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



MUHHUCTEPCTBO HAYKH ¥ BEICHIEIO OBPA30BAHHUS
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OEJIEPAJIBHOM I'OCYJAPCTBEHHOM BIOJUKETHOM
OBPA3OBATEJIbBHOM YYPEXJIEHHH BBICHIEI'O OBPA30BAHUA
«YOUMCKH YHUBEPCUTET HAYKHM U TEXHOJIOT Ui1»

Via 2023



YTBEPXKJIEHA

npukazom ®I'bOY BO
«Y pumMckuil yHUBEPCUTET

HayKH U TEXHOJIOTHI»
oT «29» nekadbps 2023 roxa

NHCTPYKIUA
110 1eJIONPOU3BOJACTBY B (heepaibHOM rocyAapCTBEHHOM 0I0KETHOM
00pa30BaTEJIbHOM YUYPEKICeHHH BbICIIEr0 00pa3oBaHus
«YpUMCKHUI YHUBEPCUTET HAYKU M TEXHOJIOTHID)

l. O0mme mo10KeHus

1.1. Hacrosmas MHCTPYKIHS IO JEJIONPOU3BOACTBY (nanee — MHCTpyKims)
B (enepasbHOM TIOCYJapCTBEHHOM OIOJKETHOM OOpa30BATEIbHOM YUPEXKIECHUU
BbICIIETO OOpa3oBaHusl «YUMCKHI YHMBEPCUTET HAyKd U TEXHOJIOTHID» (nanee —
YHuBepcuteT) pa3paboTaHa B LENSAX YCTAHOBJICHHS €AUHBIX TpeOOBaHUM K
HOJArOTOBKE, 0OpabOTKE, XpaHEHUI0O M HUCIOJb30BAHUIO OOpasyroluxcs B
JEsITeIbHOCTU VYHuBepcurera JOKYMEHTOB, COBEpPIIIEHCTBOBAHUS
JOKYMEHTAIIMOHHOTO O0ECIeYeHuUsl YIPaBJICHUS U MOBBILEHUS ero 3¢ (HEeKTUBHOCTH
nyTeM YHU(QUKAIMM cocTaBa U (OpPM YINPaBICHUECKUX JOKYMEHTOB, TEXHOJOTUH
paboThl C HUMH U 00€CIIeYeHNs] KOHTPOJIS UCIIOJHEHUS TOKYMEHTOB (IIOpyUYEHH).

WHcTpyKuus ycTaHaBIMBaeT oOuiue TpeOoBaHUs K (YHKIIMOHUPOBAHUIO CITY kKO

JOKYMEHTALIMOHHOTO oOecrieyeHus yIpaBJiI€HUs, JOKYMEHTHPOBAHUIO
yIPaBIEHYECKON JEeATEeIbHOCTH M OpraHu3aiuu paboThl C JOKYMEHTaMH B
YHuBepcHUrerTe.

Opranuzanusi paboThl ¢ JOKYMEHTaMH B JEJIONPOU3BOJCTBE MPECTABISET
coOOl COBOKYIMHOCTh BHJOB pabOT, O0OCECIEeYMBAIOIIMX COXPAHHOCTh, YYET,
CUCTEMATH3alluI0  JOKyMEHTOB, (GopmupoBanne u  odopmieHHe el B
NEJIONMPOU3BOICTBE W HUX IMepefadyy B OTAEN AapXUBHOTO JOKYMEHTOBEICHHUS
YHuBepcurera.

[Tonoxenust Hacroswmen HMHCTpyknuy pacnpoCTpaHsSIOTCS HAa OPraHU3aLMIO
paboThI C TOKYMEHTaMU B Y HUBEPCUTETE.

1.2. HHCTpyKIMS MO ASIOMPOU3BOICTBY B Y GUMCKOM YHUBEPCUTETE HAYKH U
texHojoruii (manee — YYHuT) paszpaboraHa B COOTBETCTBHHM C JCHCTBYIOIIUMH
HOPMAaTHUBHBIMH TPaBOBBIMU akTamMu Poccutickoii deneparuu B chepe nHboOpMaIum,
JOKYMEHTAIINH, ApXUBHOTO JIeNIa, a TAKKE HA OCHOBAHUU:

®denepanpHoro 3akoHa ot 22.10.2004 Ne 125-®3 «O06 apXxuBHOM Jelie B
Poccuiickoit ®enepanun» (B pen. @eaepanbHbix 3akoHOB 0T 04.12.2006 Ne 202-D3,
or 01.12.2007 Ne 318-®3, ot 13.05.2008 Ne 68-d3, ot 08.05.2010 Ne 83-D3, ot
27.07.2010 Ne 227-@3, ot 11.02.2013 Ne 10-®3, ot 04.10.2014 Ne 289-d3, or
28.11.2015 Ne 357-@3, ot 02.03.2016 No 43-d3, ot 23.05.2016 Ne 149-d3, or
18.06.2017 Ne 127-®@3, ot 28.12.2017 Neo 435-®3, ot 08.12.2020 Ne 429-®3, or
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30.04.2021 Ne 114-®3, ot 11.06.2021 Ne 170-®3, ot 11.06.2022 Ne 182-®3, ot
14.07.2022 Ne 339-@3, ot 28.12.2022 Ne 569-D3);

®enepanbHoro 3axkoHa oT 02.05.2006 Ne 59-03 «O mnopsanke paccMOTpPEHUs
oOpamenuii rpaxaaH Poccutickoit denepauun» (B pen. denepaibHbIX 3aKOHOB OT
29.06.2010 Ne 126-®3, ot 27.07.2010 Ne 227-®3, ot 07.05.2013 Ne 80-®3, ot
02.07.2013 Ne 182-®3, ot 24.11.2014 Ne 357-®3, ot 03.11.2015 Ne 305-d3, ot
27.11.2017 Ne 355-d3, or 27.12.2018 Ne 528-®3, ¢ wu3M., BHECCHHBIMU
[ToctanoBnenuem Koncrurynuuonnoro Cyaa P® ot 18.07.2012 Ne 19-T1);

®enepanbHoro 3akoHa ot 27.07.2006 Ne 149-03 «O6 wuHpopmarmuy,
MH(GOPMAIIMOHHBIX TEXHOJOTUSIX W O 3amure uHpopmanuu» (pexn. or 29.12.2022
Ne 604-D3);

®enepanbHOro 3akoHa ot 27.07. 2006 Ne 152-®3 «O nepcOHaNbHBIX TaHHBIX»
(pex. ot 06.02.2023 Ne 8-D3);

®enepanbHoro 3akoHa ot 06.04.2011 Ne 63-D3 «O0 >71€KTPOHHONU MOIITUCK
(pen. ot 28.12.2022 Ne 569-D3);

3akona Pecny6nuku bamkoproctan ot 03.02.2006 Ne 278-3 «O0 apxXxuBHOM
nene B Pecnyonuke Bamkoproctan» (pea. ot 31.05.2023 Ne 727-3);

3akona Pecriy6simku bamkoproctan ot 12.12.2006 Ne 391-3 «O6 obpameHusx
rpaxnad B PecyOnuke bamkoprocran» (B pen. 3akoHoB Pb o1 21.06.2010 Ne 275-3,
or 27.12.2010 Ne 344-3, or 06.12.2011 Ne 463-3, or 24.12.2012 Ne 624-3, ot
02.12.2013 Neo 18-3, ot 23.05.2016 Ne 372-3, ot 08.07.2016 Ne 394-3, ot 26.03.2018
No 598-3, o1 03.03.2021 Ne 384-3);

[ToctanoBnenust IlpaBurenbctBa Poccuiickoit ®enepammm ot 03.11.1994
Ne 1233 «O6 ytBepxkaeHuu IloyioxkeHus O MOpsSAKEe OOpaIICHHS CO CIIYy)KEOHOM
uHboOpMaIMel OTrpaHWYEeHHOTO pacmpocTpaHeHUss B (eaepaibHBIX OpraHax
UCTIOJIHUTEILHOM BIIACTU YIOJHOMOYEHHOM OpraHe YIpaBiCHHUS HCIOJb30BAHUEM
ATOMHOW PHEPTUU W YIMOJHOMOUYEHHOM OpraHe M0 KOCMHYECKOW IesATeIBHOCTH» (C
U3MEHEHUsIMU, BHeceHHbIMH IlocranoBnennem IlpaBurenscrBa Poccuiickoit
®epnepanuu ot 20.07.2012 Ne 740);

IToctanoBnenus [IpaButenscrBa Poccuiickoit @eneparuu ot 15.06.2009 Ne 477
«O06 yrtBepxkaenun IlpaBun  menompou3BoicTBa B (eAepalibHBIX — OpraHax
ucnoiaHuTensHOU BacTi» (pexn. ot 01.02.2020);

[ToctanoBnenus [IpaButensctBa Poccuiickoit @eneparnuu ot 22.09.2009 Ne 754
«O06 ytBepxkaeHun IlonoxkeHus o cucTeMe MEKBEIOMCTBEHHOTO AJIEKTPOHHOTO
JIOKyMEHTO000pOTaY;

[Toctanosnenus IIpaBurensctBa PecmyOnmku bamkoprocran ot 18.11.2010
Ne 436 «O06 ytBepxknenuun [IpaBui neaompon3BOACTBA B PECIyOIMKAHCKUX OpraHax
WCIIOJTHUTEIBLHONM BiacTu» (C M3MEHEHUsIMH, BHeceHHbIMU [locTaHOBIEHUEM
[IpaButennctBa PecnnyOnuku bamkoproctan ot 21.12.2016 Ne 525);

Meronuueckux — peKOMEHJANWii MO0  pa3pabOTKe  MHCTPYKIHUA  TI0
JEJIONPOU3BOACTBY B  (hellepalbHbIX OpraHax MCHOJHUTEIbHOM BIACTU C
npunoxenusimu (BHUUIAL, M.2014);

Metoauyeckux peKkoMeHJalui 1o padoTe ¢ JOKyMEHTaMU M0 JIMYHOMY COCTaBY
B TOCYJlapCTBEHHBIX W MYHHIIMNAIBHBIX apXuUBaX, apXuBaxX OpraHu3alUil


https://www.consultant.ru/document/cons_doc_LAW_101960/#dst100008
https://www.consultant.ru/document/cons_doc_LAW_201688/ecad53d18192826d26cae3000ff90fa3e01b769b/#dst100325
https://www.consultant.ru/document/cons_doc_LAW_145999/b004fed0b70d0f223e4a81f8ad6cd92af90a7e3b/#dst100014
https://www.consultant.ru/document/cons_doc_LAW_148493/#dst100008
https://www.consultant.ru/document/cons_doc_LAW_201153/ad890e68b83c920baeae9bb9fdc9b94feb1af0ad/#dst100181
https://www.consultant.ru/document/cons_doc_LAW_188321/#dst100008
https://www.consultant.ru/document/cons_doc_LAW_283516/#dst100008
https://www.consultant.ru/document/cons_doc_LAW_421136/b5315c892df7002ac987a311b4a242874fdcf420/#dst100514
https://www.consultant.ru/document/cons_doc_LAW_133199/#dst100066
https://www.consultant.ru/document/cons_doc_LAW_436139/b004fed0b70d0f223e4a81f8ad6cd92af90a7e3b/#dst100035
https://www.consultant.ru/document/cons_doc_LAW_439120/b004fed0b70d0f223e4a81f8ad6cd92af90a7e3b/#dst100048
https://www.consultant.ru/document/cons_doc_LAW_435730/7763f09e7b801e248d880b0ac472688c90777996/#dst100473
https://docs.cntd.ru/document/406679485#64U0IK

(BHUNAAA, M.2018);

Meronuueckux pekomeHaauuii mno mnpumenenutro ['OCT P 7.0.97-2016
«Cuctema craHgapToB no uMHGoOpManuu, OMOIUOTEYHOMY M H3ATEIbCKOMY JEIy.
OpraHu3alMoOHHO-pacnopsauTeNbHas ToKyMeHTanus. TpeboBaHus Kk 0(OpMIIEHHIO
nokymentoB» (BHUNA, M.2018);

HanumonanbHoro cranmapra Poccuiickoit ®eneparun ['OCT P 7.0.8-2013
«Cucrtema craHgapToB no uHGopManuu, OMOIUOTEYHOMY M H3AaTEIbCKOMY JEIy.
Jlenonpou3BOACTBO U apXUBHOE J€NI0. TepMUHBI U ONpPENESCHUs», YTBEPKICHHOTO
npukazoM @DeneparbHOr0 areHTCTBa MO TEXHUYECKOMY PEryJIMpOBAaHUIO U
metposoruu ot 17.10.2013 Ne 1185-cT;

Meronuueckux peKoMeHIaluui «JKcrnepTu3a LEHHOCTH U OTOOp B COCTaB
ApxusHoro ¢ounaa Poccuiickoit ®denepanuu JOKYMEHTOB MO JUYHOMY COCTaBY»
(BHUUJA, M., 2014);

[lepeuHst TUMOBBIX YNPABIEHYECKUX aPXUBHBIX JOKYMEHTOB, 00pa3yroMuXcs B
nporecce  JIeATEeIbHOCTH  TOCYJApCTBEHHBIX  OpPraHoB, OpPraHOB  MECTHOTO
caMOYIIpaBJIeHUs U OpraHu3aliil, C yKa3aHHeM CPOKOB UX XpPAHEHHUS, YTBEPKICHHOT'O
npukazom PeaepanbHOro apXxuBHOro areHTcTsa ot 20.12.2019 Ne 236;

[IpaBun opraHuzanuu XpaHEHUs, KOMIUIEKTOBAHMS, yue€Ta U MCIOIb30BaHUS
JOKYMEHTOB apXuBHOTO (OHAA poccuiickoi ¢denepanuu U APYTUX apPXUBHBIX
JOKYMEHTOB B TOCYAApCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIPAaBIICHHUS H
OpraHu3alusaX, YTBEPXKIAEHHbIX NpukazoM denepasbHOro apXMBHOIO areHTCTBA OT
31.07.2023 Ne 77,

[lepeunst THUIOBBIX apXHUBHBIX JIOKYMEHTOB, OOpa3ymoIIMXCd B HAy4HO-
TEXHUYECKOU U MTPOU3BOJCTBEHHOM IESITEILHOCTH OpraHu3aluii, C yKa3aHHEM CPOKOB
XpaHEeHUs, YTBEpPKIAEHHOro mpukazom DenepasbHOr0 apXWBHOTO AareHTCTBa OT
28.12.2021 Ne 142;

[IpuMepHON HMHCTPYKUMH MO JAEJIONPOU3BOJACTBY B TOCYAapCTBEHHBIX
opranmzanusax (yTB. mpukazom dDenepanbHoro apxuBHoro arearctea ot 11.04.2018
Ne 44);

[IpumepHoro moNOKEeHUST 00 apxuBe OpraHu3anuud (yTB. TPUKA30M
®enepanbHOro apxuBHOro areHTcTBa oT 11.04.2018 Ne 42).

1.3. MWuHCTpykims  yTBEp)KJAeTCs  MPUKA30M  YHHUBEpPCUTETa  TOCIIE
COTJIACOBAHMSI C 3KCIEPTHO-TIpOBepouHOl KoMuccueil (nanee — 1K) Ynpasnenus no
nenaMm apxuBoB Pecny6muku bamkoproctan. CorjnacoBaHue MpOBOJUTCS B HLENAX
KOHTPOJISL 32 COOJIFOICHHEM 3aKOHOJATENbCTBA, HOPMATUBHBIX W METOJINYECKUX
JOKYMEHTOB,  PETYJIUPYIOIIMX  BOMPOCHl  JOKYMEHTAIIMOHHOTO  0OecredyeHus
YIPABJICHHS, y4€Ta U 00ECIEYEHHs] COXPAaHHOCTH JTOKYMEHTOB KaK COCTaBHOM 4acTh
ApxusHoro gonaa Poccuiickoii denepaunm.

1.4. Tlonoxenus UHCTpyKIMU paclipOCTPAHAIOTCS Ha OPTaHU3alNI0 paboTHI €
JOKYMEHTAMH HE3aBUCUMO OT BHJA HOCUTENsS, B TOM YHCJIE Ha 3JIEKTPOHHBIX
HOCHUTEJISAX, BKIIOYas UX MOJATOTOBKY, PETHCTPALMIO, YUY€T U KOHTPOJb MUCIOJHEHNUS,
OCYIIECTBIISIEMBIX C TOMOIIBIO HHPOPMALIMOHHBIX TEXHOJIOTUH.

Oco0OeHHOCTH padOThl C JTOKYMEHTaMH, COJAEPKAIIMMU KOH(PUIECHUIUATbHYIO
uHopManuio (CnykeOHYI0 U UHYIO TallHY, IEPCOHAIbHBIE TaHHBIE), PETYIUPYIOTCS



CHeUUalIbHBIMM  HOPMATHBHBIMM  aKTaMu  (MHCTPYKUMSMH,  IOJOKEHUSMH,
MpaBUJIAMU ), YTBEPKIAEMBIMU PEKTOPOM Y HUBEPCUTETA.

TpeboBanust Hactosimedt MHCTpykinuu K paboTe ¢ HAyYHO-TEXHUYECKOM,
OyXranTepcKoil U Ipyrou cnenragabHON TOKYMEHTaluel paclpoCTPAHSIOTCS JIHUILIb B
YacTH OOUIMX MPUHLHUIIOB pabOThl C JOKYMEHTaMH, a TaKK€ B YacTU MOJTOTOBKU
JNOKYMEHTOB K IIepefjaue Ha apXUBHOE XPaHEHHE.

Opranuzanuio, BEACHUE U COBEPUIEHCTBOBAHUE JEJIONPOU3BOICTBA HA OCHOBE
€AMHON MOJIUTUKH, UCTIOJIB30BAHUE COBPEMEHHBIX MH(DPOPMAIMOHHBIX TEXHOJOTUH U
TEXHUYECKUX CPEACTB MpU paboTe C JTOKyMEHTaMHu, METOJUYECKOE PYKOBOJICTBO U
KOHTPOJIb 32 COOJIOJIEHUEM YCTAHOBJIEHHOI'O MOpAJIKa padOThl C JIOKYMEHTaMu B
YHUBEPCUTETE OCYLIECTBISIET CTPYKTYpPHOE TMOJpa3/elicHHe YHUBEPCUTETA, Ha
KOTOPOE BO3JI03KEHBI (DYHKITUU 1O BEJIEHUIO JAEJIONPOU3BOJICTBA (1aiee — 00IIuii oTaen
VYHHBEpCHTETA).

ConpoBoXkaeHNE NPOrPaMMHOI0 U MH()OPMAIMOHHOTO 00ECTIeUeHUs CUCTEMBbI
AJIIEKTPOHHOTO J0KyMmMeHTooOopora (manee — C3JI) B mporecce ee IKCIUTyaTalldu
OCYLIECTBIISIET CTPYKTYPHOE MOApPA3eICHUE Y HUBEPCUTETA, HA KOTOPOE BO3IIOKEHBI
GyHKIIMHU 110 HHOOPMAIIMOHHO-TEXHUYECKOMY 00eCIICUeHHI0 Y HUBepcUTeTa (Janee —
yrpasiieHie UG PoBoii TpaHchopMalu Y HUBEPCUTETA).

HenocpencteenHoe — BeAeHUME — JEJIONPOM3BOACTBA B CTPYKTYPHBIX
noJipa3fiejeHUsIX Y HUBEPCUTETA OCYIIECTBIIAETCS pAOOTHUKOM — OTBETCTBEHHBIM 32
BEJICHUE  JICJIONPOU3BOJICTBA, HA3HAYECHHBIM PYKOBOJUTEIEM  CTPYKTYpPHOI'O
noApa3aeiaeHus YHuBepcurerTa, KOTOPBIN COBMEIIIAET BBINIOJIHEHUE
JIEJONIPOU3BOICTBEHHBIX 00s3aHHOCTEH € (PYHKIIMOHAJIBHBIMU (JIOJDKHOCTHBIMH)
00S3aHHOCTSIMH, YTO 3aKpeIuisieTcsl B €ro HHJIWBUIYAJIbHOM JOJKHOCTHOU
UHCTPYKIIMH. YKa3aHHble pAOOTHUKH OOECIEeYUBAIOT YYeT (PEeTUCTpaluio) u
IPOXOXKJIEHUE JOKYMEHTOB B YCTAHOBIIEHHBIE CPOKH, MHOOPMHUPYIOT PYKOBOAUTEIIEH
CTPYKTYpPHBIX MOApPA3J€JICHU YHUBEPCUTETA O COCTOSHHM UX HCIOJHEHHS,
OCYIIECTBIISIIOT O3HAKOMJICHUE JIPYTUX PAaOOTHUKOB CTPYKTYPHOTO MOJIPA3ICICHHUS C
JOKYMEHTaMH, 00ECIIEYNBAIOT TEKYIIIee XpaHEHUE JOKYMEHTOB.

OTBETCTBEHHOCTh 3a OPraHU3alMI0 M COCTOSIHUE JIE€JONPOU3BOACTBA B
CTPYKTYPHBIX TIOAPA3ACICHUAX YHHUBEPCUTETA BO3JIOKEHA HA PYKOBOJIUTEIEH
CTPYKTYPHBIX ITOJPa3CICHU Y HUBEPCUTETA.

Ha pykoBomgurenmei CTPYKTYpHBIX IOJApAa3ACiICHUM  YHHUBEPCUTETA U
BBIIICYKA3aHHBIX PA0OOTHUKOB  CTPYKTYPHBIX TMOJpa3JeieHUl  YHHUBEPCHUTETA
BO3JIaraloTcs CJIeIyIolne OCHOBHbIE (DYHKIINU:

o0ecrnieueHre BeJIeHUs JIeIONPOU3BOJICTBA B COOTBETCTBUHU C YCTAHOBJICHHBIMU
TpeOOBaHUAMHM TaHHON MHCTPYKIIMU U IPyTUMH HOPMATUBHBIMU IOKYMEHTaMU;

o0ecreyeHrne COXPaHHOCTH O0Opa3yloIIMXCS B TEKYIIEM JIEJIONPOU3BOJICTBE
JNOKYMEHTOB, BIUIOTH IO CAA4YM UX HA APXUBHOE XPaHEHUE;

KOHTPOJIb MEpeJayd HE3aperMCTPUPOBAHHBIX JOKYMEHTOB B OOIIMNA OTHEN
YHuBepcUTETA IJIs1 PETUCTPALINH;

KOHTPOJIb CBOEBPEMEHHOW II€peayd JOKYMEHTOB B HHBIE CTPYKTYpPHBIE
MIOAPA3NAECICHUS YHUBEPCUTETA JOJDKHOCTHBIM JIMIAM M B MHBIE OpPraHU3alUU
(oTmpaBKa JIOKYMEHTOB OCYIIIECTBIICTCS Yepe3 OOIIHUNA OT/IEN);
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MOATOTOBKAa OTBETOB MO MNOPYYEHUSIM  (PE30JIIOUsAM), JaHHBIM UM
PYKOBOJICTBOM YHUBepcUTeTa (PEKTOp YHUBEPCUTETA, IPOPEKTOP YHUBEPCUTETA), U
MH(OPMUPOBAHKE OOIIEro OTAeNa YHUBEPCUTETA O XOA€ X BBIIIOJIHEHNUS;

NOJIFOTOBKA HOMEHKJIATYPBI J€J1 CTPYKTYPHOT'O NIOJIpa3/ieJIeHUs] Y HUBEPCUTETA,

(dopMupoBaHuE 1€ B COOTBETCTBUM C HOMEHKJIATYpPOU Jel, oOecrieueHue ux
COXPAHHOCTHU U UCIOJIb30BaHUE, IOJITOTOBKA U Tiepeiaya el Ha apXMBHOE XpaHEHUE;

OPUHSITHE MEP K COKPALLEHUIO 00beMa MEPENUCKH, ITyTEM JTUYHBIX IEPETOBOPOB
WU 110 TeseoHy;

o0OecrieyeHne  palMOHAIBHOTO  HUCIIOJNIB30BAaHUS  CPEJICTB  OPITEXHUKH,
CIIy’keOHbIX OJJaHKOB U Oymaru.

1.5. MHHcTpykuus npeaycMaTpuBaeT:

NOPSAJIOK  TMOATOTOBKH, OQOpPMIIECHUS, MPOXOXKIEHUS PaCHOpsAIUTEIHHON
JOKYMEHTAIlMM W TOPYYEHWI BBIIIECTOSIIMX OpPraHOB B COOTBETCTBUU C
3akoHoaresbcTBOM Poccuniickon denepannu;

OpraHu3aldi0 y4yeTa, PETUCTPALMH, KOHTPOJISI MCIOJHEHUS CIYKEeOHBIX
JIOKYMEHTOB;

NOPSAIOK  Pa3MHOXKEHUS, KOMUPOBAHUS, TUPAKHUPOBAHUSA  CIYKEOHBIX
JOKYMEHTOB, TOPSAIOK HMX CHCTeMaTH3allMd, MOJATOTOBKHU JMJIA CIa4d B OTHEN
aApXUBHOTO JJOKYMEHTOBEICHHUS, XPAaHEHUS U UCIIOJIb30BaAHUSI.

1.6. CopepxxaHue ciayKeOHBIX JOKYMEHTOB HE MOMJIEKUT pasriamieHuro. C
HUMU MOTYT OBITh O3HAKOMJIEHBI TOJIBKO JIMIIA, HMEIONINE HEMOCPEICTBEHHOE
OTHOIIEHHE K HCIIOTHEHHUIO 3THX JOKYMEHTOB. O3HAKOMJIEHHWE MHBIX JIUIl, a TaKXKe
OIyOJIMKOBAaHUE B MEYaTH JTOKYMEHTAJIbHBIX MAaTE€pPUATIOB JOMYCKAETCS TOJBKO C
paspernieHus: pykoBOACTBa Y HUBEPCUTETA.

1.7. Tlepenaua ciyxeOHBIX TOKYMEHTOB M UX KOIMUHU JIMIIAM, HE SIBIISTIOIITUMCS
paboTHUKAMH YHUBEpPCUTETA, MOMYCKAETCS TOJBKO C pa3pelieHus PYKOBOJICTBA
YHuBepcurera.

1.8. TIlpu mepexome Ha npyryro padboTy paOOTHUKOB, OTBEYAIOIIHX B
CTPYKTYPHBIX TIOJpa3/IeTICHUsIX YHUBEPCUTETAa 3a BEACHHUE JEJIONPOU3BOJICTBA,
nepenaya MMU BCEX TOKYMEHTOB BHOBb Ha3HAYae€MbIM paOOTHHKAM YHHMBEPCHUTETA
IIPOU3BOJUTCS 1O aKTaM. AKTBI YTBEP)KIAIOTCA PYKOBOAMUTEIEM CTPYKTYPHOTO
Mo/Ipa3/iesieHusl Y HUBEPCUTETA.

BHOBb mpuHATBIE paOOTHUKM YHUBEPCHUTETa, HA KOTOPBIX BO3JIAraroTcs
00513aHHOCTH IO BEJICHHUIO JIEJIOMPOU3BOCTBA, 00s3aHbl B TEUCHHE TPEX JHEH mocie
IOCTYIUIEHUS HA PabOTy MPOUTH HHCTPYKTAX IO BEICHUIO I€JIONPOU3BOJICTBA.

1.9. Pabotatb Cc JOOKyMEHTaMH, IOCTYNUBUIUMU B YHUBEPCHUTET, BHE
CIIy’)KEOHBIX TOMEIIEHHH YHUBEPCUTETA W BHOCUTH B HHMX HCIPABICHUS HE
paspemiaercs.

Cnyxebnas wuH(poOpmarusi, coaepxkamascsi B CIY)XEOHBIX JIOKYMEHTax
VYHuBepcuTeTa, HE TMOJJICKHUT pasrjalieHuio (pacrnpocTpaHeHuo). CBeaeHus,
coJiepKalluecs B CIy’KEOHBIX JOKYMEHTaX YHUBEPCUTETA, MOTYT UCIIOIb30BATHCS B
COOTBETCTBHUM C IOJHOMOYHUSIMU JOJDKHOCTHOIO JIMLA, pabOTaoLIEro Wiu
3HAKOMSIIIETOCsl C COOTBETCTBYIOLIUMU JOKYMEHTAMHM.

1.10. BzammoneicTBHE CO CpeaCTBAMHA MacCOBOM MH(GOPMAIIUK U TIepeaada UM
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CIIy’)keOHOW HMH(QOpPMalMK OCYILECTBIAETCS CTPYKTYPHBIMH MOJpa3JeiIeHUSIMU
VYHuBepcuTeTa (MM JIMLIAMM), CHEUUAJBHO Ha TO YIOJHOMOYEHHBIMHU, IO
pa3pelieHn0 PYKOBOJACTBA YHHUBEPCUTETa, a B OTACIBHBIX ClIy4asx — IO
MMCbMEHHOMY YKa3aHHUIO.

1.11. Tlepen yxomoM B OTHYCK WJIM BBIE3AOM B KOMaHIUPOBKY pPAOOTHUK
CTPYKTYPHOI'O MOJpA3AeieHHs] Y HUBEpCUTETa 00sI13aH MepeaaTh HAXOASIIUECS Y HETO
Ha HCIOJHEHUU JIOKYMEHTBHI, [0 YKa3aHUIO PYKOBOJUTENS CTPYKTYPHOTO
nojipasziefieHus: Y HUBepCUTeTa, APyroMy pabOTHUKY Y HUBEPCUTETA JIs 3aBEPILICHUS
paboThl MO JaHHBIM TOKYMEHTaM.

1.12. PaGoTHUKM CTPYKTYPHBIX TMOApAa3/ieieHUd YHHUBEPCUTETa HECYT
NEPCOHAJIbHYI0  OTBETCTBEHHOCTh 3a  BBINOJHEHHWE TPEOOBAHMI  HACTOSIEH
WNHCTpYKIIMU ¥ COXPAHHOCTh HAXOIAIIUXCS Y HUX JOKYMEHTOB.

O ciydasix yTpathl 3aperucTpUPOBAHHOIO JIOKYMEHTa Y HUBEpCUTETa pAOOTHUK
00s3aH HE3aMEUIUTENBHO JOJOXKUTh PYKOBOJIUTENIO CTPYKTYPHOTO MOJpa3aeiaeHus
VYuuBepcutera. PykoBoauTenb CTPYKTYpHOro ToOJApa3/ieficHUusT YHHUBEPCHUTETA
Ha3HA4yaeT CIIyeOHOe paccieoBaHue, O pe3yJbTaTax KOTOPOTo B HENEIbHBIA CPOK
cooO1aeT B o0Uuid OT/Ae YHUBEPCUTETA.

OO61wmwmii oTaen YHUBEpPCUTETa OPraHU3yeT NEPUOINYECKUE IPOBEPKU COCTOSTHUS
JIEJIOTIPOU3BOJICTBA U COOMIOJIeHUsT TpeOoBaHuii Hactosimied WHCTpykiuu B
CTPYKTYPHBIX NoApazjeieHusx YHuepcurera. O pe3ynpTaTax IPOBEPOK CTAaBUT B
U3BECTHOCTh PYKOBOJACTBO YHUBEPCUTETA.

1.13. Baecenue wusMeHeHudl B WHCTPYKLHUIO OCYLIECTBISETCA MPUKA30M
pekTopa YHHBepcuTeTa mnocie ux coriacoBaHus ¢ OIIK VYmpasnenuss mo nemnam
apxuBoB Pecniy6sinku bamkoprocraH.

I1. OCHOBHBIE TIOHATHUA

B Hacrosieit MHCTPYKIIMH UCIIOIB3YIOTCS CIAEAYIONINE OCHOBHbBIC MTOHSITHUSL:

aBTOpP JOKyMeHTa — (HU3MUYECKOe WM IOPUAUYECKOE JIUIO, CO37aBIlIee
JTIOKYMEHT;

OTIeJl apPXHBHOI0 JAOKYMEHTOBEJEHUSI — CTPYKTypHOE MOApa3IeICHUE
OpraHU3aIy, OCYIIECTBIAIONINE KOMIUIEKTOBAHHUE, YUET, XPAHECHHUE U UCTIOJIb30BAHUE
APXUBHBIX JOKYMEHTOB;

APXMBHBIN JOKYMEHT — JOKYMEHT, COXPAaHSEMbId WIM IOJICKAIAN
COXpPAaHEHHUIO B CHIIY €r0 3HAUMMOCTH JJIs TpakaaH, 00IeCcTBa, TOCyAapCTBa;

apXMBHBIA (POHT — COBOKYITHOCTh aPXHBHBIX JOKYMEHTOB, HCTOPHUYCCKU U/UTN
JIOTHYCCKH CBSI3aHHBIX MEKITY COOOI;

apxuBHbIH mMUPpP — 0003HAUEHUE EIMHUIIBI XpPaHEHUs B LENsAX €€ ydyeTa u
UIeHTH(DUKALINH,

0J1aHK JOKyMeHTa — Ha0Op pEKBHU3UTOB, HJICHTU(QUIHMPYIOIMHUX aBTOpA
0(HUIIHATEHOTO TUCBMEHHOTO JOKYMEHTA;

BHMJl JOKYMEHTa — MPUHAJICKHOCTh JOKYMEHTa K OINPEACICHHOW TpYIIIe
JOKYMEHTOB MO IPU3HAKAM COJICpKaHUS U LIEJIEBOr0 Ha3HAYCHUS,

BKJIKWYeHne JgokymeHtra B CDJI - ocymiectBieHue — ACHCTBHM,
o0ecrnieunBaloIINX pa3MelIeHUE CBEICHUI 0 TOKYMEHTE W/uiau 1okyMeHTa B COJ1;
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J1€J10 — COBOKYITHOCTh JJOKYMEHTOB HJIM OTAEIbHBIN JOKYMEHT, OTHOCSIIIUECS K
OJTHOMY BOIIPOCY WJIM YYaCTKY JACSITCIBHOCTH Y HUBEPCUTETA,

AeJIONMPOU3BOACTBO  —  JCATEIbHOCTh,  OOECleuyuBaroIiasi  Co3JaHue
O UITHATBHBIX JOKYMEHTOB M OpPraHU3AIMI0 PabOThl C HUMH B BBICIIMX yYEOHBIX
3aBE/ICHHSIX;

AOKYMEHT — OQUIIMAIbHBIA JOKYMEHT, CO3JaHHBIA TOCYIapCTBEHHBIM
OpraHOM, OpPraHOM MECTHOTO CaMOYIPABJICHHS, FOPUINYCCKAM WIH (HU3UICCKUM
auioM, Oo(OpPMIICHHBIH B  YCTAHOBJIICHHOM TIOPSAKE W  BKJIIOYCHHBIA B
JOKYMEHTOOOOPOT YHUBEPCUTETA,;

AOKyMeHTHpPOBaHue — Qukcanus HHGOpMaIUU Ha MaTePUATbLHBIX HOCHTEIISIX
B YCTAaHOBJICHHOM TIOPSIJIKE;

TOKYMEHTO0000pPOT — JBIKECHUE JIOKYMEHTOB C MOMEHTA WX CO3JaHMS WU
TIOJTYYCHHUS JIO 3aBEPIICHUS UCTIOJHEHUS, TTOMEIICHUS B JCJI0 U (M) OTIIPaBKH.

JIBHMKEHUE TOKYMEHTOB B Y HUBEPCUTETE JOJIKHO OCYIICCTBIISATHCS ONEPATUBHO
B COOTBETCTBHH C YCTAHOBJICHHBIM JJOKYMEHTOOOOPOTOM.

TpeOGoBanus, IpPeaAbIBIIEMBIC K IOKYMEHTOOOOPOTY:

eAMHO00pa3ue MapIIpyTa JBMKCHHS JIOKYMEHTOB M TEXHUYCCKUX OIEpaIuii ¢
HUMHU, OJTHOKPATHOCTh KaXKJIOHM OIepariuu;

pacnpeneicHUe JOKYMEHTOB  PEKTOPOM  YHHBEpPCUTETa, IMPOPEKTOPOM
YHuBepcuTeTa, PYKOBOJIUTENSIM CTPYKTYPHBIX MOJAPA3EIEHUN COIVIACHO HX
(G YHKIIMOHAIBHBIM 00S3aHHOCTSIM;

OPSIMOTOYHOCTh JIBMDKCHHSI JJOKYMEHTOB — JOKYMEHT KpaTdalllluM myTeMm
I0T1a/1a€T UCTIOJIHUTENIO, BO3BPATHBIE MEPEMEICHUS IOKYMEHTa UCKITIOYEHBI,

AYOJMKAT JOKYMEHTA — TOBTOPHBIN 9K3EMILIAP MOITUHHUKA TOKYMEHTA;

eIMHUIA Y4YeTa JJIeKTPOHHBIX JOKYMEHTOB — DJJICKTPOHHBIH [TOKYMEHT,
3aperucTpUpPOBAaHHBIM B MH(GOPMAIIMOHHONW CHCTEME OpraHa WM OpraHu3aliui U
BKJIFOUEHHBIN B COCTAB JIEKTPOHHOTO JIENIa;

eIMHMIA  XpPaHEHUs] APXMBHBIX JIOKYMEHTOB —  y4YeTHag W
KJ1acCu(pUKAIIMOHHAS €IMHMIIA, TTPEACTABIISAONas co0oi Gpu3nIecku 000coOICHHBIN
JOKYMEHT MJIU COBOKYITHOCTh JJOKYMEHTOB, HMEIOIasi CAMOCTOSATEIbHOE 3HAUCHHE;

eIMHUIA XPAHEHUS FIEKTPOHHBIX JOKYMEHTOB — KOHTCHHEP 3JIEKTPOHHOTO
JIOKYMEHTA;

3aBepeHHasl KONMMSl — KOMUA JOKyMEHTa, Ha KOTOPOH B COOTBETCTBUHU C
YCTaHOBJICHHBIM TMOPSIAKOM MPOCTABISIOT HEOOXOIUMbIE PEKBU3UTHI, MPUIAIONTUE 1
IOPUANYECKYIO CHITY;

HH(OPMALMOHHAS CUCTEMAa — COBOKYITHOCTh COZIEp KaIeicst B 6a3ax JaHHBIX
uHpopMmaru 1 00ecreunBaIuX ee 00padoTKy MH(DOPMAITMOHHBIX TEXHOJIOTHH H
TEXHUYECKUX CPEJICTB;

HH(OPMALMOHHAS CHCTEeMa apXuBa OpraHu3anuu — uHoOpMarmoHHAS
cuctemMa, OOECTeurBaONIasi XpPAaHEHWE AapPXUBHBIX JJICKTPOHHBIX JOKYMEHTOB U
YIPaBIICHUE NMU;

KOHBEPTHPOBaHUE (3JIEKTPOHHBIX JTOKYMEHTOB), KOHBepTALMS
(3JIEKTPOHHBIX JOKYMEHTOB) — TpeoOpa3oBaHHE DJJIEKTPOHHOTO JIOKYMEHTa W3
oJIHOTO (hopmaTta B APYroii;



KOHTeiHep 3JIEKTPOHHOI0 JOKYMEHTa — VIaKOBKa, BKIIOYAOIIAs
AIIEKTPOHHBIN TOKYMEHT B (popMaTe apXMBHOI'O XpaHEHUS U €T0 META/IaHHBIE;

KOHTPOJIbHASI CYMMA (KOHTeHHepa JIEKTPOHHOI'0 JOKYMEHTA) — 3HaYCHHUE,
paccuMTaHHOE 1O HAOOPY JAHHBIX IMyTEM MPUMEHEHHUS ONPEIEICHHOr0 alropuTMa u
UCIIOJIb3yeMOe ISl MPOBEPKHU LIETOCTHOCTH JAHHBIX MPU UX Tepe/laye WM XpaHEHHH;

KONMSA JOKYMEHTA — JJOKYMEHT, [MOJTHOCTbIO BOCIIPOU3BOAAIIUNA HH(POPMALIUIO
MOJJIMHHUKA JOKYMEHTa M €ro BHEIIHHE MNpPU3HAKHU, HE UMEIOLIUN IOpUANYECKOU
CUJIBI;

MeTaJaHHble — JJaHHbIE, OMMCHIBAIOIINE KOHTEKCT, COAEp)KaHUE, CTPYKTYpYy
AJIIEKTPOHHOTO JOKYMEHTA, a TAK)K€ MPOIECChl YIPABICHUS UM Ha MPOTSKEHUU €ro
KU3HEHHOT'O 1IUKIIA;

MHUrpanus (3JeKTPOHHBIX JOKYMEHTOB) — IE€pPEMEIECHHUE JTOKYMEHTOB W3
OJIHOM CUCTEMBI UJIU OJTHOTO HOCHUTEJIS B IPYT'yIO0 CUCTEMY WJIM Ha APYTOM HOCHUTEIb C
COXpPAaHEHUEM ayTEHTUYHOCTH, LIEJIOCTHOCTH, JIOCTOBEPHOCTH JOKYMEHTOB U
PUTOHOCTH UX JIJISl UCTIOJIb30BAHUS;

HOMEHKJIATypa JeJl — CHCTeMAaTU3UPOBAHHBIA IEpPEUYECHb 3aroJIOBKOB JIEl,
dbopMupyeMBbIX B Y HUBEPCUTETE, C YKa3aHUEM CPOKOB MX XpaHEHHUS,

o0paleHue rpa’KIaHUHA - HAIIPABJIICHHBIEC B TOCY/IaPCTBEHHBIN OpraH, opra
MECTHOTO CaMOYIIPaBJIEHUSI WU JTOJDKHOCTHOMY JIMILy B MUCbMEHHON (hopme Wiu B
dbopMe 3IIEKTPOHHOTO JOKYMEHTa, B TOM YHCIIE€ C HCIOJIb30BaHUEM (eaepanbHON
rocyapcTBeHHON H(OpMaIMOHHOM cucTeMbl "EquHbII mopTan rocy1apcTBEHHBIX U
MYHHUITUIIABHBIX yCayr (pyHkumil)" (mamee - Enusbplii moprai), NpejioKeHHe,
3asiBJICHHE WJIH ’Kano0a, a TaKKe YCTHOE oOpalleHe rpakJJaHuHa B TOCYapCTBEHHBIN
OpraH, OpraH MECTHOTO CaMOYTPABJIECHUS;

00beM JOKYMEHTO0000pOTa — KOJMYECTBO JTOKYMEHTOB, MOCTYMNHUBIIUX B
OpraHM3alHIO0 U CO3AaHHBIX €10 32 ONPEJEICHHbBIN IEPUO;
opuuMANBHBI JOKYMEHT — JOKYMEHT, CO3JaHHbId OpraHoM WJu

opraHu3aliel, JTOJDKHOCTHBIM JIMIIOM WM TpaXJIaHUHOM, O(QOpMIICHHBIH B
YCTAHOBJICHHOM MOPSIIKE;

oopMJieHHe TeJIa — [IOATOTOBKA JieJia K Iepelaue Ha apXUBHOE XPaHCHUE;

oopmiieHHe JOKYMEHTAa — TMPOCTABICHHUE HEOOXOIUMBIX PEKBU3HUTOB,
YCTaHOBJICHHBIX MPaBUJIaMHU JOKYMEHTUPOBAHHUS;

MOJJIMHHUK JOKYMEHTA — IIEPBbIA WJIM €JUHCTBEHHBIN SK3EMILUISIP JOKYMEHTA;

MPOEKT JOKYMEHTA — TEKCT JOKYMEHTA JI0 €r0 MOANUCAHUS WIIH YTBEPKICHUS;

PErUCTPALIMOHHAA JJIEKTPOHHAasi kapTouka (nagee - PIK) mokymenra —
aJeKTpoHHAas ¢opma, MpeaHa3HaYeHHasl JJIsl BHECEHUS CBEJICHHUI O JOKYMEHTE B 0a3y
nanaeix CO/I;

perucTpauusi AOKyYMEHTAa — TMPUCBOCHHUE JOKYMEHTY PErHCTPAllMOHHOTO
HOMEpPA U 3aMUCh B YCTAHOBJIEHHOM IOPSIKE CBEACHUN O JJOKYMEHTE;

PEKBU3HUT JOKYMEHTA — 00513aTEIbHBIN 3JIEMEHT 0(DOPMIICHUS IOKYMEHTA;

cHCTeMAa 3JIEKTPOHHOr0 A0KymMeHToo0opora (CIJ/l) — aBTOMaTu3nupoOBaHHAS
nH(pOpPMALIMOHHAS CUCTEMA, 00ECIIEUNBAIOIIAsl CO3aHUE PJICKTPOHHBIX JIOKYMEHTOB U
3JICKTPOHHBIX KOMUN TOKYMEHTOB, YIIPABICHUE UMH, UX XPaHCHUE U JIOCTYIN K HUM, a
TAK)K€ PETUCTPAIUIO IOKYMEHTOB;
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CKAaHMPOBaHUE JOKYMEHTA — MOJy4YEeHUE FIEKTPOHHOI0 00pa3a TOKyMEHTa;

cayx0a /eJoNnpoOUu3BOACTBA — CTPYKTYPHOE MOApa3jeiiecHne YHUBEpCUTETA
(oOmruit oTeIT), HA KOTOPOE BO3JIOXKEHBI (DYHKIIMH 10 BEACHHIO JISJIONPOU3BOJICTBA, &
TaK>Ke JIMIA, OTBETCTBEHHBIEC 3a BEJICHHUE JEJIONPOU3BOACTBA B IPYTUX CTPYKTYPHBIX
MO/Ipa3/ieNICHUsIX Y HUBEPCUTETA;

yHupuuupoBaHHasi ¢GopMa JOKyMEHTA — COBOKYNHOCTb PEKBU3UTOB U
TUNOBBIX (PPAarMEHTOB TEKCTa JOKYMEHTa, YCTAaHOBJIEHHBIX B COOTBETCTBUHU C
pemiaeMbiMM B JaHHOW cdepe JeATenbHOCTH 3aJadyaMM, paCIOJIOKEHHBIX B
OIpPEJICTICHHOM MOPSIIKE Ha HOcUTENe MHPOPMALINH;

¢puznyeckn 000CO0TCHHBI MATEepPHAJBHBIM HOCHTEJb — MAaTEpUAIIbHBIN
HOCHTENb, IPEIHa3HAYCHHBIN JIs 3aIMCH, XPAHEHUS] BHE MHPOPMAIIMOHHON CUCTEMBI
U BOCHPOU3BeIeHMs HHPOpMaLuK B IUPpoBOH (hopme;

¢ongo00pazoBaTesb — IOPUAMYECKOE WM (PU3NYECKOE JUI0, B Mpoliecce
JEeSTENbHOCTH KOTOPOTO 00pazyeTcss JOKyMEeHTaIbHbIN (HOH;

¢popMaT apxXMBHOIO XpaHeHHMs 3IJIEKTPOHHOIO [OKyMeHTa — (dopmar,
YCTAHOBJICHHBII HOPMATUBHBIM TPABOBBIM aKTOM U TMpeAHA3HAYCHHBIA IS
JUTUTETTHHOTO ¥ TIOCTOSTHHOTO XPaHEHHUS JIEKTPOHHBIX IOKYMEHTOB;

(¢opmMupoBaHue Aeja — IPyNIUPOBKA HCIOIHEHHBIX JOKYMEHTOB B JIEJO B
COOTBETCTBHH C HOMEHKJIATypOH JIeT;

madjgon OJganka (yHuuunupoBaHHOW ¢(opMBbI JOKyMeHTa) — OJaHK
nokyMmeHTa (yHuduimpoBanHas popma JOKyMEHTA), PECTAaBICHHBIN B 3JIEKTPOHHON
dopme;

IKCNEPTU3a IIEHHOCTH JTOKYMEHTOB — M3yUYE€HHE JIOKYMEHTOB HAa OCHOBaHUU
KPUTEPUEB MX ILIEHHOCTU B IEJAX OMpPENeNieHUs CPOKOB XpPAaHEHUS JOKYMEHTOB U
otOopa ux JJIs BKIOUEeHHs B cocTtaB ApxuHOro (hoHma Poccuiickoit denepanuu;

3JIeKTPOHHASI KONMS [OKYMEHTa — KOINHUA JOKYMEHTa, CO3/laHHas B
AIEKTPOHHOU opme;

3JIeKTPOHHAsT HM(ppPoBasi MOANMCH — PEKBU3UT DJIECKTPOHHOTO JTOKYMEHTA,
NpeIHa3HAYeHHBIN ISl 3alIUTHl JAHHOTO AJIEKTPOHHOTO TOKYMEHTa OT IMOJCINIKH,
MOJIYYEHHBIH B pe3ysbTaTe KpUOTOrpadHuuecKoro mpeodpa3oBaHUs MHPOPMAIUU C
WCIIOJIb30BAaHUEM  3aKpBITOTO  KJIIOYAa OJEKTPOHHOW IUGPOBOM MOAMUCH H
MO3BOJISIIONIUN MIACHTU(UIIUPOBATh BIajenblla cepTudukara KIOYa TMOJINUCH, a
TaK)K€ YCTAHOBHUTH OTCYTCTBUE UCKAXKEHUS NHPOPMAIIUU B SJIEKTPOHHOM JOKYMEHTE;

3JIEKTPOHHOE [1eJI0 — DJEKTPOHHBIMH JIOKYMEHT WM COBOKYIHOCTb
AJIEKTPOHHBIX IOKYMEHTOB U METAIAHHBIX K HUM, C(OOPMUPOBAHHBIE B COOTBETCTBUU
C HOMEHKJIaTypOH AE;

3JIEKTPOHHBI APXHUB — COBOKYIMHOCTh HAXOASIIUXCSl HA ApXUBHOM XPaHEHUU
ANEKTPOHHBIX O00pa30B  JIOKYMEHTOB, DJIEKTPOHHBIX JIOKYMEHTOB, a TaKXKe
ANEKTPOHHBIX KapTOUEK;

3JIEKTPOHHBIN JOKYMEHT — JJOKYMEHT, B KOTOPOM MH(pOpMaIHsl mpecTaBiIeHa
B 3JICKTPOHHO-IIU(PPOBOI popme;

3JIEKTPOHHBI JOKYMEHTO00OPOT — JIOKYMEHTOOOOPOT C NPUMEHEHHEM
MH()OPMALIMIOHHOW CUCTEMBI;

3JIEKTPOHHBI 00pa3 JAOKyMEeHTa — DJJICKTPOHHAs KOMHsS JOKYMEHTa,
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M3rOTOBJIEHHOTO HA OYMa)KHOM HOCHTEIIE;
OpUANYecKasi 3HAYMMOCTb JOKYMEHTA — CBOMCTBO JJOKYMEHTa BBICTYNaTh B
KaueCcTBE MOJATBEPKICHUS AEIOBOM JeATENbHOCTH JINOO COOBITUI TMYHOIO XapaKTepa;
OpUAdYecKasl CHja JOKYMEHTa — CBOHCTBO OQUUHMAIBLHOTO JOKYMEHTa,
coo0111aeMoe eMy JeHCTBYIOIIMM 3aKOHOIATEIbCTBOM, KOMIIETEHIIMEN U3JaBUIETO €r0
opraHa ¥ yCTaHOBJICHHBIM MOPSIAKOM O0(pOpMIICHHUS.

I11. CO3JAHUE TOKYMEHTOB B YHUBEPCUTETE

JesTenbHOCTh ~ YHUBEpPCUTETAa  KaK  BBICHIETO  Y4eOHOro  3aBe/ICHHMS
o0ecreynBaeTcss CUCTEMOM B3aMMOCBSI3aHHOM YHU(MDUIIMPOBAHHON YIIPaBICHUECKOU
nokyMmeHTanuu. Ee coctaB ompejenseTcss KOMIETeHIHe YHUBEPCUTETA, MOPSIAKOM
paspenieHuss BOMPOCOB (€AMHOHAYAIbHBIM WM KOJUIETHANbHBIN), 00bEMOM W
XapaKTepoOM B3aUMOCBS3EH MeXa1y Y HUBEPCUTETOM, APYTUMH OpraHaMH YTIpaBIeHUs
U OpraHU3alUsIMU.

JIOKyMEHTBI MOTYT CO37aBaThCsi Ha OyMa)KHOM HOCHUTENIE M B DJIEKTPOHHOM
dopMe ¢ cobIIt0IeHHeM YCTaHOBIIEHHBIX MPaBUIT OOPMIICHUS JOKYMEHTOB.

[Ipu moAroToBKE JOKYMEHTOB B Y HUBEPCUTETE PEKOMEHAYETCSl UCIOJIb30BATh
TeKCTOBBIN penakTop Microsoft Word ¢ rapautypamu u pasmepamu nipugToB:

Times New Roman Ne 13, 14;

IIPU COCTABIICHUM TaOJHUIl TOMYCKAETCS HMCIOJIb30BaHME MIPUPTOB MEHBIITUX
pasmepoB ot Ne 12 no Ne 14; pasmepom Ne 12,13,14 (mns opopmiieHHs 3ar0JIOBKOB
TOKyMeHTOB); pazmepoM  Ne 8,10 (st oopmIIeHHS] PEKBU3UTOB UCTIOTHUTEIA ).

Texct nokyMeHTa medaraercss uepe3 1-1,5 MeEXCTpOYHBIX HHTEpBaa,
MHOTOCTPOYHbBIE PEKBU3UTHI IEYATAIOTCS YEPE3 OJIMH MEKCTPOUYHBII HHTEPBAJ.

TekcT 1OKyMEeHTa BBIPAaBHMBAETCS MO IIMPUHE JIKCTA (MO TpaHMIAaM JIEBOTO U
MPaBoOro Mojiek JOKYMEHTA).

3.1. BbaaHKH J0KYMEHTOB

3.1.1. B YHuBepcuteTe MCHONB3YIOTCS OJAHKU JOKYMEHTOB, U3TOTOBJICHHBIC
Ha OyMa)XHOM HOCHTEJE, a TaKKe DJICKTPOHHBIC MIabMOHBI ONaHKOB. JIOKYMEHTHI,
co3gaBaeMble Ha OyMa)KHBIX HOCHTENSAX, OGOPMIISIOTCS HAa CTaHAAPTHBIX JIMCTaX
oymaru ¢opmara A4 (210 x 297 Mmm) 1u6O B BUIE SJIECKTPOHHBIX IOKYMEHTOB.

HopmatuBHBIE TIpaBOBBIE aKThHI, PACMOPSAUTEIbHBIC JOKYMEHTHI M MHCHMa
YHuBepcutTeTta 0oQOPMISIOTCS Ha OJaHKaX B COOTBETCTBHH C TPEeOOBAHUSMH
HacTosmen MHcTpykuum.

JIOKyMeHTBI, wW37aBaeMble OT WMEHH JBYX WWIH OoJiee OpraHu3aIu,
odopmisitorcs 6e3 OJaHKa Ha CTaHAAPTHBIX JTUCTaX OyMary.

3.1.2. Ha GmaHkax M3roTaBiIMBaIOT TOJHKO MEPBYIO CTPAHUILY TOKYMEHTA, IS
BCEX CIICIYIONINX CTPAHUI] UCTIONB3YIOT CTAHIaPTHBIC JTUCTHI OyMardy.

3.1.3. Ilpm m3roToBIeHNN TOKYMEHTOB Ha JIBYX U 00JIee CTpaHUIIAX BTOPYIO U
MOCJICTYIONINE CTPAHUIIBI HYMEPYIOT (HOMEp CTPaHHIIbI MPOCTABISIOT MOCEPEIUHE
BEPXHETO TOJIS JOKYMEHTa Ha PaCCTOSTHUH He MeHee 10 MM OT BEepXHETO Kpasi JINCTa)

3.1.4. B YHuUBepcUTETE MPUMEHSIOTCS CIeAYIONUEe OJIaHKH:
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npoaoabHbIN Oank nuchma (IIpunoxkenue Ne 1);

OJlaHK TUCbMa IS TEPENHuCKH C 3apyOeKHBIMU KOPPECHOHACHTaMU
(ITpunoxenue Ne 2);

o6mumit 6nank (IIpunoxenue Ne 3);

OJIaHKM pacnopsIuTENbHBIX JOKYMEHTOB, H3/JaBacMble B O0OILIEM OTHeNe
YHuBepcurera:

pacnopsbkenue (ITpunoxenue Ne 4);

npuka3 ([Ipunoxenue Ne 5);

Opranuzanus paboThl MO HM3TOTOBICHUIO U YYeTy OJAHKOB JIOKYMEHTOB B
YHuBepcuTeTe Bo3JiaraeTcs Ha oOIIUi OTe] Y HUBEPCUTETA.

OO6wmwmit otaen YHuBepcurera:

- odopMIIFeT 3aKa3bl HA U3TOTOBJIEHUE OJIAHKOB MUCEM JUIsl Y HUBEPCUTETA;

- OCYIIECTBIISICT TMOJIYYEHUE, y4eT TMOCTYIUICHUS OJIAHKOB TMHUCEM U BbIIAUy
B CTPYKTYpPHBIC MMOpa3/iefIieHUus] Y HUBEPCUTETa U3TOTOBJICHHBIX OJIAHKOB.

Jlns BeieHUsl ydyeTa BbIJauu OJaHKOB MHUCEM, U3TOTOBJICHHBIX THHOTpadcKum
croco0OM, B CTPYKTYpHBIE MOJpa3fciieHus] YHUBEpPCUTETa OJIAHKH HYMEpYITCA
tunorpadckum crnocodoom. [TopsakoBelli HOMEP MPOCTABISAETCS B MPAaBOM HUKHEH
YacTH JIMIIEBON CTOPOHBI OJIaHKA MHUCHMA.

[Tpu nepenaye 01aHKOB MUCEM B CTPYKTYPHBIE MOAPA3/ACIICHUS 1€TAeTCs 3aIUCh
B JKypHaJie yuyeTa Bbigaud AaHHbBIX OjaHkoB (IIpunoskenune Ne 6) B CTpYKTypHbBIE
nojpasfeyeHuss ~ YHHUBEpcUTeTa. biIaHKd THCeM  BbIJAIOTCA  PaOOTHUKaM,
OTBETCTBEHHBIM 32  JICJIONIPOM3BOJICTBO B  CTPYKTYPHBIX  MOAPa3AeICHUIX
VYHuBepcuTeTa Mo MOANUCH B KypHaJie y4yeTa BblJauu OJlaHKOB. biaHku muceM He
NOJIJIE’KAT KOMMHPOBAHUIO.

briankn AOKyMEHTOB YHHMBEpPCUTETa [OJKHBI HCIOJIB30BATBCA CTPOTO IO
Ha3HAYEHUIO M 0€3 COOTBETCTBYIOUIETO pa3pellieHrss HE MOTYT IIEpeIaBaThCs IPYTrUM
OpraHu3anusiM, a TaKXKe B JpPYrM€ CTPYKTYpHbIE TOAPA3ACICHUS BHYTPU
YHuBepcurera.

JIokyMeHTbl YHUBEpCUTETa JOJDKHBI HMETh YCTAaHOBJICHHBIM KOMIUIEKC
00s3aTENBHBIX PEKBU3HUTOB.

Jlns 6aranka nucema:

- TIOJIHO€ HAUMEHOBaHUE Y HUBEPCUTETA,

- CHpaBOYHBIC JIaHHBIE 00 YHUBEpCcUTETE (MOYTOBBIN agpec, Homep TenedoHa,
Teneon-pakc, aapec IMEKTPOHHOMN MOUYTHI);

- OTMETKHU ISl IPOCTABJIEHUS JaThl U PETUCTPALIMIOHHOTO HOMEDA.

/na 6nanka npukasza, pacnopaicenus, nNpomoKoia:

- TOJIHOE U KPAaTKOE€ HAMMEHOBAHUE Y HUBEPCUTETA,

- BHUJ JOKYMEHTAa;

- MECTO COCTaBJICHHMs (M3J]aHUs) TOKYMEHTA;

- OTMETKHU JUIsl IPOCTABJIEHUS JaThl U PETUCTPALIMOHHOTO HOMEDA.

3.1.5. Beegenme B oOpamieHue MO Mepe HEOOXOAMMOCTH HOBBIX OJIAHKOB
JIOKYMEHTOB OCYILIECTBIISIETCS MO Pa3pPEIICHUIO (IOPYUSHHUI0) PEKTOpa Y HUBEPCUTETA.
CooTBeTCTByIOIIME TMPEIJIOKEHUSI BHOCSTCS HAYallbHUKOM  OOIIEro  otaena
YHuBepcurera.
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3.2. PeKkBHU3UTBI JOKYMEHTOB

[Tpu MOJATOTOBKE OpraHU3alMOHHO-PACTIOPSIAUTENbHBIX JOKYMEHTOB
opopmitsitorcss pekBU3UThl JoKyMeHTOB ¢ yuetom ['OCT P 7.0.97-2016 «Cuctema
CTaHAAapTOB MO HWH(opMauuu, OubnaroredyHomy u uznarensckomy aeny (CHUBU]).
OpraHu3aiMoOHHO-pacnopsauTeNbHas ToKyMeHTanus. TpeboBaHus K O()OpMIIEHHIO
nokymeHnToB» (yTB. [Ipukasom Poccranpapra ot 08.12.2016 Ne 2004-ct) (B pen. ot
14.05.2018). lIokyMeHTbI, CO3/1aBacMbIc B Y HUBEPCUTETE, UMCIOT CTAOMIIbHBIN COCTAB
PEKBHU3UTOB, PACIIONOKEHUE U CLIOCOOBI 0(OPMIICHUS.

