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1. OBIIME ITOJIOXKEHUA

1.1. WHucTpykuus 1o AeIonpous3BOACTBY (nanee — VIHCTpyKuMs) yCTaHaBIMBACT €IUHBIC
TpeOOBaHUs K MOAIOTOBKE, 00pabOTKEe, XPaHECHUIO U HCIOJIb30BAHUIO OOpPA3yIOIIUXCS B JIE€ATEIbHOCTH
(benepanbHOro TOCYAapCTBEHHOTO OIO/PKETHOTO 00pa30BaTEIBHOIO YUPEKICHHUS BBICIIEIO 00pa3oBaHMS
«bpatckuii Tocy1apcTBeHHBI YHUBEpCUTET» (nanee — YHuBepcureT, bpl'Y) nokymeHTOB, criocoOCTByeT
COBEPIICHCTBOBAHMIO JeonpousBoacTBa bpl'Y u moBbimeHnio ero 3QQexkTUBHOCTH. MHCTpyKIHs
BBOAUTCA B JeictBue mnpukazom pektopa DPI'BOY BO «bpl'¥Y», ycranaBiuBaeT HOpMaTHBHBIE
TpeOoBaHus, 00s3aTeNbHbIE Ui BCEX pPAOOTHUKOB, M 3aKPEIUIIET JIyYIIyI TPaKTHKY pPaOOTHI C
JOKYMEHTaMH B Y HUBEPCUTETE.

1.2. Tlonmoxxenusi Hactosimedd WHCTPYKIIMM pPacpOCTPAHSIOTCS HAa OpPraHMU3aIMi0 paboThl C
JOKYMEHTaMH B Y HUBEPCUTETE.

1.3. IlHCTpyKIMs IPUMEHSETCS BO BCEX CTPYKTYPHBIX MOJPA3ICIICHUsIX Y HUBEPCUTETA.

1.4. Hacrosmas WMHCTpykuus ycTaHaBIMBaeT €AMHYIO CHCTEMY JIEJIOINpPOM3BOJICTBA B
YHHUBepcHUTeTe, MOPSIOK MOATOTOBKH, 0(OPMIICHHS, IIPOXOKACHUS, KOHTPOJISA 32 UCIIOJIHEHUEM, YIETOM,
XpaHEeHUEM, NTe4aTaHueM, KOIIMPOBAHUEM U TUPAKUPOBAHUEM CITYKEOHBIX TOKYMEHTOB.

1.5. PykoBoncTtBOo M KOHTpoib 3a BeleHueM jaenonpousBoactsa B ®I'bOY BO "bpI'V"
OCYILECTBIISICT OTBETCTBEHHBIM paOOTHUK KaHUEJIIPUM, Ha3HAYEHHBINH MPUKA30M PEKTOpa, WU JHIIO0, ero
3aMeIaouice.

OTBeTcTBEeHHBI PAOOTHUK KaHLEISPUU JAaeT yKa3aHUS IO BOIPOCAM OpraHU3alMHM BEICHUS
JIeJIONPOU3BOJICTBA, 00s3aTEIbHbIE JJI1 UCIOJIHEHUSI CTPYKTYPHBIMH IMOJPa3/JeICHUsIMU Y HUBEPCUTETA,
IIPOBEPSET COCTOSHUE JEJIONPOU3BOJCTBA U OCYLIECTBISET 0OyueHHEe pabOOTHHUKOB, OTBETCTBEHHBIX 3a
BEJICHUE JIEI0NPOU3BO/ICTBA.

1.6. OTBeTCTBEHHOCTh 3a OPraHU3ALMIO JEJIONPOU3BOJCTBA, CBOEBPEMEHHOE U KayeCTBEHHOE
UCIOJIHEHUE JIOKYMEHTOB, MX COXpPAaHHOCTb BO3Jaraercsi Ha pYKOBOJIUTENIEH CTPYKTYpPHBIX
noapaznenennit ®I'bOY BO "bpl'V".

1.7. PykoBoauTenb CTPYKTYpHOTO IOJpa3/JelieHUs Ha3HauyaeT OTBETCTBEHHOI'O 3a BEACHUE
JIeTIOTIPOU3BOICTBA, KOTOPBIH 00€CIIeUnBaeT y4yeT U MPOXOKIEHUE JOKYMEHTOB B YCTaHOBJIEHHBIE CPOKH,
MH(OPMUPYET PYKOBOJIUTENSI O COCTOSIHUM MX HMCIIOJIHEHMSI, OCYILECTBISET BeleHue U (HOpMUpPOBaHUE
JIeJI B COOTBETCTBUU C HOMEHKJIATYpOH €I, Iepefavy UX Ha XpaHEHUE B apXUB, a TAKXKE 03HAKOMIICHHUE
PabOTHUKOB C HOPMAaTUBHBIMU U METOAMYECKUMHU JOKYMEHTaMH 110 JEJIONPOU3BOICTBY.

PykoBoauTeNnn CTPYKTYpHBIX MOApa3AeieHUi OOeCcneyrBaloT HCIHOJIb30BAHUE AaKTYaJIbHBIX
JTIOKYMEHTOB, PYKOBOACTBYIOTCSA MHCTpYKIIHEH, aKTyalIbHOM CBOJHON HOMEHKJIATYypOW N1€Jl, IPUHUMAIOT
Mepbl K COKpallleHHI0 OyMa)KHOW MNepenucKkd, 00ecrneunBaloT MPaBUIBHOE pPAcXoj0BaHHE OJIAHKOB
JTIOKYMEHTOB U Oymard.

BHOBb mpuHATHIE PaOOTHUKH, 3aHMMAIOLIMECS BEICHHEM JENIONPOU3BOJCTBA, JOJKHBI OBITH B
T€YeHHE Tpex pabouux JHEH O3HAKOMIIEHBI PYKOBOJIUTENSIMU COOTBETCTBYIOIMX IOAPA3AEICHUM C
JOJDKHOCTHOM HMHCTPYKLUEH, CTPYKTYpOH YHUBEpPCUTETAa U PaACIOJIOKEHUEM monpasnaencHun bpl'V,
Hacrosimie HMHCTpyKnMeW, HOMEHKIATypoH el CTPYKTYpPHOIO ITOAPA3/ENICHUs, YCTAHOBJICHHBIM
nopsakoM paboTsl. Kpome Toro, B TeueHue Tpex pabouux AHEWH BHOBb MPUHATHIE paOOTHHUKH B OTIelNe
KaJIpOB YHMBEPCHUTETA O3HAKOMISIIOTCS C YCTaBOM YHHMBEpPCUTETa, KOJIEKTUBHBIM JOTOBOPOM,
Konekcom stuku pabotHukoB bpl'Y u HHBIMU JIOKQJIBHBIMA HOPMATUBHBIMU aKTaMH, JEMCTBYIOIIMMH Ha
MOMEHT TPYAOYCTPOUCTBA.

1.8. PaGoTHUKM CTPYKTYpHBIX NOJApa3JeNeHH HEeCyT OTBETCTBEHHOCTh 3a BBINIOJHEHHE
TpeboBanuil MHCTpyKIIMK, 32 COXPAaHHOCTh HAaXOSIIMUXCS y HUX J0KyMeHTOB. OO0 yTpaTe HOKYMEHTOB
HEMEJICHHO JOKJIAbIBalOT PyKOBOJUTEINIO CTPYKTYPHOIO MTOAPA3AEIICHNsl Y HUBEPCUTETA.

1.9. ComepxaHue JOKYMEHTOB HE IMOMJICKHUT pasriameHnto. C JOKyMEHTaMHU JOJDKHBI OBITh
O3HAaKOMJICHBI (JIMYHO MO TOAIUCH H/WIN Yepe3 CUCTEMY AIIEKTPOHHOTO JJOKYMEHTOO00POTa) TOIBKO Te
JUIa, KOTOPbIE UMEIOT HEMOCPEACTBEHHOE OTHOILIEHUE K UX COJIEP KAHUIO UITU HCTIOTHEHHUIO.

1.10. BzaumopeiicTBue co cpeacTBaMH MaccoBOW HMHGOpMaIuM, Iepegadya UM KakoW-1ubo
nH(pOPMaLIUK WK JOKYMEHTOB U MX KOMHI JOMyCKaeTcsl TOJNBbKO C pa3pelleHus] peKTopa YHUBEpCUTETa
WM UHOTO YIOJHOMOYEHHOI'O UM JOJKHOCTHOTO JIMLIA.
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BrlemMka JOKYyMEHTOB OpraHaMH BHYTPEHHUX Jel, (enepanbHOil ciry:k00i 0Ge30macHOCTH,
CylneOHBIMU OpraHaMHu TPOW3BOJMTCS B YCTAHOBJIEHHOM 3akoHOM Poccuiickoit ®denepanuu mopsake u
oopmIsieTcss akTOM U3BTHS.

2. HOPMATUBHBIE CCBIJIKA

2.1. ®depepanpubiii 3akoH oT 22.10.2004 Ne 125-®3 «O6 apxuBHOM jnene B Poccuiickoii
denepanuny».

2.2. Oenepanbubiii 3ak0H 0T 06.04.2011 Ne 63-D3 «O06 35IeKTPOHHOMN TOITUCHY.

2.3. ®enepanpHbiii 3ak0H OT 27.07.2006 No 149-d3 «O6 wundpopmanmu, MHGHOPMAITHOHHBIX
TEXHOJIOTUSIX U O 3aIIUTE HH(OPMAIIHION.

2.4. ®enepanbubiii 3ak0H PO ot 29.06.2015 Ne 162-03 «O crangaptusanuu B Poccuiickoit
denepanuny.

2.5. ®enepanbhbiii 3akoH PD o1 27.07.2006 Ne 152-D3 «O nepcoHaabHbIX TaHHBIX).

2.6. Ilpukaz Munkynastypsl Poccum ot 31.03.2015 Ne 526 «OO6 yrBepxnenun IlpaBuin
OpraHM3alli XpaHEHUs, KOMIUIEKTOBAHUS, ydeTa M HCIOJIb30BAHMS JTOKYMEHTOB ApPXUBHOro (oHma
Poccuiickoit denepanuuy u Ipyrux apXuBHBIX JOKYMEHTOB B OpraHax roCyAapCTBEHHOM BJIACTH, OpraHax
MECTHOT'O CaMOYIIPABJICHUS U OPTaHU3AIHIX).

2.7. Tlpuka3z Munkomcssizu Poccun ot 31.07.2014 Ne 234 «O06 yrBepxknenun IlpaBun okazanus
yCIyT TIOYTOBOM CBSI3H.

2.8. Tlpuka3z MunuctepctBa KyabTypsl PD ot 25.08.2010 Ne 558 «O06 yrBepxkaenun «llepeuns
TUTIOBBIX YIPABICHYECKUX AaPXUBHBIX JOKYMEHTOB, OOpa3yloUIuxcs B MpoIecce IesTeNbHOCTH
roCy/lapCTBEHHBIX OPraHOB, OPIraHOB MECTHOI'O CAMOYIIPABJICHMS U OpraHU3allUil ¢ yKa3aHHUEM CPOKOB
XpaHEHUS».

2.9. Ilpuka3 PocapxuBa ot 11.04.2018 Ne44 «OO6 yrtBepkaenun [lpumepHOI WHCTPYKIHMU TO
JEIIONPOU3BOJICTBY B TOCYaPCTBEHHBIX OPTaHU3ALIUIX .

2.10. TOCT P 7.0.8-2013 CHBUJI. J[lenonpow3BOACTBO H apXUBHOE [ei0. TepMHHBI U
OIIpeEICHUS.

211. TOCT P 7.0.97-2016. Hammonambubiii cranmapt Poccuiickoir ®Denmepammu. Cucrema
CTaHJApTOB 1O HH(popManuu, OUOIMOTEYHOMY U H3AaTesbckoMy Jieny. OpraHu3aluoHHO-
pacnopsauTenbHas JoKkyMeHTanus. TpeboBaHus K 0hOpMIIEHUIO JOKYMEHTOB.

2.12. ISO 9000:2015 (I'OCT P UCO 9000-2015) «CucreMbl MeHeMeHTa KauecTBa. OCHOBHBIE
MIOJIOXKEHHUS U CIIOBAPh.

2.13. ISO 9001:2015 (I'OCT P HCO 9001-2015) «Cucrembpl MEHEIKXKMEHTa KadecTBa.
TpeGoBanus».

2.14. YcraB ®I'BOY BO «bpatckuii rocynapcTBeHHbI YHUBEPCUTETY.

3. ONPEJAEJIEHUSA U COKPAILLIEHUS

ABTOP 10KYMeHTa — QU3NUECKOE WIH IOPUINUECKOE JIMII0, CO3AaBIlIee JOKYMEHT.

AKT — JIOKYMEHT, COCTaBJIECHHbI HECKOJbKHUMH JIMLAMHU U TMOATBEPXKJAIOUIUI yCTaHOBIIEHHBIE
(baKThl WK COOBITHSL.

baank fgokymenta — Ha0Op pPEKBU3UTOB, HACHTHQUIMPYIOIMHMX aBTOpa OQHUIIUATIBEHOTO
MIMCBMEHHOT0 IOKyMEHTA.

Bux goxkymeHTa — NpPUHAIIEKHOCTh JOKYMEHTa K OINpPEAENICHHOW TIpyIIie JOKYMEHTOB IO
IIPU3HAKaM COJIEP’KaHUs U 1EJIEBOI0 HA3HAYCHHUS.

Bu3za — pexkBU3UT IOKyMEHTa, yKa3bIBAIOLIMI HA COTJIache UM Hecoryiacue JOHKHOCTHOTO JIUIA C
€ro COJEpKAHUEM.

Jles10 — COBOKYITHOCTh JIOKYMEHTOB MJIU OT/EIbHBIA IOKYMEHT, OTHOCSAIIUECS K OJJHOMY BOIIPOCY
WIN y4acTKY JI€ATEIbHOCTH, IIOMEIIEHHBIE B OT/IEIBbHYIO OOJIOKKY.

Jle10npou3BOACTBO — ACSITEIHLHOCTh, 00eCIeunBaoIas co3gaHe OPUIUAIBHBIX TOKYMEHTOB U
OpraHu3aIHIo paboTHl C HUMHU B Y HUBEPCUTETE.
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JIOKYMeHT — OQHIMaNIbHBI TOKYMEHT, CO3/JaHHBIH TOCYZAPCTBEHHBIM OpPraHOM, OpPTaHOM
MECTHOTO CaMOYIIPaBJICHUS, IOPUINIECKUM WIH (PU3NUIECKUM JIUIIOM, O(QOPMIICHHBIH B YCTAaHOBIEHHOM
MOPSAJIKE U BKIIOYEHHBINA B JOKYMEHTOOOOPOT YHUBEPCUTETA.

JlokyMeHTHpOBaHHe — QuKcanus HHOOPMAIMHY Ha MaTePUAIbHBIX HOCUTEISX B YCTAHOBICHHOM
MOPsIKE.

JIOKYMEHT0000pOT — JBIDKEHHE JOKYMEHTOB B YHHBEPCUTETE C MOMEHTAa MX CO3JaHUS WU
MOJTyYEeHHUS J0 3aBEPUICHUS UCTIOIHEHUS, TOMELICHHS B €0 U (W) OTHPABKH.

JIOJKHOCTHAST MHCTPYKUMSI —  [PaBOBOM aKT, HU3JaBaeMblii B LEISAX pErIaMeHTalluu
OpTraHU3aIOHHO-TIPAaBOBOTO TIOJOXKEHUSI PaOOTHHKA, €ro OOS3aHHOCTEH, MpaB W OTBETCTBEHHOCTH H
obecrieunBarOIIMi yciaoBus 1ist ero 3¢ ekTuBHO padoTel B PI'EOY BO «bpl'V».

Hcnonnurenb — pabOTHHUK, TOJATOTOBUBIINMA JTOKYMEHT/TIPOEKT AOKYMEHTa, a Takke paOOTHUK,
OTBETCTBEHHBII 32 UCIIOJIHEHUE JOKYMEHTA.

3aBepeHHass KOMUSI — DK3EMIUISIP JOKYMEHTA, MOJIHOCTbIO BOCIPOU3BOISANINKI HMH(MOPMALIKIO
MO/UIMHHUKA JIOKYMEHTa, KOTOPOM B COOTBETCTBHHM C YCTAHOBJICHHBIM IOPSIKOM IPOCTABICHBI
PEKBU3UTHI, 00ECIICUHBAIOIIIE €r0 IOPUIHUECKYI0 3HAYMMOCTbD.

3asiBjleHHe — JOKYMEHT, cojepalluid npock0y mwin oOpallleHue JIMia U MOoJAaBaeMbli Ha UMs
peKTopa YHUBEpPCUTETA.

