeHT, aPECORANHEIYN OPTaHA3AIEH HAX JAO/DKHOCTHOMY JIHITY,
¢ opocs0oi 0 mpHeMe Ha paGoTy, YBOIBHEHHEH, IEPEBOAE, IPEIOCTABICRAN OTIYCKa B Ap.

3asB7enne MOXKeT GHITh HAIACAHO OT PYKH B IPOHIBONLHEOH hopMe WM Ha TpadapeTHOM
Gnanke, pa3paboTagAOM B JaHHOR OpraHA3alss.

PeKBHUTEI 32sBIICHAS:

— HauMEHOBAHWE BHJIA JIOKYMEHTA — 3adnlleHe;
— farta;

— afmpecaT (KOMY HapaBJICHO);

—  OTOPAaBHTENH (0T KOT'0 HAPARIEHO);

—~  TeKCT;

— NOIIHCE;
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— oTMerKa 06 MCIONHEHAH TOKYMEHTA H HANIPABIICHAH €TI0 B /16/10.

Obpasern $opMu 3aseienns npapeaeH b IIpmnoxenun P.

3.4.11. JloknanHas, OOBACHHTENRHAL, CiyXkeOHas 3aNMCKM — HH(POPMANHOHHO-
CIPaBOYHEIC JIOKYMCHTEL

Jloxannas 3amACKa MOXET OHTH afpecopala PYKOBOAMTENO CBoeH Opranmsarmuu, B
BEILIECTOSINY}O OPTaHH3aMIO HH B APYTYIO ODPraHH3allAI0, IO COACPKAHMIO W HalHAYCHHIO
MOXET GHTE HRGOPMAIHOAHOH HIH OTIETHOMH.

BuyTpeHnge 3aNWCKH MHMINYTCS OT PYKH, TOAUMCHIBAET ABTOP-COCTABMTEND, BHEIIHNUE
obopmnaroTcs Ha obmiem GnaHke oprammsanuy Qopmara A4, DONIHCEBACT PYKOBOIHTET:
opragmsamuu (IIpanoxenne P). TekcT AOKNATHON 3aIHMCKH COCTOHT H3 2-X 4acTeli: MINOKEHMsT
$aKToB, NOCHYKHBIIMX DPHIHHON €€ COCTABJCHMA M BHIBOJOB, MHCHMN OPFaHW3AIMM MIH
JIOJDKHOCTHOTO JIHIA.

O6bLACHATEILAAY 3ANHCKA — JOKYMEHT, NOSCHMIOIMEI COZepXaHHE OTAESBHBIX
JIOKyMEHTOB WM O0BRACHAIOMIN NPUYHHE! CREPUIMBIITXCA (aKTOR, BEREMONHENHA KaKWX-HO0
nopydeHai 1 Ap.

OGBACHATENRHAS  3aIACKA, TNOSCHSIOMAA — COJepXAHHME JOKYMEHTA, SRINETCH
TDHNOKEHMEM K JOKYMEHTy, odopMmsercs Ha ofineM Onamke ¥ NOANUCHBACTCH
PYKOBOJIMTEJIEM OprasH3amuy. BHyrpeHnHe oOhicHUTENbHEE 3amucKH OQOPMASIOTCS, KaK H
BHYTPCHHHE JOKIATHEIC 3aIHCKH.

PexBI3HTH NOKNBRHOK B OOBACHUTEILHOR 38NACOK:

— HAMMCHOBAHMC  OpraHH3amie  (HAHMCHOBAHHC  MUHHCTCPCTBA,  CTPYKTYDHOIO

TopasencHHs) — aBTOpa JOKYMEHTa;

~ HaMMEHORaHWE BANA NOKYMEHTA {fOK7a/jlias 3aIAcKa, OO BACHATENbHA SaTIHCKa);
—  ZaTa, HOMEP, MECTO H3AHAS;

— azpecar;

—  3arolOBOK, TEKCT;

— IpHIOXCHHE (eCini €CTb);

— TOAIECH;

~ OTMeTKa 00 HCIIONHCHHH IOKYMEHTA U HAalPaB/ICHHH €TO B ACIO.

Caymefaag 3mmucka — (QopMa BHYTpeHHel NePENHCKH MEXKINY CTPYKTYPHEIMH
TOApPasAeCHAAMH, WM OT JODKHOCTHHIX ML JEOOOMY afipecaTy BHYTPH OPTaHH3alMH, KpoMe
TIPAMBIX PYKOBOATENEH.

CryxeQHBIE 3a0HCKH MOTYT HMETH HHGOPMAIMOHHEIH, HHMURATABHEIL WM OTIeTHRIT
Xapakrep, cofiepxkarts Ipocsly, mpemnoxerue. TekKCT COCTOMT H3 2-X YacTelt: H3JIOKEHMA
$aKTOB H BEIBOZOB, IPCINIOKEHAH 1O H3TAraCMOMY BOLIPOCY.

3.5 Ilopaaox CHATHS K BLIAATH KONHH JOKYMEHTOB

Komus JOKyMEHTa — [OKYMEHT, NONHOCTBIO BOCHPOR3BOMAIIHY WEQOPMAIHIO
NONNMHHOTO [OKYMEHTa W BCE €I0 BHEIIHHE NPH3HAKH WIH YacThb HX, HE HMCHOUIHIt
IOPEAMYECKOH CHIIBL

Konwst A0KyMeHTa M3TOTOBMNSAETCS M BRIIAETCA ¢ PaspellcHEd Pexropa (IPOPEKTOpOB)
YHABEPCHTETA HIIH PYKOBOJMTE/IA COOTBETCTBYIOIIETO CTPYKTYPHOTO NOAPA3/CNeHHA A TONBKO
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C TeX NOKYMEHTOB, KOTOphIe ORUIM W3ZlaHK B YHHBEPCHTETe H KACAIOTCH CiyXeGHOM
IESTENHHOCTR AAHHOTO CIPYKTYPHOTO HOAPA3JIENEHH.

Konust noKyMeHTa BOCIIPOM3BOIHTCA NOMHOCTHIO (GNAHK YHMBEpCHTETa, HOMEp, JaTa,
COepRAHAC B T.I.) H 3aBOPACTCA LOAWACHIO NOMKHOCTHOTO JIMLE, YAOCTOBEPAIOLIEIO
COOTBETCTBHE &€ COIEPIKAHUA MOMIHHHHAKY.

3aBepHTENBHAY HAJNHCH COCTABIMCICS HO (OpMe: BHH3Y DOCHE  MOJHOIO
BOCTIDOM3IBEZISHMS. TeKCTa cTapmTca mTamn «Komms BepHa», AOIKHOCTH, TOANHCH IIHIA,
33BEPAIOTUETO KOIHIO, pacinPOBKY HOAIHCH (MHAIMANE], (aMIIHIO), JaTy 3aBepEHHS.

Hampumep:

Tlopmuch

Bepuo

Havansrux omoena kadpos HYHAS DOATHCE B A. Henenseéa
07.05.2011

Ha xomesix I0KyMEHTOR (BK/HOYas KCEPOKONHH) CTABATCS NIEUaTH Ul YAOCTOBEPEHUA HX
COOTBETCTBHA NOMLIMEHHKAM. [IpH pacchUIKe AOKYMEHTOB, HMEIOIHX IOPHAHYECKYIO CHIY
(TOCTAHOBNCHAS, OPHKA3H, PACHOPMKCHAY, KECTPYKTHBHBLIE NMCBMAa H T. A.), KONWH
PacCELTZEMEIX JOKYMEHTOB CIEeNyeT 3aBepATh MedarThio. JOMycKaercs 3aBepaTh KONMHM TIPH
MEPECEUIKE B APYTUC OPradHM3alMH #IH BBJA@He KOIHM H2 PYKH OTIENBHBIM JIHHSM MEYATHIO
OT/IENNa KapoB YHHBEPCHTETA.

B npasoM BepxHEM YTy JOKYMEHTA IENAeTCs OTMETKAa, KOMY BELJaHa KONMA, & B
JYpHATE PErMCTPAITMM W BEIGTH KOTHE YKalEIRIETCA ATA W MOINACK UL, TIONYIWRIIETC
KOLIHIO.

Tipu odopmiuenwu kommii, KacarOMMXCs NAYHEIX TIpaB M VHTEPECOR IPAKJAH Ha
JIOKYMEHTE, ¢ KOTOPOrC CHATA KOMHS, JASNAl0OT OTMETKY, KOMY H KOTJa OHa BEUIAHA, 3 Ha CaMol
KOIHH ~ OTMETKY O TOM, ¥T0 IIOIHEHIAK XPAHATCA B JAaHHOH OpraHu3allie.

ITeuamsio ynueepcumema 3a8epRIOMCR KCePOKonuu OunTOMOS, GKAdObBLMEH K
OunnoMaM pabomruKos, GCRUPANMOE, OOKMOPARMOS PHUGEPCUMEMS, KCEPOKORUU
Juuenzsuu na npaso eecdenum  obpazosamenvholi  deamensuocmu & cpepe
npogeccuonansrozo obpazosanun, Ceudemesscmsn 06 akKpeoumayun (KCEpOKonn Oannsix
OOKYMENIMOs SHORIOMCR JeKanamamu HAKYAbMEMOs) Konuy JROKWIBHSX HOPMAIMIEHBLIX
axmoe yrusepcumema (Ycmase, Ilpasuna enympenseza pacnopaoxa u m.n.)

Om3vissr HaQ OUCCEPMAUUN 3AGEPRIOMCA Yuénsim cexpemapém yRueepcumema ¢
3aeePenUeM OTMUCKOM Hedamu yhusepcunema,

Kcepoxonuu 0oxymenmos u3zomasnusaromc ¢ munozpaguu.

Ieuambio omoena Kadpos 3a8epRIOMCA: Konuu JOKYMeHmos, Kacarouuecs mpyooeoit
OCRMEBROCINU PAGOMHUKOE YHUSEPCUMEMA: KONKN MPYOOSHIX KRUJCEK, KOMUH NPUKA306 4
mn.

3.6 ARTOMATH3aNHA TOKYMCHTHPOBAHHE

Jlnis nOArOTOBKE AOKYMEHTOB MOTYT IPHMEHSTHCA KOMIBIOTCPHBIE TexHonornu. IIpx
ITOM CO3ZIAIOTCA Ga3hl JAHHBIX (KOPPECIOHIEHTOB, POPM NOKYMEHTOB, Tpa)apeTHEIX TEKCTOB K
TeKCTORBIX 3Ar0TOBOK), MALMAHHEBIE PEIAKTOPCKHE, IPHKITATHEIE IIPOTPEMME] B Ap.
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Tlopsnok pazpaloTxa, SKCILTYaTAHY ¥ [ONBLIOBAHNAS TAKWME CHCTEMAMH ONIPEIeIIOTCS
CTaHAaPTaMH B 061aCTH KOMIBIOTEPHEIX TEXHOIOTHH.

4 OPFAHM3AIIASA JOKYMEHTQOEOQOPOTA

4.1 JipwkeRDe JOKYMEHTOB B YUPCKIACHHH C MOMCHTA HX IIOJNYYECHHS WIH CO3[AHHS 20
34BEPINCHUA HCIONHEHH HIA OTIPaBKH 06pa3yeT JOKyMEHTO0G0POT YUpeXIeH .

JlBkeHAe JOKYMEHTOR B YHHBEPCHTETE TOJLKHO GHITH YIPABIACMEIM ¥ OLEPATHBHEIM.

CoOBEPIICHCTROBAHHE [TOKYMEHT0O0OPOTAa TECHO CEA3aHO C COBEPUICHCTROBAHWEM
CTPYKTYPHI YIIPARICHHS YHHBEPCHTCTA.

TpeGonanns, NpeAbIBIIEMEIE K JOKYMEHTO000pOTY:

— DOpPSMOTOYHOCTE JBIMIKERAS NOKYMEHTOR — JOKYMEHT KPATYANIMMM NyTEM MONAAAET
HCIOJIHUTETIO, BO3BPATHEIE IICPEMETHCHIA JOKYMEHTA HCKTIOYeHE];

— pachperclieHHe JOKYMEHTOB DPEKTOpY, MpPOPEKTOpaM, pYKOBOZHTEISIM CIPYKTYPHBIX
TIOApa3eNeHuH COrIacHO MX PYHKUMOHANEHEIM O0A3aHHOCTAM.

4.2. JloxyMeRTOOG0POT COCTOHT H3 CIIENYIOLMX TOTOKOB:

— Hocmynaowux (BROTAMIHX) JOKYMEHTOR {BRIIeCTOMIIX opransaanyi,
TO/IBEIOMCTBEHHAIX B HENOATHHEHHEIX YIDSKICHHI);

— Omnpagnsemolx  (HCXOMMIIEX)  JOKYMEHTOB  (BRINECTOAINAM  OPraHH3AlsM,
HeMONMAHEHHBIM, — HEDKCCTOSIIEM M OGINSCTBEHHBIM OpraHH3amHsM, — OTACTRHBIM
TPXIAHAM);

~ Buympennux JOKyMEHTOB, KOTOpDhIe OGECTIEYMBAIOT peleHHE 3ama4y YHHBEDCHTETa
(DpHEKA36], PaCHOPANEHMS, LIPOTOKONE], PEMICHHS, aKTHL, NOKIANHKIC 3ANHCKH H T.I.).
PafoTy Mo MOArOTOBKE BHYTPEHHHX MOKYMEHTOB OCYMIECTBIMIOT HEMOCPENCTBEHHO
paCOTHHEKE CIPYKTYPHEIX ToZpasiencHul, bakynmsreros, oTacsion. IOpmmrueckyio
9KCIEPTH3Y BHYTPCHHHX NOKYMCHTOB OCYIIECTBIMIOT PaGOTHHKH IOPHAHYESCKOTO OTIENa
YHHBEPCHATCT4.

OGBEM TOKYMEHTOOGOPOTA COCTORT W3 CYMMEl BXOAMINHX, HCXOASAIHX M BHYTPEHHHX
JOKYMEHTOB 34 ONPEAENEHHEII IIEPHO]] BPEMEHH.

§ KOHTPOJb 3A HCHOJIHEHHEM JOKYMEHTOB

5.1 Oprasnzaiiag KOBTPOJAS

KOHTPOIE ACHOMHEHHS AOKYMEHTOR — 3T0 COBOKYIIHOCTH ACHCTRHH, ofecneduBaompx
CBOEBPEMEHHAOS HCMONHEHHE 3aPErACTPHPOBAHHLIX JOKYMEHTOB.

Bcee mocTyralompe Ha MM PEKTOpa W B apec YHHBEPCUTETS JOKYMEHTH, Tpebyiomme
HCHOIHEHUs ¥ IOATOTOBKH OTBETA, TOMIEXAT KOHTpomo. KOHTpomo 32 HCHONHEHHEM
JOKYMEHTOB INOUIKAT TaKKe HauGolee BAKHEIE BXOAAINNE, HCXOIMUMEC M BHYTPEHHME
JIOKYMEHTH (IIPUKA3E], PACTIOPKEHAS, PLIUCHKS YUEHOr0 CORETA | T.K.).

KoHTponh 32 HCTIONHEHHEM JOKYMEHTOB YCTAHABIHBACTCA B LEIAX OGECIEUCHHS HX
CBOCBPEMEHHOI0 M KAYSCTBEHHOIO KCIIONHGHMA H BKMOUAECT B cebg HemocpeAcTseHHyIO
TIPOREPKY ¥ PEryiHpOBaHEE XOAA MCIONHEHHMA, YIeT H aHalM3 DPe3yNBTaTOB HCHONHEHHS
KOHTPOJIHPYEMBIX JHOKYMEHTOB B YCTAHOBIEGHHEIE CpOKH. KOHTpONE 3a HUCHOHEHHEM
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OKYMEHTOB MOXET OCYMIECTRIAETCA ¢ JIOMOLIBI) ABTOMATH3HPOBAHHOA CHCTEMEI KOHTPOIA Ha
Ga3se KOMIBIOTCPHOH TCXHHKH.

Konmpons ucnontienus OoxkyMenmos exmouaem ciedyiousue smanvl.

— IOCTAaHOBKA MAOKYMEHTa Ha KOHTDONE (PYKOBOIMTENh (PEKTOP, IPOPEKTOp) HAenaeT
oTMeTKy Ha jJokymenTe «KOHTPOJIb» uma «K», ompefesseT HCIOMHATENeH, cpOK
HCIONHGHHSA, CTABAT ATy H IOIMHCS).

— 3AONHCHWE HHCOEKTOPOM MO KOHTPONIO PEerHCTPallHOHHO-KOHTPONBHON KapTOdKM
(nprnoxenre C)B 3MEXTPOHHOM BHIE.