B YHuBepcurere ycTaHOBIIEH CIAEAYIOMNUNA COCTAB PEKBU3UTOB JIOKYMEHTOB:
sMOJeMa;

KO (POPMBI TOKYMEHTA;

HaUMEHOBAaHUE OpPraHU3alluy — aBTOpa JOKYMEHTA;
CIIPaBOYHbBIE TaHHbIE 00 OpraHU3alNH;
HauMEHOBaHUE BUJA JOKYMEHTA;

MECTO COCTaBJICHHUS (M31aHUs) TOKYMEHTA;
JaTa JTIOKyMEHTa;

PErUCTPAIMOHHBIA HOMED IOKYMEHTA;
CCBUIKA Ha PErUCTPAllMOHHBIM HOMEp U J1aTy IOKYMEHTA;
ajapecar;

3aroJIoBOK K TEKCTY;

TEKCT JOKYMEHTA;

OTMETKa O HAaJUYHUH MPUIIOKEHUN;

rpud coriacoBaHus TOKyMEHTA;

BU3A;

MOJIUCH TOJDKHOCTHOTO JIUIIA;

OTMETKa 00 AJIEKTPOHHOU MOITUCH;

rpud yTBEepKIECHUS TOKYMEHTA;

yKa3aHUsl TI0 UCIIOJIHEHUIO JOKYMEHTA;
OTTHUCK TI€YATH;

OTMETKa O 3aBEPKE KOINU;

OTMETKA 00 UCIIOJIHUTEIIE;

OTMETKA O MOCTYIUICHUH JOKYMEHTA;
OTMETKa 00 MCTIOJIHEHUU JJOKYMEHTA;
OTMETKa O KOH()HICHIINATbHOCTH;

OTMETKa O KOHTPOJIE;

OTMETKA O HAIMPaBJICHUH JOKYMEHTA B JIETIO.

CocTaB pEKBU3HTOB KOHKPETHOIO JOKYMEHTa ONPEIEISETCs €ro BHIOM,
KaTEropren 1 HA3HAYCHUEM.

KpoMe mnepedncieHHbIX PEKBU3UTOB, NpPU MOATOTOBKE JIOKYMEHTOB U B
npoiecce padoOTbl C JAOKYMEHTAaMHU MOTYT HCHOJb30BaThCS JIPYTU€ PEKBU3BUTHI,
Hanpumep, oTMeTkn «CpouHoy», «OnepatuBHO», «llomyiexxuT Bo3Bpaty» u ap.

IIpu odopmiieHUN PEKBU3UTOB JOKYMEHTOB Y HUBEPCUTETA PEKOMEHIYETCS
ocHOBBIBaThcs Ha [IpaBunax oopmiieHHs peKBU3UTOB, YKa3aHHBIX B 11.3.3.
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3.3. OdopmiieHne peKBU3UTOB TOKYMEHTOB

Bce nokyMeHTHl, co3naBaemMblie B YHHBEPCUTETE, HMEIOT YCTAaHOBJIEHHBIN
COCTaB PEKBU3UTOB, MOPSTOK UX PACTIOIOKEHHUSI, IEYATAIOTCS Ha CTAaHAAPTHBIX JINCTAX
oymaru ¢opmata A4 (210 x 297 mmMm), paszmepom mpudta Ne 14. IIpu odbopmienun
MIPUJIOKEHU I B BHUJI€ TAOJUYHBIX MAaTEPUAIOB JOMYCKAETCS B CIy4yae HEOOXOIUMOCTH
ucIoiab30BaTh Oymary dopmata A3 (297 x 420 MM), a TaKKe UCIIOJIB30BATh Pa3MEphI
mpudToB Menbiue Ne 14.

Kaxnpiii auct gokymeHnta, oQopMieHHbIM Kak Ha OjaHke, Tak U 0e3 Hero,
JIOJDKEH UMETh TI0JISI HE MEHee:

BEpXHEE TOoJIE - 2 CM, HIDKHEE MoJie - 2 CM,

JIEBOE MOJIE - 2 CM, IpaBoe noje - 1 cMm.

JlokymMeHThI JuTenbHbIX (CBbIMIE 10 J€T) CpOKOB XpaHEHUs JOJDKHBI UMETh
neBoe noJie He MeHee 30 M.

[Ipu odopmieHnn T0OKyMEHTa Ha JBYX M 0ojiee CTpaHUIIAX BTOpas M
MOCJICNYIOIINE CTPAHUIIBI HYMEPYIOTCA apaOCkumu IudpaMu dYepe3 BepxXHUU
KOJIOHTHUTYJ, 3HAaK HOMEpa CTpPaHMIIbl BBIPABHUBACTCS IO IEHTPY, I€UaTaeTcs
pasmepom mmpudTa Ne 12 6€3 JOMOTHUTETBHBIX CUMBOJIOB. AO3aIlHBIN OTCTYN TEKCTA
JOKYMEHTa COCTaBIseT - 1,25 cm.

Imobaema

OMOsnema oOpraHuszanuu, paspaboTaHHass | YTBEPXKIEHHAs B TMOPSJIKE,
YCTAHOBJIEHHOM 3aKOHOAATENbCTBOM Poccuiickoii ®enepaunu, pa3sMeliaeTcs Ha
0JlaHKaxX JJOKyMEHTOB Y HUBEPCHUTETA.

N3o6paxkenne sMOIeMbl TOMEIIAETCSl HA BEPXHEM MoJie OJaHKa JOKyMEHTa Ha
pacctosaur 10 MM OT BepXHEro Kpas JIMCTa, 3aXBaThIBas 4YacTh paboueld 30HbBI
JOKYMEHTA, LICHTPOBAHO HAaJl PEKBU3UTAMU OpTraHU3allUU.

Ko ¢popmbl 1okymeHTa

Kon dopmbl nokyMeHTa mpocTaBisieTcss Ha YHH(PUIMPOBAHHBIX Gopmax
JOKYMEHTOB B coOTBeTCTBMM ¢  OOIIepoccuiickuM  Kilaccu(pukaTopom
ynpasineHueckor gokymeHTanmuu (OKVY/]) wim nokaiabHBIM KJIacCHU(PUKATOPOM,
pacroJyiaraeTcsi B IpaBOM BEpXHEM YTy pabodero moiis T0KyMEHTa, COCTOUT U3 CJIOB
«Dopma no» (HamMeHoBaHUe Kiaccupukaropa) u nupoBoro Koja.

HaumeHoBaHue OpraHu3anum — aBTOpa JOKYMeHTa Ha OJaHKe OKyMEHTa
JOJDKHO ~ COOTBETCTBOBAThH ~ HAMMEHOBAHUIO  OpraHU3allUM: dbenepanbHOe
rOCy/IapCTBEHHOE OIOJKETHOE 00pa30BaTEIbHOE YUPEIKIECHUE BHICIIETO 00pa30BaHUS
«Ydumcknii YHUBEPCHUTET HAYKM W TEXHOJOTHI» — VYKa3blBa€TCSI B TOYHOM
COOTBETCTBHUHM C yCcTaBOM YHHUBepcuteta. COKpallleHHOe HAaMMEHOBAHUE YKa3bIBACTCA
Bcaen 3a mosHbM HanMeHoBaaueM (PI'BOY BO «Ydumckuii yHuUBEpCUTET HAYKH U
TEXHOJOTUW», YOUMCKUN yHHBEPCUTET, Y DUMCKHI YHHBEPCUTET HAYKH W
texunosioruii, Y YHuT).

Han naumeHoBaHMEM opraHu3allid — aBTOPA JOKYMEHTA YKa3bIBA€TCS MOJIHOE
WJIU COKpalIeHHOE HAMMEHOBAHUE BBILIECTOAIIECH OpraHu3aluy (YUpeauTes):

MuHucTepCcTBO HAyKHU U BbIciero oopazoBanusi Poccuiickoit @enepanuu.

MUHOBPHAYKM POCCHUM - newaraercs MNPONUCHBIMU OyKBamu.
BripaBHUBaeTCS 10O LEHTPY.
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CnpaBo4Hble JaHHbIC 00 OPraHU3aAlUU

CrpaBoYHBIC JTaHHBIC YKA3bIBAIOTCA B OJIaHKAX MHCEM W BKJIIOYAIOT B ceOs
MOYTOBBIN asipec, Homep Tenedona, HoMep (akca, opUIHATBHBINA aJIPEC HITEKTPOHHOM
MTOYTHI.

HanmeHoBaHue BHIa JOKYMEHTA

HamMeHoBaHue BHJa JOKYMEHTa, CO37aBa€MOTr0 B YHHBEPCUTETE, JODKHO
COOTBETCTBOBAaTh BHJAM JOKYMEHTOB, TMpeaycMOTpeHHbIM OOmepocCHiicKumM
KjaccudukaTopom yrpasiaeHdeckoil nokymenrauuu (OKY [1).

MecTto cocTaBieHus (M31aHUA) TOKYMEHTA

MecTo cocTaBiIeHUS WIM H3JaHUS JOKyMEHTa YyKa3bIBaeTCsd Ha OaHKax
JOKYMEHTOB Y HUBEPCHUTETA, 32 HCKIIFOUCHUEM OJIAHKOB ITHCEM.

Jdara nokymeHTa

JlaToli JOKyMEHTa SIBJISICTCS Jara ero IOANHCaHUS (pacropsaUTEIbHbIC
JOKYMEHTBI, TTUChMa) WJIH COOBITHSA, 3a)UKCUPOBAHHOTO B JIOKYMEHTE (IIPOTOKOIN).
JIst yTBEpK1aeMoro JIOKyMeHTa (perjiaMeHT, TUIaH, MHCTPYKIIHS, TIOJIOKEHHUE, OTYET)
— J1aTa yTBEPKICHUS.

JlaTa TOKyMEHTa IPOCTABIISAETCS JIOJDKHOCTHBIM JIUIIOM, TTOIITUCHIBAIONTAM HITH
YTBEPKJIAIONMIAM JIOKYMEHT, WM OOIIMM OTIEIOM YHHUBEPCHTETAa NPH PETUCTPAINH
NoKyMeHTa. [lpu nodzomoske npoexma OOKYMeHma neuamaemcs moJbKO
0bo3HaueHue mecaya u 200d.

Bce ciyxeOHbIe OTMETKH Ha JOKYMEHTE, CBSI3AHHBIE C €r0 MPOXOXKICHHUEM U
UCIIOJTHEHUEM, JOJIKHBI JATUPOBATHCS U MO ITUCHIBATHCS.

Haty noxymeHTa oQopMIISIOT apaOCKUMU HUPpPaMH B MOCIETOBATEIHHOCTH:
JIeHb MecsIla, Mecsll, roj. JleHb Mecsia u Mecsi 0hOpMIISIOT ABYMs ITapaMu apaOCKuX
udp, pa3IeTeHHBIMA TOYKOM; TOJT — YETHIPhMS apaOCKuMU Iudpamu.

Hanpumep:

09.01.2023

Jlomyckaercs ciioBecHO-IUGPOBOI criocod oopMIIeHUS 1aTHI,

Hanpumep.

9 sauBaps 2023 1. / 9 suBaps 2023 roga

PerncrpanuoOHHbIA HOMEP JOKYMEHTA

Peructpanmonnbie HOMEpa JIOKYMEHTaM TPUCBAMBAIOTCA B TIpelaenax
KaJICHJAPHOTO TOJa MPH TMOMOIIUA CHCTEMBI AJIEKTPOHHOTO TOKYMEHTOOOOpOTa B
COOTBETCTBYIOIIEH TPYIITIE JOKYyMEHTOB.

PeructpannoHHbIil HOMEpP HCXOSIIETO JOKYMEHTAa COCTOUT U3 IMOPSIAKOBOTO
HOMEDA, JIOTIOJITHEHHOTO COOTBETCTBYIOIINM WHEKCOM CTPYKTYPHOTO MOAPA3ICIICHNUS,
TOTOBUBIIIETO JAHHBIA JTOKYMEHT, KOTOPBIM UCXOJS M3 3a7a4 MOWCKA, JTOTOTHSICTCS
HOMEPOM TIATKK 110 HOMEHKJIAType Jell.

Hanpumep:

Ne 35/0202-12, rne

35 — MOPSAAKOBBIM HOMEP MHUCHMA,

202 — wHACKC CTPYKTYPHOTO TMOApa3aeieHus (Kox),

12 — HOMep ManKu 0 HOMEHKJIAType Je.

PeructpannoHHbIil HOMEP JOKYMEHTA U J1aTa PETUCTPAIMH MPOCTABIISIOTCS Ha
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MOJIMHHUKE JOKYMEHTa B PEKBU3UTAX OJaHKAa U HAa KOMHUH JOKYMEHTA, OCTarouencs
B YHUBEpPCUTETE.

PeructpauvoHHblii  HOMEpP  JOKYMEHTA, COCTABIEHHOIO  HECKOJIbKUMH
IOPUJANYECKUMH JIMIIAMH, COCTOUT U3 MPUCBOCHHBIX UM PETUCTPALIMOHHBIX HOMEPOB
JOKYMEHTA, MEPEYUCICHHBIX B MOPSAKE IMEPEUUCICHUS aBTOPOB JOKYMEHTA 4depe3
KOCYIO 4epTy.

PeructpannoHHblii HOMEpP BXOSIIETO JOKYMEHTa COCTOUT W3 MOPSIKOBOTO
HOMEpPA, JAOMOJHEHHOTO COOTBETCTBYIOIIMM HOMEPOM IMANKH, B KOTOPOUW XpaHUTCA
BXOJAIIAs MTOYTA.

Cchbulka Ha perucTPAUMOHHBIN HOMEP M 1aTy JOKYMEHTA

Cchulka Ha PEruCTPallMOHHBII HOMEP M JIaTy NOCTYNHMBIIETO JOKYMEHTa
BKJIIOYAET PETUCTPALMOHHBIA HOMEpP M JIaTy BXOJAIIETO JOKYMEHTa, Ha KOTOPBIi
naetcst oTBeT. CChUIKA HAa PETUCTPALMOHHBIN HOMEP U JIaTy NOCTYHUBIIETO JOKYMEHTA
MPOCTABIIAETCA UCIIOTHUTENIEM IIPU MOATOTOBKE MHChMa-OTBETA.

Anapecar

JIOKYMEHTBI aJpecyloT OpraHM3alMsIM, UX CTPYKTYPHBIM MOJpa3eiICHUAM,
JOJDKHOCTHBIM WU (DU3UYECKUM JTUIAM.

B pexBuzute «Aapecat» J0MycKaeTcs WCIOIb30BaTh O(PUITMATBLHO MPUHSTHIC
COKpaIllleHHbIE HAUMEHOBAHMS OPraHOB TOCYJIapCTBEHHOW BJIACTH, OPraHOB MECTHOTO
CaMOYTpPAaBJIEHUs, OPTaHU3aLIHI.

HanmeHnoBaHue agpecara nucbMa evyaTaeTces B peeax ClenualibHON paMKH,
pacroioKeHHON B BepXHel yactu OnaHka, mpudprTom Times New Roman pasmepom
Ne 14 gepes 1 MexKCTpOUHBIN UHTEPBAJ, U POPMATUPYETCS IO JIEBOU I'PAHHUIIE.

[Ipu anpecoBaHNM JOKYMEHTA OpTraHU3alUH, €€ CTPYKTYPHOMY HOAPA3AECICHUIO
0e3 ykazaHUsl JTOJDKHOCTHOTO JIMIIA WX HAaWMMEHOBAaHUSA TMHUIIYTCS B MUMEHHUTEIHHOM
najexe.

Hanpumep:

MUHHUCTEPCTBO HAYKH
¥ BBICIIET0 00pa30BaHUS
Poccuiickoit @enepannun

JemaprameHnt
rOCYJapCTBEHHOM MOJIUTHUKH
B c(hepe BBICIIETO
oOpa3zoBaHus

[Ipu agpecoBaHMM JOKYMEHTa PYKOBOJUTENIO OpraHU3aluu (3aMEeCTUTENIO
PYKOBOJUTENS]) €€ HAaMMEHOBAHME BXOAUT B COCTaB HAMMEHOBAHMS [TOJKHOCTH
ajpecaTa, HAMMEHOBAHHE JIOJHDKHOCTH YKA3bIBAE€TCSI B ATEIIBHOM MAJI€KE; UHUYUATbL
cmasamcsa nocie gamunuu.

Hanpumep:

Munuctpy
oOpa3oBaHus U HAYKU
Pecny6nuku bamkoproctan
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Magnetbepauny 1.M.

IIpn agpecoBaHMM JOKYMEHTA PYKOBOJUTEIO CTPYKTYPHOTO NOAPA3IACICHUS
YKa3bIBa€TCs B HMMEHUTEIBHOM IIAJIeKE€ HANMEHOBAaHWE OpPraHMU3allMH, HUKE — B
JNATEIbHOM TIaJIeK€ HAWMEHOBAaHUE JOJDKHOCTHM PYKOBOJIHWTENS, BKIIIOYAIOLIEE
HAaMMEHOBaHUE CTPYKTYPHOTO MOApa3aeieH s, paMUINI0, THUIUAIIBI.

Hanpumep:

MuHUCTEPCTBO HAYKH
U BBICILIETO 00pa30BaHUs
Poccuiickoit @enepannun

Jupexropy

Jemapramenra
TOCYJapCTBEHHOM MOTUTUKH
B c(hepe BbICIIETO
obOpazopanus Ps6ko T.B.

Ecam noxymeHT anpecyeTrcs JMIly, UMEIONIEMY YY€HOE 3BaHUE WUJIU YUYEHYIO
CTEIEeHb, TO OHU MOTYT YKa3bIBaThCs Mepe] paMuiivield U MHUITMAIaMu ajapecara.
Hanpumep:
Pektopy denepanpHoro
rOCyIapCTBEHHOTO
OIOKETHOT'O
00pa3oBaTeIbHOTO
YUPEKICHHS BBICILIETO
oOpasoBaHus «Y GUMCKUIA
YHUBEPCUTET HAYKH U
TEXHOJIOTUI,
JIOKTOPY XUMUUYECKHUX HaYK,
npodeccopy
3axapoBy B.IL.
[Ipu pacceuike OKyMEHTa TpyIIe OpraHu3alii OJHOTO TWUIA WIA B
CTPYKTYpPHBIE TIOJIpa3/IeICHIs OJHONW OpraHU3aIliu aipecaT yKa3blBaeTcs 0000IEeHHO.
Hanpumep:
PykoBoautensm dumanos
OBY «MuHoBanus»

PykoBoautenmsam
YIPAaBICHUN U OTJEIIOB
OBY «MuHoBanusa»

IIpu paccbuike [OOKyMEHTa HE BCEM OpraHU3alUsIM WIA CTPYKTYpPHBIM
MOAPA3AEICHUSAM MOJT PEKBU3UTOM «AJlpecar» B CKOOKax yKa3bIlBaeTcs: (IO CIIUCKY).

Hanpumep:
PykoBoguTensam ¢uimnanon
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OBY «MunoBanus»

(MO CIHCKY)

COMcoK pacChUIKM COCTAaBJISAETCS MCIOJHUTENEM U MPEAOCTABIAETCS Ha
OYMa)KHOM WJIM 3JIEKTPOHHOM HOCHUTEIISAX B OOILIUNA OTAET Y HUBEPCUTETA.

Ecnam nuceMo HampaBIisIeTCs B OPraHU3ALMIO WM JOJDKHOCTHOMY JIMIY W JUIS
CBEJICHUSl €Ule psy OpraHu3aluuid WM JOJKHOCTHBIX JIUL, 0Ollee KOJIMYECTBO
aJpecaroB HE JODKHO ObITh OoJjiee 4eThIpeX, IpH 3TOM OCHOBHOHM ajapecar
yKa3bIBaeTCs TMEpBbIM, cioBo «Komusi» mepen BTOpbIM, TPETbUM, YETBEPTHIM
azgpecaTaMy HE I1e4aTaeTcs.

B cocraB pekBusuTa «Aznpecar» MOXET BXOAUTh MOUYTOBBIN agpec. IIEMEHTHI
IIOYTOBOIO aJpeca yKa3bIBaIOT B MOCIEAOBATEIBHOCTH, YCTaHOBJIEHHOW [IpaBumamu
OKa3aHUsl YCIIYT MOYTOBOM CBSI3M, YTBEPKJECHHBIX MPUKa30M MUHHCTEPCTBA CBS3H U
MaccoBbIX kKoMMyHHKanuid P® ot 31.07.2014 Ne 234 «O06 ytBepxaenuun IlpaBun
OKa3aHUs yCIYT TOYTOBOU CBS3U».

[Ipu anpecoBanny MMcbMa B OpraHU3alUIO YKA3bIBAIOT €€ HAMMEHOBAHUE, 3aTEM
ITOYTOBBIN aJIpecC.

Hanpumep:

OO61iecTBeHHAs! OpraHu3aIus-
O6mecTBo «3Hanue» Pb

Hropymsl yi., 1. 95,
r. Yoa,
450077

[TouTOBBIN anpec HE yKa3bIBaeTCsl B JOKYMEHTAaX, HAMpPaBIISIEMbIX B BBICIIHE
OopraHbl TOCYJIapCTBEHHOW BIACTH, Ipyrue (enepanbHble OpraHbl UCIIOTHUTEIbHON
BJIACTH, TEPPUTOPUATBHBIC OpPraHbl (heepalbHOTO OpraHa UCIIOJHUTEILHOM BIACTH B
cyobekTax Poccutickoit deaepariuu, MOCTOSTHHBIM KOPPECTIOHICHTAM.

[Ipu ampecoBaHuM TOKYMEHTA @u3uyeckoMy Jauyy YKa3bpIBAIOT (pamMminio u
VHUIMAJIbI TIOJIy4YaTesis B 1aTEIbHOM IMaIeXKe, 3aTEM — IOYTOBBIN aJpec.

Hanpumep:

NBanosy N.U.

Ceepasiosa yi.,
. 53, xB. 32,

r. Ya,
450000

[Tpu oTmpaBke MUChMa MO SJIEKTPOHHOMW MOYTE WM MO (PAKCUMUIBLHOU CBS3H
(6e3 mOCHUIKM MO TOYTE) MOYTOBBIM aapec HE ykasbiBaeTcs. [Ipm HeoOxomumocTu
MOXET OBITh YKa3aH 3JIEKTPOHHBIN ajipec (Homep Tenedona/paxca).

Hanpumep:
Bcepoccuiicknit
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HAaY4YHO-UCCIIEAOBATEIbCKAMN
UHCTUTYT
JIOKYMEHTOBEICHUSA

Y ApXHUBHOTO JeJ1a
mail@vniidad.ru

3aro/10BOK K TEKCTY — KPATKO€ COJIepKaHUE IOKYMEHTA.

Ecam 3aronoBok K TEKCTy OTBEYAET Ha BOIMPOC «O 4YeM?», OH HAUMHAETCS C
npemiora «O» («O6»).

Ecnm 3aronoBok k TEKCTY OTBEYAET Ha BOIPOC «UET0?», OH COCTABISET OJHO
11eJI0€ C Ha3BaHUEM BHjIa ToKyMeHTa. Hampumep:

npuka3 (0 4€M?) 0 CO37]aHUU ATTECTAIIMOHHOW KOMUCCUH

nucbMo (0 uéM?) 0 peoCTaBICHUNU UH(POPMAITUU

aKkT (4ero?) nmpuemMa-mnepeaadu e

IpOTOKOJ (4ero?) 3aceaHusi IKCIIEPTHON KOMUCCUU

3aroj0BoK K TEKCTY 0(hOopMIIsieTCs MO PeKBU3UTAMU OJIaHKa CJIeBa OT T'PaHUIIbI
JIEBOT'O TOJIS.

TekceT TOKyMeHTa

B VHuBepcuTeTe HOKYMEHTHI COCTaBIISIFOTCS Ha PYCCKOM SI3BIKE Kak
rocygapcTBeHHOM s3bike Pocculickoin ®enepanuu. TeKCT HOKYMEHTA H3J1aracTcs
PYCCKUM JIUTEPATypHBIM SA3BIKOM C y4E€TOM OCOOEHHOCTEH o¢uIIMaIbHO-EI0BOTO
CTWJS, BUJA JOKYMEHTAa W €ro Ha3HAY€HUs B YIPABICHYECKOW EATEIIbHOCTH.
CopeprkaHue JOKYMEHTA JIOJKHO OBITh U3JI0KEHO KPaTKO, JIOTHYHO, TOYHO U SICHO.

TexcTbl JOKYMEHTOB U3J1aratorcs OT:

nepBoro Jymna eauHcTtBeHHoro uucina: «I[IPMKA3BIBAIO:... moarotoButsh u
NPEJICTAaBUTh Ha PACCMOTPEHUEY»; «IPOIILY PACCMOTPETh BOMPOC 00 YCTaHOBJICHUU
JBIOTHBIX TapUQPOBY...;

TPETHEr0 JUUA EAUHCTBEHHOIO 4YHUCla: «YHUBEPCUTET HE CUHUTAET
BO3MOKHBIM...;

NEPBOTO JIMIA MHOKECTBEHHOT'O YHCJA: «IIPOCUM MPEICTABUTH JAHHBIE O...»;
«IPENICTABIISIEM Ha PACCMOTPEHHUE U YTBEPKACHUE...»; B mpoTokonax: CIIYIIAJIIN...;
BBICTYIIWIN...; PEITWIINA (ITOCTAHOBWJIN).

B coBMeCTHBIX IOKYMEHTaX TEKCT U3JIaraloT OT [IEPBOIO JIUIa MHOKECTBEHHOTO
YuCla: «IPUKA3BIBAEM...», «PEIIMIIH...).

CBsi3HBIM TEKCT, Kak IMPaBUIO, COCTOMT W3 JABYX uacteil. B mepBoil yactu
YKa3bIBAIOTCS MPUYMHBI, I€JH, OCHOBaHUS CO3JaHUsA JOKYMEHTa; BO BTOPOM
(3aKJIIOYUTENBHON) — pEIIeHUs, BBIBOJBI, MPOCHOBI, peKoMeHJauuu. B Tekcte
JOKYMEHTA, MOArOTOBJIEHHOI'0 HA OCHOBAHUU WJIM BO MCIIOJIHEHUE paHee W3aHHOTO
JOKYMEHTA, YKa3bIBAIOT €r0 PEKBU3UTHI: HAMMEHOBAHHE JIOKYMEHTA U OpPraHU3alliy -
aBTOpa, 1aTy, PETUCTPALIMOHHBIM HOMEP, 3ar0JIOBOK K TEKCTY.

Ecam TekcT colepX UT HECKOIbKO PEIIeHUM, BBIBOJOB U T.d., €r0 MOXHO
pa3OUTh HA pa3Aeiibl, MyHKTHI, MOAIMYHKTHI, KOTOPbIE HYMEPYIOT apaOCKUMU Ludpamu.

B pacnopsauTenbHbIX ~JOKYMEHTaX OpraHu3anui, JCUCTBYIOIIMX Ha
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NpPUHIMIAX €AMHOHAauYaaus, a TAakK€ BO BHYTPEHHMX JOKYMEHTaX, aJpeCOBAaHHBIX
PYKOBOJICTBY, TEKCT U3JaraloT OT T[EpBOro JiIMLA €JIMHCTBEHHOIO 4YHCIa
(«mpuUKa3bIBAIOY, «OOS3BIBAIOY, KIIPEJIATAI0», KITIPOIILY)).

B nokyMeHTax KOJUIeTHaldbHBIX OPraHOB TEKCT HM3JaraioT OT TPEThEro JIMIA
€AMHCTBEHHOTO YHCa («ITOCTAHOBIIACTY, «PELINID»).

TexcT mnpoTOKOJa H3IAralOT OT TPEThEro JIMIA MHOMXECTBEHHOTO YHCIA
(«caymanmy, «BBICTYIUIINY, «PELLIIIN).

B Tekcre mokyMeHTa, MOJITOTOBJIEHHOTO HAa OCHOBAHMM 3aKOHOJATEIbHBIX,
MHBIX HOPMATUBHBIX IPABOBBIX aKTOB, W3/IAHHBIX OpraHaMH BJIACTU M YNPaBIICHUS,
JIOKYMEHTOB, PaHE€ M3/IaHHbIX OPIaHOM BJIACTH — aBTOPOM JOKYMEHTA, YKa3bIBAETCS
HaUMEHOBaHUE BHJIa IOKYMEHTa, HAMMEHOBAHUE OpraHa, W3/1aBIlIEro JOKyYMEHT, 1aTa
OPUHITHS WU YTBEPXKACHHUS JIOKYMEHTAa, €r0 PEerucTpallMOHHBIA HOMEp, a TakkKe
3aroJIOBOK JJOKYMEHTA, 3aKJIFOUEHHBIN B KaBBIYKH.

Hanpumep:

«B cootBerctBuu ¢ nnocraHosieHueM [Ipasurensctsa Poccuiickoin denepanuu
or 15 wutona 2009 r. Ne 477 «O6 yrBepxknenun [IpaBun nenonpou3BOJCTBA B
(denepanbHbIX OpraHax UCIOJHUTEIBHON BIIACTHY.

B TekcT moxkymeHTa MOTYT BKIIIOYaTbCs (parMeHThl, 0(OpPMIICHHBIE B BUJE
TaOJIULIBI WJIA AHKETHI.

[Ipu cocraBieHMM TEeKCTa B BHJIE AaHKEThl HAMMEHOBAHHUS MPU3HAKOB
XapaKTepru3yeMoro o0beKTa JOKHBI ObITh BBIPAXKEHBI MMEHEM CYIIECTBUTEIBHBIM B
UMEHUTEIBHOM TIaJie’Ke WM CIIOBOCOYETAaHWEM C TJIarojoM BTOPOro JIHUIA
MHOKECTBEHHOI'0 YHCJIa HACTOSIIEr0 WM TPOIIEANIero BpeMEHU (uMmeere, ObLIH,
HaXOAWINCh U T.JA.). XapaKTEPUCTUKH, BBIPAKEHHBIE CJIOBECHO, JOJDKHBI OBITh
COTJIaCOBaHbI C HAMMEHOBAHUSMHU MTPU3HAKOB.

I'padpt u cTpokn TaGAUIIBI TOJKHBI UMETh 3ar0JOBKH, BBIPAXKCHHBIE UMEHEM
CYIIECTBUTEIBHBIM B UMEHUTEIbHOM Tajziexe. [loazaronoBku rpad u CTpOK TOJIKHBI
OBITH COTJIACOBAaHBI C 3arojioBkaMu. Ecim Tabauily rnedararoT Oojee 4yeM Ha OJIHOU
cTpaHuile, Trpadsl TaOMMIBI JOJDKHBI OBITH MPOHYMEPOBAaHBI M Ha CIETYIOITUX
CTpaHHUIIaX JOJHKHBI OBITh HaleyaTaHbl TOJIBKO HOMEpa ITHX Tpad.

OTMeTKa 0 HAJIMYUHU NPUIOKEHU

OTMmeTKa 0 MPHIOKEHUU UCTOIb3YeTCS MPU OPOPMIIEHUU COMPOBOAUTEIBHBIX
MACEM M MPUJIOKEHUH K MIPUKa3aM, PaCIIOPSIKEHUAM, IIaHAM, IPOrpaMMaM, OTUYETaM,
ZOTOBOpaM, MOJIOKEHUSAM, IPABUIIAM, HHCTPYKLUAM U Jp. JOKYMEHTAM.

B compoBoauTENbHBIX MHUCbMax OTMETKA O MPHJIOKEHUU O(QOPMISIETCS MOJ
TEKCTOM IHMCbMa OT I'PaHMIIBI JEBOro MoJid. Eciau mpuiokeHue OoJHO M Ha3BaHO B
TEKCTE JJOKYMEHTA, B OTMETKE O MPHJIOKEHUH YKa3bIBAlOT KOJIUYECTBO JIUCTOB.

Hanpumep:
[Ipunoxenne: Ha 3 1. B | 3K3.

[Ipy HaTWYUM HECKOJBKUX MPHUIOKEHUM, B OTMETKE O MPUIIOKEHUSIX OHHU
HYMEPYIOTCS, YKa3bIBA€TCSI HAMMEHOBAHHUE KaXKJAOTO MPHUIOKEHHS W KOJIMYECTBO
JIMCTOB.

Hanpumep:
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[Tpunoxenus: 1. CrnpaBka o ... Ha 3 1. B | 3K3.
2. IIpoekT ... Ha 8 11. B 1 3K3.

Ecnu npunosxenus cOpoLIOpOBaHbl, TO YUCIIO JINCTOB HE YKa3bIBAIOT.
Ecnin x noKyMeHTy mnpwiaraercsi Apyrod JOKYMEHT, TaKXe HWMEIOLINN
MIPUJIOKEHHUE, OTMETKY O HAIMYUU NMPUII0KEHUS 0DOPMIISIOT CIICIYIOIIUM 00pa3oM:
Hanpumep:
[Tpunoxenue: nuceMo Pocapxusa ot 05.06.2014 Ne 02-6/172 u npuinoxenue
K HEMY BCETO Ha 3 J.

Ecnu npunoxkeHuem SBISIIOTCS JAOKYMEHTBHI, 3alMCaHHble Ha (U3MYECKH
000COOJICHHBIN AJIEKTPOHHBIA HOCHTENb (KOMITAKT-TUCK, USDh-¢em-nakonutens u
ap.):

Hanpumep:

[Mpunoxenue: Ilpunoxenue: DVD-R B 1 3k3.

IIpu »TomM Ha Bkiaabime (KOHBEPTE), B KOTOPHIA IMOMEIIAETCS HOCHUTEINb,
YKa3bIBAIOTCS HAMMEHOBAHUS JIOKYMEHTOB, 3alMCAHHBIX HA HOCUTEIh, UMEHA (paiiiios.,
JIOTIOJTHUTENIBHO MOXET YKa3bIBaThCSl 00BEM B OaiiTax.

Ecnu npunoxeHue HanpaBisItOT HE BO BCE YKa3aHHBIE B IOKYMEHTE aJipeca, TO
OTMETKY O €r0 HaM4uu 0QOPMIISIOT CIEAYIOUIUM 00pa3oM:

Hanpumep:

[Ipunoxxenue: Ha 3 J1. TOJBKO B MEPBBIN aJpec.

Ecnn npunoxeHusiMu K CONPOBOAUTEIBHOMY MHUCbMY SBISIOTCS TOKYMEHTHI,
colepxkaiue nHGOpMaIoo KOH(GUIESHIIMATBFHOTO XapaKTepa, HalmpuMmep, JOKYMEHT
JUTSI CITYKEOHOT0 TIOJIb30BAHMS, OTMETKA O MPWJIOKEHUHU MPOCTABIISIETCS CIIEAYIOIUM
obpazom:

Hanpumep:

[Tpunoxenue: CrnpaBka O HEIJIATEKECTIOCOOHBIX MPEANPUATUAX, IS
CITy’kKeOHOT0 MoIb30Banus, Per. Ne 26-acm, Ha 2 1. B 1 9K3.

[IpunoxxeHusIMU ~ SBIISIIOTCS  MOJOKEHHS, PErJIaMEHThbl, IEPEYHU, CIUCKH,
rpaduku, TabmUIEl, 0Opasmbl JAOKYMEHTOB © 1ap. [lpuinoxeHuss BU3HPYIOTCS
WCIIOJIHUTENIEM, BHECILIUM IIPOEKT.

Ha npunoxeHusx cnpaBoOYHOTO XapakTepa K IpPHUKa3aM, pPaCIOPSIKECHUSIM,
[paBWiiaM, UHCTPYKLHMSAM, IIOJIOKEHHUSAM, IUIAHAM, MpOorpaMmam, JOrOBOpaM M Ap.
JOKYMEHTaM OTMETKAa O MPUJIOKEHUU IMPOCTABIISIETCS HA MEPBOM JIUCTE MPHUIIOKECHUS
B IPABOM BEPXHEM YTIIY.

Ecnu npunoxeHnil HECKOJIBKO, OHH HyMEPYIOTCH.

Hanpumep: Ilpunoxenune Ne 1, [Ipunoxenne Ne 2.

Ecnm nmpuiiokeHue OgHO, OHO HE HyMepyercs. B oTMeTke O NpuiioXeHUu
YKa3bIBAa€TCS HAMMEHOBAHUE BUJA OCHOBHOTO JIOKYMEHTA, €r0 JaTa U HOMEP.

Hanpumep: [Tpunoxxenne Ne 2
k npukazy ®I'bOY BO
«Y puMCKU YHUBEPCUTET
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HAyKU U TEXHOJIOTHI»
otT 15.04.2023 Ne561-0

[Ipu HanMuuK B TEKCTE MPUKA3a, PACHOPSIKEHUS POPMYIUPOBKH «Y TBEPIAUTH
(mpunaraemoe MOJIOKEHUE, COCTaB KOMHUCCHM, MEPEYCHb MEPONPUIATHI U 1p.) Ha
CaMOM IIPWJIOKEHHUH B IPABOM BEPXHEM YTy ITPOCTABIAETCA OTMETKA O IIPUIIOKEHNH,
HUXKE — IPUQ YTBEPKACHUS JOKYMEHTA.

Hanpumep:

[Tpunoxenne Ne 1

YTBEPX/IEHO
npukazom ®I'6OY BO
«Y puMCKul YHUBEPCUTET

HAYKH U TCXHOJIOT U
oT«  » 2023 roma Ne 555-
0

I'pu¢ cornacoBanus
CornacoBanue MNpoeKTa JOKYMEHTa C APYTMMH OpraHu3alisiMu, HHTEPECHI
KOTOpPBIX B HEM 3arparuBarorcs, odopmisietcss rpudom corjacoBaHusi. [Ipoext
JOKYyMEHTa MOKET OBITh COIVIACOBAH HEMOCPEACTBEHHO JIOJKHOCTHBIM JIMIIOM,
IPOTOKOJIOM KOJUIETHATBLHOTO OpPTaHa WU CITYKEOHBIM MHCHMOM.
Hanpumep:
COI'JTACOBAHO
[TepBbIii 3amMecTUTEND
MUHUCTpPA (PUHAHCOB
Pecny6nuku bamkoproctan
Iloonuce H.B. Kanyruna

« » 2023 rona
COI''TACOBAHO
ITnucemo

MuHucTepcTBa KYJABTYPhI
Poccuiickoit ®enepanuun
oT 26.03.2023 Ne(01-18/115

I'pudsr  cornmacoBaHMss MOTYT pacmojiaratbcsi Ha  OTAEIbHOM  «JIucre
COIJIaCOBAHMUS», €CJIM COJIEPKAHUE JIOKYMEHTA 3aTParuBaeT MHTEPECHl HECKOJIBKUX
opranu3anui. Ha nokymeHrte gemaerca oTMeTka «JIMCT corimacoBaHUsl HPUIIAracTCsy.
CornacoBaHue IOKyMEHTa OCYIIECTBISCTCS B CICAYIONICH MOCIeT0BATEIbHOCTH:

C BBIIIECTOAIIMMM OpraHaMM — B CJIy4dasX, KOrJa 3aKOHOJATEIbCTBOM
MPEeayCMaTPUBAETCS BO3MOKHOCTh COBEPIIICHUS YIIPABICHYECKUX ICHCTBUI TOJBKO C
COIJIaCHs 3TUX OPraHOB;

C OpraHamMu HCIOJHUTEIbHON BJIACTH, HWHTEPECHl KOTOPBIX 3aTparuBaeT
COJZIep)KaHNE NJOKYMEHTA;
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IpU HEOOXOJUMOCTH C OPraHaMH, OCYIIECTBISIOIIMMH TOCYIapCTBEHHBIN
KOHTPOJIb (Ha/130p) B ONPEEICHHON 00J1acTh (IKOJIOTHYECKUIA, TOKAPHBINA U T.11.);

¢ 00I1I€CTBEHHBIMU OpTraHU3aAIUSIMHU.

Busa

[IpencraBnsembie Ha MOANKUCH JOKYMEHTHI BHU3HUPYIOTCS HCHOJHUTEIEM
(OTBETCTBEHHBIM HCIIOJIHUTENIEM) U PYKOBOJIUTENEM OJpa3/IeJeHus], TJIe€ TOTOBUIICS
MIPOEKT JOKYMEHTa, B Psijie CIy4yaeB, B 3aBUCHMOCTH OT COJEpXaHUs, HEOOXOIUMO
TAaK)K€ BHU3UPOBAHUE IOPUJIMYECKOM, (PUHAHCOBOM U  JPyruMH  CIyk0amu
YHuBepcurera.

JIOKyMEHTBI, coAepKalllie MOpyYeHHs paOOTHUKAM YHUBEPCUTETA, B Pse
CJIy4aeB, IOJKHBI OBITh UMU 3aBU3UPOBAHBI.

CornacoBanue npoekra JoKyMmeHTa oopmMiiseTcst BU30i Ha 000POTHOM CTOpOHE
JIOKyMEHTa WJIU MPU HAJIMYUU MECTA IOJ TEKCTOM MPOEKTa JOKyMeHTa (BHYTpEHHEE
corjacoBaHue) Wi TpudoM coraacoBaHus (BHEIIHEE COIIACOBAHUE).

Bu3za Bkitouaet B ce0st JIMYHYIO MOANUCH, paciIMGPOBKY MOANMUCH (TIeHaTaeTcs
cleayrmuM o0pa3oM: MHULUAIEI, TIpoden, Gamunus) u gaty. [Ipu HeoOXoaUMOCTH
yKa3bIBae€TC HAUMEHOBAHKE JIOJDKHOCTH JIMIIA, BU3UPYIOLIETO TOKYMEHT.

B cinyxeOHbIX mHChMax BH3bl TMPOCTABISIOTCS HAa KOMUU JOKYMEHTA,
NOMeEIllaeMOM B JIeJI0 Y HUBEPCUTETA, UM Ha 0OOPOTHOM CTOPOHE MOCIEIHETO JINCTa
NOJITMHHUKA, €CIIM MHUCHhMO TepechbulaeTcsa ajapecary mo (pakCUMHWIBHOM CBA3U 0e3
JOCBUTKY TIOJITTMHHUKA T10 TIOYTE.

Ha BHyTpeHHHX WH()OPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTaxX (JIOKJIaJIHbIX,
CITy’)K€OHBIX, aHAIUTHUYECKUX 3alUCKaxX, CIpaBKaX W JIp.) BU3BI MPOCTABISIOTCS Ha
JUIEBOM CTOPOHE TOCIEIHETO JINCTA TIOKYMEHTa MO/ MOAMUCHIO, OJMKEe K HUKHEMY
OJIIO.

JlomyckaeTtcs MOJIMCTHOE BU3UPOBAHKE IOKYMEHTA U €r0 MPHIOKEHHI.

[lpy Hanmuuu 3aMeyaHUd K JOKYMEHTY BU3Y OG(DOPMIISIIOT CHEAYIOIINM
obpazom:

3aMeuyaHus IPUIararoTCs.
HavanbHuK ynpaBieHus 3aKyIOK
Llloonucs T.11. IBaHOBa

«  » 2023 roma

IHoanmuck 10JKHOCTHOTO JIMIIA

JIOKyMEHTBI, HAmpaBisieMble B BBIIIECTOSIINE OpPTaHbl, MOAMUCHIBAIOTCS
PEKTOPOM YHHUBEPCUTETA WJIH, [0 €r0 MOPYUYEHHIO, IPOPEKTOPOM YHHUBEPCUTETA, B
COOTBETCTBUM C MPUKA30M YHUBEPCHUTETA O PACIPENCICHUU O00S3aHHOCTEH MEXIY
MPOPEKTOpaMu  YHHUBEPCUTETa H  JICJICTUPOBAHWUM  TIOJHOMOYMN  PEKTOpa
YHuBepcurera.

JIOKyMEHTBI, HalpaBisieMble OpTaHU3ANMIM, TpaKJaHaM, MOAMHUCHIBAIOTCS
PEKTOPOM YHHUBEpPCUTETA WM MPOPEKTOPOM YHHUBEPCUTETA B COOTBETCTBUU C HUX
KOMIIETCHIIEH.

B coctaB moamucu BXOIAT: HAMMEHOBAHUE JOJDKHOCTH JIMIIA, TTOITHUCABIIETO
JOKYMEHT, JIUYHAas MOANUCH U e€ paciindpoBka (MHULIHUAIBI U (aMIIIHS).

He nmomyckaeTcss mOANMMCHIBATH JOKYMEHTHI C TPEMJIOTOM  «33» WM
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IIPOCTABIEHUEM KOCOM 4YepThl MeEpe] HAaMMEHOBAHUEM JOJDKHOCTH. Ecim
JOJDKHOCTHOE JIMILIO, MOJNUCh KOTOPOro oQopMiieHa Ha MPOEKTe JOKYMEHTAa,
OTCYTCTBYET, JOKYMEHT ITOANMCHIBAET 3aMECTUTEND PYKOBOAUTEINS], UMEIOIIUI ITPABO
MIOANMUCHIBATh JOKYMEHTBI 3a PYKOBOJIMTEJNSI MO IPUKA3y O BO3J0KEHUU HA HETO
00s3aHHOCTEH PYKOBOJIUTENS, WM HMHOE JODKHOCTHOE JIMI0, UMEIoIee MpPaBo
MOJANKUCH B COOTBETCTBUU C MPHUKA30M O pacHpelleIeHUU OOA3aHHOCTEH MEXIy
IIPOPEKTOPAMU  YHHUBEPCUTETA W JICJIETMPOBAHUMU  IOJHOMOYMH  pEKTOpa
VYHuBepcuteTa, MNpuU ITOM  yKa3bpiBaeTcss (aKTU4YecKas JIOJDKHOCTh — JIMIIA,
MOJMKCABILIETO TOKYMEHT, ¥ €ro (haMuusl.

HcnpaBieHuss B MOArOTOBICHHBIM JOKYMEHT MOTYT ObITh BHECEHBI OT PYKHU
JIMLIOM, MTOANMCHIBAIOIINM JOKYMEHT.

[Ipu nmoanmucanuy JOKYMEHTA JIMLOM, UCTIOJHSIOMIUM OOS3aHHOCTH BPEMEHHO
OTCYTCTBYIOLIETO pyKOBOAUTENA (OTIIYCK, O0J€3Hb, KOMAaHAMPOBKA) B COOTBETCTBHUHU C
IPUKA30M, OAMUCH 0GOPMIIIETCA CAEAYIOIMINM 00pa3oMm:

W.o. pexropa Iloonucw U.0. Damunusa
U

Hcnonusromumii 00s13aHHOCTH Tloonuce H.0. amunus
peKTopa

[Ipy noanucaHuM JOKYMEHTAa HECKOJbKUMHU JOJDKHOCTHBIMM JIMUAMH UX
NOAMMCH  PACIoNiaraloT Ha OJHOM ypOBHE WJIM OJHY TIOJ Jpyroi B
MIOCJIEI0BATEIBHOCTH, COOTBETCTBYIOILIEH HEPAPXUU JOJKHOCTEN.

[Ipu moanucaHuy JOKYMEHTA HECKOJIBKUMHU JIUI[AMHU, PABHBIMH 110 JIOJIKHOCTH,
HO MPEICTABIISIIOIIMMHY Pa3HbIE OPraHbl, HOAMKUCH PACIIOJIaraloT Ha OJJHOM YPOBHE.

HanmeHoBaHrE AOKHOCTU NEYATAETCs OT JIEBOM I'PaHUIIbI TEKCTOBOTO IMOJIS
gyepe3 1 MexcTpouHblid nHTepBa. PacmudpoBka noanucu pacmnonaraercsi Ha ypoBHE
MOCJIETHEN CTPOKM HAMMEHOBAHUS JODKHOCTU C MPOOETIOM MEXIy WHULMAIAMU U
dbammueit. Ilocnennsiss OykBa B pacmmgppoBKe MOAMUCH OTPAHMYUBACTCS IMPaBBIM
HOJIEM.

OTMeTKa 00 3JJIEKTPOHHOI NOANMCH HCIOJB3YETCS JJIS BHU3yalIH3alUU
ANEKTPOHHON TOAMHUCH IOJy4yaTeleM JIOKYMEHTa MpU OOMEHE 3JIEKTPOHHBIMHU
JOKYMEHTAMH, TOJAIMUCAHHBIMH YCHUJICHHOW KBaTU(HUIIMPOBAHHOW SJICKTPOHHOU
MOJITUCHIO.

B cooTtBercTBUU C 3akoHOMaTenbcTBOM Poccuiickoit denepanun oTMeTKa 00
ANEKTPOHHON moAnucu (QopMHUpyeTCs ¢ BU3YaIU3UPYETCS MPOrpaMMHBIMU
cpeactBaMu. OTMeTka 00 3JIEKTPOHHOM NOAMKMCH BKIOYaeT ¢paszy «JlokymeHT
MOJAMKUCAH AJIEKTPOHHON TMOAMUCHIO», HOMEp cepTUdUKaTa KIoYa SIECKTPOHHOU
noanucH, (GpamMuINiO, WUMsS, OTYECTBO BIajeiblla cepTudukara, CpPoOK JIEHUCTBUS
ceprudukaTa KiIroda IEKTPOHHOU MO IUCH.

Hanpumep:

Jupektop JOKYMEHT TTIOAITNCAH N.N. UBanon
DJIEKTPOHHON
[HOAITMCBIO
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Ceptudukar

Bnaneneun BanoB MBan
HMBanoBuu
HeictButenen ¢ 01.12.2019 no
01.12.2024

I'pu¢ yrBepxkIeHHs JOKYMEHTA

I'pud yTBEepkaeHUs pa3MelIaeTcss B NMPaBOM BEPXHEM YIy MEPBOrO JIKCTA
nokyMeHTa. CTpOKH PEKBU3UTA BBIPABHUBAIOTCS IO JIEBOMY Kpar0 WJIW LEHTPYIOTCS
OTHOCUTEJIBHO CaMOM JJIMHHOU CTPOKHU.

[Ipu yTBepKIeHUM JOKYMEHTa JIODKHOCTHBIM JIMIIOM Tpud YTBEPKICHUS
coctour u3 cinoBa YTBEPXJIAKD, HauMcHOBaHUS  JOJDKHOCTH  JIMIIA,
YTBEPKAAIOMIET0 JOKYMEHT, €ro TOANUCH, WHHUIMAIOB, GaMWIMK U JaThl
YTBEPKICHUS.

Hanpumep:

YTBEPXIAIO

Pextop ®I'bOY BO

«Y puMCKHUl YHUBEPCUTET
HayKHU U TEXHOJIOTHI»
Lloonucwe B.I1. 3axapoB

« » 2023 rona

[Ipu yTBepkA€HUM JOKyMEHTa pACHOPSAUTENBHBIM JTOKYMEHTOM Tpud
yTBepxkaeHus cocrout u3 cnosa Y TBEPXKJIEH (YTBEPXIEHA, YTBEPXKJIEHBI
win YTBEPX/IEHO), cormacoBaHHOro ¢ HaMMEHOBAHHEM BHAA YTBEPKIAEMOIO
JOKYMEHTa, HAMMEHOBAHUS PACIIOPSAAUTEIBHOIO JOKYMEHTA B TBOPUTEIBHOM Ma/IEKE,
€ro J1aThl, HOMEPA.

Hanpumep:

(ITpaBuna) YTBEPX/IEHbI
npukazom ®I'bOY BO
«Y pumcKHii yHUBEPCUTET
HayKHU U TEXHOJOTHI»
OT« » 2023 roma Ne 333

(PernameHT) YTBEPXIEH
npukazom ®I'bOY BO
«Y pumcKHii yHUBEPCUTET

HAayKHU Y TEXHOJOTHI»
OT «___ » 2023 rona Ne 222

Yka3zaHus 10 HCTIOJTHEHHUIO TOKYMEHTA

VkazaHusi 1O MCHOJHEHUIO JIOKYMEHTa — pe3odouus — odopmisiercs
HEIMOCPEACTBEHHO HA JOKYMEHTE (B 3ar0JIOBOYHOM YaCTH JIOKYMEHTA) UJTU Ha CIIPaBKe
K JIOKyMEHTY.
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VYKa3zaHMs 1O HUCIOJIHEHHIO JTOKYMEHTa BKIIOYAKOT CIHEAYIOIINE SJIEMEHTHI:
(aMuIus UICIOTHUTEINS (MCTIOJIHUTENEHN ), COAEpKaHUE MTOPYUECHHS], CPOK UCTIOJTHEHUS,
ITOAINUCH, JaTa.

B ciywasx, korna nopydyeHue 1aeTcs AByM WIM HECKOJIBKHUM JIMI[AM, OCHOBHBIM
UCIIOJIHUTEJIEM SIBJIAETCS JIMLO, YKAa3aHHOE€ B TNOpyYeHHH mnepBbIM. OHO 1100
MOJYEPKUBAETCS, JTUOO 0003HAYAETCS CIOBOM «OTB.» («OTBETCTBEHHBI»). Emy
MPEJOCTABISETCS NPABO CO3bIBA COUCIIOJIHUTENEW W KOOpAUHAIUS UX pPabOTHI.
OCHOBHOW WCIIOJHUTENb M COUCIOJHUTENb BIIPABE JaBaTh IOPYYEHUS B BHJIE
PE30IIOLMH JIUIAM, HETTIOCPEACTBEHHO UM MOJYUHEHHBIM.

Ha nokymeHTtax, He TpeOyIOIIMX YKa3aHUW MO HCIOJHEHHIO M HMEIOIIMX
TUIIOBBIE CPOKHM HCIIOJHEHHUS, B PE30JIIOLIUU YKa3bIBAIOTCS WCIOIHUTEND, MOIINCH
aBTOpa PE30JIIOLUY, 1ATA.

Pezomounst Moxker oQOpMIISITBCS Ha OTACIBHOM JIUCTE C YyKa3aHUEM
PETUCTPALIMOHHOTO HOMEpPA U JAaThl IOKYMEHTa, K KOTOPOMY PE30JIIOIUS OTHOCUTCHI.

®amunusg N.0., Gamunus 1.0
[Ipoiiry moATOTOBUTH MPESIOKEHUS
k 10.08.2023

Ioonuco

« o » 2023 rona

OTTHCK MeyaTn

YHUBEPCUTET UMEET OCHOBHYIO MMeYaTh ¢ M300paxeHueM [ ocynapcTBEHHOTO
repba Poccuiickoit ®enepanuu, wMaiable TepOOBbIe MedaTH 000COOICHHBIX
CTPYKTYPHBIX TOapa3feneHnii (¢puiauanoB YHHUBEpcUTETa), HHBIE Tieyatu 0e3
n300pakeHus repOa (meyatu CTPYKTYPHBIX MOJPA3CICHU YHHUBEPCUTETA, TIEYaTH
JUTSL BUIOB TOKYMEHTOB H JIp. ).

Ottuck mevatu ¢ wu3o0paxkeHneM [ocymapcrBeHHoro repba Poccuiickoi
denepani CTaBUTCA Ha JOKYMEHTax, TPeOYIOIHMX OCO0OT0 YIOCTOBEPEHHS HX
noanuHHOCTH. OTTUCK TIeYaTH 3aBEePSAET MOUTMHHOCTD MOANUCH AOHKHOCTHOTO JUIA
Ha JOKYMEHTaX, YJOCTOBEPSIOIIKX TpaBa JHIl, PUKCUPYIOMHUX (aKThl, CBI3AHHBIC C
(UHAHCOBBIMH CPEJCTBAMHU, a TaKXKE HA WHBIX JOKYMEHTaX, MPEeIyCMaTPHUBAIOIIUX
3aBEpKY MOAJIMHHOUN MOJIIHUCH.

[lewatn 0Oe3 wu3oOpakeHHWs repda CTaBITCS HA KOMUAX JIOKYMEHTOB IS
YAOCTOBEPEHUS UX COOTBETCTBHS OIJIMHHUKAM.

[lewaTr mpocTaBnsieTcs, HE 3aXBaTbiBasg COOCTBEHHOPYYHOW TIOJIUCHU JIMIIA,
MOAMHUCABILIETO JOKYMEHT.

B nmoxymeHTax, MOATrOTOBIICHHBIX Ha OCHOBE YHU(DHIIMPOBAHHBIX (OpM, TIeUaTh
CTaBUTCA B MecTe, 0003HaueHHOM oTMeTKOM «M.IL» («MecTo meyaTny).

OTMmeTKa 0 3aBepKe KONMHU

TekcT KOnMUU TOKyMEHTa JOJKEH OBITh MOHATHBIM. VcnpaBieHui, Mo JYUCTOK,
MIPUTIMCOK HE JIOJKHO OBbITh. J[71s1 CBUIETENbCTBOBAHUS BEPHOCTH KOTIUU (BBIMTUCKU U3
JOKYMEHTa) MOJJWHHHUKY JIOKYMEHTa Ha MOCIEJHEM JHUCTE KOMUHU (BBIMUCKH W3
JIOKyMEHTa), Ha CBOOOIHOM MeCT€ O] TEKCTOM odopmisieTcst pekBU3UT «OTMETKA O
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3aBEpPKE KOMUMN», BKIFOYAIOLINN:
- cnoBo «BepHo», nnu «Konus BepHay;
- HAMMEHOBAHME JOJDKHOCTH JIMLA, 3aBEPUBILIETO KOIUIO;
- JIMYHYIO MOJIHUCH, PACIIU(PPOBKY MOAMHUCH;
- meyvarb (IpH MPEeACTABICHUH KOMUU WM BBIIUCKHU U3 IOKYMEHTA B JIPYTyIO

OpraHu3aIuIo).

Hanpumep:
Bepuo (Komnus BepHa)
Havansauk ob1miero oraena Iloonucyo J1.®. PaxumoBa
« » 2023 rona Ileuamo

Ecam  nokyMeHT COCTOMT U3 MHOTOCTPAHMYHBIX KOMUU (BBIMHCOK U3
JOKyMEHTa), TO HEOOXOAMMO CIIUTh JOKYMEHT HHUTKaMH WIH CKOOOM,
IPOHYMEpPOBaTh, CBEPXY IMEPBOM CTPAHUIIBI TOCTABUThH «KOMUS», HAa 0OpaTHOU
CTOpOHE 3aBepIIaloNIero JIMCTa B TOYKE COeAuHEHMs 0003HauuTh: «Bcero
IPOHYMEPOBAHO, MPOIIHYPOBAHO, CKPEIUIEHO NeYaThI0 JIMCTOB», Ie4YaTh, OTTHCK
mTamIa, 1aTy, MOJANUCh U paciiupPOBKY MOAMUCH YIIOJHOMOYEHHOTO JIUIIA.

Bo3MOXXHO  W3rOTOBJIEHHWE COOTBETCTBYIONIETO INTaMIlia, B  KOTOPOM
MPOCTABISIETCA JUYHAsT TOAMKUCh M paciu@poBKa IMOJNUCH HaydajdbHUKA OOIIIEro
oTneNia YHUBEPCUTETAa, HaydaJlbHUKA OT/AE]a apXWBHOTO JIOKYMEHTOBEJCHUS
VYHuBepcuTeTa WIM JAPYroro JIOJKHOCTHOTO JIMIA, YIIOJHOMOYEHHOIO 3aBEPATH
NaHHble Konud. JInyHasg MOANMCh 3aBEpUTENA B IUTAMIE TAKKE IOJITBEPKIACTCS
NEYaThIO.

OtMeTKa 0 3aBepKe KOMUHU JOKYMEHTA JOTOJHAETCS 3alIMChI0 O MECTE XPaHEHUS
OpUTHHAJIa, C KOTOpPOro OblIa W3rOTOBIIEHA KOMUS, M 3aBEpsieTCs IeYaThio
OpraHu3alyu, €CIM KOIHS BbIAAETCS ISl IPEACTABICHUS B IPYTYI0 OpraHU3aluio.

Hanpumep:

[ToaTMHHUK TOKYMEHTA HAaXOAUTCS

B (HAMMEHOBAHUE OpTraHU3AINH )

B neiie Ne.... 3a ... rog

CrnenuanucT o nepcoHany Lloonucw A.A. IBaHoBa
« » 2023 rona Ileuamo

OT1MeTka 00 McOIHUTETE

OtmeTKa 00 MCIONHUTENE JTOKYMEHTAa MPOCTABISACTCA B JIEBOM HUXKHEM YTy
JULEBOM CTOPOHBI IEPBOTO MM MOCIEAHET0 JIUCTA MOJIMHHUKA JOKYMEHTA pa3MepoM
mpudTta Ne 8,10, mpu 0TCyTCTBUM MecTa — Ha 00OPOTHOM CTOPOHE BHHU3Y CIIEBA.

OtMeTka BKIOYaeT (PaMUIIUIO, UMS, OTYECTBO HCIOJHHUTENSA, HOMEP €ro
tenepona. OrTmeTka 00 WCTIOTHUTENC MOXET JOMOJHATHCS HAWUMEHOBAaHUEM
JOJKHOCTH, CTPYKTYPHOTO MOAPA3ACICHUS U AIEKTPOHHOTO aJpeca UCIIOTHUTENS.

Hanpumep:

Paxumosa /{niapa ®@appaxoBHa,
o0ImMi 0T/, HAYaJIbHUK,

+7 (347) 273-67-78,
89083503580
Rahimova.df@ugatu.su
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B nokyMeHTax, MMEIONIMX OTMETKY O KOH(PUIEHIHUAIBHOCTHU, OTMETKa 00
UCIIOJIHUTEJIE TPOCTABISAETCS Ha 00OpOTE MOCIEAHEro JIMCTa KaKIOTOo AK3EMIUIIpa
JIOKyMEHTa U BKJIIOYAeT B ce0s: yKa3aHHE KOJIMYECTBA OTHEYATAHHBIX SK3EMIUISIPOB,
dbaMIIUI0 HCTIOJHUTENS, (aMUII0O PaOOTHUKA, W3TOTOBUBIIETO JOKYMEHT, AaTy
neyaTaHus TOKyMEHTa.

Ha nokymeHTe, MOATOTOBIEHHOM IO MOPYYEHUIO PYKOBOAMUTENSI TPYIION
HCIIOJTHUTENEH, B OTMETKE 00 UCTIOIHUTENE YKAa3bIBAETCS OCHOBHOM MCTIOJHUTEIb.