HMucrpyknuss — MHCTpykuuss 1o  JeJIONPOU3BOACTBY  (eAepallbHOTO TIOCyIapCTBEHHOIO
OI0JKETHOTO 00pa30BaTENbHOTO YUpEXKACHUs Bbicuiero oOpas3oBaHusi «bparckuii rocynapcTBEHHBIH
YHUBEPCUTET».

Kiumie neyaTu — 31€eMeHT 11€4aTH, CoAEpKaIlnii 3epKajibHOE 0TOOpaKEeHUE OTTHCKA [1eYaTH.

Konusi 10KyMeHTa — JOKYMEHT, MOJHOCTBIO BOCIPOM3BOAAIINA HH(POPMALUIO IOAIMHHOTO
JOKYMEHTA U BCE €r0 BHEIIHHUE NTPU3HAKU, HE UMEIOIINN IOPUINYECKON CHIIBI.

HomeHki1aTypa feJ1 — CUCTEMAaTU3UPOBAaHHBIN NEepeYeHb HaMMEHOBAaHUM e, GOopMHUpPYEMBIX B
YHUBEPCUTETE, C YKa3aHUEM CPOKOB UX XPAaHCHUS.

JlokaJbHBIH HOPMATHBHBI aKT — JOKYMEHT, KOTOPBIA pErVIAMEHTUPYET JeATENbHOCTh
pabOTHUKOB MO KaKOMY-JIHOO BOIIPOCY BHYTPU Y HUBEPCUTETA.

O0beM JOKYMEHT0000pOTa — KOJMYECTBO JIOKYMEHTOB, MOCTYNHBIIUX B YHUBEPCUTET MU
CO3JaHHBIX UM 3a OINPEICIICHHBIN NIEPUOLL.

OT1THCcK — H300pakeHue KIINIIE IeyaTy Ha Oymare.

OdopmiieHne [JOKyMeHTa — TPOCTaBICHUE HEOOXOJUMBIX pPEKBU3UTOB, YCTAHOBIIEHHBIX
IIpaBWJIaMU JOKYMEHTHUPOBAHUS.

ITewyatsb — ycTpolicTBO, copepkaliiee KIHIle evaTy JJi1 HAHECEeHHsI OTTUCKOB Ha OyMmary.

IoIMHHHUK JOKYMEHTA — IIEPBbIN WU €IUHCTBECHHBIN DK3EMILIAP JOKYMEHTA.

IMoanuce — kpaTKue COOCTBEHHOPYYHO HANMCaHHbIE (aMUIns, UMS, OTYECTBO (MHUIMAJIBI) WU
JH00BIE CUMBOJIBI, CITy’KalllUe sl ayTEHTU(HUKALMK YETI0BEKa.

ITo10:keHMe — TOKYMEHT, ONpEeeIIoINi o0Iue npaBuia OpraHu3alyd U BBIOJHEHUS paboT
10 KOHKPETHOMY HalpaBJIeHUIO CPEPbI 1€ATETHHOCTH.

Ilpuka3 — OCHOBHOW, IIPaBOBOH, PaCHOPSAAMTEIBHBIA JOKYMEHT, HM3JaBa€MbI PEKTOPOM Ha
[paBax €IUHOHAYAIUA U B MpeJeiax €ro KOMIIETCHIUH, Ul PELICHHUs OCHOBHBIX ONEPATHBHBIX 3a7ady,
CTOSIIIMX IIepesl Y HUBEPCUTETOM.

IIpoTOoKOJ — HOKYMEHT, KOTOPBIM COCTABJISIETCS HAa OCHOBAHMM 3aIUCEH, NPOU3BEACHHBIX BO
BpeMs 3acelaHusl (COBEIllaHus), MPECTABIEHHBIX TE€3UCOB JIOKJIa/I0B U BBICTYIIEHUH, CIPABOK, POEKTOB
peuIeHui U APYTUX MaTEepHaIOB.

PacnopsiszkeHue — pacnopsIUTENbHBIM JOKYMEHT, U3JaBacMblii mpopekropamu  bpl'V,
PYKOBOJMTEISIMU CTPYKTYPHBIX ITOAPA3AEICHUN B IIPeIeNiaX CBOCH KOMIIETEHIIMH ITPEUMYILIECTBEHHO IO
BONpOcaM MH(POPMALMOHHO-METOUYECKOT0 XapaKkTepa, METOJANYECKOI0 COBETa, COBETA M0 KauyecTBY, a
TaKKe II0 BOIPOCAM OPraHU3ALMOHHO-OIEPATUBHOIO YIPABICHUS JEATEIbHOCTBIO YHHUBEPCUTETA,
VICIIOJTHEHUS PEIICHUH YYEHOTO0 COBETa Y HUBEPCHUTETA U IIPUKA30B.

Permctp — aAMHUHUCTPAaTHBHBI WHCTPYMEHT, (UKCHUPYIOIIMHA TOJY4YeHHE |  OTIPaBKY
JOKYMEHTOB, KOTOpbl€ C aJMHUHUCTPATUBHOM W/MIU IOPUAUYECKOW TOYEK 3pEHHs], SBISIOTCA
3aBEepUICHHBIMU U MPABUIHHO OPOPMIIEHHBIMH, @ TAKXKe PEryISIPHOCTh UX Mepeaayn.

Perucrpanusi 10KyMeHTa — IIPUCBOCHHUE JOKYMEHTY PETHCTPALlMOHHOIO HOMEpa M 3alucCh B
YCTaHOBJICHHOM IMOPSAJKE CBEACHUN O TOKYMEHTE.

PexBHM3MT 10KyMeHTa — 00513aTeNbHBIN 3JIEMEHT O()OPMIICHHUS TOKYMEHTA.
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CnpaBka — JOKYMEHT, COJEpKaIlNil OMUCAHWS W TOATBEPKICHUS TE€X WU WHBIX (AKTOB WU
COOBITHH, B TOM UKcIie OMOTpapUIECKOTO TN CITy>)KEOHOTO XapakTepa.

YuupunupoBanHasi popMa T0KYMEHTa — COBOKYITHOCTh PEKBHU3UTOB U THUIOBBIX ()parMeHTOB
TEeKCTa JOKYMEHTa, YCTAaHOBJIECHHBIX B COOTBETCTBHM C pPELIAEMbIMU B JaHHOW cdepe AesTeNbHOCTH
3aJjauaMH U PACIOJIOKEHHBIX B OIPECICHHOM HOPSIIKEe Ha HOCUTENIEe HHPOPMALIUH.

dopmupoBaHuUe Jejia — IPYINIUPOBAHNUE HCIOIHEHHBIX JOKYMEHTOB B JI€J0 B COOTBETCTBUU C
HOMEHKJIATYpOil 1€ U cucTeMaTU3alus JOKYMEHTOB BHYTPH JIElIa.

la6aon Oaanka (yHUGUUIUpOBAaHHONW  GOpMBI  JOKyMEHTa) — OJaHK  JOKyMEHTa
(yauduuupoBanHas Gpopma J0KyMeHTa), IPEACTABICHHBIN B 2JIEKTPOHHON (opMme.

JKCNepTH3a LHEHHOCTH J0KYMEHTOB — H3yYeHHUE JIOKyMEHTOB Ha OCHOBAHHUU KPHUTEPUEB HX
LEHHOCTH B LEJIAX ONPEACICHUS CPOKOB XPAHEHUS JTOKYMEHTOB M OTOOpa WX Ul BKIIOYCHHUS B COCTaB
ApxusHoro ¢onaa Poccuiickoit Deaepanum.

DJIEKTPOHHBII JOKYMEHTO0000POT — CHCTEMa AaBTOMATHU3MPOBAHHBIX IPOLECCOB 00pabOTKH
ANEKTPOHHBIX IOKYMEHTOB, PEAIU3yIoIas KOHIEHINIO «0e30yMakKHOTO J1€JI0MPOU3BOICTBAY.

FOpuauyeckasi cuja JOKyMeHTa — CBOMCTBO O(MIIMAIBLHOIO JOKYMEHTa, COOOIIaeMoe emy
JEHCTBYIOIUM 3aKOHOJATeNbCTBOM Poccuiickoit denepanyu, KOMIETEHIIMEH U3/1aBIIErO €ro OpraHa u
YCTaHOBJICHHBIM ITOPSIKOM O(POPMIICHHS.

IIITO paGoTHMKOB — TIepBUYHAsS MPOGCOO3HAs OpraHU3aIs PaOOTHUKOB.

CO /1 — cucrema 31ekTpoHHOTO ToKymMeHToo0opoTa (1C: JlokymernToobopot [TPOD).

®I'bOY BO «bpI'Y» — Yuusepcurer — BpI'Y — (denepanbHoe rocynapcTBeHHOE OI0KETHOE
o0pa3oBaTenbHOE YUpexKIeHHE BhICIIEro oOpa3oBanus «bpaTckuii rocyJapCTBEHHBIN YHUBEPCUTETY.

DIY — PprHAHCOBO-9KOHOMHUYECKOE YITPaBJICHHUE.

4. JOKYMEHTbBI YHUBEPCUTETA

Hestensnocts PI'BOY  BO  «bpl'Y» oOecrieunBaeTcsi CHUCTEMOM  B3aUMOCBSI3aHHOM
YIPaBJICHYECKOUN TOKYMEHTAIIUH.

B nesarenpHOCTH YHUBEpPCUTETA CO3AAIOTCS:

1. nokanbHBIE HOPMATUBHBIE AKThI (ITPaBUIIA, TIOJOKEHUS, MHCTPYKIINH);
pacropsIuTeIbHbIE TOKYMEHTHI (ITPUKa3bl, PACIIOPSKEHHMS);

MPOTOKOJIbI 3aCE/IaHN I, COBEIIAHHUI;

IIJIaHbI, OTYETHI, 3aKIOYCHMUS,

3aMMUCKU (AaHAIUTUYECKUE, CITYKEOHbIE, TOSCHUTENbHbBIE U T.1.);
IIICHMa;

JIOBEPEHHOCTH;

. JJOTOBOPBI, KOHTPAKTHI, COTJIAIIEHUS U IPYTUE BUABI JOKYMEHTOB.

OT6op BUJIOB JOKYMEHTOB, HEOOXOJMMBIX M JIOCTaTOYHBIX JUIsI pabOThl YHUBEPCUTETA,
IIPOU3BOJIUTCS HA OCHOBE HOMEHKJIATYPHI JIEI.

PacniopsiutenbHble TOKYMEHTBI, IOCTYNAIOIINE B YHUBEPCUTET U3 BBIIIECTOSIIUX OpraHU3alui,
JOBOJATCS. 1O PYKOBOJUTENIEH CTPYKTYPHBIX MOAPA3/IEICHUI OCPEACTBOM U3AAHUS PACTIOPSIUTEIBHBIX
JIOKYMEHTOB, B KOTOPBIX M3JIaraeTcs coJiep:KaHre JOKYMEHTa U YKa3bIBalOTCS KOHKPETHbIE MEPOIIPUSITHSI,
MO/JIEXKAIUE OCYIIECTBIEHUIO, C YKa3aHHUEM CCBbUIOK Ha HAaWMEHOBAaHUE, HOMEP M JaTy JOKyMEHTa
BBILLIECTOAIIECH OpraHU3allHiH.

bpl'Y opranumsyer u BexeT B Ipelenax CBOEH KOMIIETEHIMH MEPENHUCKYy C OpraHaMu
roCy/1IapCTBEHHON BJAacTH, OpraHaMHU MECTHOTO CaMOYIPABIIEHUS, MHBIX MyHUIIMNAIbHBIX 00pa30BaHuM,
IOPUINYECKUMU U (PU3NYECKUMU JIULAMH.

[lucema odopmisitoTcss Ha OJaHKax yCTaHOBJIEHHOro oOpasma. s BeaeHWs BHYTpeHHEH
NEepenucKy OJIaHKW He TNPUMEHAIOTCA. BHyTpeHHeW cuuTaercss Mepernucka MeXAy CTPYKTYPHBIMH
noapasaesneHussMu bpl'Y, a Takke Mexay JOJKHOCTHBIMM JINIIAMH CTPYKTYPHBIX MOJpa3IeIeHUM.

[Tonoxenus WHCTPpYKIMHM paclpoOCTPaHAIOTCS Ha OpraHU3aluio padoOThl € JTOKYMEHTaMHu
HE3aBHCHUMO OT BHJIa HOCUTEJIS, B TOM YHUCIIE C JEKTPOHHBIMU JOKYMEHTaMH, BKIIIOUYasi UX MOATOTOBKY,
pPETUCTpALMIO, YUET M KOHTPOJIb HCIIOJIHEHUS, OCYILECTBISEMbIE C IIOMOIIBIO ABTOMATU3UPOBAHHBIX

Nk WN
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TexHosoruii. CucreMbl aBTOMaTH3UPOBAHHOM 00pabOTKH TOKYMEHTOB, IIPUMEHsSIEMbIe B Y HUBEPCUTETE,
JOJKHBI 00ECTIeurBaTh BhIMOJHEHHE TpeOoBaHuil MIHCTpyKIHH.

[Tonoxenus MHCTPYKIIMM HE PACHpPOCTPAHSIOTCS HAa OpraHU3alMio padoThl C JOKYMEHTaMH,
COJIEp>KaIllMMH CBEJICHUS, COCTABIISIFOIINE FOCYAapCTBEHHYIO TalHY.

OcobenHoctn pabOTBl C JOKyMEHTaMHM, COJEPKAIIUMH KOH(PHUICHIMAIbHYIO HH(POPMALIUIO
(cmyxeOHyI0 U MHYIO TaliHy, IepCOHAJIbHbIE JaHHbIE), PETYIUPYIOTCS CHEHUAIbHBIMU HOPMATUBHBIMU
aKTaMu (MHCTPYKLMSIMHU, [T0JIO)KEHUSAMHU, IIPaBUJIaMH ), YTBEPKIAEMbIMU IIPUKA30M PEKTOPA.

TpeboBanust MHCTpyknmuu K paboTe ¢ OyXraiaTepcKoi, Hay4YHO-TEXHHYECKOH U Jpyroi
CIEUUANIBbHON JTOKyMEHTalMeHl pachpOCTPaHAIOTCS JIMIIL B YacTH OOIIMX MPHHLUMIOB pabOTH C
JOKYMEHTaMH, a TaK)Ke MOJrOTOBKU JOKYMEHTOB K Iepeiaue Ha apXUBHOE XpaHEHHE.

5. HIOAI'OTOBKA U O®OPMJIEHUE OCHOBHBIX CJIYXEBHbIX
JOKYMEHTOB

5.1. O6mue TpeGoBanus K 0(pOPMJICHHUIO TOKYMEHTOB

[Ipuy noaroroBke ¥ OQOpPMIEHHMM JOKYMEHTOB HEOOXOAMMO coOdrofaTh — IMpaBuIiIa,
o0ecTIeYnBaONINe IOPUANIECKYIO CHITy JOKYMEHTOB, OIIEPAaTHBHOE W KAUYECTBEHHOE HCIIONHEHHE M HX
MIOMCK.

JIOKyMEHT UMeeT IOpUJIMYECKYI0 CUJy IPU HAJIWYMKM PEKBU3UTOB, 00s3aTENbHBIX U JAHHOTO
BUJIA IOKYMEHTA: J]aTa, pETUCTPALlMOHHBIA HOMEP, MHJIEKC, 3ar0JIOBOK K TEKCTY, BU3bI, IOAMMKCH.

B nponecce moaroroBku M 0OpMIIEHUS COCTaB PEKBU3UTOB MOKET OBITh JONOJHEH JPYTUMH
PEKBU3UTAMHU, €CIIU TOTr0 TpeOyeT Ha3HAUCHHUE JOKYMEHTa, ero 00paboTKa U T.A.

5.2. BJIaHKH 1I0OKYMEHTOB

JIOKyMEHTBI JOJKHBI, Kak IpaBuiio, opopmisTbes Ha OnaHkax bpl'Y u MMeTh ycTaHOBIIEHHBIN
KOMIUIEKC 00s3aTeNbHBIX PEKBU3UTOB M MOPSIOK MX pacnojokeHus. PacronoxeHue pekBU3UTOB Ha
OJaHKaX OpraHMU3alMOHHO-PACTIOPAIUTEIBHBIX JOKYMEHTOB H0JKHO cooTBercTBoBaTh ['OCT P 7.0.8-
2013 CUBUI «/lenonpou3BOJACTBO W apxXUBHOE Jeno. TepMHHBI U ompenesneHus». JloKyMeHT,
oopMieHHBIH Ha pUPMEHHOM OJIaHKe, 10JIKEeH ObITh MOANUCAH PEKTOPOM MU popekTopoM bpl'Y.

Kaxapiit nuct nokymeHTa, opopMIIEHHbBIN Kak Ha OJlaHKe, Tak ¥ 0€3 HEero, JI0JKEH UMETh OIS

20 MM — JI€BOE;

10 MM — nipaBoe;

20 MM — BEpXHEE€;

20 MM — HUXKHEE.

JloKyMeHTBI JuInTeNbHBIX (cBbIme 10 1eT) CPOKOB XpaHEHUS JI0JIKHBI UIMETh JIEBOE I10JIe HE MEHEee
30 mm.

