MMWHUCTEPCTBO OBPA30BAHUS U HAYKH POCCUNCKOM ®EJIEPAIIN
®EJIEPAJIBHOE F'OCYJIAPCTBEHHOE BIOJKETHOE OBPA30BATEJILHOE YUPEX/IEHUE
BBICILIEI'O OBPA3OBAHUS
«YOUMCKUN YHUBEPCUTET HAYKY Y TEXHOJIOI M »

(YYHuT)

ITPUKA3

29.12.2023 Ne 3416
Ya

06 yrBep:kaennn UHCTPYKIHH 110 1€/I0NPOU3BO/JCTBY
B Y(pHMCKOM YHHBEPCHTETEe HAYKH H TEXHOJIOrHH

B mensix ycTaHOBJIEHHS €IWHOro Iopsiika paboTel C JOKYMEHTaMH B
Y$UMCKOM YHUBEPCHTETE HAyKH M TEXHOJIOTHi, B COOTBETCTBUM C 4. 3 CT. 28
denepanpioro 3akona ot 29 nekabps 2012 r. Ne 273-03 «O6 obpaszosaHuu B
Poccutickoit @enepauuu», 1 p K K a 3 bI B 4 10:

1. YTBepaurs MO COINIACOBAHUIO C DKCIEPTHO-IIPOBEPOYHONH KOMHCCHEH
VnpagieHus: mo nenam apxusoB PecnyOnuku bamkoprocran MHCTpyKuuio 1o
JIeJIONPOU3BOICTBY B Y (HHUMCKOM YHMBEPCHTETE HayKH M TEXHOJOTHH (laliee —
Wucrpyxuwst) (Ilpunoxenne).

2. Bo3noxxuTh Ha 00IIMIL OTIe:

- METOJIMYECKOE PYKOBOJCTBO opranusaiueii nenonpounspojacrea B Y YHuT;

- ompejelieHHe TEXHOJOTHH BEJEHMs JEJNONpPOU3BOACTBA B CTPYKTYPHBIX
noapaszaenenusx Y YHuT.

3. PykoBoauTessiM CTPYKTYPHBIX ITOAPA3ACIICHHI:

- opranu3oBaTh u3yueHue MHucTpykuuu paboTHUKaMu;

- obGecnieuuTs cTporoe coboienne Tpedosanuit Mucrpyxkuun.

4, @umuanam YVYHuT npusectu MHCTpyKUMH 110 JI€JIONPOMU3BOJCTBY
B COOTBETCTBHE C HACTOSALLUM IIPUKA30M.

5. O0meMy OTIeNy OCYIIECTBISATH NEPUOAMYECKUE ITPOBEPKH BBIIOJIHEHUS
TpeboBanui HCTPYKLMH B CTPYKTYPHBIX rojpasieineHusx Y YHuT.

6. Omy6nuKoBaTh HAaCTOSINMHA MPUKa3 U NpHIIOKeHHe K HeMy B IIpaBoBoii
0aze u Ha opunuansHoM caite Y YHuT.

7. Ilpukasel bamlV ot 28.04.2017 Ne 559 «OO6 yTBep:KIeHUHM HHCTPYKIIMH
0  JEJONPOM3BOACTBY B  (eAepallbHOM TOCYAapCTBEHHOM  010/KETHOM
o0pa3oBaTelbHOM  yupeXJIeHHM  Bblcliero  oOpaszoBaHus  «bamkupckuii
rocynapctBeHHbI  yHuBepcuter» H YIATY or 24.07.2020 Ne920-O «O06
YTBEP)KIAEHUH HHCTPYKIHUH 110 Jeionpou3BoactBy B PI'bOY BO YI'ATY» cunrats
YyTPaTUBIIUMH CHITY.

8. KoHTponb 3a HCIIONIEHHEM HACTOSLIETO IIpHKa3a BO3JIOKUTH Ha
IIPOpPEKTOpa MO OpraHu3alMoOHHOMY pa3BUTHIO Kbi3biprysnosa H.P.

Pexrop /7 B.I1. 3axapos



YTBEPXIEHA
npukazoM Y YHuT
oT 29.12.2023 Ne 3416
(B pen. npukaza YYHuT ot 26.11.2025 Ne 3372)

HHCTPYKLUA
IO 1eJIONPOU3BOACTBY
B Y(PUMCKOM YHUBEPCUTETE HAYKH U TEXHOJOT MM

I. OO0mme MoJI0KeHUus

1.1. Hacrosimiass MHCTpyKLHs 1O AEIONPOU3BOACTBY (nmanee — MHCTpyKIus)
B (¢eleparbHOM TOCYJAapCTBEHHOM OIOKETHOM O0pa30BaTEIbHOM YUPEKICHUU
BBICHIETO OOpa3oBaHus «Y PUMCKHI YHUBEPCUTET HAyKHM M TEXHOJIOTHiI» (naiee —
VYHuBepcurer) pazpadboTaHa B IEISX YCTAHOBIIEHUS €IMHBIX TPEOOBAaHUM K MOATOTOBKE,
00pabOTKe, XpaHEHUIO M UCIOJB30BAHUIO OOpa3ylolUXCs B  JIESITEIBHOCTH
VYHuBepcurera JOKyMEHTOB, COBEPLIEHCTBOBAHUS JIOKYMEHTAlMOHHOIO 00eCIeyeHus
YIPABJIEHUS U TMOBBILIEHHS €ro 3(P(HEKTUBHOCTH IMyTEM YHU(]HKAIUU cocTaBa U GopM
YIPABJIEHUYECKUX JOKYMEHTOB, TEXHOJIOTHI pabOThl ¢ HUMHU U 00€CIIEUeHHs] KOHTPOJIS
UCIIOJTHEHUSI IOKyMEHTOB (IIOPYUYEHHI).

WHcTpyKuKs ycTaHaBIMBAEeT 001ue TpeOOBaHUS K (PYHKIIMOHUPOBAHUIO CIIYKO
JOKYMEHTAL[MOHHOIO obecrnieueHus yIpPaBJICHUS], JOKYMEHTHUPOBAHHIO
YIpPaBICHUYECKOM JAESITENbHOCTH UM OpraHu3aluu paboThl € JOKyMEHTaMH B
YHuBepcurere.

Opranu3zanus paboThl C JOKYMEHTaMH B I€JIONPOU3BO/ICTBE MPEACTABIIAET COOOM
COBOKYIHOCTb BHJIOB pabOT, 00€CIEeUnBAOIIMX COXPAHHOCTh, YUYET, CUCTEMATU3ALINIO
JOKYMEHTOB, (P OpMHpPOBaHUE U O(POpPMIIEHHUE AEJ B AEIONPOU3BOACTBE U UX Mepeaady
B OT/I€Jl apXMBHOT'O TOKYMEHTOBEACHUS Y HUBEPCUTETA.

[Tomoxenust Hacrosimed WMHCTpYKIMM pacrpOCTPaHSIIOTCS Ha OpraHU3alHI0
paboThI C TOKYMEHTaMU B Y HUBEPCUTETE.

1.2. HCTpYKIMS MO ETONPOU3BOJCTBY B Y PUMCKOM YHHUBEPCUTETE HAYKH U
texHonoruit (namee - YYHuT) paspaboraHa B COOTBETCTBUM C JCHCTBYIOIIMMH
HOPMAaTHUBHBIMU MPABOBBIMU akTamu Poccuiickoit deneparuu B chepe nndopmaiumu,
JOKYMEHTALMHU, APXUBHOTO JEJIa, a TAK)KE HA OCHOBAHUH:

denepanpHOro 3akoHa oT 22.10.2004 Ne 125-d3 «O06 apxuBHOM jeie B
Pocculickon @enepanum»;

®epnepanbHoro 3akoHa ot 02.05.2006 No 59-@3 «O mopsiagke paccMOTPEHUS
obOpamenuii rpaxaan Poccuiickoit deaeparumy;

®enepanbHoro 3akoHa ot 27.07.2006 Ne 149-®3 «O6 wunHbopmarmu,
UH(OPMAIIMOHHBIX TEXHOJIOTHUSX U O 3alUTe HH(OpMAIUNY;

®epnepanbHOro 3akoHa ot 27.07. 2006 Ne 152-03 «O nepcOHANBHBIX JAHHBIX);

®enepanbHoro 3akona oT 06.04.2011 Ne 63-D3 «O0 371€eKTPOHHOMN MOATUCKY;
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3akona Pecryommku bamkoproctan ot 03.02.2006 Ne 278-3 «O06 apXuBHOM Jiene
B PecniybOnuke bamkoprocrany;

3akona Pecnyonuku bamkoprocran ot 12.12.2006 Ne 391-3 «O0 obpaieHusx
rpaxiaH B PecnyOnuke bamkopToctany;

[TocranoBnenus IIpaButensctBa Poccuiickoit @eneparuu ot 03.11.1994 No 1233
«O0 ytBepxknenuu [lonoxenus: o nopsiake oOpalieHus co ciykeoHor nHbopmaimein
OTPaHUYEHHOTO PaCIpOCTpaHeHUs B (erepaibHbIX OpraHaX MCIOIHUTEIbHON BIIACTH
YIOJIHOMOYEHHOM OpraHe YIPAaBICHUS HCIOJb30BAHUEM AaTOMHOM JSHEPrud H
YIOJIHOMOYEHHOM OpraHe M0 KOCMHYECKOU JeATEIbHOCTH;

[Toctanosnenus IIpaButensctBa Poccuiickoii ®deneparuu ot 15.06.2009 Ne 477
«O6 yrtBepxknenuu IlpaBun  gemompou3BoAcTBa B (PpelepalibHBIX — OpraHax
HCIIOJIHUTEIBHON BIIACTHY;

[ToctanoBnenus IIpaButensctBa Poccuiickoii ®deneparuu ot 22.09.2009 Ne 754
«O0 ytBepxkneHun IlonoxkeHHss O CHUCTEME MEKBEIOMCTBEHHOIO 3JIEKTPOHHOTO
JIOKyMEHTOO00pOTaY;

I'OCT P 7.0.97-2025. HaumonanwsHblli cTangapT Poccuiickoit denepanumu.
Cucrema cranmaptoB 1no uHpopmaiuu, OMOTUOTEUHOMY M H3AATEIbCKOMY JEIy.
OpranuzaiuoHHO-paclopsIuTeNbHas JOoKyMeHTanus. TpeboBaHuss K o(OpMICHHUIO
nokymeHToB» (yTB. [Ipuka3zom Pocctanmapra ot 26.06.2025 Ne622-cT);

MeTtonnueckux pekoMeHIaui mo padoTe ¢ JOKYMEHTaMH 10 JUYHOMY COCTABY
B FOCYJIapCTBEHHBIX U MYHUIIMNAIBHBIX apXUBaX, apxuBax oprannzanuii (BHUNJA/L,
M.2018);

Metoauyeckux peKOMEHIAlMi «DKCIepTru3a ILEHHOCTH U OTOOp B COCTaB
ApxuBHoro ¢onaa Poccuiickoit ®Penepannu JTOKYMEHTOB MO JUYHOMY COCTaBY»
(BHUNOAL, M., 2014);

[lepeuHs TUMOBBIX YIPaABJICHUYECKUX apXUBHBIX IOKYMEHTOB, 0Opa3yrOIIUXCs B
Mpolecce  JESITEIbHOCTH  TOCYAapCTBEHHBIX  OpPraHoB, OpPraHoOB  MECTHOI'O
CaMOyIpaBJICHUs U OpraHU3alui, ¢ YKa3aHUEM CPOKOB UX XPAHEHHS], YTBEPKICHHOTO
npuka3zoM PenepanbHOTro apxuBHOTrO areHTcTBa ot 20.12.2019 Ne 236;

[IpaBus1 opraHu3alMy XpaHEHUs, KOMIUIEKTOBAHHMS, y4y€Ta M HCIIOJIb30BaHUS
JIOKyMEHTOB apXWBHOTOo (OHAA POCCUUCKOW Qeaepaliud U JAPYTUX aApPXUBHBIX
JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax, OpraHaXx MECTHOIO CaMOYIPABJICHUS M
OpraHu3alusIX, YTBEPKICHHbIX NpUKazoM DenepaibHOr0 apXMBHOIO AreHTCTBA OT
31.07.2023 Ne77,

[lepeuHss THUIOBBIX AapPXUBHBIX JOKYMEHTOB, OOpa3ymOIIUXCSi B HAy4YHO-
TEXHUYECKON U MPOU3BOJCTBEHHOMN JIEATEIbHOCTH OpTraHU3AlMi, C YKa3aHUEM CPOKOB
XpaHEeHUs, YTBEpPXKICHHOro TmpukazoM DenepaqbHOr0 apXWUBHOTO areHTCTBa OT
28.12.2021 Ne 142;

[IpuMepHON MHCTPYKIIMM TIO  JEJOMPOU3BOACTBY B  T'OCYIapCTBEHHBIX
opranuzanusx (yTB. npukazom denepanbHoro apxuBHoro areHrcTsa ot 11.04.2018 Ne
44);

[IpumepHoro monokeHUsT 00 apxwBe opraHu3anuu (yTB. MPUKA30M
®enepanbHOro apxuBHOro areHTcTBa ot 11.04.2018 Ne 42).

(B pea. npukaza YYHuT ot 26.11.2025 Ne 3372)



1.2. MHcTpykuusi — yTBEpXKAAeTCsl  MPUKA30M  YHHBEPCHUTETa  IOCIIE
COTJIaCOBAHUS C DKCIEPTHO-TIPOBEepoyHOM kKoMuccuei (nanee — IIIK) Ynpasnenus no
nenam apxuBoB PecryOnmuku bamkoproctan. CoriiacoBaHue NpPOBOAUTCS B IIEJSAX
KOHTPOJISL 32 COOJIIOJIGHHMEM 3aKOHOJATENIbCTBA, HOPMATUBHBIX U METOJUYECKUX
JOKYMEHTOB,  PETyJUPYIOIIMX  BOMPOCHl  JIOKYMEHTAllMOHHOTrO  oOecreyeHus
yIpaBJICHUs], y4eTa U 00ECIeYEHUsI COXPAHHOCTU JIOKYMEHTOB KaK COCTaBHOW 4YacTU
ApxuBHoro ¢onaa Poccutickoit deneparnymu.

1.3. Tlonoxenust MHCTpyKIMH pacpOCTPaHSIOTCS HA OPraHU3aIUIi0 PabOThI C
JOKYMEHTaMU HE3aBUCUMO OT BHJIAa HOCHUTENS, B TOM 4YHUCJIE Ha 3JEKTPOHHBIX
HOCHUTEJSIX, BKIIIOYasl UX MOATOTOBKY, PETHCTPALMIO, YYET U KOHTPOJb HCIOJHEHUS,
OCYIIECTBISIEMBIX C TTOMOIIBIO HH(POPMAILIMOHHBIX TEXHOJIOTHH.

OcoOenHocTr paboOTBl C JOKYMEHTaMH, COAEpKAIIMMHU KOH(UIECHIIMAIbHYIO
uHpopMalrio (cIykeOHYI0 U MHYIO TailHy, epCOHAJIbHbIC JaHHBIC), PEryIHPYIOTCS
creuuaIbHbIMU HOPMATUBHBIMU aKTaMH (MHCTPYKIUSAMU, TIOJIOKEHUSIMU, TIPABUIIAMH ),
YTBEPKIAEMBIMU PEKTOPOM Y HUBEPCUTETA.

TpebGoBanus Hacrosmedn WHCTpykimu K paboTe C HAyYHO-TEXHHUYECKOM,
OyXraiaTepckoil u Jpyroi crenuanbHON JOKYMEHTAlUMel paclpoCTpaHsIOTCS JHILIb B
yacTU OOIIMX MNPUHIUIOB pabOThl C JOKYMEHTaMH, a TaKXKe B YacTU MOJTOTOBKHU
JOKYMEHTOB K IIEpe/laye Ha apXUBHOE XPaHEHUE.

Opranusanuro, BEJICHUE U COBEPILICHCTBOBAHUE JEJIONPOU3BOJCTBA HA OCHOBE
€MHOM MOJMTHUKH, UCIOJb30BAaHUE COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJOTUN U
TEXHUYECKUX CPEACTB IMpHU padboTe C JOKYMEHTaMH, METOAMYECKOE PYKOBOJCTBO U
KOHTPOJIb 32 COOJIOAEHUEM YCTAaHOBJIEHHOTO MOpsKa padOThl C JTOKYMEHTaMH B
VYHuBepcuTeTe OCYLIECTBISET CTPYKTYPHOE TMOJpPA3ACICHUE YHHUBEPCUTETA, Ha
KOTOPOE BO3JI0KEHBI (DYHKLIMH 110 BEJECHUIO JEIONPOU3BOCTBA (J1anee — OOl OTaen
VYHuBepcurera).

ConpoBoXxeHrEe MPOTPAaMMHOTO U UHPOPMAIMOHHOTO OOECIIEUCHUSI CUCTEMBbI
AJIEKTPOHHOTO JOKyMeHTooOopoTa (mamee — COJI) B mpolriecce ee dKCIUTyaTaruu
OCYLIECTBJISIET CTPYKTYPHOE IMOApAa3/IeIeHuE YHUBEPCUTETA, HA KOTOPOE BO3JIOXKEHBI
byHKIIMY 110 UHOOPMAITMOHHO-TEXHUYECKOMY OOeCriedeHnIo0 YHUBepcUuTeTa (nainee —
ynpasiieHre u(poBoit TpanchopMaluu Y HUBEPCUTETA).

Henocpencrsennoe BEJICHUE JIEJIOITPOU3BOACTBA B CTPYKTYPHBIX
HoJpa3AesieHUusIX YHUBEPCUTETA OCYIIECTBISAETCS pPaOOTHUKOM — OTBETCTBEHHBIM 3a
BEJICHUE  JEJONPOM3BOJACTBA, HA3HAYCHHBIM  PYKOBOJIHTEIEM  CTPYKTYpPHOI'O
Mo/ipa3ieNieHus VYHuBepcurera, KOTOPbIN COBMEUIAET BBITIOJIHEHUE
JIEJIOMPOU3BOACTBEHHBIX O0S3aHHOCTEH € (PYHKUMOHAIBHBIMU  (JOJPKHOCTHBIMH)
0053aHHOCTSIMH, YTO 3aKPEIUISETCS B €r0 MHAUBUAYATbHOUN JOHKHOCTHON HHCTPYKIUU.
VYkazanHble paOOTHUKM OOECMEUMBAIOT Yy4yeT (PErucTpanuio) W IPOXOXKIECHUE
JOKYMEHTOB B YCTAHOBJIEHHBIE CPOKH, MH(OOPMUPYIOT PYKOBOJIUTEIEH CTPYKTYPHBIX
MOJPA3ACIICHU YHUBEPCUTETA O COCTOSSHUM MX HWCIIOJHEHUS, OCYIIECTBISIOT
O3HAaKOMJIEHHE APYTUX PaOOTHHUKOB CTPYKTYPHOIO MOJpa3JeNieHUsi ¢ JOKYMEHTaMH,
o0ecneunBaroT TeKyllee XpaHeHNE TOKYMEHTOB.
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OTBETCTBEHHOCTh 3a OPraHU3alUI0 M COCTOSIHUE JEJIONPOU3BOJACTBA B
CTPYKTYPHBIX TMOAPA3JCICHUSIX YHUBEPCUTETA BO3JIOKEHA HA PYKOBOJMUTEIEH
CTPYKTYPHBIX MTOAPA3AECIECHUN Y HUBEPCUTETA.

Ha pykoBomuTenenn  CTPYKTYpHBIX  TOJAPA3JACICHUM  YHHUBEPCUTETA U
BBIIIEYKA3aHHbIX ~ PA0OTHUKOB  CTPYKTYPHBIX  MOJApAa3ieNieHUd  YHHUBEPCHUTETA
BO3JIAraloTCs CIEAYIOIINE OCHOBHBIE (PYHKITUU:

oOecrieueHre BEICHMS JCJIONPOU3BOICTBA B COOTBETCTBUU C YCTAHOBIICHHBIMU
TpeOOBaHUSIMU TaHHOW HCTPYKIIMU U IPYTUMHU HOPMATUBHBIMU JIOKYMEHTAMU;

o0ecrieueHrne COXPAaHHOCTH OOpasyloUIMXcs B TEKYIIEM JEJIOMPOU3BOICTBE
JOKYMEHTOB, BIUIOTh JI0 CJa4M UX HA apXUBHOE XPaHECHUE;

KOHTPOJIb TIEpeayd HE3apETHMCTPUPOBAHHBIX JOKYMEHTOB B OOMUH OTIEN
YHuBepcUTETA [T PETUCTPALUY;

KOHTPOJIb CBOEBPEMEHHOW MEpeaayd JOKYMEHTOB B HWHBIE CTPYKTYpPHBIE
MOJpa3AcieHrsl YHHUBEPCUTETA JIOJDKHOCTHBIM JIMIIAM W B HWHBIE OpPTraHU3alUU
(oTmpaBka TOKYMEHTOB OCYIIECTBISIETCS Yepe3 oOIuil oTien);

MOJITOTOBKA OTBETOB IO MOPYYECHUSM (PE30JTIOLUSM ), JTAHHBIM UM PYKOBOJICTBOM
VYuuBepcurera  (peKTop — YHUBEpPCUTETa,  MNPOPEKTOp  YHHUBEPCHUTETA), W
UH(OPMHUPOBAHKE OOIIIETO OT/ea Y HUBEPCUTETA O XOJE UX BBITIOJHECHHUS,;

IIOArOTOBKA HOMEHKJIATYPBI JE€J1 CTPYKTYPHOI'O NOAPA3ACIICHUS Y HUBEPCUTETA,

dbopmupoBaHUEe Jie1 B COOTBETCTBUHM C HOMEHKJIATYPOM Jej, oOecrieueHue ux
COXPaHHOCTH U UCIIOJIb30BaHUE, IIOATOTOBKA U IIepe1ayda JIeJl Ha apXUBHOE XPaHEHUE,

MPUHATHE MEP K COKPAIICHUIO 00heMa MEPENUCKH, TyTEM JTUYHBIX TEPErOBOPOB
WM 110 Tesedony;

obOecrieueHue parmoHaIbHOTO UCIIOIB30BAHUS CPEACTB OPTTEXHUKH, CITYKEOHBIX
0JIaHKOB 1 Oymaru.

1.4. MHcTpykuus npeaycMaTpuBacT:

MOPSIZIOK  MOJATOTOBKHM, OGOPMIICHUS, TMPOXOXKACHUS  PACHOPSIUTEIHHOM
JOKYMEHTAIMM W T[OPYYEHHUM BBIIECTOSIIMX OpPraHOB B COOTBETCTBUU C
3aKOHOJATENLCTBOM Poccutickon denepanuu;

OpraHW3allii0 y4yeTa, pPErucTpaldy, KOHTPOJS WCIOJHEHUS CIY>KEeOHBIX
JOKYMEHTOB;

MOPSIIOK  Pa3MHOXXEHHS,  KOMHUPOBAHUS, THUPAKUPOBAHUS  CIY>KEOHBIX
JOKYMEHTOB, MOPAIOK KX CUCTEMATU3allUN, IOJATOTOBKH JJIs CIAYU B OTAEN APXUBHOIO
JOKYMEHTOBEACHUSI, XPAHEHHUSI U UCIIOJIb30BAHUS.

1.5. Copepxxanue CiyxkeOHbIX JTOKYMEHTOB HE MOJJIEKUT pasriameHuto. C
HUMH MOTYT OBITh O3HAKOMJIEHBI TOJIbKO JIMI[A, WMEIOIIUE HEMOCPEICTBEHHOE
OTHOIIEHHWE K HWCIOJHEHUIO 3TUX JOKYMEHTOB. O3HAKOMIICHHME HMHBIX JIMI, a TaKXe
onyOJIMKOBAaHWE B TME€YATH JOKYMEHTAJIbHBIX MAaTEpPHAJIOB JOMYCKAETCS TOJBKO C
pa3pelIeHNs] pyKOBOJICTBA Y HUBEPCUTETA.

1.6. Ilepemaua cinyxeOHBIX JOKYMEHTOB W MX KOIHH JIUIIAM, HE SBIISIOIIUMCS
pabOTHUKaAMU YHUBEPCUTETA, OMYCKACTCS TOJBKO C pa3pelieHus PYKOBOJICTBA
YHuBepcurera.

1.7. Tlpu mnepexome Ha npyryio paboTy paOOTHUKOB, OTBEYAIOIINX B
CTPYKTYPHBIX TOAPA3JICIICHUSAX YHHUBEPCUTETA 3a BEICHUE JEIONPOU3BOJACTBA,
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neperaya MMU BCEX JTOKYMEHTOB BHOBb Ha3HAYaeMbIM paOOTHHKAM Y HHBEpPCUTETA
OPOU3BOJUTCS TIO akTaMm. AKTbl YTBEPKIAIOTCA PYKOBOJIUTEIEM CTPYKTYPHOIO
noApa3AeicHUsl Y HUBEPCUTETA.

BHOBb mnpuHATBIE paOOTHUKKM YHUBEPCUTETa, HA KOTOPBIX BO3JIAraroTCs
00s13aHHOCTH TI0 BEJCHUIO JIEJIONPOU3BOJICTBA, 00513aHbI B TEUEHUE TPEX JHEH mocie
NOCTYIJICHUSI HA pa0OTy MPOUTH MHCTPYKTAX IO BEICHUIO JICIONPOU3BOJICTBA.

1.8. Paborarb ¢ JOKYMEHTaMH, TMOCTYNHUBIIMMH B YHUBEPCUTET, BHE
CIIyKEOHBIX TIOMEIICHUM YHHMBEpPCUTETa W BHOCUTh B HHUX HCIPABICHUS HE
pasperaercs.

CnyxeOHass wuHpOpMaNUs, COACpKAMAsCI B CIY)KEOHBIX JTOKYMEHTax
VYHuBepcutera, HE NOMJICKUT pasrjanieHuo (pacrnpoctpaHeHuo). CBeleHus,
coJiepiKalIrecs: B CIIy>KeOHBIX JTOKYMEHTaX YHHUBEPCHUTETa, MOTYT MCIIOJIb30BATHCA B
COOTBETCTBMM C IOJHOMOYHMSMH JOJDKHOCTHOTO JIMLA, pPaOOTaroLIEro HWiu
3HAKOMSIIIETOCs C COOTBETCTBYIOIIUMHU JIOKYMEHTaMHU.

1.9. BsaumopeiicTBuE cO cpeacTBaMU MacCOBOM MH(OpMAIMU U Tepeaadya uM
CIykeOHOM HWHMOpPMAIMU  OCYIIECTBISIETCS  CTPYKTYPHBIMU  TOJIpa3JeiCHUSIMU
VYHuBepcureTa (WM JIMIIAMH ), CIISIUATBHO HA TO YIIOJTHOMOYEHHBIMHU, 110 Pa3pelICHUIO
PYKOBOJICTBa YHUBEPCUTETA, A B OTJIEIBHBIX CIIy4YasX — 10 MUCbMEHHOMY YKAa3aHHIO.

1.10. Ilepen yxomoM B OTIYCK WM BBIE3IOM B KOMAaHIMPOBKY pPaOOTHHK
CTPYKTYPHOTO MOJpa3ieicHus] Y HUBEPCUTETa 00s3aH MepeaTh HaXOASIINECs Y HEro
HAa UCIOJIHEHUWU JOKYMEHTHl, MO YKa3aHHUIO PYKOBOJMTENS CTPYKTYPHOIO
MO/Ipa3/iesieHus Y HUBEPCUTETA, APYTOMYy paOOTHUKY YHUBEPCUTETA JJI 3aBEPILICHUS
paboOThI 1O JAHHBIM JOKYMEHTAaM.

1.11. PaOOTHHKM CTPYKTYpHBIX TMOAPA3ACIICHUA  YHUBEPCUTETA  HECYT
MEPCOHAJIBHYI0O  OTBETCTBEHHOCTh 32  BBINOJHEHUWE TPEeOOBAHMIM  HACTOSILEH
HNHCTpyKIIUU U COXPAaHHOCTh HAXOIAIIUXCS Y HUX JOKYMEHTOB.

O ciydasix yTpaTthbl 3aperuCTpUPOBAHHOTO JOKYMEHTa Y HUBEPCUTETA paOOTHHUK
00s13aH HE3aMEJUIUTENILHO JIOJIOKUTh PYKOBOIUTENIO CTPYKTYPHOTO TOJIpa3ielieHus
YuuBepcutera. PykoBOAMTENb  CTPYKTYpPHOTO  MOAPA3IACICHUS Y HUBEPCUTETA
Ha3HA4YaeT CIYyKEOHOe pacciieJoBaHuE, O Pe3yJibTaTax KOTOPOTO B HENEIbHBIN CPOK
coo0mraeT B OOMIMi OTJen Y HUBEpCUTETA.

OOwuit oTen YHUBEpCUTETa OPraHU3yeT NePUOANYECKUE TPOBEPKU COCTOSHUS
JIENIONIPOU3BOACTBA UM COOMIofeHus TpeboBaHuii Hactosmed WHCTpykiun B
CTPYKTYpPHBIX ToJApa3zAeneHusix YHupepcutreta. O pe3yibTarax MPOBEPOK CTAaBUT B
M3BECTHOCTbh PYKOBOJCTBO Y HUBEPCUTETA.

1.12. Bxecenue nameHennit B MTHCTPYKIIMIO OCYIIECTBIISIETCS PUKA30M PEKTOPA
YuuBepcutera mnociie ux cornacoBanus ¢ OIIK VYmpaenenus mno agenam apXuBOB
Pecny6nuku bamkoprocras.

II. OCHOBHBIE ITOHATHUA

B Hacrosmen MHCTPYKIUH UCIIOJIB3YOTCS CIAEAYIOIINE OCHOBHBIE TOHATHS:
aBTOpP JAOKYMeHTa — (U3MYECKOEe WIM HOPUANYECKOE JUI0, CO3/aBIIee
JOKYMEHT;
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OT/eJ] APXMBHOIO [IOKYMEHTOBeJeHHUSl — CTPYKTYpHOE TOJpa3ieiicHue
OpraHM3aliM, OCYIECTBIISIONINE KOMIUIEKTOBAaHUE, YUET, XpaHEHUE U UCIIOJIb30BaHUE
apXUBHBIX JOKYMEHTOB;

apXMBHBIIl JOKYMEHT — JIOKyMEHT, COXpaHSE€MbIi WM MOIJISKALIUI
COXPAHEHUIO B CUJIY €r0 3HAYMMOCTH JJIsl TPakJlaH, 00I1IeCTBa, TOCY1apCTBa;

apXuBHbI GOH — COBOKYITHOCTh apXUBHBIX TIOKYMEHTOB, UCTOPUYECKU W/WIIH
JIOTUYECKH CBSI3aHHBIX MEXTY COOOM;

apxuBHbIii mMdp — oOO3HAUECHUE €IUHMIIBI XpaHEHHs B LENAX €€ ydera U
UICHTU(UKAITIN;

0JIJaHK JOKYMeHTa — Ha0oOp pEeKBU3UTOB, HACHTU(PUIUPYIOIIUX aBTOpa
Oo(pHUIMATEHOTO MUCbMEHHOTO IOKYMEHTA;

BUJ JOKYMEHTAa — IMPHUHAJICKHOCTh JOKYMEHTa K OIpPEIEICHHON Tpymrme
JOKYMEHTOB I10 TIPU3HAKAM COZEpPKAHUS U LIEJIeBOTr0 Ha3HAYCHUS;

BKJIIOYeHHUe JokyMeHTa B CI /] — ocyliecTBIeHUE ACHCTBUIM, 00€CTIeUMBAIOIINX
pa3MelleHue CBEJICHUH 0 JOKyMeHTe u/uiu gokymeHTa B CO/1;

1eJ10 — COBOKYITHOCTb JOKYMEHTOB WJIM OTAEJIbHBIM JOKYMEHT, OTHOCSLIUECS K
OJIHOMY BOMPOCY WJIM YYaCTKY A€ATEIbHOCTH Y HUBEPCUTETA;

eJTI0NPON3BOACTBO — JIEATEIBHOCTh, 00ECIICUNBAOIIAs CO3/JTaHUE OPUIIMATIBHBIX
JOKYMEHTOB M OpraHU3aluio padoThl C HUIMH B BBICHIMX YYEOHBIX 3aBEACHUSAX;

JAOKYMEHT — O(UIIHAIIbHBIN TOKYyMEHT, CO3JJaHHbII TOCYIapCTBEHHBIM OPTaHOM,
OpraHOM MECTHOTO CaMOYIPABIICHUS, IOPUIMYECKUM WM (U3HUYECKUM JIMIIOM,
oQOpMIICHHBI B YCTaHOBJICEHHOM TOPSAKE W BKJIIOYCHHBIM B JIOKyMEHTOOOOpPOT
YHuBEpCUTETA;

JOKYMeHTHPOBaHue — (puKcanus MHQOpMaIMu Ha MaTEPHUATbHBIX HOCUTEISAX B
YCTaHOBJICHHOM TIOPSIIKE;

JTOKYMEHTO000pPOT — JABI)KCHHE TOKYMEHTOB C MOMEHTAa WX CO3JaHUS WU
MOJTyY€HHs J0 3aBEPIICHUS UCIIOHEHUS, TOMEIICHHSI B 110 U (MJIM) OTIPABKH.

JIBuKeHHe TOKyMEHTOB B Y HUBEPCUTETE JOHKHO OCYLIECTBIISITHCS ONEPaTUBHO
B COOTBETCTBUH C YCTAHOBJIEHHBIM JOKYMEHTOOOOPOTOM.

TpeGoBanusi, MpenbsABIsEMbIE K TOKYMEHTOOOOPOTY:

eIMHOoOOpa3ue MaplpyTa JBUKEHHUS JOKYMEHTOB M TEXHHUYECKHX OIepalui ¢
HUMH, OTHOKPATHOCTh KaX/10H ONepalny;

pacnpeneneHie  JOKYMEHTOB  PEKTOPOM  YHUBEPCHUTETa, IPOPEKTOPOM
VYHuBepcurera, pPYKOBOAMTENSIM CTPYKTYPHBIX TMOJpa3A€lCHUl COrJacHO HUX
(YyHKUIMOHATBHBIM 00SI3aHHOCTSIM;

IPSIMOTOYHOCTh JIBIDKEHUS JOKYMEHTOB — JOKYMEHT KpaTdallllluM IyTeMm
MOTIaaeT UCTIOTHUTEIIO, BO3BPATHBIC MEPEMEICHHUs JOKYMEHTA UCKITFOUCHBI;

AYOJMKAT TOKYMEHTA — TIOBTOPHBIN dK3EMIUISP MOATMHHUKA TOKYMEHTA,

eIMHUIIA Yy4YeTa JJIEeKTPOHHBIX [OKYMEHTOB — OJJICKTPOHHBIH JOKYMEHT,
3apErHCTPUPOBAHHBIA B HMH(POPMAIIMOHHOW CHCTEME OpraHa WM OpraHHu3aludl |
BKJIFOUEHHBIN B COCTaB AJIEKTPOHHOTO JeJa;

eIMHUIIA XPAHEHUS] APXMBHBIX JOKYMEHTOB — yUeTHas 1 KilacCU(UKALMOHHAS
€IMHULIA, TpeACTaBistomas cobol ¢Gu3nyecku 000COOJECHHBIH JOKYMEHT WIH
COBOKYITHOCTH JJOKYMEHTOB, UMEIOIasi CAMOCTOSITEIbHOE 3HAUEHUE;



7

eIMHNIA XPAaHEHUS IJIEKTPOHHBIX JOKYMEHTOB — KOHTEHHEP SJIEKTPOHHOTO
JTOKYMEHTA;

3aBepeHHasi KOMUsI — KOMHUS JOKYMEHTa, Ha KOTOPOM B COOTBETCTBUH C
YCTaHOBJICHHBIM TOPSIKOM TPOCTABJISIOT HEOOXOJAUMBIE PEKBU3UTHI, IPUAAIOIINE €
IOPUIUYECKYIO CHITY;

nHpoOpMaMOHHAs CHCTEMAa — COBOKYITHOCTh CoJeprKalleiicss B 6a3ax JaHHBIX
uHpopMan U obOecrneurBaOIMX ee 00paboTKy MH(POPMAIIMOHHBIX TEXHOJOTHUH H
TEXHUYECKUX CPEJICTB;

HH(POPMALMOHHASL CHCTEMAa apXuBa OpPraHu3auud — WHGOPMAIMOHHAS
cucteMa, oOecleunBaroIas XpaHCHHE AapXUBHBIX DJEKTPOHHBIX JOKYMEHTOB U
VIPaBJICHUE UMH,

KOHBEPTHPOBaHHE (3J1EKTPOHHBIX JTOKYMEHTOB), KOHBepTanus
(3JIEKTPOHHBIX JOKYMEHTOB) — IIPe0Opa30BaHue 3JIEKTPOHHOTO JOKYMEHTA U3 OJTHOTO
(dopmara B Ipyroii;

KOHTeilHep JJIEKTPOHHOr0 JOKYMEHTa — YIAKOBKa, BKIIOYAIOIIAs
AJIIEKTPOHHBIN JOKYMEHT B (popMaTe apXMBHOTO XPAHEHHS U €70 METa/IaHHbIC;

KOHTPOJIbHAasi cyMMa (KOHTeliHepa 3J1eKTPOHHOI0 JTOKYMEHTAa) — 3HauYCHUE,
paccYMTaHHOE 1O HA0OpPY JAHHBIX ITyTEM MPUMEHEHHUsS ONPECICHHOIO aJIfTOPUTMA U
UCIIOJIb3yeMOe JUIsl MPOBEPKHU LIETIOCTHOCTHU JAHHBIX MPU UX Mepeade Wik XpaHSHHH,

KONMS JOKYMEHTAa — JIOKYMEHT, MOJIHOCTHIO BOCTIPOU3BOISAIINN UH(MOPMAITUIO
MOJIJTMHHUKA TOKYMEHTA U €T0 BHEIIHKUE MMPU3HAKU, HE UMEIOIINI IOPUIUYECKON CUIIBL;

MeTaJaHHble — JaHHBIC, OIMMUCHIBAIOIINE KOHTEKCT, COJEpKaHHE, CTPYKTYPY
ANIEKTPOHHOTO JOKYMEHTa, a TaK)Ke IMPOIIECCHl YIPaBICHUS UM Ha TPOTSHKEHUU €T0
KU3HEHHOTO 1TUKIIA;

Murpanusi (3JeKTPOHHBIX JTOKYMEHTOB) — TEPEMEIICHUE TOKYMEHTOB U3
OJTHOM CHCTEMBI WJIM OJJHOTO HOCUTENS B APYTYIO CHCTEMY WJIM Ha APYTrOil HOCUTENb C
COXpPaHEHHWEM ayTeHTHUYHOCTH, LEJIOCTHOCTH, JOCTOBEPHOCTH JOKYMEHTOB W
MPUTOAHOCTU WX JIJISI UCTIOJIH30BAHUS;

HOMEHKJIATYpa JeJl — CHCTeMAaTU3UPOBAHHBIA IEPEUYCHb 3aroJIOBKOB JIET,
dbopMHpyeMBIX B YHUBEPCUTETE, C YKa3aHUEM CPOKOB UX XPaHEHUS;

o0pallieHHe IpakIaHNHA — HAMpaBJIEHHbIE B TOCYJapCTBEHHBIN OpPraH, OpraH
MECTHOTO CaMOYIIpaBJICHUSI WIH JOJDKHOCTHOMY JIMIy B MHUCBMEHHOW (hopMme Win B
dbopMe DPIEKTPOHHOTO JOKYMEHTA MPEJIOKCHHUE, 3asBICHUE WM Kalloba, a Takke
YCTHOE OOpallleHue TpaKJaHWHA B TOCYJApPCTBEHHBIM OpraH, OpraH MECTHOTO

CaMOYIIPaBJICHUS;
00beM [OKYMEHTO0000pOoTa — KOJIMYECTBO JOKYMEHTOB, IIOCTYIIMBIIMX B
OpTraHM3ALMI0 U CO3JaHHBIX €10 3a OIPENEICHHBIN NIEPUOL;
opuUHMANBHBIA JOKYMEHT — JIOKYMEHT, CO3/IaHHbIi OpPraHOM WM

OpraHu3alueu, JOJHKHOCTHBIM JIMIIOM WM TPaKIAHUHOM, O(OPMIICHHBIA B
YCTaHOBJICHHOM TIOPS/JIKE;

odopMIIeHHE 1eJ1a — TOATOTOBKA JIENIa K Mepejaye Ha apXUBHOE XPaHEHUE;

obopmiieHHe JAOKYMeHTa — TIPOCTAaBIIEHHE HEOOXOJUMBIX PEKBU3UTOB,
YCTaHOBJICHHBIX MPABUJIAMH JOKYMEHTUPOBAHMUS;

NOVIMHHMK JOKYMEHTA — MEPBbII WM €IMHCTBEHHBIA SK3EMIUISP TOKYMEHTA;
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MPOEKT JOKYMEHTA — TEKCT JIOKYMEHTA J0 €ro MOANUCAHUS WIH YTBEPKICHHUS;

pPerucTpalMoOHHAsl JIEeKTPOHHAs Kaprouka (majee - PIK) mokymenra —
AJIEKTpPOHHAs (hopma, MpeaHa3HaueHHas JI1 BHECEHUS CBEJICHUN O JOKyMEHTE B 0azy
na"nubix COJI;

perucTrpamusi JAOKyMeHTa — T[PUCBOCHUE JIOKYMEHTY PErHCTPallMOHHOTO
HOMEpPA U 3aMKCh B YCTAHOBJICHHOM MOPSJKE CBEICHUI O JOKYMEHTE;

PEKBU3HUT JOKYMEHTA — 00s13aTEIbHBIN 3JIEMEHT OPOPMIICHUS JOKYMEHTA,

CHCTEMA JJIEKTPOHHOI0 A0KyMeHTOooOopotra (CI/) — aBTOMATH3UPOBAHHAs
nH(pOpPMaLMOHHAsI CUCTEMa, 00ECIIeUNBAIOIIAsl CO3JaHUE ANEKTPOHHBIX JOKYMEHTOB U
AJIEKTPOHHBIX KOMUI TOKYMEHTOB, YIIPaBICHUE UMH, UX XPAaHEHUE U JIOCTYI K HUM, a
TaK)Xe PEruCTPalrio JOKYMEHTOB;

CKAHMPOBAaHHE JOKYMEHTA — I0Jy4YE€HHE AIEKTPOHHOIO 00pa3a T0KyMEHTa;

cayx0a JeJ0NnpoOM3BOACTBA — CTPYKTYpHOE MOJpa3JeieHue YHUBEPCUTETA
(oO1uii 0TACH), HA KOTOPOE BO3JIOKEHBI (PYHKIIMH 1O BEICHUIO JIEJIONPOU3BOJICTBA, A
TaKXe JIMIa, OTBETCTBEHHBIC 33 BEJCHUE JEJIONPOU3BOJICTBA B APYTUX CTPYKTYPHBIX
NOJpa3/ICICHUAX Y HUBEPCUTETA,

yanuuupoBanHas ¢opMa [JOKYMEHTA — COBOKYIHOCTb PEKBU3UTOB U
TUTIOBBIX (PParMEHTOB TEKCTa JOKYMEHTa, YCTAHOBJIEHHBIX B COOTBETCTBUU C
pemaeMbiIMM B JIaHHOM cdepe NeSITeNIbHOCTH 3ajJadaMu, pacIlolOKEHHBIX B
OTIpE/ICIEHHOM IMOPSAJKE Ha HOCUTENE HH(pOpMaluy;

¢pusnveckn 000c00JIeHHBIH MaTepHAJIbHBIA HOCHTEJIb — MATEPUAbHBIN
HOCHTEJb, IPEIHA3HAYCHHBIN JI 3alUCH, XPAaHEHUS BHE MH(POPMALIMOHHON CHCTEMBI
1 BOcIpou3BeaeHus: uHpopmanuu B uudpoBoit popme;

¢onxooOpazoBaTes b — OPUANYECKOE WM (DU3UYECKOE JIMLO, B IpoLEcce
JEeATEIbHOCTH KOTOPOro 00pa3yeTcsl JOKYMEHTAIbHBIN (POHT;

(¢opMaT apXMBHOIO XpaHeHHMs] 3JEKTPOHHOIO JOKyMeHTa — (dopmar,
YCTAHOBJICHHBI HOPMATUBHBIM TPaBOBBIM aKTOM M MpeIHA3HAYCHHBIA  JIs
JUTUTEIBHOTO U MTOCTOSTHHOTO XPAHEHHUSI 3JIEKTPOHHBIX JJOKYMEHTOB;

¢popMupoBaHue ngena — rpynnupoBKa HCHOJHEHHBIX JOKYMEHTOB B JEJIO B
COOTBETCTBUM C HOMEHKJIATYPOU J€E;

mwadaoH Oganka (yHuuuupoBaHHoW Qopmbl 0KyMeHTa) — OJlaHK
nokymeHTa (yHuduimpoBanHas Gopma JOKyMEHTa), MPECTABICHHBIN B 3JICKTPOHHOU
bopme;

IKCNEPTH3Aa LEHHOCTH JTOKYMEHTOB — H3yu€HUE JOKYMEHTOB Ha OCHOBAaHUU
KPUTEPUEB MX LIEHHOCTHU B IEJISIX OMPEIEICHUs CPOKOB XpaHEHHsI JOKYMEHTOB M 0TOOpa
WX J1J1s1 BKJIIOUEeHMs B cocTaB ApxuBHoro (onaa Poccuiickoit denepanuuy;

JJIeKTPOHHASI KONHUS JOKyMEHTAa — KONHWsA JOKyMEHTa, CO3/JaHHas B
AJIEKTPOHHOM (hopme;

3J1eKTPOHHAsi 1udpoBasi MOAMUCh, — PEKBH3UT DJICKTPOHHOTO TOKYMEHTa,
NpeaHa3HAYCHHBINH IS 3allUThl JAHHOTO AJIEKTPOHHOTO JOKYMEHTa OT MOJJEIKH,
MOJIYYCHHBIM B pe3yJibTaTe Kpunrorpaduueckoro mpeodOpasoBaHusi nHGoOpMaIuu ¢
HCIIOJIb30BAaHUEM  3aKpBITOTO  KJIO0Ya JJIEKTPOHHOW LHMQPOBOM MHOANUCH U
MO3BOJIAIOIINN UACHTU(DULIIMPOBATH BlaJieNiblia cepTU(UKaTa Kiitoua MOJIMUCH, a TAKKe
YCTaHOBUTH OTCYTCTBHE UCKaKEHUSI HH(POPMAIIUU B JIEKTPOHHOM JIOKYMEHTE;
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IJIEKTPOHHOE J1€JI0 — SJICKTPOHHBINA JJOKYMEHT WJIM COBOKYITHOCTD AJICKTPOHHBIX
JOKYMEHTOB M METaJaHHBIX K HHUM, C(QOpPMHUpOBAaHHBIE B COOTBETCTBUU C
HOMEHKJIATYypOH J1e;

3JIeKTPOHHBI aPXUB — COBOKYITHOCTh HaXOJSAIINXCS Ha apXUBHOM XpaHCHUH
AJIEKTPOHHBIX 00Pa30B JOKYMEHTOB, AJIEKTPOHHBIX JOKYMEHTOB, a TAK)KE SJICKTPOHHBIX
KapTOYeK;

IJIeKTPOHHBIH TOKYMEHT — JOKYMEHT, B KOTOPOM HH(pOpMAITUS MpeacTaBieHa
B DJICKTPOHHO-IIU(PpoBOii Popme;

JJIeKTPOHHBIH TOKYMEHTO000POT — JIOKYMEHTOOOOpPOT € MpPUMEHEHUEM
MH(OPMALIMOHHON CUCTEMBI;
JJIeKTPOHHBIA 00pa3 JAOKyMeHTa — DJJCKTPOHHAs KOMUS JOKYMEHTa,

HU3TrOTOBJICHHOI'O Ha 6YMa)KHOM HOCHTCIIC,
opuaniecckas 3HAYUMOCTb JOKYMEHTA — CBOMCTBO JAOKYMCHTA BBICTYIIATH B
Ka4CCTBC ITOATBCPIKACHUA I[GHOBOﬁ ACATCIIBHOCTU JINOO COOBITHH JTUYHOTO XapakTepa,
opuaniyeckas Cujia JAOKYMEHTaA — CBOMCTBO 0(1)I/II_[I/IaJII>HOI“O JOKYMCHTA,
COO6HIaCMOC My HGﬁCTBYEMHM 3aKOHOAATCIbCTBOM, KOMHGTGHHHGI?I n31aBIICTO €TO
OopraHa 1 YCTaHOBJICHHBIM IIOPAAKOM O(l)OpMJ'IeHI/IH.

I1I. CO3JAHUE JOKYMEHTOB B YHUBEPCUTETE

JlesiTenbHOCT ~ YHHUBEPCUTETa  KaK  BBICHIETO  YYEOHOro  3aBEICHUS
o0ecreynBaeTcss CUCTEMOM B3aMMOCBSI3aHHOM YHU(PUIIMPOBAHHOW YIPABICHYECKON
nokymeHTaluu. Ee coctaB ompenensieTcss KOMIETEHIIME YHUBEpCUTETa, MOPSIKOM
pa3pellieHus BOMPOCOB (€IMHOHAYATIBHBIA WJIM KOJIJIETHAIbHBIN), O0BEMOM U
XapaKkTepoOM B3aUMOCBSI3e MEXKTy Y HUBEPCUTETOM, APYTUMU OpTraHaMU YIIPABIICHUS U
OpraHu3alUsIMHU.

[Ipn co3maHuM DJIEKTPOHHBIX JOKYMEHTOB HMCIOJIB3YIOTCS DJICKTPOHHBIC
mabmoHsl  OJIAHKOB W DJEKTPOHHBIC 1M1a0JIOHBI  (YHUGUIUPOBAHHBIE (HOPMBI)
JOKYMEHTOB, B TOM 4YHUCJE HHTEPAKTUBHBIE, KOTOPbIE IO COCTaBy PEKBU3UTOB
JIOKYMEHTOB JOJKHBI OBITh HWJEHTUYHBI JIOKYMEHTaM Ha OyMaXHOM HOCHTEIIE.
DJIeKTPOHHBIC MIA0JOHBI OJIAHKOB M AJICKTPOHHBIC MIA0JOHBI JTOKYMEHTOB JIOJIKHBI
OBITh 3aIIUIIEHBI OT HECAHKIIMOHUPOBAHHBIX U3MEHECHUM.

(B pen. mpuxaza YYHuT ot 26.11.2025 Ne 3372)

[Ipn mOArOTOBKE TOKYMEHTOB B YHHUBEPCUTETE PEKOMEHAYETCS MCIOJIb30BATh
TeKcToBbIN penakTop Microsoft Word ¢ rapputypamu u pazmepamu mpu@ToB:

Times New Roman Ne 13, 14;

MIPU COCTABJICHUU TaOJMIl JOMYCKAeTCS HCIOIb30BaHUE MIPU(PTOB MEHBIINX
pazmepoB oT Ne 12 ngo Ne 14; pazmepom Ne 12,13,14 (nns opopmiieHHsT 3ar0JIOBKOB
TOKyMEHTOB); pazmepomM  Ne 8,10 (st opopmIieHUST PEKBU3UTOB UCTIOJTHUTEIIS ).

TekcT pmokymeHTa medaTtaeTcs dYepe3d 1-1,5 MeXCTpouHBIX HMHTEpBaa,
MHOTOCTPOYHBIE PEKBU3UTHI MI€YATAIOTCS YEPE3 OANH MEKCTPOUHBIA UHTEPBAL.

TekcT JOKyMEeHTa BBIpAaBHMBACTCS IO IMUPUHE JMCTa (TI0 TPAaHUIIAM JIEBOTO H
MPaBOro MoJIel JTOKYMEHTA).
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3.1. bJuaaHku JOKYMEHTOB

3.1.1. B YHuBepcurere UCIONb3yIOTCS OJIAaHKU TOKYMEHTOB, U3TOTOBJICHHBIE HA
OyMa)XHOM HOCHUTEJE, a TaKkXKe OJJIEKTPOHHBbIE IIA0JIOHBl OJIaHKOB. JIOKyMEHTHI,
co3JaBaeMble Ha OYMa)KHBIX HOCUTENSAX, O(DOPMIISIOTCS Ha CTaHJAPTHBIX JIMCTAaX
oymaru ¢opmata A4 (210 x 297 Mm) 1160 B BUJIE€ SJIEKTPOHHBIX JTOKYMEHTOB.

HopmatuBHBIE TIpaBOBBIE aKThl, PACHOPAIUTEIbHBIE JAOKYMEHTHI M MHUCHhMA
VYHuBepcurera oopMIISIFOTCS Ha OJIaHKaX B COOTBETCTBUU C TPEOOBAHUSAMHU HACTOSIIIICH
NucTpykun.

JIOKyMeHTBI, H3/JaBaeMble OT HMEHH JBYX WIM 0Oojiee OpraHu3alu,
odopmisroTcs 6e3 OaHKa Ha CTaHAAPTHBIX JTUCTaX OyMarw.

3.1.2. Ha GnaHkax M3roTaBIMBAIOT TOJIHKO MEPBYIO CTPAHUILY JOKYMEHTA, IS
BCEX CIIEAYIOLIUX CTPAHMII UCTIONIB3YIOT CTaHAapTHBIC JIUCTHI OyMaru.

3.1.3. Ilpu u3rotoBieHnr JOKYMEHTOB Ha JIByX M 0oJiee CTpaHULIAX BTOPYIO U
NOCJIEAYIOIINE CTPAaHULBI HYMEPYIOT (HOMEP CTPaHMLBI IPOCTABISIIOT IOCEPEAUHE
BEPXHET0 MOJIsl JOKYMEHTa Ha pacCTOsIHUU He MeHee 10 MM OT BEpXHEro Kpas JICTa)

3.1.4. B YHuBepcurere NpuMEHSIOTCS CIETYIONINE OaHKH:

po1osibHBIN Os1ank nuckMa (Ilpunoxenue Ne 1);

OmaHK mnHMCcbMa Ui  TMEPENUCKH C  3apyOEKHBIMH  KOPPECHOHJEHTaMH
(ITpunoxxenne Ne 2);

oOuruit 6mank (IIpunoxxenue Ne 3);

OJJaHKM pacnopsAaUTENbHBIX JIOKYMEHTOB, W3/J1aBacMble B OOIIEM OTIENe
YHuBepcurera:

pacnopspxkenue (IIpunoxenue Ne 4);

npuka3 (IIpunoxxenue Ne 5);

Opranuzaiusi pabOThl MO HM3rOTOBJICHHIO M Yy4yeTy OJAHKOB JIOKYMEHTOB B
VYHuBepcuTere Bo3naraeTcs Ha oOIuii OTJea Y HUBEpCUTETA.

OO6muii oTen YHUBEpCUTETA!

- odopMIISeT 3aKa3bl HA U3TOTOBJICHUE OJaHKOB MUCEM JUIsl Y HUBEPCUTETA;

- OCYUIECTBJIET IOJIyYEHHE, y4eT MOCTYIUICHHMsI OJJAHKOB IMUCEM U BbIAAUy
B CTPYKTYpHBIE MTO/Ipa3/iesieHnsl Y HUBEPCUTETA U3TOTOBJICHHBIX OJIaHKOB.

Jlis BeneHust ydyera BbIJAYM OJIAHKOB NMHUCEM, M3TOTOBJIEHHBIX THUIOTPAPCKUM
CcrocoOoOM, B CTPYKTYpHBIE MOJApa3JeleHNs YHUBEpPCUTETa OJIAaHKH HYMEpYHOTCS
tunorpadckum crocoOom. IlopsakoBblii HOMEp MPOCTABISETCS B MPaBOW HIKHEH
YacTH JIULIEBOW CTOPOHBI OJIaHKA MUChMA.

[Tpu nepenaye O6JaHKOB MUCEM B CTPYKTYPHBIE MOAPA3ACIICHUS 1€TAETCS 3aMHCh
B JKypHajie yudera Bblgaud JaaHHbIX OnaHkoB (IIpuioxkenue Ne 6) B CTpyKTypHbIE
nojapaszeneHuss  YHuBepcutera.  biaHku  nmHMceM  BblgaroTcs  paOOTHUKAM,
OTBETCTBEHHBIM 32 JIEIONPOU3BOJICTBO B CTPYKTYPHBIX MOAPA3ACICHUAX Y HUBEPCUTETA
noJ TMOANMKMCH B JKypHaJle ydyeTa Bbaud OyiaHkoB. biaHku muceM He MOJIeKar
KOITUPOBAHUIO.

bnankn n0KyMeHTOB VYHMBepcUTETa MJOJDKHBI HCIIOJIB30BATHCS CTPOTO IO
Ha3HAYeHHUIO U 0€3 COOTBETCTBYIOUIETO pa3pelleHHs] HE MOTYT MepeaaBaThCsl IPYTruM
OpraHM3alMsIM, a TAKKE B APYTUE CTPYKTYPHBIE Opa3AeICHUSI BHYTPU Y HUBEPCUTETA.



11

JIokyMeHTBI YHHBEpCUTETA JOJDKHBI HMMETh YCTAHOBJIEHHBIM KOMILUIEKC
00s3aTEbHBIX PEKBU3UTOB.

na 6aanka nucoma:

- TIOJTHOE HAUMEHOBAHUE YHUBEPCUTETA;

- CIpaBOYHbIE JJaHHbIE 00 YHUBepcuteTe (MOYTOBBINA ajpec, HoMep TenedoHa,
aZipec IEKTPOHHOM MOUTHI, aJipec caiita B ceTu «UHTepHET»);

- OTMETKH JIJIsl IPOCTABJIECHHUS 1aThl U PETUCTPALMOHHOTO HOMEPA.

(B pen. npukaza YYHuUT ot 26.11.2025 Ne 3372)

/na bnanka npukasa, pacnopaicenus, NpomoKoia:

- TIOJIHOE€ M KpPAaTKO€ HAUMEHOBAHUE Y HUBEPCUTETA;

- BUJ JOKYMEHTA;

- MECTO COCTaBJIEHUs (M31aHUs) JOKYMEHTA;

- OTMETKH JUIS POCTABJIEHHUS 1aThl U PETUCTPALMOHHOTO HOMEPA.

3.1.5. Brenenue B oOpallleHHE IO Mepe HEOOXOIWMOCTU HOBBIX OJaHKOB
JOKYMEHTOB OCYIIECTBIIIETCS 0 pa3pelIeHuI0 (IOPYYEHHI0) PEKTOpa Y HUBEPCUTETA.
CoOTBETCTBYIOIIME MPEAJIOKEHUSI BHOCITCS ~ HadaJIbHUKOM  OOLIEro  OTAerna
YHuBepcurera.

3.2. PeKBH3HUTBHI JOKYMEHTOB

IIpn HOJATOTOBKE OpraHU3aLMOHHO-PACTIOPAUTENBHBIX JOKYMEHTOB
obopmisItoTcsl pekBU3UTHI J0KyMeHTOB ¢ ydetom ['OCT P 7.0.97-2016 «Cucrema
CTaHAApTOB MO HH(OpManuu, OMOIMOTEYHOMY M u3Aarenbckomy aeny (CUBU).
OpranuzaimoHHO-pacnopsAauTeNbHas AOKyMeHTalus. TpeboBaHusS K OQPOPMIIEHUIO
nokymeHToB» (yTB. Ilpukazom Poccranpmapta ot 08.12.2016 Ne 2004-ct) (B pen. ot
14.05.2018). JlokyMeHTHI, co3/1aBacMbI€ B Y HUBEPCUTETE, UMEIOT CTAOMJIBHBIN COCTaB
PEKBU3UTOB, PACTIOJIOKEHHUE U CITOCOOBI OPOPMIIEHHUS.

B YHuBepcureTe yCTaHOBIIEH CIEAYIOIINN COCTaB PEKBU3UTOB IOKYMEHTOB:
sMOIeMa;
K07 (POPMBI TOKYMEHTA;
HAaUMEHOBaHNE OPTraHU3alMi — aBTOPa JTOKYMEHTA;
CIpaBOYHbIE JaHHbIE 00 OpraHu3aluy;
HAaUMEHOBaHUE BHUJ1a JOKYMEHTA,
MECTO COCTaBJICHUS (U3/1aHUs) JOKYMEHTAa;
JaTa JI0KyMEHTa;
pPEruCTPallMOHHBIN HOMEP JTOKYMEHTA;
CCBUJIKA Ha PErUCTPALIMOHHBIN HOMEp U ATy JOKYMEHTA,
azpecar;
3aroJIOBOK K TEKCTY;
TEKCT IOKYMEHTA;
OTMETKA O HAJTMYUU MTPUIIOKEHUH;
rpu¢ coraacoBaHus JOKYMEHTA;
BU34;
MOJANKCH TOJKHOCTHOTO JIMIIA;
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OTMETKA 00 3IEKTPOHHOU MOIHUCH;

rpu¢ yTBepkKACHUS JOKYMEHTA;

YKa3aHMS 10 UCIIOJIHEHUIO JJOKYMEHTA,

OTTHCK II€YaTH;

OTMETKA O 3aBEPKE KOIINH;

OTMETKA 00 UCIIOJIHUTEIE;

OTMETKA O IOCTYIUICHHH JOKYMEHTA;

OTMETKA 00 UCIIOJIHEHUH IOKYMEHTA;

OTMETKa 0 KOHPHUICHIIUATHHOCTH;

OTMETKA O KOHTPOJIE;

OTMETKA O HaIPaBJIEHUU JOKYMEHTA B JIETIO;
HaVMEHOBAHHE CTPYKTYPHOTI'O MOAPA3IEICHUS;
HaVMEHOBAaHHE JJOJKHOCTH;

rpud (momerka) 06 OrpaHUYEHUN AOCTyNA K JOKYMEHTY;
pEe30IIOLUS;

mrpuxkos (QR-kox) nokymeHTa.

(B pen. npuxaza YYHuT ot 26.11.2025 Ne 3372)

CocTaB pEKBU3UTOB KOHKPETHOIO JOKYMEHTA OIPEAEISETCS €ro BUAOM,
KaTeropyuel U Ha3HAYCHHUEM.

Kpome nepeuncieHHsIx peKBU3UTOB, IIPU NOATOTOBKE JIOKYMEHTOB U B ITPOLIECCE
paboThl C JOKYMEHTaMU MOTYT HCIIOJIb30BAaThCA JAPYTrU€ PEKBU3UTHI, HapuMep,
oTMeTKU «CpouHoy, «OnepatuBHO», «IlomekUT BO3BpaTy» U Ap.

[Ipu odopmieHHH pPEKBU3UTOB JOKYMEHTOB YHHUBEPCUTETA PEKOMEHIYETCS
OCHOBBbIBaThCs Ha [IpaBuiiax opopmMiIeHUs] peKBU3UTOB, YKa3aHHBIX B 11.3.3.