OTMeTKa 0 NOCTYNJIEHUH TOKYMEHTA

OTMeTKa O MOCTYIJICHUU JOKYMEHTa B YHHUBEPCUTET MPOCTABISETCS B BUJC
mramMna pabOTHUKOM OOIIEro oTaeNa YHHUBEPCUTETa M COJEPKHUT OuepeaHOU
MOPSIIKOBBIN HOMEpP; HOMEp MaIlK{, B KOTOPOW XPaHUTCS KOPPECHOHJCHIIUS; ATy
MOCTYIUICHUS JOKyMeHTa (TTpy HE0OOXOAUMOCTH — BpeMsl TIOCTYIIJICHHUS).

JIOKyMEHTBI, MOCTYNUBIINE B YHUBEPCUTET C HAPOYHBIM, B TEUCHHUE OJIHOTO
pabouero JHS cAAOTCS B OOIIMM OT/AeNl YHUBEPCUTETA Ha PETUCTPALIMIO.

OTMeTKa 00 MCTIOJTHEHMH JOKYMEHTA

OtMeTka 00 MCTIOJHEHUH JIOKYMEHTA W HAIPaBJICHUM €T0 B JIEJO0 BKIIOYAET B
cebs  cleaylolMe JIaHHbIE: CCBUIKY Ha JaTy W HOMEp JOKYMEHTa,
CBUJICTEIILCTBYIOIIETO O €ro UCIOJIHEHUH, WK TPU OTCYTCTBUM TaKOT'O JOKYMEHTa —
KpaTkue cBeieHus 00 ucrnoidHeHuu; cinoBa «B nmemo». OTMerka 00 HCIOTHEHUU
JOKYMEHTA M HaIlPaBJIEHUHU €TO B JIEJIO MOANUCHIBAECTCS U JATUPYETCS UCIIOJTHUTEIEM
JOKYMEHTA WU PYKOBOJUTEIEM CTPYKTYPHOTO MOIpa3IeJIeHUs], B KOTOPOM HCIIOJIHEH
nokyMeHT. O0s13aHHOCTH IO OCYIIECTBICHUIO KOHTPOJIS 32 UCIIOJIHEHUEM JOKYMEHTOB
B YHUBEPCUTETE BOJIOKEHBI Ha 001IHi oTen. CBeneHust 00 UCTIOTHEHUHU JOKYMEHTa
JUTSI CHSITUSL X C KOHTPOJISI HEOOXOIMMO TMPEICTABISATH B OOIINIA OTIEN Y HUBEPCUTETA.

OTMeTKa 0 KOHPUACHIIMAJTIBHOCTH

B cootBerctBun c Ilomoxkenuem o mopsake oOpalieHdus €O CIyXeOHOM
uHpoOpMaIMel OTpaHWYEHHOTO pacmpocTpaHeHUss B (eaepaibHBIX OpraHax
VCIIOJIHUTEIIbHOW  BiacTH, yTBepkIAcHHbIM [loctaHoBnennem IlpaBurenbcTBa
Poccuiickoit ®enepanuu ot 3 HosiOps 1994 r. Ne 1233 (B pea. IlocranoBnenus
[IpaButenscTBa PD ot 20.07.2012 Ne 740), otmMeTka 0 KOH(MUIESHIIMATHLHOCTH Ha
nokyMeHTax umeeT Bun «Jlnsa cimyxedbHoro monb3oBanusi» (ICII). Ha ocHoBanuu
WNucTpykimu o mopsiake oOpaiieHus co ciykeOHoN mH@popManueil orpaHUIYeHHOTO
pacnpocTpaHeHus B Y GUMCKOM YHUBEPCUTETE HAYKU M TEXHOJOTUMU, YTBEPKICHHOU
npukazoM Y YHuT ot 04.07.2023 Nel745, oTMeTKa MpOCTaBISETCS B BEPXHEM MPABOM
yIily TEpBOro JIUCTA JOKYMEHTAa W JIOMOJIHSETCS YKa3aHHEM HoMepa 3K3eMILIspa
JIOKYMEHTA.

OTMeTKa 0 KOHTpOJIE CBHUJACTEILCTBYET O IIOCTAHOBKE JOKYMEHTa Ha
KOHTPOJIb, OIpOCTaBIIsieTCsl TaMinoM «KOHTpoab» Ha BEpXHEM M0JI€ TOKYMEHTA.

OTMeTKa 00 HCIIOJTHEHUM U HANMPABJEHHMHU JTOKYMEHTAa B [1€JI0 ONPEACIsieT
MECTO XpaHEHHUs TOKYMEHTA MOCJIe 3aBepIIECHUs padOThl C HUM U BKIIIOYAET: clioBa «B
JIeJ0», UHJEKC JieJla 10 HOMEHKIIAType NieJl, B KOTOPOE MOMEMNIAETCs JOKYMEHT Ha
XpaHEeHUue, ¢ YKa3aHheM roja, JAOJKHOCTH Jula, 0(QOPMUBILIETO OTMETKY, MOJIKCH,
JaThI.



29

OtmeTka 00 WCIONHEHUWM U HANpaBICHUM JOKYMEHTa B JI€JI0 MOXET
JOTIOTHATHCS KPATKUMH CBEICHUSIMU 00 OCOOCHHOCTSX UCIIOJHEHUS JOKYMEHTA.

OTtmeTka 00 UCIOJHEHMHM JIOKYMEHTAa M HalpaBJIEHUH €ro B JeJ0
MOJANKCHIBAETCA U JATUPYETCA HCIOIHUTENIEM JOKyMEHTa WIH PYKOBOJAUTEIEM
CTPYKTYPHOI'O MOAPA3ACIICHUS, B KOTOPOM UCTIOIHEH IOKYMEHT.

3.4. Oco0eHHOCTH MOATOTOBKH
1 0()OpMJIEHHUSI OTAEJIbHBIX BHI0B JOKYMEHTOB

B nestenpHOCTM VYHHBEpPCHUTETa CO3/1Aa€TCS KOMIUIEKC OPTraHU3aIlMOHHO-
pactopsIUTENbHBIX W WH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB: TIOJIOKCHMS,
NpaBWiIa, WHCTPYKIMH, PEIVIAMCHTBI, TPUKA3bl, PACIOPSDKCHHS, TEPCUHH,
KJ1acCU(UKATOPBI, TPOTOKOJIBI 3aCeAaHUi, aKThl, TOKIAJHBIC M CIY)KEOHBIC 3alUCKH,
JIOTOBOPHI (COTJIAIICHHMS ), 1eJIoBas (CITyKeOHas ) epenucka u ap.

Pemienust kojuternajabHBIX OpPraHOB O(GOPMIISIOTCS MPOTOKOJAMHU 3acelaHUul
KOOPJMHAITMOHHBIX ¥ COBEIIATEIBLHBIX OPraHOB.

B 3aBuCHMMOCTH OT KOHKPETHBIX 3aja4 YIpaBJICHUS B JEATCIbHOCTH
YHUuBepcUTETa CO31AI0TCS APYTHE BUIBI JOKYMEHTOB: TUTAHBI, TPOTHO3bI, TPOTPAMMBI,
OTYETHI U T.J.

B ycTaHOBJICHHBIX 3aKOHOJATEIBCTBOM CIIydasX B YHUBEPCHTETE MOTYT
U37aBaThCsl aKTBl COBMECTHO C JAPYTMMH OpTraHW3alliisIMH TI0  BOIpOcam,
NPECTABIISIONIAM B3aUMHBI WHTEPEC M BXOISAIIUM B KOMIIETEHITHIO 00CHX CTOPOH.
Takue axkThl OQOPMIIIOTCS M TYONUKYIOTCS KaK €IMHBIM JTOKyMEHT (IIpHKa3,
POTOKOJ, TOJIOKEHUE U JIP. ).

3.4.1. TlonoxkeHue, NpaBUJIa, HHCTPYKIMS

ITosoxenne — HOPMATUBHBIA MPABOBOM aAKT, JIETAJbHO PETIAMEHTHUPYIOLIAN
oOlue npaBuiia OPraHU3aIlMy U BHITIOJIHEHUs paboT MO0 KOHKPETHOMY HalpaBJICHUIO
chephl AeATETLHOCTH.

IIpaBuiia — JOKYMEHT, PErJaMEHTUPYIOMIMKA TOPAJAOK OpraHU3alUU
ONPEAEIEHHOTO BU/IA IESATEIIBHOCTH B Y HUBEPCUTETE.

[TpaBuna 3akperuIsiioT HOPMBI U TpeOOBaHUs, 00s3aTeNbHBIC JIJIS1 BHITIOTHEHUS.

B wuHCTpyKumMM wu3naraeTcs MHOPSAOK  OCYIIECTBICHHUS  KaKOM-THOO
NEATENbHOCTU WJIH TOPSII0K IPUMEHEHUS TOJIOKEHU, 3aKOHOB U UHBIX HOPMAaTUBHBIX
MIPaBOBBIX aKTOB.

IHonoxkeHnusi, NpaBUIa U UHCTPYKIHUU TPUMEHSIOTCS KaK CaMOCTOSTENIbHbIC
HOPMAaTUBHbIC JIOKAJbHBIE AaKTbl, YTBEPXKJIAEMbl€ PEKTOPOM YHHUBEPCHUTETA.
YTBepxknenne odopmisiercss B Gopme rpuda yTBEpKICHHUS WIH TyTeM H3JaHUS
PacnopsAAUTEIBLHOIO JOKYMEHTA.

[Topsimok MOATOTOBKM TNPOEKTA TMOJIOKEHHUS, MpaBUI WA HWHCTPYKIIUHU
COOTBETCTBYET 00I1IEMY MOPSAKY MOATOTOBKU MTPOEKTOB HOPMATHUBHBIX aKTOB.

TexkcT mnpoekTa MONOXKEHUs, MPaBWJI WM UHCTPYKUUM T[eYaTaeTcss Ha
CTaHJApPTHBIX JUCTax Oymaru popmata A4.

TexkcT u3maraercs OT TPETHErO JIMIA €IMHCTBEHHOTI'O WM MHOXECTBEHHOI'O
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yucia. Ilpu 3TOM HUCHONB3YIOTCS CIIOBA: «JIOIKEH», «CIEAYET», «HEOOXOIUMO»,
«3aIPEIacTCs», «HE NOIYCKAETCI».

3aro/10BOK K TEKCTY ITOJIOKEHUS, IPABUII NI HHCTPYKIIMU OTBEYAET HA BOIIPOC
«O yem?». 3arojloBOK K MHCTPYKLUHH, COJAEPKALIUNA TOKHOCTHBIE TpeOOBaHUA U
MOPAJIOK MPOBEJEHUS padoT (JOJKHOCTHAS MHCTPYKIHUS ), OTBEYAET Ha BONPOC «UbsA?»
(manpumep, «Jlo>KHOCTHAS UHCTPYKIIMS TJIABHOTO CHELUATNCTAY).

KoHcTatupyromeil 4acTpl0 MOJIOKEHUS, NMPAaBWI WIA HHCTPYKLUUU CIYXKUT
paznen «OOmue MONOKEHUs», B KOTOPOM YKa3bIBAIOTCS OCHOBaHUSI pa3padOTKH,
OCHOBHOE Ha3HAY€HHE HOPMATHUBHOI'O MIPABOBOTO aKTa U cdepa ero pacnpoCcTpaHEHus,
OTBETCTBEHHOCTH 33 HAPYIIECHUE YCTAHOBJIECHHBIX IIPABUII.

OCHOBHOW TEKCT NOJIOKEHHUS, MPAaBWJI WIA UHCTPYKIIMU MOXET NEJINUTHCS Ha
IJIaBbl, MYHKTHI U OAMYHKTHI. [ JTaBbI TOKHBI UMETh Ha3BaHUSI.

['naBbl HymMepyroTcs puMCKUMU LUppaMu. [TyHKTHI U MOAMYHKTHI HyMEpPYIOTCA
apaOckumu 1 pamMu ¢ TOYKON Ha KOHIIE.

O6pazen opopmnenus nonoxeHus (I[Ipunoxenne Ne 7).

[lonoxenusi,  mpaBuia,  HMHCTPYKUMU  BHU3UPYIOTCS  PYKOBOJUTEIEM
CTPYKTYPHOTO  TOJpa3JiefieHus-pa3paboTynKa,  COIVIACOBBIBAIOTCS  C  TEMU
NOAPA3ACICHUSIMA Y HUBEPCUTETA, AEATEIBHOCTh KOTOPBIX NPEAYCMOTPEHA MpH
peanu3aluu JaHHOTO JOKYMEHTA, a TAK)KE C MPAaBOBBIM YIIPABICHUEM U YIIPABICHUEM
[IEpCOHAasa, a 3aTEM YTBEPKAAIOTCS PEKTOPOM Y HUBEPCUTETA WJIH 10 €ro MOPYYEHUIO
IPOPEKTOPOM YHUBEpPCUTETA MyTEM H3JaHUs IpHKa3a 00 yTBEpXKACHUU TOKYMEHTa
WIN IPOCTaBJIEHUEM I'puda yTBEpKIACHUS.

3.4.2. IIpuka3s, pacnopsikeHue

[Mpukazamu U pacnopspKeHUSIMH  OOPMIIIIOTCS  PEIIEHUsS HOPMAaTHBHOTO
IPaBOBOI'O XapakTepa, ONEPaTUBHbBIE, OPraHU3ALMOHHBIE U IPYTHE TEKYIIUE BOMIPOCHI
OpraHu3aluu JeATeIbHOCTH Y HUBEPCUTETA.

IIpuka3z — 53TO NPaBOBOM aKT, H3IABAEMBIM PEKTOPOM Y HHUBEPCHUTETA,
NEUCTBYIOIIMM Ha OCHOBE €IWHOHAyajausi B LEISAX pa3pelICHHs] OCHOBHBIX H
ONEPATUBHBIX 33]1a4, CTOSIIINX Mepe]] Y HUBEPCUTETOM.

[Tpuka3z odopmisercs Ha cnenuanbHO pa3paboranHoMm Onanke «lIpukas» u
JNOJDKEH HUMETh CIEAYIOIINE PEKBU3UTHI: HaUMEHOBaHUWE YHUBEPCUTETA, HA3BaHUE
BHJIa IOKYMEHTA, J1aTy, HOMEpP MpUKa3a, MECTO U3JaHUA MPUKa3a, 3ar0JOBOK, TEKCT,
MOATHCH.

3arojoBOK K TEKCTY MpHUKa3a JOJKEH KPAaTKO M TOYHO OTPaXKaTh COJIEpKaHUE
TEeKCTa TIpuKa3a. Touka B KOHIIE 3arojOBKa HE CTaBUTCS. 3aroJiOBOK IEYaTaeTcs
MOJY>KUPHBIM HIPUPTOM depe3 | MexCTpOUHbIN HHTEPBAJL.
Hanpumep:
O6 yrBepxaennn MHCTpyKUIuu
10 JEJTONPOU3BOJICTBY
B (pegepaibHOM roCy1apCTBEHHOM
010/1KETHOM 00pa30BaATEIBLHOM YUPEIKICHUN
BBICHIET0 00pa30BaHUs
«Y QUMCKUN YHUBEPCUTET HAYKU U TEXHOJIOT U
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3arojoBoK K JOKyMeHTaM, OQGOpPMIICHHBIM Ha OJaHKaX ¢ MPOAOJbHBIM
PacCMoJIOKEHUEM PEKBU3UTOB, BEIPABHUBAETCS MO LIEHTPY.

Texkcr oTaenseTcs OT 3arojoBKa 2-3 MEXKCTPOYHBIMU HMHTEpPBAJaMU U
neyataerca mpudtom pazmepoM Ne 14 dyepe3 1,5 uHTepBana OT JE€BOH TpaHUIIBI
TEKCTOBOTO TOJISI ¥ BBIPABHUBAETCS 110 JIEBOW M MIPABOM IpaHUIIaM TEKCTOBOTO IOJIS.

[TepBas ctpoka a63aia HaYMHAETCS HA paccTosiHUU 1,25 ¢M OT JIeBOM TpaHUIIbI
TEKCTOBOTO TOJIA.

Texkcr nmpukasza, Kak IpaBuiI0, JOJKEH COCTOATh U3 2 4aCTEN: KOHCTATUPYIOLIEH
(mpeaMOyJibl) ¥ pacoOpsAIUTEIBLHOM.

B koncmamupyroweri wacmu KpaTko W3NaraloTcs LENH U 3a4aud, (QakThl U
COOBITHS, TIOCTYKUBIITUE OCHOBAHUEM I U3AaHus nprka3za. OHa MOXKET HAUMHATHCS
CJIOBaMU «B LEJSAX», «B COOTBETCTBUNY, «BO UCIIOJIHEHUEY. Eciu npuka3 n3gaercs Ha
OCHOBAaHMHU JIPYroro JOKYMEHTa, TO B KOHCTAaTUPYIOIIEH YaCTH YKa3bIBaCTCS
HAaUMEHOBAHUE A3TOr0 JOKYMEHTAa B TBOPUTEJIILHOM IMAaJIeXe, €ro Jaara, HOMEp U
3aroJo0BOK.

[Ipeambyna B mpHKazax 3aBEpIIAETCA CIOBOM «IPUKA3BIBAIO», KOTOPOE
NeYaTaeTcs CTPOYHBIMU OyYKBaMH.

Pacnopsoumenvuas yacmo JOJKHA COJIEPKATh MEpEYUCIICHUE
IPEANUCHIBAEMBIX AEHCTBUN C YKA3aHUEM HCIOJIHUTENS KaXA0ro JEHUCTBUS U CPOKOB
UCIIOJIHEHUS. PacniopsiauTenbHas 4acTh MOXKET JEIUThCS HA IYHKTHI U MOAMYHKTHI,
KOTOpBhIE HyMepyroTcs apabckumu mudpamu. JIeHCTBUS OJHOPOAHOIO Xapakrepa
MOTYT OBITh IEPEUUCIICHBI B OHOM IyHKTE. B KauecTBe MCOTHUTENEH YKa3bIBAIOTCS
KOHKPETHBIE JOJDKHOCTHBIE JIMIIA CTPYKTYPHBIX IOApa3JeIeHUl YHHUBEPCUTETA.
[TocnegHuil MyHKT pacnopsiAUTEIbHON YacTH, KaK MPABUIIO, CONECPKUT CBEICHUSA O
CTPYKTYpPHOM MOJpa3/I€ICHUH WIH JOJKHOCTHOM JHIE, Ha KOTOPOE BO3JAraercs
KOHTPOJIb HCTIOJIHEHUS MTPUKAa3a.

Ecnn nmpuka3 mpu3HAaeT yTpaTUBIIMM CUJIYy WM OTMEHSIET paHee W3JAaHHBIN
IPUKa3 WIK KAKKE-TO €ro MOJ0KEHUS, TO OJIUH U3 IIYHKTOB PACIOPSIAUTENBHON YacTH
TEKCTa JOJDKEH COAEP)KATh CChUIKY Ha OTMEHSEMbId NpHKa3 (IIyHKT MpUKas3a) C
yYKa3aHHEM €ro JaTbl, HOMEpa M 3arojoBKa. TeKCT NMyHKTa JOJKEH HAYMHATHCS
cnoBamu «lIpHU3HaTh yTPaTUBIIMM CUIIY IPUKA3 OT .....uen...... No.ooooooiiii » WIH
«OTMEHHUTH JEUCTBUE TPUKA3A OT _...ococeeenne. Ne...oooooi ». Obpazen; opopmieHus
npukasa (I[Ipunoxenue Ne §).

Texkct mpoekTa TMpUKaza TOTOBUTCS — CHEHHAINCTAMU  CTPYKTYPHBIX
MoJIpa3ieiCHUd MO TOPYUYEHHUIO pyKoBojauTens. Ha o0opoTHO#N CTOpOHE MpOEKTa
MpUKa3a I€YaTaeTCs JIMCT COIVIaCOBAHUS C COOTBETCTBYIOIIMMH JOJKHOCTHBIMHU
muuami. (ITpunoxenue Ne 9).

[IpoexTbl TpUKA30B TOTOBAT W BHOCAT PYKOBOJMTENH CTPYKTYPHBIX
MOAPA3ACICHNA WIH JOJDKHOCTHBIE JIMIA HAa OCHOBAHUU IOPYYEHHUU PEKTOpa
VYHuBepcuteTa, IpopekTopa Y HUBEpCUTETA IUOO B MHUIIMATUBHOM MOPSIIKE.

[IpoekThl mpUKa30B MO KaAPOBBIM BOIPOCAM TOTOBUT YIPABJICHUE MEPCOHAIA
Ha OCHOBAaHHHM COOTBETCTBYIOIIMX YKa3aHUW PEKTOpa YHUBEPCUTETA WIIH
MIPOPEKTOPOB Y HUBEPCHUTETA, a TAKKE MPEACTABICHUN PYKOBOAUTEIIEN CTPYKTYPHBIX
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noApas3fe’acHuid u (Win) 3asBJICHUNA paOOTHUKOB YHUBEPCUTETA, B COOTBETCTBUU C
yHuuImpoBanubiMu Gopmamu, yTBepkaeHHbIMU I[loctanoBnenuem ['ockomcTaTa
P® ot 05.01.2004 Ne 1.

CornacoBanue (BU3UPOBAHHE Yy COOTBETCTBYIOIIUX JIOJDKHOCTHBIX JIUIN)
MPOCKTOB  MPUKA30B 1O JIMYHOMY COCTaBy paOOTHUKOB  YHHUBEPCHUTETA
oOecreuynBaeTcs pabOTHUKAMU yIPaBJIE€HUS ITEPCOHAIA.

CornacoBanue (BU3UPOBAHHE Yy COOTBETCTBYIOIIUX JIOJDKHOCTHBIX —JIUIN)
MIPOEKTOB MPUKA30B MO JTUYHOMY COCTaBY 00YYaIOIIUXCS BO3JIOKEHO HA MHUIITUATOPOB
MIPUKA30B.

OOGecrieueHre KauyeCTBEHHOM TOATOTOBKM TMPOCKTOB TMPUKA30B U  HX
COTJIACOBaHME C JIOJDKHOCTHBIMU JIMIIaMH  YHUBEPCHUTETa BO3JIaraeTcsi Ha
PYKOBOJUTENEH CTPYKTYPHBIX TOAPA3AeICHUN, BHOCAIIUX (MHUIIMUPYIOIINX ) TaHHBIH
ITPOCKT.

Peructpanus u oOecrnieueHre TPaBUIBHOCTA OG(OPMIICHUS TMOJJIUHHUKOB
PUKA30B, PACIOPSHKEHUN IO OCHOBHOM JCSATEIBHOCTH W IO JUYHOMY COCTaBYy
00yJaromuXxcs OCYIIECTBISACTCS OOIIUM OT/IETIOM Y HUBEPCUTETA.

Peructpanus u oOecrnieueHue TPaBUIBHOCTA OMOPMIICHUS TOJIUHHUKOB
MPUKA30B, PACMOPsHKEHUN MO KaJApOBBIM BOMPOCAM OCYIIECTBISCTCS YIpPaBICHUEM
nepcoHana.

Peructpanust u obOecnieyeHre MPaBUIBHOCTH OQPOPMIICHUS TOIJTUHHUKOB
NPUKA30B, PACIOPSHKEHUM MO JOMOJHHUTENIbHOMY OOpa30BaHUIO OCYHIECTBIISETCS
WHCTUTYTOM HENPEPHIBHOTO 00pa30BaHMUS.

[Topsimok cornacoBaHusi (BU3MPOBAHHUE) MPOEKTOB BCEX BHUAOB IPUKA30B y
COOTBETCTBYIOIIUX JOJKHOCTHBIX JIML YHUBEPCUTETA OCYILIECTBISETCS COTJIACHO
npuka3y pekropa YHusepcurera Ne780 ot 04.04.2023.

IIpu BHeceHMHM B MpOLIECCE COTJACOBAHMS B IMPOEKT MpPUKA3a U3MEHEHUU
OPUHUUITHAIIBHOTO XapaKTepa NPOEKT MOMJIEKUT IIOBTOPHOMY COTJIACOBAHMUIO.

JlaTtoil mprKkasa sIBIIETCS JaTa €ro NOAIUCAHUS.

B YHuBepcurere yCcTaHOBIIEH CIEAYIOMINMI MTOPSAI0K PETUCTPALMHU IIPUKA3O0B:

- BCE BHJIBI IIPUKA30B 110 OCHOBHOM JIEATEILHOCTH U TUYHOMY COCTAaBY 00y4alOIIUXCs
PETHCTPUPYIOTCS B 00IIIEM OT/IeNie Y HUBEPCUTETA,

- npukaszsl MHO peructpupytorcs B UHCTUTYTE HEMPEPHIBHOTO 0Opa30BaHNUS;

- mpukasbl 1Mo auyHOoMy coctaBy pabotHukoB AVYIIL, VBIIL, IIOII — B ynpaBneHuu
nepcoHana.

PerucrpannoHHblii HOMEp M31aBa€MbIX Y HUBEPCUTETOM IIPUKA30B COCTOUT M3:
MOPSIAKOBOIO HOMEpa B Mpejeiax KaJleHJApHOro Tojia PerucTpupyeMoro mMaccuba
JIOKYMEHTOB M JIOTIOJHSETCS, P HEOOXOIUMOCTH, OYKBEHHBIM HHJICKCOM.

[Ipuka3bl HOpMATUBHOTO MPABOBOr0 XapakTepa (10 OCHOBHOM JIESITEIIbBHOCTH)
MOAMUCKHIBAIOTCS PEKTOPOM YHUBEPCUTETA WM JIMIOM, MCIHOJHSIOIUM €ro
00SI3aHHOCTH HA JAaHHBIA TEPUOd, B COOTBETCTBHUU C MPUKA30M 00 HCIOTHEHUU
00513aHHOCTE.

Konuu mnpukazoB HampaBisilOT ajpecaTaM B COOTBETCTBUU C YyKaszaTeJaeM
(criuckoM) pacchlIku. Pacchlika ocyIiecTBiIseTcss O0IUM OTACIOM Y HUBEPCUTETA.

[Ipuka3pl M0 JUYHOMY COCTaBY PaOOTHUKOB YHUBEPCUTETA, OOYUYAIOIIMXCS
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MOT'YT IOAMUCHIBATHCS IPOPEKTOPAMHU Y HUBEPCUTETAMU, B COOTBETCTBUU C IIPUKA30M
VYHuBepcuteTa 0 pacnpeeaeHuu 00s13aHHOCTEN MeX Ay MPOPEKTOpPaMU Y HUBEPCUTETA
U JIeJIETUPOBAHUU ITIOJJHOMOYUN PEKTOpPa Y HUBEPCUTETA.

CTtpykTypHble  TOApa3nelieHUuss  YHUBEpcuteTra, Kpome  HMHcTtuTyTa
HEIPEePbIBHOIO 00pa3oBaHusl W (uinMasoB YHHUBEpPCUTETa HE BIIpaBE W3/1aBaTh
HOPMAaTHBHBIE IIPABOBHIC AKTHI.

CoBMmecTHBIE TPHUKa3bl OPraHU3alMi NEYaTaloTCs HAa CTAaHAAPTHBIX JIMCTAX
oymaru ¢popmara A4 (210 x 297 mm).

[Ipu opopmiieHN COBMECTHOTO MpUKa3a:
- HAUMEHOBAHMs OPraHU3alMi pacloyIaratoTCsl Ha OJJHOM YPOBHE;
- HAUMEHOBAHKE BHUJA JOKYMEHTA — IIPUKa3, pacIiojaraercs NEHTPOBAHO;
- IaTa COBMECTHOI'O MTpUKa3a — eJJuHasi, COOTBETCTBYET JlaTe OoJee MO3AHEH MOANNCH;
- PETUCTPALIMOHHBIA HOMEp JOKYMEHTA, COCTABIEHHOI'O COBMECTHO JABYMs U Oosee
OpraHu3alusMu, COCTOUT U3 PETUCTPALMOHHBIX HOMEPOB TOKYMEHTA KAKI0U U3 ITUX
Opra’u3alui, IPOCTABIIEMBIX Yepe3 KOCYI0 4YepTy B IOPSAJIKE yKa3aHHs aBTOPOB B

JIOKYMEHTE;
- TIOANUCH PYKOBOJMUTENICH OpraHW3alMii pacrojiaraloTcsl HMKE TEKCTa Ha OJIHOM
YPOBHE.

PacnopsixkeHne  —  pacmopsAUTENbHBIA  JIOKYMEHT, W3/1aBaeMbIi

YHUBEPCUTETOM MPEUMYIIECTBEHHO MO BOMpocaM WHGOPMAIIMOHHO-METOIUYECKOT0
XapakTepa, MO BOINpPOCaM, CBA3aHHBIM C OpPraHU3alWel WCIOJHEHUS IPUKA30B,
UHCTPYKUHUA U APYTUX NOKYMEHTOB YHHMBEPCUTETA, U MO BOIPOCAM ONEPATUBHOIO
yIPaBJIECHUS JEATEIbHOCThIO Y HUBEPCUTETA.

PacnopskeHHsT TOJNKCHIBAET PEKTOp YHUBEPCHUTETA WIH IPOPEKTOP
YHuBepcuTeTa B COOTBETCTBUU C MPUKA30M O PACTIPEICICHUH 0053aHHOCTEN MEXy
PEKTOpOM YHHUBEpCHTETA M NPOPEKTOpPaMH YHUBEPCUTETa U JI€JIETUPOBAHUU
OTAEIBbHBIX TOJHOMOYUH PEKTOpPA Y HUBEPCUTETA.

[TonrotToBka u oQopMieHHE PACIIOPSHKEHUN MPOBOJUTCS B COOTBETCTBHH C
YCTaHOBJICHHBIM TOPSIKOM MOATOTOBKU U 0(OPMIICHUS TPUKA30B.

PacnopsnurenbHas 4acTh pacnopsyKEHUS HAUYMHAETCSI CIIOBOM «IIPEJIararo:»
nin «o0s3p1Bato:» ([Ipunoxenue Ne 10).

3.4.3. IIpoTokoa

IIporokoJ cocTaBisieTcss HA OCHOBAaHHMM 3alMCEU, MPOU3BEACHHBIX BO BpPEMs
3acefaHus (COBEIIAHMs), MPEICTABICHHBIX TE3UCOB [OKJIAJ0B M BBICTYIUICHHH,
CIIPABOK, MPOEKTOB pemeHuid u ap. IIpoTokonsl MOryT u3aaBaTrbCs B TOJHOW U
KpaTkoi (opme, IPU KOTOPOH OITYCKAETCS X0/ 00CYKIEHUS BOMpoca U (PUKCUPYIOTCS
TOJIbKO MPHUHSTHIC PEIICHUS.

Tekct nonnoro npotokoina (Ilpunoxenue Ne 11), kak mpaBuiio, COCTOUT U3 ABYX
9JacTeil: BBOJHOW U OCHOBHOW. B BBOJHOM YacTH yKa3bIBAIOTCS MHUITHAIBI, (DaMIIIAN
npeacenatens (MpencenaTesibCTBYIONIEr0), CEKpeTaps, MPUCYTCTBOBAaBIIMX HA
3acejaHuu U, MPU HEOOXOIUMOCTH, JIULI, MPUTJIAIICHHBIX Ha 3aceaHue (CoBEIIaHue).
Ecnn xonuuecTBO NPUCYTCTBYIOIIMX NPEBBIMIAET 15 4eOBEK, B BBOAHOM YaCTH
MIPOTOKOJIA JEJAeTCsl CChUIKA HA CIHUCOK, SIBISIONIMKACS HEOTHEMIIEMOM YaCThIO
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IIPOTOKOJIA.

Hanpumep:
[IpucyrcrBoBanu: 25 yenoBek (CHUCOK MpUIIaraeTcs).

Ecnu B 3acenanuu (CoBellaHUM) MIPUHUMAIOT YYacTHE MPEJCTABUTEIIN PA3HBIX
OpPraHOB BJACTH M OpTaHU3aIMi, YKa3bIBa€TCsI MECTO PabOTHI U JOJKHOCTh KaXK0TO
nuia. MHOTrOCTpOYHbIE HAMMEHOBAHMS JIOJIKHOCTEW MPUCYTCTBYIOIIMX IME€YATAIOTCS
4yepe3 OJIMH MEKCTPOYHBINA MHTEPBAIL.

BBoaHast 4acTh 3aKaHUYMBAETCS] TOBECTKOM JHA — MEPEUCHb PACCMATPUBAEMBIX
BOIIPOCOB B MOPSJIKE UX 3HAYUMOCTH C YKa3aHUEM JIOKJIaJYMKA MO0 KKIOMY IMYHKTY
noBeCTKHU JHs. Bompockl moBecTku aHSA dhopmynupytores ¢ npeaiaoroM «O» («O06»),
NeYyaTaroTCsl OT TPAHUIIBI JICBOTO TOJIs, HyMEPYIOTCs apaOCKkuMu nudpamu.

OcHOBHas 4acTh IPOTOKOJA COCTOUT U3 Pa3AE€I0OB, COOTBETCTBYIOIINX MyHKTAM
MOBECTKH JHS. TEeKCT Ka)XJ0T0 paszesa CTPOUTCA MO CXEME:

CJIYVIIAJIN:

BBICTYTINJIN:

ITOCTAHOBWJIN: nau PEILNJIN:

OCHOBHOE COJIep)KaHUE JOKJIAJ0B M BBICTYIUICHUN BKIIIOYAETCS B TEKCT
IPOTOKOJIA WM MPUIJIAraeTcs K HEMY; B TIOCJIEHEM CIIy4yae B TEKCTE JI€NAETCS CHOCKA!
«TekcT BoicTyIUIeHMS Tpuiaraercsa». [locranoBnenue (perieHue) B TEKCTe MPOTOKOIa
NevyaTaeTcs MOJTHOCThIO; MPU HEOOXOAMMOCTH NMPUBOASTCS UTOTH TOJIOCOBAHMUS.

TekcT kpatkoro npotokona (ITpunoxenne Ne 12) Takyke COCTOUT U3 2 YacTeH.
B BBOAHON YacTW yKa3bIBAIOTCS MHHUIMANBI U (pamMuiinu mpeiceaaTebCTBYIOIETO,
CeKpeTaps, a TaAKK€ MHUIUAIBI U (PaMUIMK PUCYTCTBOBABIINX JIHII.

CnoBo  «IlpucyrctBoBanm» medataercss OT TPAaHUIBl JIEBOIO  MOJA,
NOJIYEPKUBAETCS, IOCIIE CIOBA CTABUTCS JBOETOUHE.

Crucok otnesnsieTcs OT OCHOBHOM 4acTU MPOTOKOJIA CIUIOIIHON YEPTOil.

B ocHOBHOI YacTH MpOTOKOJ]Aa YKa3bIBAETCS HOMEP BOIIPOCA B COOTBETCTBUU
C IOBECTKOM JTHS, COJIEPKAHUE BOIPOCA U MPUHATHIEC PELICHUSI.

HammenoBanue Bompoca Hymepyercs apabckoil 1udpoil W HauyWHAETCS C
npemsiora «O» («O6»), meyaraercss MEHTPOBAHO M TOMYEPKUBACTCA OJHOW UepTOU
HUKE TIOCTIETHEH CTPOKHM Ha pacCTOSHUU He Oosiee ogHOro MHTepBana. [lox uepToi
YKa3bIBAIOTCS (paMUIIHH JOKHOCTHBIX JIUII, BEICTYIIUBIINX MTPU 00CYXACHUH JaHHOTO
Borpoca. @amMunuu neyaTaroTcs 4yepe3 | MexCTpOUHbI HHTEPBAJL.

3aTeM yKa3blBaeTCsi NPHUHATOE IO BOMPOCY pelieHre (U Pe3yiabTaThl
r0JIOCOBAHUA ).

IIpoTrokon mnoamuceiBaeTCsd MNpeACeNaTeIbCTBYIOIIUM Ha 3aceJaHud |
cekperapeM. /[aTol mpoToKoJIa SIBJISIETCS JaTa 3aceIaHusl.

[IpoTokonam mpucBauBarOTCs MOPSAIKOBbIE HOMEpPA B Mpeeiax KaJeHIapHOTo
roja OTAEIbHO MO KaXXJAOW IPyIIE MPOTOKOJIOB MO HOMEHKIATYPE AEJ: MPOTOKOJIBI
3acelaHUi peKTopata YHHUBEpPCUTETa, 3aceJaHuil YYEHOTO COBETa, Y4yeOHO-
METOJIMYECKOr0 COBETA, PEIAKIIMOHHO-U3/IATEIBCKOT0 COBETA, HAYYHO-TEXHUYECKOTO
COBETA U Jp.
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[IpuHsATEIE pemeHuss OOBOAATCS JO HCHOJHUTENEH B BHUIE BBIITUCOK U3
nporokosnoB.  Komuum  mpoTOKOJIOB  mpU  HEOOXOAMMOCTH  PacChUIAlOTCA
3aMHTEPECOBaHHbIM JuiaM. Komuu mNpOTOKOJOB M BBIIUCKH U3 IPOTOKOJOB
3aBEPSIIOTCS NEYaThI0 00ILEro OTAeNa Y HUBEPCUTETA.

[IpoTokonbl mMeyaTaroTCsl Ha CTaHAAPTHBIX Juctax Oymarum ¢dopmarta A4
mpudTom Times New Roman Ne 14 1 UMErOT ClieyIoNre PeKBU3UTHI:

HaumenoBanue noxkymenrta — cioBo IIPOTOKOJI neuyataercs oT rpaHULbI
BEPXHET0 MOJIsI IPONUCHBIMUA OYKBaMU B pa3psaKy, MOy KUPHbIM IpudTom Ne 17 u
BBIPABHUBAETCSA 10 LEHTPY.

Bun 3acenanus (coBeuianusi) OTACISIETCS OT NPEAbIAYIIEr0 PEeKBU3UTA JIBYyMs
MEXCTPOUHBIMU HHTEpBaJIaMH, I[I€YaTAETCA TMOJYXKUPHbIM IupudTom uepe3 1
MEXCTPOUYHBIA MHTEPBAI U BHIPABHUBAETCS MO LEHTPY.

Mecto  mnpoBeneHuss  3acemaHusi  (COBEIIaHWs)  yKasbiBaetcs  (TIpu
HEOOXOJIMMOCTH), Yy KOTO NMPOBOJUIIOCH COBEIIaHUE, BHIPABHUBAETCS MO LEHTPY M
OTJEJSETCS OT PEKBU3UTA «BHJI 3aCEAaHUs THHEHKOM.

Jlata, HOMep TPOTOKOJIAa O(DOPMIISIIOTCA CIOBECHO-IIM(PPOBBIM CIOCOOOM H
MeYaTaTCs Yepe3 JBa MEXKCTPOUHBIX MHTEpBaja HUXKE MPEAbIAYIIEro PEeKBU3UTA.
Homep mporokona mewartaeTcss apaOCkuMu IudpaMd M COCTOMT U3 3Haka No u
MOPSIKOBOI'O HOMEPA MPOTOKOJIA.

OcHOBHas 4acTh IPOTOKOJIA ITeyaTaeTcs yepes 1,5 MeKCTpOUHBIX MHTEPBAJIA.

Honmuck otaensiercss OT TEKCTa TPEMsS MEKCTPOYHBIMU HWHTEpPBAIAMH U
BKJIFOYAET HAMMEHOBAHUE JOJDKHOCTU IPEACENAaTEeIbCTBOBABUIEIO Ha 3aceJaHUuU
(coBellaHum), €ro JUYHYIO MOAMKUCH U €€ paciuIupoBKY.

HanmeHoBaHHE AOKHOCTU MEYATAETCA OT JIEBOM IpaHULBI TEKCTOBOTO IMOJIS
yepe3 OJIUH MEKCTPOYHBIA MHTEPBAII U EHTPUPYETCS OTHOCUTEIIBHO CAMOM JNTMHHOW
CTPOKH.

PacmudpoBka moamucu pacroyiaraeTcsi Ha ypOBHE TIOCIEIHEH CTPOKU
HAaUMEHOBAHUS JIOJDKHOCTU C MPOOENIoM MeXAy HHHUIMATIaMH HWMEHH, OTYeCTBa M
damunueit. Tlocmenusss OykBa B pacmiu@poBKE OTpaHHUMBACTCS MPABOW TPaHUIICH
TEKCTOBOT'O TOJIS.

3.4.4. CayxkeOHasi nepenucka
CnyxeOHasi TepenucKka — pa3IHYHble BUABI OQUIIMATBHBIX JOKYMEHTOB
WH()OPMAITMOHHO-CITPABOYHOTO  XapakTepa,  HCMHOJb3yeMbIX Uil  OOMEHa

uH(pOopMaIeil B IeSITEILHOCTH OPTaHOB BIACTH, OPTaHU3AINI 1 TPak/IaH.

Bunbr nenoBoi mepenucku W MX Ha3BaHUSA — JIENOBOE (CIIy)eOHOE) MUCHMO,
Tenerpamma, (Qakcorpamma (dakc), TenepoHOrpaMma, dIEKTPOHHOE MHUCHMO
(2JIGKTPOHHOE COOOIIEHUE) — CIOXKWIMCh B 3aBUCHUMOCTH OT CIOCOOOB Mepejayu
JIeI0BOM MH(OpPMAITUH: TIO KaHaJaM IMOYTOBOM CBSI3H WJIH TIOCPEJICTBOM AJIEKTPOCBSI3H.

JlenoBoe (cimykeOHOE) MUCBMO — JOKYMEHT WH(OPMAIMOHHO-CIPABOYHOTO
XapakTepa, HANPABISIEMbI OPTaHOM BJIACTH, OPTaHU3AIMEH, JOKHOCTHBIM JIHIIOM
aapecaty (opraHy BJIacTH, OpraHU3alMK, YACTHOMY JIUILY).

CnyxeOHble MHCbMa Y HUBEPCUTETA TOTOBSITCS:

- KaK OTBETHI O BBIMOJHECHUU TOPYYCHHH (PefepabHBIX U PECIyOIMKaHCKIX
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OpPraHOB WCIIOJHUTEIBHON BIIACTH;

- KaK HUCIIOJHEHUE MOpy4YeHUuM ¢enepaibHbIX U PECIyOJIMKAaHCKUX OPraHoOB
WCIIOJTHUTEIHLHON BJIACTU MO OOpAllleHUsIM T'pakIaH MO BOMPOCaM, OTHOCSIIUMCS K
KOMIETEHIIUU Y HUBEPCUTETA;

- KaK COMPOBOJAUTEIbHBIC TUCHMA;

- KaK OTBETHI Ha 3aMPOChl PA3JIMUHBIX OPraHU3aIlui U YaCTHBIX JIUII,

- KaK MTHUITMATUBHBIC MUChMA.

[Ipu opopmiieHnn ciiy>)keOHBIX MUCEM Ha HOMEPHBIX ONaHKax YHHMBEPCHUTETA
HCIIOIb3YIOTCSI PEKBU3UTHI:

- MOJIHO€ HAMMEHOBAHUE OpPraHU3AINY;

- CIIpaBOYHBIC JTaHHBIC 00 OpPraHU3alNH;

- JOJDKHOCTD JIMIIA, TTOJIMKUCABIIETO JOKYMEHT;

- aapecar;

- JaTa JOKyMEHTa;

- PEruCTpaIMOHHBIN HOMEDP TOKYMEHTA;

- CCBhUIKa HA UCXOJISIIIINI HOMED U 1aTy JOKYMEHTA aJIpeCaHTa;

- TEKCT JIOKYMEHTA;

- OTMETKA O HAJTUIUU MPUIIOKCHUM;

- B34,

- NOAMUCH JOJIKHOCTHOTO JINIA;

- orMmeTka 00 ucnonautene (O. 1. O., Ne renedona).

[lucema ¢duHaHCOBOTO XapakTepa, a TaKXKe [HCbMa, COJEpXKaIlue
o0s3aTenbCcTBa (TapaHTUHHBIE MUCHbMA), MOJIUCHIBAIOTCS PEKTOPOM YHHUBEPCHUTETA
(W51 TPOPEKTOPOM Y HUBEPCUTETA) U TJIABHBIM OYyXralaTepoM U 3aBEepSAIOTCS repOooBoi
[I€YaThI0 Y HUBEPCUTETA.

Cny>xeOHbIC MEChMa MTeYaTarTCs Ha OJJaHKe YCTaHOBJICHHOW (pOpMBI IIpr¢TOM
Times New Roman Ne 14 (TTpunosxenne Ne 13).

[Ipu odopmieHun nuchMa Ha JABYX WM Oojee CTpaHUIaX BTopas u
MOCIIEYIOIINE CTPAHUIIBI HYMEPYIOTCA IO IIEHTPY BEPXHETO MOJs JInCcTa apabCKUMuU
udpamu.

Cpoku TIONTOTOBKM OTBETHBIX CIY>KEOHBIX TIHMCEM YyCTAHABIUBAIOTCS
pPE30JIONMENl PYKOBOJAUTENSS HAa OCHOBAaHMU HUMEIOIIMXCS CPOKOB HCIOIHEHUS
MOPYYEHHU, 3aIIPOCOB WJIH 110 PEUICHUIO aBTOPA PE30JIIOIUU.

TexcThl OTBETHBIX CIIYKEOHBIX MHCEM JODKHBI TOYHO COOTBETCTBOBATH
3aJlaHusIM, 3a()UKCUPOBAHHBIM B PE3ONIOIUAX PYKOBOJAMUTEINS OpraHu3anuu. B Tekcre
OTBETHOT'O MHUCHhMA WJIM B PEKBU3UTE Ha OJIAHKE MHChMa yKa3bIBA€TCS HOMEDP W JaTa
HCXOJISIIEro MUChMA.

Cpoku TMOArOTOBKM HWHHUIIMATUBHBIX CIIYyXKEOHBIX IHCEM OINPEETSIOTCS
PYKOBOJUTEISIMUA CTPYKTYPHBIX MOJpa3/I€ICHUM.

TekcT nucbMa u3naraercs ot 3-ro auia equHcTBeHHoro yncia (Pexkrop ®I'bOY
BO «Ydumckuii yHUBEpCUTET HAYKH U TEXHOJOTMN» (YHUBEPCUTET) HE CUUTAET
BO3MOXHBIMY; DPI'BOY BO «Ydumckuii yHUBEpCUTET HAayKH W TEXHOJOTHII»
(YHuBepcuTeT) mpenajaraet...» W Ap.) WIK OT 1-To JHUIla MHOXXECTBEHHOTO 4YHCIIa
(«IIpocum npenoctaBuTh HH(MGOpPMaLKIO...», «Hampaisiem mpoexT...» u 1p.).
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[Ipu coctaBiaeHUU CIYKEOHBIX, JIEIOBBIX M KOMMEPYECKUX IHUCEM MOXKHO
MCIIO0JIb30BaTh HA0OP CTaHIAPTHHIX Ppa3s.

Jist 00bsICHEHMSI MOTUBOB TOT'O WJIM MHOTO IEHCTBUS, TOM WU MHOM peakUuuu
HCTOJIB3YIOT CJIEAYIOLINE BHIPAKEHHUS

- B nopsiake npoBeieHNs COBMECTHON pabOTHL...;

- B cooTBeTcTBHU C MUCBMOM.. .|

- B cooTBeTCTBHUM C MPOTOKOJIOM...;

- B oTBer Ha Bamie oOparenue...;

- B nmoarsepkaeHue Halen JOrOBOPEHHOCTH. . ;
B niensix ycuneHus OTBETCTBEHHOCTH. ..
Ha Bamie oOparenue...

Ecnu coctaBiasitoT MUCbMO-TIPOCHOY, TO UCIIOIB3YIOT TAKUE BBIPAKEHHUS:

- IIpocum okazaTh COAEHUCTBUE...;

- IIpocum BeIciaTe B HaII aapec...;

- IIpocuM NpuUHSATH y4acTue...;

- IIpocuM NpuUHSATH MEPHI...;

- IIpocuM NpUHSATH K CBEICHUIO...;

- Ilpocum moBECTH 10 CBECHUA.. |

- IIpocuM JTUKBUAMPOBATH 3a]I0JKEHHOCT...

ConpoBoauTesibHbIe MMCbMA 00BIYHO HAYMHAIOT CO CJIOB:

- Hampasnsiem undopmatuio. . .

- Bo3sBpaiaem cipaBoYHbIE MATEPUAIIHI. . .

- BrichutaeM NOANHUCAHHBIN C HAIIEH CTOPOHBI 1OTOBOP...;

- TloceuaeM cripaBOYHYIO JIUTEPATYDPY...

IIucbma-noATBepP:KAEHUA HAYNHAIOTCA TaK:

- IlonrBepxkmaem...;

- C OmaroapHOCTBIO TIOJTBEPXKIAEM. ..;

- ®I'bOY BO «YduMmckuii yHHUBEpCUTET HAyKH UM  TEXHOJIOTHII»
(YHuBepcUTET) MOATBEPKIAET. ..

B nucbmMax-HanoOMMUHAHMAX HCIOJIb3YIOT TAKUE MOJEIH:

- Hanomunaewm, uTto...;

- Hamomunaem Bawm, 4dTo...

B nucsmax-u3BeieHUsIX — Takue:

- Coo0Omaem, 4T0...;

- CraBuM Bac B u3BeCTHOCTB, UTO...

IucsMo-rapaHTHs MOXKET COJIEPKATH CICAYIOIHE (Ppa3bl:

- Omiaty rapaHTHUpYEM...;

- CpoOKH BBINIOJIHEHUSI TAPAHTUPYEM...

IMucbMa-npuriameHus MOXKHO HAUMHATB CO CJIOB:

- Ilpurmamaem npuHATH y4acTHe...;

- IIpocuM HampaBUTh NPEICTABUTEIIS. .

OTtka3 B npocs0e ¥ OTKJIOHEHHE MPEeJI0KEHUS CTPOST MO TAKUM MOJETISM:

- Baie npeayioxxeHue OTKJIOHSIETCA MO0 CIEAYOMUM IPUIUHAM. .. ;

- HampapiieHHbIl B HAalI aJ{pec MPOEKT IJIaHA COBMECTHBIX I€MCTBUN U3Y4YEH.



38

CunTaeM ero HenNpPUEMJIEMBIM 10 CIAEAYIOIINM MIPUYAHAM.. . ;

- Ha Bame obOpaiiienrie 0 COBMECTHOM paboTe CUUTAEM...

3aK/II0YUTEeIbHBIMHU CJI0BAMM TEKCTa MUChMa MOTYT OBITh CJICIYIOIINE:

- YOenurenbHo nipocuM Bac Beiienuts, win [Ipocum Bac BeiienuTs;

- Tlpocum HampaBUTH B HAIll aipec UHPOPMAIIHIO;

- Y6enurensHo npocuM Bac He 3aepKuBaTh OTBET;

- IIpocuM U3BUHUTH 3a 33JICPKKY C OTBETOM.

[Ipu 3amonHeHunM pekBU3UTA «AJpecar» JAOIMycKaeTcs mnepen (pamuaued u
WHUILMAJIAMU JOJIKHOCTHOTO JIUIA YIOTPEOJSATh COKPAIICHUE «T-HY»/«T-3Key.

Nuunnumanel B pekBu3uTax «Aapecam» u « TeKCT TOKyMEHTa» JOJKHBI CTABUTHCA
nocJie paMUIInu.

Hanpumep:
r-xe [lasnosoii I1.I1.

r-uy lsanosy U.1.

B nenoBbIx (ciykeOHBIX) TUChMaX MOTYT UCIIOIb30BAThCS

- BCTYNHUTEIbHOE OOpalleHue:

» VBaxaewmslii rocnoauH IIpencenarens!

« YBaxaemslii rocrioguH ['ybepnarop!

* VBaxkaemas rocrnoxka 3axapona!

» VBaxaewmsbiii Hukonaii IleTpoBuu!

* VYBaxaemsle rocnoja!

B oOpamenun mo JOMKHOCTM HAaWMEHOBAaHWE JODKHOCTA THUIIETCS C
IIPOIMKMCHOM OYKBBI, B 00pallleHny Mo (paMUITUK WHUIHAIIBI JTUIA HE YKa3bIBAOTCH.

- 3aKJTIOYMTENIbHAS ATUKETHAs (paza:

* C yBaXeHHUEM, ...

Kak mpaBuio, TeKCT muMChbMa HAYMHAETCS C YBAXKHUTEIBHOTO OOpaIlleHUS K
azpecary, KOTOpoe revyaTaeTcsl IEHTPUPOBAHHBIM CIIOCOOOM.

Hanpumep:
VBaxaemsriit UBan MBanosuu!

[Tocne obparneHust mepea TeKCTOM MHUChMa MPOMYCKAaeTCs MycTas CTPOKa.

TekcT mucbMma, Kak IPaBWIO, COCTOMT M3 JABYX 4acTed. B mepBoil dactu
M3JIaraeTcs MpUYrHa, OCHOBAHUE WU 000CHOBAHUE COCTABJICHUS MIChMa, TPUBOIATCS
CCBUIKHM Ha JOKYMEHTHI, SIBJIIOIIUECS OCHOBAaHUEM ITOATOTOBKH MUCHhMA.

Bo Bropoli wdacTm, HauuWHaAMOIICHCA C ab3ama, ITOMEMIAITCS BBIBOJIHI,
MPEJIOKEHHUS], IPOCHOBI, PEIICHUS U T.A.

JlaToli mruceMa SIBIIIETCS J1aTa €ro MOAMUCAHHUS.

[IpaBo moamnucu ciaykeOHBIX MUCEM Ha OJIaHKaX YHHUBEPCUTETA UMEIOT PEKTOP
VYHuBepcuTeTa W MPOPEKTOp YHUBepcUTEeTa (B COOTBETCTBUM C IPUKA30M
VYHuBepcuteTa 0 pacnpeeneHuu 00si3aHHOCTEN MEX Iy IPOPEKTOpaMu Y HUBEPCUTETA
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U JICJICTUPOBAHUU TIOJTHOMOYHMI PEKTOpa YHUBEPCUTETA), TJIABHBIA OyXrairep WiH
JIUI0, HA KOTOPOE BO3JI0KEHBI 00S3aHHOCTH MO MOJIMUCAHUIO CIIYKEOHBIX MUCEM, B
COOTBETCTBHH C JOBEPEHHOCTHIO, MOJAMMUCAHHON PEKTOPOM Y HUBEPCUTETA.

CnyxeOHble TIUCbMa 3apybedichbim ajpecataM OQOPMIISIIOTCS Ha OJlaHKax
yctaHoBieHHOH ¢popMmbl (IIpunoxenne Ne 2).

CnyxxeOHO€ TUCBMO COCTOUT M3 CJEAYIOIIHUX 4YacTeil: peKBU3UTOB OJiaHKa,
HAaMMEHOBaHUS U aJpeca TMoJy4yaTedss NUChbMa, BCTYNHUTEIBHOIO OOpalleHus,
OCHOBHOTI'O TEKCTAa, 3aKJIIOUUTEIHLHON (JOPMBI BEXKIIMBOCTH, YKa3aHUS Ha MPUIIOKEHUE,
€CJIM OHO UMEETCS.

B nucemax zapybescrnomy anpecaTy KOJOHTUTYI HE CTaBUTCS.

B cooTBeTcTBUM C MNPUHATBIMU B OOJBIIMHCTBE 3apyO€XKHBIX CTpaH
CTaHJapTaMu PEKBU3UT «AOdpecamy pacnoiaraercs, Kak MpaBuiio, B IPaBOM BEpXHEM
yIi1y NEepBOM CTPaHMUIIbl, HE3aBUCUMO OT KOJIMYECTBA CTPAHMIL MHChMA.

PekBu3uT BKIIOYAET WHULMAN HMEHHM, (aMUIMIO ajpecaTta, IOJHOE
HaUMEHOBaHUE O(PUIMATIBLHON NOKHOCTH JIUIA, KOTOPOMY HAIpaBIsieTCs MHUCHMO,
HAaUMEHOBaHUE OpraHu3anuu, (QUpMbI, Ha3BaHUE TOpoja, Ha3BaHWE CTpaHbl. Bce
COCTaBHbIE YaCTH PEKBU3UTA «AJpecaTy MUIIYTCS MPONUCHBIMU OYKBAMH.

Hanpumep:

['ocnoguny SUTMAPY
["ABPUDJIIO
[TPEMBEP-MUHUCTPY

3EMJIN HOKHASA CAKCOHUA

B psne ciaydaeB, B 3aBUCMMOCTHM OT MECTHOM NPAaKTUKM M Ha OCHOBE
B3aMMHOCTH, Tiepe]] GpaMuiuel JuIa, KOTOPOMY IMOCHUIAETCS MHUChMO, YKa3bIBAETCS
€ro TUTYIIL.

Hanpumep:

EI'O
ITPEBOCXOJIUTEJIBCTBY
['ocnoguny b. U”TOHY
YPE3BLEIYATHOMY U
I[TOJITHOMOYHOMY I10CJ1Y
(opuyuanvroe nazearue
cmpambl)

Texct muchbma HauMHaeTcs ¢ oOpamieHus. B 3aBUCUMOCTH OT KOHKPETHOTO
Ciaydass W MECTHOM MpaKTUKU clenyer nucarb — locnoguH Mwunuctp, Bame
[IpeBocxoauTenbcTBO W T.A. B oOpamieHnr WHOTIA TPUHATO T0OABICHHE CIIOBA
«YBaxaeMblii» (0COOEHHO B MOPSJIKE B3AUMHOCTH, HAIPUMED: Y BaKaeMbli TOCTIOIUH
pekTop YHuBepcuTeTa). B 3aBUCHMOCTHM OT MECTHOM NPaKTUKM U B TOPSJIKE
B3aHMHOCTH CJIOBO «TOCIOJHMH» HA WHOCTPAHHBIX SA3bIKAX MOXET MHUCAThCS
MOJHOCTBIO UJIA COKPAILIEHHO.

[IncpkMO  3akaHUMBAETCA  BBIPAXKEHUEM  YBAXEHUS, JUII YEro MOTYT
MCIIOJIB30BaThCA Cleaytouue Qppasbl:

[Ipesunenty, Ilocny wnm Munuctpy wuHocTpaHHbIX nen — IIpomy Bac,
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rocriogud IIpesunent (rocnoaun Ilocon, rocnogus MuUHHCTp), IPUHATH YBEPEHUS B
MOEM BecbMa (CaMOM) BBICOKOM YBaXKE€HUHU.

Ecnu numiercs oTBETHOE MUCbMO, TO BBIPAXKEHHUE YBAKEHUS (HOPMYITUPYETCS B
MOpsAJIKE B3aUMHOCTU. Hanpumep, eciii B MOJIYYEHHOM NHUCbME OOpalarTcs C
YBEPEHUSIMU «...B BEChbMa BBICOKOM YBaXXEHHUU», TO U OTBEYaTh PEKOMEHAYETCS
aHaJOTUYHOM (hpa3oil.

[luceMa MoOryT 3aKaHUYMBATBCS CJIOBaMH, a HUMEHHO: «C HCKpPEeHHUM
yBaxkeHHueM», «C riryookuMm yBaxkeHuem», «Mckpenne Baiy, «C yBaxkeHueM».

Ecniu B TekcTte mnucbMa JaeTcsl CChUIKA Ha NpUJlaraeMble JOKYMEHTBI
(mporpaMmmMa MepoNpuUATHS U T.J.), TO B KOHIIE TEKCTa YKa3bIBACTCS MPUIOKEHUE.

CnyxxeOHble MUCbMa 3apybedicHbiM aJpecaTaMm, 3a HCKIIOYEHHEM IHCEM B
aZipeca pOCCUICKUX rOCYapCTBEHHBIX YUPEKIECHUN 3a pyOexxoM, ohOopMIISIOTCS Ha
MHOCTPAaHHOM (Kak TMpaBuiIo, aHruiickoMm) sA3bike. CTpykTypa coJepkaHus
yKa3aHHBIX THceM, (opma oOpallleHHs] K TOMY WM MHOMY ajpecary, CTUIMCTHKA U
JIpyrue acrekTbl O(QOpMIIEHHS TaKOro MHUChbMa COTJIACOBBIBAIOTCSA C YIIPaBICHHEM
MEXTYHAPOJHOTO COTPYAHUYECTBA Y HUBEPCUTETA.

[Ipuem nmnHceM Ha WHOCTPaHHBIX S3bIKAX HAa MOAMNHCH PYKOBOJCTBA
YHuBepcuTeTa J0MYCKAETCA TOJBKO MPU HATUYHKM BU3bI IPOPEKTOPA YHHUBEPCUTETA
10 MEXTyHAPOJAHOU JEATEIHHOCTH.

Hoanucek. Ilog TekcTomM nucbkMa ciaeAyroT JIMYHAs MOANMCH JIMLA, OT UMEHHU
KOTOPOI'0 MOCHIIAETCSI TUChbMO, HHULIUAIIBI, (PaMUIIMSI ¥ €r0 JOJDKHOCTB. J{JIMHa CTpOKH
OTPaHUYMBAETCSI MPABOM U JIEBOW I'paHULIEN TEKCTOBOTO MOJIS.

HcnpaBneHus ¥ NOAYNUCTKY B TEKCTE MOJIMHHUKA NMHChMa HE JI0IYCKAOTCS.

JIOKyMeHTBI TpeOYIOT K ce0e Hajulexallero BHUMaH!sl U MPEANoiaraloT OTBET
CO CTOPOHBI TOTO, KOMY OHU HaIpaBJICHBI.

3.4.5. Hoxknaanas, ciay:keOHasi, 00bSICHUTEIbHAS 3aNIMCKHU

JoknanHyto, ciyxeOHyt0, OOBSICHUTENBHYIO 3allUCKH OTHOCIT K pa3psry
BHYTPEHHEH MEePENUCKU U BBIOJIHAIOT Ha TucTe hopmarta A4.