— CROEBPEMEHHOE AOBCACHEC AOKYMCHTOB [0 HCHOJHETCICH MHCHEKTOPOM MO KOHTPOMO
(mocTynuBIIHEe — B JeHb IIOCTYIUIEHAS H PEruCTpAIAM, BHYIPEHHHE — IIOCHE
NOMITHCAHKA);

~ IIPOBEPKA M DETYJHPOBAHHE XOJA HCHONHCEMS MNOKYMCHTA IyTéM HANOMMHAHES
HHCNIEKTOPOM [0 KOHTPOIIO CIEIMANMCTY O MPHOIEKeHWH CPOKA OKOHYAHMS PabOTEI
Hall JOKyMeHTOM — 32 10 naelt, 5 nueli u 2 pas;

— perynapHoe HHbOPMHPOBAHHE COOTBETCTBYIOIHX PYKOBOIHTENSH O XoZe HCIONHEHHS
JOKYMEHTOR Ha ONICPATHBHEIX COBEIIAHAAX HCIIOTHETEILAMHE,

OTBETCTBEHHOCTh 33 OPTraHM3AIMIO CBOEBPEMEHHOTO H NPABMIBHOIO  HCIONHEHHA
OKYMCHTOB BO3NIATACTCA HAa DPYKOBOOWTENCH CIPYKTYPHHIX HOApa3ieicHHi. Pykopommremn
CTPYKTYPHHIX NoApa3fiencHil oOg3aHBLI paccMaTpHBATE COCTOSHHE HCIOIHHTENBCKOH
IMCIATLMHEL IO JOKYMEHTaM C IOpY<deSHAMY PEKTOpa (IPOPSKTOPOR) YHUBSPCHTETA, 8 TAKKE
TIOKYMEHTEI, IOCTYIIHBIIHE B a7[pec CTPYKTYPHOTO TIOAPa3/ieNneHus A TpeOyIomue HCToMHEHE H
HOJIFOTOBKHM OTBETA.

B CTPYKTYpHBIX TOAPA3fENeHHAX HEMOCPEACTREHHER KOHTPONb 3a HCIONHEHHEM
ZIOKYMEHTOB ~ OCYINECTBINET DPYKOBOZHTEIh MIH HWHOE MO, OTBETCTBEHHOE 32
AeNOTPOU3BOJICTBO.

KoHTponp 3a HCIOMHEHAEM 3apErHCTPAPOBAHHBIX JOKYMEHTOB, NOCTYNHPIIHX Ha AMSA
PeKTopa | B 8/IpeC YHHBEPCHTETA BO3NATACTCA HA HHCHEKTOpa N0 KOHTPOIIO YHERSPCATETA.

CpOKHE HCIOTHEHHA JOKYMEHTOB MOTYT GBITh THIOBBIMH ¥ HHIHBHAYaIbHEMA.

THIOBEE CPOKH YCTAHARIMBAIOTCA HOPMATHBHEIMH aKTaMM, WHIHBHIYANbHEE CPOKH
HMCIIOIHECHMAS YKa3BRBAIOTCA HEMOCPCACTBCHHO B TEKCTC NOKYMCHTA WUIM B PC3QJIOIMH K HCMY
PEKTOpPOM (POPEKTOPOM).

Cpok HCHOTHCHMS OKYMCHTZ MOXeT OBITh IPOMICE MHCEMCHHEIM DPaclopmKeHHEM
JOJDKHOCTHOTO JIMIA, KOTOPOE €ro YCTAHOBHIIO cpasy Tocie NONydeHHs JOKYMEHTA HIH HE
MeHee, 9eM 3a 2 — 3 JHA A0 HCTeYeHHs CPOKa HCOONHEHHA. [IpO/UICHAE Cpoka AOIDKHO GHITH
MOTHBUPORAHO CEPHEINEIME 0GCTORTENLCTRAMHE.

JIOKYMEHT CUHTAETCH HCIOJHEHHBIM, KOT/{a PEIICHbI OKOHYATE/IBHO BCE IOCTABICHHEIE B
HEM BOIPOCHI H COOMIOZEHE CIEAYIOMME CPOKH:

—  eCIE B IOKyMEHTE IOCTARNCH CPOK HCTIONHEHAS — B YKA3AHHEIH CPOK;

— IOKYMEHTHI H OPyYEHHES §e3 yKasaHd CPOKa HCTIOHEHES — B MECAIHEIH CPOK;

~  €CNIH B JOKYMCHTC HMEETCA IOMCTKA CPOTHO», TO B TPEXAHCBHAIHN CpOK.

Cpox HcumclfeTcs B KaNeHIApHBIX JHAX C JHA, CICAYIOMETo 3a JHEM HOIMHCaHusL
JAOKYMEHTA, TPEXIHEBHENH CPOK — B pabodnX JHAX.

5.2 Hopagok CHATHH AOKYMCHTOB € KOHTPOJIH
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JIOKYMEHTE! CHHMAIOTCS ¢ KOETPOJIA, SCIH POICHLI IIOCTABICHHLE B HEX BONPOCH HIH
aBTOpPAM JiaH OTBET 1o CYMECTBY.

TTpOMENYTOUHRIA OTBET, PaBHO KAK H 3a0pOC MO MCHONHACMOMY AOKYMCHTY WIH
YaCTHHOS HCMOJHEHHE NOPYUCHHd, HE ABIACTCA OCHOBAHMEM JUIS NDHIHAHMA AOKYMEHTa
HCHONHCHHBIM.

OcHOBaHHeM AN CHATHS C KOHTPONH JOKYMEHTOB ¢ NOPYJeHMAMH DPEKTOpa HITH
UPOPEKTIOPOBR  YHWBEPCHTCTA SBJBICICS 3ANOJHEHHAS WCHONHETENEM PETHCTPAUHOHHO-
KOHTPONEHAA KAPTOYKA ¢ IPAIOKEHHON KOHeH JOKYMEHTa-0TBETa, HOMMCAHHOrO PEKTOPOM,
IPOPEKTOPOM, MuG0 CNPaBKH 06 HCIONHEHAH JOKYMEHTA 33 NONHHCEIO AcnonuaTens. CHATHE ¢
KOHTPONA HIH NPOJJICHAE CPOKA ACNONHEHMA 3aPEIUCTPUPOBAHHKIX HHCIISKTOPOM IO KOHTPOIIO
JIOKyMEHTOB ~ HPOH3BOJMT DEKTOD, NPOPEKTOPA IYTEM MPOCTABICHHEA B PETHCTPAHOHHO-
KOHTPONBHOHK KAPTOTKE OTMETKY (CEATHY, «IPOHTE).

CHATH IOKYMEHT ¢ KOHTPO/IA MOXET TONGKO JIOIDKHOCTHOE JIHNO, KOTOPOE NOCTABHIO
€r0 Ha KOHTPOI, I PEKTOP,

HMHCTIEKTOp 0 KOHTPOIO MyTeM NPOCTABNEHHA B KyPHANE PErHCTPAUHOHHOIO H JATH
HCIOHERHOTO AOKYMEHTa IPOH3BOLAT COOTBETCTBYIOUIYIO OTMETKY.

TIpK CHATHM C XOHTPONS X PErACTPALAOHHO-KOHTPONLHON KapTOUKY MPANArasTcs Konus
MCMONHEHHOTO AOKYMCHTS B O0BSICHUTCILHAT 3aIIHCKA,

6 OPSIIOK MPOXOXKIEHUS M UCTIOJTHEHUS MTOCT YIIAIOIIEHR
KOPPECIIOHAEHITAM

6.1. Bea KoppecOHAEHIHA, NOCTYNAlOmAd B YHABEPCHTET, IPHHAMAETCA H COPTHPYETCS
HagaTbHAKOM 06inero otaema. IIpoBepAeTCa NENOCTHOCTE KOHBEPTOB, YIIAaKOBKE Ganneponei 1
NPaBHIBHOCTE afiPECOBARHA.

Oum6oTHO IOCTaBNEHAAS KOPPECIOHICHIMA TEPECEIIAETCA OTIPABHTENO.

6.2. Jloxymewtst coprpyiorcs Ha Heperncrpupyemute  ([Ipmmowesme T) =
PErECTPHPYEMEIE.

Ilens peracTpaiAn JOKYMEHTOB — 3T0 ofecneyenne:

- ux yuema;
— KORmMPORR;
— Gbicmpo2o noticka.

Perucrpauus JOKYMEHTa BKIFOTAET:

—  npocmasnenue Oamut, PeUCMPAYUORHO20 HoMEPa;

—  30MUCH KPAMKOZ0 COOEPHCARUA DOKYMEHMA.
T'napHOE Ha3HATICHHE PETHCTPALAH JOKYMEHTOB:

—  npudanue uM I0puOUeckoil cutol,

—  nodmeepacOenus harma ux NOCMYNACHUR,

—  co30anue pezucpPAYUOHHO-CHPAGOYHOZ0 GRAAPAMG.

6.3, JJoxyMeHTH, OCTYTHBIIHE B aApeC YHABEPCHTETA HA HMA PEKTOPA, TIPOPEKTOPOB,
rmapHoro Gyxradrepa BCKPHIBAIOTCH (€CHH Ha KOHBepTe He ykasano «Jlwyno B pykm»)
HadanehukoM ofmero ormena. [lpu  BoKpITHM KOHBepTa  (YMAKOBKH) —ITIPOBEpAETCS
TPARMIEHOCTE /[PECOBAHNS ¥ HATHIRE MIOMEAHEX JOKYMEHTOB.
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Tipn o6HApY>XeHEH NOBPEK/ICHHS, OTCYTCTBES AOKYMOHTA HIIH IIPIIOKCHUA K HOMY, &
TAKKE HECOOTBETCTBHS HOMeEpa, YKa3aHHOTO HA KOHBEPTE, HOMEDY BIOKEHHOIO JOKYMEHTa,
COCTaRJIFETCA AKT B 2-X JKICMIUBIPAX, OAMH SK3CMILULLD aKTa [PHIATACTCA K IIONYIEHHOMY
JIOKYMEHTY, & APYTOH HAlPaBIAETCA OTHPABATENHO.

KOHBEPTHI COXPAHSIOTCA B TOM CILy9ae, eCiu:

— afpec yKa3aH TOJbKO Ha KOHBEPTE;
~ JiaTa IOKYMEHTa H JaTa €ro OTIPABKH COIIACHO IOMTOBOMY INTEMIIENIO HMEKOT Gombmue

PACX0XKNICHUA BO BpCMCHH,

— XOHBepT HeoOxXomMM, Kax ONpABJATENBHBIE IOKYMEHT K packojaM Mo oILIaTe

KOPPECTOHACHIIH (38KA3HAA KOPPECHOHACHIASA).

6.4. Ha BCex BXOIAIMX NOKYMEHTAX H HpPHIOKEHHAX K HEMY B IIPaBOM HHKHEM
cBOGOJHOM OT TEKCTA MONe IePBOH CTPAHMIBI CTABHTCA INTAMII C YKA3AHACM MOPSAKOBOIG
PCTUCTPAHOHHOTO HOMEpa («BXOIMIIHY HOMEp») M JaThl TOCTYILIEHHA. OIeKTPOHHEIE
COOGIIEHHA HCAOMHAIOTCA AHANOTHIHEIM 06pasoM.

Ha xoppecrioH/IeHIINN, He HOAIeKame BCKPHITHIO, INTaMII CTABATCA Ha KOHBEpTe.

6.5. lokyMeRTEL, He TpeGyiompe BH3MPOBAHAS PEKTOpa (IPOPEKTOPOB) YHUBCPCHTETA M
afipecoBaHHble CTPYKTYPHEIM IOAPA3AENCHAAM YHHBEPCHTET4, COPTHPYIOTCH COTPYIHHAKOM
o6mIero OTAeNa HENOCPCACTBCHHO B COOTBEICTBYIOUWME CIPYKTYPHHIE NozppasaeneHms. Jlis
nepeiadi JOKYMEHTOR B CTPYKTYPHEIE NOJPas/IeNeHus IPAMEHSIOTCS COPTAPOBAIBHBIE SYSHKH.
YoonaoMoveHHbIE paCOTHHKM JEKaHATOB, Kadeop ¥ CTPYKTYPHBIX NOPa3AC/CHHI CIKCIHCBHO
H3 A9eeK 3a0HpaIOT KOPPECHIOHACHLMIO B 06MIEM OT/Aene (38 CBOSBPEMEHHYIO IOCTABKY TIPOCTOM
KODPECIOHACHIMM B aJpeC CIPYKTYDHRIX [OAPA3NCTCHAN  OTBETCTBEHHOCTH  HECYT
YIOTHOMOYEHHEIE pabOTHHKE ASKaHATOB B Kadeap).

Bce mDocTynMBmME B ANpEC YHMBEDCHTETA HIM AIPECOBAHHEIE JIHUHO PDEKTOPY
(mpopekTopaM) JAOKYMEHTHI JOMKHEI IepellaBaThCs DPEKTopy (MpopeKTopaM) B JeHh HX
HOCTYNICHHA.

6.6. TlomyiMB NOKYMEHTHI 1A WCHONHEHHs, DPAa0OTHEK YHHBEPCHTETA IOIDKEH
HEMEITICHHO O3HAKOMHTECA ¢ HX CONCPXAHHCM, BEUICIHB JOKYMEHTEI, TpeCyiomue CpoIHoro
HUCTIOTHEHHSA.

Ecma I0KyMEHT HampaBifeTcs HECKOJLKHM WCIIONEHTCIAM, TO JIANO, YKA3aHHOE B
PE3OJIONAH TEPBEIM, SABISCTCS OTBSTCTBCHHBIM HCHONHHTENEM, OOA3AHHKRIM O3HAKOMHTH C
JOKyMEHTOM BCEX JPYTHX B ONCPaTHBHOM NOpAAKe (B NCHB MONY9EHHN NOKYMEHTa) M
OpTaHH30BATE B YKA3AHHAIH CPOK €I0 HCTIOTHERHE,

HOK}’MSHTH MOTYT THP&KHPOBATECH K MEPeAaBATECA B OTACIBHBIC CTPYKTYypHEIE
Tofpa3Aene s paboTHuKaMe 06mero oTAena (ecIM HCNnoMHAUTeNeH GoNbine 4-X HeloBeK WK B
PE30IONAHA PEKTOPA ECTh Ha ITO YKa3aHHe).

6.7. PaGoTHEK yRHBepcHTeTa 00s3aH OGECTIETHBATh ONEPATHBHOCTH, KadecTBO
HCTOJTHEHHS H COXPAHHOCT IOKYMEHTOB, IOCTYITHBIIMX K HEMY JJIN HCTIOIHCHHS.

6.8. Tocne pelleHAs HOCTABNEHHKX B JOKYMEHTE BOTIPOCOB MCIONHHTENh B HIDKHEH
YaCTH IEPBOH CTPaHHIE! JOKYMEHTa AOIGKCH CAENATh OTMETKY 00 HCHONHCHHH AOKYMEHTA H

HaIIpaBJICEHH €TC B COOTBCTCTBYIOIEE ACHO.
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7 MOPAJAOK IIOATOTOBKH H IPOXOXKAEHHA HCXOMAIAX H
BHYTPEHHHX TOKYMEHTOB

7.1. IIopsnoK MOATOTOBKM MCXOMSMINUX IOKyMEHTOB BKmiodaeT B cea pabory mo
COCTABJICHHIO TIPOEKTa  JOKYMEHTA, COIVIACOBEHMIO, TOINHACAHHIO  (YTBEPHICHHIO),
THPAXHPOBAHHIO.

7.2. Jlo mepemagd AOKYMEHTa Ha NOIIACH HCIONHATENL JODKEH NPOBEPHTH €ro
coliepXaHue, NPaBETGHOCT, OQOPMICHHS, HamHIHe HEOGXONMMEIX BH3 ¥ IIPHJIOKCHHIA.
,Iloxymel-rr NPEACTARACTCA Ha HOANMCh BMOCTC ¢ MaTepHAalaMHK, HA OCHOBAHHH KOTOPBIX OH
TOTOBHJICA.

7.3. JOKyMEHBTH, NOMNHCAHHLIC PEKTOPOM K OPOPSKTOPAMH, aJPCCOBAHHEIC B
BBIIECTOSMIHG H WHEIE OPTaHHM3ANMH, PErHCTPAPYIOTCS B oOlieM OTAeNe M IOCTABIAIOTCS
ajpecaTaM B IpefiellaXx TOpofia H B APYIHE ropoaa €epe2 OTACIICHHE TIOYTORBOH CBA3H HJIH
KypbepcKoif CIryK05!.