AG3a1HbIi OTCTYT AOJKEH OBITh HE MEHEe 5 3HAKOB.

Odopmnenne TOKyMEHTOB Ha OJaHKaX MPOU3BOJIBLHON (OpPMBI HE TOMyCKAETCS.

[IpeamouTuTeNIbHBIMA TAapHUTYpaMH U pa3MepaMd MPU(TOB Ui PEKBU3UTOB JIOKyMEHTa
saeigeTcs Times New Roman Ne 12, 14.

[Tpu cocTaBneHNH TaOIUIL JOMTYCKAETCS MCIIOJIb30BaHUE MIPU(PTOB MEHBIIINX Pa3MEPOB.

3aroyioBKM pa3zesioB M MOAPA3/IEiOB MeYaTaoTcs ¢ ad3alHbIM OTCTYIIOM WJIM IIEHTPUPYIOTCS IO
LIIMpUHE TEKCTa. MHOIOCTPOUYHBIE PEKBH3UTHI I€YATAIOTCAd 4Yepe3 OAMH MEKCTPOYHBIA HHTEpBa,
COCTaBHbIE YaCTH PEKBU3UTOB OTAEISAIOTCS JOTOJIHUTEIbHBIM HHTEPBAJIOM. TEKCT JOKYMEHTA MeyaTaercs
yepes 1 - 1,5 MeXCTpOUHBIX UHTEpBaJa.

WuTepBan Mexay OykBaMu B clIoBax - 0ObIuHbIN. HTEpBasl MeX 1y cioBaMU - OJIMH MTPOOEIL.

TekcT AOKyMeHTa BBIDAaBHHUBAETCS IO IIMPHUHE JIMCTa (110 I'paHUIAM JIEBOI'O U IPABOro MOJeH
JIOKYMEHTA).
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5.3. OdopmiieHre peKBU3UTOB
5.3.1. HanmeHOBaHMe OPTraHU3ALMHU - ABTOPA IOKyYMEHTA

HaumenoBanue ¢enepanibHOro rocyaapCTBEHHOTO OFOIKETHOTO 00pa30BaTEIBLHOTO YUPEIKICHUS
BbIcIIeT0 oOpaszoBaHus "bpaTckuiéi TOCYmapCTBEHHBIM YHUBEPCUTET' YKa3bIBa€TCSA B TOYHOM
coorBeTcTBUM ¢ YcraBoM PI'BOY BO "bpI'V". CokpallleHHOE HauMEHOBAaHHME ITOMEIAETCS HUXKE
notHoro HammeHoBaHusl Y HuBepcutera (PI'BOY BO «bpl'Y»).

5.3.2. HaumeHOBaHMe BH/IAa IOKYMEHTA

HanMeHoBaHHME IOKyMEHTa — KpaTKOe CoOJepaHue (3aroloBOK K TEKCTy) JOKyMEHTa —
COCTaBIISIETCSI KO BCEM JOKYMEHTaM, 33 MCKIIOYCHHEM JOKYMEHTOB, MMEIOIIUX TEKCT HeOOJBIIOro
obwema (10 4-5 cTpok).

3aroJoBOK K TEKCTy IOKYMEHTa JOJDKeH OBITh KpaTKUM, TOYHO IIepelaBaTh COJEp)KaHHE
JOKYMEHTA. 3aroJIoBOK K TEKCTY COTJIACOBBIBAECTCS C HAMMEHOBAHHUEM BUJa TOKYMEHTA, HAIIPUMeED:

[Tpuxas (o uém?) OO yrBepkaeHuu [lonoxkeHus o 3amMTe NEPCOHAIBHBIX JAHHBIX PAOOTHUKOB
YHuBepcurera;

[Tucemo (0 uém?) O6 okazaHUM KOHCYJIBTaTUBHOM MTOMOIIIH;

[IpaBuna (dero?) BHyTpEHHETO TPYAOBOTO pacoOpsiIKa.

3aro0BOK COCTaBJISETCS MCIOJIHHUTENEM, TOTOBAIIUM MPOEKT JOKYMEHTAa. 3arojoBOK K TEKCTY
nuchbMa OQOpPMIISIETCS MO PEKBH3UTAMHU OJIaHKa CJIeBa, OT TpaHHIbI jieBoro nois. [Ipu odopmienun
NpHKa3a, PaclopsHKCHUsST 3ar0JIOBOK PACIIONIaraeTcs MO LEHTPY, HW)KE PEKBH3HTOB «IaTa JIOKYMEHTay,
«MECTO COCTABJICHUS JIOKyMEHTa» U «PETUCTPAIIMOHHBIA HOMEP JOKYMEHTa». 3arojIOBOK K TEKCTY MOKET
3aHUMAaTh 4-5 CTpOK.

5.3.3. Teker 10KyMeHTa

B YHuBepcuteTe AOKYMEHTBI COCTAaBJISIFOTCS Ha PYCCKOM SI3BIKE KaK TOCYJAapCTBEHHOM SI3BIKE
Poccuiickoit @enepanuu. TeKCT NOKYMEHTa M3Jaraercs PYCCKHM JIMTEPATyPHBIM SI3BIKOM C Y4ETOM
ocoOeHHOCTeH O(UIMaTbHO-AEI0BOT0 CTUJIS, BHJA JOKYMEHTa M €ro Ha3HaueHHsl B YIPaBIECHUECKOU
nesitenbHOCTH. CoiepaHue TOKyMEHTa JOKHO ObITh M3JI0KEHO KPaTKO, JOTMYHO, TOYHO U SCHO.

TekcT nmevaraeTcss Ha PacCTOSTHUM 2-3 MHTEPBAJIOB OT 3aroJIOBKa B YCTAHOBJIEHHBIX T'PAHMLIAX
nosiet uepes 1,5 nHTepBana ¢ ucnonb3zoBanueMm mpugra Times New Roman, 12 (14) nr. IlepBast ctpoka
Kaxa0ro ab3ana HayMHAaeTcsl Ha paccTosHuUM 1,25 c¢M OT JeBOM TIpaHUIbl TEKCTOBOIO IO,
BBIPAaBHUBAETCS 110 JIEBOM M MPABOW IPaHUIIAM TEKCTOBOTO IOJIA.

JlomyckaeTcsi HAaUMHATh TEKCT JAOKYMEHTa C YBaXXHTEJIbHOIO OOpalleHus K ajpecaTy, KOTOpoe
reyaraercsi LeHTPOBaHHBIM criocoboM. Eciu mocnenHss crpaHuiia JOKyMEHTa COCTOMT M3 HECKOJIBKUX
CTPOK, JIOITYCKAeTCs Me4aTraTh TEKCT Y€pPe3 MEHBIINN MEXCTPOUHBIM MHTEpBal. TEeKCT TOKyMEHTa MOXKET
COJZIepKaTh pas3fielibl, OoIpa3esibl, MYHKThHI, TOAMYHKThI, HyMepyeMble apaOckuMu nudpamu. YpoBHel
pyOpHUKaIuy TeKcTa He JOJDKHO ObITh 0oJiee YeThIpeX.

B mnpukazax TeKCT wuzjmaraercss OT IMEPBOrO JMIA E€AWHCTBEHHOIO 4YHCHA: «IIPUKA3bIBAIO
MIOATOTOBUTh M IMPEACTABUTh Ha PACCMOTPEHHUE»; «IIPUKA3BIBAI0 IPOBECTH HAYYHO-TIPAKTUYECKYIO
KOH(EpEeHIIUIO» U T.I1.

B noxymeHTax KOJUIErMajdbHBIX M COBELIATENIBHBIX OPraHOB TEKCT M3JIaraeTcs OT TPEThEro JHIla
€IMHCTBEHHOTO YHCJA: «...yYEHBIM COBET IIOCTAHOBIIET...», «...KOMHCCHSA YCTAaHOBHIA...»;
«YHUBEPCUTET HE CUUTAET BO3MOKHBIM. ...».

TexkcT mpoTOKOJIa M3JIaraeTcs OT TPEThEro JIMIA MHOKECTBEHHOTO YHCIA: «CIYIIAIH...»;
«BBICTYIHIIH. ..»; «PEIIMIN (TIOCTAHOBHIIN). ...

B nmokymeHTax, ycTaHaBIMBAalOIIMX IMpaBa U o0s3aHHOCTH bpl'Y, ero crpykTypHBIX
noJpaseneHuil (ojJoXKeHne, MHCTPYKIHS), a TaKXKe COIepKaIluX ONMHUCAHUE CUTyallul, aHanu3 (pakToB
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WM BBIBOJIBI (KT, CIIpaBKa), UCIOJIb3yeTCsl (popMa U3N0KEHUSI TEKCTa OT TPETHETO JIUIA STUHCTBEHHOTO
WM MHOXECTBEHHOT'O YHCIIA: «OTHEN OCYLIECTBISIET (PYHKIMH...»; «B COCTAaB YIPABICHUS BXOMAT...»,
«KOMHCCHS IIPOBETA MPOBEPKY...».

B coBMecTHBIX JOKYMEHTaX TEKCT H3JarailoT OT IMEepBOr0 JHIla MHOXECTBEHHOI'O YHCIHA:
«IIPUKA3BIBAEM ...»; «PELIWIH...».

B nenoBwIx (CiTyK€OHBIX ) MUChMaX HUCIOIB3YIOTCS (POPMBI U3TTOKCHHUS:

- OT IEpPBOr0 JIMIA MHOXECTBEHHOI'O YMCJA: <«IIPOCHM HAIpPaBUTh...»; «IPEICTABIAEM Ha
PaccMOTpPEHHE...»;

- OT TPEThEro JIMLA EJUHCTBEHHOI'O 4YHCJA: «YHHUBEPCUTET HE BO3PAXaeT...»; «CaHATOPHil-
npodunakropuil mpeaIaraet...»;

- OT TEpBOro JIMLIA EJUHCTBEHHOTO YHCIA: «CYHUTAI0 HEOOXOIUMBIM...»; «IIpensarar
PaccMOTPETb...».

B TekcTax HOKYMEHTOB YMOTPEOJSIOTCS TOJIBKO OOIIENpHHSATHIE a00peBUaTypsl U rpadudecKkue
cokpauienus. [Ipu ynorpebnenun B Tekcte (haMUIUil MLl MHUIMANIBI YKa3bIBalOTCs mocie gamunnu. B
JEeTOBBIX (CIyXEeOHBIX) MMChMaX MOTYT UCIOJIB30BATHCA:

- BCTYIHUTENIbHOE OOpalieHue:

YBaxaewmslii rocnionuH IIpencenarens!
YBaxaewmslii rocnioiuH ['ydbepHatop!
YBaxaewmslii rocnious IIpoxopos!
VYBakaemast rocnoxka 3axapona!
YBaxaewmsiit Hukomnaii I[letpoBuy!
YBaxkaemast Onbra HukonaeBna!
YBaxaemble rocnojial

B oOpamienun mo AOMKHOCTH HAaUMEHOBAHHE JIOJDKHOCTU THIIETCS C MPOMUCHOM OYKBBI, B
oOpamieHnu 1o paMHUINI HHUIHAIIB JIMIA HE YKa3bIBAIOTCSI.

- 3aKJIIOUMTEIbHAs dTUKETHas (pa3a:

C yBaxXeHHEM, ...

B Texcre MOKyMEHTa, MOJATOTOBJIEHHOIO Ha OCHOBAaHMM 3aKOHOJATENbHBIX, MHBIX HOPMAaTHUBHBIX
MIPaBOBBIX AKTOB, W3JJaHHBIX OpraHaMH BJAacTU M YIpPaBJICHUsS, TOKYMEHTOB, paHEe U3JaHHBIX OpraHOM
BJIACTU — aBTOPOM JOKYMEHTA, YKa3bIBAa€TCS HAaMMEHOBAHHME BHJAA JIOKYMEHTa, HAUMEHOBAaHHUE OpraHa,
W3/IaBIIETO JJOKYMEHT, JlaTa MPUHATUS WU YTBEPXKACHUS JOKYMEHTA, €r0 PErMCTPAallMOHHBIA HOMEp, a
TaKXe 3arojIOBOK JOKYMEHTA, 3aKJIFOUEHHBIN B KABBIYKH, HAIIPUMED:

«B cootBercTBUM ¢ moctaHoBieHUEeM [IpaButenbctBa Poccuiickoit ®@enepanun ot 13 aBrycra
1997 r. Ne 1009 «O6 yrBepxkaeHuu [IpaBui moJroToBKM HOPMATUBHBIX NMPABOBBIX aKTOB (heaepallbHBIX
OpPraHOB UCIOJHUTENIBHOM BJIACTH U UX ...»;

«B coorBerctBun ¢ IlosmoxkeHneM O TIOCTOSSHHO JEUCTBYIOIEH OSKCIEPTHOM KOMHMCCUU
VUPEeKACHUS, OpraHW3alWd, TPEANpHUATHS, YTBEp)KISHHBIM mpukazoMm PocapxuBa ot 25.02.2019
Ne31...».

B TekcT nokymeHTa MOTYT BKJIIOUAThCsl parMeHThl, OPOPMIICHHbIE B BUE TaOIMIIbI WA aHKETHI.
CTpaHHIIBl TEKCTa OOBIYHO HYMEPYIOTCS apaOCKUMU MU(PpaMU B TPABOM HUKHEM YTy CTPAHUIIBI.

5.3.4. laTa u perucTpanMOHHbIii HOMep T0KYMEHTa

Jlaroii mokymMeHTa SBJISIETCS Jara ero MONIMUCAHWS; Ui JOKYMEHTa, IPHHUMAeMOTO
KOJUIETHAILHBIM OPTaHOM, - JlaTa €ro MPHUHSATUS, IS JOKYMEHTa, TPEOYIOMIEro yTBEepKACHUs, - JaTa ero
YTBEPIKICHHUSL.

JlaTa mOKyMeHTa MPOCTaBISETCS JAOKHOCTHBIM JIMIIOM, TTOJMUCHIBAIOIIUM UM YTBEPKIAIOLTUM
JTOKYMEHT.

Jlata moamucaHusi, YTBEPKICHUS, COTVIACOBAHUS IOKYMEHTa, a TAaKXKe JaThl, COAEpKaIluecs B
TEKCTE, TOJDKHBI O(OPMIITHCS MHUGPOBBIM CIHOCOOOM. JDJIEMEHTHI JaThl MNPHUBOMAATCS apaOCKUMH
udpamMu B OJHY CTPOKY B IOCJIEI0BATEILHOCTH: YUCIIO, Mecsll, Toa. Hampumep: 15.03.2023.

B TekcTax [OKyMEHTOB, CcOAEp)KAIUX CBEACHHsS (MHAHCOBOIO XapakTepa, MpUMEHseTCs
cioBecHO-LIM(poBoii criocob odopmienus aar: 15 mapra 2023 r.
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PeructpaiinoHHbiii HOMep PUCBAUBAETCS TIOKYMEHTY MOCJE €ro MOANNUCaHus (yTBEPKICHU).
5.3.5. CcbliIKa HA MCXOSIIIUIT HOMeEP M ATy JOKYMEHTAa

Ccpulka Ha I/ICXO,Z[HHII/Iﬁ pel"I/ICTpaHI/IOHHHﬁ HOMEp H JaTy JOKYMCHTa IIPOCTaBIACTCA
HCIIOJIHUTCIICM IIPU MMOATOTOBKEC IMUCbMA-0TBECTA U BKIIFOYACTCA B COCTAB TCKCTA MMM CbMaA.

5.3.6. lloagnucanne 10KyMeHTa

JoxymenTtsl, Hanpasiasiemple ®T'5OY BO "BpI'V" B BblmecTOsIIIME OpraHbl, MOINUCHIBAIOTCS
PEKTOPOM, MIPOPEKTOPAMU IO MOPYUEHHUIO PEKTOPA.

JIOKyMEeHTBI, HallpaBiisieMble OT MMEHHM YHHBEPCUTETa B aApec APYTUX OpraHM3allil, MOTyT
MOJIIMCHIBATHCA PYKOBOJUTEIISIMU CTPYKTYpHBIX nojpasaeneanii ®I'bOY BO "bpl'Y"B cooTBeTcTBHM C
TPYAOBBIMU OOS3aHHOCTSAMH, NPEIYCMOTPEHHBIMU JOJDKHOCTHOW WHCTPYKIMEH M TIOJIOKEHHEM O
M0/Ipa3/iesIeHUN.