JoknagHas 3amMcKa — JOKYMEHT, aJApECOBAHHBIN PEKTOPY YHHUBEPCHUTETA,
MPOPEKTOPY YHUBEPCUTETa WJIM HUHOMY JOJDKHOCTHOMY JIUIY YHHMBEPCUTETA,
coJiep Kallnii U3JI0KEHNE KaKOro-TM0O0 BOIPOCa C BHIBOJAMU U TIPEITIOKCHUSIMH.

JloknagHash 3amMcKa COAEPKHUT  PEKBHU3UTHI:  aJpecaT, HauMEHOBaHUE
JOJKHOCTH JIMIIA, HAIIMCABILIETO €€, CTPYKTYPHOTO MMOApa3/ieJIeHUs], JaTy HallUCaHuUs,
TeMy. TeKCT TOKJIaAHOM 3alIMCKU COCTOUT U3 JIByX CMBICJIIOBBIX YaCTEM:

- B BBOJHOW YacTH M3JIarar0TCsl MPUUUHBI, (PAKThl U COOBITHS, MOCITY KHBIIIHE
MOBOJOM J1JI1 HAITUCAHUS,

- BTOpasi 4acThb JOJKHA COJEPKaTh BBIBOJBI U MPEJIOKEHHUS O KOHKPETHBIX
NEUCTBUSAX.

[Ipu mpeacraBnennn MHGOpMAUUK OO0 HMCIOJHEHUU KAKOTO-IHOO JTIOKYMEHTa
JenaeTcss cchlika Ha M u  damy 3TOro JOKyMeHTa (IpU HEOOXOJIUMOCTH
npukiaaeiBaetcss konusi). [lo pesynbratam paccMOTpeHHs] JOKJIATHOM 3alUCKU Ha
JIOKYMEHTE MPOCTABISCTCS PE3OJTIOIUS.

Cayxe0Hasi 3amMCKAa — JOKYMEHT, aJpECOBAHHBIN PEKTOPY YHHUBEPCUTETA,
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MPOPEKTOPY YHUBEPCUTETA WM MHOMY JOJKHOCTHOMY JIMILY, COIEPKAIIUN BOMPOC
(mpocw0y), pelieHre KOTOPOro HaXOJUTCS B KOMIIETEHIUU JAHHOTO PYKOBOJUTEJS.
TekcT ciy’eOHOM 3aNUCKU COCTOUT U3 JIBYX CMBICIOBBIX YaCTEH:

B IEpPBOM YaCTU MPUBOJIUTCS OOOCHOBAHHE, TO €CTh M3JAraloTcs MPUYUHBI
COCTaBJICHUS CITY>KEOHOM 3aIUCKU;

BO BTOPOM YaCTU MEPEXOAAT K MPEJJIOKECHUSAM, 3asBKaM, MpockoaM U T.1.

JIoJbKHOCTD, (haMIIisl U MHULMAJIBI JIMIA, KOTOPOMY aJpecoBaHa ClIy>KeOHas
3alMCKa, YKa3bIBAIOTCS B JaTebHOM TNajexe. TeKCcT HauumHaeTcs ¢ oOpalieHus K
TOJDKHOCTHOMY Jinily. K city:keOHOM 3amucke TpuiararoTcsi MOJJIUHHUKH BCEX
JTOKYMEHTOB,  OTPaXEHHBIX B €€  COAECpPXKaHUM B  XPOHOJIOTUYECKOU
MOCJIE0BATEILHOCTH.

JlaToit cimy>ke0HOM (JIOKJIaIHOM) 3aITUCKU CUMTAETCS J]aTa €€ PErucTpaliu.

JloknagHbie U CIyKEOHBIE 3aMUCKU MOTYT COCTABIISTHCS, PACCMATPUBATHCS U
XPAaHUTHCS B TEUEHUE YCTAHOBJIEHHOTO CPOKA UCKIIFOYUTEIBHO B AJIEKTPOHHOM BHUJIE C
ucnosbzoBanueMm CHO/I.

[Ipu opranmzanum pabOThl C AOKIAAHBIMH (CIYKEOHBIMH) 3allUCKaMU B
AJICKTPOHHOM BHJI€ MCIIOJIB3YIOTCS AJICKTPOHHBIE IIA0JIOHBI JOKIATHON U CIYyKEOHOM
sanucok (IIpunoxenne Ne 25).

Perucrtpanus 1okIagHBIX U CIY>KEOHBIX 3amUCOK ocymiecTBisiercss B COJI, mpu
orcyrctBuu C3J[ HacTosue JOKYMEHTBI PETUCTPUPYIOTCS B CTPYKTYPHOM
nojapa3/ieIcHu Y HUBEPCUTETA — aBTOPE JOKYMEHTA.

OO0bsicHUTEJIbHASI 3alIUCKA — JOKYMEHT, OOBSICHSIOMMK MPUYUHBI KaKOTro-
00 MpOUCIIECTBUS (MelcTBUS, aKkTa), COCTaBIsIeMbld paOOTHUKOM YHHUBEPCUTETA
U TIPEJICTABISIEMbBIN BBIIECTOAIIEMY JOJKHOCTHOMY JIUILY.

TexcT 0OBACHUTEIIBHOM 3aIUCKU COCTOMT M3 JIBYX CMBICIIOBBIX YacCTEM:

B [IEPBOI YaCTH M3JIararoTcs (DaKThl, MOCIYKUBIIHE TOBOJIOM K €€ HAIlMCAHHUIO;

BO BTOPOM — MPHUBOJATCS MPUUHHBI, OOBSCHSIONINE CIOKHUBIIYIOCS CHTYAIHIO
WJTH TIPOU3OIIC IS COOBITHS.

3.4.6. AKT

AKT — JIOKYMEHT, COCTaBJICHHBI HECKOJBKHUMU JIUI[AMU U TTOATBEPKIAFOIIAN
(bakKTbI U COOBITHS.

AKTBI COCTaBJISIFOTCSL 110 PE3yJIbTaTaM PEBU3UN JIESITEIBHOCTH YHUBEPCUTETA
WA CTPYKTYPHOI'O MOJPA3AECICHUS U OTACIbHBIX JOJDKHOCTHBIX JUL, IIPU IpUEME-
nepegaye Jeia, MOATOTOBKE JOKYMEHTOB K YHUYTOXKEHHIO, NpHUeMe OOBEKTOB B
skcrutyaTanuio u T.11. (IIprmioxenne Ne 14).

B akre coxmepxarcs cieayromue peKBU3UThI: HAMMEHOBAHHUE OpraHW3allNM,
HaUMEHOBaHUE BUJIa JOKYMEHTA, JaTa U HOMEp, MECTO COCTaBJICHMSI WU U3JIaHMUS,
rpud yTBEp>KIEHUS, 3ar0JOBOK K TEKCTY, TEKCT, OTMETKAa O HAJIMYWW TPUIIOKCHUS,
MOJIHCH.

AKT NOANUCHIBAETCA JIMIIAMU, NMIPUHUMABIIMMU Y4YacTHUE B €r0 COCTaBIICHHH,
IpA O3TOM YKa3bIBAa€TCSi HE HAUMEHOBAaHHE JOJDKHOCTEM, a pacrpelesiCHUe
00s13aHHOCTEN MEX/y WIeHAMU KOMHUCCHUU: MPeJceIaTelNb, YWICHbl KOMUCCHUHU.

TekcT akTa COCTOUT M3 ABYX YaCTEU: 6600HOU U KOHCMAMUPYIOUELL.
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B 6600101l uacmu yxa3pIBarOTCS: HAUMEHOBAHHE IOKYMEHTA, B COOTBETCTBHUH C
KOTOpPBIMU ObLJIa 00pa30oBaHa KOMHUCCHS, €r0 HOMEp U JaTa, WM HauMEHOBaHHE, 1aTa
1 HOMEp JOKYMEHTa, Ha OCHOBAaHUH KOTOPOTO MPOBOAUTCS PEBHU3MUsA, MIPOBEPKA, WA
(dakT, MOCITY>)KMBIIHA OCHOBAaHWEM JUIsl COCTaBICHUS akTa. Jlasiee, B BBOJIHON YacTH,
MEPEUUCTIAIOTCSI  COCTaB KOMHUCCHHM, WIEHBI KOMHUCCHUU (HODKHOCTH, (amuimw,
MHHITAATIbI ).

B koncmamupyroweu uacmu n3nararTcs UeNH 1 3a7a9, CYIIIHOCTh U XapakTep
MIPOBEICHHON KOMHUCCHUEH pabOThI, YKa3bIBAIOTCS JOKYMEHTHI, HA OCHOBAaHUH KOTOPBIX
paboTa TPOBOJUIACH, (PUKCUPYIOTCS YCTAaHOBJICHHBIE (DAKTHI, JEJIAIOTCS BBIBOJBI O
MOJIYYCHHBIX PE3yJIbTaTaXx W MPU HEOOXOJUMOCTH JAIOTCS TPEIJIOKCHUS TI0
YCTPAHEHHUIO BBISBICHHBIX HEJOCTATKOB.

TekcT akTa U3J1araeTcsi OT TPETHETO JIMIA €IMHCTBECHHOT'O YHUCIIA.

V. OPTAHM3ALIUA JOKYMEHTOOBOPOTA U UCITOJTHEHUSA
JOKYMEHTOB

4.1. IpuHUMOIBLI OPTraHU3AMHU JOKYMEHT0000poTA

JIBi>KeHHEe JOKYMEHTOB B YHHUBEPCHUTETE C MOMEHTAa HUX CO3JIaHHS WU
MOJIYYCHUS JIO 3aBEPIICHUS UCIIOTHEHHUS UIIM OTIIPaBKU 00pa3yeT TOKyMEHTOOO0O0POT.

[lon oO6beMOM [OKyMEHTOOOOPOTa TMMOHUMAETCS KOJUYECTBO JTOKYMEHTOB,
MOJIYYEHHBIX U CO3/IaHHBIX OpraHu3aluei 3a BbIOpAaHHBIM OTPE30K BpeMeHU (Tom,
mecsi). KonnyecTBO JOKyMEHTOB BCeX TIOTOKOB 3a TOJI COCTaBUT 00ObeM
IoKyMeHTooOopoTa YHuBepcuteta. [lojcueT komuvyecTBa 1OKyMEHTOB MPOU3BOIUTCS
o0LIUM OTJEJIOM YHHUBEPCUTETA MO PETUCTPAIMOHHBIM XKypHalaM (KapToukam). 3a
EAUHUITY TTOJICUeTa MPUHUMAETCS CaM JJOKYMEHT, 0€3 y4eTa KOIUii, CO3/JaBa€MbIX MpU
NeYaTaHuy U Pa3MHOKECHUH.

dopma cripaBku 06 06beme gokyMenTooooporta (Ilpunoxenne Ne 15).

B VYHuBepcuteTe ycTaHaBIMBAIOTCS CIEAYIONIME MPUHIMIIBI B OpraHU3AINH
JTIOKyMEHTO000pOTa:

LEHTpaIu3alus onepauil No NpruemMy 1 OTIpaBKe JOKYMEHTOB;

OpraHu3anus MpeJBapUTEIIbHOTO PACCMOTPEHUS MOCTYNAIOLINUX JOKYMEHTOB;

OJIHOKPATHOCTb PETUCTPALINK TOKYMEHTOB;

yCTpaHEeHHE HEeOOOCHOBAHHBIX COTJIACOBAHUMN MTPOEKTOB IOKYMEHTOB;

periaMeHTanus ornepanuii mo o0paboTKe, pPacCMOTPEHHIO W COTJIACOBAHUIO
JIOKYMEHTOB.

B JIOKYMEHTO000pOTE YHuBepcurera BBIICIISIIOTCS cleAyronme
JIOKYMEHTOMOTOKH

MOCTYTAroIIast JOKyMEHTaIUs (BXOAA111as);

oTmpaBiisieMasi JOKyMEHTaIusl (MCXOas111as);

BHYTPEHHSIS TOKYMEHTAIUSI.

[Topsimok MPOXOXKIAEHUS JTOKYMEHTOB W OINEpalyy, MPOBOJUMBIE C HUMH B
YHHUBEPCUTETE, PETIAMEHTUPYIOTCS HACTOALIEN MHCTpyKIMe, HBIMH JIOKAJIbHBIMU
HOPMAaTUBHBIMH aKTaMH.

[Ipu nprimeHeHUr B YHUBEPCUTETE IEKTPOHHOTO JOKYMEHTOOOOpOTa OOIINM
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OT/IeJIOM YHHMBEPCUTETa U OTJEIOM ApPXUBHOTO JIOKYMEHTOBEJEHHUS COBMECTHO C
VYrnpasnenuem nudpoBoi TpaHchopmaluu pa3padaTbiBAIOTCS MapIIPYThl ABUKCHUS
JIOKYMEHTOB.

4.2. Opranuzanms 10CTABKHU JOKYMEHTOB

JlocTaBka JOKYMEHTOB B YHHMBEPCUTET OCYILECTBISAETCA, Kak IIPaBUIIO,
CpElCTBAMHM TOYTOBOM, 3JIEKTPOHHOM, KypbepCKOW, (eabAberepckoil CBSI3W U IO
kanany CO/I.

C mnomoIpbio0 TOYTOBOM CBSI3M B YHHUBEPCHUTET JOCTABISIETCS MUChbMEHHAas
KOPPECIIOHICHIIMS B BUJIE MTCEM, TIOYTOBBIX KapTOUEK, OaHAepOIIeH, MEIKUX MAKETOB,
a TaKXe MeYaTHbIC U3JaHus.

[lo kanamam osnektpocBsizu u  COJl  mocrymaroT: TenedoHOrpaMMBI,
ANEKTPOHHBIE TOKYMEHTHI.

4.3. llpuem, 00padoTKa 1 pacnpeaejeHue MOCTYNAKIINX JOKYMEHTOB

[Ipuem u nepBuyHas oOpabOTKa JTOKYMEHTOB OCYIIECTBIISIIOTCS PAaOOTHUKAMHU
oO1ero oTaena Y HUBEpCUTETA.

Bce BuabI TOKYMEHTOB, TOCTYyMaroliue B YHHUBEPCUTET, HE3aBHCUMO OT
cnocoba uX JIOCTaBKH, TMPOXOASAT TEPBUUYHYIO 0O0pabOTKy; MpeaBapUTEIbHOE
paccMOTpEHHUE, PErucTpalrio, PAaCCMOTPEHUE PYKOBOJICTBOM U JIOBOASTCS [0
UCTIOJTHUTES.

[Ipy mnpueme KOppPECHOHACHIMH Ha OyMaXHBIX HOCUTENISX MPOBEPSETC
[IEJIOCTHOCTh KOHBEPTOB, LEJOCTHOCTh YIAKOBKU JOKYMEHTOB, TPABUILHOCTh
aJpecoBaHUs MOCTYNMUBIINX JOKYMEHTOB.

KoHBepThl ¢ MOKyMEHTaMU BCKpBIBAIOTCS (32 HUCKIIIOUEHHEM KOHBEPTOB C
MOMETKOHN «JIM4YHOY»). IIpn BCKpBITUHU KOHBepTa (YHNAKOBKH) MOBTOPHO MPOBEPSETCS
NPaBIWIBHOCTD aJIPECOBAHMSI BIOKEHHBIX JOKYMEHTOB, HX HAJIMYHUE.

Ommnb04YHO TOCTABICHHAS] KOPPECTIOHICHIIHS TIEPECHUIACTCS OTIIPABUTENIO.

[Ipu oOHapyXeHUM TMOBPEKACHHUS KOHBEPTA, OTCYTCTBUS ITOKyMEHTa WIIU
MPUJIOKEHHSI K HEMY, a TaKK€ HECOOTBETCTBUS HOMEpA, YKAa3aHHOTO Ha KOHBEPTE,
HOMEpPY BJIOKEHHOT'O JOKYMEHTA, COCTaBIISIETCS aKT B TPEX 3K3EMIUISIpax, OAUH M3
KOTOpPBIX OCTaeTcss B 0OmeM OTAele YHHUBEPCUTETa, BTOPOM MpHiIaraeTcs K
MOJIyYEHHOMY JOKYMEHTY, TPETHI — OTIPABUTENIO.

KoHBepThI OT MOCTYNUBILEH KOPPECTTOHAECHIIUHA COXPAHSIIOTCS U IPUIIAraroTcs K
JOKYMEHTaM B CIIy4asiX, €CIu:

aZipec OTIPABUTEIIS YKa3aH TOJbKO Ha KOHBEPTE;

JaTa JOKYMEHTa U JlaTa €ro OTIPABKU COTVIACHO MOYTOBOMY IITEMIIENIO UMEIOT
OOmbIIIME PACXOXKICHUS BO BPEMEHU;

KOHBEPT HEOOXOJIUM B KaUECTBE OMPABAATEIBLHOIO JOKYMEHTa K pacxojam 1o
OIIaTe KOPPECIIOH ICHIINH.

JIOKyMEHTBI, MOCTYIMUBIINE B YHHUBEPCUTET B pabodee Bpems, MPOXOJIAT
MEPBUYHYIO 00pabOTKY M PETHCTpPAlMIO B JACHb MOCTYIUICHHS, MPU MOCTYIUICHUU B
Hepabouee BpeMsi — Ha CIEAYIOIIHNN pabouuii JIeHb; JOKYMEHTHI, JOCTaBJICHHBIC B
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YHUBEpCUTET HAPOUHBIM B T€UECHHE paboyero AHs, MEpPEal0TCs Ha PETUCTPAIIUIO B
oOumi oTaen YHUBEPCHUTETA.

JIOKyMEHTBI, TOCTYNHUBIIME C OTMETKON «CpouHO», TepefaroTcs Ha
PErUCTPALIMIO HE3AMEJIUTENBHO.

Ha nonydyeHHOM pA0KyMeHTe paOOTHHUKOM OOIIEro OTAena YHHUBEpCUTETa
MIPOCTABISETCS PETUCTPAIMOHHBIN ITaMIl. PeructpaiioHHbIN ITaMIT TPOCTaBISETCS
B TMpPAaBOM HUXKHEW 4YacTH JIMUEBOM CTOPOHBI IIEPBOM CTpPaHULBI JOKYMEHTA.
PeructpanmoHHepii  mTamir  COOEPKUT HAMMEHOBAaHWE  YHUBEPCUTETA, ATy
perucTpaluu, perucTpaliioOHHbI HOMED.

CoOoTBeTCTBYIOIIIME CBEACHUS O TMOCTYNUBIIEM JIOKYMEHTE BHOCATCS B
PETUCTPAIIMOHHYIO KaPTOYKY CHUCTEMBI JIEKTPOHHOTO JOKYMEHTO00OpOTa, KapToUuKa
nyonupyeTcs Ha OyMa)KHOM HOCHUTETIE.

C 1enpio MPaBUIIBHOTO (BEPHOTO) pacHpeesICHUs] TOCTYNMHUBIIUX JTOKYMEHTOB
MIPOBOJIUTCS UX MPEIBAPUTEIILHOE PACCMOTPEHHUE.

JIOKyMEHTBI, aJpecOBaHHBIE PYKOBOACTBY YHHUBEpPCUTETa, a Takxke 0e3
yKa3aHUs KOHKPETHOTO JIMIA WJIM CTPYKTYPHOTO TMOJpa3/esieHHs], MPeIBapUTEILHO
paccMaTpHUBalOTCA B OOLIEM OTHeNie YHUBEPCUTETa HAYaJbHUKOM OT/elNa, a 3aTeM
HAIPaBIISIOTCS  PEKTOPY YHHUBEPCHUTETa, NPOPEKTOPY YHHBEpPCUTETa WM B
CTPYKTYpPHOE MOAPA3AEICHUE.

[IpenBapuTenbHOE PacCMOTPEHUE AOKYMEHTOB OCYIIECTBISETCA HCXOAS U3
OLICHKH UX COJEpKaHMsl, TOKYMEHTHI IIEPEIaloTCsl Ha PAaCCMOTPEHUE PYKOBOACTBY Ha
OCHOBaHUU YCTAaHOBJIEHHOIO B YHHMBEPCUTETE NPHUKA30M PEKTOpa YHUBEPCHUTETA
pacnpeneneHuss  O0s3aHHOCTEH  MEXIy  MPOpPEKTOpaMH  YHHUBEpCUTeTa U
JEIETUPOBAHUS ITOJTHOMOYUN pEKTOpa Y HUBEPCUTETA.

JIOKyMEHTBI, MOCTYNUBIINE B YHHUBEPCUTET, MO BOIPOCAM, HE TPEOYIOIIUM
pPacCMOTpEHHUsI PYKOBOJICTBOM, HAIpPaBISAIOTCS OOIIMM OTACIOM Y HHBEpPCUTETA
HEIMOCPEACTBEHHO B CTPYKTYpHble monapasaeincHus. OCHOBaHUEM [JIsl TPUHATHUSA
peuieHuss B XOJ€ MPEABApPUTEIBHOTO PACCMOTPEHMS SIBISETCA COAEPKAHHE
JOKYMEHTA, a HE a/IpECOBAHKE TOKYMEHTA JOJKHOCTHOMY JIMILY OTIIPABUTEIIEM.

[TocTynuBuine TejaerpaMMbl IPUHUMAIOTCA MOJ PACIUCKY C MPOCTABICHHEM
JaThl U1 BPEMEHU IPHEMA, PETUCTPUPYIOTCS, a 3aTEM IEPE/IaloTCsl Ha pacCMOTPEHHE
PYKOBOJICTBY U UCIIOJTHEHUE.

TekcTt moctynuBmierd TeaeGOHOrpaMMbl, IMEPENAHHBIM YCTHO 110 KaHajaMm
Tene(OHHONW CBsI3W, 3amuchIBaeTca (medaraercsi) pabOTHUKOM OOIIero oTaena
VYHuBepcUTeTa U ONEPATUBHO NMEPEAAETCA PYKOBOJIUTEIIO.

DJIEKTPOHHOE CO00IeHHe — IOKYMEHT, MTOJIy4YaeMbIi 10 3JIEKTPOHHOW MOYTE.
DNEeKTPOHHOE MUChMO HMMEET CTATyC JOKYMEHTA, €CJIM OHO 3aBEPEHO AJIEKTPOHHOM
nudposoit moanuceio (ganee — SLIT).

DONEeKTpOHHbIE COOOUIEHHUs, TMOCTyNalwIllie B YHHUBEPCUTET Ha ajapec
AJIGKTPOHHOH MOYTHI Fector@uust.ru, MpuHUMAIOTCS OOIINUM OT/eIa Y HUBEPCHUTETA.

[IpenBapurenbHOE pacCMOTPEHUE JOKYMEHTOB, MOTYYEHHBIX MO 3JIEKTPOHHOU
MOYTEe, OCYIIECTBISAECTCS UCXO/IS U3 OLIEHKHU UX COJIEPKAHUSI, JOKYMEHTHI IIepeaatoTCs
Ha pacCMOTPEHHE PYKOBOJCTBY Ha OCHOBAaHHMHM YCTAHOBJICHHOTO B YHHUBEPCUTETE
MIPUKA30M  pEeKTOpa YHHUBEpPCUTETa pacupenesieHus: OOSI3aHHOCTEH  MEXIy
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IIPOPEKTOpaMU  YHUBEpCUTETa U JEJErMpOBaHMS  MOJHOMOYMH  pEKTOpa
YHUBEpCUTETA.

4.4, Peructpauusi BXOAAIIMNX JOKYMEHTOB

JIOKyMEHTBI, TOCTyHarolue B YHHUBEPCUTET, PETUCTPUPYIOTCS B JEHb
MOCTYIUICHUSI TUOO Ha CIEAYIONIMN pabouunii 1eHb B 00IEeM OT[eNe YHHUBEPCUTETA.
Peructpanuu mnoasie’xxar Bce JIOKYMEHTBI, TpeOYyIOIIUE YyuyeTa, WCIOJHECHUS W
WCIIOJb30BaHUsI B CIPaBOYHBIX IesAX. J[OKyMEHTHI, MOCTYNUBIIME C OTMETKOM
«Cpo4yHO», PErucTpUPYIOTCS M HE3aMEUIUTEIbHO MEpelaroTcsl Ha PaccMOTpPEHHUE
pekTopy YHuBepcurtera (IpopekTopy YHUBEPCHUTETA).

CornacHo Hacrosed MHCTpyKIuK, KOppecrnoHaeHIUs (JOKyMEHThI, TMChMa),
aJpecoBaHHass YHUBEPCHUTETY, a TakKe pEKTopy YHHUBEpPCUTETa, MPOPEKTOpaM
YHuBepcuTeTa, MOJydeHHas  paOOTHUKAMHU  CTPYKTYPHBIX  TOJpa3acICHUI
YHuBepcuTeTa, MO DOJIEKTPOHHOW TOYTE WJIM C HAPOYHBIM, JOJDKHA OBITh
CBOEBPEMEHHO IepejilaHa B OOMIMKA OTHE) YHHUBEPCHUTETa JJIi COOTBETCTBYIOIICH
PETUCTpAIUU He no30Hee Cledyioue2o OHs NOCe NOJIYYeHUs.

JIOKyMEHTBI PETUCTPUPYIOTCS HE3aBUCHMO OT CTIOCO0a UX JOCTaBKH, NIEpeaaun
WIH CO3JIaHUS.

[TopsinkoBele ~ HOMEpa  PETHUCTPUPYEMBIM  BXOJSIIUM  JOKYMEHTaM
IPUCBANBAIOTCS B IpejieyiaX KaJleHJapHoro roja.

Peructpanust TOKyMEHTOB MPOU3BOUTCS B MIpeiesiax IPYIII, B 3aBUCUMOCTH OT
Ha3BaHM BUJA JTOKYMEHTA U COJIEP KaHMS.

JIOKyMEHTBl ~ PETUCTPUPYIOTCSI OIWH pa3 B JeHb TNOCTyIuieHus. B
PETHCTPAIMOHHYIO KAPTOYKY CHUCTEMBI AJIEKTPOHHOTO JIOKYMEHTOOOOpPOTa BHOCSTCS
COOTBETCTBYIOIIME NaHHbIe. [lpu mepemavye JAOKyMEHTa W3 OJHOTO CTPYKTYPHOTO
NOoApa3/ielIcHUsT YHHUBEPCUTETAa B JPYroe€ HOBBIM PETHCTPALMOHHBIM HOMEp Ha
JOKYMEHTE, KaK MPaBuiio, HE IPOCTABIISAETCS.

K nmoxymeHTam, He MOJUIEKAIUM PETUCTPALUU, OTHOCATCS ITOKYMEHTHI, HE
TpeOyIolue WCIOJHEHUsT M HE cojaepxkalue HHPOPMalUU, HCIOIb3yeMO B
CIIPaBOYHBIX LETAX.

IIpumepnulil nepeyeHb OOKYMEHMOo8, He NOONeHCAUUX PeLUCTNPAUUU.

JlokyMeHTBl Oyxrantepckue, (UHAHCOBBIE, JIOTOBOPHBIC, CTATHCTUYECKHE
JOKYMEHTHI (0€3 COMPOBOIUTENHEHOTO MTUCHMA).

JIOKyMEHTBI IO MaTepUATBHO-TEXHUYECKOMY 00ECTICUCHHIO.

CBogku w wHpOpMaNUsi, TPHUCITAHHBIC I CBEACHUS (KOMMEpPUYECKHE
MpeioKeHus, THGOPMAllMOHHBIE TUChMa U Ap.).

Y4eOHble TUTaHbl, TPOrpaMMbl (6€3 COMPOBOAUTEIHHOTO MTMCHMA).

[lewaTHpie wu3maHus (ra3eTbl, >KypHajbl, COOPHUKH, KHUTH, MPOCIEKTHI,
OpoMNTIOpkI, OFOJUICTCHH | JIP.).

[loznpaBuTenbHble THUCbMA, OTKPBITKM M TEJErpaMMbl, NPUTIACUTEIbHbIC
OWJIETHI U T.II.
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4.5. PaGora ncnoJiHuTeI€H € JOKYMEHTAMH

PykoBoauTenn CTPYKTYypHBIX MOAPA3ACICHUNM YHUBEPCUTETA, IOJYYUB
JOKYMEHTBl Ha MWCIOJHEHHE, OOCECIEUMBAIOT HMX OMNEPATUBHOE PACCMOTPEHHUE,
JIOBEJCHUE 10 UCIIOJIHUTENEN B JCHb IMOCTYIUIEHUS, KOHTPOJIb 38 CBOCBPEMEHHBIM U
Ka4ECTBEHHBIM UCIIOJIHEHUEM.

[Ipu paccmMoTpeHNH JOKYMEHTOB PYKOBOJUTEIN CTPYKTYPHBIX IMOAPA3IECIEHUN
YHuBepcuTeTa BBIACIAIOT IOKYMEHTBI, TPEOYIOIHE CPOYHOTO UCTIOJTHEHUS.

OTBETCTBEHHBIN UCIIOTHUTETL 00s13aH OPTraHU30BATh UCIIOTHEHUE B YKa3aHHBIN
cpok. IIpu cpoyHOCTH K MCTIOJHEHUIO HEOOXOUMO MPUCTYIIUTh HEMEJICHHO MOCIIe
repeaayu JOKyMEHTa Ha MCTIOJTHEHHE.

[Ipy HanMuMKM OTBETCTBEHHOI'O MCIIOJHUTEINS BCE OCTAIBHBIE HCIOJHUTEIN
CBOEBPEMEHHO M KA4YECTBEHHO MPOBOMAT aHaiu3 HMHQPOPMAIMU U TPEACTABISIOT
OTBETCTBEHHOMY HCIIOJHUTENIO B YCTAHOBIICHHBIE UM CPOKM HEOOXOJUMBbIC
JIOKYMEHTHI (IIPOEKThI IOKYMEHTOB, CITPAaBOK, CBEJACHUMN U T.11.).

[Tocinie pemennss MOCTABICHHBIX B JIOKYMEHTE BOIIPOCOB UCIOJHUTEIb TOJKEH
cesiaTh OTMETKY 00 MCIOJHEHUU B CUCTEME DJIEKTPOHHOTO JTOKYMEHTOOO0OpOTa IS
CHSTHS JOKYMEHTA C KOHTPOJIA.

[ToaroToBiEeHHBIN K TMOANUCAHUIO Y PYKOBOJICTBA YHHUBEPCUTETA JOKYMEHT
OPOXOJIUT O00S3aTeNbHYI0 TPOBEPKY B OOLIEM OTAeNe YHUBEPCUTETa, I/ MpH
HEOOXOIMMOCTH TIEpe]l MOAMUCAHIUEM BHOCSTCS MPAaBKU MO0 0(hOPMIICHUIO IOKYMEHTA.
[IpoBepsercs Hanmuyne HEOOXOIUMBIX BU3.

Bce 1OKyMEeHTBI, MOATOTOBIJIEHHBIE C HApPYLIEHUEM II0JIOKEHUM HACTOSIIEH
WHcTpyKIuu, BO3BpalaloTCs OOMIMM  OTIEJIOM YHHBEPCUTETa OTBETCTBEHHBIM
UCTIOJTHUTENSIM Ha 10paboTKYy.

4.6. Pab6ora ¢ oOpameHusIMYU IPaxIaH U OPraHu3auuil

[TucepmenHbIe oOpaleHus rpaxkaad (B TOM 4YWCie Ha MHOCTPAHHBIX S3BIKaX),
MOCTYIHBIIKE B aJIpeC PEKTOpa Y HUBEPCUTETA, PETUCTPUPYIOTCS B 00IIIEM OT/ETIE.

3aperucTpupoBaHHbBIE OOpaIeHUs TPAKIaH B 3aBUCHMOCTH OT COJEPIKAITUXCS
B HUX BOIIPOCOB MEPEIAIOTCS PEKTOPY Y HUBEPCUTETA.

Ecim 1o mnmchMeHHOMY OOpalIieHHI0 TpaKJaHWHA TOTOBHTCS IPOCKT
PE30JTIONNHU PEKTOPa, COIepKANTUN HEOOXOIUMbIC TIOPYICHHS, TO B HEM 0053aTEIIHLHO
YKa3bIBAIOTCSI CPOKH UCIIOJHEHUS TOPYUYEHUH, MOPSJIOK OTBETA aBTOPY MUCHMa, a MPHU
HEOOXOIUMOCTH — U JOKJIa/a.

Bormpocel, mogHATEIE B MHUCBMEHHOM OOpaIlieHWH TpakKJIaHWHA, CUUTAFOTCS
pPEILICHHBIMHU, €CJIM OHM PACCMOTPEHBI, N0 HHUM MPUHATHI HEOOXOAUMBIE MEpHI U
3aSBUTEITIO JTaH OTBET B MUCHBMEHHOM MIIM YCTHOM popMax.

I'paxxgane wuMer0T mpaBo oOpaliathCs JUYHO, a TakKe HaIlpaBliTh
WHIMBHUIYaJbHBIC M KOJUICKTUBHBIC 0OpaIlleHHsI, BKIIOUass 0OpameHus 00beInHCHHMA
rpaXkJiaH, B TOM YHCJIC IOPUANYECKUX JIUII.

YcraHaBIMBaOTCS CASAYIONIME BUIBI OOpalleHHil: MpeaIOKeHUE, 3asBICHUE,
xKajooa.
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[IpenmoxkeHre — peKOMEHAAIMS TPpaXKJAaHWHA 10 COBEPIICHCTBOBAHHUIO
JIOKAJbHBIX HOPMATUBHBIX MPABOBBIX AKTOB, PA3BUTHIO OOIIECTBEHHBIX OTHOIICHHMA,
VIIYUIICHHIO 00pa30BaTEbHBIX, HAYYHBIX U HHBIX chep Y PUMCKOTO YHHBEPCHTETA
HayKH M T€XHOJOTUM 1 (uin) dpunuana.

3asiBIeHHE — MPOChOa TpakIaHWHA O COACHCTBUHU B peajU3alliHd €ro MpaB H
CcBOOOJ WM TpaB U CBOOOJ APYrUX JIMI[ B Tpeaenax KoMmeTeHUu Y umckoro
YHUBEPCHUTETAa HAYKH M TEXHOJIOTHH JTMO0 COOOITICHUE O HAPYIICHUH 3aKOHOB U WHBIX
HOPMAaTHUBHBIX IPABOBBIX aKTOB, HEJOCTaTKaxXx B PabOTE MOJDKHOCTHBIX JIUII, JTUOO
KPUTHUKA JIEITSITLHOCTH YKa3aHHBIX JOJKHOCTHBIX JIUII.

XKanoba — mpocbba TpakgaHWHA O BOCCTAHOBICHWHM WM 3alIUTE €r0
HApYIICHHBIX TMpaB, CBOOOJ WM 3aKOHHBIX WHTEPECOB JHMOO TpaB, CBOOOJ WA
3aKOHHBIX HMHTEPECOB JAPYTHX JIMII B TMpeAeiax JAeSITCIbHOCTH Y QUMCKOTO
YHUBEPCHUTETA HAYKH U TEXHOJOTHH.

[Tpuem oOpalieHus OCYIIECTBISICTCS:

— HENOCPEACTBEHHO B 3JaHUAX YHUBEpcUTeTa Mo ajapecy: Poccuiickas
Odeneparnus, Pecyonuka bamkoprocran, r. Ya, yi. 3aku Banuau, 1. 32, kabuneT No
4, 1. Ya, yn. K. Mapkca, 1. 12, kopn 1, ka6. Ne 324I" o6miuii otaen, B COOTBETCTBUU
¢ TpauKoM pabOTHI;

— TIOCPEJICTBOM HMCTIOJIB30BaHUS TeJIe(OHHOM CBS3H;

— TOCpeACTBOM O(UIMAIBHOTO caiiTa YHUBepcuTeTa B ceT MHTepHeT myTem
3amoiaHeHus: (opmbl uyepe3 «IJIeKTpoHHYIO mnpuemHyro YYHuT» mno agpecy:
https://uust.ru/reception/;

— TyTeM HampaBJeHUs 4Yepe3 O(UIMATbHBIA aApec 3JIEKTPOHHON MOYTHI
VYuuBepcurera: rector@uust.ru;

— € JIOCTaBKOH I10 MOYTE WIK KyphEpOM IO MOYTOBOMY ajipecy YHHUBEPCHUTETA:
450076, Poccuiickass ®enepanusi, Pecnybnuka bamkoproctan, r. Yda, yn. 3aku
Bamunu, n. 32; 450008, r. Yda, yn. K.Mapkca, 1.12, B COOTBETCTBUU C TpadUKOM
paboTHI;

— B XOJ€ JHUYHOTO TpUeMa JOJKHOCTHBIM JIMIIOM YHUBEpPCUTETA B
COOTBETCTBHH C TpadUKOM MpHUeMa TpaxkaaH, pa3MEIIeHHbIM Ha OQUITHATBHOM CaiiTe
Yuusepcuteta (https://uust.ru/management/business-hours/).

4.7.PaboTa ¢ JOKyMeHTAMH, COEP:KAINMMH CJIY:KeOHYI0 MH(pOpMALHIO
OTPAHUYEHHOT0 PACTIPOCTPAHEHUS

PaGora ¢ mokymeHTamu, colepKamlMMH  CIy)XeOHYyI0  HH(OpMAIUIo
OTPAaHUYEHHOI'0 PACHPOCTPAHEHHUS, OCYIIECTBISETCS B YHHUBEPCUTETE B TMOPSIKE,
ycTaHoBIIeHHOM MHCTpyKIMei o mopsiake oOpamieHus co ciryxeOHoi nHbopManmen
OTPaHUYCHHOTO PACIPOCTPAHEHUS B Y PUMCKOM YHUBEPCUTETE HAYKW U TEXHOJOTHUMH,
yTBepxkaeHHOM npuka3zom Y YHuT ot 04.07.2023 Nel745.

Ha nonroraBnuBaembiX B Y HUBEPCUTETE TOKYMEHTaX (MX IPOEKTAX), U3/IAHUSX,
COJIeprKalllUX CIYKeOHYI0 HH(POPMAIUIO OTPAHUYEHHOT'0 PACIIPOCTPAHEHHUS, B IPABOM
BEpXHEM YIUIy MEpPBOM CTpaHUIBI JOKYMEHTa, a TakKKe Ha IMEepBOM CTpaHHUIIC
CONPOBOJUTENLHOIO MHUChbMA K ATOMY JOKYMEHTY, MPOCTAaBISIOTCS OTMETKa «JlJist
ciyxebHoro nons3oBanus» (nanee — «ACII») u HoOMep sK3eMILIsIpa.
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JoxymenTsl «JICII»:

- IeYaTal0TCs C YKa3aHUEM Ha JIMIIEBON U 00OPOTHOM CTOPOHE B JIEBOM HUKHEM
YTI1y TIOCJIETHETO JIUCTa KaXKI0ro SK3eMIUIsIpa JOKYMEHTa KOJIUYECTBA OTIIEYaTaHHbBIX
AK3EMIUIAPOB, (PaMUIUU HCIOJIHUTENST U HOMepa ero ciyxebHoro tenedona. Ha
JIUIIEBOM CTOPOHE KaXKJIOT0 JIUCTA IOKYMEHTA B PABOM HUXKHEM YTIIY POCTABIISIIOTCS
HauMeHOBaHue (hailyia, JaTa medyaTaHus, WHULMAJIBI UMEHU W OTYeCTBa, (haMUIIUS
CIIELUAJIMCTA, NTeYaTaBIIEeTO JOKYMEHT.

JIOJKHOCTHBIE JIUIIA, TPUHSBIINE PEIICHUE 00 OTHECEHUH JOKYMEHTUPOBAHHOM
uHpopManmn K  UHPOpMAIIMM  OTPAaHUYEHHOTO  PACHPOCTPAHCHMS,  HECYT
NEePCOHAITBHYIO OTBETCTBEHHOCTh 32 00OCHOBAHHOCTh MPUHSITOTO PEIICHUSI.

Ucxomsimme  JOKYMEHTBHI,  COJAEpKalllUe  CIyxkeOHylo  MHGPOPMAIUIO
OTPAaHUYEHHOT'O PACIPOCTPAHEHUS, IEPECHITIAIOTCS TTOUTOBOU CBS3BIO.

Ilepedaua doxymenmos «/ICII» ghaxcumunbHOl c653b10 He paspeulaemcs.

JlokymeHTUpoBaHHas HWHGOPMAIMS OTPAaHUYCHHOTO paclpocTpaHeHus 0e3
paspeiieHust pekTopa YHupepcurera HE MO/IJIC)KUT pasriamnieHuo
(pacpocTpaHEHHIO).

[lepenaya Ha ucnosHeHHe (O3HAKOMJIEHWE) BXOASIIMX JOKyMEHTOB «JICII»
OCYIIECTBIISIETCSI B COOTBETCTBUH C PE3OJTIONMEH pekTopa YHUBEpCUTETA (MPOPEKTOpa
YHuBepcuTeTa), o1 MOANUCH B )KypHAJIe PETUCTPAIMH JaHHBIX JTOKYMEHTOB.

IIpueM wu perucrtpanuss BXOASUIUMX JOKYMEHTOB, a TaKXE€ pErucTpanus
UCXOISIINX JIOKYMEHTOB, COJAEpXAIINX CIyKeOHYI0 HH(OpMAIUI0 OrpaHHYEHHOTO
pacnupoCTpaHEeHHs,  OCYIIECTBISETCS  OOIMM  OTHEJIOM  YHUBEpPCUTETA B
COOTBETCTBYIOILIEM >KYypHAJIE.

Oznakomiienue ¢ qokymeHtamu u nenamu «JICID», Haxoasmumucs B oOiieM
oTHeNie YHUBEPCUTETA, OCYIIECTBISIETCS C MHUCBbMEHHOIO pa3pelieHusi peKTopa
VYHuBepcuTeTa. YKazaHHbIE JOKYMEHTBHI BBIJAIOTCS IOJ PACIUCKYy BO BPEMEHHOE
II0JIb30BaHKE Ha CPOK He Oosee 10 mHE.

JoxymeHTsI «JICII»:

- YUYUTBIBAIOTCS OTIEJIBHO OT HECEKPETHOM IOKYMEHTAIINU;

- XpaHsATCcs B ceri(ax Wi HeCropaeMbIX METAITHYECKHUX MIKadax.

Ucnonnennsie nokymeHTsl «JICII» rpynnupyroTcss B Aena B COOTBETCTBHH C
HOMEHKJIATYpOH €1 HECEKPETHOro JEJIONPOU3BOJICTBA OTACIBHO WM BMECTE C
JIPYTUMH HECEKPETHBIMH JIOKYMEHTAaMU 10 OJTHOMY M TOMY K€ Bompocy. Ha o6moxke
nena, B KOTOpoe MOMEIIEeHbI JOKYMEHTHI, TpocTaBisieTcs: otMeTka «JICID».

DKcnepTusy NEeHHOCTH T0KyMeHTOB ¢ rpudom «CII», ux otdop 11 nepenadu
B BEJOMCTBEHHBI apXUB WM HAa YHUUYTOXEHUE, MPOBOAUT IKCIEPTHASI KOMHUCCHS,
co3JaHHas MPUKA30M pEeKTopa YHHUBEPCHUTETA M3 YUCIIa PAaOOTHUKOB YHHUBEPCHUTETA,
MMEIONIUX HEMOCPEICTBEHHOE OTHOILIIEHHE K PACCMATPUBAEMBIM JOKYMEHTAM.

YHuurtoxenue nen, TokyMeHTOB «JICII», yTpaTHBIIMX CBO€ MNPAaKTUYECKOE
3HAQYEHUE W HE HMEIOIIUX HAYYHOU M UCTOPUYECKON LEHHOCTH, MPOU3BOJMUTCS IO
aKTy, ITyTE€M COXOKSHUS WM U3MENIbUCeHUS Ha MeNiKue (pparMeHTsl. B yueTHbIX popmax
00 3TOM JieJaeTcss OTMETKA CO CChUIKOW Ha COOTBETCTBYIOIINM aKT.

3a yrtpatry nokymeHTOB «JICIl», pasrimamenue ciayxeOHON wuHOOpMaIUu
OTPAaHUYEHHOI'0 PACHPOCTPAHEHHMs, a TaKXKe HapyIICHHE MOpsiaKka oOpalleHust ¢
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JOKYMEHTAMH, COJIepKalllUMH TaKyto HH(popMaLnto, paOOTHUKU Y HUBEPCUTETA MOTYT
ObITh  NPUBJICYEHBl K  JUCUUINIMHAPDHOM WIM  HMHOW  NPEeayCMOTPEHHOU
3aKOHOATENBCTBOM OTBETCTBEHHOCTH.

He pomyckaercs xpanenue B CDJ] 3yeKTpoHHOro oOpasza JTOKYMEHTOB,
MMEIOIEro Tpu¢ OrpaHUYEHUs: JAOCTYNA «COBEPIICHHO CEKPETHO», «CEKPETHO» HIIU
«IUIs1 CITY’KEOHOTO MOJIb30BAHUS.

3anpemaercs:

Jenatb CChbUIKM Ha JOKyMmMeHTsl ¢ Tpudom «JICIl» B martepuanax,
MpeIHA3HAYCHHBIX K OTKPBITON MyOIMKaLKU, JTUCCEPTALMSIX, BEICTABKAX, U3AHUSX;

nepeaaBatb JOKyMeHTHl «/ICID» npyrum numam, HE HMMEOMHMM K HUM
OTHOLLIEHUS;

BBIHOCUTB JOKyMeHTHI «J[CII» 3a npenenbl YHUBEpCUTETA,

CaMOCTOSITEJIbHO YHUYTOXKATh TOKYMEHTHI «/JCID».

4.8. PerucTpanusi 4 OTHPaBKa UCXOASIIIIUX JOKYMEHTOB

Peructpanusi W oTHpaBKa MCXOMSAIIMX JIOKYMEHTOB (TIMCeM) B ajapec
deaepanbHbIX U PECIyOIMKAHCKUX OPTaHOB MCITOJIHUTEILHOM BJIACTH, OpPraHU3aIli,
YUPESKICHUA ¥ OTBETOB HAa MUChMa IPAKJaH M OPTaHHU3AIUi 32 TOMHUCHI0 PEKTOpa U
NPOPEKTOPOB YHHUBEPCUTETA, B COOTBETCTBHM C TIPHKAa30M O JICJICTHPOBAHUU
MOJIHOMOYHU A, OCYIIECTBIISETCS OOIIUM OTACIIOM Y HUBEPCUTETA.

Peructpanust ucXoAsmMX JOKYMEHTOB OCYIIECTBISIETCA B  Mpeaenax
KaJeHAapHOro roja. PeructpaliioHHbI HOMEP OTIPABISEMOTO JOKYMEHTa COCTOUT
U3 TIOPAJIKOBOIO HOMEpa pErucTpaluy MuchbMa IO CHUCTEME DJIEKTPOHHOIO
JOKYMEHTOOOOpOoTa,  HU(PPOBOro  HoMmepa  (MHIEKca-KoAa)  CTPYKTYPHOIO
noJipa3fieJIeHus], OTIPABIISIIONIETO JaHHOE MTMChMO, HOMEpa MankKu M0 HOMEHKIIAType
hi (S

Hanpumep:

Ne 75/0202-12 ot 15.01.2023, rae

75 - IOPSAIKOBBIN HOMEP MUCHhMa,

0202 - uaAeKC CTPYKTYPHOTO MOApa3aeieHus (Kom),

12 - HoMep ManKu o0 HOMEHKIIAType Je.

PaGotHuk oOmero otaenma YHUBEpCHUTETa TP PETUCTPAIIUU  IPOBEPSET
MPaBWIBLHOCTh OMOPMIICHHUST HCXOASIINX TOKYMEHTOB (HaaW4dhe M COOTBETCTBUE
MOJIHCH, JAThI, apeca, CChUIKU Ha BXOASIINI JTOKYMEHT, TP HEOOXOAUMOCTH BU3
COTJIaCOBAaHMS HAa KOTHH, OTMETKH 00 MCIOJIHUTENE (MCIIOTHUTENSIX), COCTOSIICH U3
¢. u. 0., HOMepa TenedoHna).

COOTBETCTBYIOIINE CBEACHUS OO0 UCXOIANIEM JOKYMEHTE BHOCSTCS B
PETHCTPAITMOHHYIO KAPTOUYKY CUCTEMBI SJIEKTPOHHOTO JOKYMEHTOO0O0pOTA.

JIOKyMEHT CKaHHpYeTCSI M €ro DJEKTPOHHBIM o0pa3 NpPUKpEIUisieTcs K
PErUCTPAlIMOHHON KapTOUKE.

[Tpu peructpamuu oTBeTa Ha BXOIANIUN JOKYMEHT paOOTHHK OOIIETO OTaeia
YHuBepcuTeTa 0053aH yKa3aTh B COOTBETCTBYIOIIEM IIOJIE PETUCTPAIMOHHON
KapTOYKH HOMEp JOKYMEHTa, Ha KOTOPBIN OB OJTOTOBJICH OTBET.

[TouroBas oTIIpaBKa M OTMPABKa B MJIEKTPOHHOM BHUIE UCXOISIINX JOKYMEHTOB
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MIPOU3BOJUTCS OOIIMM OTIEJIOM YHHBEPCUTETA MO MPEJICTABICHUIO CTPYKTYPHOTO
noApa3eieHus, MOrOTOBUBIIETO JOKYMEHT, B IPOU3BOJILHOM (hopme.

JlokyMeHThI, TpeOyIollie ONePaTUBHOTO JTI0BEICHUS MH(OPM ALK, MOTYT ObITh
pas3ociaHbl C UCTIOJb30BAHUEM MACCOBOU JIEKTPOHHOU PACCHUIKHU.

[lucbma, moOANMHMCAHHBIE PYKOBOAMUTENSIMU CTPYKTYPHBIX TOJApa3AciIeHUN
YHuBepcuteTa, B IMpeaenax CBOEH KOMIETEHIMH, Ha OJaHKaxX MoJpa3/ieleHui
PETUCTPUPYIOTCS B COOTBETCTBYIOUIUX CTPYKTYPHBIX TO/Ipa3IeICHUSIX.

3anevyaTaHHBIN KOHBEPT C KOPPECTIOHACHITUEH OTHPABISAETCS OOIIUM OTAEIIOM
YHuBepcurera.

[Ipu mepenaye JOKyMEHTOB MO KaHajdaM (DAKCUMHJIBHOM CBS3U HEOOXOJIUMO
PYKOBOJICTBOBAThCS CIEIYIOITUMU TPEOOBAHUSIMU

- o0BeM mepedaBaeMoro JOKyMEHTa (TEKCTa, CXEMbI, TpauyecKoro
n300pakeHus1), BBIMIOJTHEHHOTO Ha Oymare (opmara A4 yepHBIM LIBETOM, HE JOJDKEH
MPEBBIIIATE 5 JIUCTOB;

- OTBETCTBEHHOCTH 3a COJCPKaHHUE TIepeaaBaeMoil MH(POpPMAITUU BO3JIaraeTcs
Ha WCIIOJIHUTEIS, TMOATOTOBUBIIETO JOKYMEHT K Tiepeaade, W PYKOBOJIUTEIS
COOTBETCTBYIOILIETO MOIPa3/ICIICHUSI.

C oOmeyHuBepcuteTckoro (pakca paspemiaercss rnepeiada JOKYMEHTOB 3a
MOAIKMCHIO PEKTOpa Y HUBEPCUTETA, MPOPEKTOPOB Y HUBEPCUTETA!

- (hakcorpaMMbl Ha HMHOCTPAHHBIX A3BIKAX OTMPABISAIOTCS MPU HATUYUH
NEPEeBO/Ia, 3aBEPEHHOT0 JUIIOM, MOAMUCABIINM (haKCOrpamMmy;

- TNOIJMHHHUKU JOKYMEHTOB MOCJIE MEepeJayd BO3BPAIIAIOTCA HUCIIOJIHUTEISIM
C OTMETKON O BPEMEHHU OTIIPABKHU.

OtmpaBka TesierpaMm OCYIIECTBIISIETCS B COOTBETCTBUH ¢ [IpaBunamu okazaHus
ycryr TenerpadHoON CBsI3W, YTBEPXKIEHHBIMH TocTaHoBIeHUEM [IpaBuTenncTBa
Poccuiickoit ®enepanuu ot 28 mas 2022 r. No 968 «O6 yrtBepxknenuu I[Ipasun
OKa3aHUsl YCIIYT TelerpapHoi CBI3M».

O0beM TenerpaMMm HE JIOJDKEH IPEBBINIATh TOJIOBHHBI JucTa (opmara A4.
TexcT TenerpamMm nevaraeTcs Ha OJHOW CTOPOHE JIMCTa 0e3 mepeHoca CIloB.

Tenerpammbl meyaTaroTCsi Ha CTaHAAPTHBIX JucTax dopmara A4 Ha OIHOM
CTOpPOHE JINCTA, MOANUCHIBAIOTCA PYKOBOJICTBOM BY3a (PEKTOPOM YHHMBEPCUTETA WU
MIPOPEKTOPOM YHUBEPCHUTETA), 3aBEPAIOTCS IepOOBOI TIEUATHIO U IMIEPETAFOTCS OOIIIHM
OTJeJIOM YHHBEpCUTETa B Teerpad ¢ HApOUHBIM.

B Tenerpamme mon 4epToii yKaspIBaeTCs OOpaTHBIN aJipec, HANMEHOBAaHUE BY3a,
JOJKHOCTh JIUIA, TOJIMUCABIIErO TEJerpaMMy, €ro WHHUIMAbl, (aMuivs W jJara,
HOMEp TenedoHa.

B Ttemerpamme 00s3aTeNbHO YKa3bIBAIOTCS TOJMHBIN aapec ©  (daMuiIus
MoJTy4yaTensl.

[Toanuce Ha TenerpamMe JOJKHA COOTBETCTBOBATH HamewyaTtaHHoul. [loxmucu
CleyeT MUCcaTh C YKa3aHUEM JIOJKHOCTH.

[IpaBo  oTmpaBkM  TenerpaMM  OT  YHHBEPCUTETA  HUMEKOT  PEKTOP
VYHuBepcuTeTa/mpopeKTop YHUBEPCUTETA.

Koppecnonaenuus Heciye0HOTO XapakTepa K OTIPaBKE HE MPUHUMAETCH.

TenedpoHnorpaMma BKIIOYAET  CIEAYIOUIME PEKBU3UTHI: HAUMEHOBAaHUE
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OpraHu3aluy, BUJA JOKYMEHTa, JaTra, HOMEp, MECTO COCTABJICHHMS, aApecaT, TEKCT,
MOJANKUCh, OTMETKM O BPEMEHM NEpelayd M NpHeMa W YKa3aHue JOJDKHOCTEH u
(damMunmnii (WM TOABKO (PaMUIUI) UL, TPUHIBIIMX U NEPEIaBIINX TeJle()OoHOTpaMMy.
TenepoHorpaMMbl COCTaBIISIIOTCS B OJTHOM 3K3EMILISIPE, MOJAMUCHIBAIOTCS PEKTOPOM
YHuBepcuTeTa/mpopeKTopoM YHUBEpcUTeTa. TekcT TeneoHOrpaMMbl HE JOJDKEH
BitouaTth Oosiee 50 cinoB. Ecau TenedoHorpamma mepenaeTcs HECKOJIbKUM
azpecaraM, TO MPUIJIATAETCsl COIUCOK YUPEKICHUN — aipecaToB U HOMEPOB TeIe(POHOB.

4.9. Tlopsaok NpoXo:KIeHUsI BHYyTPEHHUX JOKYMEHTOB

Jloknanuele, ciayxeOHble, OOBICHUTENbHBIEC 3aMMUCKU 0(OPMIIIIOTCS B CUCTEME
ANEKTPOHHOTO JOKYMEHTOOOOpPOTa M HAIPaBIISIIOTCS HETOCPEICTBEHHOMY aJipecary.
Jloknanuele, CiyxeOHble, OOBSICHUTENbHbIE 3alUCKU, aJpPECOBAaHHBIE PEKTOPY
YHuBepcuTeTa, HaMpaBIIAIOTCS HA PACCMOTPEHUE Yepe3 OO OTAen Y HUBEepCUTeTA.
Jloknaniuele, ciyke0Hble, 00bSICHUTENbHBIE 3aMMCKH, aJPECOBAHHBIEC IPOPEKTOPY WU
MHOMY JIOJDKHOCTHOMY JIMILY Y HUBEPCUTETA, HAIIPABIIAKOTCS HAMPAMYIO.

Ilepenaya BHyTPEHHHUX IOKYMEHTOB MEXKy CTPYKTYPHBIMU MOAPa3aACICHUIMHI
VYHuBepcUTETa  OCYLIECTBIIETCS 4Y€pe3 JIMIL, OTBETCTBEHHBIX 33 BEJICHHE
JEIONPOU3BOICTBA B TAHHBIX MOAPA3AECICHUSAX.

JIOKyMEHT pEerucTpupyercss OAMH pa3 B CTPYKTYPHOM NOAPA3ACICHUU
VYHuBepcuTeTa, MOArOTOBUBIIEM CIIY)KEOHYIO 3aIIUCKY.

4.10. Iopsiaok oOpadOTKH U yueTa HHOCTPAHHOI HH(opMaU

Koppecnonaenmus, nmocTynusiias u3-3a pyoeka Ha WHOCTPAHHOM S3bIKE B
aapec YHHUBEPCUTETA, NepelacTcs B YIIPaBICHUE MEKIYHAPOIHOIO COTPYIHUYECTBA
YHuBepcuTeTa I MEPEeBOJa, 3aTeM BO3BpAIACTCS B OOIIMIA OT/IEN YHHUBEPCUTETA,
IJIE PETUCTPUPYETCS M MEPEAAETCS HA PACCMOTPEHHE PEKTOPY YHHUBEPCUTETA, WIIU
JIUITY, UCTIOJHSIONIEMY €T0 005S3aHHOCTH, Ha TaHHBINA TIEPHO/I.

B cootBeTrcTBUU C pe30aonuel peKTopa Y HUBEPCUTETA IOKYMEHT MEPEIACTCA
JUTS1 UCTIOJTHEHUS (03HAKOMIIEHUS) COOTBETCTBYIOMIEMY JOKHOCTHOMY JIMILY.

V. KOHTPOJIb UCIIOJIHEHUSA JOKYMEHTOB

5.1. Opranuzanusi KOHTPOJIS

KoHTposib UCIIOMHEHHS JOKYMEHTOB — 3TO KOMIUIEKC OpPraHU3alMOHHBIX,
WHOOPMAITMOHHBIX, TEXHUYECKHMX ¥ WHBIX MEPOMPUATHI, HAMPaBICHHBIX Ha
oOecrieueHue HaJIeKAIIEro (T.€. CBOEBPEMEHHOTO, TOYHOTO U TOJTHOTO0) UCTIOTHEHUS
3apEruCTPUPOBAHHBIX TOKYMEHTOB.

OpraHuzarysi KOHTPOJIS UCTIOJIHEHUS BKITIOYAET B CeOs:

- TMOCTaHOBKY JOKYMEHTAa Ha KOHTPOJIb;

- MOHMTOPHHT UCIIOJHEHUS KOHTPOJIbHBIX MOPYUYECHHUH IO JOKYMEHTAM;

- CHSITHE MCIOJHEHHOrO JOKYMEHTA ¢ KOHTPOJIS;

- 00001IeHHEe U aHAJIU3 X0J1a U PE3yJIbTaTOB UCIOJHEHUS JOKYMEHTOB;
MH(QOPMHUPOBAHKE PYKOBOJCTBA YHHMBEPCUTETA O COCTOSIHUM HMCHOJHEHUS
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KOHTPOJIBHBIX JOKYMEHTOB.

Cnyxe0OHble TOKYMEHTBI, B3Thle HA KOHTPOJIb, 3aHOCATCS B PErUCTPALIUOHHYIO
KAPTOYKY CHCTEMBI JJIEKTPOHHOTO JOKYMEHTOOOOpOTa € yKa3aHUEM JaThl
MOCTYIUICHUS, PETUCTPALlMOHHOTO HOMEPA, BU/IA K KPATKOT'O COAEPKaHUS CIIY>KEOHOTO
JOKYMEHTa, IOPYUYEHHsI peKTopa YHUBEpcUTeTa (MPOpeKTopa YHUBEPCUTETA), CPOKA
WCIIOHEHUs, (PaMUIUU UCTIOTHUTENS (UCIIOJHUTENEH), OTMETKH 00 HMCTIOJHEHUH U
APYruX HEOOXOAUMBIX TAHHBIX.

KOHTponb BBINOSHEHUS MOPYYEHUH PEKTOpa U MPOPEKTOPOB CTPYKTYPHBIMU
noapaznenenusmMu Y YHuT ocymiecTBisieT oOumit oTaes.

CpoKu UCTIOJIHEHUS TOKYMEHTOB UCUMCIISIOTCS B KaJ€HAAPHBIX THAX:

NOCTYNUBIIUX W3 OPraHOB IOCYJApPCTBEHHOM BIACTH — CO JHS MOAMHCAHUS
(YTBEpKJIeHHS) TOKYMEHTA;

NOCTYNUBIIUX U3 (peiepanibHbIX U PECITYyOJIMKAHCKUX OPTaHOB UCTIOJIHUTEIBHOM
BJIACTH M OpraHu3aliil — ¢ 1aThl UX NOCTYIJICHUS.