CnenuanucT nepes OTOPABKOH KODPECIOHICHIMH JOJDKEH IPOBEPHTE NPABHILHOCTS €€
opopmnenrs M aapecopanmd. COCTARITEHHE IHACEM INPOH3BOJHICA OTReTCTREHHEIMH 33
JENIONPOH3BOACTEO B CTPYKTYPHBIX MOApasfieNeHHAX; yHakoBka Gampeponeil NpOH3BOAHTCS
CIeNMATHCTOM 06IIero OTAeNa, OTBEYAIOIIMM 33 OTNPABKY HCXOASILEH KOPPECIIOHICHIIHE.

7.4. BHyTpeHHHE IOKYMEHTH OQOPMIAIOTCS H HCIOJHAKTCH (HCHONB3YIOTCA) B
TIpeeNnax YHHBEPCHTETa.

7.5. BHyTpeHHHE JOKYMEHTHl (ZOKJIATHEIE 3ANHCKH, COPABKH, CBOJKH, 3aSBICHHN)
PacCMATPHBAIOTCS TEMH JMIGMH, KOMY OHH HANpPARNEHEL IIpOXOXJieHHE AOKYMEHTA N0
MCTIONHUTEIA 00CCIeTHBAeTCA 3aABHTENEM MK JTHIOM, HOATOTOBUBITHM JOKYMCHT.

8 PETMICTPAIUS ¥ MHIEKCAITUA JOKYMEHTOR

8.1 PerncTpanns A0KYMEHTOB
Perrcrpanus JOKYMEHTOB B YHWBEPCHTETE [POMIBOAMICH LNEHTPAnu3osaHo. B obmem
OTZEINIE PETUCTPHAPYETCS — BX00AMAs KOPPECIOHEHIS:
— Ha MM PEKTOp4, IPOPEKTOpOB,
—  a/pecoBaHHad B YHHBEPCHTeT, Ge3 ykasaHua KOHKPETHOTO aIpecaTa,
— NpaRMTENLCTREHHAS,
— ucxodmyas ~ OT MMEHH pPeKTopa, OPOPeKTOpOB YHHBEPCHTETA, OTBET HA 3ampoc,
MOAHCAHHEIA PYKOBOTHATENEM CTPYKTYPHOTO OPA3ACICHNS;
—  GHymperEue OOKYMERmb — MPUKA3KL, PAaCTIOPSKEHHS.
Peructpauus npoussogures B COJ1 B o6meM oTaene.
TIpOTOKONBL  COBENiAHMH, MNPOBOAWMEIX PEKTOPOM, IMPOPEKTOPAaMH YHHBEPCHTETE,
PETHCTPHPYIOTCA H XPAHATCA Y UEHBIM CeKpeTapEM YHABEPCHTETA.
Bxofsmue JOKYMEHTH DErMCTPHpPYIOTCS B JEHb TOCTYILICHHS, 8 HCXOASIHE H
BHYTPCHHHE AOKYMCHTEL B JICHb NIONITHCAHHASL.
8.2 Hugexcanms JOKYMEHTOB
PerncTpansonspli HOMEp TOKYMEHTa CIYXHT €r0 ITABHBIM YYCTHEIM H IOACKORBIM
MPH3HAKOM, OH JOJDKESH AMETh CTabHIBHOE PACIIONOKEAHE COCTABHEIX JacTelt.
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BXOZAIIMM H BCXOJAMAM HOMEPOM OTIIPABISEMOTO JOKYMEHTa SABISETCS LWHGPOBON
HOPANKOBRI HOMED SNEKTPOHHOH PErucTpaLyH.

BuyTpeHHHM JOKYMEHTaM (TIPHKAsEl, DAcIOpsiKeHHd, HHGOPMAITHOHHEIE NHACHME,
IPOTOKOJIR! } TIPHCBANBACTCS NPOGHELH HOMep.

CrenuanucT ofmero oTfiena NpoBepAeT NPEBAILHOCTS O(OPMIEHHS NOKYyMEHTOR
(sanueme TOAMHCH, JATEL, HOMCP2 PETHCTDAIIME, A/PECa, CCHUIKA HA BXOIANWMI JOKYMEHT,
COTJIACOBSHHA, OTMETKH 00 HCIONHCHHE M HAINPABIEHWH B Hen0, (amummu ucmoNHWTEned,

HOMep TeneoHAa M Ap.), PETACTPHPYET OKIEMINAD M BHOCHT HEOOXOAMMEIC 3alHCH B
SNMEKTPORHELIA sxypHan CIJ1.

9 IOCTPOEHHE CITPABOYHOI'O ATIIIAPATA

9.1. B ofmeM oTnene H CTPYKTYPHHIX NOAPASNENECHAAX YHUBEPCHTETa CHPABOYHEIM
ANNAPATOM SBJITIOTCA JIEKTPOHHEIE XKYPHAIL] PErHCTPaldH JOKYMEHTOB.

10 PABOTA HCIIOJIHUTENEHN C AOKYMEHTAMHA

10.1. PykoBomuTemm CTPYKTYPHBIX NONpasfielleHH yHHBEPCHTETA OGECIICHHBAIOT
OIEPATHEHOE PACCMOTPCHHE AOKYMCHTOB, NEPSAAYy HX HCIOJHHETENIO B IEHb NOCTYIUICHHS,
KOHTPOJIb 33 KA9eCTBEeHHEIM HCIIONHEHHEM JOKYMEHTOB.

10.2. TIpH paccCMOTPEHHE KOPPECIIOHACHIHE PYKOBOAMTENb TOAPA3ACHCHHAS BEACIACT
JIOKYMCHTHI, TpeOYIONIHNe CPOTHOTO HCIONHe A, JJOKyMEHTEI, IPAC/IaHHbIE A COTIACOBAHHA,
PACCMAaTPHBAIOTCA B [GeHb MX TIOCTYIUIeHHA. MICHOMHHTENb mONy9aeT AOKYMEHTH B JEHb HX
PETHCTPAIIEH KM Ha CIIeYIOIuit ICHs B COOTBETCTBHH ¢ pesomonyelf pyxopoaurens. Cpounsie
JIOKYMEHTEI IEPEalOTC HEMEAIEHEO.

10.3. Hcnonmenne moKyMeHTa mpemycMarpHBaeT cbop # oOpaGorky HeoGXoaHMoN
HHEGOPMAIIFH, OArOTOBKY NPOCKTa AOKYMCHTE, €ro o(opMIACHHe, COTTIACOBAHKE, NOMTHCAHHE
PEKXTOPOM HIIE IPOPEKTOPOM HIIH PYKOBOJHTENEM CTPYKTYPHOTO IIOApa3AeNeHH s, NOATOTOBKY K
TIEPECHIIKE afPECaTy.

VICOONHHTENs OIpeJENieT HEOOXOIMMOE KONMHYECTBO 3JK3CMILIIPOB IOKYMCHTA,
TiepeaaeT JOKYMeHT Ha THpaXHposasHe. Ha moKymenT, pacceulaeMsiif Gomee wem B 4 afpeca,
HCIIOJIHHTE/S TOTOBHT CIIHCOK Ha PacCEUIKY.

104. TIpH OMepPaTHRHOM pELICHHE BOMPOCOB (€3 COCTARNEHMS AOMONHUTENLHBIX
JOKYMEHTOB, HCIIOIHHTENb OCYIIECTBISET IPOMEXYTOUHLIC NeACTBHA, KaK 3alPOC CBEACHHH,
TeNe()OHHEIE TIEPETOROPEL, B T.]1., MOArOTABIKBAA OKOHUATENEHOE Pelllen e K HaMedeHHoM faTe.

10.5. TlpE HaIH9HE OTBETCTBCHHOIO HCIOIHHTCHS, BCE OCTANBHBIC HCIIONHHTEIH
CBOSERPEMEHHO IPOBOJAT AHATHE MHGOPMALH A IPEACTARIAIOT OTBETCTBEHHOMY HCTIONHHTEIIO
B YCTAHOBJCHHBIS MM CPOKH HEOOXONMMBIC JOKYMEHTH (IIPOEKTEI JOKYMEHIOB, CIIPABOK,
CBEfleHMI H T.1.).

OTBCTCTRCHHEIN  HCUOJNHMWTEINL  HECET  INEPCOHAIBHYO  OTBCTCIBEHHOCTH 32
HeJIOCTOREPHOCT HHGOPMAIIHH, HCITOIL30BAHHOH MPH MOATOTORKE JOKYMEHTA.

10.6. HcnoumMTENL HeceT OTBETCTBEHHOCTL 3a HecoOmomeHue —TpeGoBaHmi
HCHONHHTENhCKOH  NECOMIVIMHEL, 32 HEJPARHNBHOS HCHONE30BAHME  OeHCTBYIONMAX
HOPMAaTHBHBIX JOKYMEHTOB B IIOATOTOBKE, OOPMICHHH H HCIONHEHHH JOKYMCHTOB B CDOK.
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10.7. Wicnonmwienh HMMeEST NIPABO NOJE30BATbCA $asaMyl JAHHLIX YHHBEPCHTETa,
CIPABOYHO-HHPOPMATMOHHLIME (oHIamMa ¥ GrOaMoTekaMm A1 monydeHHs HeoGxozmMoit
WBEGOpManHH, B MpeeaX CBOMX IOJDKHOCTHAIX 0GA3aHHOCTEH.

11 IEYATAHHE H THPA’KHPOBAHUE JOKYMEHTOB

11.1. TledaranWe OOKYMEHTOB, HANPABISEMBX B BHIIECTOSIIAC OpPTAHHU3AIMH,
OCYIIECTRBILICTCA B CTPYKTYPHBIX MOXPA3AENSHHAX, TOTOBSIINX STH JOKYMEHTEL

11.2. TrpaXHpOBRaHNEE TPOUIBOJETCH HA KONMPOBAIBHEIX ANNAPATAX B IOAPA3AENCHINIX
W THIOrpadHA YHHBEPCHTETA.

THPaXEPOBEHKIO TOLISKAT NOKYMEHTH, OTHOCHIIAGCH K CIyMCOHOH NEATENBHOCTH
YHHBEpCHTeTa (IPHKA3E], PACTIOPSKEHHU).

TrpaxupoBanue JOKYMEETOB ¢ rpidoM «J14 ciryxeGHOro FoNb30BaHAs) IPOKX3BOIHTCS
¢ pa3pellleHHs peKTopa (POPEKTONOB) YHHBEPCHTETA.

KoHTpons 3a THp@KHPORAHHEM JOKYMEHTOB B CIDYKTYPHBIX IOAPA3TeNCHHNX
BO3/IaracTcA Ha PyKOBOJHTENel.

113. Jins TupaXdpoBaHus NPUHUMAIOTCH ClIyXKeOHBIE JOKYMEHTBL, H3TOTOBICHHEE
MAITHHONHCHEM cnocoGoM Ha TK. Jna THpaupoBaEud AOKYMEHTOB 3AMONHAETCA 3aKas,
KOTOpHIA ITOANACKIBACT PYKOBOAKTEIIb ITOAPA3NCICHANL.

Pa3MHOKeHHBIE JOKYMEHTHI A OPATHHANE! BETAIOTCS 3AKA39HKY N0 JIHIHYIO IIOMITHCE.

11.4. B THmOTpad MM BeACTCH KYPHAIL YUCTa THPAKHPOBAHHEIX JOKYMCHTOB.

12 M3TOTOBJIEHUE, YYET ¥ XPAHEHHE INEMATEMN, IITIIAMIIOB M BJIAHKOB

12.1. Tlegarn | IITAMOB YHHBEPCHTETA, CIPYKTYPHBIX IIOLPA3/IC/ICHMH H3rOTABIABAIOTCA
C NUCHMEHHOTO DAspellleHHs PeKTOpa. 3aKashl Ha MX HITOTOBNEHHE PasMEIaloTcs depes
YTIPARIEHHE JCAAMH.

12.2. OGazarenbHoMy ydery IOANEKaT Bce BHAB! MeuaTell M IUTAMIOB, GJNAaHKH ¢
YIIOBBIMH H  IPOAONBHEIMH  INTAMIIAMH  YHHBEPCHYCTa, YHOCTOREPEHHS IHYHOCTH,
KOMAHIHPOBOUHBIC YIOCTOBEPEHNS, TPYAODBEIE KHIKKY, AMTIIOMEL

12.3. Vder pcex neuaTelt M INTAMIIOB, MMEIONMXCA B YHABEPCHTETE, BSIETCA B OTAeNe
KaApoB, BbIJaya HX OCYIIECCTBIACTCH IO PAacCHHCKY JHIAM, OTBCTCTBCHHRIM 38 XPaHCHHE
redarelt M NITAMITOB B KAKIOM NOApa3NeneHnH .

12.4. Broimaga OnaHKOB YHWBEPCHTICTZ CTPOTrOH OTYETHOCTH  TIPOH3BOAMTCKE B
YIPaBNIeHHH [0 paboTe ¢ IEPCOHATOM TIOJ PACHHCKY B COOTBETCTBYIOMIEM JKYPHANE YUeTa.

12.5, XKypHans yuéra BKIOGAlOTCA B HOMEHKNATYPY ACH. JIHCTRI HX HyMepyloTcs,
MPONIMBAIOTCSA H ONETATHIBAIOTCA.

12.6. Tlegarn, mwramnsl 1 GNanKy AOIKHEL XPAHMTBCA B celidax M METANIHUMECKHX
mkadax.

12.7. OTBeTCTBEHHOCTS 33 XPaHCHHE M HCHO/IL30BAHHME NEdaTel, ITAMIOB A GIAHKOB B
CTPYKTYPHRIX MNOApasfielieHAsX HeCyT CEKpeTapy MM JHIE, OTBETCTBEHHLIE 3a BEICHHE
IETOTIPOH3BOACTEA.

12.8. Yunmuroxenne GraHkor HCNMOPUEHHBIX AIH YCTAPEBIINX NPOH3BOJATCA IO aKTY ©
OTMETKOH B COOTBCTCTBYIOINEX JKyPHaNaX yueTa.
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12.9. ITeyaty H IITAMIIEL YHHATOXAIOTCS 11O 8KTY.

12.10. ITposepka RamMyns NedaTed, IITAMIOB H OIAHKOB, a TAXKE IOPAIKA HX XPaHEHHS
¥ HCTIONL30BAHHA TPOM3BOJMTCE KOMHCCHEH HE PeXe ONHOTO pasa B Toj, OHOBPEMEHHO ¢
TPOBEPKOf COCTOSHHA AETONPOA3IBOICTEA.

13 COCTABJIEHHE HOMEHKJIATYPBI JEJ

13.1. B nmensx mpasHIEHOTO QOPMEpPOBAHHEA JEI, 00eCTeuMBAIOMEro GLICTPHIA NMOHCK
JOKYMEHTOB TIO HX COJEPXAHMIO M BHJAM, NMPOM3BOJUTCA KI2CCHOHKANWA NOKYMEHTOB B
AenonponssoAcTse. KnaccHuxamds JOKyMEHTOB 3aKDEIUIACTCS B HOMCHKIATYpE Ml
HomerxiaTypa el yHHBepcHTeTa - OQOPMICHHBIH B  YCTAHOBIEHHOM IOPSIKe
CHCTCMATHSHPOBAHHEIH LEPCYCHb 3aroNOBKOB  (HAMMCHOBAHAN) HeJ, 3aBOAUMBIX B
YHHBEpCHTETe, C yKa3aHWeM CPOKOB X XpaHeHHd.

Homenxnarypa nea NpeAHasHaueHa ANA TPYIIEPOBKM HCTIONHEHHBIX NOKYMEHTOB B
Zena, CHCTEMATHRAIMA W y4eTa Jell, WEJAEKCALWH Jel M OnpeiefleANs CPOKOR HX XpPaHEHWS.
HomeBknaTypa el ABISETCA OCHOBOM MU COCTARIGHHA OINMCEH [ IIOCTOAHHOIO H
BpeMeHHoro {CBHIIe 10 ner) XpaHennd.

13.2. Croggras HoMeHKIATYpa fex yausepcurera (Ilpiwioxense V) cocrasmdercs obmmm
OTZENoM [OA PYKOBOACTBOM HadaIbHHKA OGLIEro OTaeNa ¥ COBMECTHO C 3aBeIYIONMIHM apXHBOM
YHHBEPCHTET4, HE PEXe OJHOTO pasa B NSTH JICT Ha OCHOBE HOMCHKJIATYPH! €N CTPYKTYPHEIX
noApasaecHAH.