B cocraB noanucu BXoAAT HAMMEHOBAaHUE JOJDKHOCTHU JIMIIA, TOJIUCHIBAIOIIEIO JTOKYMEHT, €T
COOCTBEHHOpYYHAs OJAMUCH U ee paciuppoBka. Hanmpumep:

[TepBrIit IpopeKTOp (noonuco) N.N.ITerpor

B noxyMmeHTax, MOATrOTOBIEHHBIX KOMMCCHEH, YKa3bIBAKOTCS HE JOJDKHOCTH IMONMCABIIUX JIUL, a
UX MTOJTHOMOYHS B COCTaBE KOMHCCUH. BO3MOXKHO pacionioykeHune moanucei mo andaBuTy GpamMuiImii.

[Tpu moanucaHuy TOKyMEHTa HECKOJIBKUMHU OJDKHOCTHBIMM JIMLAMHU UX MOAMNKMCH PacHOJIararoT
OJIHY IIOJ PYI'OM B MOCIEA0BATEIIBHOCTH, COOTBETCTBYIOIIEH 3aHUMAEMON JOJIKHOCTH.

[lpy moamucaHuM AOKYMEHTa JIMIIOM, HUCIIOJHSIOUIMM OOS3aHHOCTH PYKOBOJIUTENS, HOIIKCH
oopmisieTcss ¢ yka3aHHMEM CTaryca JOJDKHOCTHOTO JIMIIA B COOTBETCTBHHM C NPUKAa30M PEKTOpA.
Hampuwmep:

H.o. pextopa (noonucv) N.N. IleTpos

OpnHuM U3 cr0cOOOB MOANUCAHMS JOKYMEHTA SBISETCS UCMOIb30BaHUE (DaKCHMUIIE KaK aHajora
COOCTBEHHOPYYHOM TOJNUCH, NPOCTABIEHWE KOTOPOTO JOIMYyCKAaeTcsi B Cily4yasX M B IMOpSJKe,
IPEeSyCMOTPEHHBIX 3aKOHOM Poccuiickoit denepanyy, UHBIMU NPABOBBIMM AaKTaMH WJIM COTJIALLIEHUEM
CTOPOH.

dakcumuiie B YHUBEPCUTETE MOKET U3rOTaBINBATHCS I PEKTOPA U MPOPEKTOPOB.

[TonnuHHAas MOANKCH HE MOKET OBITh 3aMEHEHa (paKCUMUIIE Ha PacToOpsIAUTEIbHBIX JOKYMEHTAX,
Ha JIOBEPEHHOCTAX, IUIATEXHBIX JIOKyMEHTaX, JPYruX JOKYMEHTaX, HMEIOUMX (HUHAHCOBbIE
MOCJIEZICTBUSI.

[Ipy moxnmucaHMu AOKyMEHTa JIMLOM, HMEIOIIMM MpaBO TMOIMHUCH B CiIydae BPEMEHHOIO
OTCYTCTBHUSI JOJDKHOCTHOTO JIMIIA, UCTIPABJICHHS] B HAMMEHOBAaHUE JOJKHOCTH U paclIM(ppoBKY pamMuiinu
y’Ke TOATOTOBJIEHHOTO U COTJIACOBAHHOTO MPOEKTA TIOKyMEHTa BHOCITCS OT PYKH MJIM C UCIOJIb30BAHUEM
COOTBETCTBYIOIIMX IITaMmnoB. He gomyckaercss cTaBUTh KOCYKO 4YepTy, Haamuch '3a" mepen
HAaMMEHOBAHHUEM JIOJDKHOCTH JIMLIA B TIOAIMUCH, €CIIHM JOKYMEHT MOANKCHIBAET HHOE TOJHKHOCTHOE JIUIIO.

OtmeTKa 00 3JIEKTPOHHOM MOANKCH HCTIONB3YETCs MPU BU3yaTU3allUU 3JIEKTPOHHOTO JOKYMEHTA,
MOJITMCAHHOTO AJIEKTPOHHON MOATMHUCHIO, C COOMIOIEHUEM CIIEAYIONIMX TPEOOBaAHMIA:

a) MECTO pa3MELIEHUS OTMETKH 00 3JIEKTPOHHOM MOIMUCH JOKHO COOTBETCTBOBATH MECTY
pa3merneHust COOCTBEHHOPYYHOM MOJIMUCH B aHAJIOTUYHOM JIOKYMEHTE Ha OyMa)>KHOM HOCHTEIIE;

0) 2IeMEeHTHl OTMETKH 00 AJIEKTPOHHOW IMOMAIMCH JOJKHBI OBITh BUAWMBIMHA U YUTAEMBIMU TIPU
0TOOpaKeHUH JOKYMEHTa B HaTypaJlbHOM pa3Mepe;

B) 3JIEMEHTHI OTMETKH 00 3JIEKTPOHHOM MOJMUCH HE JIOJIKHBI EPEKPHIBATHCS WU HAKJIaIbIBAThCS
ApYT Ha Jpyra;

I') 2JIEMEHTBl OTMETKH 00 3JIEKTPOHHOW IMOJAMUCH HE JOJDKHBI MEPEKphIBaTh 3JIEMEHThI TEKCTa
JOKYMEHTA M JPYTrue OTMETKH 00 3JIEKTPOHHOM MOANUCH (IIPU HAIUYUN).
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OtmeTka 00 DSIEKTPOHHOM TMOAMHCH B COOTBETCTBHH C 3aKOHOAATEIHCTBOM Poccuiickoit
Oenepanun BKIOYaeT (ppasy "JOKyMEHT MOAMKCAH 3JICKTPOHHON MOANMKCHIO", HOMEp cepTudukaTa
KIII0Ya AJICKTPOHHOW MOAMUCH, (DaMUIIUIO, UMS, OTYECTBO BIAJENbIa CepTU(UKATA, CPOK JCUCTBUS
cepruduKara Kio4da IEKTpoHHOU moamucu. OTmeTka 00 3NEKTPOHHOW MOANMHUCH MOXKET BKIIOYATh
n300paxeHue repba, SMOJIEMbI OpraHa BIACTH (OpraHU3aIliH), TOBAPHOTO 3HAKa (3HaKa OOCITY>KUBAHHUS)
OpraHM3ally B COOTBETCTBUU C ICHCTBYIOIIUM 3aKOHOAATEILCTBOM.

Hanpumep: gater D11

JORYMEHT NOONHACAH

™™ SnEKTPOHHON NOANUCHID

PeKTOp Cepragueir AEACEENNRTANIFAN4TABRR 1 TFTEATADA I/IC' CHTOB

Boagenen, Caron Wins Cepnesrinu
Dedcrertened: ¢ 04102021 go 04,10 2022

5.3.7. Cori1acoBanmne 10KyMeHTa

I'pu¢ cornmacoBaHus JOKYMEHTa IPOCTABISETCS Ha JIOKYMEHTAX, COIVIACOBAHHBIX OpraHaMu
BJIACTH, OPraHU3ALMsAMHU, JOJDKHOCTHBIMH Jmnamu. CoriacoBaHHME MOXKET NPOBOJIUTHCS KAaK BHYTPHU
bpl'V (noxpasaeneHus MU U 10JKHOCTHBIMU JIMLIAMU ), TAK U BHE €TO.

I'pud cornmacoBaHust B 3aBUCUMOCTH OT BHJA JIOKyMEHTa U OCOOEHHOCTEHl ero ogopMieHHs
MO>KET IIPOCTABIISITHCSL:

— HAa IEepBOM JIUCTE JOKYMEHTA (€C/IM JOKYMEHT UMEET TUTYJIbHBIH JIUCT, - Ha TUTYJILHOM JIUCTE)
B JIEBOM BEpXHEM YTy Ha ypoBHE rpuda yTBEp>KICHUs WIM 0] HAUMEHOBAHUEM JIOKyMEHTa OJnxke K
HUKHEMY TI0JII0);

— Ha [OCJIEAHEM JIUCTE JOKYMEHTA 0] TEKCTOM;

— Ha JIMCTE COITIACOBaHUs, BJISAIOLIEMCS HEOTHEMIIEMON YacThIO IOKYMEHTA.

I'pu¢ cornacoBanus noxkymenra coctout u3 ciioBa COI'JTACOBAHO (6e3 kaBblYeK), 10JKHOCTH
JUIa, C KOTOPHIM COIVIACOBaH JOKYMEHT, BKJIKOYas HAMMEHOBAaHUE OPraHMU3AlMM, JIMYHOW MOJIINUCH,
pacippoBKY MOANUCH U JaThl COTIACOBaHUS, HAIPUMED:

COI''TACOBAHO
3amecturtenb MuHucTpa

HAaYKHU 1 BBICILIEr0 00pa3oBaHMs
Poccniickoit enepanuun
auunas noonucos N1.0. Gamunus

23.06.2023

Ecnu cormacoBanme OCYHIECTBIACTCA KOJUJICTHUAJIBHBIM OpraHoM, B rpmbe corjiaCoBaHHs
YKa3bIBalOT CBCIACHUA 00 oprasne, COrjlaCcoBaBlICM JOKYMCHT, JAaTC W HOMCPEC IIPOTOKOJIA, B KOTOPOM
33(1)I/IKCI/IPOBaHO PEIICHUC O COTrJIaCOBAHUH. Ecnu cornacosanue OCYHICCTBIACTCA IMUCbMOM, YKa3bIBaIOT
BUJ JOKYMCHTA, OPraHU3alMI0 - aBTOPa JOKYMCHTA, 1aTy U HOMCP MUCbMa, HAIIpUMEP:

COI'JTACOBAHO
Y4eHbIM COBETOM
(mportokon 3acemanus ot 13.04.2023 Ne 11)

COI''TACOBAHO
nucbMoM PocapxuBa
ot 05.06.2023 Ne 10
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['pud cormacoBaHus MOXKET pacrojarathCs Ha OTACIBLHOM JIUCTE corjacoBaHus. Ha ocHOBHOM
JIOKYMEHTE B MecCTe, MPEIyCMOTPEHHOM IS PACTIONOKEHHUsI TpU(OB COTIIACOBAHUs, JENAETCS OTMETKA
«JIuCT cormacoBaHusI MPUITATACTCSI.

CornacoBaHue JOKYMEHTa OCYIIECTBISETCS C:

—  BBIIIECTOSANIMMHU OpraHaMH B CIydYasX, MPETYCMOTPEHHBIX 3aKOHOAATEIHCTBOM Poccuiickoit
®enepauuy;

— (QenepanbHBIMH OpraHaMU WCIIOJHUTEIHHON BIIACTH, WHTEPECHl KOTOPBIX 3aTparuBacT
COJIEp)KaHUE IOKYMCHTA;

— OpraHaMM BJIAaCTH, OCYIIECTBISIIONIMMH TOCYIApCTBEHHBIH KOHTPOJb (HAA30p) B
onpeIeICHHON 001acTH (IKOJIOTHYECKUMA, TTOKAPHBIN U T.1I1.);

—  TIpHu HEOOXOJIUMOCTH, C OOIIECTBEHHBIMH OPTaHU3AIUSIMHU.

5.3.8. YTBep:kIeHuEe JOKYMEHTA

I'pud yTBEp)KIEHUS MPOCTABISAETCS HAa JIOKYMEHTE B CIIy4dae €ro YTBEPIKIACHUS JTOJDKHOCTHBIM
JUIIOM, PaCHOPSIAUTEIBFHBIM JIOKYMEHTOM (IIOCTAaHOBJICHUEM, PEIICHUEM, MPUKA30M, PACHOPSIKEHUEM )
WJIM pelIeHUEM KOJUIETHAIbHOTO OpraHa.

I'pud yrBepkaeHUs pa3MeniacTcsi B IPaBOM BEpXHEM YIUIy MEpPBOro Jiucta AokymeHta. CTpoku
PEKBU3HUTA BBIPABHUBAIOTCA MO JIEBOMY KparO0 WM LIEHTPYIOTCS OTHOCUTEIBHO CAMOW JIJIMHHOM CTPOKH.
[Ipu yTBepKIEHUM JOKYMEHTA JIOJDKHOCTHBIM JIMIIOM TpPHU(p YTBEP)KIEHUS COCTOUT U3 CJIOBa
YTBEPXIAK (6e3 kaBbluek), HAUMEHOBAHUS JOJHKHOCTH JUIA, YTBEPXKIAIOMIETO TOKYMEHT, €ro
MOJNMCH, HHUITHAJIOB, (DaMUJIMK U JaThl YTBEPKICHUS, HAIIPUMED:

YTBEPXAIO
Pextop ®I'BOY BO «bpl'V»

auyras noonuce U1.C. CuroB
12.04.2023

[Tpu yTBEpKA€HUU JOKYMEHTA paclopsIUTeNbHBIM JOKYMEHTOM I'pU( yTBEP)KICHUS COCTOUT U3
cioa YTBEPXJEH (YTBEPXIEHA, YTBEPXJIEHbBI namn YTBEPXJIEHO), cornacoBanHoro c
HAaUMEHOBAHMEM BHUJA YTBEPXKIAEMOI0 JOKYMEHTa, HAUMEHOBAHUS PaCHOPSAUTEIBHOTO JAOKYMEHTAa B
TBOPUTEILHOM MAJIEKe, €T0 1aThl, HOMEpa, HalpuUMep:

YTBEPX/IEHO
ITpuxazom pexropa ®I'bOY BO "bpl'V"
ot 10.05.2023 Ne 138

[TonoxkeHus 0 cO3JaHUU LIEHTPOB, (DaKyJIbTETOB, CTPYKTYPHBIX MOJpa3fesieHui U T.J. MOJIekKaT
YTBEP)KICHUIO NpHKa3oM pekTtopa bpl'Y u mpuoOperaroT IOpUIMYECKYIO CHIIY TOJBKO C MOMEHTa HX
YTBEPKJICHHUS.

BHocuth kakue-nubo M3MeHeHUs U J100aBJIeHUs B MOJMHMCAaHHbIE (YTBEpKIEHHBIE) TOKYMEHTHI
0e3 paspelleHns JIMLA, MOIIMUCABIIEr0 JOKYMEHT, HE IOMyCKaeTCsl.

OTBETCTBEHHOCTh 3a KA4E€CTBO MOATOTOBKH TOKYMEHTOB M JJOCTOBEPHOCTh COAEPIKALIUXCS B HUX
JTAHHBIX BO3JIaraeTCs Ha JIMIA, TIOArOTOBUBIINE, 3aBU3UPOBABIINE U OANMCABIINE TOKYMEHTHI.

5.3.9. AapecoBaHue TOKYMEHTa

JIOKyMEHTBI aipecyloT B OpraHbl BJIACTH, OPTaHU3alMIM, JOHKHOCTHBIM U (PU3MUYECKHUM JIUIIaM,
CTPYKTYPHBIM MOAPA3AEIECHUSIM.

PexBu3uT «aapecar» MpocTaBsSeTCs] B BEpXHEH MpaBoil 4YacTH JOKYMEHTa Ha OJIaHKE C YTIIOBBIM
pacrnoyiokeHueM peKkBU3UTOB. CTPOKHM PEKBU3HUTA «aApecary BBIPABHUBAIOTCS IO JIEBOMY Kpal WIH
LIEHTPYIOTCS OTHOCUTEIBHO CAMOU JUIMHHOM CTPOKH.
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JIOKyMeHT aapecyeTcsi KOHKPETHOMY JOJDKHOCTHOMY JIMI[y B CIy4yae, €CIM HMMEHHO 3TO
JOJKHOCTHOE JUI0 OyneT paccMaTpuBaTh M MPUHMMATh PEIICHUS IO BOMNpPOCaM, MOCTaBJICHHBIM B
HaIpaBJIIEMOM €My JOKyMeHTe. IIpu 3ToM HauMeHOBaHHE OpraHU3allMy U NOJpa3le/ICHUs] YKa3bIBAETCs
B UMEHUTEJILHOM MaJIeXke, a JOKHOCTh U (PaMUITUS — B JJATEITLHOM.