Cpox HCHOJHEHUs JOKYMEHTa COCTaBJIsSeT KaJleHJAapHbId Mecsl, €ClId B
NOPYYEHUH HE YKa3aH KOHKPETHBINA CPOK;

MOPYYEHHUS, COJIEpPKAIINE B TEKCTE YKA3aHUE «CPOUHO» U «HE3aMEIJIUTEIHLHO
WIM aHAJIOTUYHOE YKa3aHUE, UCTIONHAIOTCS B 3-AHEBHBIH CPOK;

B 10-1HeBHBIH CPOK UCHOJHSIOTCS TOPYUYEHHUs, COJEpKalllhue B TEKCTE
yKa3aHUE «ONEPATUBHO», «B KpaTUANIINE CPOKN»;

JOKYMEHTHI, IOCTYIIUBUINE C YKA3aHUEM KOHKPETHOI'O CPOKa UCIOJHEHHUS — B
YKa3aHHBIN CPOK.

Bce nmoctynatomue Ha UM peKTOopa YHHBEPCUTETA U B aJpeCc Y HUBEPCUTETA
JOKYMEHTBI, TPeOYIOIe UCIOIHEHUSI U MOJATOTOBKH OTBETA, MOJAJIEKAT KOHTPOJIIO.
KoHTponto 3a ucCHomHEHHWEM TMOAJekKAT TakKe HamOojiee BaKHbIE BHYTPEHHHUE
JOKYMEHTHI (IPUKa3bl, pACIIOPSKEHUS, PELICHUS YYEHOTO COBETA U T.11.).

KoHTpons 3a UCHONHEHWEM [OKYMEHTOB YCTAHABIMBACTCA B  IEJAX
oOecrieueHus: UX CBOEBPEMEHHOI0 M Ka4YE€CTBEHHOT'O MCIIOJHEHUS U BKIIOUAET B ce0s
HEIMOCPEACTBEHHYIO MPOBEPKY M PEryJMPOBAHUE XOAAa UCIOJIHEHHUS, YUET U aHAIU3
PE3YIAbTATOB WCIIOJHEHUS KOHTPOJIUPYEMBIX JOKYMEHTOB B YCTaHOBJIEHHBIE CPOKH.
KOHTpOb NCIIOJIHEHNS TOKYMEHTOB BKJIFOYAET CIAEAYIOIIHNE ITaIlbI:

- IIOCTAaHOBKAa JOKYMEHTa Ha KOHTpOJb. Pekrop YHuBepcurera (IpOpeKTOp
VYHuBepcuteTa) nenaer oTMeTKy Ha JokymeHTe «KoHtponby» minm «K», ompexnenser
WCITOJIHUTENEH, CPOK UCIIONIHEHMSI, CTABUT J1aTy U IOJIIKCH;

- MpOBEpKa U PETyIHpPOBaHME HAYaJIbHUKOM OOIIEro oTaena YHUBEpCUTETa
X0J1a UCIIOJTHEHUSI JOKYMEHTA ITyTEM HAIIOMUHAHUSI OTBETCTBEHHBIM MCIIOIHUTENSAM O
npUOIMKEHUN CPOKAa OKOHYAHUs paOOThI HAJl TOKYMEHTOM — 3a 3 JHS;

- perynasipHoe HH(QOPMHPOBAHHE COOTBETCTBYIOIIMX PYKOBOJIUTENEH O XOfe
WCITOJIHEHHS IOKYMEHTOB.

OTBETCTBEHHOCTh 32 OPraHM3alMil0 CBOEBPEMEHHOIO U  IPaBUIBHOIO
UCIIOJIHEHHUS  JIOKYMEHTOB  BO3Jaraercsi Ha  PYKOBOAMTENIEH  CTPYKTYPHBIX
MOJpa3ICICHUN.

PykoBoauTenn CTPyKTYypHBIX TOJpa3feieHuil 00s3aHbl paccMaTpUBaTh
COCTOSIHUE HCIHOJHUTEIbCKOM JHCUMIUIMHBI MO JOKYMEHTaM C HOpYyYEHUSIMHU



53

PYKOBOJACTBAa BYy3a, a TAKXE JIOKYMEHTBI, IIOCTYIIHMBIIME B aIpeC CTPYKTYPHOIO
Mo/ipa3zieNeHus: U TpeOyroIre UCIIOIHEHUS WM TOATOTOBKU OTBETA.

B cTpyKTypHBIX NOApPA3NEIICHUAX  HENOCPEACTBEHHBIM  KOHTPOJIb 34
UCIIOJTHEHUEM JOKYMEHTOB OCYILECTBIAET PYKOBOAUTEND WIM HHOE JIULI0, HA KOTOPOE
BO3JIOKEHA OTBETCTBEHHOCTD 3a BEJCHUE IEIOIPOU3BOICTBA.

KoHTponb 3a UCTIOJIHEHUEM 3apETUCTPUPOBAHHBIX JOKYMEHTOB, IOCTYIHBIINX
B aJjpeCc YHUBEPCUTETA U UMEIOIIMNX CPOK UCIIOJHEHMS, BO3JIAracTCsl Ha OOIIUN 0TI
YHuBepcurera.

Cpoxu UCTIOJTHEHUSI JOKYMEHTOB MOT'YT OBITh TUIIOBBIMU U UHAUBUAYaJIbHBIMHU.

TUIIOBBIE CPOKM YCTAHABINUBAIOTCSA HOPMATUBHBIMU aKTaMH, WHIAUBUYAJIbHBIE
CPOKH HCIIOJIHEHUSI YKa3blBAIOTCS HEIOCPEICTBEHHO B TEKCTE JOKYMEHTa WIH B
PE30JIIOIMH K HEMY PEKTOpOM Y HUBEpCUTETa (TIPOPEKTOPOM Y HUBEPCHUTETA).

CpoK HUCHONHEHUS JOKYMEHTa MOXET ObITh MPOJJEH MUCbMEHHBIM
pacHopsKEHUEM JTOJDKHOCTHOIO JIMIA, KOTOPOE€ €ro YCTaHOBWIIO, Cpasy Iocie
NOJIyYEHUsI TOKYMEHTa HE MEHEE YeM 3a 2-3 JHA 10 UCTEUEHUs CPOKA MCIOJHEHHS.
[Ipoanenue cpoka JOKHO ObITh MOTUBHPOBAHO CEPHE3HBIMHU OOCTOSITEILCTBAMM.

JIOKYyMEHT CuuTaeTcsi MCIIOJHEHHBIM, KOIJa pELIeHbl OKOHYATEIbHO BCE
MOCTaBJICHHBIE B HEM BOIIPOCHI M COOTIOCHBI CPOKH UCTIOJTHEHUS.

Cpox uncumucisieTcsi B KaJCHJIAPHBIX AHAX CO JHS, CIEIYIOLIETO 3a JIHEM
HOJNUCAHMSI TOKyMEHTA, TPEXIHEBHBII CPOK — B pabOYMX JHAX.

5.2. Tlopsinok CHATHA JOKYMEHTOB C KOHTPOJIA

JIOKyMEHTBl CHUMAKOTCS C KOHTPOJS MHPH PEUIEHWU TOCTaBJIEHHBIX B HHUX
BOIIPOCOB WJIM MPU HAJIMYUU OTBETA, JAHHOTO IO CYIIECTBY.

[IpomMexKyTOUHBIN OTBET, PABHO KaK M 3alpOC MO HUCIOJIHAEMOMY JOKYMEHTY
WIM YaCTUYHOE HCIOJIHEHHE MOPYYEHHMs], HE SIBIISIETCS OCHOBAHUEM ISl MPU3HAHUSA
JOKYMEHTA UCTIOJHEHHBIM.

CHsTHE JOKYMEHTa C KOHTPOJS [0 MTOTaM MCIHOJHEHUS OCYIIECTBIISIIOT
COTPYIHHUKH OOIIIEero OTeNa.

OcHoBaHMEM JJIsl CHATHUSL C KOHTPOJISI JOKYMEHTOB C MOPYYECHUSIMH PEKTOPA
YHuUBepCcUTETA WM NPOPEKTOpa YHUBEPCUTETA SABISACTCA JOKYMEHT — OTBET,
MOANUCAHHBIA PEKTOPOM YHHUBEPCUTETA, MPOPEKTOPOM YHHUBEpPCUTETA JINOO CIIpaBKa
00 WCHONHEHWW JIOKYMEHTa 3a TOJMUCHI0O PYKOBOJUTENS  CTPYKTYPHOTO
noapaszaeneHus. CHATHE ¢ KOHTPOJIS 3apETUCTPUPOBAHHBIX TOKYMEHTOB MTPOU3BOIUT
COOTBETCTBYIOIIHNI PaOOTHUK OOILEro OTAeaa YHUBEPCUTETA MyTEM MPOCTABICHUS B
PETHCTPAITMOHHOW KapTOYKE CHCTEMBI 3JIEKTPOHHOTO JOKYMeHTooOopora (Ha Oy-
Ma)KHOM HOCHUTEJIE Ha KapTO4YKe) HOMEpPA W JIaThl MHCbMA-OTBETA, & B CTPYKTYPHOM
MOAPA3ACIC€HUA — JIMIO, OTBETCTBEHHOE 3a JEJIONPOM3BOJACTBO, MOJAIIMBAECT
WCIIOJTHEHHBIA JTOKYMEHT B neno. Kcepokomusi (CKaHKOIMS) 3aperucTpupOBAHHOTO
OTBETA XPAHUTCSI B COOTBETCTBYIOILIEM JIeie B OOIIEM OT/ele Y HUBEPCUTETA.
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VI. OCOBEHHOCTHU PABOTBI C QJEKTPOHHBIMHA
JOKYMEHTAMUA

6.1. Opraduzanusi padoThl € 3J1eKTPOHHBIMH IOKYMEHTAMH

Hacrosimue TpeGoBaHUS yCTAaHABIMBAIOT MOPSIOK CO3JaHUS, MOJYyYEHUS,
00pabOTKH, XpaHEHHUS U UCTIONb30BAaHUS JOKYMEHTOB B YCIOBHSIX npuMeHeHus: COJ1
B IIpollecce JENIONPOM3BOJACTBA M  JIOKYMEHTOOOOpOTa YHHBEpCHUTETa W
pacnupoCTpaHsIOTCd Ha OpraHU3alMi0 padoOThl C B3JEKTPOHHBIMU JIOKYMEHTAaMH,
BKJIIOYas TMOJATOTOBKY, 0OpabOTKy, XpaHEHHE U HCIOJb30BaHUE JOKYMEHTOB,
ocymiectBisiemMble ¢ nomomibio  COJI.  DnexkTpoHHBIH  JTOKYMEHTOOOOpOT B
YHuBepcuTeTe OCYHIECTBISETCS C HCHOJb30BAHUEM CHUCTEMBI  3JIEKTPOHHOIO
JIOKyMEHT0000poTa Ha 6a3e MHpopmanmonHoit cucteMsl ynpasnenus (naiee — UCY).
NCY VHuBepcuteTa mpeqHa3HaueHa IS yOpaBieHUs JOOoKyMeHTamu. Cucrema
BKJIIOYaeT BCE BO3MOXKHOCTM JJIi  OpraHu3alld  €IUHOTO  3JIEKTPOHHOIO
JOKYMEHTO000pOTA.

Bce BuUIBI DEKTPOHHBIX JOKYMEHTOB (CIIyKEOHBbIE 3alMCKH, MPHUKa3bI,
paclopsDKEHUsl, AaKThl, 3adABKW, HMHCTPYKUWHU, TMaAMITKU, THCbMa, TMOJIOXKECHHUS,
NOPYYEHHUS, TPOEKThl JIOKYMEHTOB, MPOTOKOJbI, PE30JIOLMH, PEIICHHUs, CIPABKH,
JIOTOBOPBI, COTJAIIEHUs] W HHbIE JOKYMEHTBI) CO3J1al0Tcs, (HOpMUPYIOTCA,
obOpabateiBatoTcs 1 xpansatcs B UICY YHuBepcurera.

IIpyemM BIEKTPOHHBIX JAOKYMEHTOB M3 CTOPOHHMX OpraHM3aluil M OTIIpaBKa
AJIEKTPOHHBIX JOKYMEHTOB OCYILIECTBIISIIOTCS B 001LEM OT/ese Y HUBEpCUTETA.

[Ipy monyyeHUM >JIEKTPOHHBIX TOKYMEHTOB (HE HOCSIIMX HMH(GOPMAIMOHHBIHI
XapakTep) JH0BIM MOJpa3felieHueM YHUBEPCUTETa, HEOOXOAMMO OCYIIECTBUTH
nepefady JaHHOTO JOKYMEHTa B OOIIMH oTaen YHuBepcureTa (Ha 3JIEKTPOHHYIO
nouty rector@uust.ru) muis perucTpali U JajbHEHINIeH mepesadyn pyKoBOJCTBY Ha
paccMOTpEHHUeE.

OpraHu3anuio, BEIEHHE W COBEPLICHCTBOBAHME JIEJIONPOM3BOJACTBA C
ucnonb3zoBanreM MCY Ha OCHOBE €IMHOW MOJIUTUKHU, UCIIOJIB30BAHUE COBPEMEHHBIX
MHPOPMAIIMOHHBIX TEXHOJOTMM B paboTe C JOKYMEHTaMH, METOJUYECKOe
PYKOBOJACTBO M KOHTpPOJIb 3a COOJIOJACHHEM YCTaHOBJIEHHOI'O MOpsika paboThl ¢
JOKYMEHTAMU B CTPYKTYPHBIX NOAPA3AEICHUAX Y HUBEPCUTETA OCYLIECTBISET OOIIMIA
OTIesl YHUBEpCUTETAa COBMECTHO C yMpaBieHHEM LHU(poBoOil TpaHchopmauuu u
yrpaBiieHHneM UPPoBOH HHOPACTPYKTYPHI.

CocraBinenue, OQOpPMIEHHE U COIJACOBAHUE IPOEKTOB  JIJIEKTPOHHBIX
JOKYMEHTOB  OCYILIECTBIAETCA IO OOIIMM  MpaBWjiaM JeJONpPOU3BOJICTBA,
YCTaHOBJICHHBIM B OTHOILLIEHWH aHAJOTMYHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHUTEIE.
ONEeKTpOHHBIH JOKYMEHT [JOJDKEH HWMETh pPEKBHU3UTHI, YCTAHOBJIEHHBIE IS
AHAJIOTMYHOIO JOKYMEHTa Ha OyMa)XHOM HOCHUTEIIE, COJIepKallNe PErnCTPallMOHHbIE
JaHHBIE TOKYMEHTa U YCUJICHHYIO KBAIM()HUIMPOBAHHYIO AJIEKTPOHHYIO MOJIHUCH, 32
UCKIIFOUEHHUEM OTTHCKA MEeYaTH.

JU1st oATBEPAKACHUS TOAJIMHHOCTH AIEKTPOHHBIX IOKYMEHTOB B Y HUBEPCUTETE
UCIIOJIB3YIOTCS JIEKTPOHHBIE [IU(PPOBHIE MOAMKCH.

Ucnonw3yembie cpencTBa 3JAEKTPOHHOM HUGPOBOM MOAMUCU JIOJKHBI OBITH
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CEepTU(PHUIIMPOBAHBI B YCTAHOBIEHHOM MOPSJIKE.

[Ipu paccMOTpEHHUH U COTIACOBAHUM SJEKTPOHHBIX JTOKYMEHTOB, a TAK)KE IPH
MOANHUCAHUM BHYTPEHHUX HH(QOPMALMOHHO-CIPABOYHBIX JOKYMEHTOB (JOKJIAIHBIX,
CJIy’K€OHBIX 3aIIMCOK, CIIPABOK, CBOJIOK U JIP.), CO3/1aBa€MbIX B 3JIEKTPOHHOU (hopMme, B
CUCTEME D3JIEKTPOHHOIO JOKYMEHTOOOOpOTa YHHBEPCUTETa MOIYT HCIIOJIb30BaTHCS
CHocoObl OJATBEPKACHUS ACHCTBUN C 3JIEKTPOHHBIMHU JOKYMEHTAMHM, MPU KOTOPBIX
ANIEKTPOHHAsA LHU(pPOBasg MOJNUCh HE HUCHOJIb3yeTcsd. Takue MpaBuiia MOTYT OBbITh
YCTAHOBJIEHbI MpPU YCJIOBUHM, YTO MpPOTrpaMMHBIE CpEACTBA, HCIOJIb3yEMbIE B
YHuBepcuteTe, N03BOJISIIOT OAHO3HAYHO UICHTU(PUIIMPOBATH JIULIO, TOANKUCABIIEE UIH
3aBU3MPOBABLIEE JOKYMEHT.

B HUCY wHe pa3memaroTcsi 3J€KTPOHHbIE OOpa3bl JOKYMEHTOB C Trpupom
CEKpeTHOCTH. [IOKyMEeHTBI, cofiepakKallire MepCcoOHaIbHbIE U MHbIE KOHPUACHIIMAIbHbIE
JaHHBIE MOTYT pa3MeIlaTbCs MPU COONIOACHUU YCTAaHOBICHHBIX 3aKOHOATEIbCTBOM
Poccuiickoit ®epepauun TpeboBaHui mno 3amure uHbopmanuu. CopepkaHue
peructpupyeMbix u pasmemaembix B MCY HHBIX JOKYMEHTOB HE MOIJIEKHUT
pasrnamenuto. Ilepegaya JTOKyMEHTOB, MX KOIMUW, MPOEKTOB CTOPOHHUM
OpraHu3alusaM JI0MYyCKAeTCs TOJIBKO C pa3pelieH s pyKOBOJCTBAa Y HUBEPCUTETA.

Texnuueckoe conpoBoxkaeHne MCY ocymiecTBiser ympasieHue LudpoBoi
TpaHCcpOpMalIUH.

6.2. CocTaBiieHne, opopMiIeHNE U COTIaCOBaHUE
MPOEKTOB IJIEKTPOHHBIX JOKYMEHTOB

CocraBienue, OQOpMJIECHHE U COIJIACOBAHUE IMPOEKTOB AIIEKTPOHHBIX
JOKYMEHTOB  OCYIIECTBJISETCS 1O  OONIMM  TpaBWiIaM  JICJIOMPOU3BOJICTBA,
YCTaHOBJICHHBIM B OTHOIICHUYU aHAJIOTUYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHTETIE.

B nensx ydera m noucka nokymentoB B UCY B coorBercTBuM c IlpaBriiamu
JIEJIONIPOU3BOJICTBA  MCIIOJIB3YIOTCS ~ O0s3aTeNbHBIE CBEICHHUS O JOKYMEHTE,
BKJIFOYAEMBIE B PETUCTPALMOHHYI0 KapTOYKy B COOTBETCTBUU C HPHUBEACHHOU
TaOJIULIEA.

HaumeHnoBanue cBefieHUH 0 XapakTepucTrka HH(popMaIuu, BKIFOYaeMOH B JIEKTPOHHYIO
JOKYMEHTE PErHCTPaLMOHHO-KOHTPOJIBHYIO KapTOUKY

[MonHoe odunmanbHOE U COKPAIIEHHOe HANMEHOBAaHHE OPTaHU3AINH W
(bamMuInsl, MHALHAIBI JIUIA - OTHPABUTEN JOKyMEHTa (Ha OCHOBAHUM;
OJaHKa TOKYMEHTA WM B COOTBETCTBHH C JAHHBIMHU, YKa3aHHBIMU B
oOpaleHnH rpaKIaHuHa )

1. Anpecant

[lonHOE oduuranbHOE M COKpaIlleHHOE HAMMEHOBAaHUE OPraHU3alMU HITH
2. Anpecat (haMuUITHsL, MTHULMAIIBL JIMLA - ITOJIy4YaTes JOKyMeHTa (B COOTBETCTBHH C
[PEKBU3UTOM «Anpecary)

3. Jlo;oKkHOCTE, haMus 1
MHULKAIBI JIMLA, TOANHCaBIIEro |B cooTBeTcTBUM ¢ peKkBU3NTOM «lloamuce»
TOKyMEHT

B coorBercTBHU C YKa3aHUECM BHJ1a JOKYMCHTA Ha Onanke AOKYMCHTA HUJIN

4. Bun nokymeHTa
Ha OCHOBAHMM OLIEHKH COJAEpkKaHUs TOKyMEHTa
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B cooTBeTcTBUM C HaTOﬁ, 0003HAYEHHOH B JOKYMCHTEC aBTOPOM HJIM Ha

5. JlaTa JOKyMeHTa OCHOBaHUM ITOYTOBOI'O IITEMIIENS HAa KOHBEPTE, €CIIU B JOKYMEHTE /1aTa
OTCYTCTBYET
6. Homep noxymenra B cooTBeTCTBHM C HOMEPOM, MPHUCBOEHHBIM JIOKYMEHTY aBTOPOM

7. ata mocTyruieHus JokyMeHTa [[laTa, ykazaHHas B OTMETKE O MOCTYIUIEHUH (BXOMAALIEM ILITaMIIe)

8. Bxogsmuit Homep gokymenta [Homep, mpocTaBieHHBIH B OTMETKE O MOCTYINIEHUH (BXOSIIEM IITaMIIE)

9. Ccplika Ha UCXOISIIUN HOMED |B COOTBETCTBUM CO CBEICHUSIMHU, YKa3aHHBEIMHU B COOTBETCTBYIOIIEM
1 1aTy JOKYMEHTa [PEKBU3UTE

10. Conep:xaHue TIOKyMEHTa Kpatkoe conepxanne 10KyMeHTa (3arojIoBOK K TEKCTY)

Enununein yuera 3J€EKTPOHHOTO IOKYMEHTA SIBJIIETCS DJIEKTPOHHBIA TOKYMEHT,
3apeructpupoBaHHblii B MICY. DIeKTpOHHBIM JOKYMEHT, UMEIOLIUN MPUIOKECHUS,
PETUCTPUPYETCS KaK OJIUH IOKYMEHT.

Peructpanus [OKyMEHTOB TPOMU3BOAUTCA B TMpEJENax BbIICICHHBIX B
VYHuBepcUTETE JNOKYMEHTONOTOKOB: TOCTYyHAarolmas JOKyMEHTAalus (BXonsiasi),
oTnpaBisieMas JOKyMeHTauus (UCXOAsA11as), BHYTPEHHAS JOKyMeHTauus. B kauectse
OTJIEJIBHOTO PETUCTPUPYEMOTO MACCHBA JOKYMEHTOB BbIICJIEHBI 0OpaIIeHUs TPak/IaH.

[lepen perucrtpamnmeit mgoKyMmMeHTa JOJKHA OBbITh MIPOBEIEHA IPOBEPKA
IIPAaBWIBHOCTU aJpecaluyd BXOAALIMX JOKYMEHTOB, NPAaBUJIBHOCTU JOCTaBKU U
KOMIUIEKTHOCTH JOKyMEeHTOB. [Ipum oOHapyX eHUM OTCYTCTBUS JOKYMEHTOB WU
IPWIOKEHUM K HUM COCTaBIISIETCS aKT. AKT HAPABIISIETCS OTIPABUTEIIO TOKYMEHTA.

Opranuzanus Oe’I0NpoU3BOACTBA B MPEAENAaX BBIACICHHBIX B YHHUBEPCUTETE
JIOKYMEHTOIIOTOKOB OCYIIECTBIIIETCS B COOTBETCTBUU ¢ PermameHTtom paboThl ¢
aneKkTpoHHbIMU JokymMeHTamu B UCY YVYHuT.

®opmupoBanue Aen B MCY 3a ucTtekmnii nepuoa MPOU3BOIUTCS TMOCIIE
UCIIOJIHEHUSI BCEX MOpYYEHH mo gokymeHTam. llpu HeoOXomammocTu Hymeparus
CTpPaHHUIL] B JI€JIE YTOYHSECTCS U KOPPEKTUPYETCS CIIELUAIMCTOM, OTBETCTBEHHBIM 32
JEJIONIPOU3BOJICTBO, MIEPE] CAAYEH Ha apXUBHOE XPAaHCHHUE.

DONEKTPOHHbIE JOKYMEHTHI IOCJE WX MCIOJHEHHUS MOJIeKAT XPAHEHHUIO B
TEYCHHE CPOKOB, MPETYCMOTPECHHBIX ISl aHAJIOTUYHBIX JTOKYMEHTOB Ha OyMaKHOM
HOCHUTEJE.

Cpoku XpaHEHHUs SJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKAM XpaHEHUs
JOKYMEHTOB, YCTAHOBJIICHHBIM 3aKOHOJATEJIbHBIMM M WHBIMH HOPMAaTUBHBIMU
NpaBoBbIMU akTaMu Poccuiickoit denepanuv, TUNOBBIMHU WM BEIOMCTBEHHBIMU
MEPEYHSIMHU JIJIs1 AaHAJIOTMYHBIX JOKYMEHTOB Ha OyMaKHBIX HOCUTEIISX.

OKcnepTr3a LEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIETCSI B OOILEM
MOPSJIKE, YCTAHOBJIIEHHOM B OTHOLIEHUH IOKYMEHTOB Ha OymaxxHoMm HocuTtene. [locie
HCTEUYEHHUS CPOKa, YCTAHOBJICHHOTO ISl XPAHEHUS SJIEKTPOHHBIX NI (3JEKTPOHHBIX
JIOKYMEHTOB), Ha OCHOBAaHHMH YTBEPKJIECHHOI'O aKTa O BBIICIICHUHN UX K YHUUTOKEHUIO,
YKa3aHHbIE JIEKTPOHHBIE Jiesia (3JEKTPOHHBIE JOKYMEHTHI) MOJJIEKAT YHUUYTOKEHHUIO.

DJIEKTPOHHBIE JOKYMEHTBI, NOCTYNUBIINE U3 CTPYKTYPHBIX IMOAPA3ACIICHUN,
IEepeNaA0TCsl MO OnucsAM ¢ O(OPMIIEHHEM aKTa NpHeMa-TepeNadd 3JIEKTPOHHBIX
JOKYMEHTOB Ha apXMBHOE XPaHECHUE.
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DNEeKTPOHHBIE TOKYMEHTHI MEPEIa0TCs B OT/IE] apXUBHOTO IOKYMEHTOBEACHUS
YHuBepcuTeTa CTPYKTYPHBIMHU TMOJpa3fefieHussMu 1o rpaduky U B TMOPSJIKE,
YCTaHABJIMBAEMOM OTJEJIOM apXHUBHOTO JOKYMEHTOBEICHHUS.

TexHudeckne acrnekThl MpUeMa HIEKTPOHHBIX JOKYMEHTOB Ha apXHWBHOE
XpaHeHue, orepaluu ydyera, oT0opa, oOecrHedeHHs: COXPaHHOCTH W XpaHEHWS,
KOHBEPTUPOBaHUS B HOBBIE (oOpMaTbl W MUTpPAllMd Ha HOBBIE HOCHUTEIH
YCTaHABIIMBAIOTCS B CIICIUATIBHBIX MHCTPYKIIUSAX, pa3padaThIBAEMbIX B Y HUBEPCUTETE.

YHUBEPCUTET B COOTBETCTBMU C JCUCTBYIOIIMM  3aKOHOJATEIIbCTBOM
Poccuiickoit denepainuu B chepe nHPopMaimu, 10KyMEHTAIMOHHOTO 00ECIICUEHUSI U
apXMBHOTO Jeia pa3pabarblBaeT BHYTPEHHUE HOPMATHUBHBIE JOKYMEHTHI IO
KOMILUIEKTOBAHUIO, yUeTYy, XPAaHEHUIO W MCMOJb30BAHUIO DJIEKTPOHHBIX apXUBHBIX
JIOKYMEHTOB.

VII. JOKYMEHTAJILHBIIA ®OH]

Opranuzanus paboTbl ¢ JOKYMEHTaMH B JIEJIONPOU3BOJICTBE IMPEACTABIISCT
co0Ol COBOKYMHOCTH BHAOB pabOT, 00€CIeUnBaAOIIUX COXPAHHOCTh, VYYET,
CUCTEMAaTH3allMI0  JOKYMEHTOB, (opmupoBanue u  odopmileHHE Jel  Ha
NEJIONPOU3BOJICTBEHHON CTaJUM M MX I[epenady B apXuB YHHUBEPCUTETA B
COOTBETCTBHHU c TpeOOBaHUSIMU, YCTaHOBJIEHHBIMU NENCTBYIOIIUM
3aKOHOAATeNbcTBOM  Poccuiickoit ~ @enepaund, HOPMATHUBHO-METOAUYECKHUMU
noKkymMeHTaMu PefepasbHOrO apXUBHOIO areHTCTBA, Y IPABIICHUS I10 J€JaM apXUBOB
Pecniybnuku  bamikoprocTaH, a Takke COOTBETCTBYIOIIMMH  HOPMATHBHO-
METOAMYECKUMH JIOKYMEHTAMH [0 apXUBHOMY JEIy H© JIEeJIONPOU3BOACTBY
YHuBepcurerTa.

JlokymeHTanbHbI  (GOHA YHUBEPCUTETA — COBOKYITHOCTH JIOKYMEHTOB,
oOpasylomuxcsi B Ipolecce €ero JesTeNbHOCTUH. JlokymeHTanbHbI  (DoHT
VYHuBEpcHUTETa COCTABIIAIOT JOKYMEHTBI, CO3/IaHHbIE B Y HUBEPCUTETE U MOJTYyUYECHHbBIC
B pe3yJIbTaTE B3aUMOJICUCTBUS C OpraHaMy TOCYAapCTBEHHON BJIACTU U YIIPABIICHMUS,
OpraHU3alUsIMU U TPaXKJaHAMH.

YacTte JOKYMEHTalIbHOTO (hOHAA, BKIIOYAIOLIAS APXUBHBIE JIOKYMEHTHI,
COCTaBJISIET apXUBHBIN (POH].

OnepatuBHOE XpaHEHUE JIOKYMEHTOB YHHBEpCHUTETa [0 IepeAadyd HX Ha
apXUBHOE XpaHEHUE WM YHUYTOXKEHHE OCYIIECTBIAETCS B CTPYKTYPHBIX
MO/Ipa3/IEICHUSAX Y HUBEPCUTETA.

7.1. Pazpa0doTKa 1 BeleHUEe HOMEHKJIATYPbI AeJI

B uensax xpaHeHusi, MOWCKAa W UCIOJIb30BaHUS JOKYMEHTHI Ha OyMa)KHOM
HOCHUTENIE W JJICKTPOHHBIE JOKYMEHTHI (DOPMUPYIOTCS B Jella B COOTBETCTBHH C
HOMEHKJIATYpOH JIEeJT.

Homenknatypa nen 3akpemisieT kinaccupukanuio (rpynnupoBKY) UCTIOTHEHHBIX
JIOKYMEHTOB B JieJia (3JIEKTPOHHBIE JIeJ1a), CHCTEMATU3aI|I0 U UHICKCALIUIO JIeJl, CPOKH
UX XPAHEHUS U SBJISIETCSI OCHOBHBIM YUYETHBIM JOKYMEHTOM.

Homenkiatypa pnen sBI€TCS OCHOBOM Uil COCTaBJIICHUS ONMUCEH el
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MOCTOSTHHOTO, BpeMEHHBIX (CBBIIIE 10 JeT) CPOKOB XpaHEHUS U 1O JTUYHOMY COCTAaRY,
aKTOB O BBIJICJICHUHU K YHUYTOXKEHUIO JOKYMEHTOB C UCTEKIIIUMU CPOKAMU XPAHEHUS,
a TakKe JIJIsl ydeTa Jiesl BpeMeHHBIX (10 10 JIeT BKIIOUUTENIbHO) CPOKOB XpaHEHUS.

[Ipu cocTaBieHUHM HOMEHKIATYPHI JEN CIEAYeT PyKOBOACTBOBATHCS YCTaBOM
OpraHu3aluy, TOJIOXKEHUSIMU O CTPYKTYPHBIX TOAPA3CICHUSAX, IITaTHBIM
pacnucaHueM, MIaHaMHi U OTYETaMH O padoTe OpraHU3alii, HOMEHKJIATYpOul Jen 3a
MPOIIEIINNA 0T, TOKATbHBIMU HOPMATUBHBIMU aKTaMU OpraHU3aIluH, COICPKaAIUMHU
CBEJICHMS O JOKYMEHTaX, 00pa3yIIINXCs B AEATEILHOCTH Y HUBEPCUTETA, TUTIOBBIMU
U TNPUMEPHBIMU HOMEHKJIATypamMu Jed (Mpu HX HAJIWYMU), BEIOMCTBEHHBIMU H
TUTIOBBIMU MEPEUHSAMH JOKYMEHTOB C YKa3aHUEM CPOKOB X XpPaHEHUS.

HomenknaTypa nenn BKII0YaeTCsl B CUCTEMBI 3JIEKTPOHHOTO JJOKYMEHTO000pOoTa
(manee — COJI) u B cUCTEMBI XpaHEHUsI MIEKTPOHHBIX TOKyMEeHTOB (nanee - CXJDJ]) B
KayecTBE CIIPABOYHMKA, HA OCHOBAaHUU KOTOPOI'O OCYILIECTBISIETCA CUCTEMATHU3aIUs U
y4eT IOKYMEHTOB, a TaK)Ke UX METaJaHHbIX.

Cojanas HomeHknarypa aen Yuusepcuteta (I[punoxenue Ne 16) cocraBnsercs
OTJIEJIOM apXMBHOTO JOKYMEHTOBEJECHHMS HAa OCHOBAHMM HOMEHKJIATyp el
CTpYKTypHbIX noapasaenenuil (IIpunoxenne Ne 17).

BHOBB cO31aHHOE WIIM PEOPTraHU30BAHHOE MOAPA3/IEICHUE JOJKHO B MECSYHBIIM
CpPOK pa3paboTaTh HOMEHKJIATypy el M MPEeACTaBUTh €€ B OT/Ae] apXUBHOTO
JOKYMEHTOBEICHHUSI.

CBonHas HOMEHKIATypa [Jel YHUBEPCUTETa COCTAaBISETCS B IMOCIEIHEM
KBapTaJie TEKYILEro Io/la Ha MPEICTOSAIUN KAJICHIAPHBIN TO/I.

CBonHas HOMEHKIIATypa Jell YHHUBEPCUTETa MOANUCHIBAETCA HAYAIbHHUKOM
OTieJla ApXUBHOTO JTOKYMEHTOBEIEHUS, COTJIAaCOBBIBAETCA C DKCIIEPTHOM KOMHUCCUEH
(manee — OK) YHuBepcuTeTa U OJUH pa3 B 5 JIET NPEACTABISIETCS HA COTJIaCOBAHUE
DKCIEepPTHO-MIPOBEPOYHON KOMHUCCHU YTIpaBJICHHUS 1O JeIaM apXuBOB PecryOnmku
bamkoprocran (manee — OJIIK VYmpaBiaenus mo npenam apxuBoB PecmyOnuku
Bamkoprocran).

Homenknatypa nen, cornacoBanHas JIIK VYmpasneHuss mo neinam apXvBOB
Pecny6nuku bamkoprocTaH, yTBep)KIaeTcsi peKTOpOM YHHUBEPCUTETA U BBOJUTCS B
JNelcTBUE C | sTHBaps MPEACTOAILETO KAIEHIAPHOTO ro/a.

CornacoBannas ¢ DOIIK VYmopanenus mo nenam apxuBoB PecmyOmnuku
bamkoproctaH HOMEHKIAaTypa Jel B KOHLE KaXKIOro roja yTOYHSETCH,
MeperneyaTbIiBaeTCs, YTBEPKIAAETCA PEKTOPOM YHHUBEPCUTETA U BBOJUTCS B JICHCTBUE
c | sHBaps npeacrosiuiero KajaeHAapHOro roja.

[lepBblii SK3eMIUISIp YTBEPKICHHOW HOMEHKJIATYPbI JIe] ABJISIETCS IOKYMEHTOM
MOCTOSIHHOTO XpaHEHMs M BKJIIOYAETCSl B HOMEHKIATYpYy Jel B pas3fen oThaela
apXMBHOTO JOKYMEHTOBEACHUS, BTOPOM — UCIONB3YETCS OTIEIOM apXUBHOIO
JOKyMEHTOBEJICHUSI B KadecTBE pabodyero HK3eMIULsIpa, TPEeTHH — Tepenaercs B
Haunonanensiii apxuB PecnyOnuku bamkoprocTaH, KyJa Takke IMepenaercs
AJIEKTPOHHASA KOMHUS HOMEHKJIATYpPHI €Nl Y HUBEPCUTETA, YTBEPKIACHHOU PEKTOPOM
YHuBepcurerTa.

HomenknaTtypa nein cocToUT U3 pas3fesoB. 3arojiOBKaMU Pa3ielioB SBIISIIOTCS
HaUMEHOBAHUS CTPYKTYPHBIX MOJpa3Ie/ICHUI.
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B pasnenbl HOMEHKIATYphI J€d BKJIIOYAIOTCS 3arOJIOBKU J€Jd, OTpakarolue
NEATEeNIbHOCTh CTPYKTYPHBIX MOAPA3ACICHUNA, B TOM 4HcClie paboTy KOJUIETHATbHBIX
opraHoB. JlOKyMeHTBHI, CO3/laHHbIE B DJJEKTPOHHOM (opMe, BKIIOUYAIOTCS B
HOMEHKJIATYpY JIeJI 110 TE€M K€ MpaBUJiaM, YTO U JOKYMEHThI Ha OYMa)KHOM HOCHTEIIE.

He BxitouaroTcsi B HOMEHKJIATYPY J€JI TMEPUOAUYECKUE W3JaHUs, KHUTH,
OpOUTIOPHI.

3arojoBKH 1], COJEpIKAIIUX SJEKTPOHHBIE JOKYMEHTHI, a TaKXe 3aroJIOBKU
JieJ, COAEpPIKAIIUX KaK AJIEKTPOHHBIE JTOKYMEHTHI, TaK U JIOKYMEHThI Ha OyMa>KHOM
HOCHTEJIE, BKIIIOYAIOTCSl B HOMEHKIATYpy nen. B rpade "llpumeuanus” ykazbiBaroTcs
0COOCHHOCTU (POPMUPOBAHUS Jieja U BUJ HOCUTENSI HH(OpMAITUH.

3arosoBKH JeJ, coaepKallie HauMeHOBaHUs 0a3 JaHHBIX WH(POPMAIIMOHHBIX
CUCTEM, YTOUHSIIOTCSI B COOTBETCTBUH C COCTABOM JOKYMEHTUPOBAHHOU UH(POPMAIUU
(manHBIX), comeprKaierics B 6azax JaHHBIX.

Bce 3aronioBku jen, BKIIOYEHHBIE B HOMEHKJIATYPY Je€Jd CTPYKTYPHOTO
nojapa3zieicHus, WHACKCUpyroTcsa. WMuHmekc gema ykaseiBaercss B rpade 1
HOMEHKJIATYPBI JE€JT U COCTOMT W3 HWHJEKCAa CTPYKTYpHOTrO TojapaszaeieHus (Koja
MO/Ipa3/ieiCHUs] B COOTBETCTBUU C KOJU(PUKATOPOM CTPYKTYPHBIX MOAPA3CICHUN) U
MOPSIZIKOBOTO HOMEpa Jiejla B paslelie HOMEHKIATypbl jaen. Muaekchl men
ob6o3HavaroTcs apadckumu nudpamu. Hanpumep: 1251-05, rae:

1251 - ko1 CTPYKTYPHOTO MOJIpa3IeIICHHUS;

05 - mopsAKOBBIN HOMED Jieia B pa3/ieiie HOMEHKIATYPBI Jell.

Jlena mo Bompocam, HEpa3pelIeHHBIM B TEUYEHHE OJHOTO TOJla, SIBISIOTCS
«MEePEXOIAIMMIU» U BHOCATCS B HOMEHKIJIATYpy JeNl CIEAYIOIIETO ToJa C TeM K€
uHAeKcoM. PexomeHayeTcsi COXpaHsaTh B HOMEHKJIAType JeJd OAMHAKOBBIE HWHJIEKCHI
JUTSL OJTHOPOJHBIX JIeTI, BKIIFOUEHHBIX B Pa3HbIC Pa3fIeibl.

Ecnu B Teuenue roga B AESATENBHOCTH OpraHU3alUU 00pPa3yrOTCs JOKYMEHTHI,
HE MPEeAYyCMOTPEHHBbIE HOMEHKJIATYPOU e, 3aroJIOBKM HOBBIX 1€ JOTMOJHUTEIHHO
BKJIIOUAIOTCS] B HOMEHKIIATYpy Jiell. B kaxaoM pazaerne HOMEHKIATYPHI J1e] 711 BHOBb
3aBOJIMMBIX 1] TIPElyCMaTPUBAIOTCS PE3epPBHBIE HOMEPA.

3arosioBok jena (rpaga 2 HOMEHKIATYPHI JIe7) JOJKEH B 0000IIeHHON dopme
OTpa)kaTb OCHOBHOE COJEp:KaHUE U COCTaB JOKYMEHTOB Jena. He pomyckaercs
ynoTpeOJieHne B 3arojioBKE JieJla HEKOHKPETHBIX (QOpMYIHpPOBOK («pa3HbIe
Marepuainbl», «oOIlas TMepenuckKka»), a TakKe BBOJHBIX CIOB M CIOXHBIX
CUHTaKCUYECKHX OOOpPOTOB. 3arojioBKU JI€J1 MOTYT YTOYHSITBCSI B T€UEHUE TOJla B
nporecce popmupoBanus 1 0HOPMIICHUS JIETT.

3arojoBOK Jiefla JIOJKEH COCTOSITh M3 JJIEMEHTOB, paclojaraéMbIX B
CIEYIOIIEN MOCIEI0BATEIIbHOCTH:

a) Ha3BaHUE BUJa Jeina (mepenucka, >KypHal, JeJ0) WM BUAa JOKYMEHTOB,
BKJIIOYEHHBIX B JI€J10 (IPOTOKOJIbI, TPUKA3bI);

0) HaMMEHOBAaHHWE OPTaHU3AIMH, CTPYKTYPHOTO TMOJPA3IACICHHS, MOCTOSHHO
JNEUCTBYIOIIETO WJIM BPEMEHHOTO OpraHa, JOJDKHOCTHOTO JIMIA, CO3JaBUINX
TOKYyMEHT(bI);

B) HAuMMEHOBAHUE KOPpPECHOHAEHTa (OpraHu3aluu, Jhla, KOTOPOMY
aJpecoBaHbl WJIM OT KOTOPOTO MOJIYYEHbI JOKYMEHTHI);
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I') KpaTKOE Co/IepaHue JOKYMEHTOB JI€Na;

1) Ha3BaHUE MECTHOCTU (TEPPUTOPUM), C KOTOPOHM CBS3AHO COJIEPIKAHUE
JOKYMEHTOB JIENa;

e) nara (mepuon), K KOTOPbIM OTHOCSITCSI IOKYMEHTHI JIeNa;

) yKa3aHue Ha KOMUIHOCTh IOKYMEHTOB Jielia.

[Topsaiok pacnoa0KeHus 3ar0J0BKOB JIeJl BHYTPU Pa3eioB HOMEHKIIATYPHI 1€
OTpeJeNsIieTCs] CTENEHbI0 BaXKHOCTH JTOKYMEHTOB, BKIIFOUEHHBIX B JI€Ta.

B navane paszmena pacrmojiararoTcsi  3aroJOBKM e,  COJAEpKaIUX
yUpEeAUTENbHbIE, OPraHU3allMOHHO-TIPABOBbIE W PACIOPSAUTENbHbIE JTOKYMEHTHI,
3aTeM 3aroJIOBKM JIeJ, COJEp)KallluX IUJIaHOBBIE, OTYETHbIE, HHPOPMALUOHHO-
aHAIMTUYECKHE  JIOKYMEHTBbI,  JIOKYMEHTHI, OoTpaXkaroliue  JesITeIbHOCTh
nojipasfiejeHusi, MepenucKy, B KOHIE pas3fena - PEerucTpaliOHHbIE U YYETHBIC
KYpHaJbl, KAPTOTEKH, OA3bl TaHHBIX.

B 3aronoBkax nen, coaepiKamluMx JOKYMEHTHI MO OJHOMY BOIPOCY, HO He
CBSI3aHHBIX TOCIEAOBATENBHOCTHIO pEIIeHUs] BOMpOCca, B KadyecTBe BHJA Jelia
yIoTpebIsieTcs TEPMUH «IOKYMEHTBI», a B KOHIIE 3ar0JIOBKa B CKOOKaX yKa3bIBalOTCA
Ha3BaHMs BUAOB JIOKYMEHTOB, HAauOOJee MPEICTABICHHBIX B JEE:

«/lokyMeHTBI O TIPOBEJCHUU COBEIIAHWUN M CEeMHHAPOB (IIPOTrpaMMBbl, CIHCKH,
JTOKJI bl )».

TepMHUH «IOKYMEHTBI» MPUMEHSETCS TaK)Ke B 3arojIOBKax JieJ, COAEpKalluX
JOKYMEHTBI-TIPUJIOKEHUSI K  KaKOMY-THMOO JTOKYMEHTY (BHIBI JOKYMEHTOB-
NPWIOXKEHU I HE TepeUNCIISIIOTCS):

«I[OKYMGHTBI K ITPOTOKOJIaM 3aCC,Z[aHI/Iﬁ MCTOAHNYCCKOI'O COBCTa».

B 3aromoBkax ACJ, MNPCAHA3HAYCHHBIX JIA TPYIIIUPOBKU OJHOTHUITHBIX
JOKYMCHTOB, 2Ta I'PYIIIIa JOKYMCHTOB YKAa3bIBACTCA BO MHOKCCTBCHHOM YHCJIC!

«IIporokosl 3acenannii Kapeape.

B 3aronoBkax jein, copepKamux mepenucKy, yKa3plBaeTcs, C KEM U 110 KaKOMY
BOIIPOCY OHA BEJETCS:

«llepenucka ¢  00pa30BaTENbHBIMH  YUPEKIAEHHUSIMU O  MOBBILICHUU
KB (prKauu paboTHUKOBY.

B 3aronioBkax jgen, coaepKalux IUIAHOBYIO WM OTYETHYIO JOKYMEHTAIIUIO,
yKa3bIBaeTca nepuoj (Mmecdil, KBapTal, roa) Ha (3a) KOTOPBIA COCTaBJICHBI IUIAHBI

(oTueThl):

«OTtueTsl 0 pabote kadeap 3a 2023 roay.
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IIpu ¢popMupoBaHuM Aena U3 HECKOJIBKUX TOMOB (YacTeid), Kpome OOLIero
3aroJioBKa Jiena Mpu HEOOXOAMMOCTH COCTABIISIIOTCS 3arojIOBKM KaKIOT0 ToMa
(dactu), yTOUHSIOUIME COAEpKaHUE TOMOB (YacTeil) aena.

3aroyioBKM J1eJ1 MOTYT YTOUHSTHCS B mporecce GopMUpOBaHUS U 0(HOPMIICHUS
hi(ch

[Ipu BKIIFOUEHUH 3ar0JIOBKOB 3JIEKTPOHHBIX J€J1 B HOMEHKIATYPY /€] UHACKCHI
AJIIEKTPOHHOTO JIela U 3arojOBKU JJIEKTPOHHBIX €7 COCTaBISAIOTCS IO TEM Ke
MpaBUJIaM, YTO U UHJIEKCHI, U 3ar0JIOBKH JIeJ] ¢ JOKYMEHTaMH Ha OyMa)KHOM HOCHUTEJIE.
B rpade «IIpumeyanusi» yka3zpIlBaeTCs, 4YTO JE€JI0 BEIETCS B 3JIEKTPOHHOM BHJIE.

I'pada 3 «KomuuectBO TOMOB (wacTeid)» 3amojHSAETCS] MO OKOHYAHUU
KajeHaapHoro rojaa. Ilo nocTmwkeHnu aeoM, BKIIOYAIOMIMM JOKYMEHTbl BPEMEHHbIX
(cBpimie 10 7€T) ¥ MOCTOSIHHOTO CPOKOB XpaHeHus, oobema B 250 1HMCTOB, TOM
3aKpbIBa€TCA W OTKpbIBaeTcs HOBBIM ToM. B rpade 3 HOMeHKIaTypsl Jen
MOCJIEIOBATENIbHO YKa3bIBAIOTCS HOMEpa TOMOB M KpalHUE JaThl JIOKYMEHTOB
Ka)KJI0T0 TOMa:

11.01.2023-30.06.2023

DNeKTpoHHBIE Jiefla Ha ToMa (YacTH) He pasfenstorcs. Bce sineKTpoHHbIE
JOKYMEHTBI, HE3aBUCHUMO OT UX 00beMa, BKIIOYAIOTCS B OHO 3JEKTPOHHOE JEIIO.

B rpade 4 «Cpok xpanenus u No cTaTbu MO TEPEUHIO» YKA3bIBAIOTCS CPOKH
XpaHEeHUsl Al U HOMEpa CTAaTeil 10 TUIOBOMY IEPEYHIO JOKYMEHTOB C yKa3aHUEM
CPOKOB XpaHEeHUs, (QeAepalbHOMY 3aKOHY WJIM MHOMY HOPMATUBHOMY IPaBOBOMY
aKkTy.

B rpade 5 «IIpumedanus» mpoCTaBISIOTCA OTMETKH O MEPEXOIAIIHUX Jeax
(manpumep, «llepexomsmee ¢ 2022 roma»), O BBIACICHUU J€J1 K YHUUTOXKEHHIO, O
JUIAX, OTBETCTBEHHBIX 3a (OpMHUpOBaHHME e, O IMepefadye Jed B APYryko
OpraHU3alUIO IS MPOAOJIKEHHUS.

Ecmm  neno dopmupyercs B  wHGOPMAIIMOHHOHW CHCTEME M BKIIIOYACT
AIIEKTPOHHBIE TOKYMEHTHI, B rpade «lIpumedanusy orMeyaeTcs, 4TO €0 BEAETCS B
AJIIEKTPOHHOM BHUJIE C YKa3aHWEM HaMMEHOBaHUS MH(GOPMAIIMOHHON CHCTEMBI:

«nexkTpoHHbIN JoKyMeHT. UCY»

3aKOHYCHHBIE JICIONPOU3BOICTBOM (MCTIOJHCHHBIC) JOKYMEHTHI ()OPMUPYIOTCS
B JIeJia 110 HOMEHKJIAType AEl.

JIOKyMEHTHI (Z1eJ1a) CTAHOBATCS apXUBHBIMU ¢ | sHBaps roja, CIEIyHOUIEro 3a
roJioM, B KOTOPOM OHH ObLIIM 3aKOHYEHBI 1€JI0MPOU3BOICTBOM.

[lo okoHYaHUU JEIONMPOU3BOJACTBEHHOI'O rOfla COCTaBISIETCS UTOrOBask 3alUCh
HOMEHKJIATYphl JE€d O KOJMYECTBE 3aBEACHHBIX JieNl (TOMOB Jed) MOCTOSHHOTO,
BpeMeHHoro (cBeiimie 10 set) u BpeMeHHOro (1o 10 JieT BKIIOYUTEIBHO) CPOKOB
XpaHeHusi Ha OyMa)KHOM HOCHUTENIE€ U O KOJUYECTBE 3aBEJCHHBIX AJEKTPOHHBIX AEI
MIOCTOSIHHOTO, BpeMeHHOT0 (cBbiie 10 net) u BpemenHoro (10 10 et BKIIOYUTENTBHO)
CPOKOB XpaHECHUSI.


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
http://login.consultant.ru/link/?req=doc&base=LAW&n=185738&date=28.09.2023&dst=101255&field=134
http://login.consultant.ru/link/?req=doc&base=LAW&n=185738&date=28.09.2023&dst=101256&field=134
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B wroroByro 3amuce CBOAHOM HOMEHKJIATYpPBI JEN CBEACHUS BHOCATCS Ha
OCHOBAHWU JAHHBIX, IEPEIAHHBIX U3 CTPYKTYPHBIX NOJPA3ACICHUN Y HUBEPCUTETA.

7.2. Ilopsinok ¢popMupoOBaHMS HeJT

Jlena co 1HS UX 3aBEJICHUs 10 Epeauy B OT/IE] ApXUBHOTO JJOKYMEHTOBEICHHUS
WM J0 BBIJIETICHUS UX K YHUUTOKEHUIO MO0 UCTEUEHUU CPOKA XPAHEHUSI XPAHATCS 110
MecTy X (hOpMHUPOBAHMUSL.

Jleno cuurtaercs 3aBEICHHbIM C MOMEHTa BKJIOUEHHS B HEro MEpBOro
UCIIOJIHEHHOTO JOKYMEHTA.

[Ipu ¢opmupoBanuu Aen Ha OyMa)kKHOM HOCHTENE JOJIKHBI COOJIOAATHCS
ClIeyIolue O0IIMe MpaBuiIa;

- B JIEJIO MOMEIIAIOTCS MCIOJHEHHBIE JOKYMEHTBI, COOTBETCTBYIOIIUE TIO
CBOEMY COJICP>KaHHIO 3aTOJIOBKY Jiejia IO HOMEHKJIAType JIeT;

- MPWIOKEHUS TTOMEIIAI0TCSI BMECTE ¢ OCHOBHBIMH JIOKYMEHTaMU;

- B JIJIO BKJIIOYAIOTCS JIOKYMEHTBI OJHOTO KaJleHJapHOTO Toja, 3a
UCKITFOUCHUEM TEPEXOISIIINX JeT;

- JOKYMEHTBI ~ TOCTOSSHHOTO UM BPEMEHHBIX  CPOKOB  XpaHCHMUsI
TPYIIHAPYIOTCS B A€ia pa3aeabHO;

- B JIE€JI0 BKJIFOUAETCS IO OJJHOMY 3K3EMIUISIPY KaXA0ro JOKYMEHTA;

- dakcorpaMmbl, TellerpaMMbl, TeJeQOHOrpaMMbI MMOMEIIAIOTCA B Jejia C
NEPENUCKON Ha OOIIMX OCHOBAHUSIX;

- B JEJ0 IOMELIAITCS JOKYMEHThl IPaBWIBHO U  IOJHOCTBIO
oopMIeHHBIE (JOKYMEHTHI JOJKHBI UMETh JaTy, MOJMUCH U JAPYTrue HeoOXOAUMbIC
PEKBU3UTHI);

- B JIEJI0 HE BKJIIOYAIOTCS JOKYMEHTHI, MOAJIEKAIINE BO3BPATY, JIMIIHUE
AK3EMIUIAPHI M YEPHOBUKH (32 HCKIIOUCHHEM 0C000 1IEHHBIX);

- o o0BeEMy JIeJI0, BKIIIOUAIOIIEe JOKYMEHTHI Ha OyMa>KHOM HOCUTEJE, HE
JOJDKHO TIpeBbImaTh 250 JUCTOB, IIPU TOJIIHMHE HEe Oojiee 4 cM (TOJIIMHA JIET CO
cpokamMu xpaHeHust a0 10 net He goymkHa npeBbiiaTh 10 cMm). [Ipu mpeBbieHUN
JaHHOTO 00beMa 3aBOJUTCS BTOpou ToM. [lpw Hanmwumm B Jelie HECKOJIBKHX TOMOB
(dacTeit) MHIEKC M 3ar0JIOBOK JIejla TIPOCTABISIOTCS Ha KaKIOM TOME C J00aBICHUEM
0003HAYCHMI: «TOM 1», «TOM 2».

JIOKyMEHTBI BHYTpHU J€jla PacHoJIaratoTCsi B XPOHOJIOTMYECKOM, BOIPOCHO-
JIOTUYECKOM MOCIIeI0BATEIbHOCTH WIIK UX COYETAHUMU.

PacnopsiiurenbHble JOKYMEHTHI TPYIIIUPYIOTCS B J€Jia MO BUIAM U XPOHOJIOTUH
C  OTHOCSIIMMHUCA K HUM  TOPWIOKEHUAMH. J[OKYyMEHTBI-OCHOBaHUS K
pacnopsiAuTEIbHBIM JOKYMEHTAM BKIIOUAIOTCA B OTJIEILHOE JETIO0.

[IpoTokonbl B €€ pacmojiaraloTcsi B XPOHOJOTHYECKOM TOpSAIKE U IO
HOMEpaM.

JIOKyMEHTBI K 3aceJaHusiM (COBEILIaHMSIM) TPYNIUPYIOTCS B OTIAEIBHOE JIETO0,
KaK U MPUJIOKEHUS K MPOTOKOJIaM, €CIIM OHU Cojiepkat Oosiee 25 CTpaHHIl.

JIOKyMEHTBI K MPOTOKOJIaM, €CJIM OHU CTPYNIUPOBaHBI B OTJEIbHBIC Jea,
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CHUCTEMAaTU3UPYIOTCS BHYTPH JI€NIa MO MOPSIKY HOMEPOB MPOTOKOJIOB.

JlokanpHBIE HOPMATHUBHBIE aKThl, YTBEPXKICHHBIC PACIOPSIAUTEIHHBIMU
JOKYMEHTaMH, SBJSIOTCS MPHJIOKEHUSIMH K HHUM M TPYNIHPYIOTCS BMECTE C
yKa3aHHBIMU JJOKYMEHTaMH.

[Ipuka3bl IO OCHOBHOM JIEATEIBHOCTH TPYNIUPYIOTCS OTACIBHO OT MPUKA30B 110
JMYHOMY COCTaBY M IPUKA30B MO aIMUHUCTPATUBHO-X03IHCTBEHHOU AEITETHHOCTH (K
aJIMUHHACTPATUBHO-XO3IUCTBEHHON  JEATEIBHOCTH  OTHOCSTCS  BOIPOCHI  TIO
COOJTIO/ICHUIO TIPAaBUJI BHYTPEHHETO PacHopsIKa, SKCILTyaTalliy CIIY)KeOHBIX 3TaHUH,
TPAHCIIOPTHOMY OOCIYKMBAHHIO, BHYTPEHHEH CBS3HM, 00ECIEUEHUI0 0e30MacHOCTU
OpraHu3aIuu. ).

[lpuka3pl MO JUYHOMY COCTaBYy (OPMHUPYIOTCS B Jiella B COOTBETCTBHH CO
CpOKaMU XpaHEHHUSI.

JIOKyMEHTBI B JIMYHBIX JIeNIaX PacrojaraloTcs 1Mo Mepe uX MOCTYIICHUS.

[lepenncka rpynmupyercs B Jeja MO TEMAaTHKE W/WIM KOPPECTOHJACHTAM U
CHUCTEMAaTHU3UPYETCSs B XPOHOJIOTMYECKON TMOCIEIOBATEIBHOCTH: JOKYMEHT-OTBET
TIoMeIIaeTcs 3a JOKyMEHTOM-TIPoch00ii (3ampocom). [Ipr BO30OHOBIIEHUY TIEPETUCKH
10 OIpEeNeJICHHOMY BOINPOCY, HaYaBIICWCS B MPEIBIAYIIEM TOAY, JOKYMEHTHI
BKJTIOYAIOTCS B JIETIO TEKYIIEro rojia C YKa3aHHeM WHCKCA JieJia MPEeAbIYIIero ro/a.

CucremaTu3alysi 3JIeKTPOHHBIX JOKYMEHTOB U UX MHJIEKCAIUS B COOTBETCTBHU
C HOMEHKJIATypoii J1ei1, GOPMHUPOBaHUE KOHTEHHEPOB AJIEKTPOHHBIX JJOKYMEHTOB IS
nepeayn AIEKTPOHHBIX JOKYMEHTOB Ha apXWBHOE XpaHEHHE OCYIIECTBIISIOTCS B
CTPYKTYPHBIX MO/Apa3AeNICHUSIX B COOTBETCTBYIOINX HHPOPMALIMOHHBIX CHCTEMAX.

7.3. IIpoBepka HAJIUYHS M COCTOSTHUSA TOKYMEHTOB

Jlns oOecrieyeHHss COXPAHHOCTH, ydeTa JOKYMEHTOB H €l CTPYKTYPHOTO
HOpa3aeICHUS M OPraHU3aIlii JOCTYIIAa K HUM IPOBOIUTCS KOMILIEKC padoT:

- CO3/IaHHE ONTHUMAJIBHBIX YCIIOBUI XpaHCHHS TOKYMEHTOB U 1€,

- pasMelleHne JeT;

- pOBEPKa HATUYHS U COCTOSTHHUS JTOKYMCHTOB U JIEIT;

- COOJIFOICHUE TIOPSITKA BBIAYH JCIT.

Jlena pa3MenaroT B pab0YrMX KOMHATaX WM CIICIHAIbHO OTBEICHHBIX IS STOM
IIEJIM IMOMEIICHUAX B IKadax, Ha CTeJUIaKaxX, YTOObI 00ECIEUNTh UX COXPAHHOCTh U
3aIATY OT BO3JCHCTBUS BPEIHBIX (DAKTOPOB.

Jlena niis BX ydera ¥ OBICTPOrO MOMCKA JOJDKHBI PAcIojiaratbCsi BEPTHKAILHO,
KOpEIIIKaMHU HapyKy ¥ B COOTBETCTBUHU C HOMEHKJIATypoii aei1. Ha kopemikax 0010kKeK
JICNT YKa3bIBAIOTCS MHCKCHI [0 HOMEHKJIATYpE eI, IPU HEOOXOIUMOCTH HOMEP TOMa
nena, narta aeia. HomMeHkaTypa e uiM BhIIMKCKA U3 Hee IIOMEIIASTCs Ha BHYTPEHHEH
CTOpOHE Kada.

[TpoBepkH HAIWYUS M COCTOSHMS JTOKYMEHTOB M JIeJ B LEIAX YCTAaHOBJICHHS
(akTHYECKOro HalMMuus AN AOKHBI IPOBOAMTHCS JIMIIOM, OTBETCTBEHHBIM 3a
JICJIOIIPOU3BOICTBO B CTPYKTYPHOM IOApa3IeCHUH, B CIIyYasiX:

- nepes nepegaveit JOKyMEHTOB B OTJE/ apXHUBHOTO JTOKYMEHTOBECHUS,

- IIPH MIEpEMEIICHUH JCIT;
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- MIPU CMEHE PYKOBOAUTEIS CTPYKTYPHOTO NOAPA3/IETIEHUS;

- IpU pEeOpraHu3alvi M JMKBUJALUWU OPraHU3ALMH WU CTPYKTYPHOTO
MOAPAa3AEIICHUS.