13.3. HoMeHKmarypbl A€l CIPYKTYDHBIX [OApasfelcHHM pa3paGarsBaloTcs HX
PYKOBOIUTENAMH C IPUBJICYCHHEM BeJyIIMX CIENHAIMCTOB, COTNacOBKBAlOTCA ¢ oOIMMM
OTHENOM H apXHBOM YHHBEPCHTETA.

13.4. HoMeHKmaTypa Jem YHHBEPCHTETA BH3HDYETCA 3aBeAYIONMM apXHBOM
YHHBEPCHTETa, IPOPEKTOPOM H TocHe oaobpenns DxcuneprHoi komuccreit (OK) ynusepcrrera,
VIBepKIaeTcs pekTopoM. CTpyKrypHble MOApasfeNeHHA YHHUBEPCHTETa MOMYIalOT BEINHCKH
COOTBETCTRYIONIMX Pas/eIOR YTBEPAIEHEOR HOMEHKIATYPHI e JUIN HCIO/Ib30BaHUA B pabore.

13.5. Ilpr cocTaBneHnH HOMEHKIATYPEl AC] YHMBEPCHTETA CICAYET PYKOBOACTBOBATECS
VcTaroM YHHBEPCHMTETa, NONOKEHWSMH O CTPYKTYPHRIX TOAPAa3sfieNieHAsX, IITaTHEM
PACIHCAaHAEM YHHBEPCHTETA, IUIAHAMH H OTUETaMH O paboTe, PHMEPHOH BOMEHKIATYPOH Ze
BEICIIEr0 y4yeOHOro 3aBefleHMs, [lepeuHsMH THNOBEIX YNpaBleHIeCKHX AOKYMEHTOB,
o6pasylomuxcs B ACATETLHOCTH OPTaHH3aIMH, C yKa3aHHEM CPOKOB XPaHCHHS.

13.6. B BOMEHKIaTypy NeNl YHHBEPCUTETa BKITIOYAIOTCH 3ATONIOBKH A€, OTPAXKAIOIIAE
BCE JIOKYMEHTHPYEMBIC YHACTKH PaGoTHL DOAPA3JCTeHH YHRBEPCHTETS.

HasmaHmwsiMe  pa3sfelioB HOMEHKJIATYPR! ANl YHHBEPCHTETa ABJIAIOTCA HA3BAHHA
CTPYKTYPHEIX TORpPA3ACICHHH; Da3fe/bl PACHONaTAIOTCA B COOTBETCTBHH C YTBEPKACHHOH
CIpYKTypO#.

Ecnu B TedeHHe roa B yHEREPCHTETE ROHUKAIOT HOREIE HEMPEIyCMOTPEHHEIE TeNa, OHH
JOMOTHATENEHO BHOCATCA B HOMEHKAATYpy fAen. C 9moif Oembio B KamaoM pasicne
HOMEHKJIATYPH OCTARITIOT PE3CPBHEIE HOMEpA.

13.7. I'pahbl HOMEHKIATYPH fel YHHBEPCHTETa, €re CTPYKTYPHBIX HOJpa3feicHHi
3ATIOTHAIOTCA CNICAYIOIHEM 00pasom.
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Ecid B TeYeHHAE rOJA B YHUBEPCHTETE BOBHUKAIOT HOBEIC HEMPETYCMOTPEHHEIC AENA, OHH
IONOIMHKTENEHO BHOCSTCA B HOMeHKHaTypy fedt. C 3Tol Helsio B KaXkAOM  pasfene
HOMCHKJIATYDPBI OCTARILLIOT PE3EPBHEIC HOMEpa.

13.7. T'padsl HOMEHKIATYDR JA&H YHHBEPCHTETa, €I0 CTPYKTYPHRIX MOApasiencHui
3AMOMHSOTCA CAEAYIOMHM 05pasoM.

B rpade | mpocTARBNOTCS MBAEKCH KAXCAOTO AENa, BIONOUCHHOIO B HOMEHKIATYPY.
HBzekc mena COCTOMT H3 YCTAHOBNCHHOTO B YHABEpCHTeTe Lu(pOBOTO 0G03HAYCHNA (MHIICKCa)
CIPYKTYPHOTO HOAPA3ACAEHHS M HOPSIKOROrO HOMEpa 3arojioBKa feia MO HOMEHKJIATYpS B
Tpedenax CTPYKTYpHOTo nofpasfenerus. Hagexch aen oGosnadaiores apaGekumu madpama.

Haupumep:

10-05, 20e 10 — obo3nauenue cmpyxmypro2zo nodpasdenenus
05— nopROKOBLIL HOMED 3G20R06KA DeAq O HOMERKAamYpe

B HOMEHKRmaType Jen pPEeKOMEHAYeTcs COXpAaHSTh OJMHAKOBEIE MHJIEKCHl JUIA
ONHOPOIHEIX JeN B Ipe/ieiaX Pa3HEIX CTPYKTYPHEIX TOAPA3IeNeHNE.

13.8. B rpadyy 2 BKIFOYAIOTCS 3aTONOBKH A€ (TOMOB, YacTeit).

3aroIoBoK Aena IOMDKEH Y9eTKo B 0600meHnol hopMe OTpaxaTh OCHOBHOS CONCPKAHME
H COCTaB IOKYMEHTOB ACIA.

Mopsagox  pacmoloXeHMs 3ATONOBKOB BHYTPH pasfielloB H  IIOApasielcHHER
HOMEHKJIATYPHI ASJI ONPE/ISIAETCH CICIICHBIO BKHOCTH JOKYMEHTOB, COCTABIAIOTHAX ACIA, H IX
B3AMMOCRSI3EI0.

B =Hauane pacnonaraloTcA  3arONOBKM  Jell, COJEepXallX  OpraHW3aIl[HOHHO-
PACOPA/MTENSHYIO JOKYMERTANWIO. 3aTONORKY Jell, CONEPRANME NOCTAHNOBNEHAN H MPHKA3b
BLINIECTOAIIHX OPraHW3alii, DaciOaraloTcd NEped 3aroNOBKAMH AEN ¢ INPHEA3aMH M
PpacIOpKCHHAMH PeKTopa yEHBepcHTeTa. Jlanee pacmonaraioTcs 3arofioBKH Jiefl, COAEPMKAITHX
IIBHOBBIE H OTIETHLIC JOKYMEHTEL.

He pomyckaeTcs yHnoTpeGneHHe B 3aroNOBKaX JeN HEKOHKPETHRIX (OPMYTHPOBOK
(«pasusie MaTepHanLL, «o0mas epenucKay ¥ T.4.).

3aroNI0BKA A€l MOIYT YTOUHATHCA B Iponeces GopMHpOBaHAS M 0opMICHNS Jel.

Tlpu cocTaBneHEH 3arOJOBKOB M€l HCHONB3YIOTCS (OPMYJNHDOBKH H3 HPHMEDHOM
HOMEHKIATYPHI JCTL BRICIIETO Y'ICGHOI‘O 3aBC/ICHHA.

13.9. I'padha 3 3amonmseTcs o OKOHYAHHH KaleHgapHore roga, OHa npejHasHaucHa it
tbukcaimy Gakra 3aBeACHAS 16T, ¢f JauHHIC HCTONB3YIOT TPH COCTARNICHAH HTOTOBOH 3amucH K
HOMEHKJIAType O KaTeropHsX H KONAYeCTBE OCN, 3aBCACHHBIX B ONDEACICHHOM rogy B
yHuBepcurere. OGuuil oren M apXHB HCIONB3YIOT 3TH JaHHEIE A7 ONMpelENeHHs H COCTaBa
abpazyrommxcs exRErogHo aen.

13.10. B rpade 4 yxa3ssBaercs CpOK XpaHEHHs Aeia, HOMepa craTeit mo Ilepeumo
THOOBKIX YTIPABAEHUECKHX JOKYMEHTOB, OGpasyIOIEXCA B JACATENBHOCTH OpraHMzanmi,
ykazanueM cpokoB xpanenus (M.2000); Ilepeusio THIOBBIX JOKYMEHTOB, 06pasylommxcs B
JIeATeILHOCTA TOCKOMHTETOB, MEHHCTEPCTB, BEIOMCTB H IDYFEX YYpexIeHHi, opraHmsaumi,
TPeANPHNTHRE, ¢ yKa3aHNeM CpOKoB Xpanenud (M.1989).

13.11. B rpaje 5 «Ilpumeuanrey yxashiBAIOTCA Ha3BaHHA NEPEUHEH JOKYMEHTOB,
HCTIONB30BAHHEIX TIPH ONpPEZENCHHH CPOKOB XpaHEHHA JG, IPOCTARNAIOTCA OTMETKH O
38BCACHAM €M, NEPEXOMIAMMX JeNaX, BBIIENCHHA JeN K YHHYTOKCHHIO, O JHIAX,
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OTBETCTBEHHBIX 32 O(OpMieHHe Xelm, 0 mepeade el B APYryl0 ODraHHIaAIMIO IS
TIpOACIDKEHHM K Ap. B 310i rpade garoT ccrmka Ha pemenns K.

13.12. Ilo OKOHYAHHH J€JOMPOHIROACTBEHHOIO Iofia B KOHIE HOMEHKIATYPH! Ael

JeNacTcs HTOroBad 3aIlHCh 0 KONHYEeCTBE 3aBeICHHBIX Jel (TOMOB).
14 @OPMHUPOBAHUE TEJI

14.1. MopMupoBaHMEe A€M — TIPYNITAPOBKA HCIONHEHHHIX NOKYMEHTOB B Jela B
COOTBCTCTRHA ¢ HOMCHKJIATYpOH el M CHCTEMarHsauHed JOKYMEHTOB BHYrpH xen. Jlenma B
yHUBepcHTeTe (GOPMHPYIOTCH AELIEHTPATHIOBEHO, T.€. B CTPYKTYPHEIX MOAPA3/Ie/IeHUIX JHIIAMH,
OTBETCTBEHHHIMH 3a JICIOHPOU3BO/ICTBO, HA3HATCHHEIMH INPHKA30M peKTopa. CTpYKTYpHHE
noppasenesna OPMHPYIOT R feNla JOKYMEHTRl B COOTBeTCTEHE ¢ npodumeM Ccroera
nozpaszienennd. MeToHdeckoe PYKOBOACTBO H KOHTPOMDb 3@ TIPABHILHOCTHIO (HOPMEPOBAHHA
1€ OCYIIECTRINET GPXHB YHHBEPCHTETA.

14.2. Tpa popmaposaruy Aen HeoGxoamMo cobmozaTh creayomme obue npasuia:

— I@OMEMATE B [EN0 AOKYMEHTEI, KOTOPhIE N0 CBOSMY COACPKAHHIO COOTBETCTBYIOT
3aTONIOBKY JEI;

— TOMEINaTh B JIENO TONBKO HCIOMHEHHEIE JOKYMEHTRI OHOTO KANCHAaPHOIO MM y4eGHOro
roza {(MCKIIOYEHAe COCTABILIOT JIMIHEIE Aela, KOTOpEe (POPMHUPYIOTCS B TedeHHe BCEro
Tieproza paboTEl HAH yuéObl JAHHOTO JIHIA B YHWBEPCHTETE), HAWICHKAMM 0Opa3oM
0(hOpPMIICHHEIC JOKYMEHTH! IO PA3PEMICHAId OHOIO BOIPOCa;

—  JOKYMEHTH! IIOCTOSHHOTO ¥ BPEMEHHOTO CPOKA XPaHCHHUS GOPMUPOBATE PasAEBHO;

— B Zeno He NOMeNIATh JOKYMERTHI, TIOIEXATIHE BO3BPATY, a Taloke YEPHOBHKH, TAIIHHE
SK3EMILIAPEL, METANTHICCKAE CKPETIKH;

—~  Kakzoe Oeno ZOMKHO ObTh He Tomme 35-40 MM u cofepxkaTs He Gomee 250 mucroB, ecnu
DOKYMEHTOE B znene Gonmbme 250 mHcTOB, T0o ¢(opMHPYETCS HECKONTBKO TOMOB €
CAMOCTOSTENEHON HyMepalelf B KaXKIOM TOME;

—~ [OOKYMeHTHl BHYIPE Jiela JODKHR DACHONATaTsCs NOCHEHOBATEBHO, OCBEITAX
onpeficNéHHEe BOMPOCH. [IpuioXeHns HE3aBACHMO OT /aThl WX YTBEPXK/ICHHS HIH
COCTABIICHHS MPHCOCAWHSIOTCS K TeM  JOKYMEHTAM, K KOTODEIM OHH OTHOCSTCA;
npuoxKeHnst 601BIoro 06bEMa CleAyeT rPYITUPORATE B OTASTBHEIC AENa.

143. Homep pena, B XOTOpOe JOOMKeH OWTh NOKUIAT AOKYMEHT, ONDEACHACT
HCTIONHUTENE 10 HOMEHKNAType. Ha JOKyMEHTe IpoCTaBIsOTCa: oTMeTKa «B geno New, aara,
TIOINHCE HCTIOJIHHTED I PYKOBOUTENS CIPYKTYPHOIO IOAPasAcIeHHAS.

14.4. HOKYMEHTH BHYTDH Je/ia PAactloJIaraloT B XPOHOAOTMYECKOM NOPAAKE WA TaK,
YTOGHI TIOCIE/IORATENBAO OCBEIATh DEIIeHAe BONPOCOB, HOKYMEHTHI 10 KOTOPHIM BXOIAT B
Danupte Aena. 14.5. PacnopsadrensHbic AOKYMEHTH TIPYNIHPYIOT B fiela MO BHAaM B
XPOHONOTHYECKOM TOpAZKe, (Haubonee paHHWe NOKYMEHTHI PACHOJAraioTCd B HAavYajle Aeia) ©
OTHOCAIIAMUCA K HHM NpHIOXeHHsMH. TIpUKA3El N0 OCHOBHOM MNESTENLHOCTH TPYMMHPYIOT
OTAEMBHO OT DPHKA30B TI0 JMYHOMY cocramy. [IpHKashi MO JHYHOMY COCTaBy O TpHEME,
nepeBofe, NOOUIPEHUH, YBONEHEHHH DalOTHHKOB (OPMHpYIOT OTIETSHO OT HpHKA30B 110
TIHIHOMY COCTABY O KOMaHIAPOBKAX, OTIYCKAX.

14.6. VYcraBbl, IONOXEHHS, UHCTPYKHHH, YTBEPAHCHHEIC pDACOOPATUTEIHHBIMH
ZOKYMEHTAMM, ABANIOTCH IPHNOXKCHHAMA K HUM W TPYNIHUPYIOT BMeCTe C YKa3aHHBLIMH
JAoxyMeHTaMH. EcIH e OHH YTBEpDKICHLI B KaueCcTBE CAMOCTOATENILHOTO LOKYMCHTa, TO HX
IPYNIAPYIOT B CAMOCTOATEILHAIE JeNa.
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14.7. TIpOTOKOAEI B JleNe PACIIONArAIOTCE B XPOHOJOrAYECKOM MOPANKE H 110 HOMEPAM.
JIOKYMEHTEI K TPOTOKONAM, CIPYINIHPOBAHHEIE B OTIENLHHIE 7eNd, CHCTEMATHIHPYIOTCS IO
HOMEpAM OPOTOKONOB,

14.8. VTBepXASHHBIE INIAHEL, OTYETHI, CMETH], JMMHTH, THTYIBHEE CIHCKK H IpyTHE
ZIOKYMEHTHI MPYIIIAPYEOTCA OTAEIBHO OT IIPOCKTIOB.

TTnaHs! Ha HECKOJIBKO €T (hOPMUPYIOTCS 0 HadanbHOM faTe, OTYSTHL 38 HECKONBKO JIeT
$HOPMHpYIOTCA IO KOHETHOH Hare.

14.9. loxyMeHTE! B IMIAKIX JEIAX PACTIONATAIOTCH O MEPe MX MOCTYIUIEHUS B JIOTHKO-
XPOHOJNIOTHIECKOH MOCIEA0BaTCNEHOCTH. [lepBoHAYATEHO B JIAIHOE JEIO TPYNIMPYIOTCH
JIOKYMeRTHI, obopMiIolge mpomece npuéMa Ha paboTy (yu€ly), a BIOCHenCTBEM ~ Bce
OCTANLHBIE JOKYMEHTH], BOSHHKAIONHE B Xolle TPyAoBol (yuclHoit) AeATensHOCTH paGoTHEKA
(cryaenTa).