ITpu anpecoBaHHMU JOKYMEHTa B OpraH BJacTH, OPraHU3allMIO0 WM CTPYKTYpPHOE IOApa3JeIeHNe
(0e3 ykazaHus JOMKHOCTHOTO JIMIA) UX HAMMEHOBAHUS MUIIYTCSl B MUMEHUTEILHOM MaJieke, HalpuMep:

MUHHCTEPCTBO HAYKH U
BbICIIET0 00pa30BaHUs
Poccuiickoit deneparuu
JlemapTaMeHT cTpaTeru4ecKoro
pa3BUTHS

[Ipu aapecoBaHMM JOKYMEHTAa PYKOBOJIUTENIO (3aMECTUTENI0 PYKOBOAUTENS) OpraHU3alUH
YKa3bIBaIOTCS B JIaTEJbHOM IaJeKEe HAWUMEHOBAHHE JOJDKHOCTH PYKOBOJIUTENS (3aMECTHTEIS
PYKOBOJMTENS), BKIIOYAIONIEE HAMMEHOBAHHWE OpraHu3alvd, (paMUIUI0O U HHHUIMAIBL JTOJKHOCTHOTO
JIMIIa, HAIIpUMeED:

PexTopy MpkyTckoro HaumoHajibHOTO
HCCJIE0BATEIBCKOIO TEXHUYECKOTO
YHUBEpCUTETA

N.N. BaHoBYy

HpI/I aapeCoOBaHMM IHMCbMAa B OpraHU3alMi0 YKa3bIBACTCA €€ II0JIHOC MM COKPaAlICHHOC
HAaMMCHOBAHUC B HMCHUTCIIbHOM I1aJIC)KE, HAIIPUMCEP:

denepanbHOE ApXUBHOE areHTCTBO
Pocapxus

IIpu anpecoBaHMM [JOKYMEHTa B CTPYKTYPHOE IIOJApa3JEJICHUE OpraHu3alud B PEKBU3UTE
«ajpecar» yKa3bplBaeTCs B UMEHUTEIbHOM I1a/Ie’Ke€ HAMMEHOBAHUE OpraHM3alllM, HUXKE - HAMMEHOBaHHE
CTPYKTYPHOTO NOAPAa3eICHMs, HallPUMep:

CDe,Z[epaJIBHOC APXUBHOC ar€HTCTBO

OTtnen rocyaapcTBEHHOM
CITY>OBI, KaIpOB U HArpaj

[Ipu angpecoBaHMM NHCbMAa PYKOBOAMUTENIO CTPYKTYPHOTO TOJpPA3JeNieHUs YyKa3bIBaeTcs B
MMEHUTEJIBHOM NaJIe’)K€ HAaUMEHOBAHME OPIraHU3alluM, HUXKE - B JIATEIbBHOM INa/Ie’K€ HAaUMEHOBAHME
JOJKHOCTH PYKOBOJIMTENS, BKJIIOYAIOIlee HaMMEHOBAaHHWE CTPYKTYPHOTO MoJpa3fesieHus, (pamMHiIunio,
WHHULIMAJIBI, HAIPUMED:

AO dIpodpunb»
PykoBoaurento
JIOTOBOPHOTO OT/ENa
C.E. CumoneHko

[lepen damunueil AOMKHOCTHOrO JIMIA JOMYCKaeTcsl yINOTpeOdsITh CokpamieHue ''r-Hy"
(rocmioguHy), €cu aapecatr My>KunuHa, Uiy "T-ke" (TOCIoXKe), ecliu aipecaT KEHIIMHA, HallpUMep:

r-uy Apedneny ILA.
r-xe Apedoeoit 1.B.
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[Ipu paccbuike [OKyMEHTa Tpylle OpraHu3aldidé OJHOTO THUIMA WIM B CTPYKTypHBIE
MOJIpa3/IeIeHUs OJJHOM OpraHM3alnu, aapecaT yKa3bIBaeTcsi 0000IEHHO, HallpUMeEp:

PykoBouTenssmM 00pa3oBaTEIbHBIX
yupexaenuii Mpkyrckoit obaacTu

PykoBoauTensim ynpaBieHUH
Pocapxusa

[Ipu paccbUike JOKyMEHTa HE BCEM OpraHU3alUsSM WM CTPYKTYPHBIM MOJApA3ICICHUSM IO
PEKBHU3UTOM «AJlpecar» B CKOOKaX yKa3bIBaeTcs: «(T0 CIUCKY)», HAIPUMED:

PykoBoauTensaM no4epHux
obmectB AO «IIpoduiby (10 criucky)

JIOKyMEHT He JoJKeH cojepkaTh Oosee yerbipex aapecaToB. CIIOBO «KOIUS» HEpE]l BTOPBIM,
TPEThUM, YETBEPTHIM ajjpecaTaMu He yKa3blBaloT. IIpu GojbllieM KOJIMYECTBE aJpecaToB COCTABISAIOT
CIIMCOK PacCBIJIKH JTOKYMEHTOB.

[TouToBBIli agpec B COCTaBe pEKBU3UTA «Anpecar» yKas3blBaeTCsi B IIOCIEIOBATEIBHOCTH,
ycTaHoBiIeHHOW IIpaBunamu oka3zaHus yciyr no4dToBOM cBsA3u. Ilpu aapecoBaHmm mnuceMa B
OpPraHM3alMI0 YKa3bIBAIOT €€ HAMMEHOBAHUE, 3aTEM IIOYTOBBIN a/Ipec, HallpUMep:

['ocynapcTBEeHHOE yUpEkKACHUE
Bcepocculickuii Hay4HO-
UCCIIEIOBATCIILCKUI HHCTUTYT
JOKYMEHTOBEJICHHS U apXUBHOTO JIeia
[Tpodcorosnas yiu., 1. 82,

Mocksa, 117393

[TouToBBIN azpec MOKET HE YKa3blBaTbCAd B JOKYMEHTax, HANpaBISIEMbIX B BBICHINE OPraHbl
BJIACTH, BBIIIECTOSIIIAE OpPraHU3al1H, I0ABEIOMCTBEHHBIE OpPraHU3aluK (33 UCKIIOUEHUEM HAIIPaBJICHUS
MMCEM YKa3aHHBIM aJipecaTaM B KOHBEPTaX C MIPO3PAaYHbIMU OKHAMH).

[Ipu angpecoBaHuMu JOKyMeHTa (PU3MUECKOMY JIMIY YKa3bIBAlOT (aMUIMIO W HHHUIHAIBI
0JIy4aTesisl, 3aTeM OYTOBBIN aJpec, HapuMep:

Npanosy C.II.

CanoBas yi., A. 5, kB. 12,

r. Yere-Unumck, Upkytckas o611.,
666672

[TourtoBsIii afgpec nmevaraercs mpudrom pazmepom Ne 12. Tlpu oTnpaBke nmucbMa 1Mo MEKTPOHHOM
MoYTe WM MO (PaKCUMIJIBHOW CBs3W (0€3 JOCBUIKM MO TI0YTE) MOYTOBBIA aapec He ykaswbiBaeTcs. [lpu
HE0OXO0IMMOCTH MOKET OBITh YKa3aH 3JIEeKTPOHHBIN aapec (Homep Tenedona/pakca), Hampumep:

Bcepocculickuii Hay4yHO-
HCCIIEIOBATEIIbCKUI MHCTUTYT
JIOKYMEHTOBEICHUSI U apXUBHOTO JIeJia
mail@vniidad.ru
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5.3.10. Pe3osronus

B cocraB pe3osonuM ODKHBI BXOJHUTH CIEAYIOIIME DIEMEHTHI: (aMHIMS HMCIOIHUTEIS
(ucnionHUTENEH), COAEPIKAHUE TIOPYUEHUS], CPOK MCIIOIHEHHUS, IOJIIIUCh, /1aTa.

[lpy Hanuuuu B PE3OJIONMH HECKOJIbKUX HCIIOJHHUTENCH, YKa3bIBA€TCSI OTBETCTBEHHBIH
HUCIIOJTHUTCIIb (KaK IIpaBHJIO, 3TO JIMIO, HA3BAHHOC B PC30JIFOIIUN HepBbIM).

Ha nokymeHTtax, He TpeOYIOIIMX JOMOJHHUTEIBHBIX YKAa3aHUH IO HCIIOJHEHUI0 M HMMEIOIINX
TUTIOBBIE CPOKU HCIIOJIHEHHS, B PE30JIIONMU YKa3bIBACTCS HCIOIHUTEINb, MOANUCH aBTOPA PE30JIOLHNH,
nara.

5.3.11. OTMeTKAa 0 HAJIUYNH NPHJIOKEHUSI

OTMmeTKa O NPUIIOKEHUH COAEPKUT CBEACHHUS O JOKYMEHTE (IJOKYMEHTax), MpuiaraeéMoMm K
OCHOBHOMY JOKYMEHTY (B COINpOBOJMTENIbHBIX MNUChbMAax, MPETEH3USX, aKTaX, CIpPaBKax U JIPYyTrUX
MH(OPMALIMOHHO-CIIPABOYHBIX JTOKYMEHTaX) WJIM O TOM, YTO JOKYMEHT SBJISETCS MPHJIOKEHHEM K
OCHOBHOMY JIOKYMEHTY (B JOKYMEHTAaX - TMPUIOKEHUSIX K PaCHOPAIUTEIbHBIM JIOKYMEHTaM,
MOJIOKEHHSIM, TIPaBHJIaM, HHCTPYKIUSIM, JIOTOBOpaM, IIaHaM, OTYETaM U T.I1.).

B compoBoaUTENbHBIX MUChMaX OTMETKA O MPHIIOKEHUU OPOPMIISIETCS MO TEKCTOM IMHUChMa OT
TPaHUIBI JIEBOTO TOJISL, CIAEIYIOIINM 00pazoM:

- €CJIM NIPUIJIOKEHHUE HAa3BaHO B TEKCTE:

[Ipunoxenue: Ha 5 1. B 1 3K3.

Ecimu IMMPUITOKCHUEC HC HAa3BAHO B TCKCTC WJIM €CJIN HpI/IJIO)KCHI/II\/JI HECKOJIbKO, YKa3bIBAIOT HA3BAHUA
ﬂOKYMCHTOB'HpHHO)KeHHﬁ, KOJIMYCCTBO JIUCTOB M 3K3CMILJIIPOB KAKA0T'O IMPHUIIOKCHUA:

ITpunoxennsa: 1. Cmera pacxonoB Ha 4 11. B 1 3K3.
2. llltatHOE pacnivcanue Ha 4 J1. B 3 3K3.

Ecnu npunosxenue (MpuiioKeHust) COpOIIIOpOBaHbl, KOJIMYECTBO JUCTOB HE YKA3bIBAIOT:
[Tpunoxxenue: B 3 3K3.

Ecnu k TOKyMEHTy IpWIararoT Apyrod JOKYMEHT, TAaKK€ MMEIOUIUN IMPUIOKEHUE, OTMETKY O
HINYUU TPUITIOKEHUS OOPMIISIOT CIETYIOLUM 00pa3oM:

[Tpunoxenue: nucbMo Pocapxua ot 05.03.2023 Ne 02/17 u npuiio’keHue K HeMy, Bcero Ha 3 1.

Ecnu npunoxeHneM sBiseTcss 000COOJICHHBIN 3JEKTPOHHBIA HOCUTENb (KOMIIAKT-TUCK, usb-
(ren-HaKOMUTENb U JIp.):

[Ipunoxenne: CD B 1 3k3.

Ecnn nmpuinoxeHne HalpaBislOT HE BO BCE yKa3aHHBIE B JIOKYMEHTE a/ipeca, TO OTMETKY O €ro
HINYUU OPOPMIISIOT CIIeTYIOIUM 00pa3oM:

[Ipunosxxenue: Ha 3 J1. B 5 3K3. TOJIBKO B IIEPBBIN aJpec.

Ecnu npunoxeHusMH K CONPOBOAMUTEIBHOMY IHMCbMY SIBJISIOTCS JOKYMEHTBI, COJEp Kalllhe
nH(popMaILNi0 KOH(DUIEHIINAIBHOTO XapakTepa, HalpuMep, CIy)kKeOHYI0 TailHy, OTMETKY O €ro HaJu4uu
0(hOpMIISIOT CieIyIONM 00pa3oM:
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[Tpunoxenue: oryer o HUP, ms cimyxebHoro mons3oBanus, per. Ne 26-mcrm, Ha 20 1. B 1 9K3.

B pacnopsauTenbHbIX JTOKyMEHTax (TIOCTAHOBJICHUSX, PEIICHHSX, MPUKA3ax, PaCHOPSDKEHUSX),
JIOTOBOpaxX, IMOJIOKCHHSX, MPABUIAX, WHCTPYKIHUAX U JPYIHX JMOKYMEHTaX OTMETKa O MPHIOKECHUU
oopMIIeTCs CASAYIOIIMM 00pa3oMm:

- B TEKCTe JOKyYMEHTa TMpU TIEPBOM YIOMHHAHUU JOKYMEHTA-TIPUIOKEHUS B CKOOKax
YKa3bIBACTCS: «... (IPUIOKEHUE) WIH ... (IpHIIOKeHHE 1)»; mepes HOMEpOM MPHIIOKEHHS JTOMYyCKAaeTCs
CTaBUTh 3HAaK HOMeEpa: «... (mpmiokeHue Ne 2)y»; eclu NPWIOKEHHE OJHO, TOPSAKOBBIA HOMEpP HE
YKa3bIBaCTCS;

- Ha TIEPBOM JIMCTE JJOKYMEHTA-TIPUIIOKECHHS B IIPABOM BEPXHEM YTITy YKa3bIBaCTCS:

[Ipunoxenue 1 x mpukasy
ot 30.05.2023 Ne 153

CTpoKu peKkBU3HTa BBIPABHHUBAIOTCS 10 JIEBOMY KparO WM LICHTPUPYIOTCS OTHOCUTEIIBHO CaMOu
JUIMHHOW CTPOKHU.
Ecin npuiioxeHueM K pacnopsaUuTEeIbHOMY JOKYMEHTY SIBISI€TCS. HOPMATHUBHBINA IPAaBOBOM aKT
WIM MHOW JOKYMEHT, YTBEPXJAE€MbII JAHHBIM pPAcCIOpPSAUTEIbHBIM JIOKYMEHTOM, Ha IEPBOM JIUCTE
IPUIIOKEHUS IPOCTABIISIETC OTMETKA O NMPHIIOKEHUH (0€3 CChUIKM Ha paclopsIUTENbHbINA TOKYMEHT) U
rpud YTBEPKICHHSA, B KOTOPOM YKAa3bIBAIOTCS JaHHBIC PACIOPSAIUTEIBHOTO IOKYMEHTa, KOTOPBIM
YTBEPXKAECH JOKYMEHT-IIPUIIOKEHUE, HATIPUMED:
[Tpunoxxenue 1
YTBEXIEHO
IIPUKA30M pEKTOpa
OI'BOY BO «bpl'Y»
ot 05.03.2023 Ne 75

5.4. Oco0eHHOCTH MOATOTOBKH 1 0()OPMJIEHUS OT/IeJIbHBIX BUA0B JOKYMEHTOB

B nesarensHocTn bpl'Y co3nmaercss KOMIJIEKC OpraHU3alMOHHO-PACHOPSIAUTENBHBIX JOKYMEHTOB:
MIPUKAa3bl, PACHOPSIKEHUSI, TOJOKEHHUS, MPAaBUIIA, WHCTPYKLMUHU, PETJAMEHThI, MPOTOKOJBI 3aceIaHui
(coBemaTenbHbIX, SKCIEPTHBIX U Jp. OPTaHOB), aKThl, CIPABKH, JOKIATHBIE M CIYyKEOHBIE 3alHCKH,
JOTOBOPHI (KOHTPAKTHI, COTTIAIICHNUS ), 1eToBas (CiyxeOHas) mepenucka u ap.

KonnernansHo o0CyXaaemMble BOMPOCH M MPUHUMAEMbIE MO HHUM pEHICHHUS (PUKCUPYIOTCS B
MIPOTOKOJIaX COBEIIATEIbHBIX OPraHOB, MHBIX 3aCEIaHU U COBELIAHUM.

B3aumubple o00si3aTenbcTBA  YHHMBEPCHTETa C €r0 KOHTpPAareHTaMHM W WX PEryJIUpOBaHUE
o OopMIIIOTCS B BHJI€ JJOTOBOPOB, COTJIAIIEHUH, KOHTPAKTOB, MPOTOKOJIOB U JIp. TOKYMEHTOB.

B 3aBuCHMMOCTH OT KOHKPETHBIX 3a/lay YIPaBJICHUS B JEATEIHLHOCTH YHHUBEPCUTETA CO3IAIOTCS
JIpYyTrUe BUIbl JOKYMEHTOB: TIJIaHbl, IPOTPaMMbI, OTYETHI U JP.

5.4.1. Ilpukas
5.4.1.1. Cepsl npuMeHeHHUs] IPUKA3a 110 OCHOBHOM /1eSITeJIbHOCTH

Jns  pemieHWsT OCHOBHBIX — OMNEPAaTMBHBIX  3af7ad, CTOSIIUX Tepel  YHHUBEPCUTETOM,
MOJITOTABIIUBAIOTCS  NPUKA3bL  NO  OCHOBHOU  OesimelbHOCmuU, BKIIOYAIONINE cleayronme chepsl
JesITeNIbHOCTH Y HUBEPCHUTETA!

- CTPYKTypa W JOJDKHOCTHOW COCTaB YHHBEPCUTETa, (PYHKIIMOHAIBHOE pAaCIpe/IeICHHE
0053aHHOCTEH;

- YTBEPKICHUE OPraHU3aLMOHHBIX JOKYMEHTOB, U3MECHEHUN K HUM;
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- YTBEPKJICHUE OTACJIbHBIX MPAaBHJI OTHOCUTEIBHO BHYTPEHHErO TPYIOBOIO pacnopsjika,
KOPIOPATUBHOM KYJIbTYPbI, IPABWII MMOBEJICHUS B PA3JIMYHBIX CUTYalUSAX U T.1.;

- WCTIOTHEHUE TIOJMTUKYA YHHUBEpPCUTETAa O BeACHUW OyxydeTa (3aKperuieHHe KaKux-JTr0o
GyHKIUH, MOTHOMOYWN 3a PaOOTHHKAMH, MPaBWJI SKCILTyaTallMd OCHOBHBIX CPEACTB, OGOpPMIICHHE
paboThl KOMUCCHUH U T.11.);

- OopraHu3anysi TMpPOLECCOB M IMPOBEACHUE MEPONPUATHM 1O aJAMHUHUCTPATUBHO-
XO03IMCTBEHHOH, 00eCcIIeYnBaroNIeh NeITeIbHOCTH.