IIpoBepka Hamuuus MPOBOAUTCS IIYTEM CBEPKU CTAT€ HOMEHKIIATYPBI AEH C
OIMCAaHUEM JIe] Ha 00JIOKKE, a (PU3NUECKOe COCTOSHUE /1€ ONPENENIeTCs IyTeM UX
BU3YyaJIbHOTO MPOcMOTpa. Bece oOHapyKeHHbIE HETOCTATKHU 10JKHBI (PUKCUPOBATHCS B
aKTe MPOBEPKHU HAJIUYUS U COCTOSIHUSA JE.

B ciydae BbISIBIEHUS OTCYTCTBHSI A€J, YUCISAIIMXCA MO HOMEHKIAType e,
PYKOBOJICTBOM MOJpa3feleHU MPUHUMAIOTCS MEphbl IO UX PO3bICKY. Eciu po3bick
JIeNT He J1aeT pe3ysbTara, COCTaBISETCS ClpaBKa O MPUYMHAX UX OTCYTCTBHSI, KOTOpas
NOJMKCHIBAETCS PYKOBOJUTENEM TMOAPA3/CICHU M MPEJCTaBIseTCs B OTAEN
apXUBHOT'O JOKYMEHTOBEICHHUS.

®axT yTpartsl aena (nen) GUKCUpyeTcsl B aKTe, COCTABISIEMOM PYKOBOAMUTENIEM
CTPYKTYPHOIO nojpasjeieHus (yrnoIHOMOYEHHBIM UM JIMIIOM) B ABYX 3K3eMIUIIpaXx:
OJIMH PK3EMIUIAP aKTa XPAHUTCS B CTPYKTYPHOM MOJPa3/IeICHUHU, BTOPOU IK3EMILIAP
aKTa TpPEeICTaBIsIeTCS B OT/AEN apXMBHOI'O JOKYMEHTOBEIEHHUS IpHU Tepenaye aen
CTPYKTYPHOTO ITO/Ipa3/eIeHNs] HA apXUBHOE XpaHEHHE.

7.4. Opranu3zanus 3J1eKTPOHHBIX JOKYMEHTOB B COCTaBe apXUBHOIro gonaa

XpaHeHUE DJEKTPOHHBIX APXUBHBIX JOKYMEHTOB OCYIIECTBISETCS C
npumenenneM CXD /] u (wnm) Ha GpuzndecKku 000COOIEHHBIX HOCUTEIISX.

DNEeKTpOHHbIE JOKYMEHThl BpPEMEHHOIO Cpoka XpaHeHus 10 10 Jjer
BKJIFOUUTEIFHO XPaHSATCS B TEUEHUE YCTAHOBJIEHHOTO CpoKa B WH(GOPMAIMOHHON
cUcTeMe (XpaHWIUIIE JEKTPOHHBIX JTOKYMEHTOB) B popMarte, B KOTOPOM OHU OBLIU
CO3aHbl WM BKIIIOUEHBI B HH(OPMAITMOHHYIO cucTeMy. Ha apxuBHOE XpaHEeHHE ATH
JOKYMEHTBl HE TMepefaroTcsi. DIEKTPOHHBIE JOKYMEHThI CHCTEeMATHU3UPYIOTCS B
MH(GOPMAIIMOHHON CUCTEME B COOTBETCTBUU C HOMEHKJIATYPOU [ U UHIACKCUPYIOTCS
B MOPSIIKE, YCTAHOBJICHHOM B OTHOILIEHUH JIeJl, C(OOPMUPOBAHHBIX U3 IOKYMEHTOB Ha
OyMa)XHOM HOCHTEIIE.

DNEeKTPOHHBIA apXUBHBIN JTOKYMEHT, MEepeaaBacMblii HA apXWBHOE XpaHEHUE,
COCTOHUT U3 CIEAYIOIINX CTPYKTYPHBIX 3JIEMEHTOB:

a) (aitn OCHOBHOM YaCTH JIEKTPOHHOTO JoKyMeHTa (B hopmate PDF/A);

0) dainpl TOPUITOKEHWH K DIIEKTPOHHOMY JOKYMEHTY B (Qopmarax,
MpPEeTHA3HAYCHHBIX JIJIS1 TEKCTOBBIX, TAOTUYHBIX, TPAQUUECKUX U CTPYKTYPUPOBAHHBIX
JAHHBIX, Ay TUOBU3YAJIbHBIX JOKYMEHTOB (IMPY HATUYUN);

B) (aiiibl AMEKTPOHHOM(BIX) moAnucH(eil) (Mpu HATHYIWK );

r) (aitn ommcaHWs, COACPXKAIIETO PETUCTPANMOHHO-YUYETHBIE CBEACHHS O
JOKyMEHTE (METa/IaHHbIE).

B ¢aiin onmcanus Kaxa0ro 2JIEKTPOHHOTO apXUBHOTO JJOKYMEHTA JOJIKHA ObITh
BKJTFOUCHA CIIEYFOIIasi HHPOpMAIIHS:

a) 1aTa U PerUCTPALlUOHHBIN HOMED;

0) BUx;

B) 3ar0JIOBOK K TEKCTY WJIM aHHOTAIUS;

') CBEJCHUS O PEKUME JOCTYIIA;
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1) CBEJCHUSI O COTJIACOBAaHMM W TOpyYeHHUs (Pe30JIOLHH) B Cilydyae, €ClH
yKa3aHHasi ”H(OpMalUs He IPEACTABISAETCS CaMOCTOSITEIbHBIMU (haliiaMu;

€) pe3yJIbTaT NPOBEPKU ANEKTPOHHOUN MOAMKUCH (IJIEKTPOHHBIX OAMHUCEN );

K) oOuuii 00beM (aitsios (B OaiiTax);

3) HauMEHOBaHUs (aiyIoB, NaThl U BpeMsl UX MOCJEIHEr0 U3MEHEHUsI, 00bEM B
Oalitax, popmatsl (paitios;

1) UHJCKC Jieia 10 HOMEHKIIaType /e,

K) 3aroJIOBOK Jiejia 0 HOMEHKJIAType Je;

J) CPOK XpaHEHUS;

M) JIOMOJIHUTENIbHAsT HECTPYKTypupoBaHHasi wuHpopmaius (KOMMEHTapHii,
npUMeYaHue);

H) HOMEpa CBSI3aHHBIX OIMUCEH /1€, HOMEp JieJia MO OMUCH JeTl.

DNEeKTPOHHBIE IOKYMEHTHI TIEPEAaloTCs HAa apXHMBHOE XPaHEHHUE MOCPEICTBOM
UH()OPMAIIMOHHO-TEJIEKOMMYHUKAITMOHHBIX CETEH IO 3alllUIIEHHBIM KaHalaM CBS3U U
(unn) Ha Ppu3nUecKr 000COOTCHHBIX HOCUTEISX.

DONEeKTPOHHBIE apXUBHBIC JOKYMEHTHI (WJIM WX PErUCTPalldOHHO-YYCTHBIC
cBeneHus (MeranmanHble) B ciydae, ecnu CXDJ[ sBusercs moacuctemonr COJI)
nepeaatorcs B CXO][ mo nHbOopMaIMOHHO-TEIEKOMMYHUKAIIMOHHBIM ceTsiM u3 CO/I,
UHBIX UHPOPMAITMOHHBIX CHCTEM.

DNEeKTpOHHbIE ApPXUBHBIE JOKYMEHTHI, IepejaBaeMble Ha apXHUBHOE XpaHEHUE
Ha (usudyeckn 0O0O0COOJICHHBIX HOCUTENSAX, moaiexar BkiIoueHutro B CXD]I.
JlanbHeiiliee XpaHEHUE SJIEKTPOHHBIX AapPXMBHBIX JIOKYMEHTOB Ha (usndecku
000COOJIEHHBIX HOCHUTENSX MOMYCKAeTCs B Cllydae, €CiIu JTOKYMEHThl HE TpeOyioT
NOJIICP)KAHUST UX FOPUINYECKON 3HAUMMOCTH, MMEIOT OTPAaHWYEHHBIM JOCTYN WU
ocyiiecTBiieHre ux xpaHeHus: B CX3/] HEBO3MOXKHO.

DNEeKTPOHHBIE apXUBHBIE TOKYMEHTHI Ha (pr3nyecku 000COOJICHHBIX HOCUTEIISIX
nepeaaroTcss B oAHOM 3k3eMiuisipe (npu orcyrctBuu CX3J] — B ABYX) B YIAaKOBKE,
PEKOMEH/IOBaHHON TPOU3BOAMUTEIIIMU HOCHTENeH. JluieBas CTOpoHA OOJIOKKH
(bytsipa)  usuueckn  000COOIECHHOTO  HOCUTENS  CHAaOXKaeTcsl  SIPJIBIKOM
(BKJIQ/IBIIIEM), HA KOTOPOM YKa3bIBACTCS:

a) HAUMEHOBAHUE OpraHU3aluy (IIOJTHOE, COKPAIIEHHOE (PY HAJIMYHUN );

0) Homep (oHnna;

B) HOMEP WJIH COBOKYITHOCTh HOMEPOB OMUCEN AJIEKTPOHHBIX TOKYMEHTOB;

I') HOMEpP WJIH COBOKYIMHOCTh HOMEPOB JI€JI 10 OMUCH (OMUCIM) BIEKTPOHHBIX
JTIOKYMEHTOB;

1) KpailHWE JaThl JOKYMEHTOB, 3alMCaHHBIX Ha (u3ndeckn 000COOICHHBIN
HOCUTENb;

€) JIOMOJIHUTENbHbIE OTMETKH OO0 OrpaHUYEHUU JOCTYINa K JIOKYMEHTaMm (Mpu
HEOOXOIUMOCTH).

7.5. l'[pOBepKa HAJIUIUA U COCTOAHHUA IJICKTPOHHLIX TOKYMECHTOB

[IpoBepka HaMMYMA U COCTOSIHUS 3JIEKTPOHHBIX aPXUBHBIX TOKYMEHTOB B CXD /[
OCYIIECTBIISIETCS] B aBTOMAaTUYECKOM pekume. ExxeronHo paboTHUK OTAena apXUBHOTO
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JIOKYMEHTOBEIEHUsT  mpoBepsieT  mpotokoiabl  CXDJl mng  HCKIIOYEHUs
HECAHKIIMOHUPOBAHHOTO JOCTyMa U (WJM) HU3MEHEHUS DJIEKTPOHHBIX aPXUBHBIX
JOKYMEHTOB M HMX METaJlaHHbIX, OCYIIECTBISAECT BBIOOPOUHYIO MPOBEPKY
BOCIIPOM3BOJIMMOCTH JJICKTPOHHBIX apXUBHBIX JOKYMEHTOB. Pe3ynbTaThl MPOBEPKU
buKCUpyIOTCs B apXuBHOMU yueTHOH Popme (nanee — AYD) CXD]I, cCOOTBETCTBYIOMIECH
dbopme akTa MPOBEPKHU HATUYUS U COCTOSIHUS apXUBHBIX JOKYMEHTOB CO CCHUIKOM Ha
AY® onuceil 3eKTPOHHBIX JOKyMEHTOB B CXO/1.

[IpoBepka Hamuuus SJIEKTPOHHBIX AaPXUBHBIX JTOKYMEHTOB Ha (U3HUYECKU
000COOJIEHHBIX HOCHUTENSIX OCYUIECTBIsIETCS pa3 B 5 jer. B xome mnpoBepku
IIPOBOJIUTCSI BU3YAJIbHBIM U TEXHUUYECKUU KOHTPOIb (PU3NYECKOTO U TEXHUYECKOTO
COCTOSIHUSI, OCYIIECTBJISIETCS TpOrpaMMHasi MPOBEpPKA 3alMCaHHBIX Ha HOCUTEIb
AJIEKTPOHHBIX APXUBHBIX JOKYMEHTOB Ha HalMYue€ BPEJOHOCHBIX KOMITBIOTEPHBIX
IporpaMM, BBISIBJISIOTCSI U YYUTHIBAIOTCS DJICKTPOHHBIC APXWBHBIC JIOKYMEHTHI,
TpeOyIolMe MUTPALIUK HA HOBBIE 3JIEKTPOHHBIE HOCUTEIH.

I[Ipu oOHapyxeHMM U3MEHEHMH (U3UYECKOTO0 COCTOSHUS  HOCHUTEJeH
AJICKTPOHHBIX APXMBHBIX JIOKYMEHTOB WJIM TMPU HEKOPPEKTHOM BOCIPOU3BEIICHUU
AJIEKTPOHHBIX  APXWMBHBIX JIOKYMEHTOB (HEBO3MOXXHOCTH  BOCIPOM3BEIICHMUS),
OOHapy>KeHUU BPEJOHOCHOTO MPOTPaMMHOr0O Koaa pPaOOTHUK OTHAENa apXUBHOIO
JOKYMEHTOBEJICHUSI ~ TI0  PEHICHUI0O  PYKOBOJUTENS  OpraHM3aludl WM
YIIOJHOMOYEHHOTO WM JIMIA JOJDKEH TMPOBOAUTH PabOTy MO BOCCTAHOBJICHUIO
JOKYMEHTa C PE3EpBHOrO DK3EeMIUIsApa, MO MUTpaluuud W (WIM) KOHBEpTallUU
AJNIEKTPOHHBIX ApXUBHBIX JIOKYMEHTOB Ha HOBBIE HOCHUTENIM M B HauOoisee
pacnpocTpaHeHHble ¢dopmMartbl (dhopmartbl, BOCIpousBefeHUEe (ailioB B KOTOPHIX
noaaepxkuBatrorcss CXII).

[Ipu ocyiiecTBI€HNN MUTPALVK U (MJIM) KOHBEPTALUU AJIEKTPOHHBIX aPXUBHBIX
JOKYMEHTOB  JOJDKHBI ~ OBITh ~ 0OECTEeYeHbl AayTEHTUYHOCTh, JOCTOBEPHOCTb,
[IEJIOCTHOCTh U MPUTOJHOCTH JJISI MCHOJB30BaHUS WH(GOpPMAINKU, COAEpKaIIecs B
ANEKTPOHHBIX APXUBHBIX JOKYMEHTAX.

[lo pe3ynbTaTaM KOHBEpPTAUUU JOJKEH MPOBOJIUTHCS BU3YaIbHBIM KOHTPOJIb
COOTBETCTBHUSI ~ KOHBEPTHUPOBAHHBIX  DJEKTPOHHBIX  ApPXHUBHBIX  JOKYMEHTOB
AIEKTPOHHBIM APXUBHBIM JOKYMEHTaM, MOJBEPriIIMMCS KOHBEpPTAIMU (IIPOBEpKa
ayTEHTUYHOCTH), TMPOBEPATHCS TMONHOTAa uX coaepxkanuss. Ilo 3aBepiieHuu
KOHBEPTAIlUU HCXOAHBbIC (Daliabl DJIEKTPOHHBIX APXUBHBIX JOKYMEHTOB JOJIKHBI
COXPaHATHCS Ha MPOTSIKEHUU HE MEHEE OJHOTO rofa.

@dakThl KOHBEpTAMH (PUKCUPYIOTCS B aKT€ KOHBEPTAIMHM OSJICKTPOHHBIX
apXUBHBIX JJOKYMEHTOB, KOTOPBIN MpuoOIaercs Kk aeny GoHaa.

Bce u3MeHeHUsi B perucTpallMOHHO-YYETHBIX CBEACHUSIX, MPOU3OIICAIINE B
pe3ysbTaTe KOHBEPTAIMA U MHUTPAIUU, BHOCITCS B PEECTPhl (alIOB AIEKTPOHHBIX
nokymeHToB, AY®D CX3JI paOOoTHUKOM, TPOU3BOAUBIINM yKa3aHHbIE AEHCTBHUSI.

Pe3ynbTaThl TpPOBEpPKH HAIWYUA W COCTOSIHUSL DJIEKTPOHHBIX apXHBHBIX
JIOKYMEHTOB Ha (pu3nuecku 000COOJCHHBIX HOCUTENSAX U HEJOCTATKH, BBISIBICHHbBIC
IpU TPOBEPKE HAIUYUS M COCTOSHUSA AJIEKTPOHHBIX ApPXUBHBIX JIOKYMEHTOB,
(UKCUPYIOTCS B COOTBETCTBYIOIIUX aKTaX B YCTAHOBJIECHHOM IMOPSIAKE.
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7.6. ObecnieyeHre COXPAHHOCTH IJICEKTPOHHBIX JOKYMEHTOB

TpeboBaHusi K peXUMYy XpaHEHHsI AJIEKTPOHHBIX APXUBHBIX JOKYMEHTOB B
CX3Jl obOecrieunBalOTCs €€ COOTBETCTBUEM TpPEeOOBAHMUSIM 3aKOHOAATEIHCTBA
Poccuiickoit denepanyn B 007acTU CO37aHUs, Pa3BUTHs, BBOJIa B IKCILTyaTallUIO
MH(OPMAIIMOHHBIX CUCTEM U XpaHEHUs B HUX MH(OpMAIMU U COOJIIOJICHUEM TIPH €€
JKCIUTyaTallu  TpeOoBaHUW  MHOOPMAIIMOHHOW  OE€30MAaCHOCTU U 3alUTHI
uH(pOopMaIH.

CoXpaHHOCTh 3JEKTPOHHBIX JOKYMEHTOB Ha (U3HUECKH 000COOIEHHBIX
HOCHUTENISIX B OTJEJI€ ApXUBHOTO JJOKYMEHTOBEICHUs Y HUBEpCUTETa 00eCIIeunBaeTcs:

L4 CO3JaHUECM HOPMATHUBHBIX (OHTI/IMaJ'IBHBIX) YCJ'IOBI/If/'I XPaHCHHUA HOCHUTEJICH
QJICKTPOHHBIX TOKYMCHTOB,
L4 PasMCIICHUCM 3JICKTPOHHBIX JOKYMCHTOB Ha CCPBCPAX apXHBa W/UJIH B

APXUBOXPAHWIIMIIC, CCJIM JJICKTPOHHBIC HJOKYMCHTBI IICPCHAAOTCA Ha XpPAHCHUC U
XpaHATCA HA (1)H31/I‘1€CKI/I 000CO0JICHHBIX MaTCpHUAJIbHBIX HOCUTCIIAX

o COOJIIOJICHUEM HOPMATHBHBIX pPEKHMOB XPAaHCHUS OJCKTPOHHBIX
JOKYMCHTOB;

o NIPOBEPKOM Ha HAJIWYUE BPEIOHOCHBIX KOMITBIOTEPHBIX IPOrpamMm
(«BUPYCOBY);

o MPOBEPKOW HATMYHUS U COCTOSIHUS JIEKTPOHHBIX IOKYMEHTOB;

o KOHTpOJIEM (PU3NIECKOTO0 M TEXHHYECKOTO COCTOSHHUS HOCHTENeH |
AJIEKTPOHHBIX JJOKYMEHTOB;

o KOTIMPOBAHUEM JJICKTPOHHBIX JOKYMEHTOB B IEJSIX CO3/IaHUs pabOumx
IK3EMILISPOB;

o KOHBEPTUPOBAHUEM DJJICKTPOHHBIX JOKYMEHTOB B HOBBIE (hOpMAaThl H

MUTpaIeii Ha HOBBIE (B TEXHOJOTHYECKOM OTHOIICHHH) DJIEKTPOHHBIE HOCHUTEIIH.

st obOecniedeHUsi COXPAaHHOCTH DJJIEKTPOHHBIX JIOKYMEHTOB B  OTJACIE
apXUBHOTO  JIOKYMEHTOBEJCHUS  YHHUBEpCUTETa  HEOOXOAMMO  BBIMOJHATH
MEPOTPHATHS 110 HHOOPMAIIMOHHONW 0€30MacHOCTH:

o 3alIATY DJIEKTPOHHBIX JOKYMEHTOB OT BO3JCHCTBUS BPEAOHOCHBIX
KOMIIBIOTEPHBIX IPOrpamMM («BUPYCOB» U JIP.);

o 3aIIUTY JIEKTPOHHBIX TOKYMEHTOB OT HECAHKIIMOHUPOBAHHOIO JOCTYIIA
K HUM.

OnTumanbHbIE YCIOBHS XpaHEHUS OJIEKTPOHHBIX TOKYMEHTOB B apXHBE
o0ecIeunBaroTCs:

o 000pyIO0BaHNEM TMTOMEIIEHUHN 1 XPAHUJIHII CPEICTBAMHE MOKAPOTYIIICHUS,
OXpaHbI ¥ CUTHAJIM3AINH;

o NPUMEHEHHEM TEXHHUYECKHX CPEACTB MJIA CO3JIaHUS ONTHUMAaTbHBIX
(HOpMaATHBHBIX) TeMITepaTypHO-BIAKHOCTHOTO, CBETOBOIO, CaHUTapHO-
TUTHCHUYECKOTO, OXPAaHHOTO PEKMMOB B IOMENICHUSX W XPAHWIWIIAX OTAeNa
aApPXUBHOTO JJOKYMEHTOBEICHUS;

o MPUMEHEHUEM MIPOTrPAMMHBIX CPEACTB TUTst obOecrieueHust
nH(pOpMaIIMOHHOM 0€30MacHOCTH;
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o MPUMEHEHUEM CIEHUAIBHBIX CPEJICTB XpaHEHUS U IepeMeleHUs
JOKYMEHTOB (CepBEpPbI, CTEIIAKH, MKa(bl, OOKCHI, PYTIAPHI);

o HaJMYMEM B apXHBe ABYX WU 00jiee UACHTUYHBIX SK3EMILUISIPOB €AMHUIL
XpaHEHHUS JIEKTPOHHBIX TOKYMEHTOB U UX Pa3/IelIbHbIM XpaHEHUEM;

o HAJIMYMEM TEXHMYECKHX U MPOTPAMMHBIX CPEACTB, MpeAHa3HAYEHHBIX
IUIsL  PE3EPBHOTO KOMHMPOBAHUS, KOHBEPTHUPOBAHUS M MUIPAIMU 3JIEKTPOHHBIX
JOKYMEHTOB, KOHTPOJISL UX (PU3MUYECKOT0 U TEXHUYECKOTO COCTOSHUS.

o 3alUTOM MHGOPMAIMM OT HECAHKIMOHUPOBAHHOIO JAOCTyHa MyTEM
IPUMEHEHHS] COOTBETCTBYIOIIMX TEXHUUECKUX CPENICTB;

o JOCTYNIOM K MH(GOpMAIMK YCTaHOBJICHHBIX KaTEroOpui MoJIb30BaTelNel;

o peXKUMaMHM XPaHEHHUs JJIEKTPOHHBIX JOKYMEHTOB, HCKIHOYAOIINMHU

yTpary, YHUUYTOXKCHHC UJIN UCKAXKCHUC I/IH(l)OpMaL[I/II/I.

B ClIydac HM3MCHCHUA HpOFpaMMHO-aHHapaTHOﬁ cpeabl MW BbIXOAAa U3
y1'IOTp66JIeHI/ISI KOMIIBIOTCPHBIX q)OpMaTOB, MOBPCIKACHUA HOCUTCIIA OTACII APpXUBHOI'O
JOKYMCHTOBCACHUA yHI/IBepCI/ITGTa IMpoOBOAUT pa60Ty IO KOHBCPTAIIUHN IJICKTPOHHBIX
JOKYMCHTOB B HOBBIC (1)OpMaTBI W/ Uu MUTPpAllMX HA HOBBIC HOCUTCIIN.

KOHTpOJ'IB TCXHUYICCKOI'O COCTOSAHUA SJICKTPOHHBIX JOKYMCHTOB U (1)I/ISI/I‘IGCKOFO
COCTOSIHMSI HOCHUTEIEH IMPOBOAUTCA HE PCIKC OAHOTO pa3a B 3 roaa.

I[J'IH OIICPATUBHOT'O AOCTYIIA K JJICKTPOHHBIM JOKYMCHTAM B CIIPABOYHBLIX H
IMOMCKOBBIX LECJIAX OTACII apXUBHOI'O JOKYMCHTOBCIACHUA MOXCT ITPOBOAUTD pa60Ty 110
CO3JaHUIO (i)OHIIa IMOJIB30BAHUA 3JICKTPOHHBIX JOKYMCHTOB.

3H€KTpOHHBI€ JOKYMCHTDI (1)0H,Z[a IMOJIB30BAHUA ITOAJICIKAT YUCTY.

7.7. OnTUMAaJbHbIE YCJIOBHS XPAHEHUS 3JIeKTPOHHBIX IOKYMEHTOB

XpaHeHHE JICKTPOHHBIX JOKYMEHTOB B OTJI€JIe apXHUBHOTO IOKYMECHTOBEICHUS
YHuBEpcHUTETa OCYIIECTBIAECTCS B YCIOBHUAX, OOECIEUMBAIONIMX HMX 3alIUTy OT
MTOBPEKICHUN U BPEIHBIX BO3ACUCTBUN OKPYKAFOIIECH CPEIBI.

DNEeKTPOHHBIE apXUBHBIE TOKYMEHTHI Ha (pr3nyecku 000COOJICHHBIX HOCUTEIISIX
pa3MeniarTcs B MEPBUYHBIX CPEJICTBAX XPAHCHHUS — B YIAKOBKE, PEKOMEHOBAaHHOMN
MIPOU3ZBOIUTEIISIMA HOCUTENCH.

Ha mnepBuyHOM cCpeicTBe XpaHCHHsI apXUBHBIX JOKYMEHTOB YKa3bIBAIOTCS
HOMED M Ha3BaHHe (HOHIA, HOMEP OIKCH I, JOKYMEHTOB, KpailHe HOMEpa €INHUIL
XpaHECHUS, Pa3MEIICHHBIX B HEM.

OnTUMalIbHBIMH YCIIOBHSIMU XPAHCHUS apXUBHBIX JIOKYMEHTOB SIBJISTIOTCS :

a) I JOKYMEHTOB Ha MarHUTHBIX JIUCKaX M JMCKOBBIX HAKOMUTEIAX - 8 - 18
°C u 45 - 65%j;

0) 11 TOKYMEHTOB Ha ontudeckux auckax - 10 - 23 °C u 20 - 50%.

3amura SIEKTPOHHBIX JOKYMEHTOB OOECIEUYHMBACTCS 3a CUET COOIIIOICHUS
(moAACPIKKHU):

- CBETOBOTO PEKUMa XPaHEHUS;

- TeMIIepaTypHO-BIKHOCTHOTO PEKUMA XPAHEHUS;

- CAaHWTAPHO-TUTUECHUYECKOTO PEKUMA XPAHCHHUS.

B apxuBoxpaHunumie Bce BHABI padOT ¢ JOKYMEHTAMU TMPOBOMSTCS TPH
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OTpaHUYEHHBIX YPOBHSX OCBEIICHMs. /[l 3amMThl 3JIEKTPOHHBIX JIOKYMEHTOB
NPUMEHSIOT XpaHeHHe (U3ndecku OO0O0COOJEHHBIX MaTEpPHAbHBIX HOCUTENEH C
3aMMCAHHBIMA HA HUX D3JEKTPOHHBIMH JIOKYMEHTAMU B MEPBUYHBIX 3alUTHBIX
CpelCTBaX XpaHeHus - QyTisipax.

[Ipu xpaHeHuH TOKYMEHTOB Ha (GU3UYECKH 00O0COOJIEHHBIX MaTepUaTbHBIX
HOCHUTEJNIIX YCTAHaBJIMBAIOTCA PEKOMEHAYEMbIE MPOU3BOJUTENIEM IapaMeTphbl
TEMIIEPATYPHO-BIA)KHOCTHOTO PEKUMA.

[Ipu XxpaHeHUH >JIEKTPOHHBIX TOKYMEHTOB Ha CepBepax apXuBa YHUBEpPCUTETA
ciaenyer PYKOBOJCTBOBATHCS TpeOOBaAHUSIMU (bupM-u3roToBUTENEH U
pexomMeHaanusIMu POCCUIICKOTO TOCYIapCTBEHHOTO apXuMBa HAyYHO-TEXHUYECKOM
JOKYMEHTAIIHH.

VIII. HOPAJOK HEPEJAYUN JEJ HA APXUBHOE XPAHEHUE

8.1. KomiuiekToBaHue apxuBHOro gpoHaa

ApxuBHbIi (oHI YHHBEpCHUTETa KOMIUIEKTYETCS JOKYMEHTaMH ApPXHUBHOIO
donaa Poccuiickoit denepanuu, 10KyMeHTaMU BpeMeHHBIX (cBbiie 10 jeT) cpokoB
XpaHEHUs, B TOM YHUCJIE TI0 JINYHOMY COCTaBY.

B ormen apxuBHOTO JOKYMEHTOBEACHHUS TOJJICKAT Iepeade apXUBHBIC
JOKYMEHTBI, O0O0pa30BaBIIMECS B JIEATEIBHOCTH CTPYKTYPHBIX MOApa3ielieHuil
YHuBepcuTeTa, €ro  KOJUICTHAIbHBIX  OPraHOB,  MPEACTABUTENIbCTB, HHBIX
000COOJIEHHBIX TOIpa3/IeTICHUH, TPEIIIECTBEHHUKOB 000CO0IEHHBIX MOIpa3esIeHui
(npu HanMMuuM), MPOQPCOIO3HBIX OpPraHU3AIMM, OCYIIECTBISIBIINX ACSATEIBHOCTD /10
BCTyIuieHUs B cuny ®DenepanpHoro 3akoHa oT 19.05.1995 Ne 82-®3 «O6
OOIIECTBEHHBIX  OOBENMHEHUSIX», a TaKkKe  JIMKBUJAIMOHHBIX  KOMHUCCHIA
(JIMKBUJATOPOB).

B otmen apxXxuBHOro [OKYMEHTOBEIACHHUS JOJKHBI IIOCTYNAaTh AapXHBHBIC
TOKYMEHTBI, K KOTOPBIM OTHOCSITCS:

a) JOKYMEHTBI, OTHECEHHBbIE K cocTaBy ApxuBHOTo ¢oHaa Poccuiickoi
denepanuu 10 UX Mepeayu Ha MMOCTOSIHHOE XPaHEHUE;

0) IOKyMEHTHI, MOCTOSHHOTO CpOKa XpaHEHWs, HE BOIICININE B COCTaB
ApxusHoro ¢onma Poccuiickoit denepanuu, u BpemeHHBIX (cBbime 10 1eT) cCpokoB
XpaHEeHUs, B TOM YUCJIE JOKYMEHTHI MO TUYHOMY COCTABY.

ApXUBHBIE JIOKYMEHTBl CHCTEMATHU3UPYIOTCS IO HCTOPUYECKH U (WIJIH)
JIOTUYECKHU CIOKUBIIUMCS KOMILUIEKCaM JJOKYMEHTOB — apXUBHBIM (hOHAAM:

a) apXuBHBIM (POHIAM, COCTOSIIIMM U3 JOKYMEHTOB, OOpa30BaBIIMXCS B
NEATEeNIbHOCTU Y HUBEPCUTETA;

0) OObeAMHEHHBIM AapXUBHBIM (OHIAM, COCTOAIMM W3 JOKYMEHTOB,
00pa30BaBIINXCS B TPOIECCE JACSITEIBHOCTH JABYX WM OpraHU3AIUd, HMEIONINX
MEXIy COO0M UCTOPUYECKU U (WIJIH) JJOTUIECKUA 00YCIIOBIICHHBIE CBSI3H;

B) APXUBHBIM KOJUIEKIMSIM, COCTOAIIUM U3 OTACIbHBIX apXUBHBIX JOKYMEHTOB
Pa3IUYHOTO MPOUCXOXKJCHUS, OOBEJUHEHHBIX IO OJHOMY WM HECKOJIbKUM
MpU3HaKaM (TeMaTHYeCKOMY, aBTOPCKOMY, BUJIOBOMY, OOBEKTHOMY).

ApXUBHBIE JOKYMEHTHI COCTaBIISIIOT OJUH (€IUHbIN) apXUBHBII (HOH/L:
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a) 10 U MOCJI€ peOpraHu3allii OpraHu3aliy, a TAK)Ke U3MEHEHUSI CTPYKTYPbI U
LITaTHOTO COCTaBa;

0) 10 1 MOcJIe U3MEHEHUS MECTOHAX0XKACHUS I0PUAMYECKOro JUIA;

B) B CJIy4a€ CMEHBI YUPEAUTENS — €CJIM YKa3aHHbIE MEPONPUATHS HE TTOBICKIH
3a co00# M3MeHeHUs PO ASSITETIbHOCTH OpraHU3aluy (MOTHOMOYUH, QYHKIIMM,
00beKTa JAEATETLHOCTH).

[Ipu peopranuzanuu opranuszaluu B ¢opMe MnpeoOpa3oBaHUs ¢ U3MEHEHHEM
(opMbI COOCTBEHHOCTH €€ MMYIIECTBA, U3 €€ ApXUBHBIX JOKYMEHTOB M apXUBHBIX
JOKYMEHTOB BHOBb CO3JaHHOM oOpraHu3auuud Jomyckaercss (HopMUpOBaHUE
00BEJMHEHHOTO apXUBHOTO (DOH/A.

O6benunenHomy apxuBHomy ¢ouny I'KY Hamumonanbnsiit apxuB PecniyOnuku
bamkopToctan mnpucBauBaeT HOMEpP M HaMMEHOBaHUWE (OHIA TpHU Nepenaye
JIOKYMEHTOB YKa3aHHOTO ()OH/Ia Ha MOCTOSTHHOE XpaHEHHE.

ApPXUBHOI KOJUIEKIIMEN NPU3HAETCS COBOKYIHOCTH OTHAEJIBHBIX JOKYMEHTOB
Pa3IUYHOIO MPOUCXOXKJEHUSA, OOBEIUHEHHBIX TIO0 OJHOMY WM HECKOJIbKUM
IpU3HAKAM (TeMaTHuecKoMy, BUJIOBOMY, 00BEKTHOMY, aBTOPCKOMY,
XPOHOJIOTUYECKOMY)

Apxusnoii koymekuuu I'KY Hanmonanbusiii apxus Pecnyonuku bamkoproctan
npHUcBanBaeT HOMEpP M HAMMEHOBaHME (DOHIA MpU Mepenaye TOKyMEHTOB YKa3aHHON
KOJUIEKI[MU HAa TIOCTOSIHHOE XpaHEHUE.

XPOHONIOTHYECKUMHU IPAHUIIAMH APXUBHOTO (DOHJA SBISIOTCA:

a) ISl apXUBHOTO (DOHA — IaThl CO3/IaHUS U JTUKBHUIAIMHA OpPTraHU3aliy;

0) /U1t 00bEIMHEHHOTO apXUBHOTO (POH/IA — 1aThl CO3/IaHUs HanboJiee paHHEe! 1
JUKBUJIALIUKA HAanOOJIee MO3JHEHN 110 BpEMEHH JIeITeIbHOCTH OPraHU3alluu, TOKYMEHTHI
KOTOPOM BOIILJIM B COCTAaB OOBEIMHEHHOTO apXUBHOTO (hOH/IA;

B) U1 apXWBHOW KOJUIEKUMH — JAaThl CaMOr0 PaHHETO M CaMOro MO3HEro
JOKYMEHTA.

EnvHunen cucremMarusanuy apXuBHBIX JOKYMEHTOB B MpeJAeiax apXUBHOTO
doHma sBISETCA €AMHMIIA XpaHEHUs. EnuHuiel XpaHEeHUs SBISETCS COBOKYITHOCTH
ApXMBHBIX JOKYMEHTOB, B TOM YHUCJI€ JJIEKTPOHHBIX, WJINA OTACIbHBIA JOKYMEHT
(2JIEKTPOHHBIN JOKYMEHT), OTHOCSIIIIUICS K OJTHOMY BOMNpoCy AesTebHOCTH. Kaxkmoi
€IUHULIE XPAHEHNS, [10CIIE BKIKOYEHUS €€ B TOJIOBOM pa3Iell OIUCH Jel, TOKYMEHTOB,
OIKCH 3JEKTPOHHBIX JOKYMEHTOB JI0JKEH OBbITh PUCBOECH apXUBHBIN MNP, KOTOPHIT
COCTOMT W3: HOMEpa apXMBHOTO (OHJA, HOMEpa OMHUCU JeJ, JOKYMEHTOB, HOMeEpa
€IUHULIBI XPAHECHMUS.

Ha eaunHunax xpaHeHus, coAeprKalluxX JOKYMEHTbl Ha OyMa)XHOM HOCHUTEJE,
apXUBHBIM U(P HAHOCUTCS Ha OOJIOKKY B JIEBOM HHUYKHEM U IPABOM BEPXHEM YIJIax
B LIeJsIX oOecrieyeHus yuera u uaeHtudukanuu. [Ipu aTom 0603HadeHne, HAHOCUMOE
B MPaBOM BEpPXHEM YIy, nepeBopauuBaeTcs Ha 180 rpaaycoB IO OTHOLIEHUIO K
0003HAYEHUIO B JIEBOM HUKHEM YTy €IUHUIIBI XPAaHEHHUS.

B npenenax apxuBHOro (poHAa €IMHULIBI XPAHEHUS CHCTEMATH3UPYIOTCS IO
CTPYKTYpPHOMY, XPOHOJIOTHYECKOMY, (GYyHKIMOHAIBHOMY, OTpaciIEBOMY,
TEMATUYECKOMY, IIPEAMETHO-BOIIPOCHOMY, HOMUHAJIBHOMY, aBTOPCKOMY,
KOPPECIIOHAEHTCKOMY, reorpayuuecKkoMy NpU3HaKaM UM UX COYETAHUIO.
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8.2. DkcnepTH3a HEHHOCTH 1OKYMEHTOB

[Ipeamerom dKCmepTU3bl IIEHHOCTH JIOKYMEHTOB (Jajmee — OJKCcHepTusa
IIEHHOCTH) SIBJSIETCA OMPENIeICHUE COOTBETCTBUSI JIOKYMEHTa M (WMJIU) JTOKYMEHTOB
KpUTepusM ero (Mx) IEHHOCTH B LIEJAX OMPENENICHHs] CpOKa XpaHEHUs U O0TOOpa
JOKyMEHTa W (WJIK) JOKYMEHTOB JJisi BKJIIOUYEHHUS B COCTaB ApPXUBHOro (QoHaa
Poccuiickot ®depepanui WM BBIACIEHUS K YHUYTOXKEHUIO [0 HCTEYEHUM
YCTAaHOBJIEHHOI'O CPOKA XPAHEHHS.

OOBEKTOM SKCIIEPTU3BI LICHHOCTH SIBJSICTCS JOKYMEHT U (MJIM) TOKYMEHTHI.

Jns mpoBeAeHUs] SKCHEPTU3bl IEHHOCTH CO3JA€TCSl AKCIEPTHAsT KOMUCCHS
YVYHuT (nanee — 9K YYHuT).

DKCIepTu3a LEHHOCTH MPOBOJAUTCS HAa OCHOBAaHWM MPUHIUMIIOB HCTOPU3MA,
CUCTEMHOCTH M I1EJIOCTHOCTHM IyTEM KOMIUIEKCHOTO TPUMEHEHUSI KPUTEPUEB
MPOUCXOKACHUS, COJICP)KAHUS, BHEIIHMX OCOOCHHOCTEW JOKYMEHTOB, a TaKKe
MPUTOHOCTH JIJISI UCTIONb30BaHUs (BOCIIPOU3BOAUMOCTH (MPU IKCIIEPTHU3E IIEHHOCTU
AJIEKTPOHHBIX U ayIMOBU3YATbHBIX JOKYMEHTOB).

K kputepusM NpoOUCXOXKICHUS OTHOCSTCS POJIb U MECTO OpPraHu3aluu B
Poccuiickoit @enepanyiv, 3Ha4UMOCTh BBITIOJNHSAEMBIX €10 (PYHKIUH, BpEMSI U MECTO
o0pa3oBaHus JOKyMEHTA.

K xpurepusim comepxkaHus OTHOCSATCS 3HAUYUMOCTb COOBITHS (SIBICHUS),
OTPaXEHHOT0 B JOKYMEHTE, 3HAuY€HHE HMEIOIIeHcs B JOKYMEHTE HH(pOpMAIIUH,
MNOBTOpPEHUE ITON MH(MOPMAIUU B APYTUX JOKYMEHTaX, MOJIUHHOCTh TOKYMEHTA.

K xputepusiMm BHEUIHMX OCOOEHHOCTEH OTHOCATCA BHUJ TOKyMeHTa, (opma
(¢uKcUpoBaHUS U TEpeady COAEpKaHUs, IOPUAMYECKas TOCTOBEPHOCThH (HaIU4He
MOJIIUCEH, JaT, meyaTei) T0KyMEHTa, ero (PU3NIEeCKOe COCTOSTHUE.

Kpurepun sxkcniepTusbl HEHHOCTH MPUMEHSIOTCS KO BCEM BUJIaM JIOKYMEHTOB,
o0pa3yronmxcs B Ipolecce AesiTENbHOCTH Y HUBEPCUTETA.

3ajadamMu 3KCIEPTU3bI LICHHOCTH SIBJISIOTCS:

a) ompeJieieHHe CPOKOB XPaHEHUS JOKYMEHTOB MPH pa3pab0oTKe HOMEHKIATYPHI
ACIT,

0) oTOOp TOKYMEHTOB JIJIs1 BKIIFOUCHUS B cocTaB ApxuBHOTo doHaa Poccuiickoit
denepanuu, a TakKKe s IEPEAdYU B OTAET apXUBHOTO JOKYMEHTOBEICHUS,

B) BBISIBJICHHE JOKYMEHTOB C UCTEKIIMMH CPOKaMU XPAaHEHUS ISl BKIIOUECHUS
X B aKT O BBIICIICHUM K YHHYTOXXECHUIO JOKYMEHTOB, HE IOJJICKAIINX XPAHCHUIO
(ITpunoxenue Ne 18).

DKcrnepTu3e [EHHOCTH MOAJIeKAT BCE JOKYMEHTHI Y HUBEPCUTETA HE3aBUCUMO
OT BHJIOB HOCHUTEJIEH U CITOCOOOB 3aIUCH.

YHHUUTOKEHUE JIOKYMEHTOB JO IIPOBEICHUS OKCIEPTU3bl LEHHOCTU U
YTBEPKACHUS PEKTOPOM Y HUBEPCUTETA WIIH YIIOJITHOMOUYEHHBIM UM JIMLIOM OITUCEN e
MIOCTOSSHHOTO XPAHEHHsI M COIJIaCOBAHUSA OIMCEN JIeJ1 IO JIMYHOMY COCTaBY
3ampenaercs.

Pemienrie 0 BKIIOUEHHH JOKYMEHTOB B cocTaB ApxuBHOTO ¢oHaa Poccuiickoi
Oenepanun  npunumaetcss OIIK VYmpasnenuss mo nenam apxuBoB PecnyOnuku
bamkoprocras.

OK YVVYHuT sBnsercss cOBEMIATENbHBIM OPTraHOM IPU PEKTOPE Y HUBEPCUTETA,
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CO3/1aeTCs MPHUKa30M, JIEHUCTBYET Ha OCHOBAaHUU TIOJIOKEHHUS, Pa3padOTaHHOTO Ha
OCHOBE TMPUMEPHOTO TIOJIOXKEHUSI 00 DHKCHEPTHOW KOMHUCCHUU OpraHHU3alllH,
YTBEPKIAECHHOT O IpukazoM denepanbHOro apxuBHoro areHTcTsa ot 11.04.2018 Ne 43.

VYHuuBepcutet cornacoBbiBaet nojgoxenue 06 K ¢ IIIK Ynpapnenus no genam
apxuBoB PecniyOnuku bamkopTocrtas.

DKCIEePTU3a HEHHOCTH TPOBOAUTCS €KETOTHO.

Cpoku XpaHeHUsT JOKYMEHTOB MpPHU MPOBEACHUU HUX DKCIEPTU3bI LIEHHOCTHU
YCTaHABIIMBAIOTCSI B COOTBETCTBUU ¢ (enepalbHbIMH 3aKOHAMU U HWHBIMU
HOPMAaTHWBHBIMU MPABOBbIMU akTaMu Poccuiickon denepanuu, NepeyHIMUA TUIIOBBIX
ApXMBHBIX JIOKYMEHTOB C YKa3aHUEM CPOKOB MX XpPaHEHUS, IEPEUHAMHU JOKYMEHTOB,
00pa3yronmxcst B mpolecce IesITeIbHOCTH (PeiepabHBIX OPraHOB TOCYAapCTBEHHON
BJIACTH, UHBIX rOCYJIapCTBEHHBIX OpPraHoB Poccuiickoi denepanuu,
MOJABEIOMCTBEHHBIX UM OpraHU3allMii, C YKa3aHUEM CPOKOB MX XPAaHCHUS, a TaKKe
TUIMOBBIMU U IPUMEPHBIMU HOMEHKJIATYpaMH JIE.

[Ipy MOArOTOBKE K MPOBEACHUIO SKCIEPTU3bl IEHHOCTH OCYIIECTBIISIETCS
U3y4YeHHWe WCTOPHHM apxXUBHOrOo (HOHIA, COCTaBa, COJICPKAHUS, TOJIMHHOCTH
JIOKYMEHTOB, a TaKKe MOTJIOMEHHOCTH HH(OPMAIIUU, COJEPKAIICIHCS B IOKYMEHTE.

DKCIepTu3a EHHOCTH TPOBOAUTCS:

a) IPH COCTABJICHUU HOMEHKJIATYp Jie], B Tipoliecce GopMUPOBAHUS JET;

0) mpu TMOATOTOBKE e, JJIEKTPOHHBIX JOKYMEHTOB K Tepenade B OTHeN
apXWBHOT'O JOKYMEHTOBEICHUS;

B) IIpU MOJTOTOBKE K Mepeaye e, JIEKTPOHHBIX JOKYMEHTOB Ha XpaHEHHE B
I'KY HanumonansHbiil apxus PecriyOnmku bamkoproctan;

I) OpU BBIACICHUUM K YHUUTOKEHHIO [€JI, DJIEKTPOHHBIX JOKYMEHTOB, HE
NOJIEKAIUX XPAHEHUIO.

[Io pe3ynbratam 3KCHEpPTU3bl IIEHHOCTU B CTPYKTYPHBIX MOAPA3ACICHUSAX
COCTaBJISIFOTCS

a) HOMEHKJIATYPhI JI€J1 CTPYKTYPHBIX NOAPA3AEICHUN;

0) omucH nel, TOKYMEHTOB, OIMKCH AJIEKTPOHHBIX JOKYMEHTOB CTPYKTYPHBIX
noApa3/ieJICHU: MOCTOSIHHOTO, BpeMEHHBIX (CBbIle 10 J€T) CPOKOB XpaHEHHUs, IO
JIMYHOMY COCTaBY;

B) MMPOEKTHI TIEPEUHEH TPOEKTOB/00BEKTOB, MPOOIEM/TeM, HAyYHO-TEXHUYECKAS
JOKYMEHTALMS 110 KOTOPBIM IOJJICKUT NEPEJave Ha IOCTOSIHHOE XPAaHECHUE,

I) NPEIJIOKEHUS K aKTy O BBLIACICHUM K YHUUYTOXXEHHUIO JOKYMEHTOB, HE
MOJJIEKAIUX XPAHECHHUIO.

Ha ocHOBe HOMEHKNATYp A€N CTPYKTYPHBIX MOAPA3AECICHUNA OTAET apXUBHOIO
JIOKYMEHTOBEJICHHSI TOTOBUT MPOEKT CBOJHOM HOMEHKJIATYphl Aeil. [IpoekT cBOHOM
HOMEHKJIATYpbl ~ J€J  MOANMUCHIBAETCA  HAYAJIBHUKOM  OTJENIa  apXUBHOIO
JOKYMEHTOBEICHUS.

Jlena m AOKYMEHTBI BKIIIOYAKOTCS B AKT O BBIICIICHUUM K YHHUYTOXECHUIO
JOKYMEHTOB, HE MOMJICKAIIUX XPAHEHUIO, €CIU MPEAYCMOTPEHHBIM I HUX CPOK
XpaHEHHMS UCTEK K | stHBaps roa, B KOTOPOM COCTaBJICH AKT.

Hena c¢ ormerkoir «OIIK» mnoanexar noaucTHOMY (MJIsI 3JIEKTPOHHBIX
JIOKYMEHTOB — MOJIOKYMEHTHOMY) MPOCMOTPY MO UCTEUEHUH YCTAaHOBIICHHOTO CPOKa
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XPAaHEHHS B LENSIX BBIABICHUSI apXUBHBIX JOKYMEHTOB, MOJIEKAIIUX MOCTOSIHHOMY
XpaHEHUIO. BBISBICHHBIE B TAKUX JI€JIaX JOKYMEHTHI IIOCTOSSHHOTO CPOKa XPAaHEHUS
BBIJIEISIOTCS U IPUCOEANHSAIOTCS K OZTHOPOJIHBIM JI€J1aM COOTBETCTBYIOLIETO I'0JI0BOTO
paznena wid GOpMUPYIOTCA B CAMOCTOSITENbHBIC JIEa.

OTOOp DJIEKTPOHHBIX JOKYMEHTOB [UIsl Tepelayd B OTIAENA apXUBHOTO
JOKYMEHTOBE/ICHHSI OCYILIECTBIIIETCS B aBTOMAaTU3UPOBAHHOM PEXHUME IyTeM 0TOOpa
JOKYMEHTOB M3 0a3 TaHHBIX HH()OPMAMOHHBIX CUCTEM M0 Npu3HaKy «MHaekce nena»
(«Cpoxk xpaHEeHHUs»).

OcraBumnecss TOKyMEHTbl BPEMEHHOTO CpOKa XPaHEHHWs BKJIIOYAKOTCS B AKT O
BBIJICJICHUM K YHUYTOXXEHUIO JOKYMEHTOB, HE TMOJJEKAIMX XpaHeHuto. I[lpu
BKJIIFOYEHUM B AaKT JIOKYMEHTOB, BBISBIEHHBIX IIPU IPOCMOTPE JE€JI CO CPOKOM
xpaneHnus ¢ otmetkon «IIIK», otmerka «IIK» B akTe He yka3bIBaeTcs.

[lo pe3yapTaTaM »SKCHEpPTHU3bl ILIEHHOCTU JOKYMEHTOB B OPraHU3allu
npoBoAUTCS 0GOPMIICHHE JIeTT U COCTABJISIOTCSA OMUCU JIeN MOCTOSHHOIO XpaHEHUs,
BpeMeHHBIX (CBbIIIe 10 J1eT) CPOKOB XpaHEHUS U TIO IMYHOMY COCTaBY, a TAKKE aKThl
O BBIJICJICHUH K YHUYTOKEHUIO J€J1, HE OJIEKAIIUX XPAHEHHIO.

[IpoexThl ommceil J1en, TOKYMEHTOB IOCTOSHHOTO XPaHEHUS U 1O JUYHOMY
COCTaBy M MPOEKTHl AKTOB O BBIJICICHUM K YHUYTOXKEHHIO JOKYMEHTOB, HE
nojyieKalMx XpaHEHWIo, paccMarpuBaroTcs Ha 3acemanuu  OK  YYHuT
OJIHOBPEMEHHO.

OtnenpHblE ONHCU COCTABISIIOTCS HA EIUHULBI XPAHEHHS DIIEKTPOHHBIX
JIOKYMEHTOB MOCTOSTHHOTO XpaHEHUs, BpeMeHHbIX (cBbie 10 j1eT) CPOKOB XpaHEHUs,
B TOM YHCJIE TIO JUYHOMY cocTaBy. Ha 3JIeKTpOoHHBIE JOKYMEHTHI, HE TOMJIEKAINE
XPaHEHUI0, COCTABIIIETCS OTAEIbHBIN AKT.

Ha paccmorpenune OIIK VYmnpasnenus mno penam apxuBoB PecryOmuku
Bamkoprocran VYHuBepcuteT MPEACTABISET cleAyronme JTIOKYMEHTBI,
HNOATOTOBJIEHHBIE B MPOIIECCE MPOBEAEHUS SKCIIEPTU3bI IEHHOCTH:

a) TPOEKThl OMHUCEH [ieJl, JOKYMEHTOB, (TOJOBBIE pa3eiibl) B YEThIPEX
HK3EMIUIIpaX Ha OyMa)KHOM HOCHUTEJIE M OJTHOM JK3EMILUIApPE B AJIEKTPOHHOM BHUJE B
penaktupyeMoM (opmare, HE MO3/IHEEe YeM uepe3 3 roja mocje 3aBeplIeHUs e B
JEJIONPOU3BOJICTBE;

0) IPOEKTHI AKTOB O BBIJCIICHUH K YHUUTOKCHHIO TOKYMEHTOB, HE TIOJIJICKAIIIUX
XPAaHEHHUIO, B IBYX IK3EMIULSIPAX, OJHOBPEMEHHO C OMUCSIMHU A€ MOCTOSHHOTO CPOKa
XpaHEHUS;

B) MPOEKTHI TIEPEUHEH TPOEKTOB/00BEKTOB, MPOOIIEM/TeM, HAyYHO-TEXHUUECKAS
JOKYMEHTALMS 10 KOTOPBIM IOJJICKUT IEepe/lade Ha MOCTOSIHHOE XPAaHEHUE, B TPEX
AK3EMIUIIpax (MOCe 3aBepUICHUS] IEPBOTO 3TAIA SKCIEPTU3bI LIEHHOCTH );

') ICTOPUYECKYIO CTIPABKY K (OHIY B ABYX IK3EMILISpax.

Ha paccmorpenne OIIK VYmnpasnenus mno npenmam apxuBoB PecmyOmukm
bamkoprocran Takke NPEACTaBISIOTCA AKTBl O HEHCHPABUMBIX IOBPEKICHUSAX
apXUBHBIX JIOKYMEHTOB, aKThl O HEOOHApPY>XEHUU aAPXUBHBIX JOKYMEHTOB, IMYTHU
PO3BICKA KOTOPBIX MCUEPIaHbl, MOArOTOBIEHHBIE B MPOLECCE MPOBEACHUS padOT MO
00€CreYeHUI0 COXPAHHOCTU JOKYMEHTOB, €CJIM HEUCIPAaBUMO MOBPEXKIECHHBIMU WIIU
HEOOHAPY)KEHHBIMU  SABJISIIOTCS  JIOKYMEHThl  ApxuBHoro (¢Gonga Poccuiickoit
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Qenepaunu.

PexTop YHuBepcureTa Miau yrnoJHOMOYEHHOE UM JIMLO YTBEPKIAAET MPOEKTHI
OMMCEN J1e]1, JOKYMEHTOB, IPOEKTHI AKTOB O BBIICJICHUU K YHUYTOKEHHUIO TOKYMEHTOB,
HE MOJJIekKAIINX XPAHEHUIO, IPOEKThl NEPeUHEel MPOEKTOB/OOBEKTOB, MPOOIEM/TEM,
HAay4YHO-TEXHHYECKasl JOKyMEHTAallMsl MO0 KOTOPbIM THOMJIEKUT Iepefadye Ha
IIOCTOSIHHOE XpaHeHue, nociie ux yreepxkaenus J1IK Ynpasnenus no aenam apxuBoB
Pecny6sinku bamkopTocras.

JIOKyMEHTBI, J1e1a, MOAJIEKAIIUE YHUUTOKEHUIO, IEPEAAIOTCS B OPraHU3ALUIO,
3aHMMAIOIIYIOCS NEpPepadOTKON  BTOPCHIPbS, TOCIE YTBEPKIAEHUS PEKTOPOM
YHuBEpCUTETA WM YIIOJTHOMOYEHHBIM UM JIMIIOM aKTa O BBIAEIEHUH K YHUUTOKEHUIO
JOKYMEHTOB, HE MOJIEKAIIUX XPAHEHUIO.

ONEKTPOHHBIE JOKYMEHTBl C HCTEKIIMMU CpPOKAMHM XPAaHEHHS MOJJIE)KAT
BBIJICJICHUIO K YHMUYTOXEHHIO Ha OOIIMX OCHOBAHUSAX, MOCJIE YEro MPOBOJUTCA HX
¢uznueckoe  YHUYTOKEHHE WM  YHUUYTOXKEHHE MPOrpaMMHO-TEXHUYECKUMU
CPEACTBAMU C COOTBETCTBYIOIIEH OTMETKOW B AKTE€ O BBIACICHUU K YHUUYTOKECHUIO
AIEKTPOHHBIX TOKYMEHTOB.

ONEKTPOHHBIE JOKYMEHTHl CUMTAKOTCA YHUYTOKEHHBIMHM, €CIIM WX HEJb3s
BOCCTAaHOBHUTH CPEACTBAMHU MH(POPMALIMOHHON CUCTEMbI HA HOCUTEINAX HHPOPMALIUK U
U3 PE3EPBHBIX KOIMUHU.

JIOKYMEHTBI, coJlepKalllie MEPCOHAIbHbBIE JAaHHbIC, UMEIOIINUE IOMETKY «/liis
CIIy’k€OHOTO TOJIB30BaHUS», a TAKXKE coaepXkalire HHPOPMaLUI0 OrPaHHUYEHHOTO
JNOCTyIla, JOJDKHBI YHUYTOXATbCS B YHUBEPCHUTETE IIYTEM MEXaHUYECKOro
U3MeNbYeHUs (IIPEAUPOBAHUSA) WIM UHBIM CIIOCOOOM, HCKITIOYAIOIIMM BO3MOKHOCTh
BOCCTAHOBUTH COJIEP)KAHUE JOKYMEHTOB. byMakHple OTXOABl Iepenarorcs B
OpraHu3alrio, 3aHUMAIOITYIOCS MepepadOTKON BTOPCHIPHS.

JIOKyMEHT, TOATBEPKIAAIONIUN (aKT yTUIU3AINH, MPUKIAABIBACTCS K aKTy O
BBIJICJICHUU K YHUYTOKECHUIO JOKYMEHTOB, HE MOJIEKAIIUX XPAHEHUIO.

AKTBI O BBIICJICHUH K YHUUTOXEHHUIO IOKYMEHTOB, HE MOJJICKAIIUX XPAHEHUIO,
XpaHATCS MOCTOSTHHO B zienie hoHaa.

8.3. IIpaBuna odgopmiienns Jes1 M NOATOTOBKH JeJI K Nepejaadye Ha
apXuBHOE XpaHEHHE

Jlena mOCTOSSHHOrO (B TOM YHCIE CO CPOKOM XPaHEHHUs «I0 JMKBUIALUU
OpraHu3anumu») U BpeMeHHbIX (cBbilie 10 J€T) CpOKOB XpaHEHHUs, B TOM YHUCJE MO
JTUYHOMY COCTaBY, MOJJIEKAT MOJTHOMY O(QOPMIICHUIO W OMHMCAHHUIO (BKIIOYCHHUIO B
OMUCH e, TOKYMEHTOB).

[Tpu popmupoBanum A1 HEOOXOAUMO COOIIOIATh CeayIONe TPeOOBaHUS :

a) TOKYMEHTBI MOCTOSSHHOTO M BPEMEHHOT'O CPOKa XpaHEHUs TPYNIUPYIOTCS B
OTJIeJIbHBIE JeN1a;

0) B Jei0 BKJIIOYAIOTCS JOKYMEHTBI, KOTOPbIE IO CBOEMY COJIEPKaHUIO
COOTBETCTBYIOT 3arojOBKY JieJla, MPEeAyCMOTPEHHOMY HOMEHKJIATypol  JAel.
3arojoBOK Jieia YTOYHSIETCSI B COOTBETCTBUM C (DAKTUYECKHMM COCTaBOM U
COJIep>KaHHEM JOKYMEHTOB;
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B) B JICJIO0 BKJIFOUAETCS OJIMH PK3EMIUISP KaXKI0ro IOKYMEHTA;

T) B JieJia TPYNIUPYIOTCS TOKYMEHTBI OJJHOTO KAJICHIAPHOIO I0/1a; UCKITIOUCHHE
COCTaBJISIIOT MEPEXOAsIINe JieNla, JIMYHbIE Jea, KOTopble (OPMUPYIOTCS B TEUCHUE
BCETro Iepuoja paboThl JaHHOTO JIWIlAa B OpraHU3alluy, a Takxke aena, GOpMUpOBaHUE
KOTOPBIX CBSI3aHO C OTpacieBoil crnenudukon, npeaycmMaTpuBatonield BeJeHue 1eia B
TEUEHUE OMNPEACICHHOTO WM JUIMTEIBHOTO Mepuoja BpeMeHH (CyneOHble fena;
JIOKYMEHTBHI BHIOOPHBIX OPTaHOB U MX MOCTOSIHHBIX KOMHUCCHUHU, NEMYTATCKUX TPYIIIL,
JOKYMEHTBI ~ y4eOHBIX  3aBEJICHUM;  JOKYMEHThl  YUPEKICHHH  KYJIbTYpHI,
XapaKTEePU3YIOIINE CIIEHUYECKYIO JEATEIbHOCTh, B Mpeiesiax TeaTpajbHOI0 CE30HA;
nena  (GUIBMOB,  pPYKONMCEH; HUCTOpUM  OOJIe3HEW;  HAyYHO-TEXHHUYECKOU
JIOKYMEHTAIINHN );

1) TPUIOKEHUS, JUCThl O3HAKOMIJICHMS, COTJIAaCOBAaHUSI M PE3OJIOIUU K
JIOKyMEHTaM SIBIISIOTCS WX HEOTHEMJIEMON YacThI0 M BKIIOYAIOTCS JEJIO BMECTE C
JIOKyMEHTaMH, K KOTOPbIM OHH OTHOCSTCS;

€) TmpuKasbl (pacmopspKeHUs) TPYNIUPYIOTCS B Jiela B COOTBETCTBUHU C
YCTaHOBJICHHBIMU JJISl HUX CPOKaAMU XpaHEHUS,

) JIMYHBIE JIeJia POPMUPYIOTCS OTNICIBHO HAa KaXK0TO PA0OOTHUKA, IOKYMEHTHI
B JINYHBIX JIeJaX PAcIoiaratoTcsi B XPOHOJOTHYECKOM MOPSIKE M0 MEPE MOCTYIUICHNUS,

3) JIMIEBBIE cuUeTa MO 3apabOTHOM TuIaTe pPaOOTHUKOB TPYIIHUPYIOTCS B
OTJIeJIbHBIC JIeNla U PacIoyiaraloTcsl B HUX Mo andaBuTy GamMuinii, UMEH U OTYECTB
(Tpu HATMYKHN);

M) HE JIOMyCKaeTCsl IPYNIHUPOBATH B JieJia YEPHOBbIE U AyOJIETHBIE SK3EMILISPhI
JOKYMEHTOB, a TaK)Ke JOKyMEHTBI, TOIJIeKAIl1e BO3BPATY.