JIOKYMeRTEI, TORNeXamye BOIBPATY H3 IMYHOIO MeNa CTYJAEHTA HWIH pabOTHHKA
(UOIHHHAKH JOKYMCHTOB 00 00pa3oBaHyH, OYSTHEIC IPAMOTH M T.4.) NOMEIIATCH OTAENEHO
© COCTAaBJICHHEM COOTBETCTRYIOMEH OITHCH.

14.10. Jluncemie cucta paGOTHUKOB IPYNIDHDYIOICS B CAMOCTONTENBHEIC ACia M
PpacToNarafoTc B HEX B HOPsIKe andiapHTa N0 GpaMHUTAIM, AMEHAM B OTIeCTRAM.

14.11. Ilpemnoxenus, 3a9BICEHS H JXKANOGHI IPOXIAH IO yIeGHO-NPOH3BOACTBEHHBIM
BOIPOCAM ¥ RBCE JOKYMEHTH IO WX PACCMOTPEHIIO ¥ HCTIONHEHMIO TPYIMUPYIOTCS OTAENBHO OT
NpeILIOXKeHH , 3a4BICHAN H XKaNo0 rpakAaH 1O THIHEM BOTIPOCAM.

14.12. IlepemHcka TpynmEpyeTcA 33 KAICHNApHBIA WIE yueOHWE rom H
CHCTEMATH3UPYETCH B XPOHONOTHIecKol NOCHeNOBATELHOCTH; JOKYMEHT-0TBET IOMEIACTCS 32
HOKyMEHTOM-3ampocoM. IIpE B0300HOBNCHME NepemdCKM 1O ONpPEACHEHHOMY BOIpPOCY,
HavaBOieHcA B TpeABAYIIEM TOXY, NOKYMEHTHI BKJIIOYAIOTCA B €0 TEKymero roia ¢
YKAaHHEM HHACKCA ACNa OPEAAYIIEra rona.

15 DKCIIEPTH3A IEHHOCTH AOKYMEHTOB

15.1.IloaroTopka AOKYMEHTOB K Nepelatc Ha XDAHEHHE B apXHB BKIIOYACT, HAPALY C
¢dopmuposarveM ¥ odopmmenreM nenm, paborTy N0 MPOBEAEHMIO SKCNIEPTH3HI LEHHOCTH
JIOKYMCHTOB, COCTAaBIIEHAIO OIHCCH H AKTOB O BHIICACHAH K YHHYIOKEHHIO JOKYMEHTOB H LEI.
DKCIepTH3a MeHHOCTH JOKYMEHTOB — OTpe/ieieHre NEHHOCTH AOKYMEHTOB ¢ Helbio oT6opa HX
H3 XpaHEHHE H YCTAHOBJICHHE CPOKOB XPaHEHHSL

15.2. OKCHepTH3A NeHHOCTH AOKYMEHTOB B YHHBEPCHTETE IPOBOJUTCA IPH COCTABICHHH
HOMEHKJIATYPEI A€, IPH OPOPMIICHIH Jell H IIPOBEPKE NPABHIISHOCTH OTHECEHHS JOKYMEHRTOR K
Jie71aM, TIpH TIOATOTOBKe Ael K HOCNeyIOMeMy XpaHeHHMIO WIH YHHITOKEHHMIO.

15.3. Jna opreHpzaim# ¥ NPOBEACHHA 9IKCHEPTHIE ICHHOCTH JNOKYMEHTOB B
YHEBEPCHTETE CO3JETCH MOCTOSHHO ASHCTBYIOMIAA JKCNEpTHas KoMHccHA (mamee — OK).
Oynxomy # mpasa 3K yHmBepcHTCTa, a TAKKE OpraEM3amHa ec pa0oThi ODpEACIMOTCS
MONOKEHAEM, KOTOPOE YTBEPIKIAETCA PEKTOPOM.

Jacemamna DK NpOTOKONMHPYIOTCH, IMPOTOKOJEL IOANHCHBAIOT NPEACCAATEN: H
cexperaps JK.

15.4. OcroBHbIMHE yHKIHaME DK sBamoTCd:
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~  opeanusayus edicez00r0z0 omBopa den I XPAACHHA I YHHUTOXKEHHS B COOTBETCTEHE
© HOMCHKIIATYPOH JIell YHUBEPOHTETA;

— paccmompenue u GbHECEHUE HA YmeepdicOewue DEKTopoM H cornacomamme ¢ 3IIK
APXHBHOTO YUPEXICHHA NOPOCKTA HOMCHKJIATYDHL Jel YHHBEDCHTETa, ONHCEH
TNOCTOAHHOTO H BpeMeHHOro (CcBrime 10 JieT) XpaHe s H 10 IAYHOMY COCTaBy, 2KTOB O
BHUACNCHZN K YHHYTORCHHIO €T, He Toznexantax xpaaeHmo (Tpunoxemme ©);

- NO020MOSKA U SblHECEHUE HA paccmompenite K apXMBHOTO YIPEKACHNS NPSIIOKeHITH
00 HIMEHEHHH CPOKOB XPAHEHHMS OTAENBHEIX KATCTODHH JNOKYMCHTOB, YCTAHOBICHHBIX
Hepeunsamu, 1 06 ompeZieicHHH CPOKOB XpaHeHHs JOKYMEHTOB, He NpelyCMOTPEeHHBIX
Tlepeursamu.

16 OOOPMIIEHHE AEJ

16.1. Jena yHuBepcHTeTa nogiexar o(oPMICHHIO IIPH HX 33BEICHAN H 1O 3aBEPIICHAN
roga. OtdopMieHne fel BKOYAET KOMILIEKC MEpPONPHATHI MO Texnmyeckoi oGpaborke m
IpOBOZMTCH  PACOTHMKAMH  COOTBETCIBYIOMIMX  CTPYKTYPHEIX — IIOZDAsACIeHMA  IIpH
METONMYECKOH TIOMOIIM H 10/ KOHTPOTIeM PaGOTHHKOR APXARA YHHREPCHTETE.

16.2. B 3aBHCHMOCTH OT CPOKOB XPaHEHHS INPOBOJHMTCA IIOJHOE WIH YaCTHYHOS
otopMuenne aei.

Jlena BpemenHOoro (Zo 10 JeT BITOYHTENBHO) XpaHeHHA NOIEKAT HACTHIHOMY
ohOpMNeHMIO; JeNa  NONYCKAeTCs XpaBMTh B  CKODOCIIMBATENAX; HE NPOBOAMTEL
TEPECACTEMATHRAIHIO JOKYMEHTOB B Jiclle, NHCTHL JeNd He HYMEDOBaTh, 3aBEPHTENRHEIE
HaJOHCH HE COCTABIIATE, YYeT BEACTCS 10 HOMCHKIATYDE JCiT.

16.3. IMonHoMy odopMITeHHio Mofyexar jella TOCTOSHHOTO, BpeMeHHOTo (cBbime 10
JIeT) XPaHEHHEA H 10 TUyHOMY cocraBy. [lonHoe odopMiIeHne Agia IpeyCMaTPHBACT:

— HYMEpPaIMIO JICTOB B JCIE;

— COCTARICHHE 3aBEPRTEILHON HANMACH;

—~ cocTaBiieHHe (B HeOOXOMMMEIX CITy4asX) BHYTPCHHEH OIIHCH JOKYMEHTOB JIC/Ia;

— MOZMWBKY HIH [ICPEMIeT e,

— otopMITeHHe OOJNOKKH (BHeCeHHE HEOGXOMMMEIX YTOUHEHHH B DEKBH3HTHL OGIOXKKH

JZieNa — Ha3BaH¥A OPTaHH3AIHE, HEJICKCA B 3ar0JIORKA NeNa, ATH e H 1p.)

16.4. B uensx olecmeucHus COXPAHHOCTH H 3aKPEIUICHMS NOPAIKA PACHOJOKCHHA
OKYMEHTOB, BKIFOYSHHHX B JA€NO0, BCS JMCTHI HyMepyloTcs apabcxaMy npdpamy B mpaBoM
BepXHEM YLIy, HE 3aichad TEKCTAa AOKYMEHTa, NPOCTEIM TpauyecKHM KapaHJAMOM HIH
HYMEPATOPOM.

16.5. 3aBepuTensHAS HAAIMCH COCTABAETCA HA OTACJIBHOM JHCTE — 3aBEPUTENe ACIA,
(npunoxesye X), NOAMMCHBACTCA COCTABHTENEM W NONIMBACTCA B KOHIIE KAXJIOro Aena.

16.6. BHYTpeHHss ONHCH NOMEIIAETCA B Hadalle AeNa H COACPXKHT: NOPSAKOBLIA HOMED
JHOKYMEHTA, WHEEKC JOKYMCHTA, JATY AOKYMEHTa, BHJ LOKyMeHTa H Kparkoe cojepxanue,
HoMepa IMCTOB B Aene, npuMeuanne (TIpunoxenne LD).

16.7. OOGnO¥KE nen TOCTONHHOTO H BpeMeEHOro (cBemme 10 ner) XpaHenms
(Tprnoxenne ), ofnomkn nwaHsx #en orynentoR (paGortanxos) (TIpunoxenwe LIT)
0(GOPMISIOTCSA IO YCTAHOBJICHHBIM opMam.
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Ho oxoruanny Tos12 B HAINACH HA OGIOXKKAX JEN OCTOSHHOIO H BPEMEHHOTO (CBEINE
10 neT) XpaHeHHA RHOCAT YTOYHEHHA: OPOBCPACTCA COOTBETCTBHE 3ar0NIOBKOB JIcJ Ha 00NOKKE
COAEPXKAHMIO NONINHTEX TOKYMEHTOB, B HeOOXONMMBIX CIydasX B 3aTOJIOBOK Jela BHOCHTCA
ACHOJIENTENLHEE CBEACHRN (IPOCTARNAIOTCH HOMEpa TIPHKA30B, BAALL H (DOPMBI OTYETHOCTH H
T.IL).

17 COCTABJIEHHE ONMCER JEJ

17.1. Ha 3agepiienHEle gefa NOCTOSHHOTO, BpeMeHHoro (cehume 10 Jer) xpateHus | no
MUYHOMY COCTaBy, COOPMHDOBAHHEIE H OQOPMICHHLIE B COOTBETICTEMH C HACTONIIHME
TpeGOBAHUSMHE, XEN0/THO COCTABIIEOTCS OITUCH.

OmicH COCTARIAIOTCH OTACNABHO HA JEa NOCTOSHHOTO XPaHCHHd, Helld BPCMEHHOTO
(cebmye 10 met) XpaHeHRs, fena no HusEOoMY coctaBy ([Ipunoxenne IIT).

17.2. B CTIpyKTYPHEX IOApa3ICIEHAAX YHHBEPCHTCTA OIHCH COCTABIISIOTCS €XETONHO
IHOaMH, QTBETCTBCHHEIMH 33 BEJCHHC JETOMPOHMZBOACTBA, IPH METOMHYECKOM DYKOBOICTBS
paGOTHHKOB apXHBa YHHBepCHTeTa. OTBETCTBEHHOCTh 33 CBOEBPEMEHHOE M KEYECTBEHHOE
COCTaBIICHHE ONHCEH Jed CIPYKTYPHHIX INOApasleleHHN HECYT DYKOROJHTENH 3THX
nompasAencHmi.

Ilo 5TuM OIHcAM JOKYMEHTBI CAAIOTCS B 8pXMB 4€pe3 Iojl MOCIE 3aBCpHICHHS A€l B
JeJIonponsBoacTBe. OMHCH, NOATOTOBJCHHbIE CTPYKTYPHHIME NORPAsfCNeHMsMH, CIYXaT
OCHOBOM I HOATOTOBKH CROJHON ONHCH LGN YHHBEPCHTCTA, KOTOPYIO IOTOBAT 8pXMB, 4 1O
XOTOpoit OH TepefacT Jella Ha IOCTOSHHOE TOCYJAPCTBEHHOE XPaHeHHe.

17.3. Ilpu cocTaBleHdH oOIMCH Jea coOOJAlOTCA  Ciaenyiolme TpeGoBaHuA:
3ATONORKY JeN BHOCATCA B ONKCE B COOTBETCTBHH ¢ NPHHATON CXeMO¥ CACTEMATH3AIMW Ha
OCHOB¢ HOMEHKJIATYPEI ¢ YHHBEPCHTETA;

— KaXI0e JICNO BHOCHUTCA B OIMCH HOJ CaMOCTOSTENBHEIM NIOPAIKOBEIM HOMepOM (ecim

TeNO COCTOWT M3 HECKONBKMX TOMOR WITH HacTelf, T0 KaX/IEIH TOM WIIH YaCTh RHOCHTCH B

OIIHCE TOX CAMOCTOATEILHEIM HOMEPOM);

— rpadBl ONHCH 3aMONHAIOTCA B TOYHOM COOTBETCTBHH C TEMH CBEACHHAMH, KOTODHIC

BHIHECEHHI HA OGMOKKY Aena;

~ TIPH BHECCHMH B OIHCE IIOAPH ACH C ONHHAKOBRIMH 3Ar0IOBKAMH NHIIETCH TONHOCTEIO
3ar0JIOBOK NEPBOTO JIENA, @ BCe OCTANLHLIC OFHOPONHEIC Aeia 0503HAYAIOTCA CIOBAMH

«To 3xew, MPH ITOM APYTHE CBEAEHAS O JeaX BHOCATCA B OIMCH IOMHOCTAIO (HA KAKIOM

HOBOM JIHCTE OIINCH 3aroI0BOK BOCIIPOM3BOJHTCS OMHOCTLIO);

— rpada omucr «JIpuMedanue» HCIIONB3yeTCA AN OTMETOK O TIpHeMe Jel, 0COGEHHOCTIX

HX (HIHICCKOTO COCTORHHA, O TIepeNade Je/ APYTHM CTPYKTYPHHM HOAPA3ICTCHUIM CO

CCEUIKOH Ha HEO6X0MMBIHA aKT, O HATHYHH KOMAN H T.IL

17.4. OnAcH Jien COCTARIMIOTCS B YCTAHOBNEHHOH (OpMe B TpeX IKIeMIIApax.

18 OTIIEPATHBHOE XPAHEHHE JOKYMEHTOB H JEJX

18.1. C moMeHTa 3aBCIIEHHS # 10 NEpeaady B ADXHB YHHBEPCHTCTA ACJA XPAHATCH IO
MecTy HX (OpMApOBAHAA. B 3TOT NepHOA OTBETCTREHHOCTH 38 COXPAHHOCTh JOKYMEHTOB U Jel
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HecyT paGoTHHKM, OTBEYAIONHE 32 JAENONPOWINONCTBO M PYKOBOAMTISHM CTPYKTYPHBIX
nogpasAcIeHui.

Jlena HaxongTes B paGowAX KOMHATAX WIM B OTBGACHHBIX YU HUX HOMEIIEHHSX,
pacronaraiores B mkadax, oGecneTHBaOMHX HX TONHYIO COXPAHHOCTb. B IeIX MOBRIIEHHS
OMEPATHBHOCTH MOHCKA AOKYMSHTOB, /IeNid PACTIONATAMOTCA B COOTRSTCTBHU C HOMEHKIATYDOR
nen. HoMenknarypa aesr wilH BEITIECKA M3 Hee IOMEINAIOTCS Ha BHYTpeHHel cTopoHe mKada.

Ha xopenmkax o6NnoXex /Ie/ YKa3bBAIOTCA HEACKCH 0 HOMEHKIATYPE.

18.2. Brijaua men moZpasAcneHMAM WM CTOPOHHHMM OPraHM3aiiM NPOM3BOIHTCS €
paspemmenHA pekTopa (IpopekTopa) yHEBepeuTtera. Ha BEIZaHHOE AEsio 38BOAMTCH KAPTOUKA —
3aMecTHTeNb Aeia. CTOPOHANM OPraHA3ANMsM Jea BRIAIOTCS 10 AKTAM.

W3patHe AOKYMEHTOB H3 €/ IOCTOAHHOIO XPAHEHHN HOMYCKAETCA B HCKIIOYATEIBHEIX
Cly9asX W MPOHIBROJHTCA ¢ PAIPENICHUA PeKTopa (IIPOpeKTopa) ¢ 0ON3aTeTBHRIM OCTARIERHEM
B Jig)I€ 3aBEPEHHOM KOMAH JOKYMEHTA H aKTa O IPHUMHAX BEIIaTH II0IMHHHKA.

Jlena BRIAIOTCA RO BPEMEHHOE ITO/IB30BAHHE HA CPOK, HE IPEBEINAIOMIHIA:

~ 1 Mecan — a4 pabOTHAKOB CTPYKTYPHLIX NORPASACICHUIM;
~ 3 mecaua — fnst paGOTHEKOB CTOPOHHHX OPraHu3aimii;
~ 10 NpEKpamiCHAs AeId FJIH BEIHECEHHH CyJeGHOro DEIIEHHA — OpraHaM cyJa o

TPOKYpaTyphL.