3.3. OdopmiieHue peKBU3UTOB JOKYMEHTOB

Bce 1okyMeHThl, co3/1aBaeMble B Y HUBEPCUTETE, UMEIOT YCTAHOBIICHHBIN COCTaB
PEKBU3UTOB, MOPSIOK UX PACIIOIOKEHHUS, TIEYATAIOTCS HA CTAHIAPTHBIX JINCTAaX OymMaru
dopmara A4 (210 x 297 mm), pazmepom mipudTa Ne 14. TIpu opopmiaeHnn NpuioKeHu
B BHJI€ TAOJUYHBIX MAaTEPHAJIOB JIOMYCKAETCS B ClIydae HEOOXOUMOCTH UCIOJIb30BATh
oymary dopmata A3 (297 x 420 mMM), a Takke HUCIOJIb30BaTh pa3Mepbl MPUGTOB
MeHblie Ne 14,

Kaxx b1t muct nokyMenTta, ohOpMIICHHBIN Kak Ha OJlaHKe, TaK U 0€3 HEeTo, JJOJIKEH
UMETbH TTOJIsI HE MCHEE:

BEpXHEE IMOJIE - 2 CM, HIDKHEE TT0JIE - 2 CM,

JIEBOE TOJIE - 2 CM, IpaBoe moJie - 1 cM.

JIoKyMEeHTBI JTIUTEIbHBIX (cBBIMIE 10 JI€T) CPOKOB XpaHEHUS JODKHBI MMETh
neBoe nojie He MeHee 30 M.

[Ipu odopmieHun JOKyMEHTa Ha JABYX M 0o0Jiee CTpaHUIAX BTOpas M
MOCJIEYIONTUE CTPAHUIIBI HYMEPYIOTCs apabCckumu 1udpamMu  4yepe3 BEpXHUU
KOJIOHTHUTYJI, 3HaK HOMEpa CTPAHUIIbI BEIPABHUBAETCS 10 IIEHTPY, IIEYaTaeTCA pa3MepoM
mpudTta Ne 12 6e3 JONMOTHUTENBHBIX CHMBOJIOB. AO3allHbIM OTCTYI TEKCTa JOKYMEHTa
cocTaBiseT - 1,25 cMm.
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ImobJema

OMmOneMa opraHuzaluy, pa3paOoTaHHass ¢ YTBEPXKICHHAass B TOPSIJIKE,
YCTAHOBJIEHHOM 3aKOHOJAaTenbCcTBOM Poccuiickoit @enepauuu, pasmeniaeTcs Ha
0JlaHKaxX TOKyMEHTOB Y HUBEPCUTETA.

N3o06pakenne >MOIeMbl TTOMEIIAETCSI HA BEPXHEM ToJie OJIaHKa JOKYMEHTa Ha
pacctostHu 10 MM OT BepXHEro Kpas JIMCTa, 3aXBaTbiBas 4acTh paboyeil 30HbBI
NOKYMEHTA, LIEHTPOBAHO HAJl PEKBU3UTAMU OPTaHU3aLIHH.

Koxa ¢gopmbl 1okymMeHnTa

Kon d¢opmbel nokymeHTa mpocTaBisieTcsi Ha YHUDHUIIMPOBAHHBIX (opmax
JOKYMEHTOB B COOTBETCTBUH ¢ OOIMIEPOCCUICKUM KIIACCH(PUKATOPOM yIIPABICHUYECKON
nokymeHTaru (OKY J1) niu ToKaJIbHBIM KITACCU(DHKATOPOM, pacIioaraeTcs B mpaBoM
BEpXHEM YIriy palboyero mojs JOKyMeHTa, cocTouT wu3 cioB «Dopma mo»
(HammeHoBaHUe KiaccudukaTopa) U MUGpPOBOro KOJa.

HaumeHoBaHHe opraHm3alMud — aBTOpPa JOKYMeHTAa Ha OJIaHKE JOKYMEHTa
JOJKHO COOTBETCTBOBATh HalMEHOBAHUIO OpraHU3alUH: dbenepanbHoe
rocyJapcTBeHHOE OIO/IPKETHOE 00pa30BaTEeNbHOE YUPEKICHHUE BBICIIETO 00pa3oBaHUs
«YQUMCKHI YHUBEPCUTET HAYKM M TEXHOJIOTHiI» — YKa3blBaeTci B TOYHOM
COOTBETCTBHUM C yCTaBOM YHUBepcureTa. COKpAIIEHHOE HAMMEHOBAHUE YKAa3bIBACTCS
Bcien 3a noiHbiM HauMmeHoBaHueM (OI'BOY BO «Ydumckuii yHUBEpCUTET HAYKU U
TEXHOJIOTUW», Y(UMCKUN yHHUBEpPCUTET, Y(QUMCKHUIA YHUBEPCUTET HAyKU U
texHonoruit, YYHuT).

Han HanmeHOBaHHWEM OpraHM3aly — aBTOPA JOKYMEHTA YKa3bIBACTCS MOJHOE
WJIM COKpaIlEHHOE HAaUMEHOBAHUE BBINIECTOAIICH OpraHu3auu (YyupeauTes):

MuHuCcTEpCTBO HAYKH U BBICIIEro 00pa3oBaHus Poccuiickoit @enepanuu.

MUHOBPHAYKMN POCCHUM - mnedaraeTcss NOPONMUCHBIMU  OYKBamH.
BripaBHHMBaeTCs 10 LEHTPY.

Ha nokymeHTax, u3laBaeMbIX JIByMsl WJIM HECKOJBKMUMH OpraHu3alusMH, B
3aroJ0BOYHOM YaCTH MPOCTABIISIIOTCS HAMMEHOBAHUS BCEX OPTaHU3aLIHiA.

(B pen. mpuxaza YYHuT ot 26.11.2025 Ne 3372)

CnpaBouHble JaHHbIE 00 OPraHU3aAIUU

CrpaBouHble JaHHBIE YKa3bIBAIOTCS B OJIAHKAX MHCEM W BKJIIOYAIOT B ceOs
MOYTOBBIN azipec, HoMep TenedoHa, OUITMATBLHBIN aapec IICKTPOHHON MOYTHI, aApec
caira B cet «/IHTEpHETY.

(B pen. mpuxaza YYHuT ot 26.11.2025 Ne 3372)

HaumeHoBaHue BU/A JOKYMEHTA

HaunMeHnoBaHne BuJa JOKYMEHTA, CO3[aBa€MOr0 B YHUBEPCUTETE, JIOJIKHO
COOTBETCTBOBaTh BHJIAaM  JIOKYMEHTOB, TIPEAYCMOTpeHHBbIM  OOIIEepOCCUCKUM
KiaccupukaTopoM yrpaniieHueckoit nokymentanuu (OKY []).

MecTto cocTaBjieHus (M31aHUS) JOKYMEHTA

Mecto cocTaBlieHMs WIM W3JaHUsl JIOKYMEHTa YKas3blBaeTCsd Ha OJjaHKax
JIOKYyMEHTOB YHUBEPCHUTETA, 32 UCKIIOUYECHUEM OJIAHKOB TIHICEM.

[ata nokymeHnra

JlaToli AOKymMeHTa SBJISIETCS Jara €ro MnoJanucaHus (pacnopsiAuTENbHbIC
JIOKYMEHTBI, TUChMa) HJIA COOBITHS, 3a()UKCUPOBAHHOTO B JOKyMEHTE (ITPOTOKO:M). Jliis
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YTBEPKIa€MOT0 JOKYMEHTA (PETrJIaMEHT, TUIaH, HHCTPYKITUS, TIOJIOKEHHE, OTYET) — JaTa
YTBEPKICHUS.

JlaTa nOKyMeHTa MpOCTaBIIAETCS TOJKHOCTHBIM JIUIIOM, TOJIUCHIBAIOIIUM WU
YTBEPKJIAIOIMIUM JIOKYMEHT, WJIM OOIIMM OTIEJIOM YHHUBEPCUTETA MPU PEruCTpalliu
nokyMeHTa. [Ipu noocomoske npoexma 0OKyMeHma ne4amaemcsi moavko 0003HayeHue
Mecaya u 200a.

Bce cmyxeOHble OTMETKM Ha JIOKYMEHTE, CBA3aHHBIE C €ro MPOXOXKIACHUEM U
UCIIOJIHEHUEM, JTOJKHBI IaTUPOBATHCS U TOJMUCHIBATHCS.

Jaty ngokymeHTa O(QOpMIISIOT apaOCKUMHU LU(pamMu B MOCIEIOBATEIBHOCTH:
JIEHb MecsIa, Mecsll, Tof. JleHp Mecsiia u Mecsi] opopMIISIOT ABYMS TTapamMu apaOCKuX
1udp, pa3aeIeHHBIMI TOYKOW; TOT — YETHIPHMS apabCKuMu Iudpamu.

Hanpumep:

09.01.2023

Jonyckaercs cinoBecHO-IIU(POBOM crtocod opopMiieHHs 1aThl,

Hanpumep:

09 siuBaps 2025 r. / 09 ssuBaps 2025 roxa

(B pen. npuxaza YYHuT ot 26.11.2025 Ne 3372)

PerncrpanMoHHbIN HOMEP JOKYMEHTA

PeructpauroHHble HOMEpa JOKYMEHTaM [PHUCBAaMBAIOTCS B  Ipeaenax
KaJICHJApHOTO TojJa MpPHU TMOMOIIM CHUCTEMBI JJIEKTPOHHOTO JOKYMEHTOOOOpOTa B
COOTBETCTBYIOIIEH IpynIe JOKYMEHTOB.

PeructpaiiOHHBIA HOMEP HUCXOJSIIET0 JOKYMEHTAa COCTOUT M3 TOPSIAKOBOIO
HOMEpa, IOMOJIHEHHOTO COOTBETCTBYIOIIUM HMHJIEKCOM CTPYKTYPHOTO MOJIpa3iesiCHHUs,
TOTOBUBILETO JAHHBIM JOKYMEHT, KOTOPBIM MCXOJs M3 3a7ad IOMCKA, JOIMOIHSACTCS
HOMEPOM TaIKu 0 HOMEHKJIaType JIell.

Hanpumep:

No 35/0202-12, rne

35 — nopsIAKOBBIN HOMEP NMUCHMA,

202 — UHJEKC CTPYKTYPHOTO TojipasaeneHus (Kox),

12 — HOMep manku 1Mo HOMEHKJIATYpe Jiedl.

PeructpauioHHBI HOMEP JOKYMEHTA M JaTa PErMCTPAllUd IMPOCTABISIOTCS Ha
MOJIJTMHHUKE IOKYMEHTA B PEKBU3UTAX OJIAaHKA U HA KOIMUU JJOKyMEHTA, OCTAIOIIEHCS B
YHuBepcurere.

PerucrpauvoHHbIA ~ HOMEP  JOKYMEHTa, COCTaBJIEHHOIO  HECKOJIbKHUMH
IOPUIMYECKUMHU JIMIIAMH, COCTOUT W3 MPUCBOEHHBIX UM PETUCTPALIMOHHBIX HOMEPOB
JIOKYMEHTAa, TMEPEUMUCICHHBIX B TOPSJIKE IMEPEUUCICHUS] aBTOPOB JOKYMEHTa uepes
KOCYIO 4epTy.

PeructpaniMoHHBIE HOMEp BXOJSIIETO JOKYMEHTAa COCTOUT M3 IOPSAKOBOIO
HOMEpa, JIOMOJHEHHOIO0 COOTBETCTBYIOIIMM HOMEpPOM TalKH, B KOTOPOM XpaHUTCS
BXOJSIIIas TTOYTA.

CchliIKa HA PerucTPallMOHHBII HOMEP U 1aTy J0KyMEHTAa

Ccbllka Ha PErucTpallMOHHBIA HOMEp MW JaTy MOCTYNHUBIIETO0 JOKYMEHTa
BKJIIOYAET PETUCTPALMOHHBIA HOMEP M JaTy BXOJSIIErO0 JOKYMEHTa, Ha KOTOPBIH



15

naetcst orBeT. CChlIKa Ha PErMCTPALMOHHBIN HOMEp U AAaTy NOCTYIIMBILETO JIOKYMEHTA
IIPOCTABIIACTCS UCIIOIHUTENIEM IIPU NIOATOTOBKE ITMChMa-0TBETA.

Aapecat

JIOKyMEHTBI aJpECyOT OpraHM3alusaM, HUX CTPYKTYPHBIM IOIPA3ACIICHUSM,
JOJKHOCTHBIM WM (PU3MUECKUM JIULAM.

B pekBusute «Anpecar» AOMYCKAaETCs MCIOJIb30BaTh OQUIHUAIBHO IPUHATHIE
COKpAIllCHHbIC HaMEHOBAHMSI OPraHOB T'OCYIAapCTBEHHOM BJIACTH, OPTaHOB MECTHOTO
CaMOYIIPABJICHUSI, OPTraHU3ALMN.

HanMeHoBaHMe aapecaTta MUCbMa MEYaTaeTCd B IMpeeax ClEeUUalibHON paMKH,
pacmojoXXeHHO! B BepxHel yactu O6nanka, mpudrom Times New Roman pazmepom Ne
14 yepe3 1 MeXCTPOUHBIN HHTEPBAT, U (OPMATUPYETCS MO JIEBOU TPaHUIIE.

[Ipu agpecoBaHnM JOKYMEHTa OPraHU3alUH, €€ CTPYKTYPHOMY NOJPa3/I€IECHUIO
0e3 ykazaHUS JOJDKHOCTHOTO JIMIIA WX HAMMEHOBAHUS MUIIYTCS B UMEHHUTEIHLHOM
najexe.

Hanpumep:

MuHUCTEPCTBO HAYKH
U BBICILIEr0 0Opa30BaHUs
Poccutickon ®eneparuu

JenaprameHT
roCyJ1apCTBEHHOU MOJIUTHKU
B c(hepe BbICIIETO
oOpa3zoBaHus

ITpu angpecoBaHUM NOKyMEHTA PYKOBOIUTENIIO OpraHU3alud (3aMECTUTEIIO
PYKOBOJIMTENSI) €€ HAMMEHOBAaHME BXOJUT B COCTaB HAMMEHOBAHMS JOHKHOCTU
ajpecaTa, HAUMEHOBAHUE JOJDKHOCTH YKAa3bIBAETCSl B ATEIbHOM MANEKE; UHUYUATDL
CMasamcs nocie Pamunuu.

Hanpumep:
Munuctpy
oOpa3oBaHus U HayKU
Pecny6nuku bamkoprocran
Xaxuny A.B.
[Ipu ampecoBaHuu JOKYMEHTa PYKOBOAMUTENIO CTPYKTYPHOTO MOIpPA3ACIICHUS
YKa3bIBACTCSI B MMEHUTEIBHOM TMaJIe’kKe HAMMEHOBAaHWE OpraHU3allMH, HIKE — B

NATEJIbHOM TAJEekKEe HAUMEHOBAHUE JIOJDKHOCTH PYKOBOJHWTEIS, BKJIIOYAOIIEE
HaMMEHOBAaHHE CTPYKTYPHOTO NOpa3ieieHus], (paMUIINIO, UHULIUAIBIL.
Hanpumep:
MuHUCTEPCTBO HAYKHU
U BBICIIET0 00pa3oBaHus
Poccuitckon denepanmnu

Hupexropy
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[enapramenTa
rOCyIapCTBEHHON TTOJTUTHKH
B c(hepe BBICIIETO
obpazoBanus Ps6ko T.B.

Ecnu noxkymeHT azapecyercst JiMIly, UMEIOIIEMY YYE€HOE 3BaHUE WM YUYEHYIO
CTENEeHb, TO OHU MOTYT YKa3bIBaThCS Nepe (pamMuiiei 1 MHULUalaMu ajpecara.
Hanpumep:
PexTopy denepanbHoro
rocyJ1IapCTBEHHOTO
OI0/IKETHOTO
0o0pa3oBaTeILHOTO
YUPEKICHUS BBICIIETO
oOpazoBanus «Y GUMCKUN
YHUBEPCUTET HAYKU U
TEXHOJIOTUIY,
JIOKTOPY XUMHUYECKHUX HAYK,
podeccopy
3axaposy B.II.
[Ipn paccbulke JOOKyMEHTa TpyNIle OpPraHu3alMii OJHOr0 TUNA WU B
CTPYKTYpHBIE MOAPA3ICIICHUs OJHONU OpraHU3alllK aJipecaT YKa3bIBaeTCs 0000IIEHHO.
Hanpumep:
PykoBogutensm ¢punraion
OBY «MuHOBaMg»

PykoBonurensam
YOPaBIECHUN U OTIAEIOB
ObY «MuHOBanUS»

[Ipn paccbulke [TOKYMEHTa HE BCEM OpraHu3alusM WIM CTPYKTYPHBIM
MOJIpa3/IeTICHUSIM TO/I PEKBU3UTOM «AJipecaTy» B CKOOKaxX yKa3bIBaeTCs: (IO CIHCKY).

Hanpumep:
PykoBoautensim dunmanon
OBY «MHHOBaUg»

(o crucky)

Cnucok pacChUIKM COCTAaBJSIETCS MCIHOJHUTEIEM M TPEJOCTABISIETCS Ha
OyMa)kHOM WJIH DJICKTPOHHOM HOCHUTEJSIX B OOLTUIA OTAE YHUBEPCUTETA.

Ecnau nmuceMo HampaBisieTcsl B OPTaHU3ALMI0 WM JTOJDKHOCTHOMY JIMITY W JUIS
CBEJICHUS €IIe psJly OpraHu3aldid WU JOJDKHOCTHBIX JIMI, 0O0Ilee KOJIUYECTBO
aZipecaToB HE JI0OJKHO ObITh O0Jsiee YeThIpeX, MPU 3TOM OCHOBHOM aJipecaT yKa3bIBaeTCs
nepBbiM, ciaoBOo «Komusi» mepen BTOpPhIM, TPETbHM, YETBEPTHIM aJpecaTamMu HE
revyaraercsl.
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B coctaB pexBusuta «Aapecar» MOKET BXOJUTh MOYTOBBIA aapec. DIEMEHTHI
MOYTOBOTO aJ[peca YKa3bIBaIOT B MOCIEIOBATENbHOCTH, ycTaHOBIeHHOU [IpaBuiamu
OKa3aHMs yCIIyT TIOYTOBOM CBSI3U, YTBEPKJEHHBIX MPHUKa30M MHUHHUCTEPCTBA CBSI3U U
MaccoBbIX KoMMyHuKaiuii P® ot 31.07.2014 Ne 234 «O6 yrtBepxaenuu [lpaBuin
OKa3aHMsl YCIYT TTOUYTOBOM CBSI3H.

[Ipu agpecoBaHny MUCbMa B OPTaHU3AIMIO YKA3bIBAIOT €€ HAMMEHOBAHUE, 3aTEM
MIOYTOBBIH azpec.

Hanpumep:

OO1iecTBeHHas: OpraHu3alus-
O6miectBo «3Hanue» Pb

Hropymsl yi., a. 935,
r. Ya,
450077

ITouTOBBIN ajapec HE yKa3bIBaeTCs B JOKYMEHTAax, HAIIPaBJISIEMBIX B BBICILIHME
OpraHbl TOCyJapCTBEHHOM BIIacTH, JApyrue (enepanbHble OpraHbl HCIIOIHUTEIbHON
BJIACTH, TEPPUTOPUAIBHBIE OpraHbl (eepaIbHOTO OpraHa UCIOJIHUTEIBHON BIIACTH B
cyonrektax Poccuiickoii @enepainu, MOCTOSIHHBIM KOPPECTIOHICHTAM.

[Ipu anpecoBanuu AOKYMEHTa @uzuueckomy Juyy YKa3bIBAIOT (HAMHIUIO U
VHUIMAJIBI TIOJIy4YaTes B 1aTeIbHOM IMaIeKe, 3aTEM — IIOYTOBBIN aJIpec.

Hanpumep:

NBanory 1.1.

Csepanona yi.,
I. 53, kB. 32,

r. Yoa,
450000

[Tpu oTnpaBke mrchbMa 1o SACKTPOHHON MOYTE UITH 10 (PaKCUMUITEHOM CBsi3u (0€3
JIOCBUIKM TIO TIOYTE) MOYTOBBIM ajipec He ykasbiBaercs. [Ipu HE0OXO0AMMOCTH MOXKET
OBITH yKa3aH JIEKTPOHHBIN anapec (Homep Tenedona/paxca).

Hanpumep:
Bceepoccuiickuii
HAY4YHO-UCCIIEAOBATEIbCKUI
UHCTUTYT
JTOKYMEHTOBEACHUS
Y apXUBHOTO Jefia
mail@vniidad.ru

3aroJiI0BOK K TEKCTY — KPaTKoe COJIepKaHne JOKYMEHTA.
Ecnu 3aroyioBok K TEKCTy OTBEYAaeT Ha BOIMPOC «O 4eM?», OH HAYMHAETCS C
npemiiora «O» («O6»).


mailto:mail@vniidad.ru
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Ecnm 3aronoBok K TEKCTy OTBEYaeT Ha BOMPOC «YET0?», OH COCTABISET OJTHO
1eJI0e C Ha3BaHHWEM BHJIa JoKyMeHTa. Hampumep:

npuka3 (0 4€M?) 0 CO3JaHUH ATTECTAIIHOHHOW KOMUCCHU

nruchbMo (0 4€M?) 0 MpeIoCTaBICHUH HHDOPMALINH

aKkT (uero?) npuema-mnepenadn aem

MIPOTOKOJ (4ero?) 3aceianus HYKCIIEPTHON KOMUCCHU

3aroyioBOK K TEKCTY OQOpMIISIETCS 1MOJ] pEKBU3UTaMU OJIaHKA ClieBa OT TPAHUIIBI
JICBOTO TIOJIS.

B nmokymeHTtax, oopmisieMbIX Ha MPOMOIBHBIX OJIAHKAX, 3arojJOBOK MOXKET
0(pOPMIISATHCS MTOCEPETUHE U IIEHTPUPOBATHCS OTHOCUTEIBHO CaMOM IJTMHHON CTPOKH.

(B pen. mpukaza YYHuT ot 26.11.2025 Ne 3372)

TekcT TOKyMeHTA

B VYHuBepcuteTe JOKYMEHTBI COCTaBJSIOTCA Ha PYCCKOM SI3bIKE Kak
roCyJlapCTBEHHOM s3bIke Poccuiickoii Penepanuu. TEeKCT TOKyMEHTAa H3JIaracTcs
PYCCKHUM JIUTEPATYPHBIM SI3bIKOM C y4€TOM OCOOCHHOCTEW OQHUIIMaTHHO-/IETOBOTO
CTWJIS, BUJA JIOKYMEHTAa WU €ro Ha3HA4YeHUS B YIPABJICHUYECKOM MESITEIbHOCTH.
ConeprxaHue JOKyMEHTa JIOJKHO OBITh U3JI0KEHO KPaTKO, JOTUYHO, TOYHO U SICHO.

TekCThl TOKYMEHTOB U3J1araloTcs OT:

nepBoro juna eauHcTBeHHoro umcna: «IIPUKA3BIBAIO:... moarotoButh u
NPEICTaBUTh Ha PACCMOTPEHHUE»; «IIPOIIY PACCMOTPETh BOMPOC 00 YCTaHOBICHUU
JBTOTHBIX TapU(pOBY...;

TPEThEro  JULA E€JUHCTBEHHOIO 4YHUCHa: «YHUBEPCUTET HE  CUUTAET
BO3MOKHBIMY...;

NEPBOT0 JIMI[A MHOXECTBEHHOTO YHUCIA: «IIPOCUM MPEACTABUTH JAHHBIE O...»;
«TPENCTABISIEM HA PACCMOTPEHUE U YTBEPKIAEHHUE...»; B poTtokosax: CIIYIIAJIN...;
BBICTVYIIWJIN...; PELLIWIIN (ITOCTAHOBWIJIN).

B cOBMeCTHBIX JOKYMEHTAX TEKCT M3J1araroT OT MEPBOTO JHUIA MHOKECTBEHHOTO
YUCJIA: «IIPUKA3BIBAEM...», «PELIUIH...).

CBsI3HBIM TEKCT, KakK IPaBWIO, COCTOMT W3 JIByX 4YacTed. B mepBoil udactu
YKa3bIBAIOTCSl TPUYMHBI, LIE€JM, OCHOBAaHMS CO3JIaHUSI JOKYMEHTa; BO BTOPOM
(3aKJIFOUUTENIFHOM) — peIIeHus, BBIBOJBI, IMPOCHOBI, pEKOMEeHJanuu. B Tekcre
JOKYMEHTA, MOATOTOBJIEHHOIO Ha OCHOBAaHWU WM BO UCIIOJHEHUE PaHEE M3JAHHOIO
JOKYMEHTA, YKa3bIBalOT €r0 PEKBU3UTHI: HAUMEHOBAHUE JOKYMEHTA U OpraHU3alNu-
aBTOpA, AaTy, PpErUCTPAllMOHHBINA HOMEP, 3ar0JIOBOK K TEKCTY.

Ecnu TeKCT coaepUT HECKOJIBKO PEIIEHH, BBIBOJOB U T.J., EF0 MOKHO pa30UTh
Ha pa3Jielibl, MyHKTHI, OAMYHKThI, KOTOPbIE HYMEPYIOT apaOCKUMu 1udpamu.

B pacnopsiauTenbHBIX TOKYMEHTaX OpraHu3aiui, 1edCTBYIONIUX Ha MPUHIIMIAX
eMHOHAYAIMs, a TAaKK€ BO BHYTPEHHUX JOKYMEHTax, aJpeCOBAaHHBIX PYKOBOJICTBY,
TEKCT W3JaraloT oOT TMEepBOro JIMIA EJAMHCTBEHHOTO 4YHCla («IPHUKA3bIBAIO,
«OOS3BIBAIOY, KIIPEJIATa0y, IIPOIILY»).

B nokymeHTax KOJUIETHAJIbHBIX OPraHOB TEKCT M3JaraloT OT TPEThEro Jniia
€IMHCTBEHHOTO YHCJa («IIOCTAHOBIISECT, «PEIIHID?).

TekcT mpoTOKOJIa W3Jaral0T OT TPEThEro JHUlla MHOXKECTBEHHOrO YHCia
(«cmymanmy, «BBICTYIUIINY, «PELIUIIN).
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B TexcTe noKkyMeHTa, TOArOTOBJIEHHOTO HA OCHOBAHMHU 3aKOHOATENbHBIX, MHBIX
HOPMATHBHBIX IIPABOBBIX aKTOB, H3JAaHHBIX OpraHaMW BJIACTH U YNPABJICHHUS,
JTOKYMEHTOB, paHEe M3/IaHHBIX OPraHOM BJIACTH — aBTOPOM JIOKYMEHTA, YKa3bIBaeTCS
HaWMEHOBaHUE BUJIa IOKYMEHTAa, HAMMEHOBAHUE OpraHa, U3JaBIIEro JOKYMEHT, JaTa
NPUHIATUA WM YTBEPXKICHHUS JIOKYMEHTa, €r0 PETrUCTPAIMOHHBIA HOMEp, a TaKXKe
3aroJIOBOK JOKYMEHTA, 3aKJIFOUCHHBIN B KABBIUKHU.

Hanpumep:

«B cootBercTBUM ¢ mocTtaHoBieHHEM [IpaButenscrBa Poccurickorn denepannun
or 15 wmrons 2009 r. Ne 477 «O0 yrtBepxkaeHun IlpaBun nemonpousBoACTBa B
(deneparbHBIX OpraHax UCIOJHUTEILHON BIIACTI.

B TekcT moKyMeHTa MOTyT BKIIIOYaThCS (PparMeHThl, O(pOpPMIICHHBIC B BHUJIC
TaOJINIB] MJTH AHKETHI.

[Ipu cocraBieHMM TEKCTa B BHJAE AHKETHl HAUMEHOBAaHUS IPHU3HAKOB
XapaKTepru3yeMoro 00beKTa JOJIKHBI ObITh BBIPAXKEHBI UMEHEM CYIIECTBUTEIBHBIM B
MMEHUTEIIBHOM MAaJeKEe WA CJIOBOCOYETAHMEM C IJIAroJioM BTOPOTO JIMIIA
MHOXE€CTBEHHOTO YHCJIa HACTOSIIECTO WM IPOIICANIEro BpeMEeHH (MMeeTe, ObLIH,
HaXOJWJINCh M T.J.). XapaKTEePUCTHUKH, BBIPAKEHHBIE CIIOBECHO, IOJDKHBI OBIThH
COIJIaCOBaHbl C HANMECHOBAHUSIMHU MIPU3HAKOB.

['padpr 1 cTpokM TaOIMIBI TOJKHBI MMETh 3arOJIOBKH, BBIPAKCHHBIC MMEHEM
CYIIECTBUTEIbHBIM B UMEHUTEILHOM majaeke. Iloa3zaronoBku rpad u CTpOK JTOKHBI
OBITh COTJIACOBaHBI ¢ 3arojioBKamMu. Eciu Tabnuily meuyataroT Oojiee yeM Ha OJIHOU
cTpanulie, rpadbl TaOMUIBI JTOHKHBI OBITH MPOHYMEPOBAHBI W HA CIEAYIOIINX
CTpaHUIIax JOJKHBI OBITh Halle4aTaHbl TOJLKO HOMEpA ATUX Tpad.

OTMeTKa 0 HAJTUYMH NTPUIOKESHU

OTMeTKa O MPUJIOKEHUU HMCIOJIB3YEeTCS MPU O(DOPMIICHUHM COMPOBOJAUTEIBHBIX
MHCEM U MPWIOKEHUN K MPUKA3aM, paCIOPSKECHUSIM, TIJIaHaM, IpOorpaMmaM, OT4eTaMm,
JIOrOBOpPaM, MOJIOKEHUSIM, MTPABUIIAM, HHCTPYKIIUSAM U Ap. IOKyMEHTaM.

B conmpoBOAMTENBHBIX MHUChMAaX OTMETKA O MPHJIOKCHHH O(OPMIISETCS IO
TEKCTOM MHChbMa OT TPaHMIIbI JIEBOT'O MOJIs. ECIIM NPUIIO)KEHNE OHO U HA3BAHO B TEKCTE
JIOKYMEHTa, B OTMETKE O MPUJIOKECHUH YKA3BIBAKOT KOJIMYECTBO JIUCTOB.

Hanpumep:
[Tpunoxenue: Ha 3 1. B 1 3K3.

[Ipy HanMMuMKM HECKOJBKUX IPUIOKEHUH, B OTMETKE O IPWIOKEHUSAX OHHU
HYMEPYIOTCSI, YKa3bIBAa€TCS HAUMEHOBAHUE KaXXIOr0 MPUJIOKEHUS U KOJIMYECTBO
JIUCTOB.

Hanpumep:

[Ipunoxenus: 1. CnopaBkao ... Ha 3 1. B | 3Kk3.

2. IIpoekr ... Ha 8 1. B 1 3K3.

Ecnu npusnoxxenus cOpoIIOpOBaHbI, TO YUCIIO JINCTOB HE YKA3bIBAIOT.

Ecmm K AOKymMeHTy mnpuiaraercs JIpyrod JTOKYMEHT, TakKe MMEIOIINN
MPUIOKEHNE, OTMETKY O HAIMYUH MPUIIOKEHHS 0QOPMIISIOT CIEAYIOINUM 00pa3oMm:

Hanpumep:
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[Tpunoxenue: nucemMo Pocapxusa ot 05.06.2014 Ne 02-6/172 u npusnoxeHue
K HEMY BCEro Ha 3 J1.

Ecnu mpunoxeHueMm SIBISIOTCS JOKYMEHTBHI, 3alMCaHHblE Ha (PU3UYECKU
000CO0ICHHBIN JIEKTPOHHBIN HOCUTEIH (KOMITAKT-TUCK, USb-(hIen-HaKOIMUTeNb U JIp.):
Hanpumep:
[Tpunoxenue: Ilpunoxenue: DVD-R B 1 3k3.

[Ipu sToM Ha BKiIanbIIe (KOHBEPTE), B KOTOPBIM MOMEIIAETCS HOCUTENb,
YKa3bIBAIOTCS HAMMEHOBAHUS JOKYMEHTOB, 3alMCAHHBIX HA HOCUTENb, UMEHa (pailiioB,
JOTIOJTHUTEIPHO MOYKET YKa3bIBaThCsl 00beM B OalTax.

Ecnu npunoxeHue HampaBisIFOT HE BO BCE YKa3aHHbBIE B IOKyMEHTE ajpeca, TO
OTMETKY O €ro HaMMYUHU 0(QOPMIISIOT CIETYIOIIUM 00pa3oM:

Hanpumep:

[Ipunoxxenue: Ha 3 JI. TOJBKO B MEPBBIN aapec.

Ecnu npunnokeHusMu K CONPOBOAUTEILHOMY MHUCHMY SIBISIIOTCS TOKYMEHTHI,
cojepxkaime HHPOpMaIKI0 KOHPUACHIIMAIBHOTO XapakTepa, HampuMep, TOKYMEHT
JUTSL CITY’KEOHOTO TMOJIB30BaHMSI, OTMETKA O MPHUJIOKEHUU MPOCTABIISIETCS CIIEAYIOIIUM
obpazom:

Hanpumep:

[Ipunoxenue: CrnpaBka O HEMJIATEKECIOCOOHBIX MPEANPUATHSIX, IS

City)eOHOTro mojp30Banusl, per. Ne 26-acm, Ha 2 1. B 1 9K3.

[IpunoxkeHussMA ~ SABISIFOTCSL  TIOJIOKEHUS, PEIJIaMEHThI, IIE€PEYHH, CIIHCKH,
rpaguky, TaOIMIBL, OO0pa3ubl AOKYMEHTOB U J1p. llpwiokeHuss BU3MPYIOTCS
MCIIOJIHUTEJIEM, BHECILIUM MTPOEKT.

Ha mnpunoxkeHusx CHopaBOYHOIO Xapakrepa K MpUKa3zaM, paclnopsKEHUSIM,
MpaBujaM, MHCTPYKUHUAM, MOJIOKEHHUSM, IUIaHaM, MporpaMmam, JOTOBOpaM M Jp.
JOKYMEHTaM OTMETKa O MPUJIOKEHUH MPOCTABISETCS HA MEPBOM JIUCTE MPHIIOKEHUS B
MIPaBOM BEPXHEM YTITy.

Eciu mpuiiokeHnil HECKOJIbKO, OHU HYMEPYIOTCH.

Hanpumep: lTpunoxenue Ne 1, ITpunoxenue No 2.

Ecnu mpunoxeHue OJHO, OHO HE HyMepyeTcs. B OTMETKe O NpHII0KEHHH
YKa3bIBAECTCSI HAMMEHOBAHUE BUJJa OCHOBHOI'O JOKYMEHTA, €T0 J1aTa U HOMED.

Hanpumep: [Tpunoxxenue Ne 2
k npukazy ®I'bOY BO
«Y puMCKHi1 yHUBEPCUTET
HayKHU U TEXHOJIOTUI»
ot 15.04.2023 Ne561-0

[Ipy HamUuUK B TEKCTE MPHUKA3a, PACTIOPSHKEHUST (POPMYITUPOBKU «Y TBEPAUTHY
(mputaraemoe moJIo’KeHHUE, COCTaB KOMUCCHUU, TIEPEUCHb MEPOIIPUATHI U Ip.) HA CaMOM
MPUJIOKEHUH B TIPAaBOM BEPXHEM YTIIy MPOCTABISAETCS OTMETKA O MPUIIOKEHUH, HUKE —
rpud yTBEpKACHUS JOKYMEHTA.

Hanpumep:
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[Tpunoxenue Ne 1

YTBEPXJIEHO

npukazoM GPI'bOY BO

«Y puMCKHl yHUBEpCUTET

HayKH U TEXHOJIOTHI»

OT« » 2023 roga Ne 555-
0

B cinyyae HamuuMs  HECKOJBKMX MPHIOKEHHH  HCIOJIB3YETCS  CIOBO
«IIpunoxenusr». CaoBO «IPWIOKEHUE» IE€YATAETC B EIMHCTBEHHOM  WIJIU
MHO>KECTBEHHOM YHCJIE B COOTBETCTBUU C KOJIMYECTBOM MPHIIOKEHUH.

(B pen. mpukaza YYHuT ot 26.11.2025 Ne 3372)

I'pud corsacoBanus
CornacoBaHue MNpoOEKTa JIOKYMEHTa C JAPYTMMH OpPraHU3ALMSIMHU, HWHTEPECHI
KOTOpPBIX B HEM 3arparuBarorcs, odopmisiercs rpudom cornacoBanus. Ilpoekr
JOKYMEHTa MOET OBITh COIJIACOBAaH HEMOCPEICTBEHHO JOJKHOCTHBIM JIMIIOM,
IPOTOKOJIOM KOJUIETHAJIbHOTO OpraHa WIn CIIy>KEOHBIM IMHCbMOM.
Hanpumep:
COT'JIACOBAHO
[IepBblii 3aMECTUTEIND
MUHHUCTpa (PMHAHCOB
PecnyOnnku bamkopTrocran
lloonucey H.B. Kanyruna

« » 2023 roga
COI''TACOBAHO
IIncemo

MuHncTEpCTBa KYIBTYPbI
Pocculickon ®eneparuu
ot 26.03.2023 NeO1-18/115

I'pudsl  cormacoBaHusi MOTYT pacmojaratbCss Ha OTACHbHOM  «JIucte
COIJIaCOBAaHMS», €CIIM COAEpKaHUE JOKYMEHTA 3aTparvBaeT MHTEPEChl HECKOJBKUX
opranu3anuii. Ha noxkymeHnrte aemaercsa orMetka «JIMCT cornacoBaHUs MPUIIAracTCsD).
CornacoBaHue TOKyMEHTa OCYILIECTBIISIETCA B CIAEAYIONICH MOCIEI0BATEILHOCTH:

C BBIINIECTOSAIIMMU OpraHaMM — B Cly4asX, KOrJa 3aKOHOJATEIbCTBOM
MPEyCMATPUBACTCS BO3MOKHOCTh COBEPILIECHUS YIPABICHYECKUX JECUCTBUM TOJIBKO C
coryiacus 3TUX OPraHoOB;

C OpraHamMu HCHOJHUTEIBHOM BIIACTH, WHTEPECHl KOTOPBIX 3aTPAruBacT
CoAEepKaHUE TOKYMEHTAa,;

npyu  HEOOXOIMMOCTH C OpraHaMH, OCYIICCTBIISIONIUMU TOCYJAPCTBEHHBIM
KOHTPOJIb (HAA30P) B ONpeIeIeHHON 001acTH (9KOJIOTHYCCKHM, ITOYKAPHBIN U T.11.);

¢ 00IIEeCTBEHHBIMU OPTaHU3AIMSIMU.
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Busa

[IpencraBnsiemble Ha TOANKUCH JOKYMEHTBHl BHU3UPYIOTCS HCIOTHUTEIEM
(OTBETCTBEHHBIM MCIOJHUTEIEM) U PYKOBOJUTENEM MOJAPA3JEIEHUs, T/I€ TOTOBUJICS
IPOEKT JOKYMEHTAa, B psJie CIydaeB, B 3aBUCMMOCTH OT COJIEp>KaHUs, HEOOXOIUMO
TaK)Ke BUBUPOBAHUE IOPUINUECKOH, ((UHAHCOBOM U IPYTrUMU CITy>k0aMu Y HUBEpPCUTETA.

JIOKyMEHTBI, CcOjepKallue IMOpY4YeHUsi pabOTHHKaAM YHHUBEpPCUTETa, B psAJe
CJIy4aeB, JIOJKHBI ObITh UMM 3aBU3UPOBAHBI.

CornacoBaHnue MpoeKTa JOKyMeHTa o(popMiIsieTcsi BU30il Ha 0OOPOTHON CTOPOHE
JOKYMEHTa WM TMpY HaJUYUK MECTa IMOJ TEKCTOM IMPOEKTa JTOKyMEHTa (BHyTpEHHEE
COTJIACOBaHUE) UM TPUQPOM COTIacoBaHuUs (BHEIIHEE COTIACOBAHUE).

Buza BximodaeTr B ce0s JIMYHYIO MOANKCH, paCIIM(PPOBKY MOAMHUCH (TIeUaTaeTCs
CIeMyIONMM 00pa3oM: MHHUIMAIbBI, mpobern, ¢amunusa) u aary. [Ipu HEoOXoaumocTH
YKa3bIBAETCSl HANMEHOBAHUE JOKHOCTH JIMI[A, BUSUPYIOIIETO IOKYMEHT.

B cuyxeOHbIX mHCbMax BHU3bl MPOCTABISAIOTCS HA KONUM JOKYMEHTa,
IOMEIAEMON B JI€JI0 YHHUBEPCUTETA, WM Ha OOOPOTHOIN CTOPOHE MOCIEAHErO JIMCTa
NOJUIMHHUKA, €CJIM MUChMO IepechlIaeTcsa ajpecaTy Mo (pakCUMUIBHOM CBSI3U 0Oe€3
JOCBUIKH MOAJIMHHUKA TI0 ITOYTE.

Ha BHyTpeHHUX HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTax (JIOKJIaJIHBIX,
CIIy>)KEOHBIX, AHAIMTUYECKHUX 3aIlMCKax, CIpaBKax M Jp.) BU3bl MPOCTABISAIOTCA Ha
JMIEBOM CTOPOHE MOCJIEIHEro JUCTA TOKYMEHTAa IMOJ MOIMNCHIO, OJMKe K HIDKHEMY
HOJIFO.

JlomyckaeTcsi MOJMCTHOE BU3UPOBAHKE JOKYMEHTA M €T0 MPHIIOKESHUN.

[Ipu Hamu4YMu 3aMe4aHuil K JOKYMEHTY BU3Yy O(DOPMIISIIOT CIICTYIOIIUM 00pa3oM:

3aMedaHus MPUIAraroTCs.
HavanpHuk ympaBieHHs 3aKyTOK
Llloonuce T.I1. UBaHOBa

«_» 2023 rona

IMoanucey 70KHOCTHOIO JINLA

JIOKyMEHTBI, HampaBjsieMble B BBIIIECTOSIINE OpraHbl, MOANUCHIBAIOTCS
PEKTOpOM YHHBEpPCUTETA WJIM, O €ro MOPYUYEHUIO, IPOPEKTOPOM YHUBEPCUTETA, B
COOTBETCTBUM C NPUKA30M YHHUBEPCUTETA O PACHPEICICHUU OOS3aHHOCTEH MEXIy
IIPOPEKTOPAMU Y HUBEPCUTETA U JICJIETUPOBAHUH ITOJTHOMOYUN PEKTOpA Y HUBEPCUTETA.

JIOKyMEHTBI, HampaBisieMble OpraHU3alMsIM, TpaxJIaHaM, MOJANUCHIBAIOTCS
PEKTOpOM YHHBEpPCUTETa WJIW MPOPEKTOPOM YHHUBEPCUTETAa B COOTBETCTBUU C HUX
KOMITETEHIIUECH.

B cocTtaB moamucu BXOIAT: HAMMEHOBAaHWE JOJHKHOCTH JIMIA, TIOMUCABIIETO
JOKYMEHT, TMYHasi OJIMUCH U €€ paciiu@poBKa (MHULIMAIIBI U (paMUIIHS).

B pacmmdpoBke noanucu MeXay UHALMATIAMU W (haMuiiuen aenaercsa mpooed.
Mesx iy HHAIIaIaM# IPOOET OTCYTCTBYET.

(B pen. npukaza YYHuUT ot 26.11.2025 Ne 3372)

He nomyckaercs mOANUCHIBATH JOKYMEHTBI C MPEAJIOTOM  «3a» WIIU
MPOCTaBJICHUEM KOCOM YepThl Mepe] HaMMEeHOBaHUEM JI0JDKHOCTU. Eciu qomkHOoCTHOE
JIMII0, TOJIMUCH KOTOPOro oopmiieHa Ha MPOEKTE TOKyMEHTa, OTCYTCTBYET, JOKYMEHT
MOJIMMCHIBACT 3aMECTUTEIb PYKOBOUTEIS, UMEIOIIUHI MTPaBO MOMUCHIBATH IOKYMEHTHI
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3a PyKOBOAMUTES 0 MPUKA3Y O BO3JI0KEHUU HA HETO 003aHHOCTEN PYKOBOIUTEIS, WIIH
MHOE JOJKHOCTHOE JIMI0, UMEIOIee MPaBO MOJIMUCH B COOTBETCTBUU C MPUKA30M O
pacrpeesieHuy 00s3aHHOCTEN MEX Ty TPOPEKTOpaMu Y HUBEPCUTETA U JACJIETUPOBAHUU
MOJIHOMOYHUI PeKTOpa YHUBEPCUTETA, TPU ATOM yKa3bIBaeTCs (pakTuyeckas J0HKHOCTh
JU1A, TOJIMCABILIET0 TOKYMEHT, U €ro (haMuiIusl.

WcnpaBneHuss B MOATOTOBJICHHBIM JOKYMEHT MOTYT OBITh BHECEHBI OT PYKH
JUIOM, TTOJITUCHIBAIONTUM JOKYMEHT.

[Ipy moanmucaHuy AOKYMEHTa JIUIIOM, MCIIOJHSIOMIUM OOSI3aHHOCTH BPEMEHHO
OTCYTCTBYIOIIETO PYKOBOAUTENS (OTITYCK, 00JIe3Hb, KOMaHIUPOBKA) B COOTBETCTBHUH C
MIPUKA30M, MOAMHUCH 0POPMIISIETCSI CIEAYIOUTIM 00pa3oM:

H.o0. pexTopa lloonucw H.0. @amunus
U

Ucnomasromuii 00s13aHHOCTH Tloonucoe H.0. Damunus
pekTopa

[Ipy nDoxamucaHnu JTOKyMEHTAa HECKOJIbKHMM JOJDKHOCTHBIMHM JIMIIAMH UX
NOAIMCH  PACHOJaraldT Ha OJHOM YPOBHE WM OJHY IIOA JAPYyrod B
[IOCJIE0BATENBHOCTH, COOTBETCTBYIOIIEH HEPAPXUH JOJIKHOCTEM.

[Ipn moanmcanny AJOKYMEHTAa HECKOJIBKMMU JIMIIAMM, PABHBIMU IO JOJDKHOCTH,
HO INPECTABISAIOIIMMY Pa3HbIE OPraHbl, HOANKUCH PACIOJIararT Ha OJTHOM YPOBHE.

HanMeHOBaHME NOHKHOCTU MEYaTaeTcs OT JIEBOM T'PaHUIbl TEKCTOBOTO MOJIS
yepe3 | mexcTpouHblii uHTEpBai. Pacmm@poBka NoANKMCH pacnoiaraeTcsi Ha ypOBHE
MOCJIETHE CTPOKM HAMMEHOBAHUS JIOJDKHOCTH C MPOOEIOM MEXy WHULMAJIaMU U
damunuent. Ilocnenusas OykBa B paciM(poBKE MOJNUCH OTPAHUUYMBAETCS IMPaBbIM
MIOJIEM.

OTrmMerka 00 DJJICEKTPOHHOM MOANMCH WCNOJB3YETCS Ui BU3YAIH3ALHAU
AJIEKTPOHHOM MOJMHMCH TMOJydyaTeleM JOKYMEHTa Ipd OOMEHE 3IIEKTPOHHBIMU
JOKyMEHTaMH, TOANMUCAHHBIMUA YCUJICHHOW KBAJIU(DUIIMPOBAHHON SJIECKTPOHHOU
HOJIHUCHIO.

B cootBercTtBun ¢ ®enepanbHbiM 3akoHOM OoT 06.04.2011 Ne 63-®d3 «O6
AJIEKTPOHHOM MOAMMCH» BHU3yalu3alus OTMETKM OO0 D3JEKTPOHHOM MOJANUCH
OCYIIECTBIISICTCS ~ NPOrPaMMHBIMU  CpEJICTBaMU  MH(GOPMAIMOHHON  CHCTEMBI
YHuBepcurera.

JI71s1 TOKyMEHTOB, MOANKMCAHHBIX YCUIEHHOW KBATU(UIUPOBAHHOM 3EKTPOHHON
noanuchio (YKOII) unu ycusieHHONM HEeKBaTuOUITMPOBAHHOMN 3JIEKTPOHHOU MOAMHUCHIO
(YHOII), oTmMeTKa J0JKHA COJIePKATh:

- dpa3y «JlokyMeHT NOJAMMCaH ANEKTPOHHOUN MOMUCHIOY;

- (daMunuio, UM, OTYECTBO BIaJeNblla cepTU(dUKATa KI0Ya MPOBEPKU
BJIEKTPOHHOM IMOJIIHUCH;

- CPOK JIeHicTBHS cepThu(duKaTa;

- HOMED cepTu(UKaTa KITF04a MPOBEPKHU AeKTpoHHo# noanucu (s YKOII
- obs3arenvHO, st YHOIII - mpu Hasmmuum).
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[Ipy wKCHONB30BaHWKM MPOCTOM IIEKTPOHHOM IOANMCH, CO3/1aBacMOM B
MHPOPMALIMOHHON CHUCTEME YHMBEPCUTETA B COOTBETCTBUU C YCTAHOBJICHHBIMHU
[IPaBUJIAMH, BHEIIIHUM BUJ OTMETKH OIIPENEISAETCA IPUKA30M PEKTOpa Y HUBEPCUTETA.

B ciiydyae npuMeHeHus: METKH JOBEPEHHOTO BPEMEHHM OTMETKA 00 3JIEKTPOHHOM
NOJAIKUCH JONOJHUTENBHO BKJIKOYACT JaTy M BpeMs NOANKUCAHHUS JTOKYMEHTA.
BusyanpHOe 0TOOpa)keHHE METKU JOBEPEHHOI'O BPEMEHH yCTAHABIMBAETCS MIPUKA30M
VYHuBepcurera 1100 COTalIeHUEM CTOPOH.

(B pen. npukaza YYHuUT ot 26.11.2025 Ne 3372)

Hanpumep:
Jupektop JOKYMEHT TIOAITNCAH N.N. UBanoB
DJIEKTPOHHOM
[HOJTIMCBHIO
CepTtuduxat

Bnanenen UBanos MBau
HMBanoBuu
Hevicturenen ¢ 01.12.2019 no
01.12.2024

I'pud yrBepKaeHus JOKyMeHTa

I'pud yrBepkaeHus pa3memiaercss B IPABOM BEPXHEM YIIy MNEPBOTO JUCTA
noKyMeHTa. CTpOKM PEKBU3WUTA BBIPABHUBAIOTCS IO JIEBOMY Kparo WM LEHTPYIOTCA
OTHOCHUTENBHO CaMOM JUIMHHOW CTPOKH.

[Ipn yTBEepKIE€HMHU JTOKYMEHTa JOJDKHOCTHBIM JIMLIOM Tpu( yTBEpKACHUS
coctout u3 cinoBa Y TBEPKJIATO, HanmMeHOBaHMS JOIKHOCTH JIMIA, YTBEPKIAKOLIETO
JIOKYMEHT, €T0 MOITUCH, HHUITUAIOB, (DaMUJINU U JaThl yTBEPKICHUS.

Hanpumep:

YTBEPXJIAIO

Pexrop ®I'BOY BO

«Y puMCKH1 YHUBEPCUTET
HayKU U TEXHOJIOTUI»
lloonuce B.11. 3axapos
«_» 2023 roma

[Ipn yTBepKIAEHUU [OKYMEHTAa pacHoOpsAIUTEIbHBIM JOKYMEHTOM Trpud
yTBepxkaeHust coctout u3 ciosa Y TBEPXJ/IEH (YTBEPXJEHA, YTBEPXJIEHbBI
unmn YTBEPXJIEHO), coriacoBaHHOTO ¢ HaMMEHOBAaHUEM BHJA YTBEPXKIAEMOTO
NOKYMEHTA, HAMMEHOBAHUS PACHOPAIUTEIIBHOTO JOKYMEHTA B TBOPUTEIIBHOM NAIEKE,
€ro J1aTbl, HOMEpA.

Hanpumep:

(ITpaBuna) YTBEPXJIEHBI
npukazom ®I'bOY BO
«Y puMCKHI1 YHUBEPCUTET
HAayKHU U TEXHOJIOTUI»
OT«___ » 2023 roma Ne 333
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(Pernamenr) YTBEPX/IEH
npukazoM GPI'bOY BO
«Y puMCKHl yHUBEpCUTET

HAyKH M TEXHOJIOTHI»
OT« » 2023 roga Ne 222

YKa3aHus 110 HCIIOJTHEHUIO JOKYMEHTA

VYka3aHusi 1O UCHOTHEHUIO [OKYMEHTa — pE30Jionus — odopMIsieTcs
HEIOCPEJICTBEHHO HA IOKYMEHTE (B 3ar0JIOBOYHOM YacTH JOKYMEHTA) MJIK HA CIPaBKe
K JIOKYMEHTY.

VYKkazaHus 1O HUCHOJHEHHIO JOKYMEHTa BKJIIOYAKOT CIEAYIOIINUE 3JIEMEHTHI:
(damMunys UCOTHUTENS (MCIIOJHUTENEH), Colep KaHne TIOPYUYCHHS], CPOK UCTIOTHEHHS,
MOJMNMKCH, J1aTa.

B ciyyasx, koraa nopyd4eHue AaeTcsl ABYM WM HECKOJIBKUM JIMLAM, OCHOBHBIM
UCIIOJTHUTENIEM SIBIISIETCS JIMIIO, YKa3aHHOE€ B MOpy4YeHUH MepBbiM. OHO 1100
HoJ4YepKUBaeTcs, JIMOO 0003HAYaeTCs CIOBOM «OTB.» («OTBETCTBEHHBIN»). Emy
IPEJOCTaBISAETCS IPaBO CO3bIBA COUCIOJHUTENIEH W KOOpAMHAIUS HX pPaOOTHI.
OCHOBHOM MCHOJIHUTENb W COUCIIOJIHMTENb BIPABE JaBaTh IIOPYYEHUS B BHJE
PE30IIOLNI 1AM, HEIIOCPEACTBEHHO UM IOJYMHEHHBIM.

Ha nokymeHTax, He TpeOyIOLIMX YKa3aHUI IO MCIOJHEHHI0O U HMEIOIINX
TUIIOBbIE CPOKHM HCIOJHEHUS, B PE30JIOUUU YKa3bIBAIOTCS HMCIOJHUTEIb, MOJIUCH
aBTOpPA PE30JIOLHUH, AaTa.

Pesomonist  mMoxker 0QOpMIIATBCS Ha OTIAEIBHOM JIUCTE C yKa3aHUEM
PErMCTPAalMOHHOTO HOMEpa U AaThl JOKYMEHTa, K KOTOPOMY PE30IIOLUS OTHOCHUTCS.

®amunus U.0., ®amunusa 1.0
[Ipoiiry moAroTOBUTH MPEAI0KEHUS
k 10.08.2023

Tloonuce

« » 2023 roga

OTrHCcK neyaTn

VYHUBEpcUTET MMEET OCHOBHYIO NedaTh ¢ u3o0paxkeHueM ['ocynapcTBEHHOTrO
rep6a Poccuiickoit @eaepannu, Maibie repOOBbIe eyaTH 000COOIEHHBIX CTPYKTYPHBIX
nojapasaeneHuil (punuanoB YHuBepcuTeTa), MHbIE NeyaTu 0e3 u3o0paxeHus repoa
(medatu CTpyKTYpHBIX NMOApa3/iesieHuid Y HUBEpCUTETA, IeYaTH JIJIsl BUJIOB JOKYMEHTOB
u ap.).

Ottuck mnedatu ¢ uzoOpaxkennem [ocynmapcrBeHHoro rep6a Poccuiickoi
Qenepalid CTaBUTCA Ha JOKYMEHTaxX, TpeOylolmux o0co00ro yJIOCTOBEPEHHS] HX
MOVIMHHOCTH. OTTHUCK NE€YaTH 3aBepsAET MOMJIMHHOCTh NOANHUCH JTOJKHOCTHOTO JIMLA
Ha JJOKyMEHTax, yJOCTOBEPSIOUINX MpaBa JUL, (PUKCUPYIOMIHNX (PaKThl, CBSI3aHHBIE C
(PMHAHCOBBIMHU CpEACTBAMHU, a TAKXK€ HA MHBIX JIOKYMEHTax, MpelyCMaTpUBaIOLIUX
3aBEPKY MOUIMHHOW MTOAIHCH.
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[leyatn 06e3 wu300pakeHus TepOa CTaBIATCS Ha KOMUSAX JOKYMEHTOB IS
yIOCTOBEPEHUS UX COOTBETCTBUS MOIJIMHHUKAM.

[lewaTs mpocTaBisieTcsi, Ha CBOOOIHOM OT TEKCTa MECTE WJIM 3aXBaThIBas 4acThb
HAaUMEHOBAHUA JTOJDKHOCTH, TaK, YTOObl OCTABAIKMCH BUAHBI MMEIOIIMECS Ha IEeYaTh
HAAMUCU M U300paKEHHUs, HE 3axBaThiBasi COOCTBEHHOPYYHOM MOAMKMCH JIMILIA,
MOJINMKUCABIIETO TOKYMEHT.

(B pen. npukaza YYHuUT ot 26.11.2025 Ne 3372)

B nokymeHTax, MOJrOTOBJIEHHBIX HA OCHOBE YHU(PHUIIMPOBAHHBIX (POpM, Meyath
CTaBUTCS B MeCTe, 0003HaUeHHOM O0TMeTKOM «M.IL» («Mecto neuatn»).

[ rpuxkon (QR-xox) nokymeHTa

[Irpuxkon (QR-xox) mg0OKyMeHTa pa3MemialoT B MPABOM HIDKHEM  YIIIy
JOKYMEHTa, a MPU OTCYTCTBUU CBOOOJHOIO MECTa — B IIPAaBOM BEPXHEM YIUIy WIH HA
IpPYroM CBOOOJHOM OT TEKCTa MECT€ JOKYMEHTa i1 aBTOMAaTH3allMd IIOHMCKa
JOKYMEHTa B THPOPMALIMOHHON CUCTEME.

(B pen. npukaza YYHuT ot 26.11.2025 Ne 3372)

OT1MmeTKa 0 3aBepKe KONMH

Texkcr konmuu JOKyMEHTa JOKEH ObITh MOHATHBIM. McnpaBieHuid, MOIYUCTOK,
MPUIHUCOK HE JOJHKHO ObITh. /{151 CBUIETENTHCTBOBAHMSI BEPHOCTH KOMUHU (BBIMUCKU U3
JOKyMEHTa) TMOJJIMHHUKY JOKYMEHTa Ha TOCJIEJHEM JIMCTE KOMUU (BBITUCKU U3
JOKYMEHTA), Ha CBOOOJIHOM MECTE€ O]l TEKCTOM oopmisieTcs pekBU3UT «OTMETKa O
3aBEpPKE KOMUN», BKIFOYAIOIIIHNA:

- cnoBo «Bepnoy», nnm «Konus BepHay;

- HAMMEHOBaHUE JOJHKHOCTH JIUIA, 3aBEPUBILIETO KOIHIO;

- JIMYHYIO NOANKCH, pacIM(pPOBKY MOIUCH;

- me4arh (MpU TPEACTaBICHUU KOMUU WM BBIITMCKU U3 JJOKYMEHTa B JIPYTYIO

OpraHU3aluIo).

Hanpumep:
Bepno (Konus BepHa)
Haganpauk ob1iero otaena Iloonucw J[.®. PaxumoBa
« » 2023 rona Ileuamso

Ecnu okyMeHT COCTOUT U3 MHOTOCTPAHUYHBIX KON (BBIMMUCOK U3 JOKYMEHTA),
TO HEOOXOJUMO CHIMTh JIOKYMEHT HUTKaMH WM CKOOOM, MPOHYMEpOBaTh, CBEPXY
NIEPBOM CTPAHUIIBI TOCTABUTH «KOIHS», Ha 00paTHON CTOPOHE 3aBEPIIAIOIIETO JTUCTA B
TOUYKE COEAMHEHMsI 0003HaUNUTh: «Bcero mpoHymMepoBaHo, MPOLUIHYPOBAHO, CKPEIICHO
MevyaThio JIUCTOBY, Me4YaTh, OTTUCK IIITaMMa, JaTy, MOJANUCh U paciiuGPOBKY MOAMUCH
YIOJIHOMOYEHHOT'O JIUIIA.

B0O3MOXXHO  HW3rOTOBJIIEHME  COOTBETCTBYIOLIErO  IITaMmma, B  KOTOPOM
POCTABIIAETCS JIMUHAS OJINKCH U paciuPpoBKa MOANUCH HaYaIbHIUKA OOLIETro OTAea
VYHuBepcurTera, Ha4yaIbHUKA OTENIa ApXUBHOTO JOKYMEHTOBEACHUST Y HUBEPCUTETA WU
JIPYroro MOJBKHOCTHOTO JIMIA, YITOJHOMOYEHHOTO 3aBEpsTh JaHHbIC KOMUU. JInuHas
MOJIKUCH 3aBEPUTENIS B IITAMIIE TAKXKE MOJITBEPIKIACTCS TIEYATHIO.

OTMeTKa 0 3aBepKe KOMUU JOKYMEHTA JTOMOJIHIETCS 3alIUChI0 O MECTE XPAHEHUS
OpUTHHANA, C KOTOPOTO ObLJIa U3TOTOBJICHA KOS, U 3aBEPSAETCS IMeUaThIO OpraHU3allnuu,
€CJIM KOIHUSI BBIAAETCS ISl IPEACTABIEHUS B IPYTYIO OPraHU3alHIo.
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Hanpumep:
[ToATMHHUK TOKYMEHTa HaXOIUTCS
B (HaMMEHOBAHUE OPraHU3AIINH)
B nejie Ne....3a ... TOx
CnenuanucT no nepcoHary Lloonuce A.A. lBanoBa
« » 2023 rona Ileuams

OT1meTka 00 uCOTHUTEJIE

OtmeTka 00 MCHOJHUTENIE JOKYMEHTA MPOCTABISIETCS B JIEBOM HUKHEM YTy
JUIEBOM CTOPOHBI MEPBOrO0 WJIM TOCJIEIHEr0 JUCTa TMOJJIMHHUKA JOKYMEHTa C
MCTIOJIb30BAaHMEM KEIJIsl Ha JBa IMMyHKTAa MEHBIIEr0 pa3Mepa, 4eM OCHOBHOM TEKCT.

(B pea. npukaza YYHuT ot 26.11.2025 Ne 3372)

OtMmerka BKIOYaeT (GaMUIUIO, WM, OTYECTBO WCIOJHUTENS, HOMEpP €ro
tenepona. OrTMerka 00 WCTIOTHUTENE MOXKET JIOMOJHATHCS HAWUMEHOBAaHHUEM
JOJDKHOCTH, CTPYKTYPHOTO TOAPA3CICHUS U SJIEKTPOHHOTO a/Ipeca UCTIOJHUTEIIA.