5.4.1.2. IIlpeeMCTBEHHOCTh NPUKA30B 110 OCHOBHOI JeATeJIbHOCTH

Baxxnoit cocraBmsomeii pabOThl € MPUKa3aMH TI0 OCHOBHOW JCSTENBHOCTH  SIBISIETCS
OTCJIC)KUBAHUE U3MEHEHUN, BHOCUMBIX B paHEe MPUHSATHIE JOKYMEHTBI; TP HEOOXOAMMOCTH OOHOBIICHUE
MPUKA30B, CPOK JIEUCTBUS KOTOPBIX UCTEK; CBOEBPEMEHHOE MPEKpaIeHUE ACHCTBUS TPUKA30B.

[TpunsiTe HOBOTO MpHKa3a TpeOyeTcs B CIASAYIOUINX CIyJasiX:

WN3meHenue, OTMEHa, MPOJICHHE CPOKa JEHCTBHS OPraHU3allMOHHBIX M HWHBIX JOKYMEHTOB
(MHCTPYKIMM, MOJIOKEHUN, PEerIaMeHTOB, TpaduKoB pabOTHI, MpaBUI, HOMEHKIATYPHI Jel U T.A.) — C
Hayaja CJIEYIOLIEro roja Jubo o OKOHYaHUU JEUCTBUSI IOKYMEHTA.

Hanenenue pabGoOTHUKOB TNpaBaMH U TMOJHOMOYMSMH (TIOJMUCU JIOKYMEHTOB OT JIMIIA
VYHuBepcuTeTa, pactnopsOKCHUsI JCHEKHBIMU —CPEJCTBAMHU, BKJIIOYEHUS B KOMHUCCHUHU, BO3JIOKEHUS
OTBETCTBEHHOCTH 32 pa3iNuHble O0OBEKTHI), a TAKKE OTMEHA TaKHX MPUKA30B — MPH MpHEeMe/TIepeBoie Ha
JOJDKHOCTH ¥ TIPU YBOJIBHEHUN PAaOOTHHKA COOTBETCTBEHHO.

5.4.1.3 O¢dopmiieHue npuKa3a Mo OCHOBHOM 1eSITeJILHOCTH

Bce npurka3el 0 OCHOBHOM JESATEILHOCTH Y HUBEpCUTETa OPOPMIISIFOTCS HA CTAaHAAPTHOM OJIaHKE
npukasa B coorBeTcTBUE ¢ TpeboBanusamu ['OCTa P 7.0.97-2016 «HauunonansHbIi cTanaapt Poccuiickoii
Oenepanmu. Cucrema craHgapToB 1Mo wuHpOpMamuu, OUOIHOTEYHOMY U H3ATEIHCKOMY JICTy.
Opranu3zaliioOHHO-PACTIOPAIUTENbHAS JoKyMeHTalus. TpeboBaHus K 0OPMIICHUIO TOKYMEHTOBY.

[IpoexkThl NPHUKA30B IO OCHOBHON JAESITEIBHOCTH TOTOBST CTPYKTYpPHBIE TOJpa3IeieHuUs
YHuBepcuTeTa Ha OCHOBaHMHM TMOPYYEHUH PEKTOpa, MPOPEKTOPOB JHMOO B MHUIIMATHUBHOM MOPSIJIKE.
OTBETCTBEHHOCTh 32 KAayeCTBEHHYIO IOJArOTOBKY IPOEKTa IMpPHKa3a, COIJIACOBAHUE U MPABUIBHOE
opopMIieHHE TPOEKTa HECET PYKOBOIUTENh IMOAPA3JICICHUs, KOTOPHIH TOTOBUT TMPOEKT TPUKA3a,
MOAMMCHIBAET €TO U MPEJCTABISAET €r0 Ha COTJIaCOBAHUE U YTBEPKICHUE.

brank nmpukaza coaepKuT CIeAYIONNe PEKBU3UTHI:

Hauwenosanue  opecanusayuu-cocmasumens. Ha3zBanue  YHHMBepCUTETa  yKa3bIlBaeTcs B
COOTBETCTBUU C ycTaBOM. [lo1 MOTHBIM HaUMEHOBAHHUEM Y HUBEPCUTETA HIDKE B CKOOKAaX YKa3bIBAETCS
COKpallleHHOE€ HauMeHOBaHuE. Bpllle HauMeHOBaHUsT YHHMBEPCUTETa YKa3bIBAETCS  Ha3BaHUE
MUHHCTEPCTBA WM BEIOMCTBA, B MOJYMHEHUU KOTOPOTO HAXOAWUTCS YHUBEpPCUTET. Pacmonaratorcst atu
PEKBU3UTHI IO LICHTPY.

Buo ooxkymenma, oama u mecmo cocmagnenus, peucmpayuoHublli Homep — 00sA3aTelbHbIE
UICHTU(PUKAIIMOHHBIE PEKBU3UTHI, KOTOPBIE UTPAIOT POJIb UMEHU U aMuinu npukasa. Jlara nmoamnucanus
W PETHCTPALMOHHBIN HOMEp MpHUKa3a UCMOJB3YIOTCS JUIsl ydeTa U MOUCKA JOKYMEHTA M MPOCTaBIISIOTCS
MOCJI€ MOJNUCAHUS MTPUKA3a PEKTOPOM.

Bun noxymenTa numietcs Bcerna 3ariaBHpIMU OykBamu: [IPUKA3.

Jamy npuHATO 0GOPMIATH ITUGPOBBIM CITIOCOOOM, COCTOSIIEH U3 8§ 3HAKOB: JICHb MeCsIa, MECSIII,
rox (02.07.2023). BykBa «r.» B 3TOM ciiy4ae He cTaBUTCS. O0sA3aTeabHO JTO0ABISACTCS «HOJBY IIPH
OJTHO3HAYHOH IM(pe Yrcia W/ Mecsra. B TekcTe nmpukasa BO3MOXeH O0yKBEHHO-LIU(POBOIi crocoo,
KOTJa THUIIETCS HauMEHOBAaHHE MECsIa, MPU 3TOM JI€Hb MecsIlla HY)XHO YKa3bIBaTh IBYMs Iudpamu,
Hanpumep, «01 aBrycra 2023 r.».

JlaTa BBITIOJIHEHUSI MTYHKTA MPUKa3a UCIIOJHUTENIEM, YIIOMHUHAEMasi B TEKCTE PaCIOPSIUTEILHOTO
JIOKYMEHTa, 0(OpMIISIETCS] aHAIIOTUYHO, OIHAKO UMeeT B KoHIle «T.» (k 02.08.2023 r.).

Ilepuoo o6o3HauaeTCs Tak:
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- «01.08.2023 r. — 10.08.2023 r.» unu

- «01.08.2023 — 10.08.2023 rr.».

Takum 00pa3oM, CIIOBa «TO/1» U «TOJbD» COKPAILAIOTCS 10 «T.» U «IT.», €CIIi OHU IPUBEICHHI B
KOHKPETHBIX J1aTax, TO €CTh B JaTax ¢ 0003HauUe€HUEM Mecslla, KBapTala, OoIyTroAus.

L[00 Tipu yKa3aHUU JAThl UMEET pasiuyHoe Hamucanue. [Ipu 0003HaYeHNH B TEKCTE MPOMEKYTKA
BPEMEHH, COCTOSIILIET0 U3 LIEJI0r0 I0/1a, CJIOBO «T0» MUIIETCS OJHOCThIO, HAIPUMED:

- «8 2023 romy»;

- «otueT 3a 2023 roay;

- «cMeTa Ha 2023 roa»

['on numiercs 6e3 HapallleHUs NaJeXHOr0 OKOHYaHUs, Hanpumep, «B 2023 roxy» (OmmOOYHBIM
Oyzner Hanucanue «B 2023-M Togy»).

Pecucmpayuonnvlii nomep TpUCBAUBAETCA B COOTBETCTBHMM C IPUHATON B YHUBEpCUTETE
CUCTEMON pETUCTpallMM: 3TO MOXET ObITb IOPSAIKOBBIM HOMEpP C JONOJHUTEIBHBIM KOJOBBIM
obo3HaueHueM mim 6e3 Hero. [Ipruka3sl IMEIOT CKBO3HYIO HyMEPALMIO B TEUCHHE KaJIeHJapHOTO ToAa.

Mecmo cocmasnenus — yKa3blBa€TCsl MECTOHAX0XK/I€HUE (HACEICHHBIN TYHKT) Y HUBEPCUTETA.

3aconosok k mekcmy — 3TO KpaTKOE COJEpKaHHe MpHKa3a, OTBEYAET HA BOIPOC «O yeM?» (mpu
sToM npemiora «Oy», «O06» MHUIIyTcs: ¢ IpOonHUCcHOW OyKBbI). OH TIOMOTAeT He JOMYCTUTh 3aIyTaHHOCTH,
HE3aBEPLICHHOCTH, W3JIMIIHEH CII0)KHOCTM TEKCTOBOW uacTH mnpukasza. Eciu conepkaHue npHukasza
U3JIO)KUTh B HECKOJBKHUX CJIOBaxX, MOJIYYHUTCS 3aroioBok. OH pacrnojaraercss HUXKE PEerucTpaldOHHbBIX
JaHHBIX. TOYKa B KOHIIE 3ar0JIOBKA HE CTaBUTCA. 3arojIoBOK K TEKCTY IOMOIaeT MPOBEPUTh, JOCTATOUHO
JIM SICHO ¥ TPAaMOTHO COCTaBJIEH IIPUKA3.

Texcm npukaza COCTOUT U3:

- o6ocHoBaHMs (TIpeamOyIIb),

- pacnopsAUTeNbHOM YacTu.

Illpeambyna (KOHCTaTUpyIOIIAs YacTh JOKYMEHTAa) COJEPKUT NPUYUHBI, OCHOBAHMS, LEJIU
COCTaBJICHUs JOKYMEHTA. 3/1eCh KpaTKO M3JIaratoTcsi (pakThl U cOOBITHS, MOCTYKUBIIUE OCHOBAHUEM JUIS
W3IaHMS TpUKa3a (PaCOpsKEHUS ).

KoHcraTupyromas 4acTb MOKET HAYMHATHCS CIOBAMH «C LIEIBIO», «UID», «B COOTBETCTBHMY, «BO
HCIIOJTHEHUE.

B ToMm cnywae ecnau mpukas M34aeTcs Ha OCHOBAHMM APYroro JOKYMEHTA, B KOHCTaTHPYHOILEH
YacTH YKa3bIBAaeTCsl HAUMEHOBAaHUE BHJAa JTOr0 JOKYMEHTa, €ro JaTry, HOMEp WU 3arojoBOK B
HE00XO0AMMOM MOCIIeI0BATEIBHOCTH.

[IpeamOyna B mnpoekrax npuka3zoB 3asepuiaercs ciaoBoM <«IIPUKA3BIBAIO». Dto cnoso
oopmIsieTcss OTAENBbHON CTPOKOM U MUIIETCS MPONUCHBIMU OykBamHu (0€3 pa3psiIki) OT IPAHULIBI JIEBOTO
T0JISL ¥ 3aKAaHYUBAETCS IBOETOYUEM.

Pacnopsoumenvnas yacme mexkcma CONEPKHUT caMO€ TJIABHOE — HEMOCPEACTBEHHO MPUHSATOE
PYKOBOJMTENEM PELICHHE.

OTa 4acTh NPHUKa3a MOKET COIAEPKATh!

- peleHusl OpraHu3aluoOHHOro Xapakrepa (YTBepAUTh, CO3/1aTh, IPeoOPa30BaTh, JIUKBUAUPOBATD,
MPU3HATH YTPATHUBIIUM CHITY);

- KOHKpETHbIE MOpPYYEHHUs C yKa3aHUEM HCIOJHUTENS (MCIIOJHUTENEeH) U CPOKOB HCIIOIHEHUS
MOPYyYECHUH.

Kaxnoe pemenue (mopyuenue) opopMisieTcs: B IpuKa3e Kak OTAeNbHbIN MyHKT. [IyHKTHI pukasa
pacnosararoTcs B JIOTMKO-BPEMEHHOM IOCIIENOBATEIbHOCTU. Eciau mopydeHHe HaeTcss KOHKPETHOMY
MO/Ipa3/JIeJIEHNI0, €ro0 HAaWMEHOBAHHME NUIIETCS IOJHOCThIO, B CKOOKAaX YKa3bIBalOTCS (aMuiaus |
WHULMANIBl PYKOBOAMTENS TIOAPA3IEICHUsT B MMEHMTEIbHOM manexe. Eciaum mnopydeHue paercs
KOHKpPETHOMY HMCIIOJIHUTENIO, €T0 JOJKHOCTh U (paMIIIHS YKa3bIBAIOTCS 6€3 CKOOOK B JaTEIbHOM TaJiexke.
Ecnu 3amanue BbiaeTcst rpynne Jidi (KOMHCCUHM, pabodel rpymme U T.I.), OHO BCEerja ajapecyercs
KOHKPETHOMY JIHIly — TMpeAcenaTelliio KOMUCCUHU, PYKOBOAMTENIO paldouedl Tpymmbl U T.I. ITO
MOTYEPKUBACT MEPCOHATBHYIO OTBETCTBEHHOCTh PYKOBOJIUTENS 32 pPaOOTy MOJYMHEHHBIX U HE JOMYCKaeT
HEOJIHO3HAYHOM TPAaKTOBKH ajJjpecaTa 3aJaHHusl.
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Cornacno TpeboBanusiM MunoOpHayku Poccun, PocoOpHaasopa HEKOTOpbIE BUABI MPHUKA30B
00s13aTeNIbHBI K Pa3MEIICHUI0 Ha O(ULIMaIbHOM caiiTe YHuBepcutera. B aToM cityuae mpu cocTaBlieHUH
MPOEKTa MpUKa3a HEOOXOIUMO BKJIIOUMTH NMYHKT O HAa3HAUYCHHM OTBETCTBEHHOTO 3a IPEIOCTaBJICHUE
nHpopMmanuu 115 pazmenienus Ha opunranbHoM calite PI'BOY BO «bpl'V» ¢ ykazaHueM TOJDKHOCTH U
DUO.

PacnopsinutenpHasl 4acTh MOXKET COCTOSITh M3 €AMHCTBEHHOro ab3ama JM0O0 M3 HECKOJIbKUX
NyHKTOB. B m0o00M ciydae 37ech yKas3bIBaeTcs 4YTO, B KaKH€ CPOKH JIOJDKHO OBITH CIENaHoO, KTO
UCIOJIHUTENb, U, €CIM HEOOXOOUM KOHTPOJb HCIIOJHEHHsS, TO KTO ero ocyuiectsiser. Eciu cpok
BCTYIUICHUS IIPUKa3a B CHJIy HE yKa3aH, CUNTAETCS, YTO OH HAUYMHAET JEHCTBOBATDH CO JIHS MOJIUCAHUS.

[TynkTel mpukasa oQOpMIIOTCS C HUCIHOJb30BaHMEM ab3anHoro orcryna. Ilpumensercs
TpaguimoHHass Hymepauusi myHkToB (1,2,3 u 1.1.) 1 noanynktoB (1.1,1.2,2.1 u 1.1.). Kaxasiii myHKT
(MOAINYHKT) pacHOPsSIAUTENBHBIX TOKYMEHTOB OOBIYHO HAUMHAETCS C rilaronia. Eciau B TekcTe He00X0AUMO
IIEPEYUCIIUTD HECKOJIBKO OOBEKTOB (HampuMep, JOHKHOCTHBIX JIMII, @ TAK)KE pellaeMble UMU BOIPOCHI U
HepeaHHble UM I0JI JINYHYIO OTBETCTBEHHOCTh OOBEKTHI), ITO JienaeTcs B (popMe TaOIULbl. Y Ka3bIBaTh
Ha3BaHUE TAOIUIIBI HE TPeOyeTcs, a BOT HAMMEHOBAaHUE CTOJIOLIOB M CTPOK HEOOXOTMMBI.