Cocrosmue f€n, BO3BDANAEMEIX B CTPYKTYDHOS TOJAPa3NEiCHME HIH ADXHB IIOCHS
MCTIONE30BAHHES, IODKAO GKITH IMPOBEPEHO B TIPACYTCTRIH JMLS, BO3BPAMAIONIEr0 OKYMEHTRL

Tlpn oGHapyxecHHH HEJOCTaYH OTHCIBHBIX JHCTOR HIH NOBPENICHHS JEN, JUDI
NPABNEYCHES BAHORHBIX K OTBETCTBEHHOCTH COCTABISETCA AKT B 2-X JK3EMIULIpAX, KOTOPHM
MONMWCHBACTCS BHHOBHOH CTOPOHOH, DPYKOROZWTENEM CTPYKTYPHOTO MOXpasfieneHus (@mm
apXMBA), B YTBEPKIACTCA PEKTOPOM YHHBCPCHTETA.

19 DEPEJAYA JEJ B APXHB

9.1.Jlna obecmedeHHA COXPAHHOCTH JIOKYMEHTOB B BBICIIEM Y4eGHOM 3ARSACHHMH
CO3NiaeTCA apXuB BY33.

19.2. B apxus yHuBepCHTETa MEPENAIOTCHA JeNa TOCTOARKOrO, BpeMenHoro (ceumie 10
JIeT) XpaHeHHs H ena 0 JHIHOMY COCTaBYy.

19.3. B cBoei AeATENBHOCTH ApXUB YHHREPCHTETA PYKOBROJICTBYETCS HOPMATHBHEIMH H
METOAMMECKHMH JOKyMeHTamu Defepanbuoli apxupo¥ cayxGm Poccmm, monoxenuem o6
apXHBE YHHBEPCATETA.

19.4. llena nepenaloTca B apxHB N0 OOHCAM.

19.5. [lepenada JeI B apXHB OCYLICCTBIAETCA IO IpadHKy, COCTARNEHHOMY aPXHEOM.

TlpueM KaXIOre Aena NPOH3BOIUTCH 3aBETYIOIIAM APXHEOM B NIPHCYTCTBHM PaGoTHUKA
CTPYKTYPHOIO moapasgenerss. Ha sK3eMIsIpaX OIMCH NPOTHB KAXJIOTO Jea, BKAI0YEHHOTO B
Hee, JienaeTcs OTMETKa O HAIMYMH Jeiia. B koHIle KaKIOTO 5K3eMILISpa ONHCH YKA3KBAIOTCS
1udpaMy B IPOIKCHIO KOIMYECTRO (PAKTHIECKA IPHAATHIX B APXMB e, faTa NpheMa-Tiepeatn
He, TMONUCH 3aBeAYIOIEr0 APXHBOM, DYKOBOAHTENS CTPYKTYPHOTO MOApAsfielieHds |
paGOTHHKA, EPEABIIETO JETA.

B cnygae ofHapyxeHHA OTCYICTBES Je)l, UHCIAINHXCA 10 HOMEHKIAType AEH
YHUBEpCHTETA, CTPYKTYPHSIM HOADABLCACHHEM NPWHAMAIOTCA MEPH N0 WX PO3IRICKY, UpH
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HeoOHapy)eHun gmen — cocraugerca akr ([IpmnokeHue 3), KOTOPHIA MOANHCHBAETCH
PYKOBOJMTEIEM CTPYKTYPHOIO OAPA3NENCHAS, yTBEPIKAALTCS PEKTOPOM M TIepe/iaeTes B apXHE
YHHBEPCHTETR.

Jlena BpeMenHOro (40 10 IeT BKIFOYMTCIBHO) XPAHCHHA Nepelade B 8PXHB, Kak
TIPaBHJIO, HE TIOIJIENRKAT, OHE XPAHATCH B CTPYKTYPHBIX IIOAPAa3IeIeHHAX K 10 HCTEUCHHH CPOKOB
XpaHCHEH MOMICKAT YHHUTOxeHHIO o akTy ([Ipwioxenne P), KOTOPHI paccMaTpPHBACTCA H
nommHcEBaeTes OK  yHHBepcHTeTa M yTBepkKnRaercs pekTopoM. Jlema, IonexamHIHe
YHHYTOXKCHHIO, LEPEJAlOTCs Ha nepepaborky (yrwmmsammo). [lepesasa aen odopmiercs
TIPAEMO-CIATOTHON HAKManHOM, B KOTOPOH YKAIHBAIOTCA [ara Nepefays, KOIHTIeCTBO
CIABAREMEIX 7IET M Bec GyMakHoH MakylaTyphl. Jlena M JOKYMEHTHI, BKIIOUCHHEIC B aKkT O
BBITENICHAHH K YHHITOXEGHHIO, MOTYT GBITE YHHUTOXCHE! B YCTAHORICHHOM TIOPSIKE M JPYTrAMHA
crocofaM, 0 YeM JoIKHa GBITh COCTaBIIeHa COOTBETCTBYIONIAS CIIPaBKa.

Ilocne yYHMYTOXKCHHA JAEN B HOMGHKIATYPS MNPOCTABIAIOTCH OTMETKH, 3aBEPACMEIC
TIOAMHKCHIO JIHIA, OTBETCTBEHHOIO 32 AENOMPOH3BOACTBO, H IATOH.

HanpuMep: «YaugrokeHo, CM, akt oT Ne » PaMATHA, HHAIAATE.
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TIpuroxenne A
K HHCTPYKUHH 110 JEIOHPOH3BOJCTBY

MAKCHMAJIbHBII HABOP PEKBU3UTOB JIJISI PA3PAEOTKH
BJAHKOB TOKYMEHTOB.
i1 GllaHKa nMceMa s obIero 6nanka

Tep6 mm sM6neMa oprasasamas T'ep6 nnu sMGneMa OprasAsaniH
Hanmenopanmve BrimecToAmelt opranmauyy | Hanmenosawne BhImecTodme opranH3alHi
HanveHOBaHEE OPraHA3ALKH — aBTOPA HanMeHoBarie OpragH3anuE — aBTOPa
NOKyMeHTa JOKYMEHTa
CrpaBo3HEIe JaHHBIE 06 OPraHH3alHH — HanmeHOBaHHE BHJA JOKyMEHTA
aBTOpE Koxn dopmer aoxymenTa
Kon opranusams TaTa JoKyMeHTa
Jlata moxymesTa PerucrpaiinoHHBLT HOMEpP AOKYMEHT2
PerucrpannonnEni HoMep JOKYMeHTa MecTo cocTaBIeHHS HIH H3/IaHAA JOKYMEHTa
Ccblixa Ha perECTPaUHOHHELH HOMED K ATy
JIOKYMEHTa

OBPA3EIl OBILIETO BJIAHKA
(¢ DPOROIBHEIM PacHOI0KEHAEM PeKBH3HTOB)

CAHKT-TIETEPBYPI'CKUii YHUBEPCHTET
YIIPABJEHHS B SKOHOMHKH
(CH6YYHD)

Ne
r. Canxr-IlerepSypr

OBPA3EIl OBIIErO BJAHKA
(C yIIOBBIM PACcTIONIOKEHNEM PEKBHIHTOB)

Canxr-IlerepGyprexniz
YHHBEPCHTET YIPABJICHAS H IKOHOMHKH
(CI6YYa3)

Tp. JIepMOHTOBCKHIA, 2.44, ;HTEp A
1. Cankr-Terepbypr, 190103
Ten. (812) 575-03-00, dakc (812)575-02-70

Ne

HaXNe or
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Tlpunoxenue B
K HHCTPYKLZH 1O JETOTNPOU3BOACTBY

OBPA3EI YI'IOBOI'O BJJAHKA IIHCBMA

Cankr-TleTepbyprexnii ynuBepeaTer
YUpABJIeHHS H YKOHOMHKH
(CII6YYn3)
np. JlepMOHTOBCKRHA, A.44, MHTEp A
1. Canxr-IlerepSypr, 190103
Tenedon (812 )575-03-00, Paxe (812)575-02-70
E-mail:rector@ume.n,URL:http://www.spbume.ru

OKIIO 39410814,0TPH 1027810240260
HHH/KIITI 7826001459/783901001

Ne
Ha Ne oT
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TIpunoxenne B
K HHCTPYKIHH TIO JCHONPOH3BOACTRY

OBPA3EL IPOJOJbHOTO BJAHKA TIHCBMA

CAHKT-TIETEPEYPICKHHA YHHABEPCHTET
YOPABJEHHUSA H SGKOHOMHKH

Jepmonmosciuti np., 0. 44 numep A, Cauxm-Ilemeptypz, 190103
Ten. (812) 575-03-00 Daxc (812) 575-02-70
OKITIO 39410814, OTPH 1027810240260, MHH/KITIT 7826001459/783901001
E-mail: rector@ume.ru  URL: htip//www.ume.ru

Ne r 1

Ha Ne ot
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OBPA3EII BJIAHKA PACIIOPSIIUTEILHOI'O JOKYMEHTA
(TIPHKA3A)

CAHKT-IETEPBYPI'CKHII YHUBEPCHATET
YIIPABJIEHHAA H SKOHOMHKH

IIPUKA3

Cankr-Tlerepbypr
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Tpanoxenne [f
K HHCTPYKLRH IO HENOMpOH3BOACTBY

OBPA3EIL IIPHKA3A

CAHKT-IIETEPEYPI'CKHI YHUBEPCUTET
YOPABJIEHUSA H SKOHOMHKH
TIPHKA3

.

Canxkr-Tlerepbypr Ne

O (OB)...
B cootsercTsnM ¢ ...(B cpask ¢..., B memsx...., dng...)
IMTPAKA3BIBAIO:
1. PykosoauTento (HaRMeHOBaHHE NOKHOCTH, NoApa3leNeHns, GpaMITas, HHUIMANEL),

HOOPY4CHHE, CPOK UCIIOHCHUA,
2.

3. KoHIpomk 3a HCOOJNHEHHEM MpHKa3a BONIATAETCAd Ha (JOMKHOCTb, (aMEIMA,
MHYIHATH)
Pexrop TOAMKMCH N.0.Pamunns
OGpaien 3aXOAHEHAN JHCTA COTIIACOBAHNS NPHKAIA
COT'JIACOBAHO:

JIOmAKHOCTS ¢ YKa3anueM
TIoZpa3AeIeHUA HOMILACH HN.O.Pamunrs

JomxHOCTE ¢ yKazaHueM
TMOApa3feneHns HOMMHACH N.0.Pamumus

Hcnonanrens:
Damyinus V.0.(Z0mEHOCTS ¢ YKa3aHAeM NOAPa3ACICHEL)
Tenedon:
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Ipunoxenne E
K HHCTPYXIHH IO JEIONPOA3BOLCTBY

OBPA3EIIl ITIPUKA3A

CAHKT-NIETEPEYPICKHi YHUBEPCUTET
YIPABJEHWS H Y)KOHOMHKH

IIPHKA3
Cankt-IlerepSypr Ne
Tlo auwHOMY cocTaBy
1. IPUHSAThD:

1.1. ®ammma, FiMa, OtyecTo Ha paboTy IO TPYAOBOMY ACTOBOPY, Ha AOIKHOCTE ....., C
C OKJIAZOM COITIACHO OITATHOMY PACIHCAHUIO, C HCIEITATEFHBIM CPOKOM 3 MecAIa, ¢

Ocaopauue: 3assnenne Pammums, 1.0.., TpynoBoii norosop Ne

C TpHAKa30M O3HAKOMIIEHA
2..

3. KoRTponk 3a HCIOJHERHeM [PHKa3a BO3NAraeIcd Ha (OIDKHOCTh, DaMHITHS,
VHHULHAAIIB)

Pexrtop DORMOHCH H.O0.QPamaaus

Obpazen 3amo/1HeHAS JHCTA COTTACOBAHHS NPHKA3A

Hen.

Hagamsaex OK
Tenecor:
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TIpanoxenme X

K FHCTPYKIEH TIO JeNONPOMIBOACTBY
OBPA3EIL PACTIOPSKEHUSA

CAHKT-NIETEPEYPI'CKH¥ VHUBEPCUTET
YIOPABJIEHVA H Y9KOHOMMKH

PACITIOPSTXEHHE
Cankr-TlerepGypr Ne
0 (0b.....)

B coorsercBum C.... ( B chmsu ¢ ... B nemax.... Jns....):
OBS3BIBAIO

1. PykosoamTensM (HaumeHOBaHHE AODKHOCTH, NOAPA3eNerHs, GaMuus, FHANAATE),
TIOPYYEHHE, CPOK UCIIOHEHMA.

2, e
3. KoHTpOJE 33 HCIIOIHEHHEM PacIIOPSDKEHHSA BO3IAraeTes Ha (I0/DKHOCTL, (aMuIHA,
AHAIHAAIEL),
HawmeHoBanue
JIOJDKHOCTH TIOJMIHCE H.0.Davmnma
O6pazen 3amonnenns ¢ 06opoTHoli CTOPORLI pacnopmkenns
COTI'JIACOBAHO:
JIOJDKHOCTE ¢ YKasaHHEM
TIoApa3eneHng ToANUch N.0.Pamunns
JIOMKHOCTE € yKa3aHueM
IMoapasaencans TMOAMHCH HN.O.Gamummst
Hcnomarens:

Oamuman, U,0.(101KHOCTE ¢ yKa3aHACM HOApa3IeICHUA)
Teneton:
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Tlpanoxenue 3
K HECTPYKIIHH IO JENONPOH3BOACTRY

[IPUMEPHBI} TIEPEYEHD IOKYMEHTOB,
TIOAJTEXCAIIMX VTBEPXKIEHMIO

1. AKTHI (nipoBepok, peBu3Hid, COIMCAHUA, TIEPEAAH Jel, SKCIIEPTH3H | JIp.)

2. SATAHWA (Ba NpOEKTHPOBAHHE TCXHUICCKAX COOPYXKCHHH, IPOBCACHAS  BayTHO-
HCCNEOBATeBCKAX paboT | Ap.)

3. MHCTPYKILIMH (40/DKHOCTHBIC, 110 ASNOIPOH3BOIACTRY, TEXHHKE O€30IaCHOCTH,
BHYTPEHHETO TPYAOBOTO PACTIOPA/KA H JIP.)

4. HOPMATHBBI (pacxozfa MaTepHaIOB, 3NIEKTPO3HEPIHH, YHCISHHOCTE PaOTHHKOB K AP.)

5. OTYETEI (0 koMangApoBKaX, HayqHO-HCCAEA0BATECKHX patoTax, 0 MPOH3BOICTREHHON
JICATeNbHOCTH H 1p.)

6 TIEPEYHH (nomkHocTel pabOTHAKOB ¢ HEHOPMAPOBaHHEM PafodiM AHEM, THIOBBIX
JIOKyMCHTAJIHBIX MaTEpPHANOB K Ap.)

7. TUTAHBI (mpousroncTeernEe, yaeGHEe, HAYIHO-HCCICAOBATENBCKIX paGoT, paboTsl
‘Vuenoro coeeta & Ap.)

8. IIOJIOXEHNA (06 oprapHanyy, CTPYKTYPHOM NOApasAe/icHHH, IPCMUPOBAHHE B Ap.)

9. IPOFPAMMODI (npoBeneHHs paGoT i MePONPUATHIE A Ap.)

10. PACIIEHKH (sa mpoussoacTeo pator).

11. CMETHI (pacxonos).

12. CTPYKTYPA U LITATHAS YACTIEHHOCTb.

13. TAPU®HBIE CTABKH.

14. YCTABBI OPT AHU3ALIMIA.

15. ®OPMBI YHUOGUITUPOBAHHBIX JOKYMEHTOB.

16. IITTATHBIE PACITHCAHIS H UISMEHEHHS K HUM.

17. OPTAHU3AITHOHHO-PACTIOPAUTENIBHBIE 1 YUEEHO-

METOJUYECKHEAOKYMEHTBL

18. TOKYMEHTbI CUCTEMbI MEHEJDKMEHTA KAYECTBA (Tlomatska, Muccns,

PyxoBoacTBO 10 XKauectsy, CTangapTs! oprasmsamyit, [TonoxenHs 1 Ap.).
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Tipunoxerne 1
K HHCTPYKLHH TIO ZEIONPOH3BOACTBY

TIPMMEPHEI{1 TEPEYEHD JOKYMEHTOB,
HA KOTOPBIE CTABUTCA HEYATb YHUBEPCHUTETA.