Hanpumep:

Paxumosa /lunapa ®@appaxosHa,
oOuuit 0TaeN, HaYaIbHUK,

+7 (347) 273-67-78,
89083503580
Rahimova.df@ugatu.su

B nokymeHTax, MMEIOIMUX OTMETKY O KOH(PUACHIMAIBHOCTH, OTMETKa 00
VCIIOJIHUTEJIE MPOCTABIIAETCS Ha OOOPOTE IOCIETHErO JIMCTa KaKIOro SK3EMILIIpa
JOKYMEHTa U BKJIIOYAET B Ce0s: yKa3aHHE KOJIMYECTBA OTHEYATAHHBIX AK3EMIUISIPOB,
(daMunuoo ucnoJHUTENs, (pamMuiIdio padOTHHKA, W3rOTOBUBLIETO JIOKYMEHT, JaTy
neyaTaHusi JOKyMEHTA.

Ha pokymeHTe, MOATOTOBJIEHHOM IO MOPYYEHUIO PYKOBOIAUTENS TIPYNION
UCTIOJTHUTENEH, B OTMETKE 00 UCTIOJIHUTENE YKa3bIBAETCSI OCHOBHOM MCIIOIHUTEIb.

OTMeTKa 0 MOCTYIUICHNH JOKYMEHTAa

OTMeTka O NOCTYIJIEHUM JOKYMEHTAa B YHUBEPCUTET IMPOCTABIISIETCS B BUJE
mraMna paOOTHUKOM OOIEro oTaejaa YHHUBEPCUTETa U COACPKHUT OYepeaHOMN
NOPSAJIKOBBI HOMEDP; HOMEpP IANKH, B KOTOPOM XPAHUTCS KOPPECHOHICHLMS; ATy
HNOCTYIUIEHUS JOKYMEHTa (IIp1 HEOOXOIMMOCTH — BPEMsI IIOCTYIUICHHUS).

JIOKyMEHTBI, IMOCTYNUBUIME B YHUBEPCUTET C HAPOYHBIM, B TEYEHHE OJHOIO
pabodero IHS CHAIOTCA B OOLIUI OTAEN Y HUBEPCUTETA HA PErHCTPALIUIO.

OT1merKa 00 HCIIOJTHEHUH JOKYMEHTA

OtMmeTka 00 MCHOJHEHUU JTOKYMEHTa M HalpaBiICHUH €ro B JIEJO BKIIIOYAET B
ceOsl ClIeIyIOIINE JaHHbIE: CChUIKY Ha 1aTy U HOMEpP JOKYMEHTA, CBUIETENIbCTBYIOIIETO
0 €ro MCHOJIHEHUHU, WU TPU OTCYTCTBUU TAKOTO JOKYMEHTa — KpaTKhe CBeAeHUs 00
UCTIOJHEHMH; cioBa «B nenoy». OtmeTka 00 MCIIOJHEHUM JTOKYMEHTA U HalpaBICHUU
€ro B J€J0 TOJIUCHIBAETCA M JAaTUPYETCS MCIOJHUTENEM JOKYMEHTa WJIU
PYKOBOJHTENIEM CTPYKTYPHOI'O MOAPA3AEICHUS,, B KOTOPOM HCIOJHEH JOKYMEHT.
OOs13aHHOCTH MO OCYILECTBICHUIO KOHTPOJS 3a HCIOJHEHHUEM JOKYMEHTOB B
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YHuBepcutere BO3I0KEHbI Ha 001munit oTen. CBeeHus 00 MCIOTHEHUH TOKYMEHTA I71s
CHSITUS UX C KOHTPOJISI HEOOXOMMO MPEJCTABIATh B 00K OT/AeN Y HUBEPCUTETA.

OTMmeTKa 0 KOHPUACHUMATBLHOCTH

B coorBerctBun c IlonoxxkenueM o mnopsiake oOpallieHus co  CiyKeOHOU
uH(popMaIMell  OrpaHMYEHHOTO  paclpocTpaHeHuss B  (delnepaibHBIX  OpraHax
UCIIOJTHUTEIBbHOM  BJIAacTH, yTBepxkIeHHbIM IlocTtaHoBimennem IIpaBuTenbcTBa
Poccuiickoii denepanuun ot 3 HosOpst 1994 1. Ne 1233 (B pen. Ilocranonenus
[IpaButensctBa P® ot 20.07.2012 Ne 740), ormMeTka 0 KOH(PHUACHIIMAIBLHOCTH Ha
TOoKyMeHTax mMmeeT Bui «J[[ns cmyxeObHOro moms3oBanus» ([ICII). Ha ocHoBanuu
WucTpykuun o mopsiake oOpalieHus co ciay)eOHoW nmHpopMmanueld OrpaHHYeHHOTO
pacnpocTpaHeHHus B Y QUMCKOM YHHUBEPCUTETE HAYKH U TEXHOJIOTHH, YTBEPKICHHON
npukazoM Y YHuT ot 04.07.2023 Nel745, oTMeTKa NpOCTABIISIETCS B BEPXHEM MPABOM
YTy MEpBOro JIMCTa JOKYMEHTa W JOIMOJHSETCS YKa3aHMEM HOMEpPa HK3EMIULIpa
JOKyMEHTA.

OTMeTKa 0 KOHTPOJIE CBUCTEIIBCTBYET O IOCTAHOBKE JIOKYMEHTA HAa KOHTPOJIb,
pocTaBisAeTCs WTaMIioM «KOHTpoIb» Ha BEpXHEM 10JIE JOKYMEHTA.

OrMeTKa 00 MCIIOJHEHMH W HANPABJEHUHM JTOKYMEHTA B J€JI0 OINpPEHCISIET
MECTO XpaHEHHUs JOKYMEHTA MOCJIe 3aBEepIICHHs padOThl C HUM M BKJIIOYAET: ciioBa «B
JIEJI0», UHAEKC JIeJla [0 HOMEHKJIAType JeJl, B KOTOpOE IMOMENIAeTCsl JOKYMEHT Ha
XpaHEHUue, ¢ yKa3aHueM T0/a, JOHKHOCTH JHIa, OOPMUBLIETO OTMETKY, MOJIKUCH,
JaThI.

OrMeTka 00 WCHOJHEHWHM W HANpaBICHUU JOKYMEHTa B JI€JI0 MOKET
JOTOJHATHCA KPAaTKUMU CBEAEHUSMU 00 OCOOCHHOCTSAX UCIOJHEHUS TOKYMEHTA.

OtmMmeTka 00 UCTIOJIHEHUH JOKYMEHTA U HAIIPABIIEHUH €r0 B JIEJI0 MOIUChIBACTCS
U JaTUPYeTCsd HCIOJHUTENEM JIOKYMEHTa WM PYKOBOAUTEIEM CTPYKTYPHOTO
MO/Ipa3ieNieHus, B KOTOPOM UCITOJIHEH JOKYMEHT.

3.4. Oco0eHHOCTH MOATOTOBKH
1 ohopMJIeHUSA OTAEJbHBIX BU0B JOKYMEHTOB

B ngesarenpHOoCcTH YHHBeEpcHUTETa CO3Ja€TCSl KOMIUIEKC OpraHU3allMOHHO-
paclopsiAUTENbHBIX U MH(POPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB: IOJIOXKEHMS,
OpaBujia, HWHCTPYKUMHU, PpEIJIAMEHTBI, TpPUKa3bl, pPACIOPSHKEHUS, MEpEeyHH,
KJIaCCU(PHUKATOPBI, MPOTOKOJBI 3aCeJaHUM, aKThl, TOKJIAIHbIE U CIIy>KEOHbIE 3aITUCKHU,
JIOTOBOPHI (corianieHus), Aeaopas (Ciy»keOHasi) mepenucka u Jip.

Pemienns KoJilerMagbHBIX OPraHOB O(OPMIISIIOTCS MPOTOKOJAaMHU 3acelaHui
KOOPAMHAIIMOHHBIX M COBEIIATEILHBIX OPTaHOB.

B 3aBucmmMocTH OT KOHKpPETHBIX 3aJa4 yIOpPaBICHUS B ACSATEIbHOCTH
YHuBepcuTeTa CO3Aa0TCs APYTrUe BUIBI TOKYMEHTOB: IIJIaHbI, IPOTHO3bI, TPOTPAMMBI,
OTYETHI U T.1.

B ycTaHOBIEHHBIX 3aKOHOJATENBCTBOM CIIy4asX B YHUBEPCUTETE MOTYT
U3/1aBaThCs aKThl COBMECTHO C JIPYTUMH OpraHM3alMsIMH IO  BOIPOCaM,
MPEICTaBIISIONINM B3aUMHBIN MHTEpEC U BXOASIIMM B KOMIETEHIIMIO 00EUX CTOPOH.
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Takue akTbl 0hOPMIISIFOTCS M ITyOJIMKYFOTCS KaK €IUHBIA JOKYMEHT (IIPHKa3, TPOTOKOJI,
MOJIOXKEHUE U JIP.).

3.4.1. Ilosi0:keHne, NPaBWIa, HHCTPYKIUSA

IMosokeHne — HOPMATHUBHBIM ITPABOBOM aAKT, NE€TAJIbHO PErIAMEHTHUPYIOIINN
oOlue npaBujia OpraHU3ali U BHIIOJHEHHS] pabOT MO KOHKPETHOMY HaIlpaBJICHUIO
cdepsl IesITeTbHOCTH.

IIpaBuiaa — [OKYMEHT, pETJIAMEHTUPYIOIIMN TMOPSOOK  OpraHu3aluu
ONPENEIECHHOTO BUAA JEATEIbHOCTH B Y HUIBEPCUTETE.

[IpaBuia 3aKperuIsIOT HOPMBI U TpeOOBaHUsA, 00s3aTeIbHBIC IJIs1 BHITIOTHEHHUS.

B nHCcTpyKIMU H31araeTcs NOpsAI0K OCYIIECTBICHUS KAaKOM-THOO0 NeSTENbHOCTH
WIM TIOPSJIOK NPUMEHEHHS IOJIOKEHUM, 3aKOHOB M HMHBIX HOPMATHBHBIX IMPaBOBBIX
aKTOB.

IHon0:xeHusl, MPpaBWJIA M MHCTPYKIHMH MPUMEHSIOTCS KaK CAMOCTOSITEIbHBIC
HOPMATHBHBIE  JIOKAJIBHBIE AaKTbhl, YTBEP)KIA€Mble PEKTOPOM  YHHUBEPCHUTETA.
VYTBepxkaenue odopmisieTrcss B Gopme rpuda YTBEpKICHUS WIM IyTeM HU3JaHus
pacnopsAIUTEIbHOTO TOKYMEHTA.

[Topsimok TOArOTOBKM NPOEKTa TMOJIOKEHUS, NPaBWI WIA HHCTPYKIIHH
COOTBETCTBYET O0OLIEMY NOPSAJKY MOATOTOBKH MPOEKTOB HOPMATHUBHBIX aKTOB.

TexkcTr mnpoeKkTa IOJNIOKEHUS, MPAaBWI WIA HHCTPYKIMM II€YaTaeTCs Ha
CTaHJapTHBIX JIUCTaxX Oymaru popmara A4.

Texer H3nMaraercsa OT TPETHEro JIMIA E€IMHCTBEHHOIO WM MHOXECTBEHHOTO
yucna. llpu 3TOM HCHONB3YIOTCS CJOBA: «IOJDKEH», «CIEAYET», «HEOOXOIUMOY,
«3aIpeIaeTCs, KHE JOMYCKAeTCsI.

3aroJ10BOK K TEKCTY MOJIOKEHUS, IPABUII UJIM UHCTPYKIIMK OTBEYAET HA BOIIPOC
«O 4yem?». 3arojoBOK K HMHCTPYKLHH, COAEPKAIIUN IJOJKHOCTHBIE TPEOOBAHUS M
MOPSIIOK MPOBEAEHUS padoT (IOKHOCTHASI MHCTPYKIMS ), OTBEYaeT Ha BONpoc «Ybs?»
(manpumep, «/l0JKHOCTHAS MHCTPYKIUS TJIABHOTO CIIELIUAIIACTA).

KoHcTratnpyromiei 4acTbo IMOJI0KEHNS, IPABUII WJIM HHCTPYKLIHH CITY>KUT pa3aen
«O0111e MoNokKeHHsD», B KOTOPOM YKa3bIBalOTCSI OCHOBAaHMs pa3pabOTKHU, OCHOBHOE
Ha3HAYeHHE HOPMATHUBHOIO TMPaBOBOrO akTa M cdepa ero pacnpocTpaHeHUs,
OTBETCTBEHHOCTH 33 HAPYIIEHUE YCTAHOBIICHHBIX ITPABHJL.

OCHOBHOI TEKCT IOJIOKEHUS, NMPABUI WM WHCTPYKLIMH MOXET HEIUThCS Ha
IJIaBbl, IyHKTHI U MOANYHKTHL. ['J1aBbI JOJKHBI UMETh HA3BAHHUS.

['naBbl HyMepyroTCd pUMCKUMU HUppamu. [ITyHKTBI M MOANYHKTH HYMEPYIOTCS
apaOckumu U pamMu ¢ TOYKOM Ha KOHIIE.

O6pazen; opopmiienus nosoxenus (Ilpunoxenue No 7).

[Tonoxenusi, mpaBuiIa, UHCTPYKIUU BU3UPYIOTCSI PYKOBOJIUTENIEM CTPYKTYPHOTO
nojpaszieeHusI-pa3paboTyMKa, COTJIACOBBIBAIOTCS C TEMH  MOJpa3JeieHUsIMU
VYHuBepcurera, AEATENBHOCTh KOTOPBIX MPEAYCMOTPEHA MpU peaan3alyyd JTaHHOTO
JOKYMEHTA, a TAKXKE C IPABOBBIM YIPABIECHUEM M YIPaBICHUEM NEPCOHANA, a 3aTEM
YTBEPKIAKOTCS PEKTOPOM YHHUBEPCUTETA WM MO €ro IMOPYYEHUIO IPOPEKTOPOM
VYHuBepcutrera IMyTeM M3JaHUS MpUKa3a 00 YTBEPKIACHUM JIOKyMEHTAa WU
MPOCTaBJICHUEM IpUda yTBEpKIACHHUS.
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3.4.2. Ilpuxa3, pacnopsizkeHue

[Ipuka3 mpencraBiser co0OM pacHOpsAUTENbHBIA aKT HOPMATUBHOIO WITU
HEHOPMAaTUBHOIO  XapakTepa, HW3JaBacMbli  YHUBEPCUTETOM B  Ipeaenax
YCTAHOBJICHHOW KOMIETEHUHUH [JIsl pPEaln3alli IOJHOMOYUI B COOTBETCTBHHM C
®enepanbHbIM 3aKOHOM OT 29.12.2012 Ne 273-03 «O06 obpazoBanuu B Poccuiickoi
denepannn», HOpPMaTUBHBIMHU ITPABOBBIMU akTaMu Poccuiickor Penepanniv 1 Y CTaBOM
VYHuBepcuTeTa, W HaNpaBICHHBIM Ha OpraHU3allMIo, YMpaBlIeHHE M oOecleyeHue
(GYHKIIMOHUPOBAHUS Y HUBEPCUTETA.

[Tpuka3 opopmisiercss Ha yTBepkaeHHOM Onanke «IIprka3» u JoKeH conepKaTh
cienyromue 00s13aTeNnbHbIe PEKBU3UTHI:

- HaWMEHOBAHME OpraHU3aluu;

- Buj nokymenTa («[TPUKA3y);

- JIaTy ¥ PETUCTPALIMOHHBIN HOMED;

- MECTO U3JaHus;

- 3aroJIOBOK K TEKCTY;

- TEKCT JOKYMEHTA;

- MOJIHUCHh PYKOBOJUTEIIS.

dopMa U cocTaB OJlaHKa YCTaHABIIMBAIOTCS B COOTBETCTBUHU C TPEOOBAHUSAMHU
I'OCT P 7.0.97-2025 n nokanbHBIMA HOPMATUBHBIMHU aKTaMU Y HUBEPCHUTETA.

3aroJoBOK K TEKCTYy IMpHUKa3a AOJKEH KPaTKO U TOYHO OTPa)XaThb COJEpIKAHHE
TEKCTa NpHKa3a. Toyka B KOHIIE 3arojIOBKa HE CTaBUTCS. 3arojIOBOK I1€YaTaeTCs
MOy KUPHBIM IPUPTOM yepe3 | MeKCTPOUHBIN MHTEPBAJL.

Hanpumep:

06 ytBepxaeHun MHCTpYKIIMK 1O 1€TONTPOU3BOICTBY

B Y (prMCKOM YyHHBEPCUTETE HAYKH U TEXHOJIOTHA.

3arogoBOK K JOKyMeHTaM, OGOpPMIICHHBIM Ha OJIaHKax C MPOJ0JIbHBIM
PaCIOJIOKEHUEM PEKBU3UTOB, BEIPABHUBAETCS 10 LEHTPY.

TekcT oTaensercs OT 3arojioBka 2-3 MEeXCTPOUYHBIMU UHTEPBAIaMU U MIe4aTaeTCs
mpudTom pazmepom Ne 14 yepes 1,5 untepBasna ot J€BOM rpaHUIBI TEKCTOBOTO TOJIS U
BBIPABHHUBAETCS I10 JIEBOM U MPABOM IPAaHUIIAM TEKCTOBOTO IMOJISI.

[TepBas ctpoka ab3ara HAYUMHAETCS HA pacCTOSHUU 1,25 ¢M OT JIeBOM T'paHUIIbI
TEKCTOBOTO ITOJISI.

TekcT mpukasza, Kak IpaBUJIO, JOJKEH COCTOSITh U3 2 YacTel: KOHCTATHUPYIOIIEH
(npeamOyIibl) ¥ pacopsIAUTETLHOM.

B koncmamupyroweii uacmu KpaTKO H3NararoTca Ieidu W 3a1adyu, (DakTel u
COOBITHUSI, TIOCTY>KUBIITUE OCHOBAHUEM JUIsI U3JaHus Npuka3za. OHa MOXKET HAUMHATHCS
CJIOBaMH «B LIEJISIX», «B COOTBETCTBUMN», «BO HUCIIOJHEHHUE». ECIIM IpuKa3 u3gaercs Ha
OCHOBAaHUM JIPYTOro JOKYMEHTa, TO B KOHCTAaTUPYIOIIEH YacTH YyKa3bIBACTCA
HAaMEHOBAaHHUE JTOTO JOKYMEHTa B TBOPUTEIBLHOM IMajeXe, €ro jara, HOMEp H
3aroJIOBOK.

[IpeamOyna B mpuKazax 3aBepIIacTCs CIOBOM «IPHUKA3bIBAIO», KOTOPOE
MeYaTaeTcsl CTPOYHBIMUA OyKBaMH.
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Pacnopsioumenvrnasn uacms 1OXKHA COAEPHKATH IEPEUUCICHUE PETACHIBAEMbIX
JNEUCTBUN C YKa3aHUEM MCIOJHUTENS KaXJO0ro JCHCTBUS U CPOKOB HUCIOJIHEHHUS.
PacniopsiauTenbHasi 4acTh MOXKET JCJNUTHCS HA IMYHKTbl M TOJAMYHKTHI, KOTOpPbIE
HyMepyloTcsa apabckumu udpamu. J(elcTBUS OJHOPOJAHOTO XapakTepa MOTYT ObITh
NepeurciieHbl B OJHOM MyHKTe. B kauecTBe MCIIOMHUTENEH YKA3bIBAIOTCS KOHKPETHbBIE
paOOTHUKU CTPYKTYpPHBIX TMoApa3zieneHuid YHuBepcutera. [lociaeanuii myHKT
pacnopsIMTEIbHON 4YacTH, KaK TMpPaBWIO, COACPKUT CBEACHUS O pabOTHUKE
CTPYKTYPHOTO TMOJApAa3AeNeHUs WIH JOHKHOCTHOM JIMIle, Ha KOTOpOE BO3Jaraercs
KOHTPOJIb UCIIOJIHEHHSI IPUKA3a.

Ecnu nmpuka3 mpuszHaeT yTpaTUBUIMM CWJIY WJIM OTMEHSAET paHee W3JaHHBIN
MPUKa3 WIK KaKWe-TO €ro MOJOKEHUS, TO OJUH U3 MMYHKTOB PACIOPSAIUTEIbHON YacTH
TEKCTa JIOJDKEH COAEpPKaTh CChUIKY Ha OTMEHSEMbIM NpHKa3 (IyHKT IpUKa3a) C
YKa3aHUEM €ro AaThl, HOMEpA U 3arojoBKa. TeKCT MyHKTa JOJKEH HAYMHATHCS CIIOBaMU
«lIpu3Hath yTpaTMBIIMM CHJIY MPHUKA3 OT .......... No (.ol » Wi «OTMEHHUTh
OPUKA3 OT ........... Ne ool ». O0pa3ipl 0hopMIIEHHSI TPUKA30B yTBEPKICHBI
npukazoM YYHuT ot 05.04.2023 Ne 789.

[ToaroToBka TEKCTOB TMPOEKTOB MPUKA30B OCYIIECTBISIETCS pPaOOTHUKAMU
VYHuBepcuTera B TMpejenax WX JOHKHOCTHBIX OO0S3aHHOCTEH, PYKOBOIUTEISIMU
CTPYKTYPHBIX TMOJpa3/IeICHU WJIM WHBIMHA YIOJIHOMOYEHHBIMU JOJKHOCTHBIMH
JUIAMHA Ha OCHOBAaHUU TMOPYYEHUH DPEKTOpa, MPOPEKTOPOB JHOO MO COOCTBEHHOM
WHUIINATUBE.

[Ipu pacneyaTke npuKa3oB Ha 0OOPOTHON CTOPOHE MOCIETHETO JIMCTA KaXKI0TO
MpuKa3a  pa3MellaeTcs JIMCT  COIVIACOBAaHMs,  NOMJIEKAIIMA  3alOJHEHUIO
COOTBETCTBYIOIIMMU JOJKHOCTHBIMU JiMaMu ((opma coriacHo [punoxenuto Ne 9).

[IpoekThl MpUKa30B MO KaJAPOBBIM BOIIPOCAM FOTOBUT YIPABJICHHUE IIEPCOHANIA HA
OCHOBAHWM COOTBETCTBYIOIIMX YKa3aHUN PEKTOpa YHHUBEPCUTETA WA MPOPEKTOPOB
YHHBEpPCUTETA, a TAKKE IPEACTABIEHNNA PYKOBOJAUTENEN CTPYKTYPHBIX MOAPA3ICIICHAN
U (WK 3as1BJIEHUH paOOTHUKOB Y HUBEPCUTETA, B COOTBETCTBUH C YHUDUIIMPOBAHHBIMU
dbopmamu, yrBepkaeHHbIME [locTtanoBnenuem I'ockomcrata P ot 05.01.2004 Ne 1.
CornacoBanue (BU3HUPOBAHME Y COOTBETCTBYIOIIUX JODKHOCTHBIX JIMI[) MPOEKTOB
NPUKA30B 10 JUYHOMY COCTaBy paOOTHUKOB YHUBEpPCUTETa OOECIIECUMBACTCS
pabOTHUKAMU YIIpaBIIEHUs MTEPCOHAIA.

CBOEBPEMEHHOCTh ~ KAaUYE€CTBEHHOM  IMOATOTOBKM  MPOEKTOB  MPHKA30B,
COTJIaCOBaHME (BU3UPOBAHUE Y COOTBETCTBYIOIIUX JOJIKHOCTHBIX JIUIL), OTCIEKUBAHHE
X0Jla COIJIaCOBaHHUA, a TAKXKE OMNEPAaTHBHOE BHECEHHWE W3MEHEHWI BO3JlaraeTcsi Ha
WHUIIMATOPOB MPOEKTOB MPUKA30B.

PykoBoguTenb CTPYKTypHOTo mHOApa3feneHus (MHOW pabOTHUK B MpeAesax
JOJKHOCTHBIX O0S3aHHOCTEH, MOJDKHOCTHOE JIMIO, WHUIIMMPOBABIIEE IOATOTOBKY
IPOEKTa) HECET OTBETCTBEHHOCTh 3a OOECHEeYEeHHE JIOCTOBEPHOCTH, MOITHOTHI U
aKTyaJIbHOCTH COJEp>KaHMsI TPOEKTa NpHKa3a WIM PaCIOpsDKEHHs, a Takke 3a
coOmroienre TpeOoBaHu K ero 0(OpMIICHHUIO, BKITFOYAs TIPABOBYIO U CTUITUCTUYECKYIO
KOPPEKTHOCTh, CJIEIOBAHWE HOpMaM OQUIIMATBLHO-JEIOBOTO CTUJISI U TOJOKCHUN
I'OCT P 7.0.97-2025, npaBuniam opdorpaduu 1 mMyHKTYaIIUH.
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Ecnu st cOOTBETCTBYIONIETO BHAA MPHUKAa3a WM PACHOPSIKEHUST YTBEPIKICHA
TUNoBass (GopMa B COOTBETCTBUM C JIOKAJIbHBIMM HOPMATUBHBIMH aKTaMU
YHuBepcurera, IPOEKT JOKYMEHTA MOJIT0TABIUBAETCS CTPOTO MO 3TOM opme.

ITonrotoBka © cOrjacoBaHWE MPOEKTOB IMPUKA30B M PACHOPSIKEHUI
OCYILIECTBJISIETCA MO YCTAaHOBJICHHOMY MapuUIpyTy, BKJIIOYas HCHOJIb30BAHUE
COOTBETCTBYIOIIEH  MHGOPMAIMOHHOM  CUCTEMBbl  YHHBepcuTeTa.  Mapupyt
COTJIACOBAHMS OMNPENEIAECTCS B 3aBUCUMOCTH OT COAEPKAHUS JIOKYMEHTa, Kpyra
3aTparuBa€MbIX BOIIPOCOB U MOJTHOMOYMI CTPYKTYPHBIX NOAPA3ACICHUM.

OdunmanbHo yTBEpKACHHBIC (POPMBI MPOEKTOB MPUKA30B M PACTOPSDKCHHM, a
TaK)K€ MapuIpyThl MX coriacoBaHusi myOnukyiorcs B IlpaBoBoit 6aze YVYHuT u
SIBJISIFOTCST 00S13aTENIBHBIMU JJIsI TPUMEHEHHSI BCEMU CTPYKTYPHBIMU MOAPa3ICICHUIMHI
YHuBepcurera u ero punuanamu.

Peructpamuss ¥ KOHTpPOJIb 3a MPaBWIBHOCTHIO O(GOPMIICHHS MOMIMHHUKOB
MPUKA30B U PACHOPSHKEHUN MO OCHOBHOM JESITEIBHOCTH M IO JIMYHOMY COCTaBY
oOydJaronuxcsi OCYIIECTBISIOTCS  00mMM  otTaeroMm YHuBepcuteta. [lpu  stom
IPOBEPSETCA COOTBETCTBUE TOKYMEHTOB:

- YCTaHOBJIEHHBIM (opMaMm;

- TpeOOBaHUSAM K PEKBU3UTAM;

- HAJIMYUIO BCEX HEOOXOUMBIX COTJIACOBAHUHU.

Peructpamuss u oOecrnedueHue MNPaBUILHOCTH OGOPMIICHUS TOJIMHHUKOB
NPUKA30B, PACHOPSHKEHUN MO KaJApPOBBIM BOMPOCAM OCYIIECTBIIAECTCS YIPaBICHUEM
MepcoHaa.

Peructpanuss u oOecrnedueHne MNPAaBUIBHOCTH OQPOPMIICHUS MOIJIMHHUKOB
MPUKA30B, PACHOPSDKEHUN MO JOMOJHUTEIbHOMY OOpa30BaHUIO OCYIIECTBISACTCS
MHCTUTYTOM HEMPEPHIBHOIO 00pa30BaHUsI.

[TpoekT mpukasa uim pacropsiKeHusl, 3aTparuBarOIIUi 1eITeIbHOCTh OHOTO WU
HECKOJIbKUX CTPYKTYPHBIX MOJpa3/ieIeHut MO0 mpeaycMaTpUBAIOIINN MTOPYUECHUS UX
PYKOBOJIUTEISAM, TOMJICKHUT 005S3aTEIbHOMY COTJIACOBAHHIO C COOTBETCTBYIOIIUMH
PYKOBOJUTEISMH J10 TPEACTABICHUS HA OJNKUCH PEKTOPY WUITU IIPOPEKTOPY.

OO6mmit oTaen VYHUBEpPCUTETa BIpPaBe OTKIOHUTH TMPOEKT TMpUKa3a WIH
paCHOPSIKEHHUS 10 €r0 MOAMUCAHUS PEKTOPOM WM MPOPEKTOPOM B CITydae:

- OTCYTCTBUSI BH3 COTIJIACOBAHMSI CO CTOPOHBI PYKOBOJUTENEH CTPYKTYpPHBIX
NOAPA3ACICHUM, Ubsl AEATEIBHOCTD 3aTParuBaeTCs TOKYMEHTOM;

- HECOOTBETCTBUS (OPMBI, COJECp)KaHUS JOKYMEHTa WM MapIipyTa ero
corjlacoBaHusi TpeOOBaHUSIM 3aKkoHoAaTeNbcTBa PD, YcraBa YHUBEpcUTETa M UHBIX
JIOKAJIbHBIX HOPMATUBHBIX aKTOB Y HUBEPCUTETA.

B TakoMm ciyuae mpoeKT BO3BpaIlaeTCs WHUIIMATOPY C YKa3aHUEM BBISBJICHHBIX
HEJIOCTaTKOB.

IIpu BHeceHHMM B TMpOIECCE COIJIACOBaHUS B MPOEKT IMpUKa3a HU3MEHEHUI
NPUHIUITHAIBHOTO XapaKTepa MPOEKT MOJICKUT MOBTOPHOMY COTJIACOBAHUIO.

JlaTou npukasa sBJIsSETCS JaTa €ro MOAIUCAHUS.

B YHuBepcureTe yCTaHOBJIEH CIAEAYIOMINEI MTOPSAI0K PETUCTPALUH IPUKA30B:

- BCE BHJbl MPHUKA30B IO OCHOBHOU JEATEIIBHOCTH W JIMYHOMY COCTaBYy
00yJaroIuXxcsi pEruCTPUPYIOTCS B 0011IeM OT/eNIe Y HUBEPCUTETA,;
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- TpUKa3bl MO JOMOJHUTEILHOMY 00pa30BaHUIO perucTpupyrorcs B Mucturyre
HEMpPEePbIBHOTO 00pa30BaHUS;

- TpuKa3bl o IM4HOMY cocTaBy padbotHukoB AVYIL, YBII, T1OII — B ynipaBnenuun
nepcoHania.

PeructpanrionHblii HOMEP M3/1aBaEMbIX Y HUBEPCUTETOM IPHUKA30B COCTOUT 3!
NOPSIAKOBOIO HOMEpPA B MpElesiax KaJICHAAPHOrO0 TOJa PEruCTPUPYEMOro MAacCHBa
JIOKYMEHTOB U JIOTIOJIHAETCA, TPU HEOOXOIMMOCTH, OYKBEHHBIM UHJIEKCOM.

[Ipuka3pl HOPMATUBHOI'O MPABOBOTO XapakTepa (MO0 OCHOBHOM JESITEIIbHOCTH)
IIOAIIMCHIBAIOTCA PEKTOPOM  YHHUBEPCUTETA WM JIMIOM, HCHOJHSIOIUM €0
003aHHOCTH HA [JaHHBII MEpUOJA, B COOTBETCTBUM C MPHUKA30M 00 HCIIOIHEHUHU
003aHHOCTEM.

Komun mnprka3oB HampaBiSIIOT aapecaTaM B COOTBETCTBUM C  yKas3aTeleM
(ciuckoMm) pacchbUikH. Pacchuika oCcyiecTBiIsieTCs OOIIMM OT/ACIOM Y HUBEPCUTETA.

[Ipukaspl MO JMYHOMY COCTaBy pPaOOTHHUKOB YHHUBEPCUTETA, OOYYaIOLIUXCS
MOTYT ITOANMCBIBATHCS ITPOPEKTOPAMU Y HUBEPCUTETAMH, B COOTBETCTBUHU C IIPUKA30M
VYHuBepcurera o pacupeieIeHUH 00s13aHHOCTEN MEX /1y IPOPEKTOpaMu Y HUBEpCUTETa
U JICJIETUPOBAHNUHM ITOJTHOMOYHUH PEKTOpa Y HUBEPCUTETA.

CrpykTypHBIE OApa3AeIeHNs Y HUBEPCUTETA, KpoMe MIHCTUTYyTa HENPEPHIBHOTO
oOpazoBaHusi U (UIMATIOB YHHUBEPCUTETa, HE BIPAaBE W3/aBaTh HOPMATHUBHBIE
IIPABOBBIE AKTBHI.

CoBMecCTHBIE TPHUKa3bl OpPraHU3alWil IEYaTArOTCA Ha CTAHJAPTHBIX JINCTax
oymaru ¢opmara A4 (210 x 297 mm).

[Ipu opopMieHNM COBMECTHOTO MpHUKa3a:

- HaMMEHOBAHUs OPraHU3AIMM PACIOJIATal0TCSA Ha OJHOM YPOBHE;

- HaNMEHOBAHHWE BUJA JOKYMEHTA — IPUKA3, PACIIOJIATaeTCs LIEHTPOBAHO;

- JlaTa COBMECTHOrO MpHKa3a — €IAuHas, COOTBETCTBYET nare Oosee Mo3aHEl
MOATNCH;

- PEruCTPalOHHBIM HOMEP JOKYMEHTA, COCTAaBJIEHHOTO COBMECTHO ABYMS H
0oJjiee opraHu3alUsIMU, COCTOUT U3 PErHCTPAIMOHHBIX HOMEPOB JOKYMEHTA KaXJ10i 13
ATUX OpPraHU3aLUi, TPOCTABIISIEMBIX YEPE3 KOCYIO YEPTY B MOPAJIKE YKa3aHHs aBTOPOB
B JJOKYMEHTE;

- IMOANMCHU PYKOBOJAUTENIEH OpraHU3alliii pacroiaratoTcs HIKE TEKCTa Ha OJJTHOM
YPOBHE.

PacnopsiskeHue mpeacTaBisieT co00M pacnopsiAUTENbHBIN aKT, U3/IaBaeMbli 10
OMEpPAaTUBHBIM, OPTraHU3ALMOHHBIM W HHBIM TEKYLIIUM BOIPOCAM JIESTEIIbHOCTU
YHuBEpcUTETa, HUMEKIIMN OrPaHUYEHHBIM CpPOK JEWCTBUSA M  aJPECOBAHHBIN
KOHKPETHBIM paOOTHUKaM U (MJIH) CTPYKTYPHBIM MOJIpa3ICICHUSIM.

PacnopsbkeHuss NOANMCHIBAET PEKTOP  YHUBEPCUTETA WM  HPOPEKTOP
VYHuBepcuTera B COOTBETCTBUM C MPUKA30M O paclpeeieHUH 00s13aHHOCTEH MEXIy
PEKTOpOM YHHUBEPCUTETA M MNPOPEKTOPAMHU YHHBEPCUTETA U  JACIETHUPOBAHHUU
OTAEIBHBIX ITOJTHOMOYUU PEKTOPa Y HUBEPCUTETA.

[lonroroBka u odopMiIeHHE pPACIOPSHKEHUN MPOBOJUTCS B COOTBETCTBUHU C
YCTaHOBJICHHBIM MOPSIKOM MOJATOTOBKU U 0OpMIIEHHS NPUKa30B. PacropsauTenbHas
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4acTh PACTHOPSDKEHUS HAYMHACTCA CIIOBOM  «IPEIJIarar:» WIH «OOS3bIBAI0:»
(ITpunoxxenne Ne 10).
(B pen. nmpukaza YYHuT ot 26.11.2025 Ne 3372)

3.4.3. IIporokoJ

IIpoTokoJ cocTaBisieTcsl HA OCHOBAaHUHU 3aIIMCEH, IPOU3BEICHHBIX BO BpPEMsI
3aceaHusl (COBEIIAHUA), MPEACTABICHHBIX TE3UCOB JOKIAJ0B U BBICTYIUICHUH,
CIIPABOK, IIPOEKTOB PELIEHUH U Ap. [IpOTOKOIIBI MOTYT M31aBaTHCS B IOJIHOW M KPATKOM
dopme, pu KOTOPOH OIMyCKAETCs XOA 00CYXKJIeHUsI BOMpoca U (PUKCUPYIOTCSI TOJIBKO
MIPUHSATHIE PELICHHUS.

Tekct nosnHoro npotokona (IIpunoxenue Ne 11), kak mpaBuiio, COCTOUT U3 ABYX
JyacTel: BBOJHOW W OCHOBHOW. B BBOJIHOI YacTH yKa3bIBalOTCS WHUIUANBI, (PaMHUINU
npeacenarens  (IpeacenaTeNbCTBYIOIIET0), CEKpeTaps, MNPUCYTCTBOBABUIMX Ha
3aceJaHUM U, IPU HEOOXOAUMOCTH, JIMII, IPUTJIAIIEHHBIX Ha 3ace/laHue (COBELAHUE).
Ecnu xonMuecTBO MPUCYTCTBYIOIIMX IPEBBIACT 15 4YeloBEK, B BBOJHOW YacTH
IPOTOKOJIA JEJIAeTCAd CChUIKA Ha CIHCOK, SIBJSIOIIMNCA HEOTHEMJIEMOM YacThbIO
IPOTOKOJIA.

Hanpumep:
[TpucyrcTBoBasin: 25 4enoBeK (CIMCOK MpUilaraeTcs).

Ecnu B 3aceganuu (coBeniaHMM) NPUHUMAIOT YYacTUE MPEACTABUTEIN Pa3HbIX
OpraHOB BJIACTH M OpPraHU3ALMM, YKAa3bIBAETCS MECTO PaOOThI U JTOJKHOCTh KaKJIOTO
muua. MHOrocTpoyHble HaMMEHOBAaHUS JOJHKHOCTEW MPUCYTCTBYIOLIUX IEYaTalOTCs
4yepe3 OJIMH MEXCTPOUYHBIM HHTEpBAIL.

BBonHas yacTh 3aKaHYMBAETCS MOBECTKOM JHS — MEpEYEHb PacCMaTpPUBAEMBbIX
BOIIPOCOB B MOPSAJKE WX 3HAYMMOCTH C YKA3aHHMEM JOKIATUMKA [0 KAKIOMY ITYHKTY
NMoBeCTKU JHs. Bompockl moBecTku aHs hopmynupyrorcs ¢ npemiorom «O» («O6»),
[IeYaTaroTCs OT FPAHULIBI JIEBOTO MOJISI, HyMEPYIOTCS apaOCKUMU [UPpPAMHU.

OcHOBHas 4acTh NPOTOKOJA COCTOUT U3 Pa3/esIOB, COOTBETCTBYIOUIUX ITyHKTaM
NOBECTKH JHA. TEKCT KaKa0ro pasjelia CTPOUTCA M0 CXEME:

CJIYIIAJIN:

BBICTYITNJIN:

[TOCTAHOBWJIN: vnu PELIAJIN:

OcHOBHOE cOJEpKaHHE [OKJIaJ0B W BBICTYIUIGHUNA BKJIIOYAETCS B TEKCT
IPOTOKOJIA WM MPUJIAraeTcsi K HeMy; B MOCJIEIHEM CIy4yae B TEKCTE JIeaeTcsl CHOCKA:
«Texkct BoicTyUIeHUs npuiaraercs». [loctanoBiaeHue (pelieHne) B TEKCTE MPOTOKOJa
neyaTaeTcs MOJHOCThIO; TPU HEOOXOIUMOCTH PUBOJATCS UTOTH TOJIOCOBAHUS.

Tekcr kpatkoro npotokoisa (IIpunoxenue Ne 12) Takxe cocTouT u3 2 yacteil.
B BBOJHOW 4YacTu yKa3bIBalOTCS MHHULMAIBI U (PaMHIIMK MpeECcelaTelbCTBYIOLIETO,
CeKpeTaps, a TaK)Ke HHUIMAIIBI U (DaMUITUH TPUCYTCTBOBABIUINX JIUII.

CnoBo  «lIpucyrcTBoBanmm» nedataeTcss OT TPaHHLBl  JIEBOIO  MOJH,
ITOAYEPKUBAETCS, MIOCTIE CIIOBA CTABUTCS IBOETOYHE.
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Cnucok oTAensieTcst OT OCHOBHOW YacCTH MPOTOKOJIA CIJIOIIHOM YEepPTOM.

B oCHOBHOI 4acTW MpOTOKOJA YKa3bIBAETCS HOMEP BOINPOCAa B COOTBETCTBUU
C IOBECTKOM JIHS, COJIEPKAHUE BONPOCA U NMPUHATHIC PELICHUS.

HanmMeHnoBanue Bompoca HymepyeTcs apaOCkod uudpodl W HayuMHAETCS C
npeniora «O» («O0»), meyaTaeTcst HEHTPOBAHO U MOTYEPKUBAETCA OJTHOM YEPTOM HUXKE
NocJieqHEH CTPOKM Ha pacCTOSHUM He Oosiee ofHoro wuHTepBana. [lom wyeprtoit
YKa3bIBAIOTCS (DaMMIIUK TOJPKHOCTHBIX JIUII, BRICTYIUBILIUX TIPU OOCYKJIEHUU TAHHOTO
Borpoca. @amMuum nevaTarTcs yepe3 | MexCcTpouHbId HHTEPBAI.

3areM yKa3bIBAETCS NPHHATOE IO BOMNPOCY pelIeHHEe (M Ppe3yJbTaThl
TOJIOCOBAHMS).

IIporokos mnoAMUCHIBa€TCA MPENCEHATENbCTBYIOIIMM Ha 3acCeJaHud H
cekperapeM. J[aToil mpoToKoIa SBISETCS AaTa 3aCEIaHUsl.

[IpoTokonaM mpuCcBauBarOTCs MOPSAKOBBIE HOMEPA B IMpEAeNiax KaJeHIAPHOTO
rojila OTJEJIBHO MO KaXXJOW rpyIlle MPOTOKOJOB [0 HOMEHKJIAType JAeJ: MPOTOKOJIBI
3acelaHUil pekTopaTa YHHBEpPCUTETa, 3ace€JaHMil Y4YeHOro CoOBeTa, Y4eOHO-
METOIMYECKOr0 COBETA, PEAaKINOHHO-U3AATEIbCKOTO COBETA, HAYYHO-TEXHUYECKOIO

COBETAa U JIp.
[IpuHsATBIC pELICHUS JTOBOJATCS 1O HCIOJHUTEIEH B BHUJIE BBIIHMCOK U3
npotokoyioB.  Komuu  MpOTOKOJIOB  TMPH  HEOOXOJAMMOCTH  PaCChUIAIOTCS

3aMHTEPECOBAHHBIM JHIaM. Komuu MpOTOKOJIOB © BBIIMCKUM W3 MPOTOKOJIOB
3aBepAIOTCA MeYaThio OOIIEro OT/AeIa Y HUBEPCUTETA.

[TpoToKOIIBI MEUaTarOTCs HAa CTAHAAPTHBIX JIncTax Oymaru popmaTta A4 mpudrom
Times New Roman Ne 14 1 uMmeroT cieayronue peKBU3UTHI:

HaumenoBanue noxkymenra — cioBo IIPOTOKOJI nedaraercs OT rpaHMIlbI
BEPXHETO MOJISI MPOMUCHBIMU OYKBAMH B Pa3psiKy, MOJYXKUPHBIM IipudTom Ne 17 u
BBIPABHUBAETCA I10 LIEHTPY.

Bua 3acepanms (coBeniaHusi) OTAENAETCS OT MPEIbIAYLIETO PEKBU3HUTA JABYMS
MEXCTPOYHBIMH HWHTEpBaJlaMH, T[e€YaTaeTcs TMOJYKUPHBIM IpudTom dyepe3 1
MEKCTPOUHBIM HHTEPBAI U BEIPABHUBAETCS 10 IEHTPY.

Mecto  mpoBedeHuss  3acemaHus  (COBENIaHMs)  yKasbiBaercs  (Tpu
HEOOXOMMOCTH), ¥ KOTO MPOBOJMJIOCH COBEIlAHWE, BHIPABHUBAETCS IO LEHTPY H
OTAENACTCS OT PEKBU3UTA «BUJ 3aCENAHUs JIMHEUKOM.

Jlata, HOMep NPOTOKOJa O(OPMIIAIOTCS CIOBECHO-IU(PPOBBIM CIIOCOOOM H
MEYaTalOTCsl YEpe3 JIBa MEKCTPOUHBIX MHTEpPBAJa HUXKE MPEIBIAYIIET0 PEKBU3HUTA.
Homep mnportokona mewataercss apaObCkuMu IudpamMu U COCTOUT W3 3HaKa No u
MTOPSAKOBOIO HOMEPA MPOTOKOJA.

OcHOBHas 4acTh IPOTOKOJIA ITeYaTaeTcs yepe3 1,5 MeKCTpOUHBIX MHTEpBAA.

Hoanucsr otaensieTcss OT TEKCTa TpeMsi MEXKCTPOYHBIMM HWHTEpBajaMu U
BKJIFOYAET HAWMMEHOBAHHUE JIOJHDKHOCTH NPEACENATENBCTBOBABUIEIO HA 3aCEIaHUU
(comenianuu), ero JUYHYIO MOJIKCH U €€ paciiu(poBKy.

HanmeHoBaHMe NOJDKHOCTU MEYaTaeTcs OT JIEBOM T'PaHUIbl TEKCTOBOTO IMOJIs
yepe3 OJIUH MEXCTPOUYHBIM UHTEPBATI U LEHTPUPYETCS OTHOCUTEIBHO CAMOW JJIMHHOU
CTPOKH.
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PacimmdpoBka mnonamucu pacmojaraeTcsi Ha ypOBHE IMOCIEAHEH CTPOKU
HAUMEHOBAHUA JIOJDKHOCTA C TPOoOeIoM MEXIy HHUIMAIaMd MMEHHU, OTY4eCTBa U
dbamunuent. Ilocnenusiss OykBa B pacmippoBKE OTrpaHUYMBACTCS MPaBOM rpaHUIEH
TEKCTOBOT'O TTOJIS.

3.4.4. CiayxkeOHas mepenuncka

CnyxeOHas Tmepenucka — pas3idyHble BHABI O(UIIMAIBHBIX JIOKYMEHTOB
UH()OPMAITMOHHO-CITPABOYHOTO XapaKTepa, UCIOJIb3yeMbIX JIsi OOMeHa HH(popManuen
B JICATEILHOCTH OPTAHOB BJIACTH, OPTaHU3AINNA U TPAXKIaH.

Buael nenoBoil mepenucku U UX Ha3BaHHS — JIEJIOBOE (CIIyX)eOHOE) MUCHMO,
tenerpamma, ¢akcorpamma (akc), TenepoHOrpamMma, IIEKTPOHHOE MMHCHMO
(2JIEKTpOHHOE COOOIIIEHUE) — CIIOXKUIUCh B 3aBUCHMOCTH OT CIOCOOOB TMepeaadu
7enoBoi HH(OPMAITHH: TI0 KaHAJIaM ITOYTOBON CBSI3U WJIH MIOCPEACTBOM DJICKTPOCBSI3H.

HenoBoe (cmykeOHOE) MUCBMO — JOKYMEHT HWH()OpPMAIMOHHO-CIIPABOYHOTO
XapakTepa, HAMpaBJsIEeMbli OpPraHOM BJIACTHU, OpPraHU3alUEH, JOHKHOCTHBIM JIUIIOM
aapecary (OpraHy BJacTH, OpraHU3aIlMU, YACTHOMY JIUILY).

Cny>xeOHble mICchMa Y HUBEPCUTETA TOTOBSITCS:

- KaK OTBEThl O BBIMOJIHEHUM MOPYYEHUH (efepalibHbIX U PEeCIyOIMKaHCKUX
OpraHOB MCTOJHUTEIHHOU BIIACTH;

- KAk WCIOJHEHUE TMOpy4YeHUuM QenepaabHbIX U PECIHyOJIMKAHCKUX OPraHoOB
WCITOJTHATEIILHON BJIACTH IO OOpaIeHUSM TPakJaH 1O BOMPOCAM, OTHOCSIIUMCS K
KOMITCTCHIINH Y HUBEPCHUTETA,

- KaK COIIPOBOUTEIHHBIC THCHMA,

- KaK OTBETHI Ha 3aIIPOCHI PA3IMYHBIX OpPTraHU3aIMil M YaCTHBIX JIHIL;

- KaK MHUIIMATUBHBIC MTHCHMA.

[Ipu odopmiieHnn ciy:KeOHBIX MHCEM Ha HOMEPHBIX OJaHKax YHHMBEPCHUTETA
UCIIOJIb3YIOTCSl PEKBU3UTHI:

- MOJIHOE HAMMEHOBAHUE OpPTaHU3allNu;

- CIIpaBOYHBIC JaHHBIC 00 OpPraHU3aIny;

- JOJKHOCTH JIMIIA, TIOJIMHUCABIIETO IOKYMEHT;

- aapecar;

- JaTa JIOKyMEHTa;

- PErUCTPAlIMOHHBIN HOMEP JTOKYMEHTA;

- CCBhIIKA Ha UCXOISIINNA HOMED | JIaTy TOKYMEHTa aJpeCcanTa;

- TEKCT JTOKYMCHTA;

- OTMETKa O HAJIMYUH TIPHUIIOKCHHH;

- BU3AQ,

- MOJIMTACH JTOJDKHOCTHOTO JINTIA;

- otMmeTka 00 ucnoianutene (O. 1. O., Ne renedona).

[Tucema puHAHCOBOTO XapakTepa, a TAakKe MMChMa, COoJIepKaIlie 0053aTeTLCTBA
(rapaHTHiiHBIE MHMChMA), OAMKUCHIBAIOTCS PEKTOPOM Y HUBEPCUTETA (MIIU POPEKTOPOM
VYHuBepcuTeTa) W TVIABHBIM OyXTanTEepOM H 3aBEpPAIOTCS TepOOBOM TEYaThiO
YHuBepcurera.
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CnyxeOHble MUChbMa TeYaTaloTcs Ha OJIaHKe yCTaHOBJICHHON (POpMBI MIpUPTOM
Times New Roman Ne 14 (ITpunoxenue Ne 13).

[Ipu odopmiennn nucbMa Ha JBYX WM Oojee CTpaHUIlaX BTOpas U
MOCJIEYIONINE CTPAHUIBI HYMEPYIOTCS 10 LIEHTPY BEPXHETO MOJIsl JIUCTa apaOCKUMU
udpamu.

Cpokd TOATOTOBKM  OTBETHBIX  CIYXKEOHBIX THCEM YCTaHABIIMBAIOTCS
pPE30JIIOIMEN PYKOBOJUTENSI HAa OCHOBAaHMHM HMMEIOIIMXCS CPOKOB HCIIOJHEHUS
NOPYYEHHUI, 3aIIPOCOB WJIH MO PEUICHUIO aBTOPA PE30JIIOLIUH.

TekcTbl OTBETHBIX CHY)KEOHBIX TIHMCEM JOJDKHBI TOYHO COOTBETCTBOBATH
3a1aHusIM, 3a(DUKCUPOBAHHBIM B PE3OTIOIUSAX PYKOBOJIUTENS OpraHu3amnuu. B Tekcre
OTBETHOTO TMCHhMa WJIA B PEKBU3UTE Ha OJIAHKE MHUChMa yKa3bIBACTCS HOMEDP W JaTa
HCXOJAIIETO MUChMA.

Cpokr TIOATOTOBKM HMHHIIMATHUBHBIX CIYXKEOHBIX TIHCEM  OIPEACIISTIOTCS
PYKOBOAUTEISAMU CTPYKTYPHBIX MTOJAPA3ACICHUMN.

TekcT mucbMa usnaraercs oT 3-ro Jidia eIMHCTBeHHOoro ncia (Pekrop ®I'BOY
BO «YduMmckuii yHUBEpPCUTET HAyKH U TEXHOJOTHI» (YHUBEPCUTET) HE CUHUTAET
BO3MOXHBIMY; DI'BOY BO «Ydumckuii yHUBEPCUTET HAYKH U TEXHOJOTUID»
(YauBepcuTeT) mpejiaraer...» W JAp.) WIM OT 1-ro Juila MHOXXECTBEHHOTO YHCIIa
(«ITpocum npenoctaBuTh HHGOpPMAIHIO...», «Hampasiasiem NpoekT...» u ap.).

[Ipu cocrtaBneHuU CHyKEOHBIX, JEIOBBIX M KOMMEPYECKHX IHCEM MOKHO
UCIIOJIb30BaTh HAOOP CTaHAAPTHBIX (pa3.

Jyist 00bsICHEHMSI MOTHBOB TOT'O WJIM MHOTO JCUCTBHS, TOM WJIM UHOW PEaKLUU
HCTOJIB3YIOT CIEAYIOIINE BBIPAKCHUSA:

- B nopsiake npoBeneHs COBMECTHOM pabOTHL...;

- B coOTBETCTBUH C TMCHMOM...;

- B cootBeTrcTBUM C TPOTOKOJIOM...;

- B otBet Ha Baie obpaiienue...;

- B noarsepxaeHue Halel JOTOBOPEHHOCTH. .. ;

B nensx ycuieHus OTBETCTBEHHOCTH. ..

- Ha Bame o6parienue...

Ecau cocTaBisiOT MMCbMO-TIPOCHOY, TO UCIOJIB3YIOT TAKUE BBIPAKEHUSA:
- IIpocum okazaTh COECHCTBUE...;

- IIpocum BbICHATH B HaIII ajpec...;

- IIpocum npuHATH yyacTue...;

- IIpocum mpUHATH MEPBL...;

- IIpocum NpHUHATH K CBEIEHHUIO. .. ;

- IIpocum noBectu 10 CBEAECHUS.. .;

- IIpocum NTMKBUIUPOBATH 3a40JKEHHOCTb...
ConpoBoauTeibHbIe MUCbMa O0OBIYHO HAYUHAIOT CO CJIOB:
- Hanpasnsem uadopmaruio. ..

- Bo3sBpaiiaemM cripaBoYHbIE MATEPHUATIBI. . .

- BreIchUTaeM NoANMCaHHBIN C HAIIEW CTOPOHBI JOTOBOP...;
- Iloceutaem CripaBOYHYIO JIUTEPATYPY...
IIucbMa-noaATBePKACHU HAUMHAIOTCA TaK:
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[lonTBEepxKaaeM...;
C 6;1arogapHOCTHIO MOATBEPKIAEM. .. ;
OI'BOY BO «Y pumckuii yHUBEPCUTET HAYKHU U TEXHOJIOTUI» (Y HUBEPCHUTET)

MOATBEPKAAET. ..
B nucbMax-HANOMUHAHMSAX UCIIOJIB3YIOT TAKUE MOJICIIH:

Hamomunuaem, 4dto...;
Hanmomunaem Bawm, 4ro...

B nucbmax-u3BelieHusIX — TaKue:

Coo0maem, 4To...;
CraBuMm Bac B U3BeCTHOCTD, YTO...

I[TucbMo-rapanTHsA MOXKET COIEPKATh CIemytonue Ghpasbl:

OnnaTty rapaHTHpyeEM...;
CpOKH BBITIOJIHEHUS TAPAHTUPYEM...

HHCLMa-le/II‘JIaHIeHI/ISI MOXXHO HaYMHAaTh CO CJIOB.

[Ipurnamaem NpUHATH y4acTHeE...;
[IpocuM HanpaBUTh NPEACTABUTEIIS. .

Otka3 B l'[pOCI)ﬁe H OTKJIOHCHHE NMPECIJT0KEHUS CTPOAT 110 TAKMM MOACIISAM!

Bame MPCAIOKCHNUC OTKIIOHACTCA I10 CIACAYIOIIHUM IIPUYHNHAM...;
HaHpaBHCHHBIﬁ B Hall aApCC IIPOCKT IlJIaHa COBMCCTHBIX IICfICTBHfI HN3YyUCH.

Cuuraem ero HCIIPHUCMIICMBIM 110 CJICAYIOIIHUM IIpUYHUHAM...,

Ha Baiiie obpariienue o CoBMeCTHOM pabOTe CUUTAEM. ..

3aKJI0YUTEeIbHBIMY CJI0BAMH TEKCTA MHCHMa MOT'YT OBITH ciaeayromume:

Y6enurensHo npocum Bac Beinenuts, wim [Ipocum Bac BeiienuTs;
[IpocuM HampaBUTh B HAIIl aJipec UHPOPMAIIHIO;

Y6enurensHo npocuM Bac He 3a7epKUBaTh OTBET;

[TIpocum U3BUHUTS 3a 3aAEPKKY C OTBETOM.

[Ipu 3amonmHeHWW pEKBU3HMTA «AJIpecaT» JHOIycKaeTcs Tmepen (gamMuiauer u
WHUIIMAJIaMU JTOJHDKHOCTHOTO JIMIA YIIOTPEOISTh COKPAIICHUE «T-HY»/«T-Ke.

Nuunmane B pekBusnuTax «Aapecam» u « TeKCT TOKyMeHTa» JOJIKHBI CTABUTHCS
nociie (haMHuInu.

Hanpumep:

r-ke [lasmosou I1.11.

r-uy MBanosy U.N.

B nenoBbix (city>keOHBIX) MUCbMaxX MOTYT UCIOJIb30BAThCA:

BCTYIIUTEJILHOE OOpalieHue:
YBaxaemslii rocnoauH [Ipencenarens!
VYBakaemsiit rocnioqiuH ['ybepHartop!
YBaxkaemas rocroxxa 3axapona!
VYBaxaembiit Hukomnait [TetpoBuu!
YBaxkaemsble rocnojal
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B oOpanienuu no 101KHOCTH HAMMEHOBAHKE JTIOXKHOCTH MUIIETCS C MPOMUCHON
OYKBBI, B 00paiieHuu 1o haMuIny MHUIUABI JIIA HE YKa3bIBAIOTCS.

- 3aKJIIOYMTENbHASL ATUKETHAs Ppasa:

* C yBaxK€HHEM, ...

Kak mpaBuio, TeKCT nmuchbMa HAUYMHAETCS C YBAXKUTEIBHOTO OOpalleHHs K
azpecary, KOTOPOE MeYaTaeTcs HEHTPUPOBAHHBIM CITIOCOOOM.

Hanpumep:
VBaxaemsbrii IBan MIBaHoBu4!

[Tocne oOpateHust mepes; TEKCTOM MUChMa MPOIYCKAETCs MycTast CTPOKA.

TexkcT mucbma, Kak IPaBWIO, COCTOMT M3 JBYX dYacTe. B mepBoil 4dacTu
M3JIaraeTcsl IpUYNHA, OCHOBAHUE WJIM OOOCHOBAHHUE COCTABJIEHUS MMHChbMa, IPUBOJSATCS
CCBUIKHM Ha TOKYMEHTBI, ABJISIFOIIUECS OCHOBAHUEM MOJATOTOBKH MUChMA.

Bo Bropoil wacTu, HauyMHawomelcs ¢ ab3ala, MMOMEIAIOTCS BBIBOJBI,
pEeI0KEHUS], TPOCHOBI, PEIICHUS U T.1.

JlaToii nrcbMa SIBJISIETCS 1aTa €ro MOAIUCaHUs.

[TpaBo moamnucu cinykeOHbIX MUCEM Ha OJaHKaX YHHBEPCUTETA UMEIOT PEKTOP
VYHuBepcurera M NOPOPEKTOp YHUBepcUTeTa (B COOTBETCTBUM C IMPUKA30M
VYHuBepcurera o pacnpeneaeHu 0053aHHOCTEH MEXAY TPOPEKTOpaMU Y HUBEPCUTETA
U JIeJIETUPOBAHUU MOJHOMOYMN pEKTOpa YHUBEPCUTETA), IVIaBHBIA OyXxraiarep WU
JUI0, Ha KOTOPOE BO3JI0KEHBI OOA3aHHOCTH IO MOJIMUCAHUIO CIY>KEOHBIX MHCEM, B
COOTBETCTBHUH C IOBEPEHHOCTHIO, MOJIIMTMCAHHON PEKTOPOM Y HUBEPCUTETA.

CmyxeOHbIE TIMCbMa 3apybedcHvim anapecaTaM o(QOpMIISIIOTCS Ha OJaHKax
yctaHoBieHHOU (opmsl ([Ipunoxenue Ne 2).

Ciy)xeOHOE THUCHMO COCTOMT U3 CIEAYIONIUX YacTel: PEeKBU3UTOB OJIaHKA,
HaMMEHOBAHHUS U aJJpeca MoJTydaTess MUCbMa, BCTYMUTEIbHOTO 00pallleHrsl, OCHOBHOTO
TEKCTa, 3aKJIIOUUTENBHON (DOPMBI BEKIMBOCTH, yKa3aHUsl Ha MPUIOKEHHUE, €CIH OHO
UMeeTCs.

B nuceMax 3apybescnomy anpecaty KOJIOHTUTYI HE CTaBUTCSL.

B cooTBeTcTBUM € IPUHATHIMU B OOJIBIIMHCTBE 3apyOeKHBIX CTPaH CTaHAapTaMU
PEKBU3UT «AOdpecamy pacnojiaraercs, Kak MpaBuio, B IPaBOM BEPXHEM YTy MEepBOH
CTPAHMIIBI, HE3aBUCUMO OT KOJIMYECTBA CTPAHUL] TUChMA.

PekBu3uT BKIIOYAET MHULKAT HMMEHH, (aMUIUIO0 ajapecaTa, IOJIHOE
HaMMEHOBaHHE O(ULMAIBHON JOHKHOCTU JIUIA, KOTOPOMY HAMPAaBIAETCS MHCHMO,
HAaVMEHOBAHME OpraHu3anuu, (pUpMbl, Ha3BaHUE TOpOJA, Ha3BaHUE CTpaHbl. Bce
COCTaBHBIEC YACTU PEKBU3UTA «AJIpecaTy MUIIYTCS MPOMUCHBIMU OYKBaMHU.

Hanpumep:

IN'ocnioguny SUT'MAPY
"TABPUDJIIO
[TPEMBEP-MUHUCTPY

3EMJIN HKHAA CAKCOHUA

B paac CjiiydacB, B 3aBUCUMOCTH OT MECTHOM IIPAKTUKHN 1 HAa OCHOBC B3daUMHOCTH,
nepea (I)aMHHHeﬁ JIMIa, KOTOPOMY ITOCBIIACTCA ITMCbMO, YKAa3bIBACTCA €TI0 TUTYJI.



40

Hanpumep:
EI'O
I[MPEBOCXOIUTEJIbBCTBY
I'ocnoguny b. U”TOHY
YPE3BLIUATHOMY U
I[TOJIJHOMOYHOMY I1OCIIY
(odhuyuanvroe Hazeanue cmpamol)

Texct muchMa HauumHaeTcss ¢ oOpalleHus. B 3aBUCUMOCTH OT KOHKPETHOIO
Ciaydas W MECTHOM IPAaKTUKM clenyeTr nucatb — locnmogua Munuctp, Bame
[IpeBocxomuTenbcTBO U T.A0. B oOpaiieHun WHOTIA TPUHATO J00aBJICHHE CIIOBA
«YBaxxaemblil» (0COOEHHO B MOPAJIKE B3aUMHOCTH, HAIPUMEDP: Y BaKa€Mblil TOCIIOANH
pekrop VYHuBepcutTera). B 3aBHCHMOCTH OT MECTHOW MNPAKTUKA W B MOPSAKE
B3aMMHOCTH CJIOBO «TOCIIOJWH» HA UHOCTPAHHBIX S3BIKAX MOXKET MIUCATHCS IMOJTHOCTHIO
WJI COKPAILEHHO.