B pacnopsauTenbHbIX JTOKYMEHTaX KOJMYECTBEHHbIC YMCIUTEIbHBIE MUUIYTCS 0€3 HapalleHus,
Hanpumep: «He Oosiee 5» uiu «He Oonee NATU» (HEMpaBUIBbHO «HE Ooinee 5-tu»). Hanportus, nagexHoe
OKOHYAaHUE B TOPAJKOBBIX YHCIUTEIbHBIX, OOO3HAYEHHBIX AapaOCKUMM LUPpPaMH, JOJDKHO
IIPUCYTCTBOBATD:

- B BHUJI€ OJHOOYKBEHHOIO, B CiIydae €CJIM HOCileJHed OyKBE UYMCIUTEIBHOIO HpPEAIIECTBYET
IJIACHBIN 3BYK: «S5-i» (HEMPaBUIIBHO «S5-bIi»), «5-€» (HENPaBUIBHO «5-0€»).

- B BHUJE JIBYXOYKBEHHOI0, B Cllyyae €cClId MOociiefHeH OyKBE UHUCIUTEIBHOIO MpPEAIIECTBYET
COTJIACHBIH 3BYK: «5-T0» (HENPAaBUIBHO «5-0r0»), «30-Mu» (HenpaBUIbHO «30-bIMU»).

[Tocnenuuii MyHKT pacrnopsOUTENbHONM 4YacTH NpHKa3a JOJDKEH COAep)KaTb CBEICHHS O
JOJKHOCTHOM JIMIIE, HA KOTOPOE BO3JAaraeTcsi KOHMpOoab UCNOIHEHUsl NPUKA3d, HaTIpUMep:

5. Koumponv 3a ucnoninenuem npuxaza 603104CUMb HA NPOpPeKmopa no yuebHou pabome
Anexcanoposy A.A.

B oTnenpHBIX ciaydasx pekTop YHHUBEPCUTETa MOKET OCTaBUTh KOHTPOJIb 32 COOOM:

5. Koumponws 3a ucnoinenuem npuxkaza 0cmasisio 3a cooou.

He BxirouaeTcs B TeKCT nmpukasa MyHKT « IIpukas moBectu no ceenenus...». llogpasnenenus u
JOJDKHOCTHBIE JIMIIA, JI0 CBEJIEHUS KOTOPBIX HEOOXOAMMO JOBECTH MPHUKA3, MEPEUUCIAIOTCS B JIUCTE
PacChUIKU, KOTOPBIA TOTOBUTCS UCIIOJIHUTENEM U 0POPMIISETCS Ha OT/AEIbHOM JIUCTe. JINCT pacChbUIKM He
SIBJIETCS IPUIIOKEHUEM K IIPHUKA3y.

B mpukazax He [JOMYCKaeTcs IPHUMEHEHUE IIPOU3BOJIBHBIX COKpAIlEHUH WM HCKaXECHHE
HAaUMEHOBAHMI CTPYKTYPHBIX MOJpPA3AeIeHUN YHUBEpCUTETA, IPUMEHEHUE TPOU3BOIBHBIX TEXHUYECKUX
U ApYTUX TEPMUHOB, COKPALLEHHBIX CJIOB M1 HANMEHOBAHMM.

Iloonucy oa JOKYMEHTOM COJEPKUT HaMMEHOBaHHUE JOHKHOCTH 03 yKa3zaHWs HaMMEHOBaHUS
OpraHu3alyy, caMmy HOANHCh U ee pacludpoBKy. MHummansl craBaTcs nepex ¢damuiuei auua,
MOJNKCABLIETO MPUKa3.

OObIYHO TpPUKa3 1O OCHOBHOM JESATEIbHOCTH, KaK BHYTPEHHUH JOKYMEHT, HE 3aBepsercs
nevyarpio. XOTs Mo TpeOOBaHUIO, HAIIPUMEp, HAJIOTOBBIX OPraHOB MM OaHKa MOTYT ObITh UCKIIIOYECHMS.
Komnwro ke npukasza Bcera 3aBepstoT JOHKHBIM 00pa3oM, ¢ OTTUCKOM MEYaTH.

Bechb Tekct mokymenta odopmitsercs mpudTom Times New Roman, kernms 12. Hckirouenue
COCTaBIIsIeT HaUMEHOBaHHEe MMHHCTEpCTBA HayKW M BhIciero oOpazoBanus Poccuiickoit ®enepanuu
(xernp 10).

Obpazerr odopmieHuss NpUKa3a, a TaKkKe JHCTa COIJIAaCOBAaHHUS TIpUKaza pa3MelleH B
pHIoKeHuu 1.

5.4.1.4. Tlpoueaypa noAroTOBKM NPUKa3a M0 OCHOBHOI 1eATEJIbHOCTH

HpI/IKaSI)I 110 OCHOBHOH ACATCIIBHOCTH IPOXOAAT HECKOJIBKO 3TAIlOB OT MMOATOTOBKH A0 IMOAIINBKHU
B ACJIO.
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PaGora ¢ mpoekToM TMpHKa3a HAYMHACTCS C TMONYYCHHS YKa3aHUS O €ro CO3JaHHH OT
pykoBoauTenss U HeoOxoaumoir uHpopmauuu. Ha »sTOoM 3Tame 3amMchiBaeTcsl Bcs HMH(OpMaIus,
MOJIy4eHHAsT OT PYKOBOJMUTENS, YTOYHSIETCS WCIONHUTENb, CPOKH WCIONHEHHUS, HEOOXOIUMOCTh
KOHTPOJISI UCTIOJNIHEHUA, CPOK JEHCTBUS MpUKa3a (BCTYIUIGHHUS B CUIy U MpeKpaieHus aeiictus). Eciu
HEOO0XO/UMO, TOTOBATCS  COIYTCTBYIOIIUE JOKYMEHTHI: WHHIMUPYIOIIME — Hampumep, ciyxeOHas
3amucka (eciu OCHOBaHHWE Uil M3JaHHUs MpHKa3a — YCTHOE COOOIIEHHE JOJDKHOCTHOTO JIMIA);
JOTIOJTHUTENbHbIE — TaOIUIBI, TPAapUKH, a TAaKXKEe KOMUH HEOOXOAMMBIX JOKyMeHTOB. IIpoBomutcs cOop
JOTIOIHUTENBHON HH(GOPMAIIUU OT PYKOBOJAUTENEH MMOApa3IeICHUN.

Cocmasnenue npoekma npukasa u €20 co21acosanue

[TpoekT mpukaza opopmiisiercs Ha jucte popmara A4 ¢ cobmoeHneM BcexX MpaBuil 0hopMIICHUS.
[TpoeKT TOKyMEHTa HE PETUCTPUPYETCH.

Busbl coriacoBaHusi MPOCTaBISIIOTCA Ha OOpaTHOW CTOpPOHE MpPOEKTa IMpuKaza. PexBU3UT
COTJIACOBAHUS COJCPKHUT HAUMEHOBAHHE JIOJDKHOCTH, MOJINKMCH U PACIIU(PPOBKY MOANUCH PAOOTHHKA,
naty BusupoBanus. [Ipu cornacoBanuu nprkasa yka3blBaeTCsi OCHOBHAsSI JOKHOCTh, KOTOPYIO paOOTHUK
3aHUMaeT (PaKTUYECKHU 10 IITATHOMY PAaCIHCAHUIO.

[TpoekT mpukaza B 0043aTeIbHOM MOPSIIKE COTTIAaCOBBIBAIOT:

- CHCUUAINUCT [0 OPTraHW3alUOHHOMY U JIOKYMEHTAIMOHHOMY OOECIICUYEHUIO YIPaBICHUS
opranuzaiei (JIIo, ero 3amMeraroiiee),

- IPOPEKTOP IO HAIPABJICHUIO JACATEIBHOCTH (JIUIIO, €T0 3aMeIaroniee).

Kpome TOro, [AONONHUTENBbHO TMpPHKa3bl, CBA3aHHBIE C  (UHAHCOBO-XO3SIMCTBEHHOMN
JESTEeTbHOCTHIO, B 0053aTEIbHOM MOPSAKE COTIIACOBBIBAIOT:

- [NIaBHBIN Oyxranrep-HadanbHUK @Y (JIuIl0, €ro 3ameraroniee),

- TJIaBHBIN YKOHOMHUCT (JIUI0, €T0 3aMelIaroiiee),

- Ha4aJIbHUK KOHTPAKTHOMU CIIY>KObI (JIMIIO0, €r0 3aMeIalolIee).

[Tpukasbl, Kacaromuecs: MPOBEACHUS MEPONIPUATHI C y4acTHeM pabOTHHKOB M O00y4aroImuXxcs, B
TOM UHCJI€ HECOBEPUICHHOJIETHHUX, COTJIACOBBIBAIOT:

- CIICLMAIIUCT IO OXpaHe TpyAaa (JUI0, ero 3aMeniaroiiee),

- CHEeMAIMCT MO KOMITJIEKCHOM 0€30MacHOCTH (JIMLI0, €ro 3aMelarollee).

[Tpr moanucaHuy TOKYMEHTa HECKOJIBKUMH JOJDKHOCTHBIMU JIUIIAMH WX ITOJAIKCH PacIojiararT
OJIHY MO/ IPYTOil B IOCIe10BaTEIbHOCTH, COOTBETCTBYIOLIEH 3aHUMaeMO TOJKHOCTH.

Ecnn HeoOX0nMMO BHECTH W3MEHEHHsI B TPUKAa3, TPOEKT OQOopMIIsieTcs CHOBa CO BCEMH
MCIPABJICHUSMU U MPOXOAUT IPOIEAYPY COINIACOBAHUS TOBTOPHO.

Iloonucanue npuxasa u e2o pecucmpayusl

Jlata cocTaBiieHUs MIPHKa3a U €ro PErUCTPAMOHHBIA HOMEp MPUCBAUBAIOTCS IOKYMEHTY B JCHb
nojnucanus. [ perucTpanuy mpuKazoB HCIIONB3YIOT CIIEIHATbHBIE )KyPHAIIBL, TIE 3aIIUCHIBAIOTCS:

- HOMEp TMpHKa3a,

- J1aTa ero MOAIMCaHHS,

- KpaTKoe cojiepKaHue,

- UCIIOJIHUTEND (MCIIOJTHUTEINN).

Crenyromum 3TaroM SIBISIETCS 03HAKOMAeHUe ucnoanumernetl ¢ npuxkasom. IIpukazom pekropa oT
21.03.2014 1. Ne103 B YHUBepcUTeTE BHEIPEHA CUCTEMA DIIEKTPOHHOTO IOKYMEHTOO0OPOTA.

[Tpuka3bl MO OCHOBHOM AESITENLHOCTU PACCHUIAIOTCS PaOOTHUKAMH KaHIIENSPUH OTBETCTBEHHBIM
WCTIOJTHUATENSIM JTHOO PYKOBOJAUTEISIM CTPYKTYPHBIX TOJPA3/IEIeHUH B TPEXTHEBHBIH CPOK C MOMEHTa
perucTparum.

O3HakoOMIIEHHE C MTPUKAa3aMH TI0 OCHOBHOM JESTEIBHOCTH, OTHOCSIIMMUCS KO BCEM PaOOTHUKAM,
OCYIIIECTBISETCS PYKOBOIUTENSIMHA CTPYKTYPHBIX MOIPA3/IEIICHUN CIeTYIOIUMU CII0OCOOaMMU:

- CO3JaHWEM JIMCTOB O3HAKOMJICHHS pAOOTHHKOB IO/ TOANUCH C KAXKABIM TPUKAa30M B
OTJENBHOCTH, €CITH TaKOK CII0c00 03HAKOMJICHHSI YKa3aH B COOTBETCTBYIOIIEM ITYHKTE MPUKa3a;

- CO3JJaHMEM W BEJCHHEM J>XypHajla O3HAKOMJICHHs PaOOTHHUKOB C TMpPHKAa3aMH 10 OCHOBHOM
nesTenbHOCTH. Takoil crmoco® MpUMEHSETCs, B YaCTHOCTH, TIPU O3HAKOMIIGHHWU C MPUKA3aMHU CUCTEMBI
MEHEKMEHTa KauecTBa.
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[TogmuBka B J€10 MCHOJHEHHOTO JOKYMEHTa MPOM3BOIUTCS IOCIE 3aBEPIICHUS HCIIOJHEHUS
MpHUKa3a.

[To ucreyeHuu cpoka XpaHEHHsI MPOBOJUTCSA O0s3aTeNbHAsl OLIEHKA LIEHHOCTH JOKYMEHTOB, U
TOJIBKO TOCJIE 3TOT0 0OpMIISETCS aKT 00 YHHYTOXKEHUU JOKYMEHTOB C MCTEKIIUM CPOKOM XPaHEHUS U
CTIIMCaHHBIC IOKYMEHTHl YHUUTOXKAIOTCS.

[TonnMMHHUKY MPUKA30B IO OCHOBHOW JIEATEIHHOCTH XPAHATCA 10 OKOHYAHUS TEKYIIEro roja B
KaHuensapu. 110 OKOHUAaHMM TEKYyHIero Trojfa MepefaroTcs B apXWBHBIM OTHEN  aJIMUHHUCTPALUU
r. bparcka.

[Tpu popmupoBanuu en HeOOXOAUMO COOTIOAATE CIEAYIOIINE TPEOOBAHMS:

- B JICJIO IIOMEMIAIOTCS TOJIBKO UCIIOJIHEHHBIE U IPAaBUIBLHO 0(hOpMIICHHBIE TIPUKA3BI;

- MIPUKA3bI 10 OCHOBHOM JESATENbHOCTH TPYNIUPYIOTCS OTAEIBHO OT MPUKA30B M0 JINYHOMY
COCTaBY;

- B JIENI0 TPYNNUPYIOTCS, KaK TPaBWIO, MpPHKa3bl OJHOTO roja (3a HUCKIIOYEHUEM
MePEXOIAIINX );

- NpUKa3bl BHYTPH Jejla pPAacHoJiaraloTcsi B HYMEpAalMOHHOW (IO BO3pAcTaHUIO UX
PEruCTPalIMOHHBIX (ITOPSAKOBBIX) HOMEPOB) MOCJIEI0BATEILHOCTH;

— MIPUJIOKEHHUs (€CliM Ha JOKYMEHTE MpocTaBieHa oTMeTKa «lIpunoxeHue») moammBaroTCs
BMECTE C MPUKA30M;

- JOKYMEHTBI K TMpHKa3aM, HCIIOJb30BaHHBIE HAa CTAaAWM TOATOTOBKM  IPOEKTa,
TPYNIUPYIOTCS U TOAIIUBAIOTCS OTAEIBHO U XPAHSTCS y JINIA, TOTOBUBIIETO IPOCKTHI.

5.4.2. Pacnopsi:keHne

Pacniopskenue He JOMKHO coJepKaTh MNPEANHCAHUN, HOCALIMX HOPMATHBHBIM XapakTep.
[ToaroroBka u ohopMiIeHHE pacoOPsKEHUH IPOBOIUTCS IO TEM K€ MpaBHiIaM, YTO U MIPUKa3.

Ecin Ttpebyercst pasbsCHEHHE L€JI€il M MOTHUBOB MPUHATHS PACIOPSDKEHUS, TO B IPOEKTE
IIPUBOAUTCS BCTYNUTENbHAs YacTh — peamOyna. Ho pacniopsikeHre MOXeET U He UMETh IIpeaMOYyJIbl.

[IpeamOyna B mpoekTax pacnopsbkeHui uyamie Bcero 3asepiuaercsi cioBoM «OBSA3BIBAIO»,
«[TOPYYAIO».  Dto crnoBo opopmisieTcst OTACTbHON CTPOKOW M MUIIETCS] IPONMMCHBIMU OykBaMu (6e3
pa3psAKU) OT TPaHMIIbI JIEBOTO MOJIS U 3aKaHYMBAETCS JBOCTOUHEM.

Jonyckaercss npu o(QOpMIEHHH paclopsbKeHus He Hcmoib3oBaTh cioBo «OBA3BIBAIO»/
«ITOPYYAIO». B TakoMm ciyuyae mociie nmpeamOyJibl CTaBUTCS JBOETOUYHNE, TIOCIE YEeTO CJIEIYIOT MyHKTHI
pacnopsAUTEIbHON YaCTH.

[Tpu odopmieHnn pacopsKeHUs He TPeOyIoTCs BU3bl COTJIaCOBaHUS.

Perucrpanus pacnopskKe€HUIl OCYHIECTBIISAETCA B KAHLEISAPUM YHUBEPCUTETA, OHU HYMEPYIOTCS
MOPSAJKOBBIM HOMEpPOM B IIpenenax KajneHaapHoro rona. OOpazen oQopMIEHHsI pacHOpsKEHHs
MIPEJICTaBIICH B MPUIIOKEHUH 2.