TIEPEYEHD mokyMenTOB,

HA KOTOPhI¢ CTABHTCH IIEYATH YHHBEPCHTETA ¢ H3o6paxennem rep6a PO
AannoMsl.

TIpHnosKeHNs K IUIIOMY.

AKaJleMHYECKHE CIIPaBKH,

HHsie AokyMeHTSI 00mIerocy aapcTBeEHOTo 06pasia 06 06pa3oBaHuH 110 IMLUEH3UPOBAHHBIM
CTEeNHANLROCTAM.

Ycras yHHBEPCHTETA.

Konun BEIIENepeTHCIeRARIX TOKYMEHTOR, HAaNPARIAEMEIe B HHEIC OPTaHAAIMH.
Crmcku npencenareneit TAK nns yreepnenns B OenepanbHOM areHTCTBE 110 06pa3oBaHHIO.
VEBIe JOKYMEHTHI - IO PacOPsDKCHHUIO PEKTOPA.

ApXHBHBIE CIIPABKH.

ApXHBHEIE KOIIHH.

JloBepenEOCTR.

JloroBopsl.

3asaEmi.

3aKmoyYeHns H OT3HIBHL

3agnneHns (Ha AKKPEAHTHB, 06 OTKA3C OT AKUEITa H JIP.).

KoMaHAHpOBOUHEIE YIOCTOBEPEHHS.

Hopmet pacxona.

OGpasiIEl OTTHCKOR Ievarell # noAmucel PabOTHHKOB, UMEIOMIHX IEPABC COBEPIICHAA
(HHAHCOBO-XO3AMCTROHHEIX OMEPAllHii.

TIpencTaRneHns ¥ XOAATaKCTRA (0 HATPAKAEHAH OPJIEHAMH H MEIATLAME, IPEMUAMH H Jp.).
IInceMa rapasTHiHEE.

Topydenus (6:0MmxeTHEe, GaHKOBCKHE, TIEHCKOHHELE, IUIATeIKHE A Ap.).

PeecTphl (vekoB, G10MKSTHBIX NOPYSCHNMH IPEeACTABINEMEIE B GaHK).

CMeTH pacxosIoR.

Cornamenns.

Cnpaska.

Criennguxanms (H3aemi, TPOXYKIHH).

THTyABHEIC CHIHCKH.

‘Vaocrorepenus.

IifraTAoe pacnucanye.
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Nprnoxenne K
K HHCTPYKITHH 110 JIENIONPOM3IROACTBY

[IPUMEPHEIi1 TIEPEUEHE
HAUBOJIEE VIIOTPEBJIIEMBIX BULOB M PASHOBUIHOCTEM
OPT'AHU3AITHOHHO-PACTIOPSITATENBHBIX JOKYMEHTOB
Oprnlmaaunomlue AOKYMEHTh)

JIOTOBOP (KOHTPAKT, COFJIALICHAE) PACUEHKH PasBACHEHHA
3a/iaHHe peraMent
MHCTPYKIAA (A0/DKHOCTHAN MHCTPYKIHA) PEKOMEHIAIHE
HOPMATHBE cMeTa
IUIaH (FIpOTHO3) CTaupapT
ONIOKEHHE CTPYKTypa H IIITATHAA YHCIIEHHOCTE
MOPAACK TapudHEle CTaBKE
npaenna yeTaB
nporpaMMa I0TATHOE PACIMCaHHe
PacnopaauTebHbie JOKYMEHTBI:
pacnopmKeHHe NPOTOKON
peluicHHe yKaa
MOCTAHORNIEHHS YKasaHHe
npHKA3
HndopManHoHHO-CIPAROIHBIE JOKYMEHTEI:
apTobHOrpats ob30p
akT OOBLACHHTELHAA 3arHCKa.
aManus THACBMO
aHKeTa TIepedeHb (CMHCOK)
rpadux pesioMe
DOKIAN cnpaBKa
JOKanHas 3aMHCKa (npemoxeﬂue, CBOOKA
TIPSACTaBIICHHE) CBenCHHA
3AWTIOUEHHE (OT3HIB) CTEHOTpaMMa
3a4BJICHHC TeJierpamMma
nthopmarya ‘TenedoHOrpaMma
KapTouxa (ATHAL, AMIeBad W p.) XApaKTePUCTHKA
oTyeT
PaznosuaHOCTH mHCEM (IO COAEPRANNIO H BAZHATCHHIO):
NHCEMO-TIPE oK HHE MHCHMO-TIONTREMKASHHE
MHCEMO-TIPOCHGa MUCHMO-HATIOMHHAHHE
nucsuu-rpeﬁunaﬂne NHUCBMO-YBEIOMIICHHE
HHCEMO-H3BEIICHHE IHCHMO-PA3hACHEHHE
rapasTHiinoe pexiaMHoe
HHEGOPMALHOHHOS COMPOBOTHTEINEHOS

MHCEMO-TIPHIIAlIEHHE

I'pynne: necem:
HHHIAATHBHEIC (HCEMO-3AIIPOC) H OTBETHEIC (IIHCEMO-0TBET)
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K HHCTPYKLHH [0 AENONPOH3IBOACTBY

DOPMA NPOTOKOJA
Cankr-TlerepOyprckaii YHABepCHTET
YTPABNICHHA H 3KOHOMUKH

IMPOTOKO.JI
Ne
JaTa 3aceflaHua HOMEp JOKYMEHTA

Mecro 3acenanms
I 3acemanma (coSpanms, copemanms) |

TIpencenarens -

(aMINBA H HHHOHATEL B HMEHUTEIIEHOM NaziexXe)
Cexperaps -

{paMUIEA H HHUIHATE! B HMEHKTEIEHOM TIANEKE)
IIpucyrcraosamr:

(¢aMmmn H HHHITHAIE] YICHOB KQ/UIEMHAILHOrO Oprala WiH ITOCTOSHHRIX YHB8CTHHKOB COBCINAHHA
B
Bﬂ(bﬁﬁm'HOM TIOpAZIKE B HMEHHTETBHOM Nafexe Ges HAWMMEHOBAHMA HOJ'DKBOG‘['H)
TpurnameHnbie;
(cbaMHITHH H HHRUHANL NPArMALIEHHRX B 271)aBUTHOM TIOPSIKE B HMEHHTENBHOM TIATEHKE.
NIpH HEOGXONAMOCTH - ¢ HAAMEHOBAHHEM JIO/DKHOCTH)

Tlopecrxa Ams:

1. 0(06)...

JHoxmaz

(cogepxanne Bompoca)

{HaHMEHOBAHME I0/DKHOCTH, (aMETHA, HHHIHANEL B POAMTEILHOM Haeke )
2.0(06)... (nanee, kax B 0.1)
1.CIIYILIAJH:
{(thaMunnd, HHATIIANEL JOKTAIYHKA B POJMTEIBHOM NAZIeXE, KPATKOS HAIOKCHHS COACPHKAHMS JOKNATA
(cooGmerus, urbopmMarmy) or 3 n.e.4. wiH cnosa «Teker mpunaraeTes»)
BBICTYITUITH:

((baMHJlHS[, HHALKATET BHICTYITHBLIMX B AIMEHHTEIEHOM nafese; KpaTkoe COOepikaHHe BHICTYTUICHHS KA

cyoBa "TeKCT MpHAAraeTeA»)

TIOCTABOBWIA (PELIMIIH):

1,;. ‘VTBepaANTS (TIOPYUHTS, IPEACTABHTS,....)...

1.2....
2. CIIVIIAIH:
BBICTYIIWIH:
HOCTAZHOBI/IJH/I (PEILIMIH):

1.

22
Tlpencenarens JIrunan noammcs Mnunmans, gamunns

Cexperaps Jlwqnas nommcs Viummams:, damunvs
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Tlpwioxenne M
K HHCTPYKIIEH 110 ETONPOA3BOACTRY
DOPMA KPATKOT'O IIPOTOKOJIA

CankT1-TleTepGyprekuit yHHBEpCHTET
YIIPABIEHHS # YKOHOMHKH

MPOTOKOJ
Ne
JlaTa 3aceHanus HOMEp JIOKYMeHTa

r Mecro sacenamus 1
3acenanns (coOpaHus, COBEINAHMA). ..

Ilpeacenarens-

(baMumis ¥ HAAIEATH B AMCHUTETEHOM [TAGKE)
CekpeTaps

(damiums M HHAURATH B AMEHHTCIILEOM TAJEKE)
IpucyrcTBOBAMA:
(hamuIEH ¥ HEMIHANEL SIEHOB KOJUIErHAIBHOTO OPraHa MWK IOCTOSHHBIX YIaCTHHKOB
COBEIMAHHA B aNABATHOM MOPS/IKE B AMEHATEIBHOM Majeke 663 HauMEHOBAHHS OIKHOCTH)
TlpurnameHHEIe:
(haMua ¥ FHEUMATE IPHTTIANIEHAEX B aaBHTHOM IOPAZKE B AMEHHTETBHOM

Tageke. npya HEOGXOIIHMOCTH - ¢ HAUMCHOBaHHEM IIOJI)I(HOCTH)

PacCMOTPERHEIC BONPOCHL:
1.

(conepxarnue Bonpoca, GaMUTHH, HHEUMATS] BRICTYIAIOWHX)

2.
3.
TpunsTeie pemenns:
1.

Ipencenarens Jluyeas nopmuce  VIHHIMANK!, GaMeEus

CekpeTtapn JIngnas mo/mHCh HHnumak, GaMums
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[prroxenne H

K AHCTPYKITHE 10 JIEIONPOHIBOACTBY
©OPMA BBIITACKH A3 IPOTOKOJIA

Canxr-TleTepOyprekuii yHHBEpCHTET
YIparIeHHs ¥ SKOHOMHKH

BBIITHCKA U3 IPOTOKOJA
Ne

JAaTa jaceami BOMep JIOKyMeHTa

MecTo 3acenaHus
- il
3acepanus (cobpaHis, COBEINEHNS). . .
IIpeacenarens -

(bamMHIHA B HHAOHAIH B AMCHATEILHOM TIANEKE)

Cexperapb -

(haMWHs H HHHUHAIE B HMCHHTEABHOM HAIEHE)
TIpucyrcTBOBaNH:

((pAMMIIHH ¥ HHETIHATH JICHOB KOLIETHATHHOTC ODraHA FTH OCTOSHHEIX YACTHHKOR COBEAHKS B
ayihaBHTHOM MOPA/TKE B HMCHUTETLHOM Tiafiewke Gc3 HAMMEHORAHMS OMKHOCTI)

IIpurnamenHse:

(thavHIHH ¥ MEUIMATE NPUTTAIIEHHRIX B &1$ABHTHOM MOPAMKE B HMEHRTETRHOM NAEKE.
TpH HEofiX0IUMOCTH - ¢ RAMMEHOBAHAEM JIOKHOCTH)

TlopecTxa aHA:
2.0(06)...
(conepxanme ronpoca)
Hoxnan
(nanuenonarme JIOIDKHOCTH, (aMWIHs, FHHIMATE B PORMTENLHOM HANSKE)
CIVILAJIA:
{pavunus, HEHUZANE JOKIATTHKA, KDATKOE HANOKEHHE CONEPKAHHEE OKNANA, COOGMEHHS, MH(pOpMALNH)

TTOCTAHOBHWIIA (PEIIIVUIII):

2.1. YTBepauTh (IOPYIHTS, IPEICTABUTE)....

22...
Tpencenarens Hnvnpansi, haMums
Cekperapb Huunpans, GaMuams
Beprio
Cnemuanuct 1 kareropuun
JIngHas NOANHCh Mupnwans, damunms

JHara
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YIPABNEHAS U JKOHOMUKH (eI DOATIEKUT YTBEPKACHHIO)
AKT
Ne

Mecro coctanenns

3aroNoBoOK K TEKCTY -
(O 1poBepke, 0 IpHEMe-Nepeaye,
O CIIMCAHHAH, 00 YHHITOXEHHH | T.1.)

OcHoBaHue: NMPHKa3 PYKOBOAMTEIIA OPraHU3AIHNH OT...
Cocrares KOMHCCHEI B cOCTaBe:
Ilpencenarens

(RODAHOCTES, QaMmIA, WrvmmATH)
YneHE! KOMHECCER: 1.

[ o T p———

(pacrionaraoT 2.

o anaswy) (AOTDKHOCTS, GabMTIR, WHHLOIETET)
3.

(IOTDKHOCTS, GAMHINA, MHHIMATH )
IpacyrcrBoBamH: 1.

(momxsooTs, aunmes, wanmans)
(pBCTIONAraoT 2,
o ancaraTy) (AOMIHOCTS, GAMITHS, AHAOHANH)
KoHcTaTupyromas 9acTs - IE/H, 3a5a4H, XapakTep paGoThl, NPOJEIAHHOH COCTABHTC/IMH
aKTa, M ee Pe3yIbTaTh (yCTAHOBICHHRIE HaKThI).
Brroas! 1 3aKmodeHEs. PekoMeHIAIHH (IIPH HEOGXOMMOCTH).

CocTaBIeH B 9K3.: (TIpH HEOGXOAMMOCTH)

OTMETKA O HATWYHH NPUIOKEHERS (PR HeoGXONmMOCTH)

IIpeacenarens KOMUCCHR Jluunas nognucs  Wnuimans, davmums

YlicHBl KOMHCCHH Jluanas nogouee  MHunuansl, gavums
Jluanas monnack  MHANEANEL, paMumHa
Jlrynas noamacs  ViHunmaiel, baMunms
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TEJETARIIOTPAMMA
(TEJETPAMMA)

Ciry>xeGHEIi 3aroIoBoK

VkazaHHe HA KATErOPHIO TeIerpaMMBl

OrMeTka 0 BHJIE TENerpaMMbl

TemerpadHbIii afpec TOMydaTeNs, TONHEIA MITH YCIOBHBIH

Teket (comepxaHue TenerpaMMBI)

PerucrpannonHslii Je0onpon3BoACTBEHHBIA HOMED, AaTa PeTHCTPaLHH

Toanuce

Azpec ¥ HaMeHOBAHHE OTIPABHTENA (IIOMEINaeTcA Mo YepToi)

TEJE®@OHOTPAMMA

JIOIKHOCTD, HHALHATKI, GaMUIIHs, HoMep TeredOHa COTPYAHHKA, ePeRaBIIero
TenedoHOrpaMMy

JI0TKHOCTD, KHHLUHATEI, haMunus, HoMep TenedoHa COTPYXHIKA, MPUHABLIETO
TenedoHOrpaMMy

Jata, HoMep TenedoHorpaMME
Bpemst nepenaan

Texer TenedonorpaMMe

JIonKHOCTB, HHHIHANS], (PaMWIHA THLa, OT HIMEHA KOTOPOTo IepeaasTes
TenedoHOrpaMMa
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Ilpunoxenue P
K MBCTPYKUHH N0 JEIOTPOASBOACTEY
©®OPMA JIOKJIATHOMN 3AITMCKH (suyTpennei)
HanmeroBaHHE CTPYKTYPHOTO Anpecar
NOZpa3 eI Hus

JOKJIANHASA 3AIIMCKA
Ne

= a
3aronoBOK K TEKCTY

CTpyxTypa TeKCTa

1. BeoaHas 9acTs.

H3noxenne $hakToB, COGEITHI, CHTYALMH, IPHIHH: HHOOPMHPOBAEHE O X0OA¢ paGoT HiH
HCTIONHERHY JOKYMEHTOB.

2. ABayTHTHEYAECKAs YACTE {MOXET OTCYTCTBOBATS).

AHama3; BO3MOXHHIE BAapMAHTH PasBUTHH COOWTHM WM BEIXOAA H3 CIOXKUBIIEHCH
CHTYaNHH.

3. 3axouHTeNBHEAA JACTh.

BuIBOBL, IIpeAIOKEHA HIH OPOChOHL.
OTMETKa 0 HATEIHHE NPRIOKEHAS {MOXET OTCYTCTBOBATh)

HauMeHopaHue AOTDKHOCTH JIngHad noAmHCh HWnumpansl, baMumms
©OPMA 3AABJEHUS
(paBoTHHKA OpraHyU3alMNH)
HanMeHoBaAHE CTPYKTYPHOTO r Agpecar 1
OApAsAEICHHS
3ASABJIEHME
Ne
CIpykTypa TeKCTa
1. Msnoxenme cymecTBa Bompoca-mpocs6ul ("Ipomy nepesecrs ..", "Tlpomry

NPEOCTABHTB..." H T.4.).
2. UanoxeHue aeranci, MOTHBOB,
OTMeTKA 0 HANMIHE PANOKEHNS (MOXKET OTCYTCTBOBATS).