[IucbMO  3aKaHUMBAETCS  BBIPAKEHHWEM  YBAKEHHMS, JUII  4YEro  MOTYT
UCIIOJIb30BAThCs Clleayomue (pa3bl:

IIpesunenty, [lociy nin Munuctpy nHoctpanHssix aen — [Ipomry Bac, rocnoaun
[Ipesunent (rocnoaus Iloco, rocnonnd MUHKCTP), IPUHATH YBEPEHUSI B MOEM BEChbMa
(caMOM) BBICOKOM YBa)KCHUH.

Ecnu numiercs oTBETHOE MHCbMO, TO BhIpaXKEHHE YBaXKeHUs! (POPMYIUpPYETCs B
HOpsiAKE B3aUMHOCTU. Hanpumep, e€cid B TOJXY4EHHOM MHCbME OOpalarTcs C
YBEPEHHUSMHU «...B BE€CbMa BBICOKOM YBA)KEHUH», TO W OTBEYATh PEKOMEHAYETCS
aHAJOTMYHOU (Ppa3oi.

[Incpma MOTYT 3aKaHYMBATHCS CIIOBAMH, & UMEHHO: «C HCKPEHHHUM YBaKEHUEM,
«C rny6okum yBaxkeHuem», «ckpenne Bamny, «C yBaxkeHHEM.

Ecnu B TeKCTe nmuchbMa IaeTcsl CChUIKA Ha MpUilaraeMblie JOKYMEHTHI (IIporpaMmma
MEpONPUATHS U T.J.), TO B KOHIIE TEKCTA YKa3bIBAE€TCS MPUIIOKEHUE.

CayxeOHble TUCbMa 3apybedcHblM aipecaTaM, 3a UCKIIIOUEHHUEM IHCEM B ajipeca
POCCHUHCKHX TOCYJApCTBEHHBIX YUPEXKICHHM 3a pyOexoM, odopmisiorcs Ha
MHOCTPaHHOM (KaK MPaBUJIO, aHTJIMMCKOM) si3bIKe. CTPYKTypa COoepKaHMs YKa3aHHBIX
nuceMm, popma oOpalleHus K TOMY WK HHOMY aipecaTy, CTUIMCTUKA U JPYTHUE ACTIEKThI
oopMIIeHHsI TaKOro MUChbMa COIJIACOBBIBAIOTCS C YIIPaBJIEHHUEM MEXIyHAPOJIHOTO
COTPYAHHYECTBA Y HUBEPCUTETA.

[Ipuem nrcem Ha HHOCTPAHHBIX SI3bIKAX HA MOJIMCH PYKOBOJACTBA Y HUBEPCUTETA
NOMYCKAaeTCsl TOJbKO TIPA HAJIWYMU BHU3bl IPOPEKTOpAa YHHUBEPCUTETA 10
MEKTYHAPOIHOU JIEATEIIBHOCTH.

Hoamuck. [log TekCcTOM nMUchbMa CIEAYIOT JIMYHAS MOANMUCH JIMIA, OT UMEHH
KOTOPOTO MOCHIJIAETCS MTUChMO, HHUIIMAIIBI, (PaMUIIUS U €0 JOJDKHOCTD. JlJIMHA CTpOKU
OTPAaHUYMBAETCS PABOM U JIEBOM I'PAHULIEN TEKCTOBOIO MOJIS.

HcnpaBneHus ¥ MOAYUCTKHA B TEKCTE MOJIMHHNKA ITMCbMa HE JOMYCKAIOTCHL.

JlokyMeHThI TpeOyIOT K cebe HaeKallero BHUMaH!sI U PEATNOIaraT OTBET CO
CTOPOHBI TOTO, KOMY OHU HaIlpaBJICHBI.
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3.4.5. loxknaanas, ciry:ke0Hasi, 00bSICHUTEJIbHAS 3alITUCKH

JoxnagHyto, ciyKeOHyI0, OOBSCHUTENIBHYIO 3allUCKH OTHOCAT K paspsny
BHYTPEHHEH NMEPENICKU U BBIOJIHAIOT Ha iucte popmata A4.

JlokJagHas 3amMCKa — JOKYMEHT, aJpECOBAaHHBI PEKTOPY YHHUBEPCHUTETA,
OPOPEKTOPY YHUBEPCHUTETA WM HHOMY JOJDKHOCTHOMY JIMIy YHHMBEPCHUTETA,
COJIepIKalINM U3JI0)KEHNE KaKOro-1100 BOIPOCca ¢ BBIBOJAMU U MPEATIOKEHUSMHU.

JIoknamHast 3a1McKa COAEPKUT PEKBU3UTHL: apecaT, HAMMEHOBAHNE JOJKHOCTH
JIM1A, HAIMCABIIETO €€, CTPYKTYPHOIO MOAPA3AeICH s, JaTy HaUCaHUs, TeMy. TeKcT
JOKJIaIHOM 3aIUCKU COCTOUT U3 JBYX CMBICIOBBIX YAaCTEMU:

- B BBOJHOW YacTW M3JAraloTcsi MPUYHHBI, (PAKTBl U COOBITHS, TOCTYKUBILINE
MTOBOJIOM ISl HAIMCAHMUS;

- BTOpas 4YacTh JIOJDKHA COJEPKATh BBIBOJBI M MPEAJIOKEHUS O KOHKPETHBIX
NEUCTBUSAX.

[Tpu mpencraBaeHun HMHGOpMALUKU 00 UCHOJHEHHM KaKOro-JInbo JOKYMEHTa
Jenaercss ccbulka Ha M u  Oamy 3TOTO JOKyMEHTa (IIpM HEOOXOAMMOCTH
npukiageiBaeTca komus). [lo pesynpratam paccMOTpeHUs JOKJIAJHOW 3alMCKU Ha
JOKYMEHTE MPOCTABISAETCS PE3OIFOLMS.

CayxeOHasi 3amHCKa — JOKYMEHT, aJpPECOBAHHBIA PEKTOPY YHUBEPCUTETA,
IPOPEKTOPY YHUBEPCUTETA WIA MHOMY JOJDKHOCTHOMY JIMILY, COJEPKAIIUA BOIIPOC
(mpocs0y), pelieHne KOTOPOro HaxXOAUTCS B KOMIETEHLIMH JaHHOTO PYKOBOIUTEIS.
TekcT cay»xeOHOM 3aIMCKH COCTOMT U3 JIBYX CMBICIOBBIX YacTE:

B IIEPBOM YacTH MPUBOAUTCS OOOCHOBAHHME, TO €CTh M3JAraroTCsl MPUYUHBI
COCTABJICHHUS CITy>KEOHOM 3aIHCKU;

BO BTOPOM YaCTH MEPEXOAT K MPEAJIOKEHUAM, 3asiBKaM, IPocb0am U T.1.

JloKHOCTB, (haMUusl U MHUIMAJIBI JUIA, KOTOPOMY aJpecoBaHa CIIy)KeOHas
3aMMCKa, YKa3bIBAIOTCS B JIaTEJIBbHOM Majeke. TEeKCT HauMHaeTcs ¢ OOpalleHHs K
JOOJHKHOCTHOMY Jjuiy. K ciyskeOHOM 3amucke NpuiiaratoTcsl MOAJMHHHUKU BCEX
JOKYMEHTOB,  OTPOKEHHBIX B €€  COJIEpKaHMM B XPOHOJOTHYECKOU
[IOCJIENOBATEIBHOCTH.

JlaToii cimy>xe0HOM (IOKJIAAHOM) 3aMMCKU CUUTAETCS JlaTa €€ PerucTpaliu.

JloknagHble U City)XKeOHbIe 3alMCKU MOTYT COCTaBIJISTHCS, pacCMaTpUBaThC U
XPaHUTHCS B TEUEHHE YCTAHOBIEHHOTO CPOKA MCKIKOYUTENBHO B 3JIEKTPOHHOM BUJIE C
ncnoab3oBanuem COJI.

[Ipn opranuzanum pabOThl C JOKJIATHBIMH (CIY>KEOHBIMHM) 3alUCKaMHU B
AJIEKTPOHHOM BHJIE€ MCIIOJIB3YIOTCS AJEKTPOHHbBIE MIA0JOHBI JOKIAJIHON U CIIYKEOHOU
3anucok (IIpunoxxenue Ne 25).

Peructpanusi 1OKJIaaHBIX U CIY>KEOHBIX 3aMUCOK ocymiecTBiasiercs B COJ, npu
orcyrctBun CDOJl HacTosiMe JOKYMEHTBbl PETUCTPUPYIOTCA B  CTPYKTYPHOM
noJipa3/ieJICHUU Y HUBEPCUTETA — aBTOPE TIOKYMEHTA.

OO0bsiICHUTEIbHASA 3aIMCKA — IOKYMEHT, OOBSICHSIOIINI TPUYUHBI KaKOT0-1100
npowuciiecTBus (AecTBUs, (akTa), COCTABIAEMBbIH PAOOTHUKOM YHUBEPCUTETA H
IIPEACTABIISIEMBINA BBILIECTOSIIEMY JOKHOCTHOMY JIULLY.

TexkcT 0OBSICHUTENHHOM 3aMUCKH COCTOUT U3 ABYX CMBICIOBBIX YaCTEM:
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B NIEPBOM YaCTH U3JararTcs (hakThl, MOCITYKUBIIHNE TOBOJIOM K €€ HAlTMCAHHIO;
BO BTOPOM — IPUBOATCS MPUYMUHBI, OOBACHSIOIIUE CIOKUBIIYIOCS CUTYALHIO
WIN [IPOU3OLIEIINE COOBITHSL.

3.4.6. AKT

AKT — JIOKYMEHT, COCTABJICHHBIH HECKOJIBKMMH JUIAMU U TOJTBEPHKIAIOIIHI
(baKThl 1 COOBITHS.

AKTBI COCTaBIITFOTCS 10 PE3yIbTaTaM PEBU3HH AEATEILHOCTH Y HUBEPCUTETA UITH
CTPYKTYPHOTO TIOJIpa3/IeJICHUS U OTACIBHBIX JOJHKHOCTHBIX JIHII, IPU ITPUEMe-TIepeaade
JIeNT, TIOJITOTOBKE TOKYMEHTOB K YHHYTOXEHUIO, TIpUeMe 00BEKTOB B DKCIUIyaTaIllUIO U
T.11. (IIpunoxxenne Ne 14).

B akTte comepxkarcs ciemyionMe pPEKBU3WUTHI: HAUMEHOBAaHWE OpTaHU3AIlNH,
HaMEHOBaHHE BUA JOKYMEHTA, 1aTa 1 HOMEP, MECTO COCTaBJICHUS WU U3TaHUsL, TPUQ
YTBEPKICHHUS, 3ar0JIOBOK K TEKCTY, TEKCT, OTMETKA O HAJTUYUH MPUIIOKEHUS, TIOIMUCH.

AKT MOJUCHIBACTCS JIMIIAMH, TPUHUMABIIUMH YYaCTHE B €r0 COCTABJICHUH, ITPU
ATOM YKa3bIBa€TCSl HE HAMMEHOBAHHWE JIOJDKHOCTEH, a pacmpeliesieHue o0s3aHHOCTEN
MEXIy WICHAMH KOMHCCHU: TIPEICeaTeNb, WICHBl KOMUCCHUHU.

TekcT akTa COCTOUT U3 ABYX YAaCTEH: 8600HOU U KOHCMAMUPYIOWeEli.

B 6600mH01i uacmu yka3piBaloTCA: HAMMEHOBAaHHE JJOKYMEHTa, B COOTBETCTBUU C
KOTOpPBIMU OblIa 00pa3zoBaHa KOMUCCHS, €0 HOMEDP U JaTa, UM HaMMEHOBaHUE, J1aTa u
HOMED JOKYMEHTA, Ha OCHOBAaHUH KOTOPOTO MPOBOJANTCS PEBU3HS, IPOBEPKa, W (akKT,
MOCIYXKUBIIMA OCHOBAHMEM ISl COCTaBICHMS akrta. Jlanee, B BBOJHOM 4YacTH,
MEPEUHCIIAIOTCS COCTaB KOMHCCHHW, WICHBI KOMHUCCHU (JOJDKHOCTH, (amwumn,
WHUITAAIIBI).

B koncmamupyroweti yacmu v3nararoTcs eI 1 3a7a4i, CYIIHOCTh U XapaKTep
MIPOBEICHHONW KOMHUCCHEH pabOThI, YKa3bIBAIOTCS JOKYMEHTBI, HA OCHOBAaHUH KOTOPBIX
paboTa TpoBOMIACH, (DUKCHUPYIOTCS YCTAHOBIIEHHBIE (PAKThI, JEIAIOTCS BBIBOJABI O
MOJIYYCHHBIX pPE3yJbTaTax W TMpPU HEOOXOJAUMOCTH JAIOTCS TPEIJIOKEHUS T10
YCTPAHEHUIO BBISIBJICHHBIX HEOCTATKOB.

TekcT akTa u3naraeTcs OT TPETHEro JUIA €AMHCTBEHHOTO YHCIIA.

IV. OPTAHU3ALIMA JOKYMEHTOOBOPOTA U UCITOJIHEHU A
JOKYMEHTOB

4.1. [IpyHUMIIBI OPraHU3ANMH TOKYMEHT0000poTa

JBrokeHME JOKYMEHTOB B YHHMBEPCHUTETE C MOMEHTAa WX CO3JIaHMS WIH
MOJTYYEHUS 10 3aBEPIICHUS UCTIOTHEHUSI WIIM OTIIPABKU 00pa3yeT JOKYMEHTOOOOPOT.

[Ton o06bemMOM JAOKYyMEHTOOOOpPOTa TOHUMAETCS KOJUYECTBO JOKYMEHTOB,
MOJIYYCHHBIX W CO3JJaHHBIX OpraHu3aIuedl 3a BBIOPAHHBIM OTPE30K BPEMEHH (TOI,
Mecsai). KomnyecTBO JOKYMEHTOB BCEX TIOTOKOB 3a TOJ COCTaBUT 00beM
JTOKyMeHTooOopoTa YHuBepcurera. [logcuer konuuecTBa JOKyMEHTOB MPOU3BOIUTCS
o0IUM OTAENIOM YHHMBEPCHUTETA MO PETUCTPAIIMOHHBIM JKypHaJIaM (KapToukam). 3a
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EAVHUITY TI0JICYeTa TPUHUMACTCS caM JOKYMEHT, 0€3 ydeTa KOIMUi, CO3/1aBaeMbIX MPHU
nevyaTaHUu U Pa3MHOKEHUU.

®dopma cripaBku 06 o0beme gJokyMmentoobopota (Ilpunoxenue Ne 15).

B VYHuBepcuteTe ycTaHaBIMBAIOTCS CIEAYIOUIME MPUHIMUIIBI B OpraHU3alluu
JIOKyMEHTO000poTa:

HEHTpaJIM3aIMs orepalui Mo NpueMy U OTIPaBKE JOKYMEHTOB;

OpraHu3alys MpeaBapUTEIbHOIO0 PACCMOTPEHHUS MOCTYMAOIINX TOKYMEHTOB;

OJIHOKPATHOCTh PETUCTPALIMH TIOKYMEHTOB;

YCTpaHEHHE HEOOOCHOBAHHBIX COTJIACOBAHHM MPOEKTOB JOKYMEHTOB;

periaMeHTanus ornepanui mo oO0paboTKe, PacCMOTPEHUI0 W COTJIACOBAHHIO
JIOKyMEHTOB.

B JIOKyMEHTOO00pOTE VYHuBepcutera BBIJICIISIIOTCS clenyromue
TOKYMEHTOIIOTOKHU:

MOCTYyMAIOIIAasi JOKYMEHTAIUs (BXOAIIas);

OTIIpaBiisieMast TOKyMeHTaIus (MCXosias);

BHYTPEHHSISI JOKYMEHTAIIHSL.

[Topsimok TPOXOXKJIEHUS JOKYMEHTOB M ONEpAlMH, MPOBOJAUMBIE C HUMH B
VYHuBepcurere, periaMeHTHpYIoTCs Hactosed MHCTpykiuei, HHBIMU JIOKaJIbHBIMU
HOPMATUBHBIMU aKTaMHU.

[Ipu nmpuMeHeHHUU B YHUBEPCUTETE DJIEKTPOHHOTO JOKYMEHTOOOOpOTa OOIIMM
OTJIETIOM YHHMBEPCUTETa U OT/AEIIOM apXUBHOTO JOKYMEHTOBEICHHS COBMECTHO C
VYnpasnennem 1nudppoBoil TpaHchopManuu pa3padaThIBAIOTCS MapIIPYThl JBUKCHUS
JTIOKyMEHTOB.

4.2. Opranusanus 10CTABKH JOKYMEHTOB

JloctaBka JOKYMEHTOB B YHHMBEPCHUTET OCYLIECTBISECTCS, KakK IPABUIIO,
CpelICTBaMH TIOYTOBOM, DJIEKTPOHHOM, KypbepCKOW, (Pelbaberepckoil CBS3M MU 1O
kanaimy CO/I.

C mnoMoupl0 MOYTOBOM CBSI3M B YHUBEPCUTET JOCTABIAECTCS NUCbMEHHAs
KOPPECTIOHICHITUS B BUIE TTUCEM, TTOUYTOBBIX KapTOUueK, OaHIeposIeii, MEIKUX MaKeTOoB,
a TaKXXe MeYaTHbIE U3AaHUs.

[To xananam snexrpocBsizu u CO ]l mocTynaroT: TenePOHOrpaMMBbl, JJIEKTPOHHBIE
JOKYMEHTHI.

4.3. IIpuem, 00padoTka 1 pacnpeaejieHle NOCTYNAKIIUAX JOKYMEHTOB

[Ipuem u nepBuyHas oOpabOTKa TOKYMEHTOB OCYILIECTBISIOTCS pabOTHUKAMU
o0111ero otnena Y HUBEPCUTETA.

Bce BUBI JIOKYMEHTOB, TIOCTYMAIONINE B Y HUBEPCUTET, HE3aBUCUMO OT CITocoba
WX JIOCTaBKH, MPOXOASAT TMEPBUYHYIO 00paOOTKY; MpEIBApUTEIHLHOE PACCMOTPEHHE,
pErUCTpaluio, paCCMOTPEHHE PYKOBOJICTBOM M IOBOJATCS 10 UCTIOTHUTEIIS.
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[Ipy npueme KOpPPECHOHACHUMU Ha OyMa)KHBIX HOCHTENSX MPOBEPSIETCS
LEJOCTHOCTh KOHBEPTOB, IIE€JOCTHOCTh YIAKOBKM JOKYMEHTOB, IIPAaBHIJIBHOCTH
aJpECOBAHUS MOCTYIUBIINX TIOKYMEHTOB.

KoHBepThl ¢ JOKYMEHTaMH BCKpBIBAIOTCS (32 HCKIIOYEHUEM KOHBEPTOB C
NOMETKON «inuHO»). [Ipu BCKphITUM KOHBEpTa (YIAKOBKH) MOBTOPHO IMPOBEPSIETCS
NPaBUWIBHOCTh A/IPECOBAHUS BJIOKEHHBIX IOKYMEHTOB, UX HAIIMYHE.

OmuboYHO JOCTaBICHHAs KOPPECIIOHACHIINS TIEPEChIIAeTCs OTIIPABUTEITIO.

[Ipu oOHapyXeHUU TMOBPEKACHUS KOHBEPTA, OTCYTCTBUS JOKYMEHTAa WM
IIPUJIOKEHUS K HEMY, a TAK)KE HECOOTBETCTBHMS HOMEpA, YKa3aHHOIO HA KOHBEPTE,
HOMEpPY BIIOKEHHOI'O JOKYMEHTA, COCTABISETCA aKT B TPEX JK3EMIUIIpPAx, OJUH W3
KOTOpPBIX OCTaeTcss B OOIIeM OTaene YHHUBEpCUTETa, BTOPOM Mpuiaraerca K
ITOJIy4YEHHOMY JOKYMEHTY, TPETUN — OTIPABUTEIIIO.

KOHBEPTHI OT NOCTYNUBIIEH KOPPECTOHACHIIMN COXPAHAIOTCSA U MIPUIIAratoTCs K
JOKYMEHTaM B CIIy4asiX, €CJIN:

aZpec OTIPABUTEIIS yKa3aH TOJIbKO HA KOHBEPTE;

JlaTa JTOKyMEHTa M JaTa €ro OTIPAaBKU COINIACHO MOYTOBOMY IUTEMIIENIO UMEIOT
00JIbIIIKE PACXOKICHHS BO BpEMEHH;

KOHBEPT HEOOXOAMM B KayecTBE ONPAaBIATEIILHOIO JOKYMEHTa K pacxojaM IIo
OIUIaTE KOPPECIIOHICHIINH.

JIOKyMEHTBI, MOCTYNUBLIME B YHHUBEpCUTET B pabouee BpeMs, HPOXOISAT
HEPBUUHYIO O0pabOTKYy M pEerucTpanuio B J€Hb NOCTYIUICHUS, MPU MOCTYIUICHUU B
Hepabouee BpeMsi — Ha CIEIYIOIUM pabouuii JeHb; JOKYMEHTHI, JIOCTABJICHHBIC B
VYHuBepcuTeT HapOYHBIM B T€UEHUE pabOYero AHs, MepeAaroTcs Ha PErHCTpPaluio B
o0t oTIen YHUBEpPCUTETA.

JIokyMeHTBI, TIOCTynuBIINE C OTMETKOM «CpodHO», TepenaroTcs Ha
PETUCTPALIIO HE3AMEJIUTENBHO.

Ha mnomydeHHOM JOKyMeHTE pPaOOTHUKOM OOIIEro oTAena YHUBEpPCUTETa
IPOCTABIIAECTCS PETUCTPALMOHHBIN IITaMIT. PErncTpamoHHBIN IITaMII IPOCTABIISIETCS B
IIPaBOM HIKHEHM YacTU JIMLIEBOM CTOPOHBI TNIEPBOM CTPAHHUIBI JOKYMEHTA.
PeructpauroHHBIl  IITaMII ~ COAEPKUT HAUMEHOBAaHHME  YHHBEPCUTETA, JaTy
pPErMCTpally, PETUCTPALMOHHBI HOMED.

CoOTBETCTBYIOIIME CBEACHUS O IMOCTYNHBIIEM JOKYMEHTE BHOCATCS B
PETUCTPALIMOHHYIO KapTOUKY CHUCTEMBI 3JIEKTPOHHOTO JTOKYMEHTO00O0pOTa, KapTOuKa
nyonupyeTcs Ha OyMa)KHOM HOCHTEJIC.

C uenpio MpaBUIIBLHOTO (BEPHOT0) paclpeleseHus MOCTYIUBIIUX JOKYMEHTOB
MIPOBOAMUTCS UX IPEABAPUTEIBHOE PACCMOTPEHUE.

JIoKyMEHTBI, aApECOBaHHbIE PYKOBOJCTBY YHUBEPCUTETA, & TAK)KE 0€3 yKa3aHUs
KOHKPETHOTO  JIMIJd WM  CTPYKTYPHOI'O  MOJpPA3[eiCHUs, MpPEeABAPUTEIBHO
paccMaTpuBalOTCsl B 0O0IIEM OTAeNie YHUBEPCUTETAa HAYaJbHUKOM OTHENa, a 3aTeM
HaIlPaBIAIOTCA  PEKTOPY YHHUBEPCUTETa, MNPOPEKTOPY YHUBEPCUTETA WM B
CTPYKTYPHOE MOJpa3IeiICHHE.

IIpenBapuTenbHOE PACCMOTPEHHE JTOKYMEHTOB OCYILECTBISIETCS HCXOAA U3
OLICHKU UX COAEpP’KaHHUs, TOKYMEHThI MEPEJAt0TCsl HA PpACCMOTPEHHE PYKOBOJICTBY Ha
OCHOBAHWM YCTAHOBJIICHHOI'O B YHHMBEPCUTETE IPUKAa30M pPEKTOpa YHHUBEpPCUTETA
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pacnpeneneHus 00A3aHHOCTEN MEKy TPOPEKTOPaMHU Y HUBEPCUTETA U I€JIETUPOBAHUS
IIOJIJHOMOYHM pEKTOpa Y HUBEPCUTETA.

JIOKYMEHTBI, MOCTYNUBIINE B YHHUBEPCUTET, IO BOINPOCAM, HE TPEOYIOLIUM
pPaccMOTpPEHHsI PYKOBOJCTBOM, HAIPABISIOTCS OOIMIMM  OTAEIOM Y HHBEPCUTETA
HENOCPEJACTBEHHO B CTPYKTYpHBIE noxapasnaencHuss. OCHOBaHMEM Uil IIPUHATHSA
pelIeHus B X0J€ IPEIABAPUTEIBLHOTO PACCMOTPEHUS SABIECTCA COACPKAHNE NOKYMEHTA,
a He aipecoBaHue JOKYMEHTA JJOJDKHOCTHOMY JIMIYy OTIIPABUTEIIEM.

[TocTynuBire TeJerpaMMmbl NPUHUMAIOTCS IIOJ PACIHCKY C IPOCTABICHHEM
JaThl 1 BPEMEHHU MPUEMA, PETUCTPUPYIOTCS, a 3aT€M NEPENAIOTCS Ha PACCMOTPEHHE
PYKOBOJICTBY M UCIIOJIHEHHE.

Tekct nocrynuBuier TeaeGOHOrpaMMbl, NEPEAAHHBIM YCTHO IIO KaHAJIaM
TeneOHHOW CBSI3M, 3amUChIBacTCS (medaraercs) pabOTHUKOM OOIIEro oTaena
VYHuBepcuTeTa U ONEepaTUBHO NEPENAETCA PYKOBOIUTEITIO.

DJIEKTPOHHOE COO0IIeHHEe — JOKYMEHT, MOJIYy4aeMblid MO 3JIEKTPOHHOM IOYTE.
DIEKTPOHHOE NMUCBMO MMEET CTAaTyC JOKYMEHTA, €CIM OHO 3aBEPEHO AJIEKTPOHHOMN
g poBoit moanuckto (nanee — J1IIT).

OJNEeKTpOHHBIE COOOIIEHMs, TIOCTYyNalwlue B YHUBEPCUTET Ha aJpec
AJIEKTPOHHOM NOYTHI rector@uust.ru, IPUHUMAIOTCS OOIIKUM OT/ie]a Y HUBEPCUTETA.

[IpenBapuTeslbHOE PACCMOTPEHUE AOKYMEHTOB, IOJYYEHHBIX IO 3JIEKTPOHHOU
[I0YTE, OCYIIECTBIISIETCS HCXOASI U3 OLEHKU UX COJEPKAHMS, TOKYMEHTHI IepeatoTCs
Ha pPacCMOTPEHHE PYKOBOJCTBY HAa OCHOBAHHMM YCTAHOBJIICHHOIO B YHUBEpPCUTETE
MPUKAa30M  PEKTOpa  YHUBEpPCUTETa  paclpejesieHus  OoOA3aHHOCTEH  MEXIy
IIPOPEKTOPAMU Y HUBEPCUTETA U JEJIETUPOBAHUS ITOJTHOMOYNN PEKTOPA Y HUBEPCUTETA.

4.4. PerucTpanusi BXOAAIUX JOKYMEHTOB

JIOKyMeHTBI, TMOCTyNalIIMe B YHUBEPCUTET, PETUCTPUPYIOTCS B JICHb
MOCTYIJICHUSI JTMOO Ha CeAyromuid pabouuii IeHb B 00IIeM oTaeNie YHHUBEpPCUTETA.
Peructpanmum mojjexxar BcCe JOKYMEHTBHI, TpeOyrollue YyuyeTa, HCIOJHEHUS U
UCIIOJIb30BaHUsI B CIPABOYHBIX LENIX. JJOKYMEHTBI, MOCTYNHBIIME C OTMETKOU
«Cpo4HO», PETUCTPUPYIOTCS W HE3aMEUIUTENBHO MEpPENaloTCs Ha PacCMOTPEHHUE
pekTopy YHuBepcutera (IpopeKTopy YHUBEPCUTETA).

CornacHo Hacrosmer MHCTpyKIuu, KOPpEeCHOHACHIUS (JIOKYMEHTHI, MHMChMa),
aJpecoBaHHAas YHHUBEPCUTETY, a TaKXKe PEKTOpy YHHUBEPCUTETA, IPOPEKTOpaM
VYHuBepcutTera, MOJy4YeHHass  paOOTHUKAMHU  CTPYKTYPHBIX  MOJApa3AciICHUN
YHuBepcutera, o IeKTPOHHOU MOYTE WM C HAPOUHBIM, JI0OJKHA OBITH CBOEBPEMEHHO
nepeaHa B oOHMA OTAeN YHHUBEpPCUTETa JJIi COOTBETCTBYIOIIEH PEruCTpalluu He
nosoHee Ccledyruieco OHs Nocie NOJYYeHUs.

JIOKyMEHTBI PErUCTPUPYIOTCSI HE3aBUCUMO OT CIOco0a MX JOCTaBKH, Mepeaaun
WM CO3/IaHMUS.

[TopsinkoBbie HOMEpA PETUCTPUPYEMBIM BXOJSAIIUM JOKyMEHTam
MIPUCBANBAIOTCS B Mpejiesiax KaJIeHIapHOT O rojia.

Peructpanusi TOKyMEHTOB MIPOU3BOJUTCS B MpEAEIax IPyIlll, B 3aBUCUMOCTH OT
Ha3BaHMS BUJIa JOKYMEHTA U COJIEPKAHUS.
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JIOKyMEHTBl ~ PETUCTPUPYIOTCA OJWH pa3 B JCHb IMOCTyIUIeHHA. B
PETUCTPALIMOHHYIO KapTOUYKY CHCTEMBI JIEKTPOHHOTO JOKYMEHTOOOOpOTa BHOCSTCS
COOTBETCTBYIOIIME JaHHble. [Ipu mepemgaue MOKyMeHTa M3 OJHOTO CTPYKTYPHOIO
nojipas/ieJicHus: YHUBEpCUTETAa B JPYroe HOBBIM pEruCTPAallMOHHBIA HOMEp Ha
JTIOKYMEHTE, KaK MPaBUJI0, HE MTPOCTABIISETCS.

K nokymeHTam, He TNOAJEXKAIIMM PErUCTPAllUM, OTHOCATCS JOKYMEHTBHI, HE
TpeOyIolllue UCIOJHEHUsT W He cojepkamme WHGOpMaIMM, HCIOIb3yeMOl B
CIIPABOYHBIX LIETISX.

LIpumepHulii nepeuenb QOKYMEHMO8, He NOONEeHCAUWUX PeSUCTNPAYULL:

JlokyMeHTsl Oyxraiarepckue, (PUHAHCOBBIC, JOTOBOPHBIC, CTaTHCTUYECKUE
JOKYMEHTHI (0€3 CONPOBOAUTEIBHOIO MMUCHMA).

JIOKYMEHTBI 110 MaTepHaIbHO-TEXHUUYECKOMY 00€CTICUeHHIO.

CBogkn u wuH(pOpManusa, TNPUCITAHHBIE JJS CBEICHUSA (KOMMEpPYECKHUE
MPEAIOKEHUS], THPOPMALIMOHHBIE TUChbMA U JIp.).

VYyebHble MIaHbI, TPOrpamMMBbI (6€3 COTPOBOUTEIHHOTO MUCHMA).

[leyaTHsie wu3maHusi (ra3erbl, KypHaibl, COOPHUKH, KHHUIH, MPOCIEKTHI,
OpomIOpbI, OIOIIETEHU U Jp.).

[To3npaBuTenbHbIE MTUCHMA, OTKPBITKM M TEJIErpaMMBbl, MPUTIACUTEIbHBIC
OWJIETHI U T.II.

4.5. PaGoTa ucnosiHuTeIeH ¢ JOKYMEHTAMU

PykoBomutenn CTPpyKTypHBIX MOAPA3ACICHUNA  YHUBEPCUTETA, IIOIYYUB
JOKYMEHTbl Ha WCIOJIHEHHE, O0ECHeYrBalOT HMX OINEPAaTUBHOE PACCMOTPEHHUE,
JNOBEJCHNUE 10 UCIIOJIHUTENEN B JIEHb ITOCTYIUIEHUS, KOHTPOJIb 32 CBOEBPEMEHHBIM H
Ka4eCTBEHHBIM HCIIOJHEHHUEM.

[Ipn paccMOTpEeHHH HOKYMEHTOB PYKOBOJAMTENH CTPYKTYPHBIX IMOIPa3ACICHUAN
VYHuBepcurera BbIIEISIOT T0KYMEHTbI, TPEOYIOLINE CPOUHOTO UCTIOTHEHNS.

OTBEeTCTBEHHBIN MCIIONHUTENL 00s13aH OpPraHNU30BaTh UCIOJHEHUE B YKa3aHHBIN
cpok. IIpu cpouHOCTH K MCHOIHEHHIO HEOOXOIUMO MPUCTYNHUTh HEMEMJIEHHO MOCHe
nepegadyu JOKyMEHTa Ha UCIIOJIHEHHUE.

IIpy HanmMuuKM OTBETCTBEHHOI'O WCIIOJHUTEINS BCE OCTAJbHBIE HCIIOJHUTEIN
CBOEBPEMEHHO U KAueCTBEHHO MPOBOJAAT aHalu3 HMH(QOpPMALMM M NPEICTaBISIOT
OTBETCTBEHHOMY HCIIOJIHUTENIO B YCTAHOBJIEHHBIE UM CPOKH HEOOXOJUMbIE TOKYMEHTBI
(IpOEeKTHI JOKYMEHTOB, CIIPAaBOK, CBEJICHUH U T.1I.).

Ilocne pemieHns NOCTaBIEHHBIX B JTOKYMEHTE BONPOCOB MCHOJHUTEND JOJIKEH
ciesaTh OTMETKY 00 MCIOJHEHUM B CHCTEME 3JIEKTPOHHOIO JOKYMEHTOO00OpOoTa s
CHATHS JOKYMEHTA C KOHTPOJIS.

IToaAroTOBIECHHBIM K IOANMCAHUIO Y PYKOBOJCTBA YHHUBEPCUTETA JOKYMEHT
IPOXOAUT O00S3aTENbHYI0 IIPOBEPKY B 0OIIEM OTIElE€ YHHUBEPCUTETA, TAE IpHU
HEO0OXOMMOCTH Tepe] MOANUCAHNEM BHOCATCS MPaBKHU MO 0GOPMIICHUIO JOKYMEHTA.
[IpoBepsieTcst HaTM4YKEe HEOOXOIUMBIX BHU3.
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Bce nOKyMEHTBI, NMOATrOTOBJIEHHBIE C HApYLICHHEM ITOJIOKEHUM HACTOSIIEH
WHCcTpyKuKMK, BO3BpaIllalOTCs OOIMIMM  OTAEIOM YHHUBEPCUTETa OTBETCTBEHHBIM
UCIIOJTHUTEISIM Ha 10padoTKYy.

4.6. PabGora c oOpanieHUAMHU rPAKIAH M OPraHU3 AU

[TucbmeHHbIe OOpalieHus TpaxkJaH (B TOM YHUCJIE HAa MHOCTPAHHBIX S3BIKAX),
MOCTYTMHBIIIAE B aJIPEC PEKTOpa Y HUBEPCUTETA, PETUCTPUPYIOTCS B 00IIIEM OT/ACIIC.

3aperucTpupoBaHHbBIE OOpAICHHS TPaXIaH B 3aBUCUMOCTH OT COJIEPKAIIIXCS B
HUX BOIIPOCOB MEPEAIOTCA PEKTOPY Y HUBEPCUTETA.

Ecnu no nucekMeHHOMY 00pallleHUIO Tpak/IaHuHA TOTOBUTCS MPOEKT PE30JIIOLINH
pEeKTOpa, coiepKaliuii He0OXOAUMbIE TOPYUYEHHUS, TO B HEM 0053aTE€NIbHO YKa3bIBAIOTCSA
CPOKHM HCIIOJTHEHHUS TOpPYYEHUW, TOpSAJOK OTBETa aBTOpPy IMMCbMa, a TMpuU
HEO0OXOIUMOCTH — U JIOKJIa1a.

Borpochl, MojHSATBIE B MUCBMEHHOM OOpalleHUHM TPaKJaHWHA, CUUTAIOTCS
pELIEHHBIMU, €CITM OHU PACCMOTPEHBI, MO HUM MPUHATHI HEOOXOJIHWMBIE MEpPHI U
3asIBUTEIIIO JaH OTBET B MUCHbMEHHOMW WJIU YCTHOU hopmax.

['paxxmane wuMEOT TMpaBo oOpamaThCsd JHWYHO, a TakKe HaIpaBlATh
WHJIUBUAYAJIbHBIE U KOJUICKTUBHBIE OOpaIlleHMs], BKJIIOUasi 0OpalleHusi 00beuHEHUM
rpak/1aH, B TOM YUCJIC IOPUANYECKUX JIUII.

YcraHaBIMBaIOTCA CIEAYIOMIME BUABI OOpallleHU: MPEII0oKEeHUE, 3asiBJIICHUE,
xKanooa.

[Ipennoxxkenne — pEeKOMEHJAlMs TpaKIaHWHA 10 COBEPUICHCTBOBAHUIO
JIOKaJbHBIX HOPMATHUBHBIX MPABOBBIX AKTOB, PA3BUTHIO OOIECTBEHHBIX OTHOIICHHM,
yIIY4IIEHUIO 00pa3oBaTelIbHbIX, HAYYHBIX M MHBIX cep Y{PuMcKoro yHuBepcurera
HAyKW U TEXHOJIOTUH U (Win) dpuiuana.

3asBiueHue — mpocb0a rpakJlaHWHA O COACHCTBUMU B pealM3allid €ro MpaB |
CBOOOJ WM MpaB M CBOOOJA APYTHUX JMI[ B TpeAesiax KOMIETCHIMH Y PUMCKOTro
YHUBEPCUTETA HAYKU M TEXHOJOTHUM JIUOO COOOIIEHNE O HAPYIICHUU 3aKOHOB U MHBIX
HOPMAaTHBHBIX MPABOBBIX aKTOB, O HEJIOCTAaTKaX B paboTe.

Kanoba — mnpocbba rpaxigaHWHa O BOCCTAHOBJICHUM WJIM 3allIUTE €r0
HapyLIEHHbIX MpaB, CBOOOJ WJIM 3aKOHHBIX HMHTEPECOB JMOO MpaB, CBOOOA WIIU
3aKOHHBIX HMHTEPECOB JPYTMX JHUI[l B TpeAeiax AesTeIbHOCTH Y PUMCKOTO
YHUBEPCUTETA HAYKHU U TEXHOJOTHM.

[Ipuem oOpalieHus1 OCYIIECTBISETCS:

— HEINOCPEACTBEHHO B 3JIaHUAX YHHUBEpCHUTETa IO aapecy: Poccuiickas
®enepanus, Pecnybnuka bamkoproctan, . Yda, yi. 3aku Banumau, 1. 32, kabunet Ne
4, 1. Yoa, yn. K. Mapkca, 1. 12, kopn 1, ka6. Ne 3241 oOmruii otien, B COOTBETCTBHH C
rpadguKomM paboThI;

— TIOCPEJICTBOM MCIOJIb30BaHUS TEIC(POHHON CBSI3U;

— TMOCPEeACTBOM O(UIIMATBLHOTO caiiTa YHuBepcuteTa B cetu MHTepHEeT myTtem
3anoyiHeHUsT (QopMbI  Yepe3 «DNeKTpoHHyr mnpueMHyro YYHuT» mo azapecy:
https://uust.ru/reception/;
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— TyTEeM HalpaBleHUs depe3 OQUIUATBHBIN aapec SICKTPOHHOW TMOYTHI
VYHuBepcurera: rector@uust.ru;

— C JIOCTaBKOM IO MOYTE WM KyphepoM IO MOYTOBOMY ajpecy YHHUBEpPCUTETA:
450076, Poccuiickass ®enepauus, Pecnybnuka bamkoproctan, r. Yda, yn. 3aku
Bamumu, n. 32; 450008, r. Ya, yn. K.Mapkca, 1.12, B COOTBETCTBUU € Tpad)UKOM
paboTHI;

— B XOJI€ JINYHOTO MpUeMa JOJKHOCTHBIM JIUIIOM Y HUBEPCUTETA B COOTBETCTBUU
¢ rpaduKoOM MpueMa rpakiaH, pa3MeleHHbIM Ha OQUIIMATBHOM CaliTe YHUBEPCUTETA
(https://uust.ru/management/business-hours/).

4.7. Pa0oTa ¢ JOKYMEHTaMH, COAEPKAIIMMH CIYKeOHYI0 HHPOpMaLUI0
OrPAHNUYEHHOI'0 PACHPOCTPAHEHUS

PaGota ¢ JOKyMeHTamMH, COJEp)KallUMU  CIYK€OHYI0  HH(OpMaIUIO
OTPAaHUYECHHOTO PACHPOCTPAHEHUS, OCYIIECTBISETCS B YHHUBEPCUTETE B MOPSIKE,
yCTaHOBJIIECHHOM WMHCTpykimei o mopsiuke oOpamieHus: co ciykeOHoi nHdopmaiuen
OTPaHUYEHHOTO PacIpocTpaHeHus: B Y PUMCKOM YHUBEPCUTETE HAYKU U TEXHOJOTHUH,
yrBepxaeHHOM pukazoM Y YHuUT ot 04.07.2023 Nel1745.

Ha noaroraBiauBaemMbiX B Y HUBEPCUTETE JOKYMEHTAX (MX MPOEKTAX), U3IAHUSX,
COJIEpIKaIUX CIYXEOHYI0 MHGOPMAIIUIO OTPAHUYEHHOTO PACIIPOCTPAHEHUS, B IPABOM
BEpXHEM YIUIy TIEPBOM CTpaHUIIBl JOKYMEHTa, a TakKe Ha IMEepBOM CTpaHUIIC
CONPOBOJIUTEIIBHOTO MHChbMa K 3TOMY JOKYMEHTY, MPOCTaBISIIOTCS OTMeTKa «Jljist
ciryxe0Horo nojas3oBanus» (nanee — «JCII») u Homep sk3eMIuIsIpa.

JoxymenTsl «ICII»:

- TIEYaTal0TCs C YKAa3aHUEM Ha JIMIEBOM U 000POTHOM CTOPOHE B JIEBOM HUYKHEM
YIIy MOCJIEIHETO JINCTA KaXAO0r0 3K3eMIUISIpa TOKYMEHTa KOJIMYECTBA OTHEYaTaHHbIX
AK3EMIUISIPOB, (haMUJIMK UCIOJHUTENS M HOMEpa ero ciyxkeOHoro tenedona. Ha
JIMLIEBON CTOPOHE KaXJ0TO JIMCTA IOKYMEHTA B PABOM HUKHEM YTJIy IPOCTABISIOTCS
HauMEHOBaHue (Qailna, nara medaTtaHus, WHHUIMAIBI UMEHM M OTYeCTBa, (haMUIIHS
CIIEIMAIINCTA, IeYaTaBUIEro IOKYMEHT.

JIOMKHOCTHBIE JIUTIA, IPUHSBIINE pellieHue 00 OTHECEHUH TOKYMEHTUPOBAHHOM
nH(opmaiuu Kk “HGOpMaIlUU OTPAHUYEHHOTO PACIPOCTPAHEHHUSI, HECYT MEPCOHATBHYIO
OTBETCTBEHHOCTH 32 000OCHOBAHHOCTh MPUHSITOTO PEIICHUS.

Ucxopsiue  JOKYMEHTBI,  COJAEpKalllue€  CIY>KEOHYH0  HH(pOpMaIUIO
OTPAaHUYECHHOTO PACTPOCTPAHECHHUS, IEPECHUIAIOTCS MOYTOBOM CBS3BIO.

llepedaua ookymenmos «/[CI1» paxcumunbHoli c853b10 He pa3peuiaemcs.

JlokyMeHTHUpOoBaHHass HWH(pOpMaIUs OrPaHUYEHHOTO pachnpocTpaHeHus 0e3
paspelieHus peKTopa Y HUBEPCUTETA HE TIOJICKUT pasrialleHuto (pacpoCTPaHEHUIO).

[lepenaua Ha wHCHOJHEHHE (O3HAKOMIIEHHE) BXOASIUX TOKYMEHTOB «J[CII»
OCYILIECTBIISIETCA B COOTBETCTBUU C PE3OJIOLMEN peKTOpa YHUBEpCUTETA (IIPOPEKTOpa
YHuBepcutera), o MOJNUCh B )KypHAJIE PETUCTPAIIUU JAHHBIX JIOKYMEHTOB.

[Ippuem wu peructpamusi BXOIANIUX JTOKYMEHTOB, a TaKkKe pPErucTpaius
UCXOJIAIINX JOKYMEHTOB, COJEPKAIUX CIYXKEOHYI0 WH(OOPMAIUI0 OTPaHUYEHHOTO
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paclpoCTpaHEHHs,  OCYIIECTBISETCS  OOIKMM  OTAENOM  YHHUBEpCUTETa B
COOTBETCTBYIOILIEM JKypHAJIE.

O3nakomieHue ¢ gokyMeHTamu M jaenamu «JICID», Haxomsmmmucs B oOuiem
oTzeNe YHUBEpPCUTETA, OCYLIECTBISETCA C IHCBbMEHHOIO PA3pElICHHUs] PEKTOpa
YHuBepcutTera. YKa3zaHHbIE JOKYMEHTBHI BBIJAIOTCS I0J PACIHMCKY BO BpPEMEHHOE
[I0JIb30BaHUE Ha CpokK He Oosee 10 nHeH.

Joxymentsl «J1CID»:

- YUUTBIBAKOTCS OTAEIBHO OT HECEKPETHON TOKYMEHTALINH;

- XpaHATCA B ceiidax Wil HECTOPAEMBIX METAJUIMYECKUX MIKadax.

Hcnonnennsle 1okymMeHTHl «/ICID» rpynnupyrorcs B aena B COOTBETCTBHH C
HOMEHKJIATypOM J€J HECEKPETHOIO JEJIONPOU3BOJCTBA OTAEIBHO WM BMECTE C
IPYTMMHU HECEKPETHBIMH JOKYMEHTAMHM 10 OJHOMY M TOMY ke Borpocy. Ha o0ioxke
JieNa, B KOTOPOE MOMEIIEHBI JOKYMEHTBI, TpocTaBiisieTcs oTMeTka «ICID».

DKcnepTu3y HEHHOCTH AOKYMEHTOB ¢ rpudom «ICII», ux orbop nns nepenauu
B BEIOMCTBEHHBIN apXWB WJIA HAa YHUYTOXKEHME, NPOBOIUT IKCIIEPTHAS KOMUCCHS,
CO3/1aHHAs NPUKA30M pEKTOpa YHHUBEpCUTETA U3 4yucia paOOTHUKOB YHUBEPCHUTETA,
UMEIOIIUX HENOCPEICTBEHHOE OTHOLICHUE K PACCMATPUBAEMBIM JOKYMEHTAM.

YHnutoxxeHue nen, AoKyMeHTOB «JICID», yTpaTHBIIMX CBOE NPaKTUYECKOE
3HA4YECHUE U HE UMEIOINUX HAyYHOU U UCTOPUUECKOM LICHHOCTH, IIPOU3BOAUTCS 110 AKTY,
IyTEM COXOKEHHUS WIM U3MENIbYeHUs] Ha Melkue (pparmMeHTsl. B yueTHbIx dopmax 00
JTOM JEJIAeTCSA OTMETKA CO CCBIJIKOW Ha COOTBETCTBYIOLIUM aKT.

3a yrtpaty nokyMeHToB «JICIl», pasrimamenue ciayxxeOHOM uHGOpMaLK
OTPaHUYEHHOTO PACHpPOCTPAHEHUs, a TAaKXKEe HapylleHHue NopsA/aKa oOpalleHus ¢
JOKYMEHTaMHU, COJIep KalllMMH TaKyro HHPOpMalnio, paOOTHUKN YHUBEPCUTETA MOTYT
ObITh ~ NPHUBJICYEHBl K  JUCUUIUIMHAPDHOM  WIM  HMHOM  NPEyCMOTPEHHOMU
3aKOHOAATEIBCTBOM OTBETCTBEHHOCTH.

He nomyckaercs xpanenue B COJl »nexkTpoHHOro oOpaza JOKYMEHTOB,
UMEIOIIET0 TpU( OrpaHUYEHUs JOCTyMa «COBEPLICHHO CEKPETHO», «CEKPETHO» WM
«IUTS1 CITY’KE€OHOTO IMOJIb30BAHMSD).

3anpernaercs:

nenath CChUIKM Ha JOKyMeHThl ¢ rpudom «JCII» B marepuanax,
peJHa3HAaYeHHBIX K OTKPBITOM MyOIUKalluK, TUCCEPTALUSAX, BICTABKAX, U3/IaHUSX;

nepenaBatbh AOKyMeHTHl «JICID» npyrum saunamM, HE HMEOIIMM K HHUM
OTHOILICHUS;

BBIHOCUTH NOKYMEHTHI «J[CII» 3a mpenensl Y HUBEPCUTETA;

CaMOCTOSITEJIbHO YHUUTOKATh TOKYMEHTHI «/{CID».

4.8. Perucrpanusi ¥ OTHIPaBKa HCXOAALIMX JOKYMEHTOB

Peructpanuss u oOTHOpaBKka MCXOIAIIUX JTOKYMEHTOB (TIMCeM) B  aJpec
denepanbHbIX U PeCyOIMKaHCKUX OPTaHOB MCIOJIHUTEIBLHON BIIACTH, OpraHU3aIlii,
YUPEKIACHUN U OTBETOB HA MUCHhMA I'PAXKIAH Y OpPraHU3alvi 3a NOANMCHI0 PEKTOpa U
MIPOPEKTOPOB  YHUBEPCUTETA, B COOTBETCTBUM C NIPUKA30M O [EJIETUPOBAHUU
MTOJTHOMOYH, OCYIIIECTBIIACTCS OOIIMM OTACIOM Y HUBEPCUTETA.
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Peructpanuss ucXoAsmMx JOKYMEHTOB  OCYIIECTBIISIETCSI B  Mpejesax
KaJIEHJapHOTO rojia. PerucTpaioHHbIil HOMEp OTMPaBIIEMOr0 JOKYMEHTa COCTOUT U3
HNOPSAJIKOBOIO ~ HOMEpa  pEerucTpalud NUCbMa [0  CHUCTEME  DJIEKTPOHHOTO
JOKyMEHTOooOOpoTa,  uudpoBoro  Homepa  (MHAEKCA-KOJA)  CTPYKTYPHOIO
noJipa3/ieJIeHus, OTIPABJISIONIETO JaHHOE MUChbMO, HOMEpA MankKu MO0 HOMEHKJIATYpe
Jen.

Hanpumep:

Ne 75/0202-12 ot 15.01.2023, rue

75 - IOPSIAKOBBI HOMEDP NUCHMA,

0202 - uHAEKC CTPYKTYPHOrO NOApa3aeieHus (Koxu),

12 - HOMEp marku 1o HOMEHKJIATYPE JIEIL.

PaGoTtHuk oOmiero otaena YHUBEpCUTETa TMpPU  PETUCTPALMU  MPOBEPSIET
MPAaBUWIBHOCTh O(POPMIICHUS HUCXOMASIINX JIOKYMEHTOB (HaJIM4ME€ M COOTBETCTBHE
MOJIUCH, AaThl, aApeca, CChUIKA Ha BXOJSIINI TOKYMEHT, IPU HEOOXOAUMOCTH BU3
COTJIaCOBaHUS HA KOIMUU, OTMETKU 00 UCTIONHUTEINE (MCIIOJHUTENSAX ), COCTOSIIEH U3 ¢.
U. 0., HOMepa TenedoHa).

CoOTBETCTBYIOIIME CBEACHUS 00 UCXOASIIEM JIOKYMEHTE BHOCSTCS B
PETUCTPALIMOHHYIO KApPTOUKY CUCTEMBI JIEKTPOHHOT'O JOKYMEHTO000POTA.

JIOKyMEHT CKaHHMpYeTCS W €ro JJIEKTPOHHBIM o0pa3 MpUKpEIUIsieTcs K
PETUCTPALlMOHHON KapTOYKeE.

[Ipu peructpanuu oTBETa Ha BXOJISIIMN OKYMEHT paOOTHUK OOIIETro OT/Aela
VYHuBepcurera 00s13aH yKa3aTh B COOTBETCTBYIOUIEM MOJI€ PETUCTPALMOHHON KapTOUKH
HOMED TOKYMEHTA, Ha KOTOPBI ObLI MOATOTOBJIEH OTBET.

[TouToBas oTnpaBKa U OTHpPABKA B AJIEKTPOHHOM BHUJIE€ UCXOJAIINUX JTOKYMEHTOB
MPOU3BOAUTCS OOIIKMM OTIEIOM YHHUBEPCUTETA IO MPEACTABICHUIO CTPYKTYPHOIO
MO/Ipa3ieNieHusl, MOATOTOBUBIIETO JOKYMEHT, B TPOU3BOJILHOU (hopMme.

JlokyMeHTBI, TpeOyIoIIe ONepaTUBHOTO JOBEACHUS WH(POpPMALIMKU, MOTYT OBbITh
pa3ociiaHbl ¢ UCMOIb30BAaHUEM MACCOBOM 3JIEKTPOHHOM PaCCHUIKH.

[lucebma, mMOANMCAHHBIE PYKOBOAUTENSIMU CTPYKTYPHBIX MOAPA3ACICHUN
YHuBepcutera, B TIpeAciax CBOCHM KOMIICTCHIIMH, Ha OJlaHKaxX MoJpa3/IelICHUMA
PETUCTPUPYIOTCS B COOTBETCTBYIOIIUX CTPYKTYPHBIX MOAPA3IEICHUSX.

3anedaTtaHHbIl KOHBEPT C KOPPECMOHACHIIMEH OTHPABISIETCS OOIIMM OTAEIOM
YHuBepcurera.

[Ipu mepenaye MOKyMEHTOB MO KaHalaM (haKCUMUJIBHOW CBSI3U HEOOXOJIUMO
PYKOBOJICTBOBATHCS CIIEYIOIIUMU TPEOOBAHUSAMM:

- o0beM mepemaBaeMOro JOKyMEHTa (TEKCTa, CXeMbl, TrpaduuecKkoro
U300pa’KEeHHUs ), BBITIOJIHEHHOTO Ha Oymare opmara A4 4epHbIM LIBETOM, HE JOJKEH
IIPEBBILIATH S JTUCTOB;

- OTBETCTBEHHOCTb 3a COJIepKaHHUe MepeaBaeMoi HHPOpMaAIMK BO3JIaraeTcs
HAa WCIOJIHUTENSA, MOATOTOBUBIIEIO JOKYMEHT K Tiepefade, U PYKOBOAMTENS
COOTBETCTBYIOILETO MOAPa3ACICHHUS.

C obmeyHuBepcUTeTCKOTO (hakca paspemiaercs Inepeaada JOKYMEHTOB 3a
MOANKCHIO PEKTOPA Y HUBEPCUTETA, TPOPEKTOPOB Y HUBEPCUTETA:
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- (QakcorpaMMpl Ha WHOCTPAHHBIX S3bIKaX OTHPABISIIOTCA TMPU HATAYUHU
NepeBo/ia, 3aBEPEHHOI0 JTUIOM, IMOIMUCABIIUM (hakcorpammy;

-  TOMJIMHHUKH JOKYMEHTOB MOCJIE€ IEPEAAYN BO3BPAIIAIOTCS UCIIOTHUTEISIM C
OTMETKOW O BPEMEHH OTIPABKH.

OtmpaBka TejierpaMM OCYLIECTBIIIETCS B COOTBETCTBUM ¢ [IpaBunamu okazaHust
yclIyr TenerpagHoOi CBSI3M, YTBEPXKACHHBIMU IOCTaHOBJIeHUEM [IpaBuTenbcTBa
Poccuiickoii ®eneparum ot 28 mast 2022 r. Ne 968 «O06 yrBepsxkenuu [IpaBuit okazanus
yCIyT TenerpadHoi CBSI3m».

O6beM TenerpaMM He JOJKEH MPEBBIIATh MOJOBUHEI JHcTa opmarta A4. Tekcr
TeJIerpaMM [€YaTaeTCsl Ha OJTHOM CTOPOHE JUCTa O€3 IEPEHOca CIIOB.

TenerpaMMbl medaTaroTCs Ha CTaHAAPTHBIX JucTax Qopmata A4 Ha OIHOM
CTOpPOHE JIMCTa, NOJIMUCHIBAIOTCS PYKOBOJACTBOM BY3a (PEKTOPOM YHHBEPCHUTETA WIIU
MIPOPEKTOPOM YHHUBEPCUTETA), 3aBEPSIIOTCSI TepOOBOI MMEUaThIO U MEPEIAIOTCA OOIINM
OTZIEJIOM YHHMBEPCHUTETA B TeJErpad ¢ HAPOUHBIM.

B Tenerpamme moj yepToit ykasbiBaeTCsl 0OpaTHBIN ajpec, HAMMEHOBaHHUE BY3a,
JOJKHOCTB JIUIIA, TTOAMKMCABIIET0 TeJIErpaMMy, €ro MHUILIMAIBI, haMUITUs U JaTa, HOMEp
TenedoHa.

B rtenmerpamme o00s3aTeNbHO YKa3bIBAIOTCA TMOJHBIA ajgpec W (daMuius
OJTy4YaTersl.

[Tonnuce Ha TelerpaMMe AOJKHA COOTBETCTBOBATh HamedaraHHoul. I[loamucu
CJIElyeT MUCaTh C YKa3aHUEM JOJKHOCTH.

IIpaBo  oTmpaBkM  TejnerpaMMm  OT  YHHUBEPCHTETA  HUMEKOT  PEKTOp
VYHuBepcuTeTa/mpopeKkTop Y HUBEPCUTETA.

Koppecnonaenuus HecayxeOHOro xapakrepa K OTIpaBKe HE TPUHUMAETCS.

TenepoHorpamMma  BKIIIOYAET  CIEAYIOUIME  PEKBU3UTHI:  HAUMEHOBaHUE
OpraHu3alliM, BHJ JOKYMEHTA, JaTa, HOMEP, MECTO COCTaBJECHHS, aJpecaT, TEKCT,
MOJANKUCH, OTMETKM O BPEMEHU MEPEIaun U MpreMa U yKazaHue TO0JKHOCTEN U (haMUTui
(w1 ToNbKO ((aMMIMIA) JIMI, TPUHSBIIMX U TeEpeaaBIIuX TelehoHorpaMmy.
TenedoHOrpaMMbl COCTaBISIOTCA B OAHOM SK3EMILUISPE, MOAMMCHIBAIOTCS PEKTOPOM
YHuBepcuTeTa/mpopeKTopoM YHHBEpcuTeTa. TeKCT TeleoHOorpaMMbl HE JIOJKEH
BKJItouaTh Oosiee 50 cioB. Ecnu Tenegonorpamma nepeaaeTcs HECKOJIBKUM apecaram,
TO MPHUJIAraeTcs CIUCOK YUPEKACHUN — aJlpecaTtoB U HOMEPOB TEIE(POHOB.

4.9. Tlopsaok NpoOXOXkKAeHNSI BHYTPEHHHUX JOKYMEHTOB

Jloknannele, ciaykeOHble, OOBICHUTEIbHBIE 3aAMUCKU O(DOPMIISIIOTCS B CUCTEME
AJIEKTPOHHOI'O JOKYMEHTOOOOpOTa M HANpaBISIOTCS HEMOCPEICTBEHHOMY ajpecary.
Joknanuele, ciayxeOHble, OOBSCHUTEIbHBIE 3alMCKH, aJPECOBAHHBIE PEKTOPY
VYHuBepcuTeTa, HallpaBJIIOTCS. HA paCCMOTPEHHUE Yepe3 OOLIUI OTAeN YHUBEPCUTETA.
Joknannele, cinyxe0Hble, 00bSICHUTENbHbBIE 3aMMCKH, aJPECOBAHHBIE IPOPEKTOPY HIIU
MHOMY JTOJDKHOCTHOMY JIMIYy Y HUBEPCHUTETA, HAIIPABJISIOTCS HAMPSMYIO.

Ilepenadya BHyTPEHHHX TOKYMEHTOB MEXKIY CTPYKTYPHBIMH IOJpa3IeiCHUSIMU
VYHuBepcuTeTa  OCYIIECTBIIIETCS  4€pe3 JIMI, OTBETCTBEHHBIX 3a  BEJCHHUE
JEJIOIPOU3BOACTBA B JAHHBIX MOPA3IEICHUIX.
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JIOKYyMEHT pEerucTpupyercsi OAUH pa3 B CTPYKTYPHOM IOAPA3IAECICHUU
VYHuBepcurera, NOArOTOBUBIIEM CIYKEOHYIO 3aIIUCKY.

4.10. ITopsimok 00padOTKH U Y4eTa HHOCTPAHHOU UHpOpMaNIMHU

Koppecnonnennus, nocTynusias u3-3a pyOeka Ha WHOCTPAHHOM SI3bIKE B
azpec YHHUBEPCHUTETA, MEpeJaeTcs B YIIpaBiIeHUE MEXIYHAPOJAHOIO COTPYIHUYECTBA
VYHuBepcurera A1 IEpPeBo/ia, 3aTeM BO3BpAIIAETCs B OO 0T/l Y HUBEPCUTETA, I/1e
PETUCTPUPYETCS U MEepeaeTcsi Ha PAaCCMOTPEHUE PEKTOPY YHUBEPCUTETA, WIH JIUILY,
HCIIOJTHSIIOIIEMY €T0 00S3aHHOCTH, Ha JAHHBINA MTEPHO/I.

B cooTBeTCTBUM € pe30dIOLMEN PEKTOpPAa YHUBEPCUTETA JOKYMEHT IMEPEIACTCA
JUIS1 UCTIOTHEH U (03HAKOMJIEHHS ) COOTBETCTBYIOIIEMY JOJKHOCTHOMY JIMILY.

V. KOHTPOJIb UICITIOJIHEHUSA JOKYMEHTOB
5.1. Opranusanusi KOHTPOJIA

KOHTponb HCHONHEHUS AOKYMEHTOB — 3TO KOMIUIEKC OpraHU3allMOHHBIX,
MHQOPMAITMOHHBIX, TEXHUYECKUX M HWHBIX MEPOINPUATHUM, HAMPaBICHHBIX Ha
oOecrieyeHre HaaJIexkaulero (T.e. CBOEBPEMEHHOTO, TOYHOT'O U MOJIHOTO) WCIIOTHEHUS
3apEeTUCTPUPOBAHHBIX JOKYMEHTOB.