Hena, oOpa3oBaBiIMecss B JEATEIbHOCTH YHHBEPCUTETa W MOJIEKAIIHE
XPaHEHUIO, TTPOXOMST MOJIHOE UK YacTuuHoe odopmiieHue. [lomHomy odopmiaeHuIo
nojyiekaT Jeja MOCTOSSHHOTO XpaHEHUs M BpeMEHHBIX (cBbilie 10 JiIeT) CpoOKOB
XpaHEHMs, B TOM YHUCJIe 0 JUYHOMY cocTaBy. Jlena BpeMeHHbIX (10 10 jeT) cpokos
XpaHEHHUS MOIeKAT YACTUUHOMY O0()OPMIICHHIO.

OdopmiteHue fen NpoBOIUTCS B CTPYKTYPHBIX MOAPA3ICICHUIX Y HUBEPCUTETA
1o Mecty GOpMHUPOBAHUS JOKYMEHTOB B JIeTia.

[TonnHOE 0popMeHUE AT HA OYMa)KHOM HOCHUTEJIE TIPETyCMaTPUBAET:

a) U3bATHE (DAITOB-BKIIAIBINICH, CKPEIMOK, METALNTUYECKUX CKOO, CTHKEPOB,
buznueckn 000COOTICHHBIX HOCUTENIEH SIIEKTPOHHBIX JOKYMEHTOB;

0) HyMepaluio JUCTOB JeJa;

B) cocTaBjeHue nucra-3aBepurens aena (Ilpunoxenne Ne 19);

') COCTaBJICHUE BHYTpeHHEN onucu 1okyMeHToB Aena (IIpunoxenue Ne 20);

1) ohopmuiterne 06soxku Aena ([Mpumoxerune Ne 21);

€) MOJIIMBKY WM TEpervieT AOKYMEHTOB jenia (HeopMaTHbIE JTOKYMEHTbI
XPaHATCS B 3aKPBITHIX TBEPJIBIX MAMKaX WX B KOPOOKax);

) JINCT UCTIOJIb30BAHUS (MIPU HEOOXOIUMOCTH).

Jleno Ha OyMaKHOM HOCHUTENE HE JOJDKHO cojepxkaTh Oosiee 250 nucTOB mpu
TOJIIIMHE KOpeIlKa He Ooiiee 4 cM.

JIOKyMEHThI TOAIIMBAIOTCS HA 4YEThIpe NpoKojia (Ha TpU MpoOKoia — JJIst
MaJIopOpMaTHBIX JIeJ1) B TBEPAYIO OOJOXKY C y4€TOM BO3MOXKHOCTH UTCHHS BCEX
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JNOKYMEHTOB, J1aT, BU3 U PE30IIOLNANA HA HUX.

®uznyeckd 000COONEHHBIE HOCUTENHM AJIEKTPOHHBIX M ayJIHOBU3YyaJbHBIX
JOKYMEHTOB, COJEpXaIllecs B JieJe Ha OyMa)KHOM HOCHUTENIE, MOJIEKAT UIBATUIO U
SABJISIIOTCS. CAMOCTOSITENIbHBIMU €JUHULIAMH XPAHECHMUS.

B nucte-3aBepuTene u BO BHYTPEHHEW ONMUCH JJOKYMEHTOB Jiefa (MIpy HaJIUYun)
Ha OyMa)XHOM HOCHUTEJIE YKa3bIBAIOTCS apXMBHBIN MK(p U 3ar0J0BOK 3JIEKTPOHHOIO
JOKYMEHTA UM €ANHUIIBI XPAHEHUSI, U3BATHIX U3 Jiej1a Ha OyMa>KHOM HOCHUTEIIE.

[Ipu HyMepauuu JUCTOB B JieJaX COOJIIOIAIOTCS ClenyIolue TpeOOBaHuU:

a) HyMmepauus NPOU3BOJUTCA apaOCKUMM IUdpamMu MPOCTHIM TI'paUTHBIM
KapaHJalloM WA HyMEPaTOPOM C BOJOCTOMKOM IITEMIIEIIbHON KPaCKOM;

0) HOMepa JIMCTOB MPOCTABISAIOTCS B IPABOM BEPXHEM YTy JUCTA TOKYMEHTA;

B) (pororpaduu, yepTexu, TuarpaMMbl U APyryue WLTIOCTPATUBHbBIE IOKYMEHTHI,
NPE/ICTABISIONINE CAMOCTOSITEBHBIM JIUCT B JIeJe, HYMEPYIOTCS Ha OOOpOTHOMU
CTOpPOHE B JIEBOM BEPXHEM YIIIY;

r) JHCT C HAaKJICEeHHbIMH JOKyMEHTaMu (BbIpe3KaMmH, BBITIMCKAMH,
doTorpadusiMmu) HymMepyeTcsl Kak OJIMH JIUCT;

1) TUCTHI (BBIPE3KU, BCTABKU TEKCTa, IEPEBO/IbI), MOJAKICCHHbIE OJTHUM KPaeM K
IPYromy JINCTY, HyMEPYIOTCS OTAEIBHO;

€) KOHBEPTHI C BIOKECHUSIMH, MOJALIUTHIE B JI€JI0, HYMEPYIOTCS B CIEAYIOIIEM
NOpSIIKE — BHAYaJle HYMEpPYETCS KOHBEPT, a 3aTEM OYEPEIHBIM HOMEPOM — KaxXI0€
BJIO’)KEHUE B KOHBEPTE;

) TOIIIMTBIE B JEJNO JOKYMEHTHI C COOCTBEHHOM HyMmepauuend JIHUCTOB
(BKJTIOYAsl TIEYaTHBIE H3JAHUS) HYMEPYIOTCS B OOIIEM TMOPSAKE HIA COXPAHSIOT
COOCTBEHHYIO HYMEpallMIO, €CIIM OHAa COOTBETCTBYET MOPSAKOBOMY PACIOJIOKEHUIO
JIUCTOB B JIETIE;

3) TUCTHI OOJIBIIMX (POPMATOB MOANMIUBAIOTCS 32 OJMH Kpail U HyMEpYIOTCS Kak
OJIMH JIUCT;

M) BCE JHUCTHI Jiefla (TOMa, YacTH) Ha OyMa)XHOM HOCHUTene (KpoMe JIHMCTa-
3aBEpUTENS JieJla MU BHYTPEHHEW ONUCH JOKYMEHTOB JI€JIa) HyMEPYIOTCS B BaJOBOM
HOPSJIKE.

B cnyuasx oOHapyxeHHs OmMOOK B HyMepaluM JHCTOB Jejla MPOBOJIUTCS
IepeHyMepalus Uid UCIOJIb30BAHUE JINTEPHBIX HOMEPOB JIUCTOB.

JIucr-3aBepuTensb 1e1a COCTaBIAETCA Ha OTACIIBHOM JINCTE, IIOAIIUCHIBAECTCS €T0
COCTaBHTEJIEM, ITOAIINBAETCS (BKJIEHBAETCs) B 1e10. Bee nocneayromuye n3MeHEHUs B
COCTaBE M COCTOSIHMM Jiela OTMEYAITCA B JINCTE-3aBEPUTENIE CO CCBUIKOM Ha
COOTBETCTBYIOIIUH aKT.

Jl1st yueta JOKYMEHTOB OIPEEICHHBIX KATErOpHil 1€ Ha OyMaXXHOM HOCUTENIE
(JimuyHbIe, cyeOHbIE Aeiia, MaTEPHAIIbl YTOJOBHBIX A€, Jeda O IPUCYKACHUH YUEHBIX
CTEIIEHEW M NPHUCBOCHUM YYEHBIX 3BAaHHUM, J1€J1a, CBSI3aHHBIC C BbIJAYEH ABTOPCKHUX
CBUJICTEIILCTB M NATEHTOB HA HW300pETEHHs) COCTABIAETCS BHYTPEHHSS OIUCH
JOKYMEHTOB JIEJIa.

Ha ocHOBaHMM JOKaJbHBIX HOPMATUBHBIX aKTOB BHYTPEHHSS OIMKCh
JOKYMEHTOB JI€JIa MOKET COCTABJIATHCS U ISl APYTUX KAaTErOpUi Jel.

JIucThl BHYTPEHHEH ONUCH JOKYMEHTOB JIej1a HyMEPYIOTCS OTJAEIBHO OT 00IIei



77

HyMepaluu JOKYMEHTOB Jena. MHdopmainus o KOJIMYECTBE JIMCTOB BHYTPEHHEU
OMUCH JOKYMEHTOB JIeJla BKIIOYAETCS B JINCT-3aBEPUTEIIb.

N3meneHust coctaBa TOKYMEHTOB Jiefia oTpaxkaroTcs B rpade «lIpumeuanus»
BHYTPEHHEH OMUCH IOKYMEHTOB JIeJIa CO CChUIKAMHU Ha COOTBETCTBYIOIIUE AKTHI.

Ha o0noske nena yka3blBarOTCs:

a) TOJIHOE W COKpalleHHOe (B CKOOKax) HAaMMEHOBAaHHE OpPraHM3alUh U €€
HETOCPEACTBEHHAs TOTUMHEHHOCTH;

0) HaMMEHOBaHUE CTPYKTYPHOTO No/ipa3iefeHus (Mpy HaJTU4HH );

B) UHJIEKC JieJIa 10 HOMEHKJIAaType;

r') HOMep ToMa (4acTu);

1) 3ar0JIOBOK Jiena (Toma, 4acTH);

€) KpaliHue JaThl Jena (ToMa, YacTH);

) KOJIMYECTBO JINCTOB B Jiejie (TOME, YacTh);

3) CPOK XpaHEHUs Jena;

W) apXUBHBIN mudp nena;

K) nmoMeTtka «JIJist ciry’keOHOTo MoJb30BaHUs WK rpud OrpaHUYEHUsS TOCTyIa
(py HATUYUN).

Ha o065oxkax aen MoCTOSHHOTO CpOKa XpaHEHHUs IMpeaycMaTpUBACTCS MECTO
JUIST HaWMEHOBAHHUS TOCYAApPCTBEHHOTO (MYHHUIIMIIAJILHOTO) apXuBa, B KOTOPBIM
nepealTes efia OpraHu3alid — UCTOYHUKA KOMIIEKTOBAHMS.

[Tpu odopmiiennn 00JIOKKU Jiela HAMMEHOBAHUE Y HUBEPCUTETA YKA3bIBACTCS
MOJIHOCTBIO, B HMMEHHUTEIbHOM majexe. [lodHoe HauMeHOBaHHE BBINIECTOSIIIETO
rOCy/IapCTBEHHOT'O OpraHa YKa3bIBaeTCs HaJ HauMEHOBaHHEM (POHI000pa3oBaTels B
UMEeHUTENbHOM Majexe. CokpalleHHOe HauMEHOBaHUE Y HUBEPCUTETA YKAa3bIBACTCS B
CKOOKax I1mocJje MOJHOTO HAauMEHOBAHUSI.

[Ipu n3MeHeHNH HAUMEHOBAHUS OPTaHU3AIUHU (CTPYKTYPHOTO TIOJIpa3IeecHus)
B TEUCHHE I[IEePHOJIa, OXBAaTHIBAEMOIO JOKyMEHTaMHU Jella, Ha OOJIOKKE Jelna
yKa3bIBaeTCA MOCJIEeIHEE HANMEHOBAHHE.

WNunexce nena m 3arojioBOK Jieja MEPEHOCATCS Ha OOJIOKKY U3 HOMEHKJIATYPHI
nen. Ecnu 1eno cocTouT U3 HECKOJMBKHUX YacTel, Ha 00JIOKKY KaXJgoro Toma (4acTu)
BBIHOCHUTCSI OOIIHI 3aT0JIOBOK JI€JIa ¥ 3ar0JIOBOK KaXK/I0#M YacTh (TP €ro HAIUYHUH).

3aroioBoK Jieia JODKEH COOTBETCTBOBATh (DAKTHYECKOMY COCTaBy H
COJIEp’KaHHIO JJOKYMEHTOB JIeJa.

Ecnu 1emo cocTouT u3 HECKOJIBKUX TOMOB (YacTeil), Ha 00JI0KKY KaXI0ro ToMa
(4acT) BBIHOCUTCS OOIIMI 3arojOBOK Jiefia, a TaKKe 3arojlOBOK M HOMEp KaXKI0ro
ToMa (4acTH).

B 3aronoBkax nen, colepxaniux KOMHHM JIOKYMEHTOB, JI€JIaeTCsl YKa3aHHUE Ha
Hanuyue Konuil. [loqImHHOCTh TOKYMEHTOB Jielia B 3ar0JIOBKE HE OrOBapHUBAETCH.

Ha ob6moxxke nema yka3sIBalOTCS KpaHHE AAaThl JOKYMEHTOB, IIOMEIIEHHBIX B
JEJ10.

Ecnu B nemo BKITIOYEHBI JOKYMEHTHI, /1aTa KOTOPBIX HE COBMAAET C AaTOH Jena,
TO TOJ JaTol C HOBOM CTPOUYKH jaenaeTcss o0 3Tom 3amuchk: "B jgene umeroTcs
JIOKYMEHTHI 3a... To/(b1)".

JlaTa nena He yKa3bIBaeTCsl Ha OOJIOKKAaX JIEJ, COIEPKAIINX TOJOBBIC TUIAHBI,
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OTYETHI U JPYrUe JOKYMEHTHI, JaThl KOTOPBIX OTPAXKaIOTCS B 3ar0JIOBKaX Jiedl.

Jaramu gen, colepkalluxX paclopsSIUTENbHYI0, TBOPYECKYID W HHYIO
JOKYMEHTAIHIO (JOKJIabl, MUCbMa, CTEHOTPAMMBI), SIBISIOTCS AaThl (YHUCIIO, MECSII,
roJ1) perucTpanuu (CoCTaBJICHUsI, TOCTYIUICHUS]) CAaMOT0 PaHHEr0 U CaMOT'0 MO3THErO
JIOKYMEHTOB, BKJIIOUCHHBIX B JIeJI0 (KpailHue aThl A€, TOKYMEHTOB).

Jlaroit nena, comepKaiiero npoTOKOJIbl 3aCEAaHUM, SIBISIOTCA AaThl IIEPBOTO U
MOCJIETHETO MPOTOKOJIA, BKIIFOUEHHBIX B JIEJIO.

JlaToil nuuHOrO nena pabOTHHMKA SBJISIIOTCS AAaThl MOJMUCAHUS MPHUKA30B O
MpUEME U YBOJBHEHUH JIMIIA, HA KOTOPOE OHO 3aBE/ICHO.

JlaToit Tu4yHOTO Jena 00yJaromerocs sSBISIOTCS 1aThl MOMUCAHUS MPUKA30B O
3a4MCIICHUM U OTYMCIICHUH JIMI[A, HA KOTOPOE OHO 3aBECHO.

[Tpu 0603HaUEHNY JATHl JOKYMEHTA CHaualla yKa3bIBA€TCS YMCIIO0, 3aTEM MECHII
u roa. Yucmo u roa obOo3HayaroTcs apabckumu nudpaMu, Ha3BaHUE Mecsla —
IPOIHCHIO.

Ecnu para JgokymMeHTa WM OTHCIbHBIE €€ DJIEMEHTBl OMpPEAEsIOTCS
npUOJU3UTEILHO, Ha OCHOBAHUHW aHAJIM3a COJIEpXKaHUA JOKYMEHTa, TO JaTa WU
OTJICJIbHBIE €€ PJIEMEHTHI, HE SBJISIIONTHUECS a0COJIFOTHO IOCTOBEPHBIMU, 3aKITHOUAIOTCS
B KBaJ[paTHbIC CKOOKH.

KonmnuectBo nmrcTOB Ha OOJOXKKE Jiefla yKa3blBaeTCS HAa OCHOBAHHWM JIMCTA-
3aBEpPUTES.

Cpok xpaHeHHs Ha OOJOXKE JieJla yKa3bIBaeTCs B COOTBETCTBUU CO CPOKOM
XpaHEHUsl, YCTAHOBJICHHBbIM HOPMATHBHBIMH TNPABOBBIMU akTaMu Poccuiickoii
denepanuu, MEPEYHSIMH JOKYMEHTOB, YCTAHOBIEHHBIMU YacTbl0 3 cTaTbu 6 H
yactamu 1 u 1.1 crateu 23 @enepanbHoro 3akoHa Ne 125-03.

Ha nenax mocTOSHHOTO XpaHEHUS MUILIETCA: «XPAHUTh TOCTOSTHHO.

Ha nena, BHECEHHBIE B TOJIOBOM pa3/iell ONKCH 1€, JOKYMEHTOB Y HUBEPCUTETA
apXUBHBIN MU(p MPOCTABISAETCS MOCTE YTBEPKIACHUS TOJ0BOTO pa3zesia OMUCH e,
nokymentoB OIIK Vmpasnenuss mo menam apxuBoB PecnyOnmuku bamikoproctan u
YTBEPKACHUS PEKTOPOM Y HUBEPCHUTETA WIIM YIIOJTHOMOYEHHBIM UM JIUIOM.

B cnydae ecnu HaHeceHHWE PEKBU3UTOB Ha OOJIOKKY HEBO3MOXKHO, B JIEJIO
noAmuBaeTca (MPUKICUBACTCA) TUTYJIBHBIA JHCT (OO0 NEpPBOro JHCTA JIeJa).
TUTYIBHBIN TUCT HE HYMEPYETCS M HE YUUTHIBACTCS MPHU OOIIEH HyMepaliy JIUCTOB
Jena.

8.4. Ilopsinok cocTaBJ/ieHUsI ONUCEH [1eJ1 IOCTOSTHHOI 0, BPEMEHHOI' 0
(cBbimie 10 j1eT) XpaHeHHs M 10 JIUYHOMY COCTABY

ApXUBHBIE JOKYMEHTBI IME€PENAIOTCS HAa XPaHEHWE B OTIEI apXUBHOIO
JOKYMEHTOBEICHUS 110 OMUCAM JIEJI, JOKYMEHTOB, OITUCSIM 3JIEKTPOHHBIX JOKYMEHTOB,
COCTaBJICHHBIM B CTPYKTYpHBIX noapazaeneHusx (IIpunoxenus NoeNe 22, 23).

Onucu aen, JIOKyMEHTOB CTPYKTYPHBIX MOAPA3/ICICHUN COCTaBIISIIOTCS B JIBYX
AK3EMILIAPAX U MPEJICTABISIOTCS paOOTHUKY OTJIeNla apXUBHOIO JTOKYMEHTOBECHUS
HE ITO3/IHEE YEM Yepe3 OJUH IO/l IIOCIIE 3aBEpLIEHNUs J1e]I B AeN0oNnpou3BoacTse. Onncu
3JIEKTPOHHBIX JOKYMEHTOB dbopmupyroTcs PabOTHUKOM CTPYKTYPHOT'O


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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MOJIpA3/IeNICHUs] B T€ K€ CPOKH M MPEACTABIAIOTCS PaOOTHUKY OTHENIa apXUBHOIO
JOKYMEHTOBEJICHUS B 3JIEKTPOHHOU (popme.

Onucu cocTaBIAIOTCS OTAEIBHO:

a) Ha JieJia IOCTOSTHHOTO CPOKa XpaHEHHUS,

0) Ha nena BpeMeHHbIX (cBbiiie 10 J1eT) CpOKOB XpaHEHHUS;

B) Ha JieJia 110 IMYHOMY COCTaBY;

I') Ha JIEKTPOHHBIE IOKYMEHTHI.

[Ipu cocTaBieHUU ONMUCH JEN, JOKYMEHTOB, OMMCH 3IEKTPOHHBIX JOKYMEHTOB
CTPYKTYPHOI'O MOAPAa3AeNICHUs COOIIOAAI0TCS CeAyIoue TpeOOBaHus:

a) 3aroJIOBKH JI€JI BHOCATCS B ONHUCH MOJIHOCTHIO;

0) Kaxgoe Jeno, TOM, D3JEKTPOHHBIA JOKYMEHT BHOCUTCA B OIHUCHh MOJ
CaMOCTOSTEIbHBIM MOPSIKOBEIM HOMEPOM;

B) rpadbl ONHMCH 3aMONHSIOTCA B COOTBETCTBHM CO CBEJCHUSIMU, KOTOPHIC
BbIHECEHBI Ha OOJIOKKY Jena (IUIsl SJEKTPOHHBIX JTOKYMEHTOB — B COOTBETCTBHUH C
PETUCTPAIIMOHHO-YUYETHBIMA CBEJICHUAMH (METaJaHHBIMHU), CHOPMHUPOBAHHBIMH B
MH(POPMAIIMOHHON CUCTEME);

r) rpada onucu «lIpuMeyaHus» UCMONB3YEeTCS AJIE OTMETOK O TMpHUEME JIel,
0COOEHHOCTSIX (DU3UYECKOTO COCTOSIHUS, O Iepefade Aesd IPYTUM CTPYKTYpPHBIM
NoJIpa3/IeJICHUSIM CO CCHUIKOM Ha COOTBETCTBYIOUIUH aKT U O HATUYMM KOTIHIA.

B koHue omucu aen, JAOKYMEHTOB, ONHMCH JJIEKTPOHHBIX JIOKYMEHTOB 3a
HOoCJEeIHEH ONMCaTeIbHOW CTaThE 3amoOJIHAETCS HUTOroBasl 3alucCh, B KOTOPOH
yKa3bIBatoTcs (uppamMu 1 IPONUCHIO) KOJIMUYECTBO A€, IEPBBIN U MOCIETHUI HOMepa
JeJl TO ONUCU JIeJ, JOKYMEHTOB, OIHCH JJIEKTPOHHBIX JOKYMEHTOB, a TaKke
OrOBapUBaIOTCd OCOOEHHOCTH HyMEpaluu Jell B ONUCH (HaJudue JIUTEPHBIX HU
MPONYIIEHHBIX HOMEPOB).

Onucu Aen CTPYKTYPHOTO MOApa3/eiIeHHs] MOAMUCHIBAIOTCS PYKOBOAMUTEIEM
noapaszeneHuss U coryacoBbiBatoTcs DK cTpykTypHOro mnonpasjeneHus (Mpu ee
HaJIMYuK). PeecTp 3/IeKTPOHHBIX JOKYMEHTOB, SBIISIOLIMNCS MPUIOKEHUEM K OIUCH
AJIEKTPOHHBIX JIOKYMEHTOB, IOJANUCHIBAETCS COCTABUTEIEM PEECTpa C yKa3aHUEM
JOJHKHOCTH, MHUIIMAJIOB, (PaMUJINHU, AaThl COCTABIICHUSI.

B cnydae oOHapykeHusi OTCYTCTBHS [€J, 3aBEJICHHBIX B COOTBETCTBHM C
HOMEHKJIATypOil 1€, CTPYKTYPHBIM MOJpa3AeiieHueM MPUHUMAIOTCS MEpbl MO HX
PO3BICKY.

Ecnu mpuHATble Mepbl HEe Aalu pe3yibTaToB, TO HAa HEOOHapyXEHHbIE Jela
COCTaBJIsIeTCcs akT 00 yTpaTe AOKYMEHTOB B IPOM3BOJIBHON (popme, MOAMMCHIBACTCS
JIMLIOM, OTBETCTBEHHBIM 3a JEJIONPOU3BOJICTBO B CTPYKTYPHOM IOAPA3ACICHUN, U
PYKOBOJIUTEIEM CTPYKTYPHOIO TMOApPA3AeiieHus. AKT 00 yTpaTe JOKYMEHTOB
YTBEPKAACTCA PEKTOPOM YHUBEPCUTETAa WU YIOJIHOMOYEHHBIM MM JIHIIOM H
NepeIaeTcsl BMECTE C OINHCHIO J€N, JIOKYMEHTOB CTPYKTYPHOIO IOApa3/iesIeHus
pabOTHHUKY OT/ETIa ApXUBHOTO JOKYMEHTOBEICHHUS.

Onucu e CTpyKTYPHOTO MO/Apa3iesieHus: Y HUBEPCUTETA COCTABIISIOTCS B IBYX
IK3EMIUISIPaX Ha OyMa)KHOM HOCHUTENIE, OANH U3 KOTOPBIX NEPEAETCS BMECTE C JEIAMU
B OT/EJI apXUBHOTO TOKYMEHTOBEICHUS, @ BTOPOH OCTAETCsI B KAYeCTBE KOHTPOJIBHOTO
HK3EMILISIPa B CTPYKTYPHOM MOIpa3iesieHnu. B oTien apXxuBHOTO JOKYMEHTOBEACHUS
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TaK>Ke MepeaeTCs M0 SK3EMIUISIPY ONUCEH JIeN B 3JIEKTPOHHOM BHUJIE€ B pEJAKTUPYEMOM
dbopmaTe 11 UCTOJB30BaHUS B JallbHEUINIEM JJIsi MOJATOTOBKU TOJIOBBIX Pa3/ielioB
OIUCEN €1, JOKYMEHTOB.

l'omoBeie  pasmenbl  omuceW 1€, ONMCEW  DIEKTPOHHBIX JOKYMEHTOB
COCTaBJISIOTCS paOOTHUKOM OTJela apXUBHOIO JTIOKYMEHTOBEJEHUS HAa OCHOBAaHUU
omuced JieN, JIOKYMEHTOB, OMNHCEH SJIEKTPOHHBIX JIOKYMEHTOB CTPYKTYPHBIX
noapazaencHuit (Ipunoxxenus NeNe 24, 25, 26, 27).

[lepBomMy romoBoMy paszieny ONUCH €], JOKYMEHTOB, ONUCH 3JIEKTPOHHBIX
JOKYMEHTOB TPHCBAaMBAETCS HOMEpP OMUCU MO JUCTYy (OHAA, BCE MOCIETYIOIINE
T'OJIOBBIE Pa3Jieibl YUCIISATCS 32 IAHHBIM HOMEPOM JI0 3aBEPILICHUS OMKCH.

He nomyckaercst mpucBoeHHe OMUCSIM JIeJl, TOKYMEHTOB, OMUCSM SJIEKTPOHHBIX
JIOKYMEHTOB OJIMHAKOBBIX YYETHBIX HOMEPOB B Mpejiesiax oHoro ¢hoHaa.

Ecnu onuce nen, TOKYMEHTOB COCTOMT M3 HECKOJBKUX T'OJOBBIX pa3JielioB,
TOMOB, HMTOTOBasi 3allMCh COCTABISETCA K KaXKIOMY TOJOBOMY pasnueny, Tomy. K
KaXIOMY TIOCIEAYyIOIIeMy TOJIOBOMY pasliely, TOMY B HapacTarolleM MOopsaKe
COCTaBIIIETCS CBOJIHASI UTOTOBAsI 3AIUCh.

['omoBbie pasnenbl, €CiAM OHU HE SIBISIIOTCS 3aKOHUYEHHON OINUChIO, HE
MOJIIIMBAIOTCS U HE TEePETIeTatoTCs.

3aKOHUEHHAs OMHUCh JeJ, JOKyMEHTOB Ha OyMa)XHOM HOCHUTEJE JOJKHA
BKJIFOYATh He Ooiiee 9999 enuuuil XpaHeHUs.

3aKOHYEHHasl OINHCh J€J, JOKYMEHTOB BMECTE€ C THUTYJIbHBIM JHCTOM U
CIIPABOYHBIM amnmapaTroM K HeW 3akiiodaeTrcs B TBEPAYIO OOJIOXKKY, HyMEpyeTrcs U
NOJAIINBAETCS WU MEPEIIIETACTCA.

Kaxnas 3akOoHUEHHass ONUCh J€Jl, JOKYMEHTOB, OIKUCh AJIEKTPOHHBIX
JOKYMEHTOB, Ka) bl TOM OIMUCHU JIEJ, JOKYMEHTOB JOJKHbBI UMETh JIUCT-3aBEPUTETIb.

B cnpaBouHblil anmapaT K ONUCH JAEJ, JOKYMEHTOB, ONUCH 3JIEKTPOHHBIX
JOKYMEHTOB BXOJST: TUTYJbHBIM JHUCT; MEPEYEHb MNEPEHUMEHOBAHHM, W3MEHEHUS
MOJIBEIOMCTBEHHOCTH OpraHu3anuu (ecnu uHboOpMamus O TNEPEeUMEHOBAHUMU HE
COACPKUTCA B TUTYJIBHOM JIUCTE OIKCH), COAEpKaHUE (OTJaBICHUE); MPEAUCTOBUE;
CITMCOK COKPAIIICHH; YKa3aTeln K onrcH (IpeAMEeTHBINA, UMEHHOMU, TeorpaduIecKuil).

Ha tutynbHOM 1nHcTe ONMCU €7, JOKYMEHTOB, OIKMCH 3JIEKTPOHHBIX
JOKYMEHTOB YKa3bIBaIOTCS:

a) MOJIHO€ HAUMEHOBAHUE IOCY/IapCTBEHHOTO (MYHUIIMIIAIBHOTO) ApXHUBA;

0) moIHOe HAWMEHOBAaHWE OPTaHM3AIMHU, COKPAIICHHOE HanuMEHOBaHHE (TIpu
HaJIM4Yuu), TOJABEJOMCTBEHHOCTD (IIpY HATUYUN);

B) HOMEp apXUBHOTO (HOH[A;

I') HOMEp U Ha3BaHUE OINCH;

1) KpallHUE 1aThl BHECEHHBIX B OMKCH €AMHUILL XPAHEHUSI.

HanmeHoBaHue opraHM3allid YKa3bIBa€TCsl MO MOCIEAHEMY TOAY BKIIIOUEHUS
JIOKYMEHTOB B OIKCH JI€JI, TOKYMEHTOB, OMUCH 3JIEKTPOHHBIX TJOKYMEHTOB.

B npenucnoBuu Kk onucH Jiei, JOKYMEHTOB, OMUCH 3JIEKTPOHHBIX JOKYMEHTOB
YKa3bIBAIOTCSI CBEJICHUSI B XPOHOJOTUUECKUX paMKaX KpallHUX J1aT €IMHUI] XPaHEHUSI,
BKJIIOYEHHBIX B OIUCH:

a) 00 U3MEHEHUSIX B OpraHU3alluu;
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0) 0 CTPYKType OpraHu3allny;

B) 00 0COOEHHOCTSIX OQopMIIeHUS U (QOPMUPOBAHUS JI€J, ONUCAHUSI M
CUCTEMAaTHU3allUU 3ar0JIOBKOB JI€;

') O COAECPKAHUU U TIOJTHOTE JEI;

1) O HAJIMYKU CTPaxoBOro (hoHAa;

€) O HaIMYMU M OCOOEHHOCTAX HH(OPMALMOHHBIX cHUCTEeM, 0a3 JaHHBIX,
UCIIOJIB3YEeMbIX Ui paOOThl C DJIEKTPOHHBIMU JOKYMEHTAMH, PErucTpaliOHHO-
y4eTHbIMHU (POpMaMHU JIe] ¥ IOKYMEHTOB U 00pa3zaMu (CKaHamM) JIeJ U TOKYMEHTOB.

8.5. Ilepenaua JOKyMEHTOB HA ApXHBHOE XpPaHECHUE

ApXUBHBIE TJOKYMEHTHI MOJJICKAT Mepe/iaue Ha XPaHEHHUE B OTNIENl apXUBHOTO
JOKYMEHTOBEJICHUS HE paHee, YeM Yepe3 OJIMH T'0Jl U HE MO3/IHee, YeM Yepe3 TpH roja
NocJie 3aBepIIeHUs e B 1eJIONPOU3BO/ICTBE.

JlokymeHTbl BpeMeHHbIX (10 10 J5er BKIIOYUTEIBLHO) CPOKOB XpaHEHUs
XPaHITCSA B CTPYKTYPHBIX TMOAPA3JCICHUSIX U MO HUCTECYCHUU CPOKOB UX XpaHEHUS,
1ocJie MPOBEICHUS SKCIIEPTU3bI LIEGHHOCTH MOJJIEKAT YHUUTOXKEHHUIO.

[lo pemieHuro pexTopa YHHMBEPCUTETa WM YIOJHOMOYEHHOTO MM JIHIlA
JIOKYMEHTBI BpeMeHHBIX (0 10 JeT BKIFOYMTEIBHO) CPOKOB XPAaHEHUS TMOMJICKAT
nepenaye B OTIE]I AapXUMBHOTO JOKYMEHTOBEJEHHS B cliydae OTCYTCTBHS B
CTPYKTYPHBIX MOJIPA3/ICTICHUSX YCIOBUI 1JIs1 00ECTIeYeHHs UX COXPAaHHOCTH B TEUCHUE
YCTaHOBJIEHHBIX CPOKOB XpaHEHHUSI.

[lepenaua nen Ha XpaHeHHE B OTAEN AaApPXUBHOTO JOKYMEHTOBEICHHUS
OCYIIECTBIISIETCSI TIO TpauKy, YTBEPKICHHOMY PEKTOPOM YHHMBEPCHUTETAa WIIU
YIOTHOMOYEHHBIM UM JIULIOM.

[Ipuem-nepenaya pgen NPOU3BOAUTCS PAOOTHUKOM OT/AENa apXUBHOTO
JOKYMEHTOBEJICHUS B TPHUCYTCTBUH PAOOTHUKA CTPYKTYPHOTO MojapaszzeneHus. B
OTMETKE O TpHUeME /el B KOHIIE KaKIOr0o HK3eMIUIsIpa OIMUCU €], JTOKYMEHTOB
YKa3bIBAIOTCS KOJIMYECTBO (DAKTUYECKU MIPUHSATHIX €I, HOMEPA OTCYTCTBYIOIIUX JEII,
7aTa nmpueMa-Ttiepeiauu Jell, a TakKe MOAMUCH U paciiu@pOBKH MOAMUCEHN YKa3aHHbIX
pabOTHHUKOB.

[Tpu npuemMe-niepeaaue A€, CoAepKaIUX TOKYMEHTHI HA OYMa)KHOM HOCHUTETIE,
IIPOBEPSIOTCS:

a) COOTBETCTBHE 3arojioBKa Jeja MO OMHCH e, JOKYMEHTOB CTPYKTYPHOTO
MOAPA3AEICHUS COAEPKAHUIO IOKYMEHTOB B JIEJIE;

0) mpaBWIBHOCTh OGOPMIICHUSI U TPYMIUPOBKHA JOKYMEHTOB, BKIIFOUCHHBIX B
1eJ10;

B) Kau€CTBO MOJUIMBKY WJIU NIEpEIieTa Aea;

I') IPaBWJILHOCTh HyMEpaluu JUCTOB JeNa;

1) TPaBUJIBHOCTh COCTABIICHUS BHYTPEHHEH OMUCU TOKYMEHTOB Jena (mpu
HaJINYWH );

€) IpaBUIBLHOCTH 0OPMIICHUST O0JIOKKH JIEJIa;

) HAJIMYKUE U MPABUIBHOCTD 3alI0JIHEHHUS JIUCTa-3aBEPUTENS Jea.

B cnyuae oOHapyxeHust HapyuieHust GopMupoBaHus U 0OpPMIICHUS JI€]I OHU
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JOJIKHBI OBITh YCTPaHEHbI PAOOTHUKOM CTPYKTYPHOT'O TOJIpa3IeIeHUS.

B cnydae nukBupanuy WIM PEOPraHU3alUM CTPYKTYPHOTO IOAPa3AEiICHUs
JIMII0, OTBETCTBEHHOE 32 IEJIONPOU3BOJACTBO, B IEPUOJ IPOBEICHUS JIMKBUIAIIMOHHBIX
MeponpusaTUi POopMUPYET BCE MMEIOIIMECS JOKYMEHTHI B jiena, ohopMIIIeT ena u
IepefaeT MX B OTHOEN apXMBHOIO JOKYMEHTOBEICHHs, HE3aBUCUMO OT CpPOKOB
xpaHeHnus. [lepenaya aen ocymecTBIsSETCs MO OMUCAM €] U HOMEHKIIATYPE JIEIL.

8.6. IToaroroBKa 3J1eKTPOHHBIX IOKYMEHTOB K Iepe/aye HA apXUBHOE XpaHEeHHe

[TonroToBKa JJIGKTPOHHBIX JOKYMEHTOB K TMepeaade B OTACI apXHUBHOTO
JOKYMEHTOBEJICHUS OCYIIECTBIISCTCS CTPYKTYPHBIM TOJpa3IeJICHUEM — BIIaCIIbIIEM
COOTBETCTBYIOIIEH HHPOPMAIIMOHHON CHCTEMBI COBMECTHO C YIIpaBJIeHUEM ITU(POBOH
TpaHcpopMaluu YHUBEpCUTETA.

[Tpu MOATOTOBKE AIEKTPOHHBIX JIOKYMEHTOB, OTOOpAaHHBIX K Mepeaade B OTICI
ApPXUBHOTO JIOKYMCHTOBEJICHUS, BBIOJHIIOTCS CIICIYIONIUE OCHOBHBIC IPOIICTYpPHI
paboTHI C TOKYMEHTAMH:

- KOHBEpTAIUsl  AJICKTPOHHOTO JOKyMEHTa B (opMaT apXUBHOTO
JOKYMCHTA,

- dopmupoBanue B UCY YHHBepcHTETa 3JICKTPOHHBIX JIEH, SIBIISIONTUXCS
COBOKYITHOCTBIO KOHTEHHEPOB JIIEKTPOHHBIX JOKYMEHTOB WJIM KOHTEHHEPOM
AJIGKTPOHHOTO JIOKYMEHTA, BKIIOYAIONIMM: KOHTEHT W METaJlaHHBIC AJIEKTPOHHOTO
JIOKyMeHTa, (ailyibl 3JIEeKTPOHHBIX TMOAMHUCEH W BHU3YAIH3UPOBAHHYIO KOIIHIO
TEKCTOBOT'O AJIEKTPOHHOTO JOKyMeHTa B popmate PDF/A;

- (GopMUpOBaHUE OIMUCHU SJCKTPOHHBIX JEJ, JTOKYMEHTOB CTPYKTYpPHOTO
TIOIpa3ICIICHUS;

- MUTpaIs 3JeKTPOHHBIX JOKYMEHTOB Ha (U3UYECKH 000COOJICHHBIC
MaTepUaNbHBIC HOCUTENH, €CIM JOKYMEHThI TEPeNaloTCs B OTHET apXWBHOTO
JOKYMEHTOBEICHHUS HE TI0 HPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIM KaHajaMm;

- IPOBEPKa BOCIIPOU3BOIUMOCTH AJICKTPOHHBIX TOKYMEHTOB;

- IpOBEpPKa DdJIEKTPOHHBIX JOKYMEHTOB Ha HAJIWYUE BPEIOHOCHBIX
KOMITBIOTEPHBIX MPOTPaMM;

- MOJITBEPKICHUE IEJOCTHOCTH DJIEKTPOHHOTO Jeia  AJICKTPOHHOUH
MOJMKUCHIO PYKOBOJIUTENS CTPYKTYPHOTO TMOApAa3AeNieHrs (MHOTO YIOJIHOMOYEHHOTO
JUIA), OCYIIECTBIIAIONIETO MOATOTOBKY JJIEKTPOHHBIX JIOKYMEHTOB K Tiepelnade B
OTJIE] ApXUBHOTO JTJOKYMEHTOBEICHUSI.

DNEKTPOHHBIE TOKYMEHTHI EPEAAIOTCS B OT/ICT apXUBHOTO JJOKYMEHTOBEICHHUS
mo  WH(QOPMAIMOHHO-TEIEKOMMYHUKAIIMOHHON CceTH WiAM Ha  (u3udecku
000COOJIEHHBIX HOCHUTENSX, 0€3 COXPAHCHHS JAaHHBIX AJIEKTPOHHBIX JOKYMEHTOB B
COOTBETCTBYIOIUX HHPOPMAIIMOHHBIX CHCTEMAX.

8.7. CocraBienue u opopmiieHne onucei 3JTeKTPOHHBIX J1eJI

DJIEKTPOHHBIE ApPXWBHBIE JOKYMEHTBHI BKJIIOYAIOTCS B OIKMCH JJIEKTPOHHBIX
JIOKYMEHTOB, K KOTOPBIM COCTaBIISIFOTCS peecTphl (ailJioB 3EKTPOHHBIX TOKYMEHTOB.



83

['padbr onucH >IEKTPOHHBIX TOKYMEHTOB BKIIIOYAIOT B CEOS:

a) HOMep AIIEKTPOHHOTO apXUBHOTO JJOKYMEHTA (€AMHUILIBI XpaHEHUS) TIO OTIHCH;

0) UHJEKC Jiea 0 HOMEHKJIAType Je;

B) 3aroJIOBOK JI€JIa 10 HOMEHKJIAType Aell;

T') BU/, 3aT'0JIOBOK;

1) PETUCTPALIMOHHBIN HOMEP TOKYMEHTA;

€) 1aTy JOKYMEHTA;

K) yKazaHHE Ha KaTeTOPHIO JTOKYMEHTOB (TIOCTOSTHHOTO CpOKa XpaHEHUs,
BpeMeHHOro (cBbIie 10 JeT) cpoka XpaHEeHUsl, 10 JIMTYHOMY COCTaBY);

3) CPOK XpaHEHUS;

1) IpUMEYaHusl.

B peectpax (aiioB 3J€KTPOHHBIX JOKYMEHTOB YUHUTHIBACTCS KaXKIbIA (paiin
AIIGKTPOHHOTO apXHMBHOTO JJOKYMEHTa, B TOM 4Hclie (aiii KOHTEHHepa IEKTPOHHOTO
IOKyMeHTa (TIpY HAJIMYHMH) ¢ yKa3aHUEM ero HoMepa IO OMHCH, HOMEepa 10 peecTpy,
HanMEHOBaHUsl (aiina, JaTel W BPEMEHH €ro IMOCIEAHET0 W3MEHEHHs TpU
NOCTYIUICHUH B apXuB, 00beMa B Oaiitax, popmara.

Peectpbl (aiiyioB AIEKTPOHHBIX JTOKYMEHTOB COCTAaBJISIIOTCS M XPaHATCS B
DIIGKTPOHHOM BH/IE.

B mnpenucioBuu K ONHCH DIIGKTPOHHBIX JOKYMEHTOB JIOTIOJIHUTEIHHO
yKa3bIBAIOTCSI HAMMEHOBAaHUE M  BEPCUS NPOrPaMMHOrO0  OOECHEYEeHHs, C
UCIIOJIb30BAaHUEM  KOTOPOTO OBUIM  CO3/IaHbl  AJIEKTPOHHBIE  JOKYMEHTHI, U
HAaUMEHOBAaHUE TMPOTPAMMHOIO  OOECIeUYEeHUs, MPEJHA3HAYEHHOTO I HX
BOCTIPOU3BEICHHUS.

8.8. Ilopsinok mepeaayvu 31eKTPOHHBIX IOKYMEHTOB HA ApXHBHOE XpaHEeHHe

ITpu npueme-nepenaye B CXD/[ 101KHBI BKIIOUYATHCS:

a) SJIEKTPOHHBIEC APXUBHBIC TOKYMEHTHI;

0) perucTpalMOHHO-y4YeTHBIE CBEICHUS (METaIaHHbIE ) DJIEKTPOHHBIX ApXUBHBIX
JTIOKYMEHTOB;

B) PETUCTPAIIMOHHO-YYETHBIE CBEJCHHS 00 AIEKTPOHHBIX Jenax;

') pETUCTPALlMOHHO-YUYETHBIEC CBECHUS 00 OMUCIX SJIEKTPOHHBIX JOKYMEHTOB.

PeructpannoHHO-y4eTHbIE CBEeHUS (METaJaHHbIe) BKIOUatoTCsa B AY O.

[Ipu mocTymieHun HIEKTPOHHBIX TOKyMeHTOB B CXDJ[ ocymiecTBisercs
aBTOMaTH4ecKasl MPOBEPKa:

a) Hamuuus BceX (DAlNIoB, COCTABISIIOIIMX BJIEKTPOHHBIA  JTOKYMEHT;
HEOOXOIUMBIX PETUCTPAITMOHHO-YUYETHBIX CBEACHUHN (METaAaHHBIX) 00 AIEKTPOHHBIX
JIOKYMEHTaX, JIEKTPOHHBIX JieJaX 10 HOMEHKJIAType Je;

0) alIoB DIEKTPOHHBIX JOKYMEHTOB W (DalIOB OMHCEH AIEKTPOHHBIX
JOKYMEHTOB Ha HAJIMYKE BPEIOHOCHOTO MPOTPaMMHOTO KOJIa;

B) HaJlMYusl B METAJAHHBIX JIOKYMEHTa CBEICHHUI O MPOBEPKE MOJJIMHHOCTH
AJIEKTPOHHOM MOJMUCH TMEPEaBaeMOr0 3JIEKTPOHHOIO JIOKYMEHTAa Ha MOMEHT €ro
MOANMUCAHUS U (UJIN) TTOJTYYEHUS.

PaGoTHukoM oTnena  apXMBHOTO  JIOKYMEHTOBEACHHUS  OCYIIECTBISETCS
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BbIOOpOYHas npoBepka (He MeHee 1% OT MOCTYNMUBIIKX 3JIEKTPOHHBIX JOKYMEHTOB)
BOCIIPOM3BOJIMMOCTH 3JIEKTPOHHBIX JOKYMEHTOB (IIPU OTCYTCTBHHM BO3MOKHOCTH
aBTOMAaTHUYECKOU MPOBEPKU BOCIIPOU3BOJIUMOCTH).

[Ipy mnpuemMe >IEKTPOHHBIX apXWBHBIX HOOKyMeHTOB u3 COJ[ B CX3/[]
aBTOMaTuuecku (GOpMUPYETCs yBeIOMJIEHUE (TEXHUYECKOE COOOIIEHUE) O MpUeMme,
KoTopoe Hanpasisercs B CO/I.

[Ipurem He ocylIecTBIsETCA B CIy4ae, €CIU IIPU MIPOBEPKE BbISBIECHBI HEMOJIHOTA
COCTaBa PErUCTPAIIMOHHO-YUETHBIX CBEJICHUM (METalaHHBIX), pa3andyue HHHOPMaLUU
B DJIEKTPOHHOM JJOKYMEHTE M B PETUCTPALIMOHHO-YUYETHBIX CBEJICHUAX (METalaHHbIX ),
HEBOCIIPOU3BOJIUMOCTh  AJICKTPOHHBIX  JOKYMEHTOB, HaJlMYU€ BPEIOHOCHOTO
nporpaMMHOro obecreueHus: (BUpycoB), (OpMHUpPYETCsl yBeOMIICHHE (TEXHUYECKOe
coobmienre) o0 omuOke. YBeaoMmjeHHEe (TEXHHYECKOe COOOIIeHHE) 00 OIImOKe
nepechUIaeTcsl OTIPABUTENIO JJIsl BHECEHUS UCTIPaBICHUIA.

[Ipu mocTymieHun >JeKTPOHHBIX JTOKYMEHTOB Ha (PU3MYECKH 00OCOOJECHHBIX
HOCHUTENSIX OCYIIECTBIISIETCSl TakXe TMpoBepKa (U3MUECKOr0 M TEXHUYECKOTO
COCTOSIHUSI HOCUTEJIEH.

[Ipu BKIIIOUEHUH AJIEKTPOHHBIX JOKyMEHTOB B CXDJl B 2yieKTpoHHOUN (hopme
ydeTa MOCTYIUICHUSI ¥ BBIOBITHS TOJHKHA (DUKCUPOBATHCA Clieyrolast HHGOpMaIlus:

a) JaTa TOCTYIUICHUS DJIGKTPOHHBIX apPXMBHBIX JIOKYMEHTOB (€AWHUIL
XpaHEHHUs! );

0) HaMMEHOBaHWE CTPYKTYPHOTO TMOJPA3JEICHHs, OT KOTOPOTO MOCTYIHIN
AIIEKTPOHHBIE TOKYMEHTHI (€IUHULIBI XpaHEHU );

B) HaWMEHOBaHWE, HOMEpP M JlaTa JOKYMEHTa, MO KOTOPOMY IOCTYIHIJIH
AJIEKTPOHHBIE APXUBHBIE JOKYMEHTHI (€IMHUIIBI XPAHEHUS );

I') yKa3aHhe Ha KaTeTOPHIO CpPOKa XpaHEHUs TMepe/laBaeMbIX AJIEKTPOHHBIX
apXMBHBIX JIOKYMEHTOB (€IUHMI] XpaHEHHUsA) (MOCTOSTHHOIO CpOKa XpaHEHWS,
BpeMeHHOoro (cBbitie 10 j1eT) cpoka XpaHEeHUs, MO JIUYHOMY COCTaBY);

1) yKa3aHue Ha CPOK XpaHEHUS SJIEKTPOHHBIX APXUBHBIX TOKYMEHTOB;

€) KOJIMYECTBO TEpPEeIaBa€MbIX AJIEKTPOHHBIX IOKYMEHTOB (€AMHUIl XPAHECHUS)
Y KOJIMYECTBO OTHOCSIIUXCS K HUM (DaiiioB;

) yKa3aHue MOJDKHOCTH, (pamMminu M MHUIMAIOB pabOTHUKA, MEepeaaroiero
JTOKYMEHTHI;

3) yKa3aHHWe MOJDKHOCTH, (aMUINKM U WHUIIMAJIOB paOOTHHUKA, MPUHUMAIOIIIETO
JOKYMEHTHI;

n) ccouikd HAa AY® B CXD/I.

8.9. PazmenieHune 3J1eKTPOHHBIX JOKYMEHTOB B apXHMBOXPaHUJIMIIE

B ormen apxuBHOro [OKYMEHTOBEACHUS YHHMBEPCUTETA DIIEKTPOHHBIC
JOKYMEHTBI MOTYT MTOCTYNaTh:

u3 COJl YuuBepcutera u pa3meniathes s xpanenus: B CX9/1;

Ha (pu3nyecku 000COOJCHHBIX MaTEPUATBHBIX HOCUTENSAX OJTHOKPATHOM 3anucu
B JIBYX dK3eMIUIsIpax (OCHOBHOM M pabo4yeM) U pa3MeniaThCs B MOMEIICHUSIX ISl KX
XpaHEHUsI B COOTBETCTBUM C YYETHBIMU JOKYMEHTAMH OTJIeJla apXUBHOIO
JIOKYMEHTOBEICHHUSI.
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[Ipn XpaHeHHH SJIEKTPOHHBIX JOKYMEHTOB Ha (HU3UYECKH 00O0COOJICHHBIX
HOCHTEIISX JODKHBI COOTIOIAThCS CIEAYIONE TPEOOBAHMUS :

a) TPUMCHEHUE HOCHUTENCH, TEXHUUECKHE XapaKTCPUCTHKU KOTOPBIX,
MO3BOJISIIOT 00ECTICUNTD JOJTOBPEMEHHOE XpaHCHUE HHPOPMAIIHH;

0) paznenbHOE XpaHeHHE (Ppu3nUecku 000COOIEHHBIX HOCUTENEH IIIEKTPOHHBIX
JOKYMEHTOB U JOKYMEHTOB Ha MHBIX BHIaX HOCHUTENEH. Pa3Meriaemple Ha cTeTaxax,
noJsikax puznuecku 000coOIEHHBIE HOCUTEH PACIIOIaratoTCs B ApXUBOXPaHUIIUIIE Ha
CTeJUTakax Wiy B mkadax (ceidax).

Cremmaxxu ® mKapbl JODKHBI OBITh TPOHYMEPOBAHBI B KaXJIOM
apXUBOXPAHUITUIIEC B MOPSIKE CJIEBa HAIIPABO OT BXOHOMW JIBEPH, ITOJIKH HA CTEIIaXKax
JIOJIKHBI OBITH IIPOHYMEPOBAHEI I10 MIKagaM B MOPSJIKE — CJIEBa HANPaBO, CBEPXY BHU3.

Jis  xpaneHus  (GU3HYECKH O0OCOOJCHHBIX HOCHUTENICH  3JICKTPOHHBIX
JOKYMEHTOB METAJUTMYECKUE CTEeIUIAXH, IMKadbl M KOHTCHHEPHl C MarHUTHBIM
paboyuM CJI0OEM UCHOJB3YIOTCS TOJIBKO TPH YCIOBUM WX pa3MarHUYUBaHUS U
3a3eMJICHUSI.

OcHOBHO¥ 1 pabouuii CepBepbl apXuBa Y HUBEPCUTETA M OCHOBHBIC M paboyvme
DK3EMIUISIPBl  CIMHMII XpaHCHHWS Ha (QHU3NYECKH 000COOJCHHBIX MaTepHUabHBIX
HOCHTEJISX PEKOMEHIYETCS pa3MeniaTh pa3e/IbHO.

[Ipy XpaHEHHH D3JICKTPOHHBIX JIOKYMCHTOB Ha (HM3UYECKH O0O0OCOOJICHHBIX
MaTEPUANIbHBIX HOCHUTENSAX KaXKIbIH HOCUTEIh [OJDKEH HMETh HerepMEeTHYHBIN
UHAUBUAYATbHBIN (QyTasp, OpU STOM JOJDKHO OBITh HCKIIOYEHO CBOOOAHOE
nepeMelleHre HOCUTENs BHYTpU QyTiispa.

Oy1aspel ¢ Qunyecku 00OCOOJICHHBIMU MATE€pUATBHBIMH  HOCUTEISIMU
pa3MemaoTcs B OOKcax B CIEHMATM3UPOBAHHBIX IMIKadax, Ha MOJIKAX CTEJUTaKew,
mkadoB. Paccrosane mexay QyriasgpaMu AOMKHO OBITH JOCTATOYHBIM JIJISI TOTO,
4TOOBI HOCUTEIHU MOYKHO OBLIO CBOOOIHO ITOMEIIATH U 1OCTaBaTh U3 OOKca.

[Ipu pazmeniennn QyTasspoB ¢ pu3ndecku 000COOJICHHBIMH MaTepUabHBIMU
HOCUTEIISIMA B OOKCax HEOOXOJMMO pacrojiaraTh UX TaKMM o0pa3om, 4ToObl OBbLIN
BUJIHBI apXUBHBIC MU(PHI €TUHUL] XPAHCHHUS.

[Ipu monroBpeMEHHOM XpaHEHMM AJIEKTPOHHBIX JOKYMEHTOB Ha (hM3HUYECKH
000COOJIEHHBIX MAaTEpPUATBHBIX HOCUTENSIX MPEANOYTEHUE CIEAyeT OTAaBaTh
CHEIUATM3UPOBAHHBIM CPEACTBAM Pa3MEIIEHUsI, B KOTOPHIX HOCUTEIH 3aIUIIAI0TCS
OT BPEIHBIX BO3JCHCTBUI OKpYKarolel cpeabl (MarHUTHBIX, 3JIEKTPOMArHUTHBIX,
TEMIIEPATYPHO-BIAKHOCTHBIX U JIP.).

IX. Opranusanus A0CTYyNAa K JOKYMEHTAM M UX MCI0JIb30BAHUA

9.1. Boi1aya 10KyMEHTOB, B TOM YHCJI€ JJIEKTPOHHBIX IOKYMEHTOB

Boijaua gen, HaxoAsuuxcsi Ha ONEPATUBHOM XPAaHEHUHU B CTPYKTYPHBIX
MOJpa3ieNICHUsIX  YHUBEpCcUTeTa, pPAOOTHUKAM JAPYTUX TOJApA3NeICHUN s
O3HAKOMJICHUS U (WUJIK) [ BPEMEHHOTO MCIOJIb30BaHUS B pabOTe MPOU3BOAUTCS IO
3ampocaM, — MOAMUCAHHBIM  PYKOBOJAUTENEM  (3aMECTUTENIeM  PYKOBOIUTENS)
CTPYKTYPHOI'O MOAPA3EICHUS, 3apPallMBAIOIEro AEI0 (JIOKYMEHT) U C pa3pelieHus
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PYKOBOAUTENS CTPYKTYPHOTO oApa3aeyeHus, JOKYMEHTBI KOTOpOT0
3ampannBarOTC.

Jlena, JOKYMEHTHI BBIJAIOTCS BO BPEMEHHOE IIOJIb30BAaHHE PaOOTHHUKAM
OpraHu3alliy Ha CPOK He Oosiee OJJHOro Mecsua.

l'ocynapcTtBenHbiM opraHaM (cyaeOHBIM, MPABOOXPAHUTEIBHBIM, OpraHaMm
rOCYJapCTBEHHOT'O KOHTPOJISl M Ha/130pa) Jiesia U OTJIeNIbHbIE TOKYMEHTHI BBIJJAIOTCS Ha
OCHOBAaHMHU WX MUCBMEHHBIX 3AlPOCOB C PA3pPEIICHUS PEKTOpa YHUBEPCUTETA WU
WHOT'0 YIIOJITHOMOUYEHHOT'O MM JIMIIA TI0 aKTaM Ha CPOK He 00Jiee 1eCTU MECSIIEB.

[Tpu HEOOXOIUMOCTU CPOK UCTIONB30BAHUS JOKYMEHTOB MOKET OBITh MPOJIJICH.

B nucsrmenHoM 3anpoce pabOTHUKOB OpraHU3aIliy O BbIJadye JTOKYMEHTOB (7€)
BO BPEMEHHOE MOJIb30BAaHUE U3J1aratoTCsl IPUUUHBI, IO KOTOPBIM 3aIIPAIIUBACTCS JI€JI0
(IOKYMEHT) ¥ IIeJIb HCIOJIb30BAaHUS JIOKYMEHTOB, HAXOJSIIMXCS Ha ONEpPaTUBHOM
XpaHCHUHU.

Ha BbIgaHHOE n€10 3aBOAMTCS KapTa-3aMEeCTUTEINb, MOMeEIlaeMas Ha MECTO
BBIJJAHHOTO Jiesia. B Hel yka3bpIBaroTCs MHAEKC JieNia, JaTa €ro BbIIa4M, KOMY JeJI0
BBIJIAHO, JlaTa €ro BO3BpallleHUs, MNpeaycMaTpuBaroTcss rpadbl sl TOANUCEH B
MOJIy4YCHUH U TIpUEMe Jena.

Ha w™ecTo wu3BATOrO MOJIMHHUKA JOKyMEHTAa PaOOTHHUK IOpa3/IeieHUs
BKJIQJBIBAET B JIEJIO JIMCT-3AMECTUTENh C YKa3aHMEM, KOI/a, KOMy U Ha KaKOW CPOK
BbIJIaH JOKYMEHT M MOANUCAMHU B IMOJYYEHHUH U mpueme aena. [Ipu stom B geno
NOMENIAETCs 3aBEPEHHAs KOIUA TIOKYMEHTA.

[locne pemrenust Bompoca, IJsl PACCMOTPEHHUSI KOTOPOro nena (AOKYMEHTHI)
U3BIMAJIUCh MO 3alpocaM TOCYAAPCTBEHHBIX OPraHOB, MOJIMHHUKH JOKYMEHTOB
JOJIKHBI OBITh BO3BPAILIEHBI B OPraHU3AIMIO U TTIOMEIIECHBI B JEJO.

DNEeKTPOHHBIE JOKYMEHTHI, HAXOSIIUECS Ha ONepaTUBHOM XpaHEHUH B 0a3ax
JTaHHBIX WH(GOPMAIIMOHHBIX CHCTEM, BBIJAIOTCA JIJISi MCIIOJIB30BAHHUS B BHJIE KOIUU
AIEKTPOHHBIX TOKYMEHTOB.

[Mopsanok goctyna paOOTHHUKOB OpPraHU3aIllUU K JOKYMEHTaM, pa3MellaeMbIM B
COl wmu wHOW WH(POPMAIIMOHHOW CHUCTEME, YCTAHABIMBACTCS JIOKAJbHBIMH
HOPMAaTUBHBIMU aKTaMU OpPraHU3alllH, OINPECTSIOMNMU TOPSIOK SKCIUTyaTaluu
WH(OOPMAITMOHHOW CHUCTEMBI, U B COOTBETCTBHU C TMEPCOHAIBHBIMU YYETHBIMU
3anucsMu paboTHUKOB B CO/I.

PaGoTtHukam, He UWMEIOIIMM TIpaBa JOCTyMa K COOTBETCTBYIOIICH
WH()OPMAITMOHHONW CHUCTEME, DSJIEKTPOHHBIE JOKYMEHTHI BBIAAIOTCA Ha (PU3UYECKU
000COOJIECHHOM HOCHTEJNE, BBICBUIAIOTCS IO JJICKTPOHHOMY ajpecy pabOoTHHKA,
3ampantuBaroNIero JOKYMEHT, WM UHBIM 00pa3oM.