HanmenoBaHEE AODKHOCTH Jlygnas noamECE Hnvnpans: GaMHmHs

Baswl cormacosanus
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Tpmnoxenne C
K HHCTPYKITHH 1O JICJIONPOH3ROACTBY

OBPA3EIL
PETHCTPAIIMOHHO-KOHTPOJILHON KAPTOYKH

JlaTa MoCTyIUIeHHS
Bxogamuii somep
HauveHosanme puaa
AOKYMEHTA H KpaTKOe
COAEpXKAHAE
Pesomormas

Cpok HCTIOAHEHHA

Hcnonnurens

KpaTtroe conepxanue
ACTIOJTHCHHOTO JOKYMEHTa
(K KOTOPOMY TIpHIaraeTcs
OPHIEHAN JOKYMEHTA HIIH
KOITHS)

‘OTMETKA O CHATHH C
KOHTPOIS WY TIPOTIEHUsS.
HOMONHEHHS
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R

ITpunoxenne T
K FHCTPYKUMH IO JETONPOH3BOJICTBY
NEPEYEHL

TPYNN BePETHCTPHPYCMBIX JOKYMEHTOB

1. TOCTw, OCTw, TV.

2. T'paduxy, HapaasL, 3aIBKH, pasHAPAIKH.

3. JIoKyMEHTHI IO MaTepHANEHO-TCXHHYCCKOMY O0ECICUEHMIO, CTATHCTHYCCKAA H
6yxranTepckas yIeTHaA ¥ OTISTHAS JOKYMEHTALHA.

4. Hay4mbie oTaeTs! .

5. KoppecroB/ieHI s, aipecoBaHHas paboTHHKAM OPraHH3aliy ¢ IOMETKOH
CITHYHO».

6. IlewaTHuie u3faBUA (TA3eTH, JKypHANL, SPOUIIOPH, KHHUIH).

7. Ilo3npaBHTENBHEIC MACEMA, TENCTPAMMEI H OTKDEITKH.

8. TlpefickypaHTHl.

9. IpurnacHteneHhle GHIETHL.

10. ®opme U GraHkH (KpoMe GIAHKOB CTPOTOIO ydeTa H OTYETHOCTH).

11. PexnaMuble MaTepHaILl (IUTAKaTHL, IPOCHEKTHI, IPOrpaMMBbI H3BEILEHHE H
T.IL.)

12. VueGHEIE IUIAHEL, NIPOTPAMMBEIL.
13. HopMsl H HOPMaTHBH Pacxofia MaTepHasoB.
14. TInaHOBO-(HHAHCOBEIE JOKYMEHTHL.

15. 3apaHus Ha KOMaHIUPOBAHAE CHCHHUATHCTOB 33 py6ex i CMETH 1o
KOMaHIHPOBKAM.

16. TexHu4eckue yCIOBHA.

17. Ilperensnu.

18. TlporpammMei xondepesii, coBemanmii.
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Ipunoxernne ¥
K HHCTPYKIMH [0 JeOIPOR3BOACTRY
O6pasen_odopmachust HoMenkaaTypst gen CII6YYn)

HerocyaapcteeHHoe 0Gpa3opatelbHoe
YHpek/ICHHE BEICIIET0 NpOfleCCHOHANRHOTO 0Bpa3oBaHms YTBEPNKJIAIO
«CAHKT-NETEPEVPI CKH VHHBEPCHTET
YIPABJIEHMA H SKOHOMBKI PCKIO})
CTIBYYHd B.A. T'aerko
1p. Jepuontoncxut, 44, marep A, Casxr-IlerepGypr, 190103
Teneor: (812) 575-03-00 dakc: (812) 575-02-70 « » 20
HOMEHKJIATYPA AEJ
Ha ron
Ne | Hnpeke 3aronoBok Asa Kommectso Cpoxk XpaneHua aena ) IIpuMeqanne
o/n Aena Hest 'u nomepa crareis no Iepegmio
1 2 3 4 5 6
Hazsanue paznesa
ROMEROCTE JIATA, OTRETCTREHHOIO 33 GPXME AR OATNCH smupassl, Gammnis
«__» 20_ 1.
OJOBPEHO
3K CIIBY Va2
Tiporokon or Ne
WTorosas 3anmch 0 KaTeropusx H KOJMUYECTBE JEIT, 3aBEACHHBIX B rogy & CTIBYYuD
Kommuscteo B oM uHese:
Tlo cpoxam xpasiets Aen TEPEXOAITUX ¢ ommerkoii STIK
1 2 3 4

TocToauuore
Bpemennoro (ceenue 10 siet)
Bpemerioro (50 10 neT BRMOWATENILHO)
HTOTO:
AQKHOCTS JIALA, JIH4Has TOAMHCE m‘ uumlu,tl)auwm
CTBETCTBEHHOTO 33 apXUB
«_» 20 r
* TlepedcHs THIOBEIX YNDARICHICCKHX AOKYMSHTOR, OGPA3YIONHXCA B JEATCIHHOCTH OPTAHHAIMH, C yKA3aHHEM
CPOKOB XpaHeHus. M., 2000 . MeToxHuecKHe yKA3aHKA U0 MPEMEHCHHI) NPHMePHOR HOMEHKNATYDEI A€M By3a.
1999 r.
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NPOAOTKEHAE IPHAGKEHAN Y
Mpamep odopmieHHs HOMEHKIATYPLI A€
CTPYKTYpHOrO mopa3ielenus

HerocyaapcTzenpoe 06pajoparezHoe
VIPERACHNE BEICIIENe TpodeccroranLuoro ofpasosanus
«CAHKT-NETEPBYPCCKHI YHHBEPCHTET
YIIPABIEHHS A 3KOHOMHKH»
COBYYu3
Omen kagpos
HOMEHKJATYPA AEJ
Ha roa

r Cpok xpaneHns nena

Ne | Unpeke nena 3aronoBok Jena KomuuectBo| 1 HoMepa CTB’I‘?ﬁ Iprmeyanne

n/n aen 1o Tlepeunso

1 2 3 4 5 6
1 | 06.01-01 TIpuxass pexropa o 10 75 ner
JIMYHOMY COCTaBY cr.6a

Hauamphuk Oraena kanpoe —
JROIKHOCTH PYKOBOOHTEIL NMUMHESA TOIHCE HHHIAANEL, GaMATHA
CTPYKTYPHOrO NoApaxreneHus
« _» 20_ 1.
AOTAHOCTS A, JIHYHES TOMNHCH BHAURATG, GaMBIHA
OTBETCTREHHOI O 32 APXHB
“«__» 201
N

TlepeveH: THNOBLIX YIIPABICHUYECKHX AOKYMEHTOB, 00pasyloMMXCS B ASATeILHOCTH OpranM3alyi, ¢
YKa3aHMEM CDOKOB XpaHeHMs. M., 2000 r. MeTomiueckde yKasaHHA 1O NPMMEHEHHIO NpHMepHOH
HOMCHKIISTYDE! Jie) By3a. 1999 r.





[image: image60.png]H?)Y B.ﬁO «amcr--ﬁmpﬁyp:ckuﬁ-ynm;epcm;'r
YUpaB/IeHHA H YKOHOMHEKH)

Cranaapt opranusanuu

Hucmpyxyus no doxyMenmayuonnomy obecneenuso
ynpagaerus (denonpoussodcmsy)

CMK-CTO-4.2.3-49-2012

Tipnnoxenne ®
K BHCTPYKLWH 1O ICIONPOASEOACTBY

06pa3eu aKTa 0 BHIAE/ICHAH K YHHUTOKCHHIQO JOKYMCHTOB,
He MOJJICKAIHX XpaHCHHIO

HerocynapcTBeREOE 06pasoBaTENEHOS
YapesIeHHe BRCIIErO OPOteCCHORATLHOTO 06PA3OBaHHT YTBEPXKIAID
«CAHKT-IETEPEYPI CKHI YAMBEPCHTET

3KOHOMVKH H YIIPABJEHNS TIpepcenarems K CIIBY Yu3
CIBYYud

NEMHAT NOAIHCE

AKT «_» 20_r

O BBUICJIEHHH K YHHYTOEEHHI A0KYMEHTOB,
He HOA/IEKIHY XPAHCHUIO

Ne
r.Cankr-[letepGypr

Ha OCHOBAHHH

HEIBAHIC W BBXOAHME IBHHNE NIEPEHHA JOKYMEHTOR C YRAIAHNEM CPOKOB HX XDAHEHHA

OTOOpaHE K YHHYTOXKCEHHIO KaK HE HMCIOIIAC HaydHO-HCTODHYeCKOH IEHHOCTH M
YTpaTHBIIHE IPaKTHYECKOE 3HAYEHHE MOKYMEHTEI apXABHOTO tomza

HaIpaHue GoHma

Ne | Mumexc 3aroI0BoOK Jen Kpattrue TloacHenus Kommsecrso aen | NeNe crareit

wn nena M AOKYMEHTOB JaTe (cpok xpaHeHua) [ H gokymenToR  [mo ITepeuno|
1 2 3 4 5 6 7

Hroro zexn 3a TOJBI

AGPEMA B TPOTHCHID
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TIponomkenue mpunoxenns @

JIOMKHOCTS JIAUA, TIPOBOMRIICTO JMHHAS HOMTTHCE WHPURANE, GaMumas
IKCTIEPTH3Y LICHHOCTH ACKYMEHTOB

«__» 20_r.
OJIOBPEHO
3K CIIBY YuD
Ipotokon oT Ne
JIOKYMEHTHI B KOIIAUECTRE LEIL, BECOM KT
dpPAMH H NOMIACKI
CHaHEI B
HAMMCHOBAHME OPraHH3aHU
Ha IepepaGoTKy o MpHeMHO-CAATOTHON HaKNaHo# OT Ne
JOIDREOCTE paGOTHRKA, CARMIEro JHAN DIOATHCE. MHWIHANG, ammmms
ZORYMEHTEL
a__» 20_r

W3MeHEHHA B yUETHEIC IOKYMEHTEE BHECEHEL.

ODKEOCTE pabOTHHKA APXHES, BHECILIETO TMHAS MOATIECE MEIAIEL, PEMHITIL
M3MCHEHHA B YICTHHIC IOKYMEHTEL

«__» 20_r
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UKGPAMY ¥ IPONUCHIO
B TOM GHCIE:
JIHTEPHEIE HOMEPA JIMCTOB N

OpOIyNieHHEE AOMEpa JIACTOB
HIMCTOB BHYTPEHHEH OITCH,

OcoleHBOCTH (H3HIECKOT0 COCTOAHHS H GOPMHPOBAHHA Aea Homepa micToB
2
IOIKHOCTE PADOTHIKA, JIHYHAA NOAIHCE. MHHIEHAITE, QaMTHT
RepeIAIOMICTC Jena

«_» 20_r.
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NOKYMEHTOB Ae/ia N,
Ne 3arosi0BoK IOKyMEHTOB Homepa mvcToR fiena
/o
1 2 3

KONHYECTRO JIMCTOB BHYTPEHHEH OMHCH

WPPAMHE i TPOTHCEIO

JOIIKHOCTS JHLIA, COCTABHBINCTO TMHAS TOZACE HHULHAT, aMiiHs
BHYTPEHHIOIO OTIHCE JOKYMEHTOB Jiena
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HAHMEHOBAHHE APXMBHOTO YUPEHICHHA

HOY BIIO «Canxr-IlerepGyprekuit yHUBepCHTET YIIPABICHAS H SKOHOMUKIDY

HAMMEHOBAHUE CTPYKTYPHOTO NOAPASAEIICHIA

Hupekc mena Ne Tom Ne
34rOJIOROK AcTa
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CAHKT-TIETEPEYPI'CKHi YHUBEPCHTET
VIIPABJIEHMA H 9KOHOMMKH
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Onuce Ne
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Jeao Ne Tom Ne
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Tipunoxenue 1]

K HHCTPYKIIMH [0 JCHCOPOA3BOACTBY

DOPMA ONMCH AEJ NOCTOSAHHOI'Q, BPEMEHHOI'Q (CBBIIIE 10 JIET) XPAHEHHSA B

AEA O JAYHOMY COCTABY CTPYKTYPHOI'O NOAPA3NAETEHNS
CAHKT-IIETEPBYPI CKUM YHUBEPCUTET
YTIPABTEHHAA Y1 SKOHOMUKU
Haumenobanne Qumana
HavMeHoBaHMe noApasaeneHns

YTBEPXKIAIO
Tpopexrop no yuebHoit paGote
E.C. UBneBa
ONMUCHh Ne
Hasgague pasjena
Ne | Umpexe 3aronosok Kpaiigwe | Kon-so Cpok Tipame-
m Aena sena BaTH JHCTOB | xpanenus™ JaHue
1 2 3 4 5 6 7
B aHHYIO OIHCE BHECEHO, aen,
(untbparn n npommceio)
cNe o Ne B TOM 9HCIE:
JIHTEPHEIC HOMEPA:
NPONYINEHHBIC HOMEPa,
HamnMeHOBaHHE JOIDKHOCTH
COCTABHTENA OIHCH Toamwcs Pacmu¢poBka DOAIRCH
Jara
Tlepenan Aen
(upcbpasan 1 npormcsio)
HaumvenoBarAe A0IDKHOCTH COTPYIHHKA,
nepesaroIero Jena B apxus Tlofmucs Pacumposka DOATHCH
Hara
Tpuman Aen
{unippans n npormcsio)
3aB. apXxUBOM Tloamucs Pacnmdposka NOATHCH
JHata.

* I'pacha 6 B OMHCAX feJl IOCTOAHHOTO XPaHEHHS OTCYTCTBYeT.
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Tpanoxenue 3

K HHCTPYKUMH IO AGIOTPOU3BOLCTBY
®OPMA AKTA O HEOBHAPYXKEHWH TOKYMEHTOB CTPYKTYPHOT'O

TOAPAIAENEHUS, MYTH PO3LICKA KOTOPLIX HCYEPITAHLL

CAHKT-TIETEPBYPI' CK1# YHUBEPCUTET VTBEPXJIAIO
VIIPABJIEHUS 1 SKOHOMHKA
Hassaaue cTpyKTypHOTO TIpopexTop no yueOHoi pabore
TIoApasaeneHHs
E.C. Unnesa
AKT
No

O HeoOHapyXeHHH ZOKYMEHTOB,
IyTH PO3BICKA, KOTOPBIX HCYEPIAHE]

B pesynsrate NpoBepkH HalMMIWs JOKYMEHTOB € LIENBIO HX MOATOTOBKH
JUIS TIOCTEAYIONIel nepelavn B apX#WB YHHBEPCHTETAa YCTAHOBIEHO OTCYTCTBUE
TIepeUUCIeHHIX Hke Aed. IIpeAnpussaThic BCEBOIMOKHEIC Mephi IO PO3RICKY
neN TONOKUTENBHEIX Pe3yNBTATOB HE JANd, B CBA3H, C UM CUATACM BO3MOKHBIM,
CHATE ¢ yuéTa

Ne Kon-so
n 3arosoBoK Jena JTHCTOB Kpatiane patot IIpuuuEE 0TCYTCTRUEA
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1
HUTOro: €INHNAL XPaHEHHA
(mHthpaMA B IPOMECHI0)

HanMeHOBaHHE IOJDKHOCTH
PYKOBONMTENS CTPYKTYPHOTO
TIO/PasACEHHA Tlomnuce Pacnmdporka noxmuck
JHara

HanMeBoBanAe NOLKHOCTH

IHUA, GTRETCTBEHHOIO
38 AENOTIPOU3BOACTBO THoanuck PacimatponKa NOANHCH

JHara

COTJIACOBAHO:
Tpotoxon 3K

oT. Ne
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YNpABJICHHS B DKOHOMAKHE)

CTaEpapT opraHu3ausgH

Hucmpyxyus no 0oKymermayiionnomy obecnevenuio
ynpasnenun (Denonpoussodcmsy)

CMK-CTO-4.2.3-49-2012

JIMCT O3HAKOMJIEHHA ITEPCOHAJIA

C CMK-CT0-4.2.3-49-2012 «HucTpyKIs 110 AOKYMEHTAINHOHHOMY 0fecredeHuI0
ynpaBjienHs (1e0MpoH3BOACTBY )

(raumenosarue noopazdereniun)

(pyxosodumens noopazoenenus, O.H.0. , dorxcnocms)

Damunun, UMR, Honxcnocms Osnaxomaen Hama Hoonucs
omuecmeo
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