Opranu3zaiiusi KOHTPOJIS UCTIOTHEHHUS BKIIIOYAET B CEOSI:

- TOCTaHOBKY JOKYMEHTA Ha KOHTPOJIb;

- MOHMTOPHUHT UCIOJHEHUS KOHTPOJIbHBIX OPYUYEHUN 110 JOKYMEHTaM;

- CHSTHE UCIIOJTHEHHOTO JOKYMEHTA C KOHTPOJIS;

- 000011IeHNE U aHATTU3 X0J1a U PE3YJIbTaTOB UCIIOJTHEHHS IOKYMEHTOB;
UH(OOPMHUPOBAHUE PYKOBOJACTBA YHHUBEPCUTETA O COCTOSHUW HCIIOTHEHUS
KOHTPOJIbHBIX TOKYMEHTOB.

CrnyxeOHbIe TOKYMEHTBI, B3SIThI€ HA KOHTPOJIb, 3aHOCATCS] B PETUCTPAIMOHHYIO
KapTOYKy CHUCTEMBI DJJIGKTPOHHOTO JOKYMEHTOOOOpOTa ¢ yKa3aHUEM JIaThl
MOCTYIUJICHUS, PETUCTPAIIMOHHOTO HOMEPA, BUJa U KPATKOTO COACPKaHUS CITY>KEOHOTO
JIOKYMEHTa, TIOpYUYEHUsI peKTopa YHUBEpcHUTETa (MPOpPEKTOpa YHMUBEPCUTETA), CPOKa
WCTIOJTHEHUsI, (PaMUIUU UCTIOTHUTENS (UCHOJHUTENCH), OTMETKH 00 HCIOJHCHUU U
JIPYTUX HEOOXOIUMBIX TaHHBIX.

KoHTposb BBITIOTHEHUS MOPYYEHUN PEKTOpa M MPOPEKTOPOB CTPYKTYPHBIMU
noapazaenenusamu Y YHuT ocyrmiecTBiser oOnmit oTael.

CpOoKH UCTIOJIHEHUS JJOKYMEHTOB UCUUCIISIFOTCS B KaJIGHIAPHBIX JTHSIX:

MOCTYNUBIIKUX W3 OPraHOB TOCYJAPCTBEHHOW BJIACTU — CO JHS MOINUCAHUS
(YTBEpKI€HUS) JOKYMEHTA;

MOCTYMUBIINUX U3 (DeepaTbHBIX U PECIyOJMKAHCKUX OPTaHOB MCTIOJHUTEIHHOM
BJIACTU U OPTaHU3ALMI — C IaThl UX NOCTYILICHHUS.

CpoK HCIOJTHEHUS] JTIOKYMEHTa COCTABJISIET KaJIeHAAPHbIA Mecsill, €CJIH B
MOPYYEHHUH HE YKa3aH KOHKPETHBIN CPOK;
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MOPYYEHHUSI, COJIEpIKAILME B TEKCTE YKa3aHUE «CPOUHO» U «HE3aMEIJIUTEIHHO
WJIM QHAJIOTUYHOE YKa3aHUE, UCIIOIHAIOTCS B 3-IHEBHBIN CPOK;

B 10-1HEeBHBIN CPOK HCIIOIHAIOTCS MOPYUYEHHUS, COAEPKAIIME B TEKCTE YKa3aHUE
«OTIEPATUBHO», «B KpATUANIIINE CPOKN»;

JIOKYMEHTBI, TOCTYIIUBIINE C YKAa3aHHMEM KOHKPETHOTO CPOKa MCIIOJHEHUS — B
yYKa3aHHBIN CPOK.

Bce nocrynaromue Ha UMs peKTOpa YHUBEPCUTETA M B aJipec YHUBEPCUTETA
JIOKYMEHTBI, TPEOYIOIINe HUCIOJHEHHUS W TMOJATOTOBKH OTBETA, IMOJJIEKAT KOHTPOJIIO.
KoHTpomo 3a WCHOTHEHHWEM TONJICKAT TaKKe HanOoJiee BaKHbIE BHYTPCHHUE
JTIOKYMEHTBI (ITPUKAa3bl, pACTIOPSKEHMUS], PEILICHHS] YYEHOTO0 COBETA U T.JI.).

KoHTpoib 3a ucioTHEHNEM TOKYMEHTOB YCTaHABIMBACTCS B LIETISX 00€CTICUCHUS
UX CBOEBPEMEHHOTO M KAaue€CTBEHHOIO WCIOJHEHUS W BKJIOYaeT B  ceOs
HETIOCPEJCTBEHHYIO MPOBEPKY M PETYJIUPOBAHUE XOJa HUCIOJHEHHUS, y4eT U aHalu3
pe3yJbTaTOB HCMOJHEHUS KOHTPOJUPYEMBIX JTOKYMEHTOB B YCTAHOBJICHHBIE CPOKH.
KoHTposib UCTIOHEHUS IOKYMEHTOB BKJIIOYAET CJIEAYIOIINE ITAIIbI:

- TIOCTAaHOBKA JOKYMEHTAa Ha KOHTpOJib. PekTop YHuBepcuTera (MpOpPEKTOp
YHuBepcutera) aenaeT OoTMETKy Ha JokyMeHTe «KouTposby mim «K», ompenenser
WCTIOJIHUTENIEH, CPOK UCITOJTHEHMS, CTAaBUT JIaTy U MOJINKCH;

- MPOBEpKa M PEryJIMPOBaHUE HAYAILbHUKOM OOIIEro OTAea Y HUBEPCUTETa X0/1a
UCTIOJIHEHUSA JIOKyMEHTa IIyT€M HAllOMMHAHHUS OTBETCTBEHHBIM MCIOJIHUTEIAM O
IPUOIMKCHUU CPOKA OKOHYAHHUS paOOThI HA/T IOKYMEHTOM — 3a 3 JIHS;

- peryispHoe HWH(MOPMHPOBAHUE COOTBETCTBYIOIIUX PYKOBOAUTEIEH O XOJze
WCTIOJTHEHUSI IOKYMEHTOB.

OTBETCTBEHHOCTh 32 OpraHU3allMi0 CBOCBPEMEHHOIO W  IMPaBWIBHOTO
WCTIOJTHEHUSI ~ JJOKYMEHTOB  BO3JIaraeTcs Ha  PYKOBOJUTENEH  CTPYKTYPHBIX
MOJpa3ACICHUN.

PykoBoauTenu CTPYKTYpPHBIX MOJpa3lefieHui 00s3aHbl  paccMaTpUBAThH
COCTOSIHUE HCMOJHUTEIBCKON JUCHMIUIMHBI 10 JOKYMEHTaM C TOpPYyYEHUSIMHU
PYKOBOJCTBa BYy3a, a TakKXKe JOKYMEHTHI, MOCTYHHUBIIHE B aJAPeC CTPYKTYPHOIO
noApa3eicHUs U TPEOYIOITUEe UCIIOTHEHUS WIIM MIOJITOTOBKHA OTBETA.

B CTpyKTypHBIX MOJpa3AeiCHUsIX  HEMOCPEACTBEHHBIM  KOHTPOJb  3a
WCTIOJIHEHUEM JJOKYMEHTOB OCYIIECTBIISIET PYKOBOJUTEIb WM MHOE JIMIIO0, HA KOTOPOE
BO3JIO’KEHA OTBETCTBEHHOCTh 32 BEJCHUE JICIONPOU3BOJICTBA.

KoHTpoJIb 32 HCTIOJTHEHUEM 3aPETUCTPUPOBAHHBIX JOKYMEHTOB, IMTOCTYIHUBILINX B
azpec YHUBEPCUTETA U UMEIOIIMX CPOK UCIIOJIHEHHUS, BO3JIaraercsi Ha OOIIMi OTIen
YHuBepcurera.

CpoKH UCTIOJIHEHUS JOKYMEHTOB MOTYT OBITh TUTIOBBIMU U WHWBUIYaJTbHBIMH.

TumnoBble CPOKM YCTAHABIMBAIOTCS HOPMATUBHBIMU aKTaMU, UHAUBUyaTbHbIC
CPOKM HCTIOJHEHMS YKa3bIBAIOTCS HEMOCPEICTBEHHO B TEKCTE JIOKYMEHTa WU B
PE30JIIOIUU K HEMY PEKTOpOM YHHUBEpcUTETa (MMPOPEKTOPOM Y HUBEPCUTETA).

Cpox HWCHIOJTHEHUS JOKyMEHTAa MOXET OBITh TMPOJJIEH MHUCHMEHHBIM
pacCHoOpsIKEHUEM JIOJDKHOCTHOTO JIMI[A, KOTOPOE €ro YCTaHOBWIO, cpa3zy IMocCie
MOJTYYEHHS] JOKYMEHTA HE MEHee 4eM 3a 2-3 JTHSA J0 UCTECYEHUs CPOKa HCIOJHEHMUS.
[IpomyieHne cpoka JOKHO OBITH MOTHBUPOBAHO CEPHE3HBIMU 00CTOSTEIIHLCTBAMH.



54

I[OKYMGHT CUUTACTCA HCIIOJIHCHHBIM, KOrJaa pCoICHbBI OKOHYATCJIBbHO BCC
ITOCTABJICHHBLIC B HCM BOIIPOCHI U CO6J'IIOI[CHI)I CPOKHU HUCIIOJITHCHUA.

CpOK HCUHHUCIACTCA B KAJICHAAPHBIX JHAX CO [JHA, CICAYIOHICTO 3a JHCM
ImoAInmnCaHnuA JOKyMCHTA, TpGXI[HCBHLII?I CpPOK — B pa60‘II/IX JHAX.

5.2. IlopsaaoK CHATHSI JOKYMEHTOB ¢ KOHTPOJIsI

JIOKyMEHTBI CHHUMAIOTCS C KOHTPOJISI TPU PEIICHUU TOCTaBICHHBIX B HHUX
BOIIPOCOB WJIU TP HAJTUIUH OTBETA, JAHHOTO TI0 CYIIECTBY.

[IpomexyTOUHBIN OTBET, PABHO KaK M 3aIIPOC IO UCITOTHSIEMOMY JTOKYMEHTY HIIA
YaCTUYHOE WCIIOJHEHUE TIOPYYCHUS, HE SBJSETCS OCHOBAHHMEM LISl TPU3HAHUSA
JOKyMEHTA MCTIOTHEHHBIM.

CHaTHE JOKyMEHTa C KOHTPOJS TO HWTOTaM WCIOJHEHUS OCYIIECTBIISIOT
COTPYJHUKHU OOIIIETO OT/eNa.

OcHoOBaHUEM MJI CHATHUSA C KOHTPOJS JIOKYMEHTOB C IMOPYYEHUSMU PEKTOpa
YHuBepcuTeTa WIM TPOPEKTOpa YHUBEpPCUTETA SBJISETCS JIOKYMEHT — OTBET,
MOJIMUCAHHBIA PEKTOPOM YHUBEPCUTETA, IPOPEKTOPOM YHHUBEpPCUTETA JIMOO CIpaBKa
00 WCHOJHEHWH JIOKYMEHTa 3a TMOJIUCHI0O  PYKOBOJUTENS  CTPYKTYPHOTO
nonpasneneHusi. CHITHE ¢ KOHTPOJISL 3apPETUCTPUPOBAHHBIX JOKYMEHTOB MPOU3BOIUT
COOTBETCTBYIOIINIA paOOTHUK OOIIETro OT/AeNa YHUBEPCUTETA IyTEM MPOCTABJICHUS B
PETUCTPALIMOHHON KapTOUYKEe CHCTEMbI 3JEKTPOHHOrO JOKyMeHTooOopora (Ha Oy-
Ma)XKHOM HOCHTEJIE Ha KapTOYKe) HOMEpa M JaThl MHChMAa-OTBETA, & B CTPYKTYPHOM
MOJpa3JeiecHn — JIUI0, OTBETCTBEHHOE 3a JEJOMPOU3BOJCTBO, IOJIIMBACT
WCIIOJTHEHHBIA JTIOKYMEHT B 1ejo. Kcepokomusi (CKaHKOMHWS) 3apeTrHCTPHPOBAHHOTO
OTBETa XPAaHUTCS B COOTBETCTBYIOIIEM JieJie B OOIIEM OT/ieie Y HUBEPCHUTETA.

V. OCOBEHHOCTMU PABOTHBI C QJIEKTPOHHBIMHA
JOKYMEHTAMMH

6.1. Opranusanus padoThl € 3JEKTPOHHBIMH IOKYMEHTAMM

Hacrosiiue TpeGoBaHMsl yCTaHaBIMBAIOT TMOPSAOK CO3JAHUS, MOJIYUYECHHUS,
00pabOTKH, XpaHEHHsI U UCTIOJIb30BaHMsI IOKYMEHTOB B yCJIOBUAX npuMeHeHus CO/] B
npouecce  JeNONPOM3BOJACTBA M JOKYMEHTOOOOpoTa  YHUBEpCUTETa U
pacupoCTpaHsOTCSl Ha OpPraHU3alil padOThl € BJIEKTPOHHBIMU JTOKYMEHTAMH,
BKJIIOYAsl MOATOTOBKY, OOpabOTKy, XpaHEHHE M HCIOJb30BaHUE JIOKYMEHTOB,
ocyuiectBisieMble ¢ nomoupio  COJI.  DneKkTpoHHBIM  JAOKYMEHTOOOOpPOT B
YHuBepcuTeTe OCYIIECTBISETCS C  MCIOJIB30BAHMEM CUCTEMBI  3JIEKTPOHHOIO
TOoKyMeHTooOopoTa Ha 6a3ze MHpopMmanmonHoit cuctemsl ynpasienus (nanee — UCY).
NCY VYHuBepcureTa mnpenHa3HauyeHa [Jid yHOpaBleHUs JoKymeHTamu. Cucrema
BKJIFOYAET BCE BO3MOXKHOCTM JUIA  OpPraHU3allMM  €IWHOTO  BJIEKTPOHHOTO
JIOKyMEHTO000pOTA.

Bce Buabl 37€KTpPOHHBIX JOKYMEHTOB (CIIy’)K€OHBIE 3alUCKH, MPHUKa3bI,
pacnopsDKEHHUsI, aKThl, 3adBKHA, WHCTPYKLUWHU, MaMITKH, I[HCbMA, TOJOXKEHHUS,
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MOPYYEHUS, MPOEKThl JAOKYMEHTOB, MHPOTOKOJIBI, PE30JIIOLUHU, PEIICHHS, CIPABKH,
JIOTOBOPBI, COTJIAIICHUS W HHbIE JOKYMEHTBI) CO3Jal0TCsl, (OPMHUPYIOTCA,
oOpabatsiBatotTcst U xpausarcs B UCY Yuuepcutera.

[IpreM 3NEKTPOHHBIX JIOKYMEHTOB W3 CTOPOHHHMX OpraHu3aluii U OTIIpPaBKa
AIIEKTPOHHBIX IOKYMEHTOB OCYIIECTBISIOTCS B OOIIEM OT/IeIe Y HUBEPCUTETA.

[Ipu mosy4eHUM HJIEKTPOHHBIX JOKYMEHTOB (HE HOCAIIUX HHOOpPMAIMOHHBIN
XapakTep) JOObIM MOJApa3iefiecHueM YHHUBEPCUTETa, HEOOXOJUMO OCYIIECTBUTH
nepenayy JaHHOTO JIOKYMEHTa B 001U OT/Ie] Y HUBEpCcUTETa (Ha SJIEKTPOHHYIO MOUTY
rector(@uust.ru) Juisi perucTpauMd M JalbHEIIed nepenadyd pyKOBOACTBY Ha
pPacCMOTpEHHE.

OpraHu3aiuio, BEJCHHE MW COBEPIICHCTBOBAHUE JEJIONPOU3BOACTBA C
ucnonb3zoBanueM MCY Ha ocHOBE €IMHON NMOJUTUKH, UCIOJIb30BAaHUE COBPEMEHHBIX
MH(GOPMALIMOHHBIX TEXHOJIOTHIA B paboTe C JOKYMEHTaMH, METOINYECKOE PYKOBOICTBO
Y KOHTpPOJIb 32 COOJIIOJIEHUEM YCTAaHOBJIEHHOIO MOpPSAKa padOThl C JOKYMEHTaMH B
CTPYKTYpPHBIX TOApA3JCICHUSIX YHHMBEpCUTETa OCYLIECTBISECT OOMMNA  OTAEN
YHuBepcuTeTa COBMECTHO C yIpaBiieHueM UG poBoii TpaHCchHOpMaIIUK U yIIPaBICHUEM
1 poBO HHPPACTPYKTYPHI.

CocraBieHue, oOQOpPMIIEHHE U  COIJIACOBAaHUE MPOEKTOB  AIIEKTPOHHBIX
JOKYMEHTOB  OCYILECTBISIETCS 1O  OOLIMM  NpaBUiiaM  JIEJIONPOU3BOJICTBA,
YCTAaHOBJICHHBIM B OTHOIICHUU aHAJIOTHMYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHUTEJE.
OJIEKTPOHHBIM  JIOKYMEHT JIOJDKEH HWMEThb PEKBHU3UTHI, YCTAHOBJIEHHBIE JJIS
AHAJOTMYHOr0 JOKYMEHTa Ha OyMa)XHOM HOCHUTEJNE, COJAEPKAIlUE PETUCTPALIMOHHbIE
JAaHHBIE JOKYMEHTA U YCWICHHYIO KBATHU(PUUUPOBAHHYIO 3JEKTPOHHYIO MOJIUCH, 32
HCKIIFOYEHHEM OTTUCKA ME€YaTH.

JI1st noATBEpKACHUS MOAJIMHHOCTH AJIEKTPOHHBIX IOKYMEHTOB B Y HUBEPCUTETE
HCIIOJIb3YIOTCS JIEKTPOHHBIE [IU(PPOBBIE MOANKCH.

Hcnonb3yembie CpeacTBa dSJAEKTPOHHOW HUGPOBON MOANUCU JIOKHBI OBIThH
cepTU(PUIIUPOBAHBI B YCTAHOBJICHHOM TOPSIJIKE.

[Ipy paccMOTpPEHHH U COTJIACOBAHUU SJIEKTPOHHBIX JTOKYMEHTOB, & TaKKe MpH
MOJMUCAHUA BHYTPEHHUX HH(POPMAIMOHHO-CIPABOYHBIX JTOKYMEHTOB (JOKJIAIHBIX,
CITy’KEOHBIX 3alMCOK, CIPABOK, CBOJIOK U JIp.), CO3/IaBa€MbIX B DJIEKTPOHHOU (hopme, B
CUCTEME DJIEKTPOHHOTO JOKYMEHTOO0OpOTa YHHMBEpCUTETa MOTYT HCIOJIb30BaThHCS
CIOCOOBI MOJATBEPKACHHS JCUCTBUN C AJIEKTPOHHBIMHU JOKYMEHTaMH, MPU KOTOPBIX
ANIEKTPOHHAs M(poBas MOANMKUCH HE HCHOJb3yeTca. Takue mpaBuia MOTYT OBITh
YCTaHOBJIEHbl MPU YCIOBUHM, YTO TNPOrPaMMHBIE CpPEICTBA, HCIOJIb3yEMbIE B
VYHuBepcurere, NO3BOJISIOT OJHO3HAYHO UICHTUPUIIMPOBATH JIMLIO, OANKUCABIIEE WU
3aBU3MPOBABIIIEE JOKYMEHT.

B HCY He pa3memaroTcss 3JIEKTPOHHbIE 00pa3bl JOKYMEHTOB C Tpudom
CEKpeTHOCTH. [JOKyMEHTBI, coiepkalire nepcoHabHbIe U UHbIE KOH(PUIECHIIMAIbHbBIE
JAHHBIE MOTYT pa3MeIIaThCs MPU COONIOAECHUU YCTAHOBJICHHBIX 3aKOHOIATEIbCTBOM
Poccuiickoii ®enepanuu  TpeboBanuit 1o 3ammute uHbopmarmu. CopeprkaHue
peructpupyembix u pasmemaemMbix B HMCY UHBIX JOKYMEHTOB HE MOJJIEKUT
pasrnamenuto. [lepenaya TOKyMEHTOB, UX KOMU, TPOEKTOB CTOPOHHUM OPTraHU3alHsIM
JOITYCKAETCs TOJBKO C pa3pelieHNs pyKOBOACTBA Y HUBEPCUTETA.
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Texanueckoe compoBoxkaeane HMCY ocymecTBiaseT ynpaBieHue IudpoBOit
TpaHchopMaimu.

6.2. CocTraBienue, opopMiieHHE U COTJIACOBAHME
NMPOEKTOB JJIEKTPOHHBIX JOKYMEHTOB

CocraBieHue, O(OpPMIIEGHHE U  COIVIACOBAaHUE IIPOEKTOB  AJIEKTPOHHBIX
JOKYMEHTOB  OCYILECTBISIETCS 1O  OOLIMM  TpaBUjiaM  JIEJIONPOU3BOJICTBA,
YCTaHOBJICHHBIM B OTHOIIICHUHU aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)kHOM HOCHUTEIIE.

B nensx ydera m nowucka nokyMeHtoB B UCY B coorBercTBHu ¢ IIpaBunamu
JEJIONPOU3BOACTBA  HCIOJB3YIOTCA  00s3aTeNbHbIE CBEAEHUS O  JIOKYMEHTE,
BKJIIOYA€MbIE B PETUCTPALMOHHYI0 KAapTOYKy B COOTBETCTBUM C IPUBEICHHOU
Ta0JIALEN.

HaumeHnoBanue cBeneHuii o XapakTepucTrka HH()OPMAIIUH, BKIFOUYAEMOH B JICKTPOHHYIO
JOKYMEHTE PETUCTPAalMOHHO-KOHTPOJIBHYIO KAPTOUKY

[TonHOE OdHIMaTbHOE M COKPAIIEHHOE HANMEHOBAaHHUE OPTaHU3aNH W
(baMI/IJ'H/ISI, WHULAJIBL JIMIA - OTIIPAaBUTCIIA JOKYMEHTA (Ha OCHOBaHUMH;
6JIaHKa JOKYMCHTA UJIKM B COOTBETCTBUU C JaHHBIMU, YKa3aHHBIMU B
oOpaleHu! rpaXkKIaHnHA)

1. Anpecant

[TonHoe oduumanbHOE U COKPAIIEHHOE HAMMEHOBAaHHE OpraHU3aluy WIn
2. Anpecat (bamuyst, THULUAIBI JINLA - TI0JIy4YaTesst JOKYMEHTa (B COOTBETCTBUH C
PEKBU3UTOM «Ajpecar»)

3. JlomKHOCTD, (haMuITus |
WHHILIMAIIBI JTHLA, TOIHCaBIIero B cooTBeTcTBUM ¢ pekBU3nTOM «lloamucey
TOKyMEHT

B cooTBeTcTBHU C YKa3aHUEM BUa JOKYMEHTa Ha OnaHke JOKYMCHTA WU

4. Bun noxkymeHTa
Ha OCHOBAHWH OIIEHKH COJIEPXKAHUS TOKyMEHTa

B cooTBeTCTBHU C HaTOﬁ, 0003HAaYEHHOU B AOKYMCHTC aBTOpPOM HWJIK Ha

5. laTa nokymeHTa OCHOBAaHUH ITOYTOBOT'O IITEMIIENSI HA KOHBEPTE, €CIIU B JOKYMEHTE JaTa
OTCYTCTBYET
6. Homep noxymenra B coOTBETCTBUM ¢ HOMEPOM, MPUCBOEHHBIM JJOKYMEHTY aBTOPOM

7. I[aTa MOCTYIVICHUS JOKYMCHTA I[aTa, YKa3zaHHas B OTMETKE O NOCTYIIJICHUN (BXOILHH.I@M H.ITaMHe)

8. Bxoasmmii Homep mokyMeHTa [Homep, mpocTaBieHHBIN B OTMETKE O TIOCTYIUICHUHU (BXOISAIIEM IITAMIIE)

9. CcpuTka Ha UCXOIAIITNI HOMEp |B COOTBETCTBHUM CO CBEACHHSIMH, YKa3aHHBIMH B COOTBETCTBYIOIIIEM
1 J1aTy JTOKyMEHTa [PEKBU3UTE

10. ComeprkaHue JOKyMEHTa Kpatkoe conepxaHue JOKyMeHTa (3aroJI0BOK K TEKCTY)

Ennannein yuera 3j1€KTPOHHOTO JOKYMEHTA SIBJISIETCS JIEKTPOHHBIA JOKYMEHT,
3apeructpupoBaniblii B MICY. DNEeKTpOHHBIM JOKYMEHT, MMEIOLIUNA MPUIOKECHHUS,
PETUCTPUPYETCS KaK OJIMH JOKYMEHT.

Peructpauust AOKYMEHTOB TMPOW3BOJAWTCS B MpeAenax BbIACICHHBIX B
VYHuBepcuTeTe JOKYMEHTONOTOKOB: TMOCTyHaromas JAOKyMEHTauus (Bxojsias),
OoTHpaBisieMasl JOKyMEHTalus (UCXO/s1asi), BHYTPEHHISl JOKyMeHTalusl. B kauectBe
OT/ICJIBHOTO PETUCTPUPYEMOTO MACCHBA IOKYMEHTOB BBIJICJICHBI OOPAIICHUS TPaK]IaH.
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[lepen peructpauueld [JOKyMEHTa JODKHA OBITh TMPOBEACHA MPOBEpPKa
NPAaBWIBHOCTH aJpecalid BXOISIIMX JOKYMEHTOB, IPAaBWIBHOCTH JOCTABKU H
KOMIUJIEKTHOCTH JOKyMeHTOB. [Ipu o0OHapyXKeHUM OTCYTCTBUSL JIOKYMEHTOB WIIU
IPUJIOKEHUN K HUM COCTABJISETCA aKT. AKT HAIPaBJISETCS OTIPABUTENIO JOKYMEHTA.

Opranuzanust Je’IoNpou3BOACTBA B NPEAENIaX BBIICICHHBIX B YHHBEPCUTETE
JIOKYMEHTOIIOTOKOB OCYIIECTBIISIETCSI B COOTBETCTBUM C PeriamMeHToM paboThl ¢
aneKkTpoHHbIMU JokyMeHTamu B UCY YYHuT.

@opmupoBanue gen B MCY 3a ucTrekmuii nepuoa NPOU3BOIUTCS TOCIHE
WCIIOJIHEHHSI BCEX MOPYYEHUH MO AOKyMeHTaMm. [Ipm HeoO0XoauMOoCTH HyMepauus
CTpPaHULl B JE€J€ YTOYHSETCA U KOPPEKTHPYETCA CHEHUAIUCTOM, OTBETCTBEHHBIM 3a
NEJIONPOU3BOACTBO, IEPE CAAYEH HA ADXUBHOE XPAHECHHUE.

ONeKTpOHHbIE JOKYMEHTBI IMOCJIE€ HMX HCIOJHEHHS MOMJIEKAT XPAHEHUIO B
TEYCHHE CPOKOB, MPEAYCMOTPEHHBIX JUISI aHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)KHOM
HOCHUTEIIE.

Cpoku XpaHEHHUsI SJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKaM XpaHEHUS
JOKYMEHTOB, YCTAaHOBJICHHBIM 3aKOHOJATEJbHBIMU W HWHBIMHU HOPMATHBHBIMU
paBoBbIMU akTamu Poccuiickon @enepanuu, TUIIOBBIMUA WA BEIOMCTBEHHBIMU
NEPEUHSIMH JIJIsl aHATOTUYHBIX TOKYMEHTOB Ha OYMa>KHBIX HOCUTEIISIX.

OKcnepTh3a LEHHOCTH 3JIEKTPOHHBIX JIOKYMEHTOB OCYILECTBISIETCS B OOIIEM
HOpsAKE, YCTAaHOBJICHHOM B OTHOIIEHHWU JTOKYMEHTOB Ha OymakHOM Hocutene. [locne
UCTEYCHHS] CPOKA, YCTAHOBIIEHHOTO /I XPAaHEHUs SJECKTPOHHBIX JIeN (DJIECKTPOHHBIX
JOKYMEHTOB), HA OCHOBaHUM YTBEP>KIECHHOIO aKTa O BBIJIEJICHUU UX K YHUUTOXKEHUIO,
yKa3aHHBIE 3JIEKTPOHHBIE JeNa (AIEKTPOHHBIE JOKYMEHTHI) MOJJIEKAT YHUUTOKEHUIO.

DJIEKTPOHHBIE JOKYMEHTBI, ITOCTYNMBIINE W3 CTPYKTYPHBIX IOJpa3IeIICHUM,
MEPEAAOTCS O ONUCAM C O(QOPMIIEHMEM AaKTa IMpUeMa-Nepeadyn 3IEKTPOHHBIX
JOKYMEHTOB Ha apXHWBHOE XPaHCHHUE.

DJIEKTPOHHBIE JOKYMEHTHI NIEPENAOTCA B OTAEN APXUBHOTO JTOKYMEHTOBECHUS
VYHuBepcuTeTra CTPYKTYPHBIMH TOJPA3JACICHUSIMU TIO0 Tpaduky W B TOPSIKE,
YCTaHaBJIMBAEMOM OTAEJIOM apXUBHOI'O JOKYMEHTOBEACHUS.

TexHudeckue acmeKkTbl IpHEMa DJJIEKTPOHHBIX JOKYMEHTOB HA apXMBHOE
XpaHEHHue, omepauuu y4yeTra, OTOOpa, oOecrnedyeHHus COXPaHHOCTH M XpaHEHUs,
KOHBEPTUPOBAHUS B HOBbIE (oOpMaTbl W MUTPALlMAd HA HOBBIE HOCHUTETHU
YCTaHABJIMBAIOTCS B CHEIUATBHBIX MHCTPYKIIHSIX, pa3padbaThiBa€MbIX B Y HUBEPCUTETE.

YHUBEPCUTET B COOTBETCTBUH C JIEUCTBYIOIIMM 3aKOHOIAaTENbCTBOM Poccuiickon
®enepauuu B cpepe uHbOpMaIUU, JOKYMEHTAIMOHHOTO 00ECIEeUeHUs U apXUBHOIO
7ena pa3padaTblBa€T BHYTPEHHHUE HOPMATUBHBIE JTOKYMEHTBI MO KOMIUJIEKTOBAHUIO,
YUETY, XPAHEHUIO U UCIIOJIB30BAHUIO AJIEKTPOHHBIX APXUBHBIX JOKYMEHTOB.

VII. JTOKYMEHTAJIBHBIN ®OH]I

Opranuzarust paboThI ¢ TOKYMEHTaMH B JISJIONPON3BOICTBE MPECTABISET COOOM
COBOKYMTHOCTh BHJIOB pabOT, 00€CTICUNBAIOIINX COXPAHHOCTh, YU€T, CUCTEMATHU3AIINIO
JIOKyMEHTOB, (popMupoBaHue ¥ 0HOpPMIICHHE JIe] Ha JIEJOMPON3BOICTBEHHON CTaNH U
WX Tepenadyy B apXWB YHHBEPCHUTETa B COOTBETCTBUM C TpPeOOBAHUSAMH,
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YCTaHOBJICHHBIMU JICMCTBYIOIIUM 3aKoHOAATenbCcTBOM Poccuiickonn dexnepanun,
HOPMATHUBHO-METOJAMYECKUMH JOKyYMEHTaMH DeepalibHOTO apXMBHOTO areHTCTBA,
VYhpaBnenuss 1o jaenaM  apxuBoB PecmyOnumku  bamkoproctaH, a - Takke
COOTBETCTBYIOIIUMH HOPMATUBHO-METOJAMYECKUMHU TOKYMEHTAMHU 110 apXUBHOMY JI€ITY
U JICTIONTPOU3BOJCTBY Y HUBEPCUTETA.

JlokyMeHTabHBIM  (OHJ YHHMBEpPCHUTETa — COBOKYIHOCTh JIOKYMEHTOB,
00pa3yroIIUXCs B MPOLIECCE €To AeATeIbHOCTH. JlIoKyMeHTalbHbBIN (DOHT Y HUBEpCUTETA
COCTAaBJISIIOT JOKYMEHTBI, CO3/IaHHBIE B YHHUBEPCUTETE W TOJYYECHHBIC B PE3YyJIbTaTE
B3aMMOJEHUCTBUA C OPraHAMU I'OCYJapCTBEHHOM BJIACTHU U YIIPABJICHUS, OPTAHU3ALUSIMU
Y TPaXJaHAMMU.

Yactep gokyMeHTaIbHOTO (OHAA, BKIIOYAMONIAs apXHWBHBIC JOKYMCHTHI,
COCTaBIISICT ApXUBHBIN (OH]I.

OnepaTtvBHOE XpaHEHUE JTOKYMEHTOB YHHUBEPCHUTETa 10 IMepeJadyd HUX Ha
ApXMBHOE XpPAHCHUWE WM YHHUUYTOKECHUE OCYIIECTBISIETCS B  CTPYKTYPHBIX
MOJIPA3/ICIICHUSX Y HUBEPCUTETA.

7.1. PazpabdoTka u BeleHHEe HOMEHKJIATYPbI JeJl

B umensix XpaHeHMs, NMOMCKAa WU HCIIOJB30BAHUS JIOKYMEHTHl Ha OyMa)KHOM
HOCUTEJE U DIJIEKTPOHHBIE JTOKYMEHTHI (OPMHUPYIOTCS B Ji€la B COOTBETCTBUU C
HOMEHKJIATypOil JIedI.

HomeHnkinatypa e 3akpervisieT KiiacCupuKauuo (rpynnupoBKY) UCIOJHEHHBIX
JOKYMEHTOB B JieJia (3JIEKTPOHHBIE JIeJ1a), CUCTEMATU3aLUI0 U UHAEKCALUIO JIEJ, CPOKU
UX XpaHEHUS U SABISETCA OCHOBHBIM YYETHBIM JJOKYMEHTOM.

HomeHnknatypa pen sBAS€TCS OCHOBOM Il COCTaBJICHUS OMMCEH Jen
MOCTOSIHHOTO, BpEMEHHBIX (CBbILIE 10 JI€T) CPOKOB XpaHEHUS U MO JUYHOMY COCTaBY,
aKTOB O BBIJIEJIEHUU K YHUUTOXEHUIO TOKYMEHTOB C HCTEKIIMMHU CPOKAMH XpaHEHUs, a
TaKKe JUIs ydeTa Jiesl BpeMeHHbIX (70 10 JeT BKIIOUUTEThHO) CPOKOB XPaHECHHUSI.

[Ipu cocraBieHMM HOMEHKIATYphl JEJ CIEAYET PYKOBOACTBOBATHCS YCTaBOM
OpraHu3alliM, TIOJIOXKEHUSIMU O  CTPYKTYPHBIX  IOAPA3ACICHUSX, IITATHBIM
pacnucaHueM, IUIaHAMU U OTYEeTaMu O paboTe opraHu3alluu, HOMEHKJIATypou nieid 3a
MPOLIEIINNA TOJl, JIOKAJIbHBIMU HOPMATUBHBIMUA aKTaMU OpTaHU3allMU, COAECPKAIIUMHU
CBEICHMSI O TOKYMEHTaX, 00pa3yrolIuXcs B JEATEIbHOCTH Y HUBEPCUTETA, TUTIOBBIMU U
IPUMEPHBIMU HOMEHKJIATYpaMu JieJ1 (MIPU UX HAJTUYUH ), BEIOMCTBEHHBIMU U TUIIOBBIMHU
MEPEYHSIMH JTOKYMEHTOB C YKa3aHHUEM CPOKOB UX XPaHEHUSI.

HomeHnkinaTypa fen BKIIIOYAETCS B CHCTEMbI AJIEKTPOHHOTO JOKYMEHTOO0O0pOTa
(manmee — COJ1) 1 B cuCTEMBI XpaHEHUS SJIEKTPOHHBIX TOKYMEHTOB (nanee - CX3O/1) B
KauyecTBE CIIPaBOYHMKA, HA OCHOBAaHUHU KOTOPOTO OCYILECTBIISETCS CUCTEMAaTH3alus U
y4eT JOKYMEHTOB, a TAK)KE UX METaJaHHbBIX.

CBoaHast HOMeHKJaTypa aen YHusepcurteta (IIpunoxkenue Ne 16) cocraBisiercs
OTZEJIOM apXMBHOIO JOKYMEHTOBEJECHHMS Ha OCHOBAHMHM HOMEHKJIATyp €l
CTpYKTypHbIX noapazaeneHuit (ITpunoxenne Ne 17).
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BHOBB CO34aHHOE WJIM PEOPraHU30BAHHOE MOAPA3AECICHUE TOHKHO B MECSYHBIN
CpPOK pa3paboTaTb HOMEHKJIATypy J€l U HpPEJICTaBUTh €€ B OTAEI apXUBHOTIO
JOKYMEHTOBEICHHUSI.

CBogHas HOMEHKJIAaTypa Jel YHUBEPCUTETAa COCTAaBISETCA B IIOCIEIHEM
KBapTajle TEKYIIETo roAa Ha MPEACTOSIINN KAICHIAPHBIA TOI.

CBojHass HOMEHKJIATypa Jel YHHUBEPCHTETa IOANKMCHIBACTCS HAYAJIbHUKOM
OTZieJla apXUBHOI'O JOKYMEHTOBEICHMS, COIVIACOBBIBACTCSA C JKCIIEPTHOM KOMHUCCHUEN
(manee — OK) YHuBepcuteTa M OIMH pa3 B 5 JIET NPEACTABISAETCS HA COIVIACOBAHHE
DKCIEpPTHO-IPOBEPOYHONM KOMHUCCHUHM YTPABJICHHS O JAejaM apXuBOB PecrnyOinku
bamkoprocran (manee — OIIK VYmopaBnenus mo pgemnam apxuBoB PecnyOnuku
bamkoprocran).

Homenknatypa nen, cormacoBanHas OIIK VYmpaBneHuss mo nenam apXuBOB
PecnyOnuku bamikopTtocTan, yTBEp:KIaeTcsl peKTOPOM YHUBEPCUTETA U BBOJUTCS B
NEUCTBHE C | sTHBapsi MPEACTOAIIETO KaJEHIapPHOTO TO/Ia.

CornacoBanHas c¢ OIIK VYmpaBnenus mno pgenam apxuBoB PecmyOsuku
bamkoprocTan HOMEHKJIaTypa JeJlI B KOHLE KaKIOr0 TIoJa yTOYHSETCH,
[IEPENEeYaThIBACTCA, YTBEPKAACTCS PEKTOPOM Y HUBEPCUTETA U BBOJUTCA B JCHCTBUE C
| stHBapst mpeaCTOSIIEro KaJeHAapHOTO Toa.

[IepBbIil 3K3eMIUIIP YTBEPKACHHON HOMEHKIATYPHI JIEJ SBISAECTCA TOKYMEHTOM
IOCTOSSHHOT'O XPaHEHHsIT W BKIIOYAETCS B HOMEHKIATYpy JA€J B pa3fes oOTHAena
apXMBHOI'O JIOKYMEHTOBEICHUS, BTOPOM — HCIIOJIB3YETCSI OTIEIOM APXUBHOIO
JOKYMEHTOBEICHHSI B KadecTBE pabdouero HK3eMIUIsIpa, TPETHl — mepenaercs B
Hauuonanshueiii apxuB PecnyOnmku bamkoproctaH, Kyna Takke Hepenaercs
ANIEKTPOHHASI KOMMUS HOMEHKJIATYpbI A€l YHHUBEPCHUTETA, YTBEPXKIECHHOH PEKTOPOM
YHuBepcurera.

HomenknaTypa Aen COCTOMT M3 pa3ferioB. 3aroJIOBKaMH Pa3leNiOB SIBIIIOTCA
HAaWMEHOBAHHUSI CTPYKTYPHBIX MOJAPA3ACICHUM.

B pasgensl HOMEHKIIATypbl J€7 BKJIKOYAKOTCA 3aroJIOBKH €I, OTpaKarollue
JESITeIbHOCTh CTPYKTYPHBIX IMOJpA3JeIeHN, B TOM YHUClIE pabdOTy KOJJIETHaJIbHBIX
opraHoB. JIOKyMEHTBI, CO3/aHHble B DJJEKTPOHHOW (opMme, BKIIOUAIOTCA B
HOMEHKJIaTypy JIeJ1 [10 TEM K€ MpaBujIaM, 4YTo U JJOKYMEHTbI Ha OyMa)>kHOM HOCHUTEIIE.

He BkirouaroTcsi B HOMEHKJIATYpy M€l NEPUOJUYECKHE H3JaHUS, KHUIH,
OpOIIOPHI.

3aroyIoBKH JIEJ, COAEPIKAIIMX JIEKTPOHHBIE JOKYMEHTBHI, & TAKXKE 3ar0JIOBKH 1€,
collepKalllMX KaK »JJIEKTPOHHbIE JOKYMEHTBI, TaK M JIOKYMEHTbl Ha OyMa)KHOM
HOCHTEJE, BKIIOYAIOTCS B HOMEHKIATypy nei. B rpade "lIpumeuyanus" ykaspiBarorcs
0COOEHHOCTH (POPMHUPOBAHUS J€J1a U BUJl HOCUTEI HH(POpMALUU.

3arojioBKM JIeJl, CoAepKallie HauMEHOBaHMS 0a3 JMaHHBIX MH(GOPMAIMOHHBIX
CUCTEM, YTOUHSIIOTCS B COOTBETCTBHM C COCTaBOM JIOKYMEHTHUPOBAHHOW MH(MOpMAIUU
(maHHBIX), coeprKaIIeics B 0a3ax JaHHbBIX.

Bce 3arosoBku 1en, BKIIOYEHHBIE B HOMEHKIATYPY €1 CTPYKTYPHOIO
noJipa3ziesieHus1, uHAeKcupyrorces. MHaekce nena ykasbiBaeTcs B rpade 1 HOMEHKIaTyphbl
JIe M COCTOUT M3 HMHJEKCAa CTPYKTYPHOrO IojpasjeieHus (KoJaa MOApPA3ACIICHUs B
COOTBETCTBUHM C KOAU(PUKATOPOM CTPYKTYPHBIX MOJpa3elieHui) U MOPSIKOBOTO
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HOMeEpa JieNia B pa3zesie HOMEHKIATypbl faen. MHaeKcsl aen 0003HadaTes apadCKuMu
udpamu. Hampumep: 1251-05, rae:

1251 - ko1 CTPYKTYypHOTO MOPa3ACICHUS;

05 - mopsAKOBBII HOMEp Jelia B pa3jiesiec HOMEHKIATYPhI JIe.

Jlena mo BompocaMm, HEpa3pellieHHbIM B TEUEHHUE OJIHOTO Tofa, SBISIOTCS
«MEePexXOAlIMMU» M BHOCITCS B HOMEHKJIATYpy JeJ CIEOYIOMIero rofa ¢ TeM ke
UHAEKCOM. PexoMeHIyeTcs COXpaHaTh B HOMEHKIIAType JeJl OJIMHAKOBBIE MHIEKCHI JIJIs
OJIHOPOJIHBIX JI€JI, BKIIFOUEHHBIX B Pa3HbIC pa3/ieibl.

Ecnu B Teuenue roaa B AeSTEIBHOCTH OpraHU3alluu 00pa3yloTcs JOKYMEHTHI, HE
MPEeyCMOTPEHHBIE HOMEHKJIATYpOW Jel, 3arojOBKH HOBBIX JeN JIOMOJHUTEIBHO
BKJIIOUAIOTCA B HOMEHKJIATYpy Jied. B KaxknoM paznene HOMEHKIATYphl J1e] 1711 BHOBb
3aBOJUMBIX JIeJI PEAyCMaTPUBAIOTCS pE€3€pPBHBIE HOMEpA.

3aronoBok xaena (rpada 2 HOMEHKJIATYpPHI 7€) JTOJDKeH B 00001meHHon dhopme
OTpakaTb OCHOBHOE COJCpXaHHE M COCTaB JOKyMEHTOB jena. He momyckaercs
ynoTpeOJieHue B 3arojioBKE Jiela HEKOHKPETHBIX (POpPMYIHUPOBOK  («pa3HbIe
MaTepHalbl», «OOIlas TepenucKka»), a TakKe BBOJHBIX CIOB U  CIOXHBIX
CUHTAaKCUYECKUX OOOpOTOB. 3arojIOBKH JIel MOTYT yTOYHSTHCA B TEUYECHHE Troja B
npouecce GopmMupoBaHU U 0HOPMIICHHS JIEN.

3aroyioBOK Jieja JI0JKEH COCTOATh U3 3JIEMEHTOB, PACIioiaraéMbIX B CIEAYIOIICH
[OCJIE1I0BATEIbHOCTH:

a) Ha3BaHUE BUJA Jena (Mepenucka, *ypHaj, JeJ0) WIM BHUJAa JOKYMEHTOB,
BKJIFOYEHHBIX B J€JI0 (IPOTOKOJIbI, IPUKAa3bl);

0) HauMMEHOBAHHME OpPTaHU3AIlMU, CTPYKTYPHOTO MOAPA3JEICHUS, MOCTOSHHO
JACHCTBYIOIIETO WM BPEMEHHOTO OpraHa, JJOJDKHOCTHOTO JIMIA, CO3/ABIIHX
JIOKYMEHT(bl);

B) HAMMEHOBaHWE KOPPECTIOHACHTA (OpTaHM3allNH, JIUIA, KOTOPOMY aIpECOBAHbI
WJIM OT KOTOPOTO MOTYYCHBI JOKYMEHTHI);

T') KpaTKoe CojiepKaHue JOKYMEHTOB JIea;

J) Ha3BaHWE MECTHOCTH (TEppPUTOpPUHU), C KOTOPOH CBSI3aHO COJEPIKAHHE
JIOKyMEHTOB JI€TIa;

e) nara (mepuos), K KOTOPbIM OTHOCSITCS] IOKYMEHTHI JIeNIa;

) yKa3zaHHe Ha KOMMMHHOCTh JIOKYMEHTOB JieJa.

[Topsimok pacmooKeHusl 3aroJIOBKOB JIel BHYTPH Pa3/elioB HOMEHKIIATYPhI Je
OTPEENSETCS CTENEHBI0 BAXKHOCTH JOKYMEHTOB, BKIIIOUEHHBIX B JI€JIa.

B nHauane paszmena  pacmnojararoTcsi  3aroJIOBKM €N,  COAEpIKalluX
yUpeAuTeIbHbIC, OPTaHN3AIMOHHO-TTPABOBBIE U PACTIOPSIAUTEIbHBIC TOKYMEHTHI, 3aTEM
3aroJIOBKH JIeJI, COJEp KalINX IJIAHOBBIE, OTUETHBIC, HH(POPMAIIMOHHO-aHATTUTHYECKHE
JOKYMEHTBI, TOKYMEHTHI, OTPa)KaIOIIHe AEATEeIHHOCTh MOApa3e/ieHusI, TIEPEIICKY, B
KOHIIE pa3/ieNa - peruCTPAIlMOHHBIC U YUETHBIC KYPHAIIbI, KAPTOTEKH, 0a3bl TaHHBIX.

B 3aromoBkax gen, coieplkamux JOKYMEHTHI O OJHOMY BOMPOCY, HO HE
CBSI3aHHBIX TIOCTIEAOBATEIILHOCTHIO PEIICHUsT BOMPOCa, B KadyecTBE BHJA Jiela
yHIOTpeOIsIeTCS, TEPMUH «JIOKYMEHTBD», a B KOHIIE 3ar0JIOBKAa B CKOOKaX yKa3bIBAIOTCS
Ha3BaHUS BUJIOB JOKYMEHTOB, Hau0oJiee MpeACTaBICHHBIX B JeTe:
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«/lokyMeHTBI O MPOBEJACHUU COBEMIAHWI M CEMUHAPOB (MPOTPAMMBI, CITUCKH,
JTOKJIAJTBI ).

TepMUH <«IOKYMEHTBI» HMPUMEHSETCS TAKXKE B 3arojioBKax Jell, COoAep Kallux
JOKYMEHTBI-ITPUIIOKEHUS K KAKOMY-TTHO0 TOKYMEHTY (BUIbI JOKYMEHTOB-TPUIIOKEHUN
HE TIEPEUUCTISIOTCS):

((I[OKYMGHTBI K ITPOTOKOJIaM 3aC€,Z[aHI/Iﬁ MCTOAHUYCCKOI'O COBCTa».

B 3aromoBkax ACJI, MNPCAHASHAYCHHBIX JIsI TPYIIIMPOBKU OJHOTHUIIHBIX
JOKYMCHTOB, 3Ta I'pyIllia JOKYMCHTOB YKAa3bIBACTCA BO MHOKCCTBCHHOM YUCJIC!

«IIpoToxoitbl 3acenanuii Kageapoi.

B 3aronoBkax ACJ, COACPIKAIIUX IICPCIIUCKY, YKA3bIBACTCA, C KEM H I10 KAKOMY
BOIIPOCY OHA BCACTCA:

«Ileperucka ¢  00pa3oBaTENbHBIMU  YUPEXKACHUSMH O  TOBBIIICHUU
KBTHU(PUKAUA PAOOTHUKOB.

B 3arosioBkax e, cCOAEpKAIIMX IJIAHOBYIO WM OTYETHYIO JTOKYMEHTAIUIO,
yKa3bIBaeTCs mepuoja (Mecsl, KBapTaji, rojJ) Ha (3a) KOTOPBIA COCTaBJICHBI IJIAHBI
(oTuethl):

«OTtueTsl 0 pabote kadenp 3a 2023 roay.

[Ipu QopmMupoBaHuM 1ena M3 HECKOJbKMX TOMOB (YacTeil), Kpome OOILIero
3aroJioBKa Jiefia mpyu HeoOXOIUMOCTH COCTABIISFOTCS 3ar0JIOBKH KaXKJI0ro ToMa (4acTH),
YTOUHSIIOIINE CO/IepKaHUEe TOMOB (dacTei) nena.

3aroyIoBKU i€l MOTYT YTOUHSTHCS B Mpoliecce (popMUpOBaHUS U OQOpMIICHUS
Jen.

[Tpu BKJIIOUEHUU 3ar0JOBKOB 3JIEKTPOHHBIX /1€ B HOMEHKIATYPY J1€1 UHIEKCHI
AJIEKTPOHHOIO JieJla M 3arojIOBKM JJIEKTPOHHBIX JENl COCTAaBJIAIOTCS IO TEM Ke
IpaBUJIaM, YTO M UHJIEKCHI, U 3aT0JIOBKH JIeN C IOKyMEHTaMU Ha OyMa)XHOM HOCHUTEIIE.
B rpade «IIpumeuanus» yka3bIBaeTCs, 4TO JEJI0O BEACTCA B AJIEKTPOHHOM BHUJIE.

I'pada 3 «KomuuecTBO TOMOB (4YacTeil)» 3amoJIHSIETCS MO OKOHYAHWUU
KajeHaapHoro roja. [lo mocTkeHUH eI0M, BKIFOUYAIONINM JOKYMEHTHI BPEMEHHBIX
(cBpimie 10 51leT) ¥ MOCTOSIHHOTO CPOKOB XpaHeHHs, o0bema B 250 JUCTOB, TOM
3aKpbIBAETCS M OTKpBhIBAaeTCs HOBBIH ToM. B rpade 3 HOMEHKIATyphl [aen
MOCTIEIOBATEIHHO YKA3bIBAIOTCSI HOMEpa TOMOB U KpaifHUE aThl JOKYMEHTOB KaXKJI0TO
TOMa:

11.01.2023-30.06.2023


http://login.consultant.ru/link/?req=doc&base=LAW&n=185738&date=28.09.2023&dst=101254&field=134
http://login.consultant.ru/link/?req=doc&base=LAW&n=185738&date=28.09.2023&dst=101254&field=134

62

ONeKTpoHHBIE Ji€Jla Ha ToMa (YacTH) HE paslenstorca. Bce aneKkTpoHHbIE
JOKYMEHTBI, HE3aBUCHMO OT UX 00beMa, BKIIOYAIOTCS B OHO AJIEKTPOHHOE JIETIO.

B rpade 4 «Cpox xpaHenust u Ne craTbu MO NEPEYHIO» YKa3bIBAIOTCS CPOKH
XpaHEHus Jell U HOMEpa CTaTel MO0 TUIIOBOMY IEPEYHIO JIOKYMEHTOB C yKa3aHUEM
CPOKOB XpaHEHUs, peiepaibHOMY 3aKOHY WJIM HHOMY HOPMaTUBHOMY IIPaBOBOMY aKTy.

B rpage 5 «IIpumeuanusr» OpoCTABIAIOTCS OTMETKH O IMEPEXOASIIMX Jelax
(manpumep, «Ilepexonmsamee ¢ 2022 roga»), 0 BBIIEICHUH A€ K YHUUYTOKEHUIO, O
JMIaX, OTBETCTBEHHBIX 32 (OPMHUPOBAHUE €I, O IEpeIade A€ B IPYTyI0 OpraHU3aUIo
JUISL IPOJOJIKECHMSL.

Ecniu geno ¢opmupyercss B HHPOPMAIMOHHOM cHCTEME U BKIIOYAET
AIIEKTPOHHBIE JOKYMEHTHI, B Tpade «lIpumeyanus» oTmeuyaeTcs, 4TO J1€J0 BEIACTCS B
AIIEKTPOHHOM BHUJIE C yKa3aHWEM HaMMEHOBaHUS WH()OPMALMOHHON CUCTEMBI:

«OnexkTpoHHbIN JOKyMeHT. UCY»

3aKOHUYEHHBIE IETONPOU3BOJCTBOM (UCIIOJIHEHHBIE) TOKYMEHThI (POPMUPYIOTCS B
JieJa 110 HOMEHKJIAType Jell.

JIOKYMEHTHI (J1e1a) CTaHOBSITCS apXUMBHBIMH C | sSiHBaps roja, CIEIyOIIEro 3a
rOJIOM, B KOTOPOM OHH OBLIIM 3aKOHYEHBI JI€JIOIPOU3BOICTBOM.

[Io OKOHYaHUU AEIONPOU3BOJCTBEHHOIO I'0JIa COCTABJISETCS UTOTOBas 3aIHCh
HOMEHKJIaTyphl J€Jl O KOJHUYECTBE 3aBEJCHHBIX el (TOMOB [€1) MOCTOSIHHOTO,
BpeMeHHOTO (cBhime 10 5er) u BpemeHHOro (10 10 €T BKIIOYMTENHHO) CPOKOB
XpaHeHHs] Ha OyMa)KHOM HOCHTENIE U O KOJHMYECTBE 3aBEJCHHBIX 3JEKTPOHHBIX MAEI
MIOCTOSIHHOTO, BpeMeHHOro (cBbimie 10 ser) u BpemeHHoro (10 10 JieT BKIIOYUTENBHO)
CPOKOB XpaHEHHUS.

B wuTOoroByro 3amuch CBOAHOM HOMEHKIATYphl JI€N CBEIECHHUSI BHOCSTCS Ha
OCHOBAHHHM JIaHHBIX, IEPEAAHHBIX U3 CTPYKTYPHBIX NOApa3IeiICHUl Y HUBEPCUTETA.

7.2. llopsinok ¢gopMUpOBaHMS 1€

Jlena co AHS MX 3aBEACHMS 10 IEPEIayu B OTIE] APXUBHOTO JOKYMEHTOBEICHHUS
WIN 70 BBIIEJCHUS UX K YHUYTOXKEHHUIO TI0 UCTEUEHUHU CPOKa XPAaHEHHs XPaHSTCS IO
MeCTy ux (HOPMHUPOBAHUS.

Jleno cuwnrtaercs 3aBEJEHHBIM C MOMEHTa BKJIIOYEHHS B HEro IIEPBOrO
UCIIOJIHEHHOI'O JOKYMEHTA.

[Ipu QopmupoBanuu nen Ha OyMaXHOM HOCHUTENE JOJKHBI COOJIIOIATHCS
cieayroe ooIue npapuia;

- B JIEJIO MOMEMIAIOTCS UCIOIHEHHBIE JIOKYMEHTBI, COOTBETCTBYIOIIUE IO
CBOEMY COJEPKAHUIO 3ar0JIOBKY JIeJia 0 HOMEHKIIATYpE A€,

- MPUIIOKEHUS TTIOMENIAIOTCSI BMECTE C OCHOBHBIMH JJOKYMEHTaAMH;

- B JICJI0O BKJIIOYAIOTCS JOKYMEHTBHI OJHOTO KaJeHAApHOro roja, 3a
UCKJIFOYEHUEM MEePEeXOIAITUX eT;
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- JOKYMEHTBI MIOCTOSIHHOTO ¥ BPEMEHHBIX CPOKOB XpaHEHUS TPYIITUPYIOTCS
B JieJia pa3/ieIbHO;

- B JIEJI0 BKJIFOYAETCS TI0 OJHOMY IK3EMILISIPY KaXJI0T0 TOKYMEHTA,;

- dakcorpamMmbl, TeJlerpamMMmbl, TeIePOHOTPAMMBI TTOMEHIAIOTCS B Jela C
NIePenrCKOi Ha OOIINX OCHOBAHHUSX;

- B JIEJIO MIOMEIIAIOTCS JOKYMEHTHI MPAaBUIIHHO U TIOJTHOCTHIO O(OPMIICHHBIC
(TOKyMEHTBI IOJDKHBI UIMETh JaTy, MOAMNKCH U APYTUe HEOOXOINMbIC PEKBU3UTHI);

- B JIeJI0 HE BKIIFOYAIOTCS JAOKYMEHTHI, TOJJICKAINE BO3BPATY, JIUIITHUE
AK3EMIUISIPHI ¥ YEPHOBUKH (32 UCKITIOYEHUEM 0CO00 ICHHBIX ),

- no o0beMy J1e0, BKIIOYAIoIIee JOKYMEHTH Ha OyMa)kHOM HOCHUTEINE, He
JOJDKHO TIpeBbImaTh 250 nucToB, TpU TONMIMHE HE Oojee 4 cM (ToNIMHA AEN CO
cpokamu xpanenus a0 10 ser He momkHa npeBbimaTh 10 cm). [Ipu mpeBbimeHNN
JaHHOTO 0o0OBbeMa 3aBOAMUTCSA BTOpOi ToM. [Ipy Hamuumum B Jieje HECKOJIBKUX TOMOB
("dacTeil) MHACKC U 3aroJjIOBOK Jeja MPOCTABIISIIOTCS Ha KaXJI0M TOME C J0OaBJIECHUEM
0003HAYCHHUI: «TOM 1», «TOM 2».

JIOKyMEHTBI BHYTPU Ji€Jla PacCIoJIaraloTcs B XPOHOJOTHYECKOH, BOIMPOCHO-
JIOTUYECKOM TTOCIICIOBATEIPHOCTH WU MX COUCTAHHH.

PacriopsiauTenbHbIe JOKYMEHTHI TPYIITUPYIOTCS B JI€Ja 10 BUJIaM U XPOHOJIOTHH
C  OTHOCSAIIMMHCS K HHAM  TPWIOKCHUAMH.  J[OKyMEHTBI-OCHOBaHUS K
pacnopsIMTEIbHBIM IOKYMEHTAaM BKJIIOYAIOTCS B OTACIIBHOE JEIIO.

[IpoTOKOJIBI B I€TIE pacIionaraloTcsi B XpOHOJIOTHYECKOM MOPSIIKE U IO HOMEpaM.

JIoKyMEHTHI K 3aceJaHusIM (COBEIIaHUSIM ) TPYIITUPYIOTCS B OT/ACIBHOE JIeTI0, KaK
U TIPUJIOXKEHHS K TTPOTOKOJIaM, €CIIM OHH COJIEpKatT OoJiee 25 cTpaHMuIl.

JIOKyMEHTBI K MPOTOKOJIaM, €CJIM OHHM CIPYNIUPOBaHbBl B OTACJIbHBIC JI€Ta,
CUCTEMATU3HUPYIOTCS BHYTPH JieJia MO MOPSAKY HOMEPOB ITPOTOKOJIOB.

JlokanpHBIE HOPMATHBHBIC aKThI, YTBEP)KICHHBIC  PACHOPSAUTEILHBIMU
JOKYMEHTaMH, SBIISIOTCS TIPWIOKCHUSIMA K HUM W TPYNIHPYIOTCS BMECTE C
YKa3aHHBIMH JIOKYMEHTaMHU.

[Tpukassl M0 OCHOBHOM JACATEIHHOCTH TPYIIITUPYIOTCS OTACIBHO OT MPUKA30B TI0
JTUYHOMY COCTaBY M TIPHKA30B IO aIMUHACTPATUBHO-XO3SIMCTBEHHOHN ACATEIBHOCTH (K
aIMUHUCTPATHBHO-XO3IUCTBEHHOW  JCATCIBHOCTH  OTHOCATCS ~ BOIPOCHI  TI0O
COOJTIOJICHUIO TIPaBUJI BHYTPEHHETO PacHopsIKa, SKCIUTyaTallud CIIY>)KCOHBIX 3/IaHUM,
TPAHCTIOPTHOMY OOCITYKMBAaHUIO, BHYTPEHHEHW CBsI3U, oOecredeHuto 0e30macHOCTU
OpraHu3aIlui. ).

[Ipukas3pl M0 JTUYHOMY cOCTaBy (OPMHUPYIOTCS B Jiejla B COOTBETCTBUU CO
CpOKaMH XpaHEHUSI.

JIOKyMEHTBI B TUYHBIX JI€JIaX PACIIOIararoTcs 10 Mepe UX MOCTYTUICHHUS.

[lepenucka rpynmupyeTcss B Jefia MO TEMaTUKE W/WIU KOPPECTOHIEHTaM W
CUCTEMATHU3HPYETCS B XPOHOJOTHYECKOH TOCIEAOBATEIIBHOCTH: JOKYMEHT-OTBET
MOMEIIaeTcs 3a JOKYMEHTOM-TIPockOoit (3ampocom). [Ipy BO30OHOBICHHH MEPETUCKU
10 OMNpPEJCICHHOMY BOIPOCY, HAYaBIICHCSA B TPEABIAYIIEM TOIy, JTOKYMEHTHI
BKJIFOYAFOTCS B JICJIO TEKYIIETO Tojla C YKa3aHWeM HMHJEKca Jieja MPeIbIIyIIero roa.

Cucremaru3anus JIEKTPOHHBIX JOKYMEHTOB U MX MHACKCAIINS B COOTBETCTBHUU C
HOMCHKJIATypo#l nien1, (popMupoBaHHE KOHTCHHEPOB AJICKTPOHHBIX JOKYMEHTOB JIJIS
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nepcaadn SJICKTPOHHBIX AOKYMCHTOB Ha AapXMBHOC XPAHCHUC OCYIICCTBIIAIOTCS B
CTPYKTYPHBIX IIOAPA3ACIICHUAX B COOTBCTCTBYIOIIINX I/IH(i)OpMaHI/IOHHI)IX CHUCTCMax.

7.3. IIpoBepka HAIMUMSI M COCTOSIHUA TOKYMEHTOB

Jlia oOecnieyeHUss COXPAaHHOCTH, YYeTa JOKYMEHTOB M JIel CTPYKTYpPHOTO
HOJpa3AesiCHUs] U OpraHU3aluu JOCTYyIa K HUM IPOBOJUTCS KOMIUIEKC padoT:

- CO3JJaHUE ONTUMAJIbHBIX YCIOBHI XpaHEHUsS! JOKYMEHTOB U JE;

- pa3MelleHue Jel;

- IPOBEPKA HAJIMYMS U COCTOSIHUS IOKYMEHTOB U JIET;

- coOJTI0/IeHre TTOPSIIKa BBIIAYH JICIT.