B crpykrypHOM moapa3feieHuu, BbIAABIIEM JI€NI0 (JIOKYMEHT) BEAETCS y4yeT
BBIJJAHHBIX JIeJ1 (JJOKYMEHTOB) M KOHTPOJIb HMX CBOEBPEMEHHOr0 BO3BpaTa.
DNEeKTpOHHBIE Jiena (JIOKYMEHThI) BO3BpaTy HE MOJJIEeKAT.

PaGoTHuKYM opranmu3auu 00s3aHbl 00ECIIeYNBATH COXPAHHOCTD MOJTYyYEHHBIX BO
BPEMEHHOE MOJIb30BaHUE IOKYMEHTOB (J1€J1) Ha OyMa>XHOM HOCHUTEJIE U HCIO0JIb30BaTh
MOJIYYEHHYI0 UH(POPMAIUIO B CIYKEOHBIX IEJAX B COOTBETCTBUU C TPEOOBAHUSMHU
JIOKaJIbHBIX HOPMATUBHBIX aKTOB. 3alpeliaeTcs nepeaaya moJlydYeHHbIX JOKYMEHTOB
WJIU UX KONUW paOOTHUKAM JAPYTUX MOJpa3/IeICHU UK OpraHU3aluii.
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N3bstue  (BbleMKa) JIOKYMEHTOB, OOpa30BaBIIUXCA B  JIESITEIBHOCTH
OpraHu3anyy, NPOU3BOAUTCA B COOTBETCTBUM C 3aKOHOJATEILCTBOM Poccuiickon
denepauni.

W3paTue (BbleMKa) JOKYMEHTOB MPOU3BOJUTCA HAa OCHOBAHMM MHUCHBMEHHOTO
pacnopskeHus: (MOCTaHOBJIEHMS) COOTBETCTBYIOIIETO OpraHa BJIACTU C Pa3peleHUs
pekTopa YHUBEpCUTETa WJIM MHOTO YHNOJHOMOYEHHOIO UM JIMLA C M3BELICHHEM
PYKOBOJUTENS NOpa3IeeHUs, JOKYMEHTBI KOTOPOTO U3bIMAIOTCS.

®dakt u3bATUA (BBIEMKH) JOKYMEHTOB (DUKCHUPYETCS B IMPOTOKOJE (aKTe)
U3bATUSL (BBIEMKH) JIOKYMEHTOB, KOTOPBIA COCTaBISI€TCSI HE MEHEe 4eM B JBYX
HK3EMIUISIPAX U MOJAMUCHIBACTCS YIOJTHOMOYEHHBIMH MPEACTABUTENSIMU OpraHU3alNU
U COOTBETCTBYIOIETO rOCYJapcTBEHHOTO opraHa. K mpoTokony (akTy) mpuiaraercs
OMHCH (PEECTp) U3BATHIX JOKYMEHTOB (J1€11).

[Ipy u3BATHM TOIJTUHHUKOB JOKYMEHTOB B JI€JO MOMEIIAETCs 3aBepeHHas
KONUSl JIOKYMEHTa, Ha o00OpOTE KOTOPOM YKa3bIBaeTCsl OCHOBAaHUE U3bITHUSA
NOJUTMHHUKA, CPOK BO3Bpara, Jara M MOAMNUCh pabOTHHWKA, OTBETCTBEHHOTO 3a
dbopMupoBaHue U/ UK XpaHEHHUE Jea.

[lonnmuHHUK TOKyMEHTa, WU3bATHIA U3 Jejla Ha OCHOBE COOTBETCTBYIOIIETO
pEILIeHHs], TIOCJIe PACCMOTPEHUS U PEIlIeHUs] BOIIPOCa, BO3BpAIIAETCS B JIEJI0, IPU TOM
KOIUSI, TOMEIIIEHHAs! B IEJI0 BMECTO MOJUIMHHUKA, U3bIMAETCSI.

9.2. Ilepenraya 1OKYMEHTOB AapXMBHOI0 (pOHIA YHHUBEPCUTETA HA
rocyJapcTBeHHOe XpaHeHHe

[logroroBka M mnepenada AOKYMEHTOB, BKIIIOUEHHBIX B COCTaB APXHBHOIO
donna Poccuiickoit @enepanuu, Ha noctosHHoe xpaHeHue B ['KY HanmonanbHBIHM
apxuB Pecnybmuku bamkoprocTaH oCyIIecTBISICTCS B COOTBETCTBUU C [IpaBuiamu
OpraHu3alMy XpaHEHHUs, KOMILJIEKTOBAHUS, y4€Ta WU HCIOJIb30BaHUS JOKYMEHTOB
apXuBHOTO (HOHAA POCCUICKON Qenepanuu W APYTHUX apXUBHBIX JTOKYMEHTOB B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIPAaBJIEHHS W OpPraHU3aLUAX,
YTBEPKACHHBIMU NpuKkazoM PenepanbHOro apxuBHoro areHTcTBa oT 31.07.2023 Ne
77, n o rpaduKy.

Ilepenaua omexTpoHHBIX nokyMeHTOB B ['KY HanwonaneHbelii apxuB
PecniyOnuku bamkopTocTaH OCyImiecTBIsieTcs B BHUJIE KOHTEHHEPOB AIIEKTPOHHBIX
JIOKYMEHTOB 10 MH(POPMAIIMOHHO-TEIEKOMMYHHUKAIIMOHHON CETH WU Ha (pu3nyecku
000CO0JICHHBIX MaTePUAIIbEHBIX HOCUTEIISIX.

X. IEYATAHUME, THPA’ZKUPOBAHUE (KOIIMPOBAHMUE)
JOKYMEHTOB

Pa3MHOXkeHHE TOKYMEHTOB W MAaTepUalioB B YHUBEPCUTETE MPOU3BOAUTCS B
PEIAKIIMOHHO-U3AaTEIBCKOM IIEHTPE OTBEYAIOIEM 33 KOMPOBAIbHO-MHOKUTEIIbHbBIC
paboTHI.

JIOKyMEHTBI W MaTepualibl, MNOAJIeKAIUe KOMUPOBAHUIO, JOJKHBI OBbITh
HareyaTaHbl YETKO U pa300pUMBO Ha OTAEIBHBIX JucTax Oymaru popmara He Oosee
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A3.

Ha moxymMeHTHI WM MaTepHualbl, claBaeMble Ha Pa3MHOKCHHE, KOMTUPOBAHHE
oopmiisiercss ciayxeOHas 3amucKa 3a MOMMUCHI0 PYKOBOIAUTENS CTPYKTYPHOTO
MoJIpa3feNieHus] C MPOCHOO pa3peluTh pa3MHOKEHHE, KOMHUPOBAHUE TOKYMEHTOB.
JlanHas ciry>keOHas 3aIMCKa BUSHPYETCS Y KYPHPYIOHIETO MPOPEKTOpa Y HUBEPCUTETA
1 Cc paspemaroumier Bu3on nepepaerca B PULL ¢ nmpunoxkeHneM COOTBETCTBYIOLINAX
MaTepuagoB Ha OyMaKHOM (M/UJIU JIEKTPOHHOM HOCHUTEIE).

Tupaxx pa3MHOKAaeMBIX JOKYMEHTOB YKa3bIBaeTCsS B CIY)KEOHOW 3amucke
CTPYKTYPHOTO MOApPA3ACICHUs Y HUBEPCHUTETA.

MHOTOTHUPKHBIE MaTePUAJIbl PA3MHOXKAIOTCSI, KaK TIPABUIIO, C YMEHBIIICHUEM U
c 060pOTOM.

OTBETCTBEHHOCTh 3a COJCPKAHWEC M THPAX IMOICKAIIUX PA3ZMHOKCHHUIO
JOKYMEHTOB HECYT JIMIIA, TOAMCABIINE 3TH JTOKYMECHTHI.

KonupoBanue 6J1aHKOB TOKYMEHTOB JTFOOOTO BH/IA 3aMPEIACTCs.

Matepuanbsl Hecly:)keOHOTO XapaKTepa Ha pa3MHOXKEHHE HE TIepeIaroTCsl.

XI. AI3TOTOBJIEHUE, YUET, XPAHEHUE NNEYATEM, IITAMIIOB

(Pazmensr 00  HWCHONB30BaHWM, YHUYTOXKCHHHM TleUaTed MW IITAMIIOB
pernameHtupyroTcss  MHCTpykimed o0  TOpsAlKe  M3TOTOBJICHUS,  XpaHEHWUS,
UCIIOJIb30BaHMs, YHUYTOXKEHHUS  TedaTed W  ITamMrnoB B ¢eaepalibHOM
rOCyIapCTBEHHOM  OIOJDKETHOM  0Opa30BaTEbHOM  YUPEXJACHUH  BBICIIETO
obpazoBaHust «Y PUMCKHUI YHUBEPCUTET HAYKU M TEXHOJIOTHII»)

11.1. UzrotoBnenue repOOBOM U IPYTrUX Mevareid Mpou3BOAUTCS HA OCHOBAHUU
nopydeHus pexkropa YHupepcurera. K mucbmy 00 U3roToBICHUN TIEYaTH MPUIIAraeTcs
COOTBETCTBYIOIIHI oOpaserl.

11.2. U3roToBneHre meyaTd C BOCIPOU3BEACHHEM TOCYIapCTBEHHOTO Tepda
Poccuiickoit @enepanuu ocymiectpisieTcss B coorBeTcTBur ¢ I'OCTom P 51511-2001
«Ilewatn ¢ BocmpousBeneHneM ['ocymapcTBeHHoro repba Poccuiickoit denepanuu.
dopma, pazMepsl U TEXHUYECKHE TPEOOBAHUS».

NzroTtoBienne repOOBOIA IEYaTH JOIKHO OCYIIECTBISITHCS MOTUTPaAhUIECKUMH
U IITEMIIETLHO-TPABEPHBIMU TPEIMPHUATUIME, UMEIOIUMU CEPTUDHUKATHI O HATHYUN
TEXHUYECKUX M TEXHOJIOTMYECKUX BO3MOYKHOCTEW MJI1 U3TOTOBJICHUS TAHHOTO BUJIA
MPOAYKIIMU HA JOJKHOM KaueCTBEHHOM YPOBHE.

11.3. KoHTpoms 3a cobIt0IeHreM TIOopsIKa XpaHeHUsI TepOOBOH 1eyaTH, a TAKKe
3a 3aKOHHOCTBIO MOJIb30BAHUS €10 BO3JIAaraeTcs Ha PEKTOpa Y HUBEPCHUTETA.

OTBETCTBEHHOCTH 32 XpaHEHUE U TOJb30BaHUE repOOBOil MMeYaThi0 BO3JI0KEHA
PEKTOPOM Y HUBEPCHUTETA HA HayaJbHUKA OOIIETO OT/AeNa Y HUBEPCUTETA.

11.4. OTBETCTBEHHOCTh 3a XpaHEHHE U MOJb30BAaHUE MEYATIMH U IITAMIAMU B
CTPYKTYPHBIX TOJIpa3/ICICHUSX Y HUBEPCUTETA BO3JIAraeTcsl Ha PyKOBOIUTEIIS.

11.5. Tleyatn W3roTaBIMBAIOTCA B CTPOrO OTPAHUYEHHOM KOJIMYECTBE U
UCKJIIOYUTEIBHO B CIYKEOHBIX IIeNsaX. PelieHne o HEOOXOIUMOCTH H3TOTOBIICHHS
nevyaTen U X KOJIUYECTBE MPUHUMAET PEKTOP Y HUBEPCUTETA.

3asiBKa Ha U3rOTOBJICHUE MIEYATH U €€ 3CKU3 0OPMIISIIOTCS B COOTBETCTBYIOIIHNX
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MIOJIpa3IeICHUSIX, IIePENAlOTCsl PEKTOPY YHHUBEPCUTETA [ IIOJIYYEHUS PaspelleHus
Ha M3roTOBjeHHE. IIpyM HATUYUU TOJNIOKUTEFHOTO PEeIleHUs Iepefaercs B OOLuit
oTnen YHUBEpPCUTETA JIs OCYIIECTBIEHUS LIEHTPAIU30BaHHOIO U3 OTOBIICHHUS].

11.6. 3roToBiieHHBIE T[€YaTH W IITAaMIBl IEPEHAloTCsl B OTAEN ydeTa
MaTepHaIbHBIX IeHHocTel lleHTpanbHol OyXranTepuu Ui BBIIAYU MaTepUAlIbHO
OTBETCTBEHHOMY JIMIly CTPYKTYPHOTO IIOApAa3JeleHus II0X IIOMIUChH, IIpU
MPEIbSIBICHUN  CIy)KeOHOTO  yIOCTOBEPEHHUS WM  JOPYroro  JOKyMEHTa,
YIOCTOBEPSIOIIEr0 JTUIHOCTE.

11.7. Ilevatu u mTaMnbl YHUBEPCUTETA JOJDKHBI XPAHUTHCS B HECTOPAaeMBIX
MeTaNInYecKuX IKadax uiu cerdax.

11.8. KoHTponb 3a IpaBWIBHOCTBIO XPAaHEHUS M HCIIOJIB30BAaHUS IIeUaTEeH U
IITaMIIOB B  CTPYKTYPHBIX IIOJPa3fElICHUsX YHUBEPCUTETA  OCYIIECTBIISIET
PYKOBOJIUTENH CTPYKTYPHOTO ITOAPa3IeIeHUS.

11.9. Ilepenaya medareli MOCTOPOHHHM JIMI@M U BBIHOC MX U3 IIOMEILEHHI
YHUBepcUTETa HE NOIIyCKAIOTCS.

11.10. IIpumenmmue B HETOJHOCTh M yTPaTUBIIKME IPAKTHUECKOE 3HAUYEHHE
[I€YaTH U IITaMIIbl YHUYTOXAOTCS IO aKTy.

11.11. CotpynHuK, KoTOpoMy OBIIM BBIJAHBI IIeYaThb WM INTAMII, IIPU
OCTaBJICHUM JOJDKHOCTH 00s3aH OCYIIECTBUTH UX Iepenady pPyKOBOIUTEIIO
CTPYKTYPHOT'O IIOApa3IeTICHUs 110 aKTy.

COTMNACOBAHO

Mpotokon Sxcneptho - NPoEepoYHoln
Komucony Y,

nNo psnam zn

PecnyGnuen Bavikoprocran

[/ S A
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ITpunoxxenne Ne 1
K 1. 3.1.4 UHCTpYyKIIMK

POCOM OEJIEPAITMShB] ®OH hoM MUHUCTEPCTBO HAYKHM U BBICHIETO
IOFAPBI BEJIEM BUPEY MUHUCTPJIBIFBL OBPA3ZOBAHUS POCCUIICKOM ®EJIEPALIMN
IOFAPLI BEJIEM BUPEY OETEPAJIBHOE T'OCYJJAPCTBEHHOE
OENIEPAJIb 10YJIOT BIOJXKET MOFAPU®D BIOPKETHOE OBPA30OBATEJIBHOE
YYPEXAEHUEQDBI YUYPEXIAEHUE BbICIHIET'O OBPA30OBAHU A
«OPO ®OH hoM TEXHOJIOT'USIJIAP «YOUMCKU YHUBEPCUTET HAYKHU U
YHUBEPCUTETbI» TEXHOJIOT Uil»
(Ode ynusepcurterbl) (Y pumcknii ynusepeurert, YYHuT)
3oku Bonumu ypamsl, 32, ©Ode kanahsi, BP, 3aku Banunu yi., 32, Ya, 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 MHH/KIIII 0274975591/027401001

oT No
Ha Ne oT

OO0pa3en npoa0JbHOro 0J1aHKA MUCbMA Y HUBEPCUTETa


mailto:rector@uust.ru

MUHUCTEPCTBO HAYKHU M BBICIIETO
OBPA30OBAHHIS POCCUMCKOM ®EJIEPALIAN
®EJIEPAJIBHOE T'OCYJIAPCTBEHHOE BIOI)KETHOE
OBPA3OBATEJILHOE VUPEXJIEHUE
BBICIIIEI'O OFPA30OBAHUS

«YOUMCKHNIA YHUBEPCUTET HAYKH U
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
OTI'PH 1220200037474 OKIIO 79067778
WHH/KIIII 0274975591/027401001

oT Ne
Ha Ne oT
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[Ipunoxenne Ne 2
K 1. 3.1.4 MucTpykiuu

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

Oo0pasen 0J1aHKa MMCHbMA J1JIs1 IEPENUCKH € 3apy0e:KHBIMHM KOPPECIOHAeHTAMH
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[Ipunoxenne Ne 3
K 1. 3.1.4 UHCTpYKIIMK

Oopa3zen o01ero 0JiaHka
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[Ipunoxenne Ne 4
K 1. 3.1.4 UHCTpYKIIMK

MUHUCTEPCTBO HAYKU U BBICIIET'O OBPA3OBAHMS POCCUMICKOI ®EIEPALIUN
®EJIEPAJIBHOE 'OCYJIAPCTBEHHOE BIODKETHOE
OBPA3OBATEJILHOE YUPEXX/IEHUE BBICILIETO OBPA30BAHUS
«YOVUMCKII YHUBEPCUTET HAYKH U TEXHOJIOT Mii»

(YVHuT)

PACHOPAKEHUE

JULMM.ITIT No

Ypa

O0pasen 01aHKa pacnopsiKeHUs!
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ITpunoxxenne Ne 5
K 1. 3.1.4 UHCTpYKIIMK

MUWHHUCTEPCTBO HAYKHU 1 BBICIIET'O OBPA3OBAHMSI POCCUCKOI ®EJIEPAITIN
®EJIEPAJIBHOE T'OCYJIAPCTBEHHOE BIODKETHOE
OBPA3OBATEJIBHOE YUPEX/IEHUE BBICILIETO OBPA30BAHMS
«YOUMCKUN YHUBEPCUTET HAYKU U TEXHOJIOT Uil»

(VYVHuT)

ITPUKA3

JAMMITIT Ne
Ypa

Oo0pa3zen 0s1aHka npukasa
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[Ipunoxenne Ne 6

k . 3.1.5 UucTpykummn

KypHaa ydyera Bbl1auu 0JJAHKOB MUACEM
B CTPYKTYPHbI€ NOApAa3ieleHust

YuuBepcurera
Jlata Cepus unu Homep| HammenoBanue ®.1.0. [Toamuce
OnaHKa MO/Ipa3IeIeHUS MOJIy4aTens B IIOJIyYE€HUHU
1 2 3 4 5

®opma KypHaJa yuyeTa 0JJaHKOB JOKYMEHTOB
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IIpunoxxenue Ne 7
K 1. 3.4.1 UucTpyKmu

YTBEPXJIEHO
npukazoM ®I'bOY BO
«Y pumckuil yHUBEpCUTET
HAyKH U TEXHOJIOTUII»
OT«  » 2023 roma No

2 MENCCMPOUHbLX UHMeEpBeAld

MOJIOKEHHUE
0 (HanMeHOBaHHE CTPYKTYPHOIO ITOApa3AeIeHus B IIPEUIOKHOM MMAAEKE)
2 MeAHCCMPOUHBIX UHMEPBALA
I. O0mue mooKEeHN

[1.3amaun
I1l.  Ctpykrypa

V. ®ynkiun

V. IlpaBa
VI. B3auMOOTHOIICHHS U CBSI3U C IPYTUM CTPYKTYPHBIM OJIpa3ICIICHHEM

VII. OtrBeTCcTBEHHOCTH

3 MedccmpounbIX UHmepsaa
PykoBoautens cTpykTypHOTO nojapasaenenus Iloonuce N.0. ®amunus

Oopa3zen opopmiieHUS MM0JI0KEHUS
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[Ipunoxenne Ne 8
K 1. 3.4.2 UHCTpyKIIMKN

MUWHUCTEPCTBO HAYKU U BBICIIIET'O OFPA3OBAHUA
POCCUNCKOU ®EJEPAIINN
®EJEPAJIBHOE T'OCYJAPCTBEHHOE BIO/DKETHOE
OBPA3OBATEJILHOE YUYPEXJIEHUE BBICIIEI'O OBPA3SOBAHNS
«YOUMCKNI YHUBEPCUTET HAYKU U TEXHOJIOT U»
(YYHuT)

ITPUKA3
25.10.2023 Ne

Ypa

00 yrBep:xnennu Ilopsaaka

B cootBerctBuu ¢ 4. 3 cT. 28 ®enepanpHoro 3akoHa «O0 00pa3oBaHUM B
Poccwiickoii @eneparum» Ne 273-03 o1 29.12.2012 npuka3siBaio:

1. YTBepauth npunaraemsiii [lopsiaox .....

2. [Ipusnars yrparusmmm cuity npukas baml™Vy ot 00.00.0000 r. Ne 000 «O6
YTBEPKICHUU TTOPSIJIKAY.

3. Hacrosimuit npuka3 BCTynaeT B CHITY € AaThl €ro MOAMHCAHUS.

4. OnyonuxoBath [lopsamok B pepakimu HacTosiero nprkasa B [IpaBoBoit 6aze
YVYHuT.

5. KoHTposib 3a NCMOMTHEHUEM HACTOSIIIETO MPUKa3a BO3JIOKUTh Ha MIPOPEKTOpa
.... ®amunus N.0.

PexTop Iloonucw N.0. Gamunus

Oo0pa3sen opopmiieHus npukasa
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[Ipunoxenne Ne 9
K 1. 3.4.2 UHCcTpyKIIMMU

JIMCT COI'JTACOBAHNMA ITPMKA3A

« »

IIpoexkT BHOCHT:

JoIKHOCTB nOONUCYH D.U.0.
oama

CorsacoBaHo:

JlomKHOCTD nOONUCD D.U.0.
oama

JlomKHOCTD NOONUCH D.N.0.
oama

JloImKHOCTD nOONuUCh D.1.0.
oama

JlomKHOCTD NnOONUCH D.N.0.
oama

JlomkHOCTh nOONUCD D.U.O0.
dama

JlomKkHOCTD NnOONUCH D.M1.0.
oama

JIucr corjiacoBaHus MPOeKTa MPHKA3a MevyaTaeTcss Ha 000POTHON CTOPOHE MOC/IeHero JucTa
(Beirpyska us UCY YYHuT)
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[Tpunoxenne Ne 10
K 1. 3.4.2 UHCTpyKIIMKN

MUWHHUCTEPCTBO HAYKHU 1 BBICIIET'O OBPA3OBAHMSI POCCUCKOI ®EJIEPAITIN
®EJIEPAJIBHOE 'OCYJIAPCTBEHHOE BIOKETHOE
OBPA3OBATEJIBHOE YUYPEXX/IEHUE BBICILIETO OBPA30OBAHUS
«YOUMCKNN YHUBEPCUTET HAYKU U TEXHOJIOT Uil»

(VVHuT)

PACHOPAKEHUE

&« » 202 . No

Ypa

O (3aroJioBOK B MPEITI0KHOM IaJI€KeE)

2 MedccmpounbIX UHmMepeand
Bepsmuc ..o 00sI3bIBAIO:
1.
2.

3 MENCCMPOUHBIX URMepeald

PexTop Iloonucw N.0. ®amunus

Oopasen opopMiIeHUs paciopsIKeHUs
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ITpunoxenne Ne 11
K 1. 3.4.3 UHCcTpyKIIMu

MMHUCTEPCTBO HAVKH U BBICIIET'O OBPA30OBAHU S POCCUMCKOM ®EJIEPALINN
OEJIEPAJIBHOE I'OCYJAPCTBEHHOE BIOJDKETHOE
OBPA3OBATEJIbHOE YUPEXJIEHUWE BBICIHEI'O OBPA30OBAHNA
«YOUMCKUN YHUBEPCUTET HAYKU U TEXHOJIOT UI»

(VYVHuT)
INPOTOKO.I
3acegaHus Kageapbl
«  » 20 1. r. Yga Ne

2 MENCCMPOUHBIX URMeEpeald

[Ipencenarens -
((aMuiIHs ¥ MHUIMABI B UMCHUTEIILHOM TTaJICKE)

Cexkperaps -

(paMunus 1 MHULKMAIBI B UMEHUTEIILHOM TaJIe¥Ke)
[IpucyrcTBOBaNM:

((baMI/IJ'II/II/I 1 MHUIUAJIBI YJICHOB KOJUJICTHAJIBHOT'O OpraHa WK NOCTOAHHBIX YYaCTHUKOB COBCIIaHUA B aﬂ(i)aBI/ITHOM
TIOPAAKE B UMCHUTCIIBHOM ITaZICKE 0e3 HaMEHOBAHUS ,I[OJDKHOCTI/I)

[Ipurnamennsie:

(bamunuu W MHUIMAIBI TPHUIVIAIICHHBIX B ajJ(aBUTHOM IOpSIKE B MMEHHTEIFHOM Malexe, HpH
HEOOXOJMMOCTH - C HAMMCHOBAHUEM JIOJDKHOCTH)

IloBecTka qHSA:
1.

(comeprxaHue BOIpoca)

Jloxian

(HaI/IMeHOBaHI/Ie JOJIXKHOCTH, (1)3.MI/IJII/I}I, HWHUIIUAJIbI B POAUTECIIBHOM majgcxKe )
2.
1. CJIYIIAJIU:

((baMPIJ'IPI?I, HWHHUIHAJIbI JOKJIaJYHUKa B pOAUTCIIBHOM IMaJICKE, KPATKOC U3JI0OKECHUE COACPIKAHUA NJOKIIaga (COOGHIGHI/IH,

uH(bOpMaIMN) OT 3 J.e.4. WK cloBa « TeKCT ImpuiaraeTcs»)
BBICTYIINJIA:

(hamuTHs, MHUIMATIBI BRICTYIMBINNX B UMEHHUTEIFHOM ITAJIeXKe; KpaTKoe COAep KaHNe BBICTYIUICHHS MiH cioBa "Tekcr
MPUJIaraeTcs»)

[TOCTAHOBWIJIA (PELLJIN):
1.1 YTBepauTh (IOPYUYUTh, IPEACTABUTS,....)...
12 ..
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2. CJIVIIAJIA:

BBICTVYIIWJIN:
[Iponomxkenune npunoxenue Ne 11
K 1. 3.4.3 UncTtpykunu
I[TOCTAHOBWJIA (PELLAJIN):
2.1...
3 mediccmpounbix unmepeand
3aBenyromuii kadeapoi Toonuce N.0. Gamunus
Cekperapb Iloonuco N.O. ®amunus

Oo0pa3zen opopmiteHHs IPOTOKOIA
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[Tpunoxenne Ne 12
K 1. 3.4.3 UHCTpyKIIMKN

MUWHHUCTEPCTBO HAYKHU 1 BBICIIET'O OBPA3OBAHMSI POCCUCKOI ®EJIEPAITIN
®EJIEPAJIBHOE T'OCYJIAPCTBEHHOE BIODKETHOE
OBPA3OBATEJIBHOE YUPEX/IEHUE BBICILIETO OBPA30BAHMS
«YOUMCKUN YHUBEPCUTET HAYKU U TEXHOJIOT Uil»

(VYVHuT)

MPOTOKOJI
3aceqaHus padoyeid KOMHUCCHHU

(HanMeHOBaHKE Kadeapbl)

« » 20 r. Yoa Ne

IIpucyrcTBOBAIH.

HaunmenoBaHue nOKHOCTH - Hn.0.
damunus

HammMmenoBanne J0KHOCTH - Hn.0.
damunns

HammMmenoBanne J0KHOCTH - Hn.0.
damunus

HaunmenoBaHue nOKHOCTH - Hn.0.
damunns

Hnuyuanvl u pamunuu 6 angpasumuom nopsoxe

1.

(coz[epn(aHI/Ie BOIIpOCa, HAUMCHOBAHUE JOJDKHOCTH, q)aMHHI/IH, I/IHI/IHI/IaJIBI)
1.1. IIpuHSTH K CBEICHHUIO...

2.

(coz[epmaHI/Ie BOIIpOCa, HAUMECHOBAHUE JOJIPKHOCTH, (baMI/IJ'II/IH, I/IHI/IHI/IHJ'ILI)
2.1. [IpuHSATH K CBEJICHUIO. ..

IIpencenarens Iloonucw N.0. Gamunus

CekpeTapb Iloonucw N.O. damumnmms

Oopasen opopMiIeHHsI KPATKOIO NMPOTOKOJIA
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ITpunoxxenne Ne 13
K 1. 3.4.4 UHCcTpyKImu

POCOU OEJEPALIUARBI POH hoM MMHHCTEPCTBO HAYKU U BBICIIEI'O
IOFAPBI BEJIEM BUPEY MUHUNCTPJIBIFBI OBPA30BAHIA POCCUMCKOU ®EJJEPAIINN

IOFAPLI BEJIEM BUPEY OENNEPAJIBHOE 'OCYJJAPCTBEHHOE
OENEPAJIb 18YJIOT BIOJKET MOFAPUD BIO/IKETHOE OBPA30OBATEJIbBHOE
YYPEXJIEHUEQBI YYPEXXJIEHUE BBICIHEI'O OBPA3OBAHN

«OPO ®OH hoM TEXHOJIOT'USJIAP «YOUMCKHUNA YHUBEPCUTET HAYKU U

YHUBEPCUTETbI» TEXHOJIOT' Hil»
(O¢eo yHuBepcuTeTHI) (Y pumckuii ynusepcuret, Y YHuT)
3oxu Bonmuau ypamel, 32, ©de kanahsr, BP, 450076 3aku Banumu yi., 32, Ya, Pb, 450076
Teit.: 8 (347) 272-63-70 dakc: (347) 273-67-78 e-mail: rector@uust.ru https://uust.ru
OKIIO 79067778 OI'PH 1220200037474 THH/KIIII 0274975591/027401001
oT«__ » 20 r. Ne ['eHepaibHOMY TUPEKTOPY

Ha Ne 42-13-29/07-12738 ot 23.06.2023

Hay4YHO-T€XHUYECKOTO IIEHTpa
«Mudopmcucrema
Npanosy A.C.

06 yuactuu B padote cemuHapa «CoBpeMeHHBIH opuc»

VBaxaemsblit Auton Crenanosuy!

denepanabHOE TOCYAAPCTBEHHOE OOJKETHOE 00pa30BATENbHOE YUPEKICHHUE
BhICIIET0 00pa3oBaHus «Y PUMCKHUI YHUBEPCUTET HAYKH M TEXHOJOTUW» (manee -
Y bumcknii yHUBEpCUTET), B OTBET Ha Barire mucsmo ot 23.06.2023 Ne 42-13-29/07-
12738 «O corpyauuyecTBe B cepe aBTOMATU3ALMUU JACIIONPOU3BOJACTBA U
ANIEKTPOHHOTO JIOKYMEHTOO0OpOTay», Mmpuriamaer Bac mpuHsaTh ydactre B paboTe
cemuHapa «CoBpeMeHHbIN 0(duc», MPOBOAUMOTO Ha 0aze Y PUMCKOro YHUBEPCHUTETA

07.07.2023 B 11:00 mo agpecy: r. Yda, yn. K. Mapkca, 1. 12, kopmyc 9.
B mporpamme cemuHapa NpPEeAyCMOTPEHO PacCMOTPEHHE  BOMPOCOB
aBTOMAaTHU3AINH JIeJIOTPON3BOICTBA, AIIEKTPOHHOTO JOKYMEHTO000pOTa,

AIEKTPOHHBIX APXWBOB MPEANPUITUN U OPTaHU3ALIAN.

[Tpunoxenus: 1. [Iporpamma cemunapa «CoBpemeHHbI oduc» Ha 1 1. B 1 3K3.
2. ®opma 3asBkH Ha 1 1. B 1 3K3.

IIpopekTop
110 OPTaHU3aLHOHHOMY Pa3BUTHIO Iloonuce N.0. Gamunus

PaxumoBsa [{unapa ®appaxoBHa,
o01mmii oTIEN, HAYAIbHUK,

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

00000*

Oo0pa3zen opopmiieHus nucbma


mailto:rector@uust.ru

104

[Ipunoxenne Ne 14
K 1. 3.4.6 UHCTpyKIIMKN

MUHUCTEPCTBO HAYKU U BBICIIET'O OBPA3OBAHMS POCCUMICKOI ®EIEPALTUN
®EJIEPAJIBHOE 'OCYJIAPCTBEHHOE BIOJDKETHOE
OBPA3OBATEJILHOE YUPEXXIEHUE
BBICIIIET'O OBPA3OBAHMSI
«YO®UMCKUN YHUBEPCUTET HAYKU U TEXHOJIOT Uil»

(VYVHuT)

AKT Ne
« » 20 r.

HpI/IeMHaH KOMHUCCHA IICPEAACT B

HaUMEHOBAHUE CTPYKTYPHOTO MOPa3Ie/ICHHs
JOKYMEHTHI 00 00pa30BaHUU CTYIEHTOB, IMOCTYNHBIINX Ha TEPBBIA KypC (QHIOIOTHIECKOTO
¢bakynpTeTa 10 OYHOHU OrOKETHOU (hopMe 0OydeHUs:
1o HanpasyieHuio noarotoBku 45.03.01 «®UIJIOJIOT U »

[Tpuka3 o 3a4UCICHUH OT « » 20 1. Ne -JIC
Ne i/ | ®DUO Ne arrecrara | Ne mumoma | Iloamuce
(moyMHHKK) | (MO/UIMHHMK) | CTYACHTA U
JlaTa NoJTy4eHus
JIOKYMEHTa
1 Wpanos Iletp CepreeBuu AC 234967
2 Mopo3soBa (CenuHa) JABC1375570
Exkarepuna BiiagumuposHa
Bcero I wr. I wr.
Bcero: 1mr. 1.
Cpan*: [Moanuce N.0. ®amunus
ITpuns: IToanuce N.0. ®amunus

* YKa3bIBaeTCs (I)aMI/I.HI/ISI TEXHUYCCKOTO CCKPLETApA, HCIOCPECACTBCHHO IICPCAAOIICTO
AOKYMCHTBIL

dopmMa aKkTa nepeaadyu J0KyMEeHTOB 00 00pa3oBaHUM
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CIIPABKA
00 00beMe TOKYMeHT0000poTa
3a 20 r.
(mecst)

ITpunoxxenne Ne 15
K 1. 4.1 UaCTpYKIIUM

JI0KyMEHTBI KoJm4ecTBO JTOKYMEHTOB Bcero
ITOJTUHHUKH TUPAK
MOCTYTAIOTUE
OTIIPABJISIEMBIC
BHYTPCHHUC
HToro
HauanpHuk otyena Iloonuce N.0. ®amunns

APXUBHOI'O JOKYMCHTOBCACHUW A

Jlara

®opma cripaBKH 0 JOKYMEHT0000poTe
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[Ipunoxenne Ne 16
K 1. 7.1. UHCTpYyKIIMUK

OI'bOY BO YTBEPXIAIO
«Y GUMCKUN YHUBEPCUTET HAYKU U TEXHOJIOTHI»
HOMEHKIJIATYPA JEJ PexTop
OI'BOY BO «VY dumckuit
Ha roja YHUBEPCUTET HAYKU U TEXHOJIOTHII»
N.0O. ®amunus
« » 20 roaa

Hupekc gena 3arojioBoK Acia KomngecTBO TOMOB CpOK XPaHCHUS U HpI/IMC‘IaHHH

(uacreit) No craTpu 1o
NIEPEYHIO
1 2 3 4 5

Haspanue pasaciia

HauanpHuk oTnena
APXHUBHOT'O JOKYMEHTOBEICHHUS

(Toamuck) (pacmudpoBKa MOIIICH)
« » 20  ropma
COTI'JTJACOBAHO COI'JTACOBAHO
[Ipotoxon DK YYHuT [IpoTtoxon DIIK Ynpasnenus no nenam apxusos Pb

oT No oT No




107

[Iponomkenue npunoxenus Ne 16
K 11. 7.1. UHCTpYyKLINN

Nrorosas 3anmce 0 KAaTEropusx U KOJIUYECTBE €I, 3aBEICHHBIX B rony B YYHuT
ITo cpokam XpaHeHus Bcero B Tom uncne
[Tepexonsamux C ormetkoit « 1Ky
1 2 3 4

Ha 6ymaxkHOM HOCHTENE
(py HaJIM4YMK TUOPUAHBIX Jel, TOM(2) Ha OyMa)KHOM HOCHTENE YUUTHIBAIOTCS B pasjeine Tadiauus! "Ha
OymakHOM HocuTesne", ToM(a) Ha 9JIEeKTPOHHOM HOCHUTEJIE YUUTBIBAIOTCS B pasJielie TabiIuIbl "IIeKTpOHHBIX"):

[locTostHHOTO

Bpemennoro (cBoimie 10 ser)
Bpemennoro (n0 10 et
BKJIFOYUTEIIHHO)

DNEKTPOHHBIX
(pu HaJIM4YMK TUOPUAHBIX Jel, TOM(a) Ha OyMa)KHOM HOCHUTEJIE YUUTHIBAIOTCS B pasJene Tabnuipsl "Ha
OymaxHOM HocuTese", ToM(a) Ha 9JIEKTPOHHOM HOCHUTEJIE YYUTBIBAIOTCS B pasJielie TabiIuIbl "IIeKTpOHHBIX"):

[locTossHHOTO

Bpemennoro (cBoimie 10 ser)
Bpemennoro (n0 10 et
BKJIFOYUTEITHHO)

NTOI'O:

HauanpHuk oTnemna
APXHUBHOTO JOKYMEHTOBEICHHUS

(TomMCh) (pacmud poBKa MOIIIICH)

« » 20 roma

Htorosnie CBCACHMA IICPCAAHbI B OTACT apXUBHOT'O JOKYMCHTOBCACHMS.

HanmMeHnoBaHue TOJKHOCTH pabOTHHKA
OTJIe€JIa ApXUBHOIO IOKYMEHTOBEAEHUS

(oamuce) (pacmm¢poBKa MOAMNCH)

« » 20 roma

®opMa CBOJHOM HOMEHKJIATYPbI AeJI
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[Ipunoxenne Ne 17
K 1. 7.1. UHCTpYyKIIMUK

dI'bOY BO
«Y pUMCKHI1 YHUBEPCUTET HAYKH U TEXHOJIOTHID)

HanmMeHoBaHMe CTPYKTYpHOTO MOApa3ieNeHus

HOMEHKIIATYPA JIEJI

Ha roJI

WUnpnexc | 3aronosok gena | KonnuyectBo TomoB | Cpok xpanenust u N | [Ipumeuanus
nena (dacreit) CTaThH IO MEPEYHIO
1 2 3 4 5

Haspanue pasaciia

(HauMEHOBaHUE JOJDKHOCTH PYKOBOIHTEIIS (moamuce) (pacurgpoBKa MOAUCH)
CTPYKTYPHOTO TOJPA3ACIICHHS)

« » 20  ropma

COI'JTACOBAHO

(mpu Hanmnuuu DK CTPYKTYPHOTO MOIpa3/ieneHusl)
IIporokos OK cTpyKTypHOro noapasaeseHus
oT Ne

®opMa HOMEHKJIATYPBI J1eJI CTPYKTYPHOI0 NOAPa3/ie1eHHus
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[Ipunoxenne Ne 18
K 1. 8.2. UHCTpyKIIMUK

OI'BOY BO «Y pumckuii yHUBEpCUTET HAYKU U TEXHOJIOTUI

YTBEPXJIAIO
Pexrop ®I'BOY BO
«Y pumMCKHil YHUBEPCUTET
HAYKH U TEXHOJIOTHI»

N.0. ®amunus
« _» 20 roma

AKT Ne

(nata)
O BBIJICJICHUHU K YHUUTOXKEHUIO (APXUBHBIX )

AOKYMCHTOB, HC ITOJIC)KAIIUX XPAHCHUTO

Ha ocHOBanun
(Ha3BaHUE U BBIXOJHBIC TaHHbIC NIEPEYHS JOKYMEHTOB C YKa3aHHUEM CPOKOB MX XPaHEHHUs)

OTOOpaHbl K YHHUUYTOKEHUIO KaK HE MMEIOIIME HAayYHO-HUCTOPHUYECKOW LIEHHOCTU H
YTPAaTHUBIIKE MPAKTHYECKOE 3HAUEHHE TOKYMEHTHI PoH1a Ne

(Ne v Ha3BaHUe QoHTA)

NoNe
OIHCH
(pu
BBIJICJICHU
UK
YHUUTOXE
3arojaoBoK HUIO Ne en. xp. Cpoxu
No nena nokymento | o onucu | Kommuec | xpaHeHus
. /;T (rpynmoBoi [ombr B 1ipH (MHIEKC 10 | TBO €. u NoNe [Tpumevanus
3aroJIoBOK H?;:;?K HOMEHKJIAT | Xp. (en) | crateit mo
JIOKYMEHTOB) nepenaue B | YDE JEI) MIEPEYHIO
apXuB
opraHnusan
un, rpada
HC
3aIl0JIHACT
cs)
1 2 3 4 5 6 7 8
Hroro en. Xp. (1men, SIEKTPOHHBIX JIe)T) 3a TOJIbI
(undpamu 1 IPOTUCEHIO)
Onucu fei MOCTOSSHHOTO XPaHEHUS 3a rozibl yrBepxkaeHsl DK
(HaMEHOBaHNE aAPXUBHOTO YUPESHKACHHS)
MIPOTOKOJ OT No

HauanpHuk oTnesna

APXHUBHOI'O0 JOKYMCHTOBCACHUSA
(noamuce) (pacundpoBKa MoANKCH)




COI''TACOBAHO
[IpoToxon OK YYHuT

oT Ne

]_IOKYMCHTI)I B KOJIMYCCTBC
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[Iponomkenue npunoxenus Ne 18
K 11. 8.2. UHCcTpyKUIMK

YTBEPX/JIEH
IIporokoi YnpasieHus 10 aejaam
apxuBoB Pecny6nuku bamikoprocran
OT Ne

ea.Xp. (e, PIEKTPOHHBIX JIeT):

- Ha 6YMa}KHOM HOCHTCJIC BCCOM

- Ha 3JICKTPOHHOM HOCHUTCJIC CAaHbl HA YHUYTOKCHHC

KI' CAaHbl HA YHUYTOKCHHUC

(crIoco0 YHUYTOXKEHUS)

HanmeHoBaHMe TOKHOCTH paOOTHHKA,

CAaBIICTO JOKYMCHTBI

(Toxmrck) (pactmdpoka moammcH)

« » 20  roma

HN3meHeHus B YUCTHBIC JOKYMCHTBI BHCCCHBI

HanmMeHnoBaHue TOJKHOCTH pabOTHHKA
(Tmorrck) (pactumdpoBka moamnmcH)

« » 20  ropma

®dopMa aKTa 0 BbICJECHUH K YHUYTOKEHHIO (APXUBHBIX) JOKYMEHTOB, He MOJIeKAIIUX
XpPaHEeHHUI0
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JIMCT-3ABEPUTEJIb AEJIA Ne

B nene noammTo u NpoHyMepoBaHO

[Ipunoxenne Ne 19
K 1. 8.3. MHCTpyKIIMK

JINCTOB

(tmdpamMu ¥ IPOTTUCHIO)

c Ne o Ne

JIuTepHble HOMEpPA JIUCTOB

, B TOM YHCJIE:

[IpomnymienHbie HOMepa JIMCTOB

+ JIMCTOB BHYTPEHHEH OIUCH

OcobenHocTH (PU3MYECKOTO COCTOSIHUS ¥ JOPMUPOBAHUS Aeiia

Howmepa sncros

1

2

HanmenoBanue 10mKHOCTH pabOTHHUKA
(moamwcs) (pactmmdpoBka moammcn)

« » 20 rona

(I)opma JIUCTA-3aBEpUTEIIA AeJ1a
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[Ipunoxenne Ne 20
K 1. 8.3. MHCTpyKIIMK

BryTtpennss onuch TOKyMeHTOB aena Ne

Ne | Perucrtpanumonusbiii Ne [ara 3aroiaoBok NoeNe nucroB | [Ipumeuanus
/1 JIOKYMEHTA JIOKYMEHTa JIOKYMEHTA Jena
1 2 3 4 3) 6
Hroro JIOKYMEHTOB.

(mmpaMu U IPOTTUCHIO)

KonnuecTBoO 1MCTOB BHYTPEHHEN ONUCH JUL.
(mdpamMu 1 TPOMUCHIO)

HaumenoBaHue 10KHOCTH JIMIIA,
COCTaBUBILETO BHYTPEHHIOIO
ONHUCH TOKYMEHTOB Jena

(moamuce) (pacmmppoBKa TOAMHCH)

(mara)

®opma BHYTPEHHEH ONIMCH JOKYMEHTOB JeJia
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[Ipunoxenne Ne 21
K 1. 8.3. MHCTpyKIIMK

®D. Ne
On. Ne
. Ne

(HaMMEeHOBaHUE roCYAapCTBEHHOT0 (MyHHUIIMIIAJILHOTO) apX1Ba)

MUHUCTEPCTBO HAYKH U BBICIIET'O OBPA30BAHMS POCCUICKOU ®EIEPALIAN
®EJIEPAJILHOE I'OCYJJAPCTBEHHOE BIOJIKETHOE OBPA30BATEJIBHOE
VUPEXXJIEHUE BBICIIIETO OBPA30BAHHUS
«YOUMCKUI YHUBEPCUTET HAYKU 1 TEXHOJIOT Uil»

(YYHuT)

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3/ICICHNUS)

JAEJIO Ne TOM Ne

(3aroyioBOK Jena)

(xpaiiHue JatTbl)

Ha JIMCTax
XpaHUTh

dD. Ne
Omn. Ne
. Ne

dopma 00J105KKH J1es1a
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[Ipunoxenne Ne 22
K 1. 8.4. UHCTpyKIIMUK

dI'bOY BO
«Y puMCcKuil yHUBEPCUTET HAYKH U TEXHOJIOTHID)

HanmMeHoBaHMe CTPYKTYpHOTO MOApa3ieNeHus

OIINCDH Ne
ACJ, JOKYMCHTOB
3a ro
Cpox
XpaHEeHHUs
Ne | Unpexc 3arooBoK Jena Kpaitane | (tpadarne  Konuuectso o
n/n| nena A narpl | CAHOMHACTCAB | pperop PHMCHAHHA
OIIMCHU AeJ1

IIOCTOSAHHOTO
CpOKa XpaHEHHs])

1 2 3 4 5 6 7
HaszBanue paznena

B nanHbIM pasgen onucu BHECEHO

(umpaMu 1 TPOMUCHIO)

pi(A) |
¢ No o Ne , B TOM YHCJIC:
JUTEPHBIC HOMEpa:
MIPONYILIEHHBIE HOMEPA:
(HanMeHOBaHHE JOHKHOCTH (moamucy) (pacuudpoBKa Mmorcy)
COCTaBUTEIS OTIFICH)
(HamMeHOBaHUE JIOJDKHOCTH (Totrrck) (pactmmdpoBka moamnmcH)

PYKOBOAMTEIS TTOAPA3IEIECHHU)

« » 20 rona

COI'JTACOBAHO
(npu Hanuunu DK CTpyKTYypHOTO MoApa3ieieHusl)
[Tporokos K cTpyKkTypHOTro noapa3aeieHus

oT No
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[Iponomkenune npunoxenus: Ne 22
K 11. 8.4. UHCcTpyKLINK
[Tepenan Jel
(T pamMu 11 IPOTIUCHIO)

u PETUCTPATHOHHO-KOHTPOJBHBIX KaPpTOTCK K JOKYMCHTAM.
(mdpamu 1 IPOTTUCHIO)

(HaMMEHOBaHUE TOKHOCTH (mozmucs) (pacindpoBKa MOAINCH)

COCTaBHTEJISI OITUCH)

« » 20  roma

[Ipunsin Jel
(TmdpamMu 1 TIPOITUCHIO)

u PEruCcTpannOHHO-KOHTPOJIbHBIX

(mrdpamu 1 IPOTMUCHIO)
KapTOTCK K IOKYMCHTAaM.

ApxuBapuyc
OTJI€JIa ApXUBHOTO JIOKYMEHTOBEACHUS

(moamnuce) (pacmmdpoBka moanucH)

« » 20  roma

®opmMa ONKCH eI CTPYKTYPHOIO NMOAPAa3/ieIeHUs
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[Tpunoxenue Ne 23
K 11. 8.4. UHcTpyKLIMN

OI'bOY BO
«Y GUMCKUN YHUBEPCUTET HAYKU U TEXHOJIOTHUI»

HanMeHnoBaH#E CTPYKTYpPHOTO TTOApa3ICICHUS
®onp No

OITNCDB Ne

AIIEKTPOHHBIX TOKYMEHTOB

(OCTOSTHHOTO XpaHEHUsI/BPEMEHHOTO

(cBpime 10 1eT) XpaHeHUs/TIO JIMYHOMY

COCTaBy)
3a roj
N /| Uupexc 3aroyioBoOK PerncrpaninoHHbIH Bun u 3aronoBok Hara Cpox | KonuuectBo | O6bem B | [Ipumeuanus
JieNla  [PJIEKTPOHHOTIO JAeia HOMEp JIEKTPOHHOTO JIOKYMEHTA [IOKYMEHTa| XpaHeHus | (ailioB OaiiTax
110 HOMEHKJIAType | 3JIEKTPOHHOIO (kKomMuecTBO
JIOKyMEHTa ¢aitnos B
KOHTEHHEepe)
1 2 3 4 5 6 7 8

B nannbIN pa3gen onucu BHECEHO

(mdpaMu 1 TPOMUCHIO)
QJICKTPOHHBIX TOKYMCHTOB

¢ No o No
00BbEMOM OaiT.
B ToMm umciie nuTepHbie HOMEpa:




IIPOIYIICHHBIE HOMEpPA:
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K 27eKkTpoHHBIM TOKyMEHTaM COCTABJICHBI peeCTPhI (PailioB.

(HauMeHOBaHUE TOJDKHOCTH
COCTABHUTEIIS OITHCH)

(HamMeHOBaHUE TOJDKHOCTH
PYKOBOAMTES TOAPA3IEICHU)

« » 20  roma

COI''TACOBAHO
(mpu Hanuunu DK CTPyKTYypHOTO MOAPA3ICICHHUS )
[TpoTokon DK cTpyKTypHOrO nopa3ieaeHust

oT No

ITepenan

[Iponomkenue npunoxenue Ne 23
K 11. 8.4. UHcTpyKLIMN

(mommcsk) (pacmmdpoBKa MOAITHCH)

(moxnucs) (pacuudpoBKa MoNMIcH)

QJICKTPOHHBIX JOKYMCHTOB

(umdpamu 1 IPOIUCHIO)
00BEMOM

Oaur.

(urdpamu 1 IPOMTUCHIO)

(HaI/IMeHOBaHI/Ie JOJDKHOCTH
COCTaBHUTEIIS OTIHCH)

« » 20  ropa

(moamwcp) (pacumdpoBka moamnucn)
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HpI/IHﬂJ'I QJICKTPOHHBIX JOKYMCHTOB
(T pamMu 11 IPOTIUCHIO)

[Iponomxkenue npunoxxenne No 23
K 1. 8.4. UncTpyKkumu

00BeMOM OamT.
(T pamMu ¥ IPOTIUCHIO)

ApxuBapuyc
OTAC)Ia apXUBHOI'O JIOKYMCHTOBCACHU
(Tmoammck) (pacmm¢poBKa MOAIHCH)
« » 20 rona
Peectp ¢aiiioB 35eKTPOHHOTO TOKYMEHTa
Ne n/n Ne anexTpoHHOTO HaumenoBanue ¢aiina Jara u Bpems nocneanero |O6beM (B Oaiitax)| Popmar ¢aiina
JIOKYMEHTa TI0 OTIMCH n3MeHeHus (aiiia

®DopMa ONHUCH YICKTPOHHBIX JOKYMEHTOB CTPYKTYPHOI'O IOAPAa3/Ae/IeHUs
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ITpunoxxenne Ne 24
K 1. 8.4. UncTpyKkumu

dI'bOY BO YTBEPX/AIO
«Y pumMCKHil YHUBEPCUTET HAYKU U TEXHOJIOTHIl»

®OHJI Ne P-802 Pextop
®I'BOY BO «VY ¢pumMckuit
YHUBEPCUTET HAYKU U TEXHOJIOTHID)

OIMUCBH Ne N.0. ®amunus
ACJ, JOKYMCHTOB ITOCTOAHHOI'O XpaHCHUSA
3a roji(bl) « » 20 roja
Ne /m| UWunekc 3aronoBok nena | Kpaitnue natel | KonnuectBo nucroB | [Ipumeuanus
nena
1 2 3 4 5 6

Haspanue pasaciia

B nanHbIM pas3esn onucu BHECEHO

(mudpaMu 1 TPOTUCHIO)

hi(Sh)
¢ No o Ne , B TOM 4HCJIE:
JIUTCPHBIC HOMCpaA:
IIPONYILIEHHbIE HOMEpPA:
(HauMeHOBaHUE JTOJDKHOCTH (TmoxmHch) (pactmmdpoBka moamnmcH)

COCTaBUTEISI OIIMICH)

« » 20  rona

HavanpHuk otmerna
apXUBHOIO JOKYMEHTOBEACHUS

(moamwcn) (pacmmdpoBka moamnucn)
COI'JTACOBAHO YTBEPXJIEHA
[TpoTokon DK YYHuT IIporokoi
VYrpaBiienus 1o JiejiaM apX1uBOB
Pecny6nuku bamkoprocran
oT Ne oT Ne

(I)opMa roaoBoro pasaeja onmmcu el moCTOAHHOI0 XpaHeHUs
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ITpunoxxenne Ne 25
K 1. 8.4. UncTpyKkumu

OI'BOY BO «YdumMmckuit yHUBEPCUTET HAYKU U TEXHOJIOT Ui

YTBEPX/IAIO
Pektop
OI'bOY BO «Y pumckuit
YHUBEPCUTET HAYKH U TEXHOJIOT U

N.O. ®amunus
« » 20 roga
dOH/I Ne P-802
OIINCDH Ne
JIeJI, TOKYMEHTOB I10 JINYHOMY COCTaBy 3a roJi(bl)
Ne |Mupekc| 3arosoBok nena Kpaiinue Cpok KomunuectBo | [lpumeuanus
n/o | nena JaThI XpaHEHUS JIUCTOB
1 2 3 4 5 6 7

Hazpanue pasaciia

B nanHbIi pa3gen onucu BHECEHO

(undpaMu U MPOIHUCHIO)

ACI
c No mo Ne , B TOM YHCJIC:
JUTEpPHBIE HOMEpA:
MPOIYILIECHHbIE HOMEpA:
(HanMeHoBaHHUE JOHKHOCTH (moammcy) (pacmrdpoBKa MoJIHUCH)

COCTAaBHUTEIIA OHHCH)

« » 20  roma

HauanpHuk otnesna

APXHUBHOI'O JIOKYMCHTOBCIACHU A
(moamwcn) (pacmmdpoBka moamnucn)

« » 20  rona

COI''TACOBAHO YTBEPXJIEHA
[Tpotokon DK YVHuUT IlpoTtokon YnpasieHus mno jaeinam apxuBoB PecnyOnuku
bamkoprocran
OT No oT No

(I)opMa roaoBoro pasaeja onmcu aeJ mo JU4YHOMYy COCTaBy
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ITpunoxxenne Ne 26
K 1. 8.4. UncTpyKkumu

OI'BOY BO «YdumMmckuit yHUBEPCUTET HAYKU U TEXHOJIOT Ui

YTBEPX/IAIO
OOH/JI Ne P-802 Pextop
®T'BOY BO «Y pumckuit
YHUBEPCUTET HAYKU U TEXHOJOTHI»

OIIUCDH Ne N.0O. ®amunus
ACJI, IOKYMCHTOB IIO JIMYHOMY COCTaBYy
3a roJi(bl) « » 20 roaa
Ne |Mupekc| 3arosioBok nena Kpaiinue Cpok KomunuectBo | [lpumeuanus
n/o | nena JIAThI XpaHEHUS JIUCTOB
1 2 3 4 5 6 7

Ha3sanue pa3aena

B nanHbIi pa3gen onucu BHECEHO

(undpaMu U IPOIUCHIO)

hi(Sh)
¢ No o Ne , B TOM 4HCJIE:
JUTEPHBIC HOMEpA!
MPONYIIEHHbIE HOMEpA!

(HauMeHOBaHUE TOJDKHOCTH (Tonmuce) (pactmdpoBka MOAMKUCH)
COCTaBUTEIISI OTIHICH)

« » 20  roma

HavanpHuk otmerna

APXHUBHOI'O JOKYMCHTOBCACHUA
(Torrck) (pactmdpoBka moanmcH)

« » 20  rona

COI'JTACOBAHO YTBEPXJIEHA
[Tporokon K YYHuT [lIpotokon Ynpasnenus mo aenam apxuBoB PecryOimku
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

dI'bOY BO «Y GUMCKUI YHUBEPCUTET HAYKU U TEXHOJIOTUI»
YTBEPX/IAIO
®OH/I Ne P-802 PexTop
OI'BOY BO «VY dumckuit
YHUBEPCHUTET HAYKHU U TEXHOJOTHI»

OIICH Ne N.0. Gamunus
AIEKTPOHHBIX JOKYMEHTOB
(IOCTOSTHHOTO XpaHEHHUsI/BPEMEHHOTO
(cBbime 10 neT) XxpaHeHUs/II0 JIUYHOMY

COCTaBy)
3a rof «__ » 20__ rona
Nen/m| Wupaexc 3aroyIoBOK Perucrpanuonnslii |[Bun u 3arosoBok|  Jlara Cpox KomnuectBo | O6bem B | [Ipumeuanus
nena HIIEKTPOHHOIO A€JIa 10 HOMEp JJIEKTPOHHOTO | JIOKYMEHTA | XPaHEHHUs ¢aiinos Oaiitax
HOMEHKJIaType 3JIEKTPOHHOTO JIOKyMEHTa (KomMuecTBO
JIOKyYMEHTa ¢aiinos B
KOHTEITHepe)
1 2 3 4 S) 6 7 8 9 10

B nmanHbIM pa3en onucu BHECEHO

(TmdpaMu 1 IPOMUCHIO)
QJICKTPOHHBIX TOKYMCHTOB

¢ No o No
00BbEMOM Oaiit. B ToM unciie
JUTEPHBIC HOMEPA:




IMPOIIYIICHHBIC HOMCPA!
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K nenam cocraBiieHsl peecTphl (ailyios.

[Iponomxkenue npunoxxenne No 27

K 1. 8.4. UncTpykumu

(HauMeHOBaHUE TOJKHOCTH (moxmuce) (pacmudpoBKa MOAIKCH)
COCTaBHTEJS OTIHCH)
« » 20  roma
Hagansauk oTaciaa
APXHUBHOI'O IOKYMCHTOBCIACHUA
(moamuce) (pacurdpoBKa MoIKCH)
« » 20 rona

COI'JTACOBAHO YTBEPXJIEHA
IIpoToxon OK YYHuT [Iporokon DIIK Ympasnenus no nenam apxusos Pb
OT Ne oT Ne

Peectp ¢aiiioB 25eKTPOHHOTO TOKYMEHTA
Ne n/n Ne anexTpoHHOTO HaumenoBanue ¢aiina Jara u Bpems nocneanero |O6beM (B Oaiitax)| Popmar ¢aiina

JOKYMCHTA 110 OITMCH

n3MeHeHus (aiina

®opma ro10BoOro pasjesa olucH e o JHYHOMY COCTaBy
AeJ1 BpeMeHHBbIX (cBbimie 10 j1eT) cpoKkoB XpaHeHHUs! 3JIEKTPOHHBIX JOKYMEHTOB
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KypHnaa ydyera nevyareii M IITAMIIOB

[Tpunoxenue Ne 28
K 1. 9.7 MHCTpYKIIMH

®opma KypHaAJIA yyeTa neyare 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)
HCIIOIBL30BaHuE ITeYaTH
(mrramma)
1 2 3 4 5
ITpnmeuann
OTMeTKa 0 BO3Bpare pUMCHAHHC
OTTHCK ITeYaTH
JlaTa Bo3Bpara u
(lwramna)
pocuCch paOOTHUKA B
[pueMe nevyaTu
6 7 8
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[Tpunoxenne Ne 29
K 11. 3.4.5 UncTpykuun
Komy: PykoBonurensiM cTpyKTypHBIX TOAPA3ACICHUI Y HUBEPCUTETA
Ot: ®amunus U.0., mpopekTop YHUBEPCUTETA MO COJAEPKAHUIO U PA3BUTUIO UMYILIECTBEHHOTO
KOMILJIEKCa
Hara: 17 aBrycra 2023 r.
Tema: Ilonaua 3as1BOK Ha aBTOTPAHCIIOPT

CJHY/KEBHAS 3AIIMCKA

B nensax mnoBeimeHuss 3((EKTUBHOCTH HCIHOJIB30BAaHUS U COKpAIIECHUS IPOCTOEB
aBTOTPAHCIIOPTHBIX CPEACTB MpPOUIY PYKOBOAUTENIEH NOApa3/leieHUid MoJaBaTh 3asiBKM Ha
aBTOTPAHCHOPTHBIE cpeacTBa He no3aHee 15:00 gHs, npeamecTBYIOmEero Noe3aKe.

[IpopexTop
10 COAECPKAHUIO U Pa3BUTHIO
MMYIIECTBEHHOTO KOMIIJIEKCa Toonuce HN.0. damunus

Oo0pasen opopMieHUs CaykeOHOM 3aNIMCKU HA OCHOBE JJIEKTPOHHOT0 IA0JI0OHA



.

Il.
3.1
3.2.
3.3.
3.4

3.4.1.
3.4.2.
3.4.3.
3.44.
3.4.5.
3.4.6.

V.

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.
1.7,
VIILI.
8.1.
8.2.
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