Jlena pazMemaioT B paboynux KOMHATax WM CIEUUAIbHO OTBEACHHBIX JJIS1 3TOU
[[eJIM TIOMEIICHUAX B IKagax, Ha cTeiaxax, YToObl 00€CIeYUTh UX COXPAHHOCTH U
3aIIUATY OT BO3JIEUCTBHS BPEIHBIX (PAKTOPOB.

Jena ais ux ydera u ObICTPOro MOMCKA JOJKHBI PacloiararbCs BEPTUKAIBHO,
KOpPEILIKaMU HapyXy U B COOTBETCTBUU C HOMEHKIATypoil aen. Ha kopemikax 06s105kek
JIeJ1 YKa3bIBaIOTCSl MHJEKCHI [0 HOMEHKIIATYpe /e, TP He0OXO0IUMMOCTH HOMEP ToMa
nena, n1ara aena. Homenknarypa jenn uinm BbIIMCKa U3 Hee MOMEIAeTCsl Ha BHYTPEHHEN
CTOpOHE ImiKada.

[TpoBepkr HanMuus U COCTOSHHUS JIOKYMEHTOB U €1 B LENSX yCTaHOBJICHMS
(pakTUYeCKOro HaluuMsl A€l JAODKHBI IPOBOAWUTHCA JIUIIOM, OTBETCTBEHHBIM 32
JEJIOMPOU3BOACTBO B CTPYKTYPHOM MOAPA3EIECHUH, B CIIydasx:

- nepen nepeaadeld JOKyMEHTOB B OTJIEN APXUBHOIO JJOKYMEHTOBEICHHS,

- IPY IEPEMEILEHUU JEIT;

- IIPU CMEHE PYKOBOIUTEIS CTPYKTYPHOTO MOAPA3/IETIEHUS;

- OpU PEOpraHu3alydyd U JIMKBUAALWK OpPraHM3allMi WM CTPYKTYPHOIO
[0JIpa3/IeICHUSI.

[TpoBepka HanMuus MPOBOIUTCS IMYTEM CBEPKU CTaTe HOMEHKJIATYphl 1l C
ONHCaHueM JieJl Ha 00JI0KKe, a (PU3MUecKoe COCTOSTHUE JIeT ONpPEAEsAeTCsl MyTeM UX
BU3YaJIILHOTO NMPOCMOTpa. Bece oOHapy eHHbIe HEJOCTATKU TOJKHBI (PUKCUPOBATHCA B
aKTe MPOBEPKU HAJIMYMS U COCTOSHUSA Al

B ciydae BbIsIBIEHUS OTCYTCTBUS J€J, YHUCISAIIMXCA MO HOMEHKIAType Ael,
PYKOBOJICTBOM MOAPA3/ACICHUNA TPUHUMAIOTCS MEPHI 110 UX PO3bICKY. Eciu po3bick aen
HE JaeT pe3yibTaTa, COCTaBIIAECTCA CIpaBKa O MPUYMHAX WX OTCYTCTBHUS, KOTOpas
MOAMKUCHIBAETCS] PYKOBOJIUTEIIEM MOAPA3ACIECHUS U IPEICTABIISAECTCS B OTAEN ApXUBHOTO
JOKYMEHTOBEICHHUSI.

®axkT yTpathl Aena (Jae1) GUKCUPYETCs B aKTE€, COCTABISIEMOM PYKOBOJIUTEIEM
CTPYKTYpPHOTO mNojpasjesieHus (YIOIHOMOYEHHBIM UM JIMLIOM) B ABYX 3K3EMIUISIpax:
OJIMH 3K3EMIUISP aKTa XPaHUTCS B CTPYKTYPHOM MOAPA3ACICHUH, BTOPOU IK3EMILIAP
aKTa NPEJCTaBII€TCA B OTHEN apXHWBHOIO JOKYMEHTOBEICHHS IpHU Nepenade Aell
CTPYKTYPHOT'O MOJPA3AEIICHHS HA apXUBHOE XPaHEHUE.
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7.4. Opranusanus 3JIeKTPOHHBIX JOKYMEHTOB B COCTaBe apXUBHOI0 ()oHIA

XpaHeHUE DJEKTPOHHBIX  APXMBHBIX JOKYMEHTOB  OCYIIECTBISIETCA C
npumeHeHueM CX3J1 u (nim) Ha pusndecku 060COOIEHHBIX HOCUTEISIX.

DNEeKTpOHHBIE JOKYMEHThl BpPEMEHHOrO Cpoka xpaHeHuss g0 10 gjer
BKJIFOUUTEIIbHO XPAHATCS B TEUYEHHE YCTAHOBJICHHOTO Cpoka B HHGOPMAIIMOHHOMN
cucteMe (XpaHWIUIIE AIEKTPOHHBIX JOKYMEHTOB) B (hopmaTe, B KOTOPOM OHH OBLIU
CO3/1aHbl WM BKJIIOYEHBI B MH(GOPMAIIMOHHYIO cucTeMy. Ha apxuBHOEe XpaHeHHe 3TU
JOKYMEHTBl HE TepealoTcs. OJEKTPOHHBIE JOKYMEHTBHl CHCTEMAaTU3HPYIOTCS B
MH(GOPMALIMOHHON CHCTEME B COOTBETCTBUH C HOMEHKJIATYPOH J€T U UHACKCHUPYIOTCS
B MIOPSJKE, YCTAHOBJICEHHOM B OTHOIICHUU J€J, CPOPMHUPOBAHHBIX U3 IOKYMEHTOB Ha
OyMa)XHOM HOCHTEJIE.

ONeKTpOHHBIA apXWBHBIA JOKYMEHT, IEPEaBacMblii HA apXUBHOE XPAHEHHE,
COCTOMT U3 CIAEAYIOUINX CTPYKTYPHBIX SJIEMEHTOB:

a) (a1 OCHOBHOM YacCTH AJIEKTPOHHOTO JoKkyMeHTa (B popmate PDF/A);

0) Qainbpl NPUIOKEHUH K DJICKTPOHHOMY JOKYMEHTY B (opmarax,
peIHa3HAYCHHBIX ISl TEKCTOBBIX, TAOMUYHBIX, Tpa)UUECKUX U CTPYKTYPUPOBAHHBIX
JAHHBIX, ay/TMOBU3YATbHBIX JTOKYMEHTOB (MIPU HAJIUYUHN);

B) (aiisibl 2JEKTPOHHOU(BIX) TToANUCH(el) (TPU HATTUYHH );

r) ¢ailn omnucaHusi, COAEPKAILEr0 PErucTPalOHHO-YUYETHbIE CBEIEHUS O
JOKYMEHTE (METaJaHHbIE).

B daiin onucanus kaxa0ro 3JIEKTPOHHOTO apXUBHOTO TOKYMEHTA JTOJKHA OBITh
BKJIIOUEHA CJICAYIOIast HH(GOpMAIIH:

a) laTa U peruCTPalMOHHBIA HOMED;

0) BU;

B) 3ar0JIOBOK K TEKCTY WJIM aHHOTAIHS;

T') CBEJICHHS O PEXXHUME JIOCTYTIA;

J) CBEACHUS O COIVIACOBAHMM M TOpYy4YeHHUs (PE30JIIOIUU) B Ciy4yae, €CIH
yKazaHHasi uHGOpMaIlis He TPECTABIISETCS CAMOCTOSITEIbHBIMU (haliyiaMu;

€) pe3yJIbTaT MPOBEPKH IICKTPOHHON MOANHUCH (DJIIEKTPOHHBIX MOAINCEH);

k) o001l 00beM ¢aiios (B OalTax);

3) HaMMEHOBaHUsI (PailyIoB, ATkl U BpEeMs UX MOCIIETHEr0 M3MEHEHUs, 00BEM B
OaitTax, hopmatsl (Hansos;

M) UHJEKC Jeia IO HOMEHKIAType Jell;

K) 3ar0JIOBOK JIeJia [0 HOMEHKJIAType Jie;

J) CPOK XpaHEHHS,;

M) JIONOJIHUTEIbHAsT HECTPYKTYpPUpPOBaHHAs HWHMopManus (KOMMEHTapHii,
IpUMEYaHHE);

H) HOMEpa CBA3aHHBIX OMUCEH J1e)1, HOMEp JieTia 10 OMHCH eIl

DNEeKTPOHHBIE TOKYMEHTHI TEpPealoTCsl HAa apXWBHOE XPaHEHHE IOCPEICTBOM
UH()OPMAITMOHHO-TETICKOMMYHUKAIIMOHHBIX CETEH MO 3alUIICHHBIM KaHaJlaM CBS3U U
(wm) Ha pU3UYECKH 000COOICHHBIX HOCUTEIISX.

DNEeKTpOHHBIC AapXWUBHBIE JIOKYMEHTHI (WM WX PErucCTPalliOHHO-YYETHBIC
cBeneHus (MeramaHHbie) B ciydae, ecau CXDOJ[ saBusercs mnoxacuctemon CIJI)
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nepenatorcs B CXD/] no nHpopMalmoHHO-TEIEKOMMYHHUKAIIMOHHBIM ceTsiM u3 CO/I,
UHBIX UHOOPMAIMOHHBIX CUCTEM.

DNEeKTPOHHBIE ApXUBHBIE TOKYMEHTHI, MIepe/laBacMble HA apXUBHOE XpaHEHHUE HA
¢dusrueckn 000COOIEHHBIX HOCUTEINSIX, Moexkat BritoueHuto B CXD/1. [lanpHelee
XpaHEHHE DJJIEKTPOHHBIX APXUBHBIX JOKYMEHTOB Ha (U3MYEeCKH 000COOIECHHBIX
HOCHUTEIIAX JOIYCKAaeTCs B Cilydae, €clid JOKYMEHTBhl He TpPeOyIoT MOJAep>KaHUs UX
IOPUINYECKON 3HAYMMOCTH, UMEIOT OTPaHUYEHHBIM JAOCTYI WJIM OCYIIECTBICHUE UX
xpanenus B CX3]] HEBO3MOXKHO.

DJNEeKTpOHHBIE apXUBHBIC TOKYMEHTHI Ha (PU3MUYECKH 000COOIECHHBIX HOCUTENSIX
nepenatoTcs B ogHOM sKk3eMiuisipe (rpu oTcyrctBuu CXDJl — B ABYX) B YIIAKOBKE,
PEKOMEHJIOBAaHHOW MPOU3BOAMUTEIIMH HOCHUTeNlel. JIuneBas CTOpoHa OO0JIOKKH
(bytnspa) puszmdeckun 000COOIECHHOTO HOCUTEIISI CHA0KACTCS SIPJIBIKOM (BKJIQJIBIIIIEM ),
Ha KOTOPOM yKa3bIBAETCS:

a) HAMMEHOBaHUE OpraHu3aluu (MOJHOE, COKpalIeHHOE (TPU HATMYUN);

0) Homep QoHna;

B) HOMEP MJIM COBOKYITHOCTh HOMEPOB OIUCEN AIEKTPOHHBIX TOKYMEHTOB;

I') HOMEp WJIU COBOKYITHOCTh HOMEPOB JEJ MO OMUCH (OMHCSIM) BJIEKTPOHHBIX
JOKYMEHTOB;

1) KpailHHMe AaTbl JOKYMEHTOB, 3allUCAaHHBIX Ha (PU3NYECKH 000COOJIECHHBIHI
HOCHUTEJb;

€) ONOJHUTENIbHbIE OTMETKH 00 OrpaHMYEHMH JIOCTyHa K JIOKyMEHTaM (IIpH
HEOOXOIUMOCTH).

7.5. IIpoBepka HAJIMYMSA U COCTOSIHUSA IJIEKTPOHHBIX IOKYMEHTOB

[IpoBepka HaNM4YKS U COCTOSIHUS DJIEKTPOHHBIX aPXUBHBIX TOKYMEHTOB B CXJO/]
OCYUIECTBJISIETCSI B aBTOMAaTHYECKOM pekuMe. ExxeroiHo pabOTHUK OTAeNna apXUBHOTO
NOKYMEHTOBEICHHUST  MpoBepsieT  npoTokodael  CXDJ[  nmng UCKIrOYEHUs
HECAaHKI[MOHUPOBAHHOTO JIOCTyna M (WIM) HM3MEHEHHs] BJIEKTPOHHBIX apXHUBHBIX
JOKYMEHTOB W WX METAJaHHbIX, OCYILIECTBISIET BBIOOPOUHYIO  IPOBEPKY
BOCIPOM3BOJAUMOCTH 3JICKTPOHHBIX apPXMBHBIX JOKYMEHTOB. Pe3ynbTaThl MpOBEpKH
buKcupyroTCsa B apXuBHOM yueTHOU Gopme (manee — AYD) CXI]1, cooTBeTCTBYIOMIEH
(dopMe aKTa MPOBEPKH HAJIUUUS U COCTOSIHUSI apXUBHBIX JOKYMEHTOB CO CCBLJIKON Ha
AY® onuceil 351eKTPOHHBIX JOKYyMEHTOB B CXO/1.

[IpoBepka HalIW4usi D3JIEKTPOHHBIX APXHUBHBIX JOKYMEHTOB Ha (QPU3MYECKH
000CcO0JIEHHBIX HOCUTENSIX OCYILECTBIIAETCS pa3 B 5 jeT. B xoae npoBepku NpOBOIUTCS
BU3YaJbHBI U TEXHUYECKUH KOHTPOJb (PU3UYECKOTO U TEXHUYECKOTO COCTOSTHUA,
OCYUIECTBJISIETCS MPOTpaMMHasi MPOBEPKA 3aMKMCAHHBIX HA HOCHUTENb 3JIEKTPOHHBIX
apXUBHBIX JOKYMEHTOB Ha HalW4he BPEAOHOCHBIX KOMITBIOTEPHBIX MPOTPaMM,
BBISIBIISIIOTCSL M YYUTBIBAIOTCS AJIEKTPOHHBIE apXMBHBIE JOKYMEHTBI, TpeOyroume
MUTpPAlMU Ha HOBBIE JIEKTPOHHBIE HOCHUTEIH.

[Ipyu oOHapyxkeHHMH W3MEHEHMI (PU3MUECKOTO COCTOSHUS  HOCHUTEJEH
AJIEKTPOHHBIX APXMBHBIX JIOKYMEHTOB WM TP HEKOPPEKTHOM BOCHPOU3BEIECHUU
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AJEKTPOHHBIX  APXUBHBIX  JIOKYMEHTOB  (HEBO3MOXHOCTHM  BOCIIPOM3BEICHUS),
OOHApy»XEHUH BPEJIOHOCHOTO IMPOrPAMMHOIO KoJa pabOTHUK OTJesia apXHBHOIO
JOKYMEHTOBEACHUS IO PEUICHUIO PYKOBOAUTEIS OPraHU3alMy WA YIIOJIHOMOYEHHOTO
UM JIMIA JIOJDKEH MPOBOJUTH PabOTy MO BOCCTAHOBJICHHIO JOKYMEHTa C PE3EPBHOIO
AK3EMILISIPA, IO MUTPALMK U (MJIH) KOHBEPTAIIUU AJICKTPOHHBIX apXUBHBIX TOKYMEHTOB
Ha HOBBIE HOCHUTEIIM M B Haubojee pacmpocTpaHeHHble (opMarel (opMmartsl,
BOCIIpOHU3BeicHNE (DailioB B KOTOPHIX moaaepkuBarorcs CXD /).

[Ipu ocyIiecTBICHUN MUTPALUK U (W) KOHBEPTALIUK AJICKTPOHHBIX apXHBHBIX
JOKYMEHTOB JIOJKHBI OBITh 00€CTICUeHBI ayTEHTUYHOCTD, TOCTOBEPHOCTS, IIETIOCTHOCTh
Y TIPUTOMHOCTBH JJIi WICTIONB30BaHUS WH(POPMAIMH, COJEPIKAIMICHCS B JJICKTPOHHBIX
APXUBHBIX JIOKYMEHTAX.

[To pe3ynbTaTamM KOHBEpPTALMU JOJKEH MPOBOJAUTHCS BU3YAJIbHBIM KOHTPOJIb
COOTBETCTBHSA KOHBEPTHUPOBAHHBIX ANEKTPOHHBIX apXUBHBIX  JIOKYMEHTOB
AJIEKTPOHHBIM apXUBHBIM JIOKYMEHTaM, MOJABEPTIIUMCS KOHBEpTaluu (MpoBepKa
ayTEHTUYHOCTH ), TPOBEPATHCS MOJTHOTA X cojieprkanus. [1o 3aBepIiieHnr KOHBEpTALH
UCXOJIHBbIC (halyIbl DJIEKTPOHHBIX APXUBHBIX JOKYMEHTOB JIOJDKHBI COXPAHATHCS Ha
MPOTSHKEHUU HE MEHEE OJTHOTO rojia.

dakThl KOHBEpTAllMU (PUKCHPYIOTCS B aKTe€ KOHBEPTAIlUU DJIEKTPOHHBIX
aApXHMBHBIX JIOKYMEHTOB, KOTOPBIN MPUOOIAeTCs K ey GhoHa.

Bce u3MeHeHHS B pPErMCTPallMOHHO-YYETHBIX CBEICHUAX, MPOU3OLICAIINE B
pe3yJbTaTe KOHBEPTAIlMM M MUTPAIldH, BHOCSATCS B peecTpbl (PaliaoB 3JIEKTPOHHBIX
nokyMeHTOB, AY® CX3 ] pabOTHHUKOM, TPOU3BOIUBIINM yKa3aHHBIE ICHCTBHUS.

Pe3ynpTarel NpPOBEPKH HAIMYUS W COCTOSAHUS JJIEKTPOHHBIX APXHUBHBIX
JIOKYMEHTOB Ha PU3NUE€CKH 000COOJICHHBIX HOCUTEIISIX U HEJIOCTATKH, BBISIBIICHHBIC TIPU
MIPOBEPKE HAJTUYMS U COCTOSIHUS DJIEKTPOHHBIX apXUBHBIX JTOKYMEHTOB, (DUKCUPYIOTCS
B COOTBETCTBYIOIINX AKTAX B YCTAHOBJICHHOM IMOPSJIKE.

7.6. OGecneyeHne COXPAHHOCTH 3JIEKTPOHHBIX IOKYMEHTOB

TpeOoBaHuUs K PEKUMY XpaHEHUS DJIEKTPOHHBIX ApXUBHBIX JOKYMEHTOB B CXD/]
00ecreunBalOTCsl €€ COOTBETCTBHEM TPEOOBAHUSIM 3aKOHOJATEIbCTBA Poccuiickoi
®denepanu B 001aCTH CO3/]aHUs, PA3BUTHS, BBOJIa B OKCIUTyaTallMIO HH()OPMAIIMOHHBIX
CUCTEM U XpaHEHUs B HMX HMH(POpPMalUU U COOIIOJEHHUEM IPU €€ IKCILTyaTalluu
TpeboBaHU HHPOPMAITMOHHON 0€30ITaCHOCTH U 3aITUThI HH(GOPMAIIUH.

CoXpaHHOCTh DJIEKTPOHHBIX JIOKYMEHTOB Ha (u3nyecku 000COOIEHHBIX
HOCHUTEJISIX B OT/I€JI€ apXUBHOTO JOKYMEHTOBEACHUS Y HUBEPCUTETA 00ECIIEUNBAETCS:

o CO3JJaHUEM HOPMATUBHBIX (ONTUMAJIbHBIX) YCIOBUM XpaHEHUs HOCUTENEH
AIEKTPOHHBIX TOKYMEHTOB;
o pa3MelIeHHEeM DJIEKTPOHHBIX JOKYMEHTOB Ha CepBepax apXxuBa W/WIU B

APXWBOXPAHWIIUIIE, €CJIH DJICKTPOHHBIC JTOKYMEHTHI TIEPENalOTCsS Ha XpaHCHHE U
XpaHsITCs Ha PU3NUECKH 000COOJICHHBIX MaTepUaTbHBIX HOCUTEISX;

o COOIOJICHNEM  HOPMATHUBHBIX  PEKHMOB  XpaHEHUS  DJICKTPOHHBIX
JTIOKYMECHTOB;
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o NPOBEPKOW HA HaJIMYWe BPEJOHOCHBIX KOMITBIOTEPHBIX MPOTPaMM
(«BUPYCOBY);

o MIPOBEPKOM HATTMYMS M COCTOSHUS ICKTPOHHBIX IOKYMEHTOB;

J KOHTpOJIeM (U3MUECKOTO W TEXHUYECKOTO COCTOSHUSI HOCHUTEICH U
AIIEKTPOHHBIX IOKYMEHTOB;

o KOITMPOBAHUEM DJICKTPOHHBIX JTOKYMEHTOB B IIEJISX CO3JaHUA PabOUnX
AK3EMILISAPOB;

o KOHBEPTUPOBAHHEM DJICKTPOHHBIX TOKYMEHTOB B HOBBIE (hOpMAThl H

MHTpaIiell Ha HOBBIC (B TEXHOJIOTMYECKOM OTHOIIICHUH ) DJIEKTPOHHBIC HOCHTEIIH.

Jliist oGecrieyeHnst COXpaHHOCTH JICKTPOHHBIX JOKYMEHTOB B OT/IEJIC apXUBHOTO
JOKYMEHTOBE/ICHUSI YHUBEPCUTETa HEOOXOJMMO BBITIOJIHATH MEPOIPHATHS IO
MH(GOPMALIMOHHON 06€30M1aCHOCTH:

o 3alIUTY DJIEKTPOHHBIX JIOKYMEHTOB OT BO3JICHUCTBHS BPEIOHOCHBIX
KOMITBIOTEPHBIX MPOTPaMM («BUPYCOB» U JIp.);
o 3aIIUTY JIEKTPOHHBIX JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOTO JOCTYIIA K

HHM.

OnTuManbHBIE YCIIOBUSI XPAHEGHHS OJJICKTPOHHBIX JIOKYMEHTOB B apXHBE
o0ecreunBarOTC:

° 00opyI0BaHNEM TIOMEIICHUN M XPAHIIINI CPEACTBAMHU TOKAPOTYIIICHUS,
OXpaHbl U CUTHAIM3AINH;

° IPUMEHEHUEM TEXHMUYECKHUX CPEJACTB JJIA CO3JaHUS ONTHMAaJIbHBIX
(HOpMaTUBHBIX) TEeMIIEPATYPHO-BIAKHOCTHOTO, CBETOBOIO, CaHUTAPHO-
TUTUECHUYECKOr0, OXPaHHOTO PEXUMOB B IIOMEIICHMSIX W XPaHWIMINAX OTACIa
apXHBHOTO JJOKYMECHTOBEICHUS;

o MIpUMEHEHUEM MIPOTPAMMHBIX CpEICTB TUTST o0ecrniedeHus
nH(pOpMaITMOHHOM 0€30MaCHOCTH;

o NPUMEHEHUEM CICIMAIBHBIX CPEICTB XpaHEHUS U  TepeMelIeHUs
JIOKYMEHTOB (CEepBEPHI, CTEIIAXKH, MKadbI, 00KCHI, PYTISAPHI);

o HAJIMYHUEM B apXUBE JBYX WK 00Jiee UIACHTUYHBIX IK3EMIUIIPOB €IUHUIL
XPaHEHHUsI DJIEKTPOHHBIX JOKYMEHTOB U UX Pa3/IelIbHBIM XpaHEHUEM;

o HaJMYHEM TEXHUYECKUX U MPOTPAMMHBIX CPEJCTB, PEIHA3HAYCHHBIX JIJIS

PE3CPBHOI0 KOIMMPOBAHUS, KOHBCPTHPOBAHUSA U MHUTI'PAINH 3JICKTPOHHBIX JOKYMCHTOB,
KOHTPOJIA UX (1)I/ISI/I‘ICCKOFO U TCXHUYCCKOT'O COCTOSHUA.

J 3alUTOW MH(OpPMALKMKM OT HECAHKIIMOHUPOBAHHOTO JOCTYyNa IMyTEM
IIPUMEHEHUS COOTBETCTBYIOIINX TEXHUYECKUX CPEACTB;

o JOCTYNIOM K MH(OPMAIIMN YCTaHOBJIEHHBIX KATETOPUI MOJIb30BaTENECH;

o peXKMMaMH XpAHEHUS DJIEKTPOHHBIX JIOKYMEHTOB, HWCKIHOYAKOIINMHU

yTpaTry, YyHUYTOKEHHUE WU UCKaKEHNE NH(OpMAIUK.

B cnyyae wW3MEHEHMs NPOrpaAMMHO-AIIIAPATHOM CpEIbl W BbIXOAA U3
yHoTpeOJIeHNUsI KOMITbIOTEPHBIX (POPMATOB, TOBPEKICHUS HOCUTEIIS OT/IEN apXUBHOTO
JOKYMEHTOBE/ICHHs Y HUBEPCUTETA MPOBOIUT PabOTy MO KOHBEPTALMU DJIEKTPOHHBIX
JOKYMEHTOB B HOBbIE (pOpMAThl W/MIJIM MUTPALIMU HAa HOBbIE HOCUTEIH.
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KOHTpOJ'IB TCXHUYCCKOT'0 COCTOSAHUS DJICKTPOHHBIX JOKYMCHTOB U (I)I/IBI/I‘-IGCKOFO
COCTOSIHUSI HOCUTENICH IMPOBOJUTCA HC PCIKC OAHOI'O pa3a B 3 roja.

I[JISI OIICPATUBHOI'O AOCTYIIA K IJJICKTPOHHBLIM HOKYMCHTAM B CIIPABOYHBIX H
IMTOMCKOBBIX LECIIAX OTACI apXUBHOT'O JOKYMCHTOBCACHUA MOXKCT ITPOBOAUTD pa60Ty I10
CO3JaHHIO (1)OHI[8, ITOJIb30BAHUS 3JICKTPOHHBIX JOKYMCHTOB.

BJIGKT]:’)OHHI)IG JAOKYMCHTBI (1)0H,I[a IMOJIb30BaHU IMOJICKAT YUCTY.

7.7. OnTuMaJibHbIe YCJAOBHS XPAaHEHHS JIEKTPOHHBIX JOKYMEHTOB

XpaHEHUE FNEKTPOHHBIX JOKYMEHTOB B OTJIE€JIC€ apXUBHOI'O JTIOKYMEHTOBECHUS
VYHuBepcuTeTa OCYHIECTBISIETCS B YCIOBUSX, OOECICUMBAIOIIMX WX 3alIUTy OT
MOBPEXKACHUN U BPEIHBIX BO3JACHCTBUN OKPYKAIOIIEH CPEBI.

DNEKTPOHHBIC APXUBHBIC TOKYMEHTHI Ha (DM3UYECKU 000COOTICHHBIX HOCHUTEISIX
pa3MenaloTcs B MEPBUYHBIX CPEACTBAX XPAHEHUS — B YIAKOBKE, PEKOMEHJIOBAaHHOMN
POU3BOIUTEIIIMU HOCUTENEH.

Ha nepBHUYHOM CpEICTBE XPaHEHHUS APXUBHBIX JJOKYMEHTOB YKa3bIBAIOTCS HOMEP
U Ha3BaHue ¢GOHAA, HOMEpP OINUCHU e, JIOKYMEHTOB, KpalHHEe HOMEpa eIMHUIL
XPaHEHUs, Pa3MEIIEHHBIX B HEM.

OnTuManbHBIMU YCIOBUSIMU XPAaHEHUS APXUBHBIX JOKYMEHTOB SIBISFOTCS:

a) U1 TOKYMEHTOB Ha MarHUTHBIX JIUCKaX U JUCKOBBIX HAKOMUTEIAX - 8 - 18 °C
u 45 - 65%;

0) 11 TOKYMEHTOB Ha onThdeckux Auckax - 10 - 23 °C u 20 - 50%.

3ammuTa AJICKTPOHHBIX JIOKYMEHTOB OOECIIEUMBAECTCS 3a CYET COOJIOJCHUS
(moIepKKH):

- CBETOBOIO PEXXHMa XpPAHECHUS;

- TEMIIEpaTypPHO-BIAKHOCTHOTO PEKHMa XPAHEHUS;

- CaHUTAPHO-TUTMEHUYECKOTr0 PEKUMa XPaHCHHUS.

B apxuBoxpaHuiuiie BcCe BHUIBI PabOT ¢ JOKYMEHTaMU MPOBOIATCS TMpU
OTPAaHUYCHHBIX YPOBHSIX OCBEIICHMS. [l 3aluThl JJIEKTPOHHBIX JOKYMEHTOB
NPUMEHSIOT XpaHeHue (U3NYECKH OO0OCOOJICHHBIX MAaTEpUANbHBIX HOCHUTENECH C
3aMUCaHHBIMM Ha HHUX OJJEKTPOHHBIMU JOKYMEHTAMH B TEPBUYHBIX 3alUTHBIX
CpelncTBax XpaHeHus - PyTiaspax.

[Ipn XxpaHeHun HOKYMEHTOB Ha (U3HYECKH O0O0COOJIEHHBIX MaTepHAIbHBIX
HOCUTEJSIX  YCTAHABIMBAIOTCS  PEKOMEHAYEMbIE€ IPOU3BOJIUTENIEM  MapaMETpPhI
TEMIIEPATYPHO-BIAKHOCTHOTO PEXKUMA.

[Ipu xpaHEHUH SJIEKTPOHHBIX JOKYMEHTOB Ha CEpBEpAX apXuBa YHUBEPCUTETA
cleayeT PyKOBOACTBOBAThCS TPEOOBAHUSAMHU (DUPM-U3TOTOBUTENCH U PEKOMEHAAITUSIMHU
Poccuiickoro rocy1apCTBEHHOTO apXuBa HAYYHO-TEXHUYECKON JIOKYMEHTALUH.
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VIII. HOPAIOK INIEPEJAYH JEJI HA APXUBHOE XPAHEHHUE

8.1. KomiuiekTroBanue apxuBHOro ¢gonaa

ApxuBHBI GoHA YHHUBEpPCUTETa KOMIUIEKTYETCS JOKYMEHTaMu ApPXHBHOTO
donma Poccuiickoit denepanuu, ToKyMeHTaMud BpeMEHHBIX (cBbiie 10 JeT) cpokoB
XpaHEHHMsI, B TOM YHCJIE 10 JIMYHOMY COCTaBY.

B otnmen apXuBHOTO JOKYMEHTOBEACHHS TMOJUIEKAT Meperaye apXUBHBIC
JOKYMEHTBI, O0pa3oBaBIIMECS B JEATEIBHOCTH CTPYKTYPHBIX MOAPA3ACIICHUAN
YHUBEpCcUTETA, €T0 KOJUIETHATbHBIX OPTaHOB, IPEICTABUTEIBCTB, HHBIX 000COOIEHHBIX
Mo/Ipa3IeNIeHUu i, MPEIIIECTBEHHUKOB 000COOJICHHBIX MOApa3AeeHUN (TIpU HAJTUYHH ),
PO COIO3HBIX OPraHU3AIHM, OCYIIECTBISBIINX AEATEILHOCTD 10 BCTYIUICHUS B CHITY
®denepanpHOTO 3aK0HA OT 19.05.1995 Ne 82-D3 «O06 001IeCTBEHHBIX 00BEIUHEHUIXY,
a TaK»Ke JIMKBUJAMOHHBIX KOMUCCUN (JIMKBUJIATOPOB).

B oragen apXuBHOrO JTOKYMEHTOBEJEHHUS JOJKHBI TMOCTYNAaTh apXHUBHBIC
JTOKYMEHTBI, K KOTOPBIM OTHOCSITCSL:

a) JOKyMEHTbI, OTHECEHHble K cocTaBy ApxuBHoro ¢onaa Poccuiickoii
@enepanny 10 UX NEPEIavu Ha MOCTOSSHHOE XPaHEHUE;

0) JIOKyMEHTBI, NOCTOSSHHOTO CpOKa XpaHEHHs, HE BOILIEIIIMNE B COCTaB
ApxuBHoro ¢onaa Poccuiickoit ®@enepanyu, 1 BpeMeHHbIX (cBbie 10 j1€eT) cpokos
XpaHEHUs!, B TOM YUCJIE JOKYMEHTHI 110 JIUYHOMY COCTaBY.

ApXHUBHBIE JOKYMEHTBI CHCTEMATU3UPYIOTCS IO UCTOPUUYECKH U (MIIH ) IOTUYECKH
CJIOKUBILMMCS KOMILIEKCaM JOKYMEHTOB — apXUBHBIM (pOHIaM:

a) apXUBHbIM (OHIAM, COCTOSIIMM H3 JIOKYMEHTOB, OOpa30BaBIIMXCA B
NEeSTEIbHOCTH Y HUBEPCUTETA;

0) OOBeIMHEHHBIM apXUBHBIM (OHIAM, COCTOAIIMM M3 JOKYMEHTOB,
00pa3oBaBIIMXCS B IPOLIECCE ACATENBHOCTU ABYX WM OpPraHU3allil, UMEIOIINX MEXITY
co00¥ UCTOPUYECKU U (WIJIH) JJOTUYECKU OOYCIOBIICHHbBIE CBS3H;

B) apXHMBHBIM KOJUICKIUSIM, COCTOSIIIIUM M3 OTACJIBbHBIX apXUBHBIX JOKYMEHTOB
Pa3IMYHOTO MPOUCXOXKACHHUSI, 00BEAMHEHHBIX 110 OJJHOMY MJIM HECKOJIBKUM IPU3HAKaM
(TemaTu4ecKoMy, aBTOPCKOMY, BUJIOBOMY, OOBEKTHOMY).

ApXHUBHBIEC IOKYMEHTBI COCTaBIISIOT OJUH (€IMHBIN) apXUBHBIN (QOHI:

a) 10 U TIOCJIe PEOPraHu3alliy OpraHU3alNU, a TAKKE U3MEHEHHUS CTPYKTYPHI U
IITATHOI'O COCTaBa;

0) 10 ¥ TIOCJIe U3MEHEHUSI MECTOHAXOXKACHUS FOPUANYECKOTO JIUIIA;

B) B CJIy4a€ CMEHBI YUPEIUTENS — €CIIM YKa3aHHbIE MEPONIPUATHS HE TIOBJICKIIH 3a
co0ol m3MeHeHus: Mpopuis AEATEIBHOCTH OpraHu3auvy (MOJHOMOYMM, (YHKUIUH,
00bEKTa JEATEIBHOCTH).

[Ipu peopranuzauuu opraHuzanuu B (opme npeoOpa3oBaHUs C U3MEHEHUEM
(GopMbl COOCTBEHHOCTH €€ MMYLIECTBA, U3 €€ APXUBHBIX JOKYMEHTOB M apXHUBHBIX
JOKYMEHTOB BHOBb  CO3JIaHHOM OpraHu3aluyd  JoIyckaeTcss  (OpMUPOBAHUE
00BEIMHEHHOTO apXUBHOTO (POHA.
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O6bvenunennomy apxuBHomy (pouay I'KY Haumonanbueiii apxuB PecmyOnuku
bamkoprocTtan mnpucBauBaeT HOMEpP U HaWMMEHOBaHWE (oHAA TpU TMepenaye
JOKYMEHTOB YKa3aHHOTO (hOH/a Ha MOCTOSTHHOE XpaHEHHE.

ApXUBHOW KOJUIEKIMEW TPU3HAETCS COBOKYIMHOCTh OTAEJIBHBIX JOKYMEHTOB
Pa3IMYHOTO MPOUCXOXKACHHSI, 00bEIMHEHHBIX 110 OJJHOMY WJIM HECKOJILKUM MPU3HAKaM
(TemaTu4ecKoMy, BUJIOBOMY, 00bEKTHOMY, aBTOPCKOMY, XPOHOJIOTHYECKOMY)

ApxuBHoit koutekiiuu I'KY Harmonanshseiit apxuB Pecniybnuku bankoprocran
pUCBauBaeT HOMEpP U HaUMEHOBaHUE (POHJA MpU Tepefadye JOKYMEHTOB YKa3aHHOM
KOJUIEKIIMU Ha TIOCTOSIHHOE XPaHEHUE.

XPpOHOJOTMYECKUMH IPAaHULIAMU apXUBHOTO (DOHIA SBISIOTCA:

a) JUIst apXUBHOTO (HOHJIa — TAThl CO3TAAHUS U JTUKBUIAIINH OpTraHU3aIUY;

0) st 00bEIMHEHHOTO apXUBHOTO (DOHA — AAThl CO3/IaHUs HAaMOOJIee paHHEH U
JUKBUAALMHA HanOoJee MO3AHEN M0 BpEMEHH JIEATEIbHOCTH OpraHUu3alnd, JOKYMEHTBI
KOTOPOU BOIIUIM B COCTaB 00bEIMHEHHOTO apXUBHOTO (POH/IA;

B) IUUII ApPXMBHOW KOJUIEKIMHM — JAaThl CaMOI'O0 PAHHETO M CaMOr0 MO3JHETO
JOKYMEHTA.

Enununeit cucremaTu3aluy apXMBHBIX JOKYMEHTOB B IMpEAenax apXUBHOIO
donma sBIsSETCS enuHUIA XpaHeHUs. EauHuUIEll XpaHeHUs SBISETCS COBOKYITHOCTh
apXMBHBIX JOKYMEHTOB, B TOM 4YHCIIE€ SJEKTPOHHBIX, WU OTHEJIbHBIA JOKYMEHT
(27IEKTPOHHBIN TOKYMEHT), OTHOCSIIMICS K OJTHOMY BOIPOCY JesaTenbHOCTH. Kaxaon
€MHULIE XPAHEHUS, M10CII€ BKIIFOYEHUS €€ B FOJI0BOM pa3/ies OMUCH AEN, JOKYMEHTOB,
OTIUCH 3JIEKTPOHHBIX TOKYMEHTOB JOJDKEH ObITh MPUCBOEH apXUBHBIN MUEGP, KOTOPHIHA
COCTOUT M3: HOMEpPA apXWBHOro (poHIa, HOMEpa ONHUCHU JeJ, TOKYMEHTOB, HOMEpa
€MHULIBI XpAHCHUSL.

Ha enuHMIiax XpaHeHUs, COAEpKAIIMX TOKYMEHThl Ha OyMa)KHOM HOCHUTEINE,
apXUBHBIN MUGP HAHOCUTCA HA 00JIOKKY B JIGBOM HM)KHEM U ITPAaBOM BEPXHEM YIJIax B
uensax obecrnedeHus: yuera u uaeHtudukanuu. [Ipu aTom 06003HaueHNE, HAHOCUMOE B
IpaBOM BEpPXHEM YIIy, mnepeBopaurBaercss Ha 180 rpagycoB MO OTHOIIEHUIO K
0003HAYEHUIO B JIEBOM HIMKHEM YTy €IMHUIIBI XPaHEHUS.

B mpenenax apxuBHOro ¢oHAA €IWHUIIBI XPAHEHUS CHUCTEMATH3UPYIOTCS TIO
CTPYKTYpPHOMY, XPOHOJIOTUYECKOMY, GyHKIIMOHATBLHOMY, OTPACIIEBOMY,
TEMATUYECKOMY, MPEAMETHO-BOIIPOCHOMY, HOMUHAJIBHOMY, aBTOPCKOMY,
KOPPECTIOHEHTCKOMY, reorpaduuecKkoMy MpU3HaAKaM WM UX COYETaHUIO.

8.2. JkcnepTH3a HEHHOCTH IOKYMEHTOB

[IpeameToM sKCTIEPTU3bI LIGHHOCTH JOKYMEHTOB (J1ajiee — SKCIepTH3a LIEHHOCTH )
ABJISIETCS ONPEIETIEHHE COOTBETCTBHS IOKYMEHTA U (MJIM) TOKYMEHTOB KPUTEPHUSIM €ro
(MX) IEHHOCTH B IIEJISAX OMPEIEICHUS CpOKa XpaHEHUs W 0TOOpa JOKyMeHTa U (WJIn)
JIOKYMEHTOB JJIsl BKJITFOUEHUS B cocTaB ApxuBHOro ¢ouaa Poccuiickoit @eneparuu i
BBIICJICHHS K YHUUYTOKEHHIO TI0 HCTE€YEHUHN YCTAHOBIEHHOTO CPOKA XPAaHEHUSI.

OOBEKTOM IKCHEPTU3BI IICHHOCTH SIBISIETCA JOKYMEHT U (WJIM) JOKYMEHTHI.



72

Jnsa mpoBeneHus SKCIEpPTU3bl LIEHHOCTH CO3AETCA JKCIEPTHAs KOMUCCHS
YVYHuUT (nanee — 9K YYHuT).

DKclepTr3a LEHHOCTH IPOBOAUTCS HAa OCHOBAHMM IPUHLMWIIOB HCTOPU3MA,
CUCTEMHOCTH M [EJIOCTHOCTH IIyTEM KOMIUIEKCHOTO THPHUMEHEHHUS KpPUTEPHUEB
POUCXOXKJIEHHUSA, COACpPKaHUSA, BHEIIHMX OCOOCHHOCTEH JOKYMEHTOB, a TaKke
NPUTOAHOCTU JJI UCIOJIb30BaHUS (BOCTIPOM3BOJUMOCTH (IIPH SKCHEPTU3E LIEHHOCTU
AJNIEKTPOHHBIX U ayJAHMOBU3YaIbHBIX TOKYMEHTOB).

K kpurTepusiMm NpPOUCXOXKIECHUS OTHOCATCA POJIb M MECTO OpraHu3allud B
Poccutiickoii @eaepanmu, 3HAYMMOCTD BBITTOJHSIEMBIX €10 (DYHKIIHI, BPeMs M MECTO
00pa3oBaHMsl TOKYMEHTA.

K xputepusMm coaep>kaHusi OTHOCATCA 3HAYMMOCTb COOBITHSL (SBJICHUS),
OTPAaXEHHOTO B JIOKYMEHTE, 3HAaY€HUE HMEIOLIEHCS B JOKYMEHTE HH(OpMAalUH,
MOBTOPEHHE 3TOM MH(OPMALIUU B APYTUX TOKYMEHTAX, MOAJIMHHOCTD JJOKYMEHTA.

K kxputepusiMm BHEIIHMX OCOOEHHOCTEW OTHOCATCS BHJ JOKyMeHTa, (opma
(uKCUpOBaHUA M TEpeJayd COJEp)KaHus, IOPUANYECKas JOCTOBEPHOCTH (HAIUYME
HOJMuUCeH, 1aT, neyaTei) JOKyMEeHTa, ero (PU3uuecKoe COCTOSIHHE.

Kpurepun 3kcnepTussl HEHHOCTH NMPUMEHSIOTCS KO BCEM BHJIAM JOKYMEHTOB,
00pa3yroIuxcs B MpoLecce AEATEIbHOCTH Y HUBEPCUTETA.

3ajadyaMy SKCIIEPTU3bI HEHHOCTH SIBIISIOTCS:

a) OIpeJIeJICHUE CPOKOB XPaHEHUsI IOKYMEHTOB IIPU pa3pabOTKe HOMEHKIIATYpPhl
ner;

0) oTOOp JOKYMEHTOB JJIsl BKIIOYEHUS B cocTaB ApXuBHOro ponaa Poccuiickoit
denepanuu, a TAKXKe Ui IEpEJadd B OTAEN APXUBHOTO JOKYMEHTOBEICHHS;

B) BBISIBJIEHUE IOKYMEHTOB C HCTEKIIIMMH CPOKAMU XPaHEHUS [Tl BKIOYEHUS UX
B AaKT O BBIJCIICHHH K YHHUYTOXEHUIO JOKYMEHTOB, HE NOJICKAIINX XPAHEHUIO
(ITpunoxxenne Ne 18).

DKCIEepTU3€E LIEHHOCTH MOJIEkKAT BCE JOKYMEHTBI Y HUBEPCUTETA HE3ABUCUMO OT
BUJIOB HOCHUTEJIEH U CITIOCOOOB 3aIlKCH.

YHHUUTOKEHHUE JOKYMEHTOB JI0 IIPOBEIEHUsS DOKCIEPTU3bl LEHHOCTH W
YTBEPKJICHUS PEKTOPOM Y HUBEPCHUTETA WU YIIOJTHOMOYEHHBIM MM JIULIOM OIMUCEH eI
IIOCTOSTHHOTO XPaHEHHsT M COIJIACOBAHMA ONMCEH [Jel II0 JIMYHOMY COCTaBy
3anperacTes.

Pemenue o BKIIIOUEHHH TOKYMEHTOB B cocTaB ApxuBHOro ¢onna Poccuiickoit
Oenepanuu  npuHumaercs OIIK VYmopasnenuss mo nenam apxuBoB PecmyOnuku
bamkoprocran.

OK YVVHuT sBnsieTcs coBemaTenbHbIM OPraHOM IIPU PEKTOPE Y HUBEPCUTETA,
CO3JaeTCsl NPHUKA30M, ACHCTBYET HAa OCHOBAHUU IMOJIOXKEHUS, Pa3pabOTaHHOTO Ha
OCHOBE TMPUMEPHOrO0 TMOJIOKEHUS 00 SKCHEPTHOM KOMHUCCHUU  OpraHM3aluH,
yTBepkAeHHOTO nprkazoM denepanbHoro apxuBHoOro areHTcTsa oT 11.04.2018 Ne 43.

YHuBepcutet coriacoBbiBaeT noJsioxkenue 00 K ¢ DIIK Ynopasnenus no aenam
apxuBoB PecnyOsiuku bamkopTocTaH.

DKcnepTr3a EHHOCTH MTPOBOUTCS €KETOHO.

Cpokn XpaHEHHsI JTOKYMEHTOB IPU MNPOBEIECHUU HX 3KCHEPTH3bl LIEHHOCTU
YCTaHABIMBAIOTCI B COOTBETCTBUM C (eAepalbHBIMU 3aKOHAMH W HHBIMHU
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HOPMATUBHBIMU IPAaBOBbIMU akTaMu Poccuiickor depepanun, nepeyHsIMU TUIIOBBIX
apXMBHBIX JOKYMEHTOB C YKa3aHUEM CPOKOB UX XpaHEHMS, MEPEYHSMH JOKYMEHTOB,
o0pa3yIoluxcsi B Mpoliecce AesATeIbHOCTH (he/lepaibHbIX OPTraHOB T'OCY/IapCTBEHHOMN
BJIACTH, VHBIX rOCyJlapCTBEHHBIX OpraHoB Poccuiickon Oenepanuu,
NOJABEJOMCTBEHHBIX MM OpPraHHU3alUi, C YKa3aHUEM CPOKOB UX XPAHEHUS, a TaKkKe
TUIIOBBIMHU ¥ IPUMEPHBIMU HOMEHKJIATYPaMH JIE]T.

[Ipy TDOATOTOBKE K MPOBEACHUIO SKCIEPTU3bl LEHHOCTH OCYIIECTBISETCS
U3yYeHUE UCTOpPUU apXUBHOTO (oHIa, cocTaBa, COAEpkKaHUS, MOMJIUHHOCTU
JOKYMEHTOB, a TaK)Ke MOTJIONMIEHHOCTH HH(OPMAITUH, COAEPIKAIIEHCS B TOKYMEHTE.

OKcnepTr3a EHHOCTH MPOBOIUTCA:

a) TPU COCTaBJICHUH HOMEHKJIATyp Jell, B mporiecce GOpMHUPOBAHUS JIET,;

0) mpu TOATOTOBKE [, SJEKTPOHHBIX JOKYMEHTOB K TIiepeAadye B OTHEN
ApXMBHOTO JOKYMEHTOBEICHUS;

B) IIpU MOJATOTOBKE K Mepeaayde Jiell, JJIEKTPOHHBIX JOKYMEHTOB Ha XpaHEHUE B
I'KY Hanumonansnsiii apxuB PecniyOnuku bamikoprocTaH;

I) TpPU BBIICTCHUU K YHUYTOXEHUIO €N, AJIEKTPOHHBIX JOKYMEHTOB, HE
MOUIEKAILIUX XPAHCHUIO.

IIo pe3ynpTraraM 3KCHEPTU3bl LEHHOCTU B CTPYKTYPHBIX IIOJPA3JICIICHUSAX
COCTAaBJISIFOTCA:

a) HOMEHKJIATYPBI JIeJT CTPYKTYPHBIX MOApPa3IeIICHUN;

0) omucu Jen, JOKYMEHTOB, OMHUCH AJIEKTPOHHBIX JOKYMEHTOB CTPYKTYPHBIX
MoApa3/IeJICHUNA: MOCTOSSHHOTO, BpeMEHHBIX (cBbilie 10 JIET) CPOKOB XpaHEHUs, IO
JINYHOMY COCTAaBY;

B) MPOEKTHI MEPEeYHEN MPOEKTOB/00BEKTOB, MPOOIEM/TEM, HAYUHO-TEXHUYECKAS
JOKYMEHTALMS [0 KOTOPBIM MOJICKUT NEepelade Ha TOCTOSTHHOE XPaHEHNUE;

I) TPEIOKEHUS K aKTy O BBIJCJICHUM K YHUYTOXKECHUIO JOKYMEHTOB, HE
MOJIJIEKAINX XPAHCHUIO.

Ha ocHOBe HOMEHKIATyp Aea CTPYKTYPHBIX MOJAPA3ACICHAN OTAEI aApXUBHOTO
JIOKYMEHTOBEJECHUSI TOTOBUT IPOCKT CBOJHOW HOMEHKJIATYphI nena. [IpoekT cBogHOM
HOMEHKJIATypbl  JIel  TOJINUCHIBAETCS  HAYaJIbHUKOM  OTAENa  apXUBHOIO
JOKYMEHTOBEICHUS.

Jena ¥ JOKYMEHTBHI BKIIOYAIOTCS B aKT O BBIICIECHUU K YHUUYTOXEHUIO
JOKYMEHTOB, HE IOIJIEKAIIUX XPAHCHUIO, €CIU IPEAYCMOTPEHHBIA i1 HUX CPOK
XpaHEHUs UCTEK K | sHBaps rojia, B KOTOPOM COCTABJIEH aKT.

Hena c¢ ormerkoit «JIIK» mnomnexar mNOMMCTHOMY (IS 3JIEKTPOHHBIX
JIOKYMEHTOB — MOJOKYMEHTHOMY) MPOCMOTPY MO UCTEYECHUU YCTAaHOBJICHHOTO CpOKa
XpPaHEHUSI B LEJAX BBISIBICHUS apXUBHBIX JTOKYMEHTOB, MOJJIEKAIIUX MOCTOSSHHOMY
XpaHEHUIO. BBIsBIEHHBIE B TakuX JejaxX JTOKYMEHTBI IMMOCTOSTHHOIO CPOKa XpaHECHUS
BBIJICIISIIOTCS. U IPUCOCIUHSIOTCA K OJTHOPOJIHBIM JI€JIaM COOTBETCTBYIOIIETO TOJ0BOTO
paznena wid GOpMUPYIOTCS B CAMOCTOATEIbHBIE JIeTa.

OTO6Op DSNEKTPOHHBIX JIOKYMEHTOB I TIepeladyd B OTACI apXWBHOTO
JIOKyMEHTOBEJICHHs OCYIIECTBIISIETCS B aBTOMAaTU3UPOBAHHOM PEXHUME TTyTeM 0TOopa
JIOKyMEHTOB U3 0a3 JaHHBIX WH(OPMAITMOHHBIX CUCTEM IO Mpu3HaKy «Haeke aema»
(«Cpox xpaHeHus»).
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OcraBmmecss TOKyMEHTbl BPEMEHHOIO CPOKa XPAaHEHHUs BKIIOYAIOTCS B aAKT O
BBIJICJICHUM K YHUYTOXKECHUIO JOKYMEHTOB, HE MOJeKalux xpaHeHuto. Ilpu
BKJIFOYEHUH B aKT JJOKYMEHTOB, BBISIBIICHHBIX IIPU POCMOTPE JI€JI CO CPOKOM XPaHEHUS
¢ ormeTkon «IIIK», otmerka «IIK» B akTe HE yKa3bIBa€TCH.

[1o pe3ynpTaram SKCHEPTU3BI IECHHOCTH JOKYMEHTOB B OpraHU3aliy IPOBOIUTCS
oopMIIEHUE e M COCTaBIISAIOTCS OMUCH JEJI MOCTOSHHOTO XPaHEHHUS, BPEMEHHBIX
(cBpime 10 1eT) CpOKOB XpaHEHHS U 110 JUYHOMY COCTaBY, a TAKXKe aKThl O BBIJICTICHUU
K YHUUYTOKEHUIO JIEJI, HE MOJICKAIINX XPAHEHUIO.

[IpoekTsl ommcen Aen, NOKYMEHTOB IIOCTOSHHOTO XPAHEHHsS W IO JIMYHOMY
COCTaBY U IPOEKTHI aKTOB O BBIJICIICHUN K YHUUYTOKEHUIO JJOKYMEHTOB, HE ITOIEKAIINX
XpaHEeHHI0, paccMaTtpuBaroTcs Ha 3aceqanuu DK YYHuT ogHoBpeMeHHO.

OTaenbHBIE ONHUCH COCTABJISIIOTCA HA EIWHUILBI XPAHEHUS JJIEKTPOHHBIX
JOKYMEHTOB IIOCTOSIHHOTO XpaHEHUs1, BpEMEHHBIX (cBbIlIe 10 JIeT) CpPOKOB XpaHEHHUs], B
TOM 4YHUCJE IO JUYHOMY cocTaBy. Ha 3JIEKTpOHHBIE NOKYMEHTBI, HE IOJICIKAIINE
XPaHEHHIO, COCTABIISICTCS OTACIIBHBIN aKT.

Ha paccmorpenune OIIK VYmpaBnenuss mo pgenam apxuBoB PecmyOnuku
bamkoprocran YHuepcurer IIPEACTABISACT cleayromue JOKYMEHTBI,
IIOATOTOBJICHHBIE B IIPOLECCE IPOBEICHMS IKCIIEPTU3bI LICHHOCTHU:

a) TMPOEKTbl OMNHMCEH Jel, IOKYMEHTOB, (TOJOBBIE pa3feiibl) B YEThIpeX
SK3EMILIIpax Ha OyMaKHOM HOCHUTENIE U OJHOM 3K3EMIUISPE B AJIEKTPOHHOM BHJIE B
penakTupyemMoM ¢opMmaTe, He TO3/HEe YeM depe3 3 roja Mocjie 3aBeplICHHs el B
NETONPOU3BOACTBE;

0) MPOEKTHI AKTOB O BBIJIETICHUU K YHUUTOKEHHUIO TOKYMEHTOB, HE TTOJIEKAIINX
XPAaHEHUIO, B IBYX JK3EMIULIPaX, OAHOBPEMEHHO C ONUCSAMM JIEJI IIOCTOSSHHOTO CPOKa
XpaHEHHS];

B) MPOEKTHI MEepEeYHEN MPOEKTOB/0OBEKTOB, MPOOIEM/TEM, HAYYHO-TEXHUYECKAS
NOKYMEHTALMS N0 KOTOPBIM IMOJIEKHUT MEPENade Ha MOCTOSHHOE XPAHEHUWE, B TPEX
sK3eMInIsApax (Mocye 3aBepIIeHuUs IEPBOTo 3Tarna HKCIEPTU3bl IEHHOCTH);

') KICTOPUUYECKYIO CTIPaBKY K (DOHAY B JBYX IK3EMILISpPaX.

Ha paccmotrpenune OIIK VYmpaBnenuss mo npenam apxuBoB PecnyOnuku
bamkoprocTaH Takke MPEACTABISIIOTCS aKThl O HEUCIPaBUMBIX IOBPEXICHUSIX
aApXUBHBIX JIOKYMEHTOB, aKThl O HEOOHAPY)XCHHH AapXUBHBIX JOKYMEHTOB, ITyTH
PO3bICKa KOTOPBIX HCUEpHaHbl, OATOTOBICHHBIE B MpOIEcCe MPOBEACHUS padboT Mo
00€eCIeUYEeHNUI0 COXPAaHHOCTU JIOKYMEHTOB, €CJIM HEUCIPABUMO MOBPEKIACHHBIMU WU
HEOOHApPY)KEHHBIMH  SIBIISIFOTCSL  TOKyMEHThl  ApxuBHoro ¢onaa Poccuiickoi
denepanum.

Pextop YHuBepcureTa MM YHNOJHOMOYEHHOE WM JIMIO YTBEPKIAET MPOEKTHI
omnucen Jen, TOKYMEHTOB, IPOEKThI aKTOB O BBIICJICHUH K YHUUTOKEHHUIO JJOKYMEHTOB,
HE MOJJIeKAIIUX XPaHEHUIO, MPOEKThI MepeyHel MPOEeKTOB/0OBEKTOB, MPOOIEM/TEM,
Hay4YHO-TEXHHYECKasA JOKYMEHTAIMS 10 KOTOPBIM MOJIEKUT NEPEAAUE HA TOCTOSTHHOE
xpanenue, nocie ux yreepxkaenus K Ynpasnenns no genam apxuBoB PecnyOnuku
bamkoprocras.

JIOKyMEHTBI, J1ena, NOAJeXallle YHHUTOKEHHUIO, MTEPEAAOTC B OpraHU3aluIo,
3aHUMAIOIIYIOCS  TIepepabOTKOM  BTOPCHIPBS, TMOCJIE  YTBEPKACHHUS  PEKTOPOM
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VYHuBepcuTeTa Wik yHOJHOMOYEHHBIM UM JIMIIOM aKTa O BBIJACICHUU K YHUUTOKEHUIO
JOKYMEHTOB, HE TOJICKAIUX XPAaHEHHUIO.

DJICKTPOHHBIE JIOKYMEHTBl C MCTEKIIMMH CpPOKAMH XpaHECHUs NOIJIeKaT
BBIJICJICHUIO K YHMUYTOXXEHHUIO Ha OOIIMX OCHOBAHUSX, MOCJE YEro IMPOBOJMTCS HX
bu3uYecKoe  YHUUYTOXXKEHHWE WM  YHUYTOXKEHHE  IIPOTrPaMMHO-TEXHHYECKUMHU
CpPEICTBAaMH C COOTBETCTBYIOIIECH OTMETKOM B aKT€ O BBIJICICHUU K YHUYTOKECHUIO
3JIEKTPOHHBIX JJOKYMEHTOB.

DJICKTPOHHBIE JIOKYMEHTBl CUUTAIOTCS YHUYTOKEHHBIMM, €CJIM HX HEJb3
BOCCTAHOBHUTH CPEJCTBAMU MH(GOPMAIIMOHHON CUCTEMBI Ha HOCUTEISIX WH(MOpPMAIUU U
W3 PE3EPBHBIX KOMUM.

JIOKyMeHTBI, coJiepKallue MepCOHANbHbIC JTaHHBIC, UMEIOIINE MOMETKY «Jliis
CITy’)K€OHOTO TOJB30BaHMS», a TAKXKE CcolaepKalme HHPOPMAIUI0 OTrPaHUYCHHOTO
JOCTyMa, JOJDKHBI YHUYTOXKATHCS B YHUBEPCUTETE MYTEM MEXaHUYECKOIro
M3MenbUYeHus (IIpeAUpOBaHusi) WIM UHBIM CIIOCOOOM, MCKIIIOYAIOIIUM BO3MOXKHOCTh
BOCCTAHOBHUTH COJIEp)KaHUE JOKYMEHTOB. bByMakHble OTXOJbl IMEpenaroTcs B
OpraHU3allIo, 3aHUMAIOIIYIOCS TIepepabdOoTKOM BTOPCHIPHS.

JlokyMeHT, ToATBep KAaomUi (HaKT YTUIW3AIMU, TPHUKIAILIBACTCS K aKTy O
BBIJICJICHUU K YHUYTOXXEHUIO JOKYMEHTOB, HE TOJICXKAIUX XPAHEHHUIO.

AKTBI O BBIJICJICHUM K YHUUTOXKCHHUIO IOKYMEHTOB, HE TOJICKAIIIUX XPAHCHUIO,
XPaHATCS IMMOCTOSIHHO B Jiefie (hoH/a.

8.3. IIpaBusia opopmJieHus1 1es1 M MOATOTOBKH JIeJ K Iepeaaye
HA apXUBHOE XpaHeHHe

Jena mOCTOSSHHOTO (B TOM YHUCJIE CO CPOKOM XPaHEHUs «JI0 JMKBUIALUU
OpraHu3alumn») U BpeMeHHbIX (CBbImIe 10 JIeT) CPOKOB XpaHEHHs, B TOM YHCIE IO
JUYHOMY COCTaBY, IMOJUIEKAT MOJTHOMY O(GOPMIICHUIO M OMUCAHUIO (BKIIOUCHHIO B
OTUCH J€J1, IOKYMEHTOB).

[Tpu dopMupoBanuu A€ HEOOXOAMMO COOIIIOIATH CIEAYIONINE TPEOOBAHUS:

a) JOKYMEHTBI TIOCTOSSHHOTO M BPEMEHHOTO CPOKa XpaHEHUs TPYNIUPYIOTCS B
OTJIETIbHBIE JIETa;

0) B [en0 BKJIKOYAIOTCA JOKYMEHTBI, KOTOpbIE IO CBOEMY COJIEpPKAHUIO
COOTBETCTBYIOT 3aroJIOBKY JieNa, MPEeyCMOTPEHHOMY HOMEHKIIATYPOU JIe. 3arojIoBOK
Jeraa YTOYHSIETCSI B COOTBETCTBUU C (DaKTUYECKMM COCTaBOM U  COJIEp>KaHUEM
JIOKYMEHTOB;

B) B JIeJIO BKJIFOYAETCSl OJWH IK3EMILISAP KAKIOr0 TOKYMEHTA,;

') B Jiejia TPYIIUPYIOTCS TOKYMEHTBI OJTHOTO KaJCHAApPHOTO ro/ia; UCKIIOUYCHUE
COCTABJISIIOT TEPEXOJSIINE Jeia, JUYHBIC Jie7la, KOTOpble (OPMHUPYIOTCS B TEUCHUE
BCEro Tepuoia paboThl JAHHOTO JIMIIa B OpPraHU3AINM, a TaKXe Jiena, GopMUpOBaHUE
KOTOPBIX CBSI3aHO C OTPACIEBOM Crenu(UKOMi, MpeayCMaTPUBAONICH BEJACHHE JieTia B
TEUCHUE OIPEACIICHHOTO WM JIMTEIBHOTO TMepuojia BpeMeHu (CylneOHbIe ena;
JIOKYMEHTBI BBIOOPHBIX OPTaHOB M MX IMOCTOSITHHBIX KOMHUCCHH, JEMYTAaTCKUX TPYIII;
JOKYyMEHTBl ~ y4eOHBIX  3aBEJCHUI;,  JOKYMEHTBl  YUPESKICHUU  KYJIbTYPHI,
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XapaKTEepU3yIOIINe CIIEHUYECKYIO ACSTeNbHOCTb, B MpEJeNax TeaTpajlbHOIO CE30Ha;
nena GUIbMOB, PYKOMHCEH; HCTOpUH OOJIE3HEH; HAyUHO-TEXHUUECKOU JOKYMEHTAIINH );

N) TPWIOKEHUS, JIMCThl O3HAKOMIICHHUS, COTJacOBaHUS U PE3OJIIONUN K
JIOKyMEHTaM SIBJISIOTCS UX HEOThEMJIEMOM YacThi0 M BKJIIOYAIOTCA JEJI0 BMECTE C
JIOKyMEHTaMH, K KOTOPbIM OHH OTHOCSITCSI;

€) TMpuKa3bl (pacmopsbKeHHs) TPYIIUPYIOTCS B Jiela B COOTBETCTBHM C
YCTAHOBJICHHBIMU I HUX CPOKaMH XPaHEHUS;

) JIMYHBIE Jiena POpMUPYIOTCS OTIAEIBHO HA KaXKJ0r0 paOOTHHUKA, IOKYMEHTHI B
JMYHBIX JieJIaX pachojaraloTcs B XpOHOJIOTUYECKOM MOPSIKE [0 Mepe TMOCTYIUICHUS;

3) JNUIEBble cYeTa Mo 3apaboTHOW miaTe pabOTHUKOB TPYHNIUPYIOTCS B
OTJICJIbHBIC JIeJIa ¥ pacrlojaraloTcs B HUX 1Mo andaButy GpaMunuii, iMeH 1 OTYECTB (IIpH
HaJIM4Yun);

M) HE JIONyCKaeTcs IPyNIUpPOBaTh B JIeJia YEPHOBBIE U TyOJIETHBIC SK3EMIUISPHI
JOKYMEHTOB, a TaKXKe IOKYMEHTBHI, MOJIeXkKAaIlie BO3BpaTy.

Jlena, oOpa3oBaBiiviecss B JICATEIBHOCTH YHHUBEPCUTETa U MOJJICKAIIHE
XpaHEHUIO, MPOXOJAT MOJIHOE WK YacTHuHOe odopmiieHue. [TonmHomy odopmiaeHuo
noJjieXkaT Jejia MOCTOSIHHOTO XpaHeHUs U BpeMeHHbIX (cBbimie 10 yer) cpokoB
XpaHEHMsI, B TOM YHMCJE 0 JIUYHOMY cocTaBy. Jlena BpeMeHHbIX (10 10 jeT) cpokoB
XPaHEHHUs OJIeKAT YACTUIHOMY O(POPMIICHUIO.

OdopmiieHne aen TPOBOJUTCS B CTPYKTYPHBIX MOAPA3IECICHUIX YHUBEPCUTETA
o Mecty (OpMHUPOBAHUS IOKYMEHTOB B JIEJa.

[TomHoe odopmieHue aen Ha OyMa)KHOM HOCHUTENE MPEeayCMaTpUBAET:

a) u3bATUE (DAIOB-BKIIAJBIIIEH, CKPENOK, METAIIMYECKUX CKOO, CTHUKEpOB,
(du3rueckn 000COO0IEHHBIX HOCUTEINEH AIIEKTPOHHBIX JOKYMEHTOB;

0) HyMepall1io JUCTOB Jea;

B) cocTaBiieHHe JucTa-3apepurens aena (Ilpunoxenue Ne 19);

') COCTaBJIEHUE BHYTPEHHEH onucH 1okymeHTOB jaena (IIpunoxenue Ne 20);

1) obopmienne oonoxku nena ([punoxenue Ne 21);

€) TMOAIIMBKY WM TEperuieT JAOKYMEHTOB Jena (HedopmaTHbIE JOKYMEHTHI
XPaHSTCS B 3aKPBITHIX TBEP/BIX MANKaX WM B KOPOOKax);

) JINCT UCIIOJIb30BaHUs (TIpU HEOOXOIUMOCTH).

Jleno Ha OyMa)kHOM HOCHTEJIE HE JIOJKHO conepkarh Oonee 250 nuctoB mpu
TOJIIIIMHE KOpelka He 0osiee 4 cM.

JIOKyMEeHTBI TIOJIIMBAIOTCS HAa YEThIpe MpOKoia (Ha TpU MPOKONA — JIJIst
Masio(hOpMaTHBIX JIeJ1) B TBEPIAYIO OOJIOKKY C YYETOM BO3MOKHOCTU UTEHHUSI BCEX
JTOKYMEHTOB, JIaT, BU3 M PE30JIIOIHI Ha HUX.

®usuveckn 000COOJIGHHBIE HOCUTENH DJCKTPOHHBIX W ayJHOBH3yaTbHBIX
JOKYMEHTOB, COJEpIKalluecs B Jejie Ha OyMa)XHOM HOCHUTEINE, MOANEKAT U3BSITHIO U
SIBJISTFOTCST CAMOCTOSITEIIbHBIMU €AMHUIIAMHU XPaHEHUS.

B nucre-3aBeputene U BO BHYTPEHHEH ONMUCH TOKYMEHTOB Jieia (MpU HaJINYWN)
Ha OyMa)XHOM HOCHTEJIE YKa3bIBAIOTCS apXWBHBIN MUGP U 3aroJIOBOK DJIEKTPOHHOTO
JIOKYMEHTA WJIA SIUHUIIBI XPaHEHUS, U3BATHIX U3 JieJia Ha OyMaKHOM HOCHUTETIE.

[Tpu Hymepaluu TUCTOB B Aeaax COOTIOIAI0TCS ClIEAYIONIne TPeOOBaHMS:
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a) HyMepauus TMPOU3BOIUTCS apaOCKUMU LUdpaMu MOPOCTHIM TpadUTHBIM
KapaHJalioM WM HyMEepaTOpOM C BOJIOCTOMKOM IITEeMIEIbHON KPACKOM;

0) HOMepa JIMCTOB MPOCTABIISIOTCS B IPABOM BEPXHEM YTy JIUCTA JOKYMEHTA,

B) pororpadumn, uepTexu, AMarpaMMbl U JPYrue WLTIOCTPATUBHBIE TOKYMEHTHI,
IPEICTABIIAIONINE CAMOCTOSITENIbHBIN JTUCT B Jielie, HyMEPYIOTCSl HA 000pPOTHOM CTOpOHE
B JICBOM BEPXHEM YTIY;

) JHCT C HAKJICCHHbIMM JOKyMEHTaMH  (BBIpE3KaMH, BBIITUCKAMH,
dboTorpadusmMu) HymepyeTcst Kak OJUH JIUCT;

1) TUCTHI (BBIPE3KU, BCTABKU TEKCTA, IEPEBO/IbI), TIOJAKICEHHBIE OJJHUM KPaeM K
OPYroMY JIUCTY, HyMEPYIOTCS OTAENBHO;

€) KOHBEPTHI C BIIOKCHUSIMH, MOJIIUTHIE B J€JI0, HYMEPYIOTCSI B CIIEIYIOIIEM
MOPSIIKE — BHA4Yajie HyMEpPYETCs KOHBEPT, a 3aTEM OYEPEAHBIM HOMEPOM — KaXKI0€
BJIOKEHUE B KOHBEPTE;

K) MOJIIIUTHIE B JAECJIO JOKYMEHTHI C COOCTBEHHOW HyMepaluel JIMCTOB (BKIIIOUast
nevyaTHbIC M3/IaHMsI) HYMEPYIOTCS B OOIIEM MOPSAKE WM COXPAHSIOT COOCTBEHHYIO
HYMEpPAIUIO, €CIIK OHA COOTBETCTBYET MOPSAIKOBOMY PACIOJIOKEHUIO JINCTOB B JEIIE;

3) JUCTBI OONBIINX (POPMATOB MOIIIMBAIOTCS 32 OJUH Kpail © HyMEPYIOTCS Kak
OJIVH JIUCT;

M) BCE JIMCTHI jiena (ToMa, 4acTH) Ha OyMakHOM Hocutene (Kpome JucTa-
3aBepUTENI Jiela U BHYTPEHHEW OMUCH JOKYMEHTOB Jiella) HyMEpPYIOTCS B BaJOBOM
HOPSIIKE.

B cnydasx oOHapykeHHsi OMMOOK B HyMEpalMH JIMCTOB Jeja MPOBOJUTCS
NepeHyMepanus Wik UCTI0JIb30BAaHUE JIUTEPHBIX HOMEPOB JIUCTOB.

JIucT-3aBepuTENb J€NNa COCTABISIETCS HA OTAECIBHOM JIUCTE, MOJIMUCHIBAETCS €T0
COCTaBUTEJIEM, IOAIIMBAETCS (BKIIEUBaeTcs) B Aesio. Bee mocnenyronme n3MeHEHNs B
COCTaBE€ W COCTOSIHMM Jiella OTMEYaloTCsl B JIMCTE-3aBEpPUTENIE CO CCHUIKOM Ha
COOTBETCTBYIOIIMM aKT.

Jl1st yuera TOKyMEHTOB ONPENeNIEHHBIX KaTEropuil e Ha OyMa>kHOM HOCHUTEE
(iuuHbIe, cyneOHbIe Jena, MaTepHallbl YTOJOBHBIX JIET, Jiejia O MPUCYKIECHUN YUEHBIX
CTENEHEW M IPUCBOCHUU YYEHBIX 3BaHWW, €14, CBSI3aHHBIE C BBbIAAYEHM ABTOPCKUX
CBUJICTEILCTB W TIATEHTOB HA W300PETEHUs) COCTABISETCS BHYTPEHHSS OIHUCH
JIOKYMEHTOB JIeJa.

Ha ocHOBaHMM TOKaIbHBIX HOPMATHUBHBIX AKTOB BHYTPEHHSSI OMTUCH JOKYMEHTOB
Jie1a MOXKET COCTABIATHCS U JI IPYTUX KaTEropui Jed.

JIucThl BHYTPEHHEW OMMCH JOKYMEHTOB Jiela HyMEPYIOTCS OTAEIBHO OT 00IIei
HyMepaluu TOKyMEHTOB jenia. MHpopmalus 0 KoJIM4ecTBE JMCTOB BHYTPEHHEH OMUCH
JIOKYMEHTOB JieJla BKIIFOYAETCS B JIUCT-3aBEPUTETb.

W3meHeHust coctaBa IOKYMEHTOB Jieja oTpaxkaroTcst B rpade «llpumeuanus»
BHYTPEHHEH OMUCH IOKYMEHTOB JieJIa CO CChUIKAMH Ha COOTBETCTBYIOIIUE AKTHI.

Ha 06510kKe /e51a yka3bIBarOTCS:

a) TIOJIHOE W COKpaIleHHOe (B CKOOKAax) HAaWMMEHOBAHHME OpPraHU3AIMH U €€
HETOCPECTBEHHAS TOJUYMHEHHOCTb;

0) HaMMEHOBAaHME CTPYKTYPHOTO To/Ipa3iefeHus (Ipu HATMIHH ),

B) MHJIEKC JieJia 0 HOMEHKJIATYypE;
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r') HOMEpP ToMa (4acTu);

1) 3aroJIOBOK JieJa (ToMa, 4acTH);

€) KpaliHUe J1aThl Jena (ToMa, 4acTH);

’K) KOJIMYECTBO JIUCTOB B Jiejie (TOME, YacTH);

3) CPOK XpaHEHHUS JIeNa;

1) apXUBHBIN HP Jea;

K) momMeTKa «JlJist ciy’eOHOro Mojab30BaHUs WM TPUQ OrpaHUYECHHs TOCTYIIa
(TIpu HATMYHH).

Ha 006510%Kax f1e1 MOCTOSHHOTO CPpOKa XpaHEHUsI MPETyCMaTPUBAETCS MECTO J1JIS
HaWMEHOBAHUSI TOCYIAPCTBEHHOTO (MYHUIIMTNIATILHOTO) ApXMBa, B KOTOPBINA MEPEAAIOTCS
Jiea OpraHu3aluy — ICTOYHUKA KOMITJIEKTOBAHUSI.

[Tpu odopmeHnn 00JIOKKH Jena HAUMEHOBAHHE YHHUBEPCUTETA YKA3BIBACTCS
MOJTHOCTBIO, B HUMEHHUTEJNbHOM TMajexe. [lodHOe HanMMEHOBaHHME BBINIECTOAIIETO
roCyJIapCTBEHHOTO OpraHa yKa3bIBaeTCs HaJl HauMEHOBaHHEM (OoHI000pa3oBaTels B
UMEHUTENbHOM naaexe. COKpalleHHOE HAMMEHOBAaHUE Y HUBEPCUTETA YKA3bIBAETCS B
CKOOKax MocJie MOJIHOIO HAaUMEHOBAHUS.

[Ipu u3MeHeHr HaUMEHOBAHUS OpTraHU3aAlMU (CTPYKTYPHOTO MOPA3ACIICHUS ) B
TE€YEHHUE Mepruoja, OXBaThIBAEMOT0 JIOKYMEHTAMU JIejia, Ha O0JIOKKE Jiela YKa3bIBAeTCs
NOCJIEIHEE HAUMEHOBAHUE.

WNunekc ngena v 3arojioBOK Jiefia MepeHOCsITCS Ha 00JI0KKY U3 HOMEHKIIATYPhI JIe]T.
Ecnu peno cocTouT M3 HECKOJIBKHX YacTed, Ha OOJIOKKY KaKJIOTro Toma (JacTu)
BBIHOCUTCSI OOIIUI 3ar0JI0BOK JI€7Ia ¥ 3ar0JI0BOK KaXK10M 4acTu (IIpU €ro HAJIMYUN).

3arooBOK Jiefla  JOJDKEH COOTBETCTBOBATh (DAKTUYECKOMY COCTaBy W
COJICp>KaHUIO JOKYMEHTOB JIea.

Ecnu neino cocTout u3 HECKOIBKUX TOMOB (YacTeil), Ha 00JIOKKY KaxJ0Tro TOMa
(4acT) BBIHOCUTCSI OOIIIMIA 3aT0JIOBOK Jleja, a TAK)KEe 3ar0JIOBOK U HOMEP Ka)0ro ToMa
(dactn).

B 3aronoBkax aen, colepxalmux KOMUU JTIOKYMEHTOB, JEJAeTCs yKa3aHue Ha
Hanuyue Konuid. [IoJIMHHOCTh TOKYMEHTOB Ji€Jia B 3ar0JIOBKE HE OTOBapHUBACTCH.

Ha oOnoxke nena yka3bIBalOTCS KpalHUE NaThl JIOKYMEHTOB, MOMEIIEHHBIX B
)i () (0

Ecnu B A€o BKIIIOUEHBI JOKYMEHTHI, JaTa KOTOPBIX HE COBIAJAET C AaTOU Jerna,
TO TI0JT IATOM C HOBOM CTPOYKH JieTIaeTCsi 00 3TOM 3anuch: "B jene UMeroTcst TOKyMEHThI
3a... roj(bI)".

Harta nena He yka3bIBaeTCsl Ha OOJIOKKAX JAEN, COAEpKallluX TOJIOBBIC IJIAHBI,
OTYETHI U JPYTHe TOKYMEHTHI, JaThl KOTOPBIX OTPAXKAIOTCS B 3ar0JIOBKaX JIeJl.

Hatamu j1en, coAepKalllMX pacHopsAMTENbHYI0, TBOPYECKYID M HHYIO
JIOKYMEHTAIUIO (OKJIaJbl, MUCbMa, CTEHOTPaMMBbl), SIBJISIOTCSA JaThl (YHCIIO, MECSIII,
roJi) perucTpaiuu (CocTaBieHuUsl, MOCTYIJICHUS) CAaMOTO PaHHEro U CaMoOro MO3THEr0
JIOKYMEHTOB, BKJIFOUEHHBIX B JIeJI0 (KpaliHUE ATkl eI, TOKYMEHTOB).

Jlatou nena, comepkaniero NpoTOKOJIbI 3aCEJaHuM, SBJISIFOTCS JaThl IEPBOTO U
MOCJIEAHEr0 MPOTOKOJIA, BKIIFOUEHHBIX B JIEIIO.

JlaToit nuyHOTO jaena paOOTHWKA SBISIOTCS JAThl TOJMUCAHUS TPUKA30B O
MIpUEME U YBOJbHEHUH JIMI[A, HA KOTOPOE OHO 3aBE/ICHO.
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JlaToit muuHOTO Jena 00y4aroIerocs SBISIOTCS JaThl MOANUCAHUS TPUKA30B O
3aYMCIICHUU U OTYMCIICHUH JIMLA, HA KOTOPOE OHO 3aBENICHO.

ITpu 0003HaUeHNHN AAaThl JOKYMEHTA CHayajla yKa3bIBaeTCs YUCIIO0, 3aTEM MECSI] U
rof. Yucino u roa o003HavyaroTcs apabckumu nudpamu, Ha3BaHUE MECALA — IPOIHUCHIO.

Ecin pata nokymMeHTa WM OTHEIbHBIE €€ DJIEMEHTBHl  ONpPEIEISIIOTCS
OpUOIU3UTENIBHO, HA OCHOBAaHUM aHAJIM3a COJEpPKAaHUS JIOKyMEHTa, TO JaTa WM
OTJIEJIbHBIE €€ DJIEMEHTBI, HE BJISIOLINECS a0COIOTHO JOCTOBEPHBIMHU, 3aKIIIOYAOTCS B
KBaJIpaTHbBIE CKOOKH.

KosnngectBo nucToB Ha OONOXKKE JAeia yKa3blBaeTCs HAa OCHOBAaHUM JIMCTa-
3aBEPUTEIISL.

Cpok xpaHeHus: Ha OOJIOXKKE Jella yKa3bIBaeTCsi B COOTBETCTBUU CO CPOKOM
XpaHEHHMsI, YCTAHOBJIEHHBIM HOpPMAaTHBHBIMHA IPAaBOBBIMU aKkTamu Poccuiickoi
®denepannu, NEPEUYHIMH JOKYMEHTOB, YCTAHOBICHHBIMU YaCThIO 3 CTaThH 6 U YaCTAMU
1 u 1.1 craten 23 denepanpHoro 3akona Ne 125-D3.

Ha neax noCTOSHHOIO XpaHEHMsI IUIIETCA: « XPAHUTh IOCTOSIHHOY.

Ha nena, BHECEHHBIE B TOJIOBOM pa3Jen OMMCH eI, JOKYMEHTOB Y HUBEPCUTETA
apXUBHBIA MIK(P IPOCTABISIETCS MOCIE YTBEPKIEHUS TOJOBOIO pa3fiesia OMUCH Jed,
nokymenToB OIIK Vmpasnenus no aenam apxuBoB PecnyOnmuku bamkoproctan u
YTBEPKJICHUS PEKTOPOM Y HUBEPCUTETA WM YIIOJTHOMOYEHHBIM UM JIMLIOM.

B cinydae eciu HaHeceHHE PEKBU3UTOB Ha OOJIOKKY HEBO3MOXXHO, B JEJIO
HOJIIMBAETCS (MPUKIEUBACTCS) TUTYJIBHBIHN JIUCT (10 EPBOTO JUCTA Aea). TUTYyNbHbBIN
JUCT HE HYMEPYETCSl U HE YUUTBIBAETCS MPU O0ILEH HyMEPALMH JIUCTOB JAEa.

8.4. Ilopsinok cocTaBjIeHUs ONUCEH AeJI IOCTOSTHHOI0, BPEMEHHOI 0
(cBbime 10 JieT) XpaHeHUs U 10 JJUYHOMY COCTABY

ApXUBHBIE JIOKYMEHTHl TIEPEAAIOTCSI HA XpAaHEHUE B OTHAEI aAPXUBHOIO
JOKYMEHTOBEICHUS 110 OMUCSIM JI€J, JOKYMEHTOB, OMUCSM 3JIEKTPOHHBIX IOKYMEHTOB,
COCTaBJICHHBIM B CTPYKTYpHBIX noapazaenenusax (IIpumoxxenns NoNe 22, 23).

Onucu nen, TOKYMEHTOB CTPYKTYPHBIX MOAPA3IAEICHUN COCTABISIOTCS B JIBYX
AK3EMIUISIPAX U MPEACTABISAIOTCS paOOTHUKY OT/IEIa apXUBHOTO JOKYMEHTOBEICHUS HE
MO3JJHEE YEeM Yepe3 OJMH TOJ IOCJe 3aBEpIICHUs el B Jelonpou3BojcTee. Onucu
AJIEKTPOHHBIX TOKYMEHTOB (POPMUPYIOTCS PAOOTHUKOM CTPYKTYPHOTO MOpa3IeICHUS
B T€ K€ CPOKU U MPEJICTABIISIIOTCS pa0OTHUKY OTJE]Ia apXUBHOTO JJOKYMEHTOBEICHUS B
AIIEKTPOHHOM (hopMme.

Onucu COCTaBISIFOTCS OTAEIBHO:

a) Ha JieJia MOCTOSTHHOTO CPOKa XpaHEeHUS;

0) Ha gema BpeMeHHbIX (cBbitie 10 JieT) CPOKOB XpaHEHHUS;

B) Ha JIeJia 10 JINYHOMY COCTaBY;

T') Ha DJICKTPOHHBIEC IOKYMEHTHI.

[Ipu cocTaBiaeHUU OMHUCH JIeJl, IOKYMEHTOB, OMUCH AJIEKTPOHHBIX JOKYMEHTOB
CTPYKTYPHOTO MOPA3CICHHS COOMIOAAIOTCS CASAYIOMNe TPEOOBAHMS:

a) 3aroJIOBKH JI€] BHOCSTCSI B OMUCH MOJHOCTBIO;


https://normativ.kontur.ru/document?moduleid=1&documentid=451780#l54
https://normativ.kontur.ru/document?moduleid=1&documentid=451780#l151
https://normativ.kontur.ru/document?moduleid=1&documentid=451780#l286
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0) Kaxaoe €10, TOM, JJIEKTPOHHBIA JOKYMEHT BHOCUTCS B OIMCh IIOJ
CaMOCTOSITEIIbHBIM MOPSAIKOBBIM HOMEPOM;

B) Ipadbl OMUCH 3amOJHSAIOTCS B COOTBETCTBUU CO CBEICHUSIMH, KOTOpBIC
BBIHECEHBI Ha OOJIOKKY Jiena (A1 3JIEKTPOHHBIX JIOKYMEHTOB — B COOTBETCTBUU C
PErUCTPAllMOHHO-YYETHBIMA CBEACHUSAMHU (METaJaHHBIMU), C(HOPMHUPOBAHHBIMU B
UH()OPMAITMOHHOM CHCTEME);

r) rpada onucu «lIpuMeuanus» HMCHOIB3YETCS I OTMETOK O TpHUEME Jel,
0COOEHHOCTSIX (DU3MYECKOTO COCTOSIHUSI, O TIepenadye Jen APYTUM CTPYKTYpPHBIM
MTOAPA3AETIEHUSAM CO CCBUIKOM HAa COOTBETCTBYIOIIUM aKT U O HAJIMYUU KOTIMH.

B xoHme omnmcu 1en, JOKYMEHTOB, OIMCH JJIEKTPOHHBIX JOKYMEHTOB 3a
IIOCJIEAHEN ONMCATEIIbHOM CTAThEM 3alOJIHAETCA WTOroBas 3aluch, B KOTOPOH
yKa3bIBatoTcs (U pamMu U MPOIKUCHI0) KOJTMYECTBO JIEN, IEPBBIA U OCIEAHUNA HOMepa
Jel IO OINHWCH JeJl, JOKYMEHTOB, OIIMCH DJJICKTPOHHBIX JIOKYMEHTOB, a TaKKe
OrOBapMBAIOTCSI OCOOCHHOCTH HYyMEpALMU JIel B ONHCH (HaJu4yue JIMTEPHBIX U
IPONYIIEHHBIX HOMEPOB).

Onucu nenm CTpyKTYpHOTO MOAPA3AEIICHUs IMOANMCHIBAIOTCS PYKOBOIAUTEIEM
NoJpa3/eleHus U cornacoBblBatOTC OK CTpyKTypHOro mnojpasiencHus (Ipu ee
HaJINYUM). PeecTp 3JMeKTPOHHBIX JOKYMEHTOB, SIBJISIOLIMICS MPUIOKEHUEM K OIMUCH
ANIEKTPOHHBIX JOKYMEHTOB, IOJIMCBIBAETCS COCTABUTEIEM peecTpa € YKa3aHHEM
JOJKHOCTH, MHUIIMAJIOB, (PaMUJINHU, 1aThl COCTaBJICHUS.

B ciydae oOHapyXeHHMS OTCYTCTBHS J€Jl, 3aBEJACHHBIX B COOTBETCTBUU C
HOMEHKJIATypOU J€J, CTPYKTYPHBIM IOAPA3JACICHUEM IPUHAMAKOTCSI MEpPBI MO HUX
PO3BICKY.

Ecnu npuHsAThIE Mepbl HE Jalu pe3yibTaToOB, TO HA HEOOHApYKEHHBIE eia
COCTaBJISIETCSL aKT 00 yTpare JOKYMEHTOB B IPOU3BOJIBHOM (hOpME, MOIAIMUCHIBACTCS
JIMLIOM, OTBETCTBEHHBIM 3a JEJIONPOU3BOJICTBO B CTPYKTYPHOM IOJPA3JIEIICHUH, U
PYKOBOJUTENEM CTPYKTYPHOrO mojapasfeneHus. AKT 00 yrTpaTe JIOKYMEHTOB
YTBEPKJIAETCA PEKTOPOM YHUBEpPCUTETAa WM YIHOJHOMOYEHHBIM HM JIMLOM U
nepeaeTcss BMECTE C ONMUCBIO JEN, JOKYMEHTOB CTPYKTYPHOTO IIOJApa3JIeiICHHUs
pabOTHUKY OT/EIa ApXUBHOTO JOKYMEHTOBEICHUS.

Onucu nen CTpyKTypHOTO MOApa3AeiIeHUs] Y HUBEPCUTETA COCTABIISIIOTCS B ABYX
AK3EeMILIsIpax Ha OyMa)kHOM HOCHUTEIIE, OJJUH U3 KOTOPBIX MEPEIaeTCsl BMECTE C JAelaMu
B OT/EJI APXUBHOTO JOKYMEHTOBEICHHMSI, @ BTOPOM OCTAE€TCS B KAUECTBE KOHTPOJIBHOTO
AK3EMIUISIPA B CTPYKTYPHOM NOJpa3JeleHuu. B oTaen apXuBHOIO TOKYMEHTOBECHUS
TaKKE MEPENAECTCS 1O IK3EMIUISAPY OIUCEN 1T B AJIEKTPOHHOM BHJIE B PEIAKTUPYEMOM
(dopmare 1Sl UCHOJB30BaHUS B AaJbHEHIIEM JIsi MOATOTOBKH TOJOBBIX Pa3/iesioB
OITUCEU JI€J1, TOKYMEHTOB.

['ogoBbie paszmensl  OmMUCEW A€, OINUCEW DIEKTPOHHBIX  JOKYMEHTOB
COCTABJISIIOTCS PaOOTHUKOM OTJENIa apXMBHOIO JOKYMEHTOBEJEHHS Ha OCHOBAaHUU
ONMCEN JIeJl, JOKYMEHTOB, OIMCEW DJIIEKTPOHHBIX JOKYMEHTOB CTPYKTYPHBIX
noapazaenenuid (Ipunoxenus NoNe 24, 25,26, 27).

IleppoMy romoBOMy pasfeily OIHUCH J€Jl, JOKYMEHTOB, OIMCH JJIEKTPOHHBIX
JOKYMEHTOB TMPHUCBAaMBAETCS HOMEpP ONUCHU MO JUCTY (OHAA, BCE MNOCIEAYIOLIUE
r'OJIOBBIE Pa3/IeJIbl YUCIATCS 32 JAHHBIM HOMEPOM J0 3aBEPILIECHUS OIUCH.
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He nomyckaercs mpucBO€HHE OMUCAM A€, TOKYMEHTOB, OMUCAM 3JIEKTPOHHBIX
JOKYMEHTOB OJJMHAKOBBIX YYETHBIX HOMEPOB B IpEJesIax OAHOro (hoHAaa.

Ecin onucek naen, AOKYMEHTOB COCTOMT M3 HECKOJIBKMX TOJIOBBIX Pa3felioB,
TOMOB, MTOTOBas 3allUCh COCTAaBJSIETCS K KaXXJAOMy TOJOBOMY paszaeny, Tomy. K
KaXJ0My IHOCIEAYIOLEMY TOJOBOMY pa3/iely, TOMY B HapacTalolleM MOpPsaKe
COCTaBJISICTCS] CBOJIHASI UTOIOBAsl 3aIKCh.

['omoBble pa3genbl, €cliM OHM HE SBISAIOTCA 3aKOHUYEHHOM ONHCHIO, HE
HOJIIMBAIOTCS M HE NEPETIETAIOTCS.

3aKOHYEHHAs] ONUCh JEJ, JOKYMEHTOB Ha OyMa)XHOM HOCHUTENE JIOJDKHA
BKJIIOUaTh He 0osee 9999 enuHuI XpaHeHUsI.

3aKkOoHUYEHHas] OMHUCh [Ied, JOKYMEHTOB BMECTE€ C THUTYJIbHBIM JIUCTOM H
CIPaBOYHBIM ammapaToM K HEW 3aK/II0YaeTcsi B TBEPAYIO OOJIOKKY, HyMepyercs H
MO/IINBAETCS WA NIEPETIIETAETCS.

Kaxmgast 3akoHYeHHas OMNHCHh JieJ, JOKYMEHTOB, OIHCh JJIEKTPOHHBIX
JOKYMEHTOB, KaXXJIblii TOM OIIUCH JI€], JOKYMEHTOB JI0JKHBI UMETh JINCT-3aBEPUTENb.

B cnpaBouHblil anmapaT K ONUCH J€N, JOKYMEHTOB, OIMCH AJIEKTPOHHBIX
JOKYMEHTOB BXOJST: TUTYJBHBIM JIUCT; IMEpEUYECHb IE€PEUMEHOBAHUN, W3MEHEHUS
[OJIBEJOMCTBEHHOCTH oOpranu3aiuu (eciu uHpoOpManus O NEPEUMEHOBAHUM HE
COJIEP’KUTCSI B TUTYJIBHOM JIUCTE OIKCH), COAEpKaHHE (OTJIaBIIEHUE); MPEAUCIOBHE;
CIIMCOK COKpAIlleHUH; yKa3aTeNIH K ONUCH (IIpeIMETHBIN, UMEHHOMU, TeorpaduiecKkuil).

Ha tuTynpHOM HCTE ONUCH J1€]1, JOKYMEHTOB, OITUCH JIEKTPOHHBIX JOKYMEHTOB
YKa3bIBalOTCH:

a) MOJHOE€ HAUMEHOBAHKE IOCYJAPCTBEHHOTO (MYHHUIIMIIAIIBHOTO) apXUBa;

0) MOJHOE HAaMMEHOBAaHUE OpPraHM3allMHM, COKpPAIIEHHOE HAaWMEHOBaHHE (MpHU
HaJIMYUK ), TOJABEJOMCTBEHHOCTH (MPU HAIMYHH);

B) HOMEP apXMBHOTO (POH/A;

I') HOMEp ¥ Ha3BaHHE OIUCH;

1) KpallHuE 1aThl BHECEHHBIX B ONMMCh €UHUI] XPAHECHUS.

HaumeHoBaHMe OpraHu3aluy yKa3bIBa€TCs MO IOCIEIHEMY TOAY BKIIOUECHHUS
JOKYMEHTOB B OIUCH JIEJI, TOKYMEHTOB, OIUCH 3JIEKTPOHHBIX JJOKYMEHTOB.

B npeaucinoBuu K onucu Jied, JOKYMEHTOB, OIUCH 3JIEKTPOHHBIX JOKYMEHTOB
YKa3bIBAIOTCS CBEICHUS B XPOHOJIOTUYECKUX paMKaxX KpallHUX JaT €IMHUL] XpaHEHUs,
BKJIFOUEHHBIX B OIKCH!

a) 00 N3MEHEHUSX B OPraHU3allNH;

0) 0 CTPYKTyp€ OpraHu3aluu;

B) 00 ocobeHHOCTSIX odopmiieHuss W (HOPMUPOBAHMS JEJ, ONUCAHUS U
CUCTEMaTHU3alH 3ar0JI0OBKOB JIEN;

I') O COJEP>KAHUM U MOJHOTE JeJT;

1) O HAJIMYUU CTPaxoBoro GpoHa;

€) O HaJu4uh MU OCOOCHHOCTAX HMH(GOPMAIMOHHBIX CHCTEM, 0a3 JIaHHBIX,
UCIONIB3YEMBIX ISl PaOOTBl € 3JIEKTPOHHBIMH JOKYMEHTaMH, PETUCTPallMOHHO-
Y4eTHBIMH (pOopMamHu Jie1 U JOKYMEHTOB M 00pazaMu (CKaHaMM) Je U JOKYMEHTOB.
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8.5. Ilepeaaya NOKYMEHTOB HAa apXUBHOE XPaHeHHe

ApXUBHBIE JOKYMEHTHI MOAJIEKAT Mepefadye Ha XpaHEHUE B OTIEN apXUBHOTO
JIOKYMEHTOBE/ICHHS HE paHee, YeM 4epe3 OJIMH roJl U He MO3JIHee, YEM Yepe3 TPH rojia
MOCJI€ 3aBEPILCHUS JIe] B ICJIONPOU3BOJICTBE.

JlokymeHTBI BpeMeHHBIX (710 10 JeT BKIIOUUTETBHO) CPOKOB XPAHEHUS XPAHSTCS
B CTPYKTYPHBIX TMOJPA3JACICHUSIX U IO HCTEYCHUH CPOKOB MX XpAHEHHs, TMOCIe
IIPOBENICHUSI KCIIEPTU3BI LIGHHOCTH MOJJIEXKAT YHUUTOKEHUIO.

[Io pemeHuto pekTopa YHUBEPCUTETA WIH YIOJIHOMOYEHHOTO MM JIMIA
JOKYMEHTBI BpeMEHHBIX (40 10 JeT BKIIOUMUTEIBHO) CPOKOB XPAHEHUS IOIJIEKAT
nepeaayde B OTAEN apXUBHOIO JOKYMEHTOBEICHHUS B CIIy4ae OTCYTCTBHS B CTPYKTYPHBIX
MO/APA3/ICICHUAX YCIOBHA i O0ecnedeHus: HUX COXPAaHHOCTH B TEUYEHHUE
YCTaHOBJICHHBIX CPOKOB XPAHEHHSI.

[lepenaua nen Ha XpaHEHHME B OTAECN APXUBHOTO JOKYMEHTOBEICHHS
OCYIIECTBIISIETCS MO TpapuKy, YTBEPXKICHHOMY PEKTOPOM YHHUBEpCUTETA WM
YIIOJTHOMOYEHHBIM UM JIMLIOM.

[Tpuem-niepenaya €1 NOPOU3BOAMUTCA PaOOTHUKOM  OTAENa apXUBHOTO
JOKYMEHTOBE/IEHUS B MPUCYTCTBUU PAOOTHHKA CTPYKTYpHOro Hojapas3jaencHus. B
OTMETKE O IpHEME JeJl B KOHLE Ka)XJO0ro 3K3eMIUIsIpa OINUCH [, JOKYMEHTOB
YKa3bIBAIOTCS KOJIMYECTBO (PAaKTUUYECKU MPUHATHIX /1€, HOMEpPA OTCYTCTBYIOUIUX JEl,
JaTa npueMa-Inepeaadu J1eid, a TaKKe HOAMUCH U paclIMppOBKY MOJMUCEN yKa3aHHBIX
pPabOTHUKOB.

[Ipu npueme-nepenaye e, CoAep K alux JOKYMEHTbl HA OyMa)KHOM HOCHUTEJNE,
MIPOBEPSIFOTCA:

a) COOTBETCTBME 3arojiOBKa J€Jla MO OMHUCHU e, TOKYMEHTOB CTPYKTYPHOIO
MO/Ipa3/ICNICHUs COACPKAHUIO TOKYMEHTOB B JICIIE;

0) mpaBUIBHOCTH OGOPMIICHHS M TPYMIHUPOBKH JOKYMEHTOB, BKJIIOYCHHBIX B
NEJ0;

B) KQ4e€CTBO MOJIIMBKY WX NEpETieTa J1ena;

I') IPaBHWJIBHOCTh HYMEPALIUHU JIUCTOB JIENa;

7) TpPaBWJIBHOCTh COCTAaBJICHHUS BHYTPEHHEH OIUCU JIOKYMEHTOB jena (Mpu
HaJINYUHN );

€) MPaBWILHOCTh OPOPMIICHUST 0OJIOKKH JIeTIa;

) HaJIM4Ke U IPaBUIbHOCTD 3aMIOJIHEHHUS JIMCTa-3aBepUTEIS JIea.

B cnydae oOHapyxeHust HapyuieHus: GOpMUpPOBAaHUS U O(DOPMIICHMS €71 OHH
JOJIKHBI OBITh YCTpaHEHbl pAOOTHUKOM CTPYKTYPHOTO MOAPA3AEICHUS.

B ciyuae nuKBUAMU WM peopraHu3alii CTPYKTYPHOTO HOIpa3IeieH s UL,
OTBETCTBEHHOE 3a JEJONMPOU3BOJCTBO, B TMEPUOJ MPOBEACHUS JIMKBHUIALMOHHBIX
MEpoTpUATUN (HOpMUPYET BCE MMEIOIIMECS TOKYMEHTHI B Jena, opopMiseT aena u
nepenaeT ux B OTJE] ApXMBHOIO IOKYMEHTOBEICHUS, HE3aBUCUMO OT CPOKOB XPaHEHUSI.
Ilepenayda nen ocylecTBIAETCS IO OMUCAM AENI U HOMEHKJIATYpe JEll.
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8.6. IToaroroBKa 3J1eKTPOHHBIX JOKYMEHTOB K Iepeaade Ha apXUBHOE XpaHeHHe

[ToaroToBKa 5JIEKTPOHHBIX JOKYMEHTOB K Tepelade B OTAEN apXUBHOTO
JOKYMEHTOBEICHHSI OCYIIECTBIISIETCS CTPYKTYPHBIM TOJIpa3/eICHUEM — BIAJCIIbLIEM
COOTBETCTBYIOIIEH NHPOPMAIIMOHHON CUCTEMBI COBMECTHO C YMpaBieHUEM ITUGPOBOH
TpaHchopMali Y HUBEPCUTETA.

[Ipu mOATOTOBKE 3JIEKTPOHHBIX JOKYMEHTOB, OTOOpPaHHBIX K Iepeaade B OTAEI
apXMBHOTO JOKYMEHTOBEICHHUSI, BBITOJIHAIOTCS CIEAYIOIIME OCHOBHBIE MPOILEIYpPbI
paboThI C TOKYMEHTAMH:

- KOHBEPTALIUA IEKTPOHHOTO JJOKYMEHTa B (pOpMaT apXUBHOTO JOKYMEHTA;

- dopmupoBanrne B UCY YHuBepcUTeTa 3JIEKTPOHHBIX JIEJ, SBIISIOUIUXCS
COBOKYMHOCTbIO KOHTEHHEPOB DJIEKTPOHHBIX JOKYMEHTOB WM KOHTEHHEPOM
ANIEKTPOHHOIO JOKYMEHTA, BKIIIOYAIONIMM: KOHTEHT U METaJaHHbIE AJIEKTPOHHOTO
JOKYMEHTa, (aillibl 3JIEKTPOHHBIX MOANUCEH W BU3YAJIU3UPOBAHHYIO KOIHIO
TEKCTOBOI'O 3JIEKTPOHHOTO JOKyMeHTa B popmare PDF/A;

- (¢opMupOBaHHE OMHUCH AJICKTPOHHBIX e, JOKYMEHTOB CTPYKTYPHOTO
MOJIpa3iesICHus;

- MUTpalUsl AJIEKTPOHHBIX JIOKYMEHTOB Ha (U3MYeCKH 000COOJICHHBIE
MaTepuaibHble HOCHUTENH, €CJIH JIOKYMEHTHl MEepelalTcsi B OTAEI apXHUBHOIO
JOKYMEHTOBE/ICHUS HE 10 MHPOPMALIMOHHO-KOMMYHHUKAIIMOHHBIM KaHaJlaM;

- MPOBEPKa BOCIPON3BOANMOCTH JIEKTPOHHBIX TOKYMEHTOB;

- OpOBEpPKa AJIEKTPOHHBIX JOKYMEHTOB Ha HaJU4M€ BPEIOHOCHBIX
KOMIIBIOTEPHBIX ITPOTPAMM;

- MOJATBEPXKJICHUE  IIETOCTHOCTH  JJIEKTPOHHOTO  Jefla  DJIEKTPOHHOMN
MOJIIMCHI0 PYKOBOJUTEINS CTPYKTYPHOTO TMOApAa3eieHUs (MHOTO YIMOJTHOMOYEHHOTO
JIMIIA), OCYIIECTBISIONIETO MOATOTOBKY JIEKTPOHHBIX JOKYMEHTOB K Tepeaayue B OTAel
aApPXUBHOTO TOKyMEHTOBEICHHMSI.

DNEeKTPOHHBIE TOKYMEHTHI EPEAAIOTCS B OTACT apXUBHOTO TOKYMEHTOBEICHHSI
110 HH()OPMAITMOHHO-TEJIEKOMMYHUKAIIMOHHOMN CeTH WM Ha Pu3ndecku 000COOIEHHBIX
HOCUTENSIX, 0€3 COXPAHEHHUS JAHHBIX 3JIEKTPOHHBIX JTOKYMEHTOB B COOTBETCTBYIOLIUX
MH(POPMAIIMOHHBIX CUCTEMAX.

8.7. CocrTaBiienue u opopMiieHHe Onuceii JIeKTPOHHBIX JeJI

DJIEKTPOHHBIC APXUBHBIC JOKYMEHTBI BKJIIOYAIOTCS B OINKMCH 3JEKTPOHHBIX
JIOKYMEHTOB, K KOTOPBIM COCTABJISIIOTCS pEECTPhI (DAMIIOB 3JIEKTPOHHBIX JOKYMEHTOB.

['padwl onucH 3€KTPOHHBIX JOKYMEHTOB BKJIIOUAIOT B CEO05:

a) HOMEP DJIEKTPOHHOI'O0 ApXHUBHOTO JOKYMEHTA (€IUHHULIBI XPAaHEHUS) TIO OIKCH;

0) UHJIEKC Jiea 0 HOMEHKJIaType e,

B) 3ar0JIOBOK Jiejia IO HOMEHKJIAType /eI,

T') BUJI, 3ar0JIOBOK;

1) pETUCTPALIMOHHBIA HOMEP JOKYMEHTA;

€) 1aTy TOKYMEHTa;
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) yKa3zaHWE Ha KaTeropyui0 JTOKYMEHTOB (TOCTOSHHOTO CpOKa XpaHCHUS,
BpeMeHHOTO (cBhIIe 10 J1eT) cpoka XpaHeHus, TI0 JMYHOMY COCTaBY);

3) CPOK XpaHCHUS;

1) IpUMEYaHus.

B peectpax ¢aitioB 37MEKTPOHHBIX JOKYMEHTOB YUHUTBHIBACTCS KaKIbIA (haiii
AJIGKTPOHHOTO apXHWBHOTO JIOKYMEHTa, B TOM 4Hucie (ailyl KOHTeHHepa 3JIEKTPOHHOTO
JOKyMeHTa (Mpy HAJIWYUH) C YKa3aHHEM €ro HOMepa IO OMHUCH, HOMEpa 0 peecTpy,
HaMMEHOBaHUs (aiiia, JaThl U BPEMEHH €ro MOCJIeHET0 N3MEHEHUS P TIOCTYTICHUH
B apXuB, 00ObeMa B OaifTax, hopmara.

Peectpnl (haiiyioB 3IEKTPOHHBIX TOKYMEHTOB COCTaBIISIOTCS WM XPAHATCS B
AJICKTPOHHOM BHJIE.

B mnpemucioBud K ONHWCH 3JEKTPOHHBIX JIOKYMEHTOB JIOTIOJHHUTEIIHHO
VKa3bIBAIOTCS HAaWMMEHOBAHME W  BEPCUS  NPOrPaMMHOTO  OOECHeYeHHs, C
HCITOJIh30BAaHUEM KOTOPOTO OBLITH CO3/IaHbI AJICKTPOHHBIE TOKYMEHTBI, 1 HANMEHOBAHUE
IPOrpaMMHOTO 00eCTIeueHUs, MPEAHA3HAYCHHOTO JIJISl KX BOCIIPOW3BEICHHS.

8.8. Ilopsinok nmepegaum 3TeKTPOHHBIX JOKYMEHTOB HA APXMBHOE XpPaAHEHHE

[Ipu mpueme-nepenaye B CXO /1 10MKHBI BKIIFOYATHCA:

a) SJIEKTPOHHBIE APXUBHBIE JJOKYMEHTHI;

0) perucTpalMOHHO-yYETHbIE CBEICHHS (METaJaHHbIE) SJIEKTPOHHBIX APXUBHBIX
JOKYMEHTOB;

B) PErUCTPALMOHHO-YUYETHBIE CBEJICHUS 00 3JIEKTPOHHBIX JIENIaX;

') pErUCTPALIMOHHO-YYETHBIE CBEICHUSI 00 OMUCSX NEKTPOHHBIX TOKYMEHTOB.

PeructpanroHHo-y4eTHbIE CBeICHHS (METalaHHbIe) BKITtoUatoTcs B AYD.

[Ipy mOCTyIUIEHMM D3JEKTPOHHBIX JO0KyMeHTOB B CX3JJ[ ocyecTBisiercs
aBTOMAaTUYECKas ITPOBEPKa:

a) Haimuyus Bcex (aillioB, COCTABIAIOIIMUX BJEKTPOHHBIA  JIOKYMEHT;
HEOOXOMMBIX PErHCTPAllMOHHO-YUYETHBIX CBEICHUN (METaJaHHbIX) 00 3JEKTPOHHBIX
JNOKYMEHTaX, AIEKTPOHHBIX JIe]axX 110 HOMEHKIAType JIell;

0) ailyioB 2JIEKTPOHHBIX JOKYMEHTOB M (ailioB omuced 3JIEKTPOHHBIX
JOKYMEHTOB Ha HAJIMYME BPEIOHOCHOTO MPOTPAMMHOTIO KOJIa;

B) HaJIW4YMg B METAJaHHBIX JOKYMEHTa CBEIEHUN O MPOBEPKE MOIJIUHHOCTH
ANIEKTPOHHOM MOAMMUCH TEPEAABAEMOr0 3JIEKTPOHHOIO JIOKYMEHTa Ha MOMEHT €ro
MOANUCAaHUS U (WJIH) OJTYyUCHHUS.

PaboTHukOoM  oOTzmena  apXMBHOTO  JIOKYMEHTOBEIEHHUS  OCYILECTBIIAETCS
BbIOOpOUYHas mpoBepka (He meHee 1% OT MOCTYNMBIIMX 3JIEKTPOHHBIX JOKYMEHTOB)
BOCIIPOMU3BOJAMMOCTH 3JIEKTPOHHBIX JOKYMEHTOB (MpPH OTCYTCTBUU BO3MOKHOCTH
ABTOMAaTUYECKON MPOBEPKH BOCIIPOU3BOAUMOCTH).

[Ipn mnpueMe 3JIEKTPOHHBIX apXWBHbIX JokyMeHTOB u3 COJI B CXDO]/I
aBTOMAaTUYeCKU (HOPMHUPYETCS yBeAOMIICHHE (TEXHUYECKOE COOOIICHHE) O TMpueMe,
Kotopoe Hanpasisiercs B CO/I.

[Ipuem He ocylIeCTBISIETCS B CiIy4ae, €CJIM ITPU MPOBEPKE BBISBICHBI HEMIOJIHOTA
COCTaBa PErUCTPALlMOHHO-YUETHBIX CBEICHU (METaIaHHbIX ), pa3inure HHPOPMALIUU B
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ANIEKTPOHHOM JOKYMEHTE W B PETHUCTPAIIMOHHO-YYETHBIX CBEICHUSAX (METaTaHHBIX),
HEBOCIIPOU3BOJAMMOCTD  DJIEKTPOHHBIX  JIOKYMEHTOB, Hajlu4le  BPEJOHOCHOTO
mporpaMMHOro obecrieueHusi (BUpycoB), GOpMUPYETCS YBEIOMIICHHE (TEXHUYECKOE
cooOiienne) o0 ommbke. YBenomiieHHe (TEXHHYECKOoe COooOIeHne) 00 ommoke
NEPECHUIACTCS OTIPABUTEIIO VISl BHECEHUS UCIIPABICHUM.

[Ipy mocTymiieHUH ANEKTPOHHBIX JOKYMEHTOB Ha (U3MUECKH 000COOJICHHBIX
HOCHTEIIAX OCYILIECTBIIACTCS TaKXKe MPOBEpKa GU3MUECKOTO U TEXHUYECKOTO COCTOSTHUS
HOCHUTEJIEH.

[Tpu BKIIOYEHHUU ANEKTPOHHBIX TOKyMEHTOB B CXDJ[ B snexTpoHHOU (opme
y4eTa MOCTYIUICHUSI ¥ BBIOBITHSI TOJDKHA (DUKCHPOBATHCS ClIeayIomas nH(popMaIus:

a) laTa MOCTYIUICHHS SJICKTPOHHBIX APXUBHBIX TOKYMEHTOB (€IUHUIL XPAHEHUS);

0) HaMMEHOBaHWE CTPYKTYPHOTO IMOAPA3ACIICHUS, OT KOTOPOTO MOCTYITHIN
AJIEKTPOHHBIE JOKYMEHTHI (€IMHUIIB XPAHCHUS);

B) HAaWMCHOBaHWE, HOMEP M JaTa JTOKyMEHTa, IO KOTOPOMY ITOCTYIIHIIH
AJIEKTPOHHBIE APXUBHBIE JOKYMEHTHI (€IMHUIIBI XPAHEHHUS );

I) YKa3aHH€ Ha KaTeropyui0 CpoKa XpaHEHHUs Tepe/laBaeMbIX 3JICKTPOHHBIX
apXMBHBIX JIOKYMEHTOB (€AMHHI] XpaHEHUs) (MOCTOSHHOTO CpOKa XpaHEHWUS,
BpeMeHHOTO (cBbiIe 10 JeT) cpoka XpaHeHusl, 10 JIMYHOMY COCTaBY);

1) YKa3aHHE€ Ha CPOK XpaHEHUS AJIEKTPOHHBIX apXUBHBIX JOKYMEHTOB;

€) KOJIMYECTBO MepeaaBaeMbIX JIEKTPOHHBIX JOKYMEHTOB (€IMHUI] XPAHEHUS) U
KOJIMYECTBO OTHOCSIIUXCS K HUM (PailyioB;

) yKazaHWe JOJDKHOCTH, (PaMWIMK U WHUIMAIOB PaOOTHUKA, TEpEeAarolero
JTOKYMEHTBHI;

3) yKa3aHHE JOJKHOCTH, (haMHJIMU W WHUIAAJIOB PAaOOTHHKA, MPUHUMAFOIIETO
JTOKYMEHTBHI;

1) ccouikd Ha AY® B CXD/I.

8.9. Pazmemnienne 3JIeKTPOHHBIX IOKYMEHTOB B apXUBOXPAHUJINIIIE

B oTmen apxuBHOTO JOKYMEHTOBEICHUS YHHBEPCUTETA DIICKTPOHHBIC
JIOKYMEHTBI MOT'YT TIOCTYTIATh:

3 COJl YauBepcurera u pazmemiatbes s xpanenus B CXIO/[;

Ha (U3MUECKH 000COOJICHHBIX MAaTepUATbHBIX HOCUTENSX OJHOKPATHOW 3alucu
B JIBYX 2K3eMIUIIpax (OCHOBHOM U pabouyeM) W pa3MeIaTbCs B MOMEMICHHUSIX JIJIS UX
XpaHCHHs] B COOTBETCTBUM C YYETHBIMH JIOKYMEHTAMH OTJAeJa apXHBHOTO
JTIOKyMEHTOBEICHHS.

[Ipn XpaHEHWH OJJICKTPOHHBIX JOKYMEHTOB Ha (HM3MYECKH O000COOJICHHBIX
HOCHTEIISX JODKHBI COOJTIOIATHCS CIEAYIOIINE TPEOOBaHUS:

a) MPUMEHEHNE HOCUTEIICH, TEXHHUECKHUE XapaKTEPUCTUKN KOTOPHIX, TTO3BOJISIOT
o0ecIeunTh JOJTOBPEMEHHOE XpaHCHHE HHPOPMAIINH;

0) paszmenpHOe XpaHeHHE (PU3NUECKH 000COOJICHHBIX HOCHTEIICH AJICKTPOHHBIX
JIOKyMEHTOB U JJOKyMEHTOB Ha WHBIX BUaX HOcuTelel. Pa3meniaempie Ha cTemmaxax,
nosikax pu3nuecku 000CcOoOIEHHBIE HOCUTENN PACIOIaraloTCA B apXUBOXPAHIMIIUIIE HA
cTeJutaxax win B mkadax (ceidax).
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Cremmaxkxu u mKapel JODKHBI OBITh MPOHYMEPOBAHBI B  KaXKIOM
apXMBOXPAHWIIUIIIC B MOPSIKE CJIEBA HAIIPABO OT BXOJIHOM JBEPH, MOJIKM Ha CTEJIIaxax
JTOJDKHBI OBITh IPOHYMEPOBAHKI I10 ITKadgaM B MOPSJIKE — ClIeBa HAIIPaBO, CBEPXY BHU3.

s xpanenust pu3nyecku 000CO0IEHHBIX HOCUTENIEH 2JIEKTPOHHBIX TJOKYMEHTOB
METAJUTMYECKUE CTE/UTaKH, IKapbl M KOHTCHMHEPHl ¢ MAarHUTHBIM PabOuYUM CJIOEM
HCIIOJIB3YIOTCS TOJIBKO TIPH YCIIOBUH MX pa3MarHUYMBaHUS U 3a3€MJICHHUS.

OcHOBHOM U pabouuii cepBepbl apXxuBa YHHUBEPCUTETa U OCHOBHBIC M paboune
OK3EMIUISIPBl  €AMHUIl XpaHEHUs Ha (U3MYeCKH O000COOJICHHBIX MaTepHaIbHbIX
HOCHUTEIISIX PEKOMEHYETCS Pa3MeNIaTh pasieabHo.

[Ipn XpaHeHHH OSJIEKTPOHHBIX JOKYMEHTOB Ha (HU3HYECKH 000COOJIEHHBIX
MaTepUATBHBIX HOCUTEISIX KaXKIbIM HOCHTENIb JODKEH HWMETh HETePMETHUHBIN
WHIUBUIYAIbHBIA  (QYyTasip, TpH OTOM JODKHO OBITh HCKIIOYEHO CBOOOJHOE
MepeMeIeHIe HOCUTENS BHYTpH (PyTisipa.

Oytasapel ¢ ¢u3HUecKM 000COOJEHHBIMU MaTE€pUATbHBIMU  HOCHUTEISIMU
pasmeniaroTcs B 0OKcax B CHEIUAIM3UPOBAHHBIX IIKadax, Ha IOJKaxX CTeIaXeH,
mkagoB. PaccrosHue Mexy QyTisipaMu 10KHO OBITh IOCTATOYHBIM JIJISI TOTO, YTOOBI
HOCHTEJIA MOKHO OBIJTO CBOOOHO ITOMEIIATh U JI0OCTaBaTh M3 OOKca.

[Ipu pasmemennn QyTasapoB ¢ (puznuecku 000COOJCHHBIMH MaTepUAIbHBIMH
HOCUTEISIMA B OOKcax HEO0OXOIMMO pacriojaraTh MX TaKUM 0Opa3oM, 4TOObI ObLIN
BUJIHBI apXHUBHBIE MUQPHI €AMHUI] XPAHCHUS.

[Ipn MOATOBpEMEHHOM XpPaHCHUHU DJICKTPOHHBIX JOKYMEHTOB Ha (DU3WUYECKH
000COOJIEHHBIX ~MaTepHUATBHBIX HOCHUTEISAX TMPEANOYTCHHUE CJCAyeT OTAaBaTh
CHEIUaTN3UPOBAHHBIM CPEACTBAM Pa3MEIICHUS, B KOTOPBIX HOCUTEIH 3aIUIIIAIOTCS OT
BpPEIHBIX BO3JCHCTBUN OKPYXKAIOIMIEH Ccpeapl (MarHUTHBIX, JJICKTPOMArHUTHBIX,
TEMITepaTypHO-BIAKHOCTHBIX U Jp.).

IX. Opranusanust 10CTyNAa K JOKYMEHTAM M UX MCIOJIb30BAHUSA

9.1. Bbigaua AOKYMEHTOB, B TOM YHUCJI€ DJICKTPOHHBIX JOKYMECHTOB

Bpimaua pen, HaxoOdmMXCS Ha OIEPATUBHOM XPAaHEHUUM B CTPYKTYPHBIX
noJipa3/ieNICHUsIX ~ YHHUBEPCUTETa, paOOTHUKAM JIPYTUX  MOJpa3feieHU st
O3HAKOMJICHUS U (WJIK) JJIE BPEMEHHOTO MCIOJIb30BaHUSI B pabOTe MPOU3BOJIUTCS IO
3ampocaM,  TMOAMHCAHHBIM  PYKOBOJIUTENEM  (3aMECTHTENEM  PYKOBOIMUTEIIS)
CTPYKTYPHOT'O NOJIpa3JeieHus], 3apalliBaloIIEro €0 (JIOKYMEHT) U ¢ pa3peuieHus
PYKOBOJUTENS CTPYKTYPHOTO NTOAPA3AENEHUS, JOKYMEHTBI KOTOPOTO 3alpaIlMBarOTCS.

Jlena, IOKyMEHTBHI BBIJIAIOTCS BO BPEMEHHOE II0JIb30BaHUE pPaOOTHUKAM
OpraHu3allMM Ha CPOK He O0JIee OJJHOTO Mecsla.

['ocynapcTBeHHBIM OpraHaMm (CyJeOHBIM, TPABOOXPAHUTEIBHBIM, OpraHaMm
rocyAapCTBEHHOTO KOHTPOJIS M HAA30pa) Jeia U OTJAEIbHbIE IOKYMEHThI BBIIAIOTCS Ha
OCHOBAHMH KX MHCBMEHHBIX 3alpPOCOB C Pa3pEUICHUsT PEKTOpa YHUBEPCUTETA WU
MHOTO YIOJHOMOYEHHOT'O UM JIMIIA TI0 aKTaM Ha CPOK He 0oJiee IIeCTH MECSIIEB.

[Tpu HEOOXOIMMOCTH CPOK UCIIOJIB30BAHUSI TOKYMEHTOB MOKET ObITh MPOJIJICH.
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B nuceMeHHOM 3ampoce pabOTHHUKOB OpraHU3aIuU O BbIJA4€ JIOKYMEHTOB (7€)
BO BPEMEHHOE TO0JIb30BAaHUE M3JIaraloTCs MPUYUHBI, 0 KOTOPBIM 3alpaliuBacTCs JIeJI0
(IOKYMEHT) W 1eJb HCIOJb30BaHUSA JOKYMEHTOB, HaXOISIIMXCS Ha ONEpaTUBHOM
XpaHECHHH.

Ha BbI1aHHOE A€o0 3aBOJAUTCS KapTa-3aMeCTUTENh, MOMellaeMas Ha MECTO
BBIJIAHHOTO Jienia. B Hel yka3bIBalOTCS MHIEKC Jeia, JaTa €ro BblAadyd, KOMY JEJ0
BBIJIAHO, JIaTa €ro BO3BpAIllCHUS, MpeaycMaTpuBaloTcs rpadbl s MOANUCEH B
MOJIYYCHHUH U TIPUEME Jela.

Ha w™MecTo W3BATOrO MOMJIMHHUKA JOKyMEHTa paOOTHHUK MOApa3IeiICHUS
BKJIQJIBIBAET B JIEJIO JIMCT-3aMECTUTENb C YKa3aHUEM, KOTJa, KOMY M Ha KaKOH CpOK
BbIJJaH JOKYMEHT W TOANUCAMHU B TOJydeHUU W TipueMe jaena. Ilpu stom B meno
MTOMEIIAETCS 3aBEPEHHAs KoK JOKYMEHTA.

[locne pemeHust Bompoca, JJisi PACCMOTPEHUS KOTOPOro Jenia (JIOKYMEHTHI)
M3BIMAINCh TI0 3ampocaM TOCYAapCTBEHHBIX OPraHOB, MOJJIMHHUKU JOKYMEHTOB
JIOJIKHBI OBITH BO3BPAIICHBI B OPTaHU3AIMIO U TTIOMEIIIECHBI B JIEJIO.

DneKTpOHHBIE JOKYMEHTHI, HAXOMSIIUECS Ha ONEPATUBHOM XpaHEHUHU B 0a3zax
JAHHBIX MHGOPMAIIMOHHBIX CHUCTEM, BBIIAIOTCS ISl MCIOJB30BaHUS B BHJIE KOIUU
ANEKTPOHHBIX IOKYMEHTOB.

[Topsimok goctyna paOOTHUKOB OpraHU3aIMU K JOKYMEHTaMm, pa3MellaeMbIM B
COl wiu wuHOW UWHDOPMAIMOHHOM CHCTEME, YCTAaHABIMBACTCS JIOKAJbHBIMU
HOPMATUBHBIMU aKTaMHU OpTraHU3alliU, OMPECISIONUMU TOPSJIOK SKCILTyaTalluu
MH(POPMAITMOHHOM CUCTEMBI, U B COOTBETCTBUU C IEPCOHAIBHBIMU YUETHBIMU 3aITUCIMU
paboTtHukoB B CO/I.

PaboTHukaM, He UMEIONIMM IMpaBa JOCTylma K  COOTBETCTBYIOIIEH
MH(POPMAITMOHHON CHUCTEME, SJIEKTPOHHBIC JOKYMEHTHI BBIIAIOTCA Ha (U3UYECKU
000COOJIEHHOM HOCHTEJNE, BBICBUIAIOTCA MO BJEKTPOHHOMY aJipecy paOOTHHKA,
3aMpalrBarONIETr0 TOKYMEHT, WJIH HHBIM 00pa3oM.

B cTpykTypHOM mMOjpa3zienieHnu, BHIIABIIEM IO (JIOKYMEHT) BEAETCS y4YeT
BBIJIAHHBIX JIeJT (TOKYMEHTOB) M KOHTPOJIb UX CBOEBPEMEHHOTO BO3BpaTa. JJIEKTPOHHbIE
nena (TOKyMEHThI) BO3BpATy HE MOJIJIeKAT.

PaGoTtHuKM opranu3zanuu 00s3aHbl 00eCTIeunBaTh COXPAHHOCTH MOTYYEHHBIX BO
BPEMEHHOE TMOJIh30BaHUE JOKYMEHTOB (J1e71) Ha OYMa)KHOM HOCUTEJIE W UCIOJIb30BATh
MOJTYYEHHYI0 MH(POpMAIMIO B CIIYKEOHBIX IIEJSX B COOTBETCTBHH C TpeOOBAHUSIMH
JIOKaJbHBIX HOPMATHMBHBIX aKTOB. 3alpeliaercs rnepeaavya MmoydeHHBIX JOKYMEHTOB
WJIU WX KOMIUHA pabOTHUKAM APYTUX MOJIpa3AeICHUN WU OpraHu3aIui.

W3parue  (BbleMKa) JOKYMEHTOB, OOpa30BaBLIMXCS B  JEATEIbHOCTH
OpraHu3alyy, IPOU3BOAUTCI B COOTBETCTBUM C 3aKOHOIATENLCTBOM Pocculickon
denepauum.

N3bsTue (BbleMKa) TOKYMEHTOB IPOU3BOJUTCS HAa OCHOBAHMHM TMHChMEHHOI'O
pacnopsbkeHust (MOCTaHOBJIEHUSI) COOTBETCTBYIOIIETO OpraHa BJIACTU C pa3pelleHUs
peKTOopa YHUBEpPCHUTETa WM HMHOTO YIOJIHOMOYEHHOTO WM JHIA C HU3BEIICHUEM
PYKOBOJUTENS MOAPA3AEICHUS, TOKYMEHTbI KOTOPOTO U3bIMAIOTCS.

®daxT n3pATUA (BBIEMKH) TOKYMEHTOB (DUKCUPYETCS B IPOTOKOJIE (AKTE€) U3BATHSA
(BBIEMKH) IOKYMEHTOB, KOTOPBIA COCTABIIIETCS HE MEHEE YEM B JIBYX 3K3EMIUISIpax U
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MOAMKUCHIBACTCSI  yIMOJHOMOUYEHHBIMU  TMPEACTABUTEISIMH  OpTraHU3alluu U
COOTBETCTBYIOIIETO TOCYJApPCTBEHHOTO opraHa. K mpoTokoiy (aKkTy) MpuiaraeTcs
OTHCH (pPeecTp) UIBATHIX JTOKYMEHTOB (e).

[Tpu U3BATHY MOVTMHHUKOB JTOKYMEHTOB B JIEJIO TTIOMEIIASTCS 3aBEPCHHAS KOS
JOKYMEHTa, Ha 000pOTe KOTOPOH YKa3bIBaeTCs OCHOBAHNE U3BATHUS MOJIMHHUKA, CPOK
BO3BpaTa, JlaTa W MOANHUCH PaOOTHUKA, OTBETCTBEHHOTO 3a (OPMHUPOBAHUE W/WIIH
XpaHeHHE Jiena.

[TonnmMHHWK JOKYMEHTa, W3BATHIA M3 JeJa Ha OCHOBE COOTBETCTBYIOIIECTO
pellIeHus, OCIe PACCMOTPEHHUS U PEIICHUs BOIIPOCa, BO3BPAIIAETCS B JIETIO, IIPH 3TOM
KOITHS, TIOMEIICHHAs B JICJI0 BMECTO MOTHHHUKA, U3BIMAETCH.

9.2. Ilepeagaya JOKYMEHTOB apXUBHOIO (POH/Ia YHHBEPCUTETA HA
rocy1apcTBEeHHOE XpaHEeHHUe

[ToaroToBka u nepegavya JOKyMEHTOB, BKJIFOUYEHHBIX B COCTaB APXUBHOTO (OoH/IA
Poccuiickoii ®@enepanuu, Ha nocrossHHOe XpaHneHue B I'KY HanumonaneHbIN apXxuB
PecniyOnuku  bamkopTocTaH OCYHIECTBIsieTCSS B COOTBETCTBUM ¢ [IpaBuiiamu
OpraHM3allid XPAHEHUs, KOMIUICEKTOBAHHUS, y4e€Ta W HCIOJb30BaHUS JOKYMEHTOB
apxuBHOro (hoHAA POCCUUCKON enepalii W JAPYyTrux apXUBHBIX JOKYMEHTOB B
rOCYJIapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPaBJICHHS W OpraHU3alUsX,
YTBEPAKIAECHHBIMU ITpuKa3zoM PenepanbHOro apXxuBHOro areHTcTsa oT 31.07.2023 Ne 77,
U 10 rpaduKy.

[lepenaua snekTpoHHbIX T0KkyMeHTOB B 'KY HanmonansHsiil apxus PecryOnuku
BamkopTocTan ocyiiecTBisieTCsl B BUJI€ KOHTEMHEPOB 3JIEKTPOHHBIX JOKYMEHTOB IIO
MH(POPMAITMOHHO-TEJICKOMMYHHUKAIIMOHHON CETH WM Ha (PU3n4ecku 000COOJEHHBIX
MaTepUATbHBIX HOCUTEISX.

X. HEYATAHHUE, THPAXKUPOBAHUE (KOIIMPOBAHUE) JOKYMEHTOB

Pa3MHOXXEHHE TOKYMEHTOB M MAaTe€pHalOB B YHHBEPCHUTETE MPOU3BOIMUTCS B
PEAAKIIMOHHO-U3AATEIbCKOM IIEHTPE, OTBEYAIOIIEM 3a KOTIMPOBATHLHO-MHOKUTEIBHBIC
paboTHI.

JIoOKyMEeHTBI W MaTepHuasibl, TMOJJIeKAIINe KOMUPOBAHUIO, JOJKHBI OBITH
HarnevyaTaHbl YeTKO M pa300pUMBO HA OTNIETBHBIX JIUCTax Oymaru ¢popmarta He Oosee A3.

Ha nmoxymeHTHI WM MaTepuanbl, cllaBaéMble Ha Pa3MHOXKEHHUE, KOMHPOBAHUE
opopmisieTcss ciy)keOHasi 3amucka 3a TOJANUCHI0 PYKOBOJIUTENSE CTPYKTYPHOTO
MO/Ipa3/ieNieHus ¢ MPOChOON pa3penuTh pa3MHOKEHHE, KOMMPOBAHUE JTOKYMEHTOB.
JlanHas ciy>xkeOHast 3amrcKa BUBUPYETCS Y KYPUPYIOIIETO MPOPEKTOpa Y HUBEPCUTETA
U ¢ pazpewaronierd Buszon nepepaercsa B PULl ¢ npuitoxkeHuemM COOTBETCTBYIOLIUX
MaTepuagoB Ha OyMaXHOM (W/WJTU JIIEKTPOHHOM HOCHUTEIIE).

Tupak pa3MHOXKAEMBIX JOKYMEHTOB YKa3bIBaCTCSI B CIY)KCOHOW 3aImHMCKe
CTPYKTYPHOTO MOPA3ACIICHHUs] Y HUBEPCUTETA.
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MHoTOoTHpaXKHBIE MaTepUabl PA3MHOKAIOTCS, KaK MPABUJIO, C YMEHBIIICHUEM H
¢ 060poTOM.

OTBETCTBEHHOCTh 3a COJEpKAaHME M THPAX MOAJEKAIIMX PA3MHOKEHUIO
JOKYMEHTOB HECYT JIUIA, TOAMMCABIINE 3TH JOKYMEHTHI.

KonupoBanue 6J1aHKOB TOKYMEHTOB JIFOOOTO BH/IA 3aTPEIACTCs.

Martepuaibsl HeclTy>)keOHOTO XapaKkTepa Ha pa3MHOKCHHE HE TIepeIatoTCsl.

XI. U3TOTOBJIEHUE, YUET, XPAHEHUE IIEYATEM, IITAMIIOB

(Pazmensl 00  HMCHONB30BaHMM, YHUYTOKEHWHM I€4aT€d W IITAMIIOB
periiameHTUpytoTcss  MHCTpykKuMed O  MOpSAKEe  HM3TOTOBJIEHUS,  XPAHEHHS,
MCIIOJIb30BaHUs, YHUUTOKECHUS MTeYaTeld ¥ MTaMIOoB B (heIepaTbHOM TOCy1apCTBEHHOM
OIO/DKETHOM 00pa30BaTEIbHOM YUYPEXKICHUHM BBICIIETO OOpa3oBaHus «Y GUMCKUN
YHUBEPCUTET HAYKU U TEXHOJIOTHI)

9.1. M3roToBiieHue repOOBOW M APYrux nevareid MpOU3BOJUTCS HA OCHOBAHHUU
nopyuyeHusi pekropa YHuBepcurera. K nucbmMy 006 M3roTOBIEHUU M€YaTH MPUIAraeTcs
COOTBETCTBYIOIIUN 00pa3el.

9.2. 3roToBiieHne me€4aTd C BOCHPOU3BEIECHUEM TOCYIapCTBEHHOIO repoa
Poccuiickoit @enepanuu ocyiectBiseTcs B cootBeTrcTBuM ¢ ['OCTom P 51511-2001
«Iledatu ¢ Bocmpoussenenuem ['ocynapcrBeHHoro repba Poccuiickoit denepanumu.
®dopma, pa3Mepbl U TEXHUUECKHE TPEOOBAHUS».

N3roToBnenue repOOBOI MeyaTH JOJKHO OCYIIECTBIATHCS MOIUTPaGUIECKUMHU
U IITEeMIEILHO-TPABEPHBIMU MPEANPUATUSIMU, UMEIOIIUMH CEPTUDPUKATHI O HATUYUU
TEXHUYECKUX M TEXHOJOTMYECKUX BO3MOXKHOCTEW ISl M3rOTOBJIEHUS JAHHOTO BHJA
MPOJIYKLIHH Ha JOJKHOM KaUECTBEHHOM YPOBHE.

9.3. KoHTpob 3a coO0eHueM NOopsIKa XpaHeHHsl repOOBOM MeyaTu, a TaKkxKe
3a 3aKOHHOCTBIO TOJIb30BAHUS €10 BO3JIAraeTCsl HA PEKTOpa Y HUBEPCUTETA.

OTBETCTBEHHOCTh 3a XpaHEHHE W MOJIb30BaHUE I'epOOBOI MEYaThIO BO3JIOKEHA
PEKTOpOM YHHBEpPCUTETA Ha HAYaJIbHUKA OOIIETo OTAesia Y HUBEPCUTETA.

9.4. OTBETCTBEHHOCTh 32 XPaHEHUE U MOJIb30BAaHUE MEYATAMHU WM IITAMIAMU B
CTPYKTYPHBIX NIOJIPA3IEICHUAX Y HUBEPCUTETA BO3JIAraeTcs Ha pPyKOBOIUTEIIS.

9.5.Ileyat H3rOTaBIMBAIOTCS B CTPOrO OrPAaHUYEHHOM KOJUYECTBE M
UCKJIIOUUTEIFHO B CIY>)KEOHBIX LensX. PerieHne o HE0OXOAMMOCTH H3TOTOBJICHMS
IIeYaTei U X KOJIMYECTBE NPUHMUMAET PEKTOP Y HUBEPCUTETA.

3asBKa Ha U3rOTOBJIEHUE NIEYaTH U €€ 3CKU3 0(hOPMIIAIOTCS B COOTBETCTBYIOIINX
MO/IPa3ICNICHUsIX, IEPEAAOTCA PEKTOPY Y HUBEPCUTETA JIsl MOTYUYEHHUS pa3pellieHus Ha
u3rotoBiieHue. [Ipu HaTMUMK MONOKUTENBHOTO PEIICHUS MepeaaeTcss B 00Ul OTAe
YHuBepcurera il OCYIIECTBICHUS LIECHTPATU30BAaHHOTO NU3TOTOBJICHUS.

9.6. I3roToBiicHHBIE TM€YaTH W IUTAMIBl TEPEJAlOTCs B OTHEN y4deTa
MaTepHallbHbIX LIeHHOCTeH lLleHTpanbHO#l Oyxrantepuu Ajis BbAaUYd MaTEpHAIBHO
OTBETCTBEHHOMY JIMI[y CTPYKTYpPHOIO TOJApA3JEJI€HUus TMOJ IOANUCh, IpHU
NPEeIbSABICHUM  CIYKEOHOro  yJOCTOBEPEHHS WM  JPYroro  JOKYMEHTa,
YAOCTOBEPSIOLIETO JINYHOCTb.
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9.7.lleyat ¥ mTamMnbl YHUBEPCUTETA JOJDKHBI XPAaHUTHCS B HECTOPAEMBIX
MeTaJTMYeCKHX MKadax uim cerdax.

9.8. KOHTpOb 3a NpaBUIBHOCTBIO XPAaHEHMsSI W HCIIOJIB30BAaHUS II€YaTed H
IITAMIIOB B  CTPYKTYPHBIX  TNOJPA3ICIICHUSIX  YHHUBEPCHTETa  OCYIIECTBISET
PYKOBOJHTEIb CTPYKTYPHOTO IOIPa3ACICHUS.

9.9. Ilepenaua meyateil NMOCTOPOHHHMM JIMLAM K BBIHOC UX W3 IIOMEIICHHU
YHuBepcuTeTa He TOIyCKaroTCs.

9.10. IIpumenmme B HErOAHOCTh U YTPATUBIIME MPAKTUYECKOE 3HAYCHUE NIEYATH
Y IITaMIIbl YHUYTOXKAKOTCA 110 aKTy.

9.11. CoTpyaHMK, KOTOPOMY OBUIH BbIAAHBI IT€YaTh WJIM IITAMIL, [IPU OCTABICHHUU
JOJHDKHOCTH 00s13aH  OCYIIECTBUTh HX TMepefadyy pPYKOBOIUTENIO CTPYKTYpPHOTO
MIOAPA3AEIEHUSA 110 aAKTY.
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[TPMJIOXEHNA
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ITpunoxxenne Ne 1
K 1. 3.1.4 UHcTpyKIImu

POCOM OEJIEPAITMShB] ®OH hoM MUHUCTEPCTBO HAYKU 1 BBICIIEI'O
IOFAPBI BEJIEM BUPEY MUHUCTPJIBIFBL OBPA30OBAHUS POCCUMCKOU ®EJEPAIINN
IOFAPLI BEJIEM BUPEY OENEPAJIBHOE T'OCYJJAPCTBEHHOE
DOENIEPAJIb 10YJIOT BIOJXKET MOFAPU®D BIO/PKETHOE OBPA30OBATEJIBHOE
YYPEXXAEHUEQBI YUYPEXJAEHUE BbICIHIET'O OBPA3OBAHU A
«ODPO ®OH hoM TEXHOJIOT'USIJIAP «YOUMCKU YHUBEPCUTET HAYKHU U
YHUBEPCUTETbI» TEXHOJIOT Uil»
(Ode ynusepcurterbl) (Y pumcknii ynusepeurert, YYHuT)
3oku Bonumu ypawmsl, 32, ©Ode kanahsi, BP, 3aku Banunu yi., 32, Yoa, PB, 450076

450076

ten.: 8 (347) 272-63-70 daxc: (347) 273-67-78 e-mail: rector@uust.ru https://uust.ru
OKIIO 79067778 OI'PH 1220200037474 WHH/KIIII 0274975591/027401001

oT No
Ha Ne oT

Oo0pa3en npoxo0JIbHOrO 0JIAHKA MUChbMA Y HUBEPCUTETA


mailto:rector@uust.ru

MUHUCTEPCTBO HAYKHU 1 BBICILIETO
OBPA30OBAHHIS POCCUCKOI ®EJIEPALIAN
®EJIEPAJIBHOE I'OCYJIAPCTBEHHOE BIOI)KETHOE
OBPA3OBATEJILHOE VUPEXJIEHUE
BBICIIIEI'O OFPA30OBAHUS

«YOUMCKHNIA YHUBEPCUTET HAYKH 1
TEXHOJIOT Uii»
(Y pumckuii ynusepcuret, Y YHuT)

yi. 3aku Bamumu, 1. 32, r. Ya, PB, 450076
ten.: 8 (347) 272-63-70, daxc: (347) 273-67-78
e-mail: rector@uust.ru
OI'PH 1220200037474 OKIIO 79067778
WHH/KIIIT 0274975591/027401001

oT Ne
Ha Ne oT
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[Ipunoxenne Ne 2
K 1. 3.1.4 UucTpyKimu

MINISTRY
OF SCIENCE AND HIGHER EDUCATION
OF THE RUSSIAN FEDERATION
FEDERAL STATE BUDGETARY EDUCATIONAL
INSTITUTION OF HIGHER EDUCATION

«UFA UNIVERSITY OF SCIENCE AND
TECHNOLOGY»
(UUST)

Z. Validie Street, 32, Ufa, Bashkortostan, 450076
Tel.: 8 (347) 272-63-70, fax: 8 (347) 273-67-78
e-mail: rector@uust.ru
OGRN 1220200037474 OKPO 79067778
INN/KPP 0274975591/027401001

O0pasen 0J1aHKa NMCBMA J1JIs1 NIEPENUCKH € 3apy0e:KHBIMHM KOPPECIOHAeHTAMH
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[Ipunoxenne Ne 3
K 1. 3.1.4 UHcTpyKIIMu

Oopa3zen 001ero 0JiaHka
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[Ipunoxenne Ne 4
K 1. 3.1.4 UHcTpyKInu

MUHUCTEPCTBO HAYKU U BBICIIET'O OBPA3OBAHMS POCCUMICKOI ®EIEPALTUN
®EJEPAJIBHOE 'OCYJIAPCTBEHHOE BIODKETHOE
OBPA3OBATEJILHOE YUPEXXEHUE BBICILIETO OBPA30BAHUS
«YOUMCKNN VHUBEPCUTET HAYKU U TEXHOJIOT Uil»

(YVHuT)

PACHOPSAKEHHUE

JULMM.ITTT No

Ypa

O0pasen 01aHKa pacnopsKeHUs!
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IIpunoxxenne Ne 5
K 1. 3.1.4 UHcTpyKIIMu

MUWHUCTEPCTBO HAYKHU 1 BBICIIET'O OBPA3OBAHMSI POCCUCKOI ®EJIEPAITIN
®EJIEPAJIBHOE T'OCYJIAPCTBEHHOE BIOKETHOE
OBPA3OBATEJIBHOE YUYPEXX/IEHUE BBICILIETO OBPA30BAHUS
«YOUMCKNN YHUBEPCUTET HAYKU U TEXHOJIOT Uil»

(VYVHuT)

IHPUKA3

JAMMITTT Ne
Ypa

Oo0pa3zen 0s1aHKka npukasa
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[Ipunoxenne Ne 6

K 1. 3.1.5 UHcTpyKImu

KypHaa ydyera Bbl1a4uu 0JIAHKOB IMMHACEM
B CTPYKTYPHBIE MoJpa3iesleHust

YHuBepcurTera
Jlata Cepus unu HoMep | HammenoBanue ®.N.0. [Toanuce
OnaHka NO/pa3AeIICHUs NOJIy4aTelis B [IOJIyYEHUHU
1 2 3 4 5

®opma KypHaJa yyeTa 0JaHKOB JOKYMEHTOB
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IIpunoxxenne Ne 7
K 1. 3.4.1 UucTpyKIImu

YTBEPXJIEHO
npukazom ®I'BOY BO
«Y puMCKHUl yHUBEPCUTET
HAayK{ U TEXHOJOTUI
OT «___» 2023 roga Ne

2 MeENCCMPOUHRbIX URmMepeBald

MNOJOXEHHUE
0 (HauMeHOBaHME CTPYKTYPHOTO ITOPA3AEICHHUs B IPEUIOKHOM IAJIEKE)
2 MeAHCCMPOUHBIX URMEPBALA
[. O0wIMe moIOXKEHN

I1.3amaun
III. Crpykrypa

IV. ®ynknun

V. IlpaBa
VI. B3auMOOTHOIICHHUSI U CBSI3U C IPYTUM CTPYKTYPHBIM OJIpa3/ICICHUEM

VII. OTBeTCTBEHHOCTH

3 MedcCmpouHbIX UHMEPBAd
PykoBoautens cTpykTypHOro nojapasaenenus [loonuce N.0. ®amunns

Oopasen opopMiIeHUS M0JI0OKEHH ST
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[Ipunoxenne Ne 8
K 1. 3.4.2 UHCcTpyKIIMU

MHWHHCTEPCTBO HAYKU U BBICHIEI'O OBPA3OBAHIS
POCCHICKOW ®EJEPALIUN
®EJEPAJIBHOE I'OCYJIAPCTBEHHOE BIOIKETHOE
OBPA3OBATEJILHOE YUPEXXJIEHUE BBICIIEI'O OFPA3OBAHN
«YOUMCKUN YHUBEPCUTET HAYKU U TEXHOJIOT Uiy
(YYHuT)

IIPUKA3
25.10.2023 Ne

Ypa

006 yrBep:xnenun Iopsiaka

B coorBerctBun ¢ 4. 3 cr. 28 ®denepanpHoro 3akoHa «O0 oOpa3oBaHUU B
Poccuiickoit @eneparum» Ne 273-®3 ot 29.12.2012 npuka3bsiBalo:

1. YTBepauTe npunaraemsiit Iopsnoxk .....

2. llpusnars yrpatuBmuM cuity npuka3 bamly ot 00.00.0000 r. Ne 000 «O06
YTBEPKICHUM TOPSJIKAY.

3. Hacrosmmii mprkas BCTYIAET B CHITY C JIaThl €70 MOMUCAHUS.

4. OnyonukoBath [Topsiok B penakiiuu HacTosiero npukasa B [IpaBoBoii 6aze
YVYHuT.

5. KoHTpOJb 32 MCTIOJTHEHHEM HACTOSIIIErO MPUKa3a BO3JIOKUTH HA TPOPEKTOpA
.... ®amumus N.0O.

Pextop Iloonucw N.0O. ®amunus

Oo0pa3zen opopmiieHus npukasa
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[Ipunoxenne Ne 9
K 1. 3.4.2 UHCcTpyKIIMU

JINCT COI'JTACOBAHNMA [TIPUKA3A

« »

IIpoexkT BHOCHT:

JoIKHOCTB nOONUCY D.N.0.
oama

CorsacoBaHo:

JloImKHOCTD NnOONuUCh D.1.0.
oama

JlomKHOCTD NnOONUCH D.N.0.
oama

JloImKHOCTD nOONUCD D.U.0.
oama

JlomKHOCTD NnOONUCH D.N.0.
oama

JlomKHOCTD nOONuUCh D.1.0.
dama

JlomKkHOCTD NnOONUCH D.N.0.
oama

JIucr corjiacoBaHus NPOeKTa MPHKAa3a MevyaTaeTcss Ha 000POTHON CTOPOHE MOCJIeIHEero JUCTa
(Beirpyska us UCY YYHuT)
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ITpunoxxenne Ne 10
K 1. 3.4.2 UHCcTpyKIIMU

MMHUCTEPCTBO HAYKU 1 BBICIIIET'O OBPA3OBAHNS POCCUIICKOIT ®EJIEPALTNN
®EJEPAJIBHOE T'OCYIAPCTBEHHOE BIO/DKETHOE
OBPA3OBATEJIBHOE YUPEXX/IEHUE BBICILIET'O OBPA30BAHMS
«YOUMCKUN YHUBEPCUTET HAYKU 1 TEXHOJIOT Uif»

(YVHuT)

PACHOPSAKEHUE

«_» 202 . Ne

Ypa

O (3aroyioBOK B MPEIJIOKHOM MAEKE)

2 MENCCMPOUHBIX UHMeEPBAId
Besmuc .o, 00sI3BIBAIO:
1.
2.

3 MENCCMPOUHBIX URMeEpeald

Pextop Iloonucw N.0. ®amunus

Oopa3zen opopMmiieHUs1 paciopsizKeHUst
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ITpunoxenne Ne 11
K 1. 3.4.3 UHCcTpyKIIMU

MMHUCTEPCTBO HAVKM U BBICIIIET'O OEPA30BAHMS POCCUMCKOU ®EJEPALIMNA
OEJIEPAJIBHOE I'OCYJAPCTBEHHOE BIOJDKETHOE
OBPA30OBATEJIBHOE YUPEXJIEHUE BBICIHEI'O OBPA3OBAHUA
«YOUMCKUN YHUBEPCUTET HAYKH U TEXHOJIOT UI»

(VYVHuT)
ITPOTOKO.I
3accaaHugd Ka(l)eIlp])I
«__» 20 1. r. Ypa Ne
2 MEeNCCMPOUHBIX URmMepeald
[Ipencenarens -
((paMuIMss ¥ MHUIMATBI B UMCHUTEIILHOM TTaJIeKE)
Cexkperaps -
(paMunus 1 MHULKMAIBI B UMEHUTEIILHOM TaJIeiKe)

HpI/ICYTCTBOBaJII/IZ

((baMI/IJ'[I/II/I 1 MHUIUAJIBI YJICHOB KOJUICTHAJIBHOTO OpraHa Win NOCTOAHHBIX YYaCTHUKOB COBCIIAHUS B aﬂ(baBI/ITHOM
TIOPAAKE B UMECHHUTCIBHOM ITaJICKE 0e3 HAaMEHOBAHUS ,I[OH)KHOCTI/I)

[IpurnameHssie:

(bamunuu W WHULOMANBI NPUIIANICHHBIX B al(aBUTHOM MOPSOKE B HMEHHUTENFHOM Majexe, IpH
HEOOXOJMMOCTH - C HAMMCHOBAHUEM JIOJDKHOCTH)

IToBecTka nus: 1.

(comeprxaHue BoOIpoca)

Jlokman

(HaI/IMeHOBaHI/Ie JOJDKHOCTH, CbaMI/IJII/IH, HMHHUIHAJIbI B pPOAUTECIIBHOM maacxe ) 2.

1. CJIVIIIAJIA:

(paMunus, MHUIMATIBI TOKJIQIYUKA B POAUTEIILHOM IMaJIekKe, KPATKOE U3JI0KECHHUE COJIEpKAaHUS I0KIaaa (CooOIeHH s,
nHdopmarmn) ot 3 s.eq.4. WK ciioBa « TekcT mpumaraercs»)

BBICTVYIINJIN:
(paMunus, MHULIMANBI BBICTYIHMBIIMX B MMEHUTEIBHOM MaJIeXkKe; KPAaTKOE COJCp)KaHHWE BBICTYIUICHHS WiH cioBa "Tekcr
MPUTAraeTcs»)
ITOCTAHOBWJIN (PELLINJIN):
1.1 YTBepauTth (MMOPYyUUTh, IPEJICTABUT,....)...
1.2 ..
2. CIIYIOAJIN:

BBICTYIIWJIN:
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ITponomxenue npuinoxenue Ne 11
K 1. 3.4.3 UHCcTpyKUIMK

ITOCTAHOBWJIN (PELLNJIN):
2.1...
3 MedrccmpouHbIX UHmMeEpP8ana

3aBenyromuii kadenpoi Toonuce N.0. damunus

Cekperapb Iloonuco N.0. Gamunus

Oobpasen opopMiIeHUs POTOKOJIA
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[Tpunoxxenne Ne 12
K 1. 3.4.3 UHCcTpyKIIMU

MUWHHUCTEPCTBO HAVKHU 1 BBICIIIETO OBPA30BAHMS POCCUICKON ®EIEPALTIN
®EJIEPAJIBHOE T'OCYJIAPCTBEHHOE BIOKETHOE
OBPA3OBATEJIBHOE YUYPEXX/IEHUE BBICILIETO OBPA30BAHUS
«YOUMCKNN YHUBEPCUTET HAYKU U TEXHOJIOT Uil»

(VYVHuT)

MPOTOKOJI
3aceqaHusi padoveii KOMHCCHH

(HanMeHOBaHHe Kaheapbl)

« » 20 r. Ypa Ne

[IpuCyTCTBOBAJIN:

HanmmMmenoBanne JOKHOCTH - Hn.0.
damunns

HaunmenoBaHue nOKHOCTH - Hn.0.
damunus

HanmenoBaHue nOKHOCTH - Hn.0.
damunns

HanmmMmenoBanne J0KHOCTH - Hn.0.
damunus

Hnuyuanvl u pamunuu 6 argpasummnom nopsioxe

l.

(coz[epn(aHI/Ie BOIIpOCa, HAUMCHOBAHUE JOJDKHOCTH, (I)aMI/IHI/IH, I/IHI/IL[I/IaJILI)
1.1. ITpuHATH K CBEACHUIO. ..

2.

(coz[epn(aHI/Ie BOIIpOCa, HAUMECHOBAHUE JOJIPKHOCTH, (baMI/IJII/IH, I/IHI/IHI/IaJILI)
2.1. IIpuHATH K CBEICHHUIO. ..

[Ipencenarens Iloonucw N.0. Gamunus

CexkpeTapb Iloonucw N.0. ®amunus

Oopasen opopMiIeHHsI KPATKOIO NMPOTOKOJ1a
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ITpunoxxenne Ne 13
K 1. 3.4.4 UucTpyKImu

POCON OEJEPALIUARBI POH hoM MMHHNCTEPCTBO HAYKU U BBICIIEI'O
IOFAPBI BEJIEM BUPEY MUHUNCTPJIBIFBI OBPA30BAHIA POCCUMCKOU ®EJJEPAIINN

IOFAPLI BEJIEM BUPEY OENNEPAJIBHOE 'OCYJJAPCTBEHHOE
OENEPAJIb 18YJIOT BIOJKET MOFAPUD BIO/IKETHOE OBPA30OBATEJIBHOE
VYYPEXJIEHUEQBI YYPEXXJIEHUE BBICIIHEI'O OBPA3OBAHN

«©O0PO ®OH hoM TEXHOJIOT'USJIAP «YOUMCKHAA YHUBEPCUTET HAYKU U

YHUBEPCHUTETbI» TEXHOJIOT Hil»
(O¢eo yHuBepcuTeTHI) (Y pumckuii ynusepcuret, Y YHuT)
3oku Banuau ypamsl, 32, ©de xanahsl, bP, 450076 3aku Bamuau yi., 32, Ya, Pb, 450076

Ten.: 8 (347) 272-63-70 daxc: (347) 273-67-78 e-mail: rector@uust.ru https://uust.ru
OKIIO 79067778 OI'PH 1220200037474 IHH/KIIII 0274975591/027401001

OT «__ » 20 r. Ne I'enepanbHOMY AUPEKTOPY
na Ne 42-13-29/07-12738 o 23.06.2023 HAYYHO-TEXHHYECKOTO [IEHTpA

«Mudpopmcucremar
HBanoBy A.C.

06 yuactuu B padote cemuHapa «CoBpeMeHHBIH opuc»
YBaxaembiii AHTOH CTernaHoBuy!

®denepanabHOE TOCYJAPCTBEHHOE OIOJKETHOE O0pa30BaTENbHOE YUPEKICHHE
BbICIIETO OOpa3oBaHUs «Y(PUMCKUN YHUBEPCUTET HAYKH M TEXHOJIOTHi» (lajnee -
VYdumckuii yausepcutet), B oTBET Ha Bame nuceMo ot 23.06.2023 Ne 42-13-29/07-
12738 «O cotpyaHudyectBe B cdepe aBTOMATHU3AlMU JCJIONPOU3BOJACTBA U
ANIEKTPOHHOIO JTIOKYMEHTOOOOpOTay», mpuriamaer Bac npuHsATh ydacthe B padore
ceMuHapa «CoBpeMeHHBIN oduc», mpoBoauMoro Ha 6a3e Y GUMCKOro yHUBEpCHUTETA
07.07.2023 B 11:00 mo amgpecy: r. Ya, ya. K. Mapkca, 1. 12, kopmyc 9.

B mporpamme cemuHapa IpEeLyCMOTPEHO  pPAacCMOTPEHHE  BOIIPOCOB
aBTOMATHU3ALMU JI€JIOMPOU3BOJICTBA, AIEKTPOHHOTO JOKYMEHTOO00POTa, IIEKTPOHHBIX
ApXUBOB NPENIPUATUI U OPraHU3ALNM.

[Tpunoxenus: 1. [Iporpamma cemunapa «CoBpemeHHbIN oduc» Ha 1 1. B 1 9K3.
2. ®opma 3asaBkM Ha | 1. B 1 7K3.

[IpopekTop
110 OPTaHU3AlHOHHOMY Pa3BUTHIO Iloonucw N.0. Gamunus

Paxumona [{unapa dappaxosHa,
o01mmii oTIEN, HAYAIbHUK,

+7 (347) 273-67-78,
89083503580
Rahimova.df@ugatu.su

00000*

Oo0pa3zen opopmiieHus1 nUCbMA


mailto:rector@uust.ru
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[Ipunoxenne Ne 14
K 1. 3.4.6 UncTpykunmn

MUHUCTEPCTBO HAYKU U BBICIIET'O OBPA3OBAHMS POCCUMICKOI ®EIEPALTUN
®EJEPAJIBHOE 'OCYJIAPCTBEHHOE BIODKETHOE
OBPA3OBATEJILHOE YUPEXXIEHUE
BBICIIIET'O OBPA3OBAHMSI
«YOUMCKUN YHUBEPCUTET HAYKU U TEXHOJIOT Uil»

(VVHuT)

Akt No
«__» 20 .

IIpuemMHas komuccus nepenaer B

HaMMCEHOBAaHHUE CTPYKTYPHOI'O IOAPa3ACICHU

AOKYMCHTBIL 00 O6pa3OBaHI/II/I CTYACHTOB, INOCTYIHMBIIUX Ha HepBLIﬁ KypcC @HHOHOFH‘IGCKOFO

¢bakynpTeTa 10 OYHOHU OrOKETHOU (hopMe 0OydeHUs:
1o HamnpasyieHuto moaArotToBku 45.03.01 «®UIJIOJIOT' U »

[Tpuka3 o 3a4UCICHUH OT « » 20 1. Ne -JIC
Ne m/m | ®UO Ne arrecrara | Ne qunmoma | Ilognuck
(momuHHUK) | (MONJIMHHKK) | CTyACHTa U
JaTa TOJIyYCHUS
JIOKYMEHTA
1 Wpanos Iletp Cepreesuu AC 234967
2 Mopo3zoBa (CenuHa) JABC1375570
Exarepuna BnagumuposHa
Bcero 1 mT. 1 mT.
Bcero: lmr. lmr.
Cnan*: [Toanuck N.0. Gamunus
ITpunsn: IToamuce N.0. ®amunug

* YkazpiBaeTcst (haMuIis TEXHUYECKOTO CEKpeTapsi, HEMOCPEICTBEHHO MEePEAAIOIIETO
JIOKYMEHTBI

dopma aKkTa nepeaavu J0KyMEeHTOB 00 00pa3oBaHUM
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[Ipunoxenne Ne 15
K 1. 4.1 MacTpyKiuun

CITPABKA
00 00beMe TOKYMeHT0000poTa
3a 20 T.
(mecs)
JIOKyMEHTBI KosnuecTBO TOKYMEHTOB Bceero
MOAJIMHHUKU TUPAXK
[MOCTYNANIINE
OTIIPABJISIEMBIEC
BHYTPEHHUE
Htoro
HauvanbpHuk oTaena Iloonuce N.0. ®amunus
apXMBHOI'O0 JOKYMEHTOBEICHUS
[ara

®opma cripaBKH 0 JOKYMEHT0000poTe
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ITpunoxxenne Ne 16
K 0. 7.1. UacTpykumu

dI'bOY BO YTBEPX/IAIO
«Y pUMCKHI1 YHUBEPCUTET HAYKH U TEXHOJIOTHID)
HOMEHKIIATYPA JIEJI Pexrtop
OI'BOY BO «VY dumckuit
Ha ron YHUBEPCUTET HAYKU U TEXHOJIOTHIN»
N.0. @amunus
« » 20 roma

Nupexc nena 3aroJioBoK Jcjia KomngecTBO TOMOB CpOK XPaHCHUS U HpI/IMe‘laHI/IH

(uacreit) No craTpu 1o
HIEPEYHIO
1 2 3 4 5

Hazpanue pasaciia

HauaneHuKk oToesa
ApXUBHOTO JOKYMEHTOBEICHUS

(moarmich) (pacmmdpoBKa MOAHCH)
« » 20 rona
COT'JTJACOBAHO COTI'JTACOBAHO
[Tpotokon DK YYHuT [TpoTtoxon DIIK Ympasnenus no nenam apxuBos Pb

oT No OoT No
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[Iponomxkenue npunoxenus Ne 16
K 11. 7.1. MHCcTpyKLIMN

Htorosas 3anuch 0 KATErOpusaX U KOJIUYECTBE JEII, 3aBEACHHBIX B rogy B YYHuT
ITo cpokam xpaneHus Bcero B Tom uncie
ITepexonsmux C ormetkoi «IITK»
1 2 3 4

Ha 6ymakHoM HOcuTEsEe
(Tipy HaTMYMK THOPUIHBIX Jel, ToM(a) Ha OyMa)KHOM HOCHTEIIE YUUTBHIBAIOTCS B paszeine Tabmuisl "Ha
OyMaxHOM HocuTese", ToM(a) Ha DJIEKTPOHHOM HOCUTEIIE YUYUTBIBAIOTCS B pasaeie Ta0auubl "DIIeKTpoHHbIX"):
y > Tp p p

[locTostHHOTO

Bpemennoro (cBbime 10 yer)
Bpemennoro (10 10 ner
BKJIFOUMTEIIHHO)

DNEKTPOHHBIX
(TIpy HaTMYUK THOPUIHBIX Aell, ToM(a) Ha OyMa)XXHOM HOCHUTENE yYUTHIBAIOTCS B pasjene Tadnuis! "Ha
OymaxkHoM Hocutesie'", ToM(a) Ha JIEKTPOHHOM HOCUTEJIE YYMTBIBAIOTCS B pasjielie Ta0auibl "DIeKTPOHHBIX):

IlocTossHHOrO

Bpemennoro (cBbie 10 ser)
Bpemennoro (10 10 ner
BKJIFOUMTEIIHHO)

NTOI'O:

HauaneHuK oTHesa
ApXUBHOTO JOKYMEHTOBEACHUS

(TomHCh) (pacmudpoBKa MOAHCH)

« » 20  roma

Htorosoie CBCACHMA IICPCAAaHbI B OTAC aApXUBHOI'O JOKYMCHTOBCICHNA.

HanmMenoBanue TOKHOCTH paOOTHHKA
OTJIeJIa apXUBHOIO IOKYMEHTOBECHUS

(oamuce) (pacumdpoBka noamnucH)

« » 20 ropa

®opMa CBOJHOM HOMEHKJIATYPbI AeJI
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®I'bOY BO
«Y GUMCKUN YHUBEPCUTET HAYKU U TEXHOJIOTHI»

HanmenoBaHue CTpyKTYpHOIO MOApa3eIeHuUs

HOMEHKIIATYPA IIEJI

Ha roJI

ITpunoxxenne Ne 17
K 0. 7.1. UacTpykumu

WNnpnexc | 3aronosok aena | KommdyectBo ToMoB | Cpok xpanenust u N | Ilpumeuanus
Jiena (dacreii) CTaThH T10 MIEPEUHIO
1 2 3 4 5

Haspanue pasaciia

(HauMEHOBaHMUE JOJDKHOCTH PYKOBOIHTEIS (moxmuce) (pacurrdpoBKa MOATUCH)
CTPYKTYPHOTO TOJPA3ICIICHHS)

« » 20 rona

COI''TACOBAHO

(mpu HaI9MK DK CTPYKTYpHOTO MOJpa3IeiICHIMS)
IIporokon OK cTpyKTypHOro noapasaeneHus
OT No

®opMa HOMEHKJIATYPBI J1eJl CTPYKTYPHOI0 IoApa3/iesieH

561



Ha ocHOBanunn
(Ha3BaHUE U BBIXOJHBIC TaHHbIC NIEPEYHS JOKYMEHTOB C YKa3aHHUEM CPOKOB MX XPAaHEHHS)
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AKT Ne

[Tpunoxenne Ne 18
K 1. 8.2. UncTpyKIImu
OI'BOY BO «Y pumckuii yHUBEpCUTET HAYKH U TEXHOJIOTHID)

VTBEPX/IAIO

Pextop ®I'bOY BO

«Y GUMCKUN YHUBEPCUTET HAYKHU
Y TEXHOJIOTHIN»
N.0. ®amunus

« »

(nara)

O BBIJICJICHUU K YHUUTOXEHUIO (APXUBHBIX )

AOKYMCHTOB, HC ITOAJICKAIITNX XPAHCHHUIO

20  roma

OTO6paHI>I K YHHYTOXCHHIO KaK HC HMMCIOIIHNC Hay‘IHO-HCTopH‘{eCKOﬁ OCHHOCTH H
YTpaTUBIINC IIPAKTHYICCKOC 3HAYCHUC TOKYMCHTEI (bOHIIa No

(Ne v Ha3BaHUe hoHJA)

NoNe
OITHCH
(pu
BBIJICICHU
UK
YHHUUTOXE
3arojaoBoK HHIO Ne en. xp. Cpoxu
nena nokymento | 10 onucu | Komwmdec | xpaHeHwus
Ne (rpynmoBoi [ombr B 1ipH (MHIEKC 1o | TBO € u NoNe [Tpumevanus
n/m Py a MOATOTOBK A A L p
3aroJIOBOK enenx | HOMCHKIAT | Xp. (mem) | crareit mo
JIOKYMEHTOB) nepenaue B | YPE JEI) MIEPEYHIO
apxXuB
opraHnusan
un, rpada
HC
3aIl0JIHACT
csi)
1 2 3 4 5 6 7 8
Uroro el. Xp. (e, AIEKTPOHHBIX JeT) 3a rOJIbl

Onucu ACJ IMOCTOAHHOI'O XpaHCHUS 34

(undpamu 1 IPOTUCEHIO)

rozbl yrBepxkaeHsl DK

(HaMMEHOBaHNE aAPXUBHOTO YUPESKACHHA)
IIPOTOKOJI OT

HauanpHuK oTnemna

No

APXUBHOT'O0 TOKYMCHTOBCACHUA
(noamuce)

(pacundpoBKa MoaNKCH)




COI'JTACOBAHO
[TpoTtoxon DK YYHuT

oT No

I[OKYMCHTBI B KOJIMYCCTBC
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[Iponomxkenune npunoxxenus Ne 18
K 11. 8.2. UHcTpyKLIMN

YTBEPXIEH
IIpoToxon YnpasneHus 1o aenam
apxuBoB Pecry6nuku bamkoproctan
OT Ne

ea.xp. (e, AIMEKTPOHHBIX J1€M):

- Ha OyMa)XHOM HOCHUTEJIC BECOM

- Ha 3JICKTPOHHOM HOCHUTCJIC CAdHbI HA YHUYTOXKCHHUC

KI' CIaHbI HA YHUYTOKCHUC

(cTI0CcO0 YHUYTOXKEHUS)

HaumenoBanue JOJDKHOCTHU pa6OTHI/IKa,

COaBIICIO JOKYMCHTBI

(Tomrrck) (pactmdpoka moammcH)

« » 20 rona

HN3MeHeHus B YUYCTHBIC JOKYMCHTHI BHCCCHBI

HaumenoBanue JOJIZKHOCTH pa6OTHI/IKa
(Tmomrck) (pactumdpoBka moamnmcH)

« » 20 rona

dopMa aKTa 0 BbIICJEHUH K YHUYTOKEHHIO (APXUBHBIX) JOKYMEHTOB, He IOJIeKaIIUX
XpPaHEHHUI0
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JIMCT-3ABEPUTEJIb AEJIA Ne

B nene noammTo u npoHyMepoBaHO

ITpunoxxenne Ne 19
K 1. 8.3. UHcTpyKImu

JINCTOB

(mdpamu 1 IPOTTUCHIO)

c Ne o Ne

JIutepHble HOMEpPA JINCTOB

, B TOM YHCJIE:

[IpomnymienHbie HOMepa JIMCTOB

+ JIMCTOB BHYTPEHHEH OIUCH

OcobeHHOCTH (PU3MYECKOTO COCTOSIHUS ¥ OpMHUpPOBaHUS Aeiia

Howmepa sucros

1

2

HanmenoBanue 10mKHOCTH pabOTHHUKA
(moamwcn) (pactmmdpoka moammcn)

« » 20  roma

(I)opma JIUCTa-3aBEpUTEIIA AeJ1a
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ITpunoxxenne Ne 20
K 1. 8.3. UHcTpyKImu

BHYTPEHHAS OIIMCH JOKYMEHTOB JIEJIA

BHyTpeHHsg onuch JOKyMEHTOB Jiesa No

Ne | PeructpannoHHbii Ne [Hara 3aroyioBoOK NeNe jiucros | IIpumedanus
/1 JOKYMEHTa JOKYMEHTa JOKYMEHTa Jeina
1 2 3 4 5 6
Hroro JIOKYMEHTOB.

(umdpaMu ¥ IPOITUCHIO)

KonnuecTBo 1MCTOB BHYTPEHHEN ONUCH JUI.
(tmdpamu U IPOTTUCHIO)

HaumenoBanue JOJDKHOCTH JIUIIA,
COCTAaBUBHICTO BHYTPCHHIOKO
OIIKMChb JOKYMCHTOB ACJIa

(moamuce) (pacmmpoBKa HOAMHCH)

(mara)

®opma BHYTPEHHEH ONMCH JOKYMEHTOB JeJ1a



115

ITpunoxenne Ne 21
K 1. 8.3. UncTpyKimu

a\ 7
a\ IO
N D

(HamMeHOBaHKE rOCYAapCTBEHHOTO (MYHUIIMIIAIBHOTO) apXH1Ba)

MUHUCTEPCTBO HAYKH U BLICHIET'O OBPA30BAHMS POCCUICKOU ®EIEPALIAN
®EJEPAJILHOE I'OCYJJAPCTBEHHOE BIOJIKETHOE OBPA30BATEJIBHOE
YVUPEXXJIEHUE BBICIIET'O OBPA30BAHHUS
«YOUMCKUI YHUBEPCUTET HAYKU 1 TEXHOJIOT Uil»

(YYHuT)

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3ICICHNUS)

JTEJIO Ne TOM Ne

(3aroJioBOK jena)

(xpaiiHue 1aThl)

Ha JINCTax
XpaHHUThb

®D. Ne
Omn. Ne
JI. Ne
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dopma 00J105KKH J1e1a

[Tpunoxenne Ne 22
K 11. 8.4. UHcTpyKLIMN

dI'bOY BO
«Y puMcKuil yHUBEPCUTET HAYKH U TEXHOJIOTHID)

HanmMeHoBaHMe CTPYKTYpHOTO MOApa3ieeHus

OIINCDH Ne
ACJ, JOKYMCHTOB
3a To/
Cpok
XpaHeHus
Ne | Unpexc 34rOIOBOK 16 Kpaitnue | (tpadane  |Konmyectso I
n/n| nena Acna narpr | CAUNOMHACTCAB | pperoB PUMCHAHUA
OIIMCH AcJT

MTOCTOSTHHOTO
CpoKa XpaHEHUsI)

1 2 3 4 5 6 7
HasBanue pazzgena

B nannbIi pasgen onucu BHECEHO

(unpaMu ¥ TPOMUCHIO)

ACII
¢ No o Ne , B TOM YHCJIC:
JUTEPHBIC HOMEpa:

MIPONYILIEHHBIE HOMEPA:

(HamMeHOBaHUE JTIOJDKHOCTH (Tomrcsk) (pacumdpoBKa MOAIHCH)
COCTaBUTEINS OMHCH)

(HanMeHOBaHHE JOHKHOCTH (moamucs) (pacmudpoBKa MoJImIcH)

PYKOBOAMTEIS TIOAPA3IEICHHU)

« » 20 rona

COT'JIACOBAHO
(mpu Hamuuu DK cTpyKTypHOTO MOpa3eeHus)
[Tporokos DK cTpyKTypHOTro noApa3aeieHus

oT No
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[Iponomxenue npunoxenus Ne 22
K 1. 8.4. UncTpykumuu
[Tepenan Jel
(T pamMu ¥ IPOTIUCHIO)

51 PETUCTPALIMOHHO-KOHTPOJIBHBIX KAPTOTEK K JOKYMEHTAM.
(1mdpamu 1 IPOTTUCHIO)

(HaMeHoOBaHME JOHKHOCTH (monmucy) (pacuudpoBKa MOANKCH)

COCTABHUTEIIS OITHCH)

« » 20  roma

[TpuHsn nen
(mmrdpamMut ¥ IPOTIMCHIO)

u PEruCTpannOHHO-KOHTPOJIbHBIX

(TmdpamMut ¥ IPOTIMICHIO)
KapTOTCK K JOKYMCHTAaM.

ApxuBapuyc
OTJI€JIa ApXUBHOIO IOKYMEHTOBEACHUS

(Toamuch) (pacmm¢poBKa MOAIHCH)

« » 20 rona

®opMma onucH eI CTPYKTYPHOI0 NOAPa3ieJIeHust
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[Tpunoxenue Ne 23
K 11. 8.4. UHCcTpyKLIMN

dI'bOY BO
«Y pUMCKHIT YHUBEPCUTET HAYKH U TEXHOJIOTHID)

HaumeHoBaHMe CTPYKTYpHOIO OJpa3AeIeHUsS
@onx Ne

OIINCD Ne

AJIEKTPOHHBIX TOKYMEHTOB

(IOCTOSIHHOTO XpaHEHHUsI/BPEMEHHOTO

(cBpime 10 neT) XpaHeHUs/TIO JINYHOMY

COCTaBY)
3a roJI
N /| Mupexc 3aroyioBoK PerncrpaninoHHbIH Bun u 3aronoBok Hara Cpox | KonuuectBo | O6bem B | [Ipumeuanus
JieNia  [PJIEKTPOHHOIO Jeia HOMeEp JIEKTPOHHOTO JIOKYMEHTA [IOKYMEHTa| XpaHeHus |  (ailioB OaiiTax
110 HOMEHKJIAType | 3JIEKTPOHHOIO (xKonmMuecTBO
JIOKyMEHTa ¢aitnos B
KOHTEHHEpe)
1 2 3 4 5 6 7 8

B nanHbIM paszien onucu BHECEHO

(ImdpaMu 1 TPOMUCHIO)
SJICKTPOHHBIX TOKYMCHTOB

¢ No 1o Ne
o0BeMOM OaifT.
B ToM uncrne nmurepHbie HOMEpa:




IMPOIIYIICHHBIC HOMCpA:

K 27eKkTpoHHBIM JOKyMEHTaM COCTABJICHBI peeCcTphl (Pailiios.

(HauMEeHOBaHUE TOJDKHOCTH
COCTABHUTEIIS OITHCH)

(HamMeHOBaHUE TOJDKHOCTH
PYKOBOAMTES TOAPA3ISICHUS)

« » 20 rona

COI''TACOBAHO
(mpu Hanuunu DK CTPyKTYypHOTO MOAPA3ICICHHUS )
[Iporokon DK cTpykTypHOro noapasiesieHus

oT No

Ilepenan

[Iponomkenue npunoxenue Ne 23
K 11. 8.4. UHcTpyKLIMN

(mommcsk) (pacmmdpoBKa MOAITHCH)

(moxmucs) (pacuugpoBKa MoIMIcH)

QJICKTPOHHBIX TOKYMCHTOB

(urdpamu 1 IPOIUCHIO)
00bEMOM

Oair.

(umdpamu 1 IPOMTUCHIO)

(HaI/IMeHOBaHI/Ie JOJDKHOCTH
COCTaBHUTEIIA OTIHCH)

« » 20 rona

(moamwcp) (pacumdpoBka moamnmcn)
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HpHHHH QJICKTPOHHBIX JOKYMCHTOB
(T pamMu ¥ IPOTIUCHIO)

[Iponomxkenue npunoxxenue No 23
K 1. 8.4. UncTpykumu

00beMOM OailT.
(T pamMu 11 IPOTIUCHIO)

ApxuBapuyc
OTJI€JIa ApXUBHOTO IOKYMEHTOBEICHUS

(Toamuch) (pacmm¢poBKa OAIHCH)

« » 20  roma
Peectp (aiinoB 251eKTPOHHOTO JOKYMEHTA
Ne n/n Ne anexTpoHHOTO HaumenoBanue ¢aiina Jara u Bpems nocnennero |O6beM (B Oaiitax)| Popmar ¢aiina
JOKYMEHTA 0 OIIUCH U3MeHeHus Qaiina

®DopMa ONHUCH YICKTPOHHBIX JOKYMEHTOB CTPYKTYPHOI'O IOAPAa3/Ae/IeHUs
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ITpunoxxenne Ne 24
K 1. 8.4. UncTpykumuu

OI'bOY BO YTBEPXIJAIO
«Y GUMCKUI YHUBEPCUTET HAYKU U TEXHOJIOTUI»

DOOH/I Ne P-802 PekTop
®T'BOY BO «Y pumckuit
YHUBEPCUTET HAYKH U TEXHOJIOTHUI»

OIMMCH Ne N.0. ®amunus
ACJI, TOKYMCHTOB IIOCTOAHHOI'O XpPaHCHUA
3a roJi(bl) « » 20  roma
Ne /m| Wnnexc 3aronoBok nena | Kpaitnue natel | KonnuectBo nucroB | [Ipumeuanus
aena
1 2 3 4 5 6

Hazpanue pasaciia

B nanHbIl pa3gen onucu BHECEHO

(mudpaMu 1 TPOMHUCHIO)

pi(A) |
c No mo Ne , B TOM YHCJIC:
JUTEPHBIC HOMEpa:
MPOIyIIEHHBIE HOMEpa:
(HauMeHOBaHUE JTOJDKHOCTH (TmoarHCh) (pactmmdpoBka moammcH)

COCTaBUTEISI OTIMICH)

« » 20  roma

HauanpHuk otnesna
apXMBHOI'O JOKYMEHTOBEICHUS

(moamnucs) (pacuudpoBKa MmoJrcH)
COI'JTACOBAHO YTBEPXJIEHA
[IpoToxon OK YYHuT [IpoToxon
VYpasneHus 1o AenaM apXruBOB
Pecny6iuku bamkoprocran
oT Ne oT Ne

(I)opMa roaoBoro pasaeja onmmcu el moCTOAHHOI0 XpaHeHUs
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ITpunoxxenne Ne 25

dI'bOY BO YTBEPXAIO
«Y GUMCKUI YHUBEPCUTET HAYKU U TEXHOJIOTUI»

D®OH/I Ne P-802 PekTop
®I'BOY BO «VY pumMckuit
YHUBEPCUTET HAYKU U TEXHOJIOTHID)

OIINCH Ne N.0. Gamunus
JIeJI, TOKYMEHTOB I10 JINYHOMY COCTaBy 3a roJi(bl)
No (Mupekc| 3aroJioBok jgena Kpaiinue Cpoxk KomnuectBo | [Ipumeuanus
n/on | nena JaThI XpaHeHHUs JIMCTOB
1 2 3 4 5 6 7

HazBanue pasnena

B nanHbIi pa3gen onucu BHECEHO

(mudpaMu 1 TPOMUCHIO)

ACI
¢ No mo Ne , B TOM 4YHCIIE:
JIUTCPHBIC HOMCpaA:

IIPOITYLICHHbIE HOMEPA!
(HanMeHoBaHHUE JOHKHOCTH (moamnuce) (pacmudpoBKa MoImIcH)

COCTaBHUTEIIA OHHCH)

« » 20 rona

HavanpHuk otmerna
apXUBHOIO JOKYMEHTOBEACHUS

(moamnucs) (pactudpoBKa MmoJIrcH)
« » 20  roma
COI'TACOBAHO YTBEPXJIEHA
[TpoTokon DK YYHuT IIporokoi
YnpaBieHus 10 JejaM apXUuBOB
Pecny6nuku bamkopTtoctan
OT No OT Ne

<I)0pMa roaoBoro pasaeja onmucu AeJ 1o JJUIHOMY COCTaBy
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ITpunoxxenne Ne 26
1. 8.4. UncTpykuun

OI'bOY BO YTBEPXIJAIO
«Y GUMCKUI YHUBEPCUTET HAYKU U TEXHOJIOTUI»

DOOH/I Ne P-802 PekTop
®I'BOY BO «Y pumMckuii
YHUBEPCUTET HAYKH U TEXHOJIOTHUI»

OIMMCH Ne N.0. ®amunus
JieJ1, TIOKYMEHTOB I10 JINYHOMY COCTaBYy
3a roJi(bl) « » 20 ronxa
Ne (Mupekc| 3aronioBok jaena Kpaiinue Cpok KomunuectBo | IIpumeyanus
n/m Jciia JaTbl XPaHCHUA JIUCTOB
1 2 3 4 5 6 7

HazBanwue pasnena

B nanHbIl pa3gen onucu BHECEHO

(mudpaMu 1 TPOMHUCHIO)

pi(A) |
¢ No mo Ne , B TOM 4HCJIE:
JIUTCPHBIC HOMCpaA:
MPOIyIIEHHBIE HOMEpa:
(HauMeHOBaHUE JTOJDKHOCTH (TmoarHCh) (pactmmdpoBka moamnmcH)

COCTAaBHUTEIIA OHHCH)

« » 20  roma

HauanpHuk otnesna
apXUBHOIO JOKYMEHTOBEACHUS

(moamnucs) (pacuudpoBKa MmoJrcH)
« » 20 rona
COI''TACOBAHO YTBEPXXJIEHA
[IpoToxon OK YYHuT [IpoToxon
VYpasneHus 1o AenaM apXuBOB
Pecny6nuku bamkoprocran
oT Ne oT Ne

®opma ro0Boro pas3jesa omucH e no JH4YHOMY COCTaBY
AeJ1 BpeMeHHBbIX (cBbiuie 10 jieT) cpokoB XxpaHeHust
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[Ipunoxenue Ne 27

K 1. 8.4. UncTpykumu

OI'bOY BO «Y puMCKHl YHUBEPCUTET HAYKHU U TEXHOJIOTHIl»
YTBEPXJIAIO
OOH/L Ne P-802 Pexrtop
OI'BOY BO «VY dumckuit
YHUBEPCHUTET HAYKHU M TEXHOJOTHII»

OIMUCBH Ne N.0O. ®amunus
AIIEKTPOHHBIX JTOKYMEHTOB
(OCTOSIHHOTO XpaHEHUs/BPEMEHHOTO
(cBbrmie 10 jeT) XpaHEeHUs/TI0 TUYHOMY

COCTaBY)
3a roJ « » 20 roza
Nen/m| WHupaexc 3aroyIoBOK Perucrpanuonnslii |[Bun u 3arosnosok|  Jlara Cpox KomnuectBo | O6bem B | [Ipumeuanus
nena DIIEKTPOHHOIO A€JIa I10 HOMED JJIEKTPOHHOIO | IOKYMEHTA | XPaHECHHUs ¢aiinos Oaiitax
HOMEHKJIaType 3JIEKTPOHHOIO JIOKyMEHTa (KomHMuecTBO
JIOKyYMEHTa ¢aiinos B
KOHTEIHepe)
1 2 3 4 5 6 7 8 9 10

B nannbIi paszien onucu BHECEHO

(ImdpaMu 1 TPOMUCHIO)
SJICKTPOHHBIX TOKYMCHTOB

c No o No
00BbEMOM Oait. B ToM uncie
JUTEPHBIC HOMEPA:




IIPONYIICHHBIE HOMEpPA:
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K nenam cocraBneHsl peecTpbl (hailios.

[Iponomxenue npunoxxenue Ne 27

K 1. 8.4. UncTpyKumu

(HauMeHOBaHUE TOJKHOCTH (moxmuce) (pacuugpoBKa MoaNICH)
COCTaBHTEJIS OTIHCH)
« » 20 rona
HavanpHuK oTnemna
APXHUBHOI'0 JOKYMCHTOBCIACHUA
(moamuce) (pacurdpoBKa MoIHCH)
« » 20  roma

COI''TACOBAHO YTBEPX/IEHA
[TpoTokon DK YYHuT [Tpotokon DIIK Ympasnenus no nenam apxuBos Pb
OT No OT No

Peectp aiioB 2JIeKTPOHHOTO JOKYMEHTA
Ne i/m Ne »1eKTpOHHOTO HaumenoBanwue (aiina JHara u Bpems nocnennero (O6wem (B Oaiitax)| Dopmar daiina

JOKYMCHTA 110 OITMCH

n3MeHeHus (aiina

®opma ro1oBoro pasjesia onMcH e no JMYHOMY COCTaBY
AeJ1 BpeMeHHBbIX (cBbimie 10 j1eT) cpoKkoB XpaHeHHUs! 3JIEKTPOHHBIX JOKYMEHTOB
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KypHaa ydyera neyareii M IITAMIIOB

[Tpunoxenue Ne 28
K 1. 9.7 UHCTpYyKIMK

®opma KypHaAJIa yyera neyared U ITAMIIOB

Ne  |OTTHCK ITEUaTH o)
TMETKA O BbIJIaye
r/m  |(mrammna)
HanmeHnoBanne ® 1O JlaTa 1 pocniuch B
MoApa3iesieHUust KOMY OTBETCTBEHHOrO 32 [MOJIyYCHUH TIeYaTH
BBIJIaHa TeYaTh (IITami) XpAHEHHE 1 (mrrama)
HCIIOIB30BaHuE ITeYaTH
(mrrammna)
1 2 3 4 5
ITIpnmeuann
OTMeTKa 0 BO3Bpare PUMCHAHHIC
OTTHCK ITeYaTH
JlaTa Bo3Bpara u
(lwramna)
pocuch pabOTHUKA B
[pueMe nevyaTu
6 7 8
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[Tpunoxenue Ne 29
K 11. 3.4.5 UncTpykuun
Komy: PykoBoauTtensiM CTpyKTYpHBIX ITOAPA3ACICHUN Y HUBEPCUTETA
Or: ®amunus M.0O., npopekTop YHHUBEpCUTETA IO COACPKAHUIO U PA3BUTUIO HMYILIECTBEHHOTIO
KOMILJIEKCa
Mara: 17 arycra 2023 r.
Tema: Ilonaya 3as1BOK Ha aBTOTPAHCIIOPT

CJHY/KEBHAS 3AIIMCKA

B unemsix mnoBbiieHus 3(QQGEKTUBHOCTH HCIOIB30BAHUS W COKpAIEHUS MPOCTOEB
ABTOTPAHCIOPTHBIX CPEACTB MPOIIY PYKOBOAUTENECH MOApa3lIeieHU TMo/laBaTh 3asBKU Ha
aBTOTPAHCHOPTHBIE CpeAcTBA HE mo3aHee 15:00 qHs, MpeaiecTBYIOMETo MOe3IKe.

[IpopexTop
10 COJIEPKaHUIO U PA3BUTHUIO
MMYILECTBEHHOTO KOMIUIEKCA Iloonuce N.0O. ®amunus

Oo6pa3zen opopmiieHU CIYKeOHOI 3aNIMCKU HA OCHOBE 3JIEKTPOHHOI0 11a0JI0OHA



I1.

I11.
3.1.
3.2.
3.3.
3.4.

3.4.1.
3.4.2.
3.4.3.
3.4.4.
3.4.5.
3.4.6.

IV.

4.1.
4.2.
4.3.
4.4.
4.5.
4.6.
4.7.

4.8.
4.9.
4.10.
5.1.
5.2.
VI

6.1.
6.2.

VII.
7.1.
7.2.
7.3.
7.4.
7.5.
7.6.
7.7.
VIII.
8.1.
8.2.
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OrnaBieHue

Oo0mue mosnoxeHust
OcHOBHbBIE TOHATHA
Co3naHne 10KyMEHTOB B Y HUBepCHUTETE
BriaHKHM TOKYMEHTOB--=---==-=========mmmmmmmmmmmem
PEeKBUBUTBI TOKYMEHTOB===-===== === === == m o o o oo oo e e
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