5.4.3. IIpoTokoa

Tunoevle mpedosanus K cOCmasieHuI0 npomoKona

B o0000mieHHOM BHJEe MOPSAIOK COCTaBJIEHHS MPOTOKOJA CBOAMTCA K ciuenyromemy. [lpu
MOJITOTOBKE K 3aC€IaHUI0 WM COOPAHHIO:

— (bopMyIHpyIOTCS BOIIPOCHI TOBECTKHU JHS, TO €CTh T€ BOIPOCHI, 10 KOTOPBIM JOKHBI ObITH
MIPUHSTHI PEIICHUS;

- OIIPEAEIISAETCS COCTAaB OCHOBHBIX JOKJIAAUYNKOB;

- NOJ0UPAIOTCS COOTBETCTBYIOUIME MaTepHaibl (MPOSKTHI JOKYMEHTOB, KOTOpPBIE TPEOYIOT
OOCY)KICHUS U YTBEPKICHHUS, TEKCTHI TOKJIAJIOB U T.I1.).

Bo Bpems 3acemaHusi cekpeTtapeM BEAETCS 3alHch X0/a 00CYKJIEHUSI BOIPOCOB MOBECTKU JIHS U
IPUHUMAEMBbIX 10 HUM perieHnil. Hanbosee BaXkHbIe 3ace/laHUsl MOTYT CTEHOTpa(upOBaThCs, JOKIAAbI U
BBICTYIUIGHUSI — 3allChIBaTbCcsl Ha JUKTOQOH. Bce 3T Marepuanbl SBISIOTCS OCHOBOW JUif
MOCJIEAYIOLIETO COCTABIEHUS IPOTOKOIA.
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IIpOTOKOIMPOBAHUIO MOMJIEKAT 3aceJaHus YYEHOIO COBETa YHUBEPCUTETa, LEHTPAIBHOU
MPUEMHON KOMHUCCHUH, TOCYJApPCTBEHHBIX 9K3aMEHAIIMOHHBIX KOMHUCCHUH, YYEHBIX COBETOB (PaKyJbTETOB,
kadenp, HayuyHbIX cemMuHapoB, CoBeTa IO KauyecTBY, METOAMYECKUX COBETOB, PEIAKIMOHHO-
U3JIaTEIbCKOTO  COBETa, KOHKYPCHBIX KOMHCCHMH Ha 3aMellleHHe BaKaHTHBIX JOJKHOCTEH,
KBaJTM(UKAIIMOHHBIX KOMHUCCHH, OOIIECTBEHHBIX OpraHu3aluid, KOH(PEPEeHIHH U CHUMIIO3UYMOB,
HKCIIEPTHBIX KOMUCCHUH.

[TpoTOKOJIBI MOTYT W3[IaBaThCS B IMOJIHOM WJIM KpaTKOH ¢GopMme, IpU KOTOPOH OIMyCKAeTCsl XOJ
oOcy>kIeHHs Borpoca U GUKCUPYETCS TOJIBKO MPUHSATOE 110 HEMY PEIICHHE

3aconoeounas wacme npomokona

[Tporokon odopmisiercs Ha Oymare ¢dopmata A4 ¢ pEeKBU3UTAMHU, KOTOPHIE COOTBETCTBYIOT
obmemy 6manky. B ux cocrase:

- [I0JIHOE HAMMEHOBaHUE Y HUBEPCUTETA,

- Ha3BaHME BUJIa JOKYMEHTA;

- IOPSJIKOBBII HOMED;

- J1aTa;

- MECTO COCTaBJICHUS JOKYMEHTA.

[Ipu odopmieHnn Bcex pPEKBH3WTOB, BKIOYAas PEKBU3UTHI OJaHKa, HYXHO YYHTHIBAThH
orpezeNieHHbIe TPaBuiia, 00ECIeUNBAONINE JOKYMEHTY IOPUANYECKYIO CHITY.

Haumenoseanue opeanusayuu — Ha3BaHUE YHUBEPCUTETAa YKa3blBa€TCs B COOTBETCTBHM C
yupenuTeIbHbIMU JOKyMeHTamu. [loa TOJNHBIM HaWMEHOBaHMEM YHHUBEPCUTETa HIDKE B CKOOKax
YKa3bIBAa€TCsl COKPALIEHHOE HAaUMEHOBaHNE. Bhlllle HauMeHOBaHUsT Y HUBEPCUTETA YKA3bIBAETCSl HA3BaHUE
MUHUCTEPCTBA WM BEIOMCTBA, B YbeM MOJYMHEHHHM HAXOJIUTCS YHUBepcHTeT. Pacronararorcss 3TH
PEKBU3UTHI IO LEHTPY.

Hazeanue 6uda odoxymenma (ITPOTOKOJI) mneuaraercss mNpONUCHBIMH OyKBaMH  TOJ
COKpAalICHHbIM HAaUMEHOBAHMEM YHHBEPCUTETa M OTAENAETCS OT HEro OJHUM MEXKCTPOYHBIM
HUHTEPBAJIOM.

[Tpu mpoctaBieHUN Oambl Ha MPOTOKOJIE CIEAYET MMETh B BHUIY, YTO JaTa 3acelaHus U jJara
OKOHYATEeJIbHOTO 0(OpMIIEHHUS U NOJNMCAaHUS JOKYMEHTa NPaKTUYeCKU Beerna pasnuyatorcs. [lo obumm
TpeOOBaHUSAM MIPOTOKOJI JOJHKEH 0(OPMIIATHCS HE MO3/HEE YeM depes3 MATh JAHEH Mociie JaThl 3aceJaHusl.
Bo Bcex ciayyasx Ha IpOTOKOJIE MPOCTABIISETCS 1aTa 3aCE€AaHMs], a HE MOATMCAHHUS.

Ecnu 3acedanue (cobpanue) cocmosinoce 1 mapma 2023 2., a nonnocmvio oghopmienmwiil
npomoxon noonucar 6 mapma, Ha 0okymenme 6yoem cmosime oama (01.03.2023.

B cnyuae, ecniu 3aceaHue MpoioJIKAETCsl HE OJIMH JIEHb, B MPOTOKOJIE CIEIYET YKa3bIBaTh ATkl
ero Havana u okoH4aHus: «10 —12.01.2023y, nin nonHocThIo: «10.01.2023 — 12.01.2023%.

Llopsdkoswiii Homep TIPOCTABISAETCS Ha OJJHOW CTPOKE € 1aTOM M 0003HAYaeT MOPsIKOBbII HOMEp
3acenaHusl B mpenenax KaieHaapHoro roga: «Ne 02» wim «Ne 12)» u mpuCBamBarOTCS OTAENIBHO IO
Ka)KJI0M TpyMIe NPOTOKOJIOB.

Eme omHuMm pexBuzuTOoM oOmIero OiaHka (M PEeKBU3UTOM THUIIOBOTO (OpMyIsipa MPOTOKOJIA)
ABIIAETCSL «Mecmo cocmasnenus. 0okymenmay. B TaHHOM cllydae 3TOT PEKBU3UT O3HAYAET HE MECTO
HaXOXJECHUA YHHUBEPCUTETa, a MECTO, TJE€ peajbHO COCTOAJOCH 3acemaHue. Haspanue
COOTBETCTBYIOIIETO HACEJNIEHHOTO0 ITyHKTa YKa3blBalOT C YYE€TOM MPHUHATOrO aJMUHHCTPATHUBHO-
TEPPUTOPUATBHOTO JEJICHUS.

OOpazenr pacroioXeHHe BCEeX PAaCCMOTPEHHBIX PEKBU3UTOB B MPHUHATOM OJaHKE IPOTOKOJA
VYHuBepcuTeTa NpeaCTaBIECHbI B IPUIIOKEHUH 3.

3aco1060k npomokona — 3T0 BaKHEUIINN TOMCKOBBIN MPU3HAK, OH IPU3BAH IIOMOTaTh OBICTPO U C
HaUMEHBUIMMHU 3aTpaTaMyd HaxoJIuTh HYXHbIH nokymeHt. 'OCT P 7.0.97-2016 TtpakTtyer mnoHsTue
«3aroJIoBOK K TEKCTY» KaK «KpaTKOoe CoJep)KaHue JOKyMeHTa». B 3TOM ciyyae 3arojioBoK OTBEYaeT Ha
BOIIPOC «O YEM TOBOPUTCS B JJOKYMEHTE? .

[TpoTOKOJI OTHOCUTCS K TPYIIE JOKYMEHTOB, B KOTOPBIX OTPAa’KAETCs] HECKOJIBKO Pa3HOIIAHOBBIX
BOMpocoB. [103TOMY 3arosoBok K TEKCTy J1I000Tr0 MPOTOKOJIAa OTBEYAET Ha BOIMPOC «UEro?», CONEPKUT
yKa3aHHe BHJIa KOJUIETHAIIBHOM JesITeIbHOCTU (cOOpaHus, 3aceaHus U JIp.) U Ha3BaHUE KOJUIETHaJIbHOTO
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OpraHa B pOJIUTEIHHOM majiexe. Takoil 3aroJJOBOK BMECTE € IaTOM U MOPSIIKOBBIM HOMEPOM TIO3BOJISIET
OBICTPO HAXOAWTH HEOOXOIUMYIO HH(POPMAITHIO.

Texcm

CaMbIM r1aBHBIM B JJFOOOM JOKYMEHTE SIBJISIETCS €r0 CoJiep:KaHue (TEKCT).

TekcT mpoTOKONIa YETKO CMPYKmMypupoeéan. ITO O3HAYAeT, YTO HE3aBHCHMO OT BOIPOCOB,
BKJIIOUEHHBIX B TIOBECTKY JHS 3acelaHus WM COBELIAHUS, XOoAa HMX OOCYXIEHHUS, NPUHHUMAEMbIX
pelIeHn TEKCT JOKYMEHTa OyIeT COCTOSITh U3 ONPECICHHBIX YacTel, PacIONOKEHHBIX B OJJUHAKOBOM
MOCJIEI0BATEIHLHOCTH.

TexkcT mpoTOKOIa ISUTCS HA IBE YaCTH:

- 8600HAA Yacmb, B KOTOPOU yKa3bIBaIOTCS (paMUIMK U MHUIMAJBI TpEACceNaTeNss U ceKpeTaps
coOpaHHs, CBEIACHHsSI O NMPHUCYTCTBOBABIIMX HA COOpaHWHM W TMOBECTKA THS (3TH JAHHBIE IMPEIBAPSIOT
OCHOBHYIO YacCTh TEKCTa, KaK ObI «BBOJST» B HEe),

- OCHOBHAS Yacmb, KOTOpas OTPa)XkaeT XOJ| 0OCYKIIEHUSI BOIPOCOB MOBECTKU JHSA M (PUKCHPYET
MIPUHUMAEMBbIE PEIICHHUS.

BBomHass dwacTh MPOTOKOJIa HAYMHACTCS C YyKa3aHUs, KTO SIBJsIeTC mpejacenarejieM H
ceKkperapeM JaHHOro cobpanusi uim 3acenanus. Crnosa «lIpencenarens» u «Cekperapby medyaTaroT OT
TPaHUIBl JICBOTO IOJISI Yepe3 JIBa WMHTEpBaJla OT 3arojioBka K Tekcry. [lociie TMpe yKa3bIBalOT HX
WHUIUANBI ¥ (paMUITuu:

[Ipencenarens — A.A. CokosoB
Cekperaps — T.JI. Tumodeena

Janee pacrnonararotcs CBEACHUSI O KOJIMYECTBE U MEPCOHAIBHOM COCTABe NMPUCYTCTBOBABIIUX
Ha 3aCe/IaHUU MOCTOSHHBIX WIEHOB KOJUIETHaabHOro oprana. Mx (aMumum u MHUIMANBI TOMEIaloTCs B
andaBuTHOM TOpsiAKe Tocie cioBa «llpucyTcTBOBamM». DTa WMHGOpPMAIMS TaKXKE pacIojaraercs Ot
TPaHUIBI JIEBOTO OIS

«IIpucyrcrBoBanu: Acraxos I1.P., bpaxxuukos A.C., Makapos P.I"., Ilapamonos JI.I'., fIxoBenko K.B.»

TakuMm oOpazom odopMIsieTcss COCTaB MPUCYTCTBOBABIIMX, €CIM MX KOJMUYECTBO HE IMPEBBIIIAET
15-tu yenosek. [lpu odopmiieHHUH TPOTOKOJIOB 3acelaHusi C YHUCIOM YYaCTHHKOB Oosiee 15-Tm
yKa3bIBAIOT UX KOJMYECTBEHHBIH COCTaB U JENAIOT OTMETKY O TOM, YTO CIHCOK (JHCT PErHCTpAaIliH)
MpUJIaraeTcs K MpoTOKOITY:

[TpucyrcrBoBanu: 18 yemoBek (CHUCOK MPUITIATACTCS).

Jlns npuHATUS pelieHnid Ha coOpaHuu He0OXO0IUM KBOPYM, TO €CTh TOT HEOOXOAUMBIH MUHUMYM
YYaCTHUKOB, KOTOPBIA [€JaeT INPaBOMOYHBIMU IPHUHATBHIE pewieHus. I1lodToMy yacTto B mpoTOKOJIAax
JIeNaloT OTMETKY O HaJMYuMU KBOpYMa, yKa3bIBas OOLIUN KOJMYECTBEHHBIH COCTAaB KOJUJIETHATbHOIO
opraHa M peajibHOE KOJMUYECTBO MPUCYTCTBYIOIINX Ha COOpPaHUU, HAIIpUMeEp:

ITpucyrctBoBanu 18 u3 20 unenoB Hayuno-texnuueckoro cosera. KBopym nmeercs.
unu
IIpucyrcTBOBaNIM BOCEMHAILIATh U3 ABaALaTh WwieHoB HayuHo-TexHnueckoro coeta. KBopym nmeercs.

[ToMrMO TIOCTOSIHHBIX HYJIGHOB KOJUIETHATBHOTO OpraHa, OO0S3aHHBIX TMPUCYTCTBOBAaTh Ha
COBEIIAHWM WJIM 3aCeaHWH, Ha HEr0 MOTYT OBITh CIEIHAIBHO MPHUTJIAIICHBI JODKHOCTHBIC JIHUIIA,
KOTOpBIE 10 POy NEATEIHLHOCTH CBS3aHBI C 00CYXIaeMbIMH Bompocamu. [[aHHBIC O npuenauieHHvix Ha
3aceaHue 00s13aTENbHO TOJKHBI OBITh 3a)UKCUPOBAHBI B IPOTOKOJIE:

[Ipurnamennsie: punanconslii qupexktop Pakutun H.U., rnasusiit 6yxranrep MBanosa C.A.
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Crnenyer oOpaTuTh BHUMaHUE Ha TO, YTO NMPH OPOPMIICHUH PACCMOTPEHHOTO OJIOKA CBEJCHUN HE
YKa3bIBaIOT JOJDKHOCTH IpeicenaTess, ceKperaps coOpaHMsl U MPUCYTCTBYIOIIMX HA HEM IMOCTOSHHBIX
YJICHOB KOJUIETHAIBHOTO opraHa. PaMHINM TPHUIVIANICHHBIX JOJDKHOCTHBIX JIMII TMEPEYHCISIOTCS B
aJi(haBUTHOM MOPSIJIKE C YKa3aHUEM JOJDKHOCTEH.

BBoaHas dYacTe NHpPOTOKOJIAa 3aBEpLIAECTCS IIEPEYHEM BOIPOCOB, KOTOPHIE OOCYXIAINUCh Ha
3acenanuu. OH HaumHaercs cioBaMu «llogecmka OnAa:» U pacliojlaraeTcsl Ha JBa-TpU UHTEpBaJla HUXKE
CIHCKA YYaCTHUKOB OT TPAHUIIBI JIEBOTO TOJIS.

Kaxzplii Bonpoc noBecTku JHS HauuHaercs ¢ npemiora «O» («O6») u orBeuaer Ha Borpoc «O
yeM?». Bornpockl HymepyroTes apaOCKuMu HudpaMu U COAEpKaT yKa3aHue Ha JOKIAIYUKOB 10 KaXKIOMY
BOIIPOCY:

IToBecTka nHs:
1. OO yreepxaenuu [lomoxxkeHus 00 AIEKTPOHHON OMOIHOTEKE.
Joknamguuk — nupexrop oudmuoreku [lerposa U.U.

2. OO0 yrBepxaeHUU Y4eTHOU monuThKy Ha 2023 ro.

JIOKJa4mK - 3aMecTUTeNb TaaBHoro Oyxranrepa Mcromuna P.A.

Ocnognas yacme npomokona 0erumcs Ha paszoensl, KOTOPblE JOKHBI TOYHO COOTBETCTBOBATH
BOIIPOCAM IIOBECTKM JHS M TakXke HyMmepoBarbcsi. B CBOO ouepenb, TEKCT KaXKIOro pasjena
BbicTpauBaetcs no cxeme: CJIVIIAJIN — BBICTYIINJIN — [IOCTAHOBWJIN nnu PEILJIN.

[Tepen crmoBom «CJIYIIAJIN» mpocTtaBisieTcss HOMEP COOTBETCTBYIOIIEro paszeia (Bompoca
noBecTkH aHs). Ocransubie yactu (BbICTYIINIIN, IIOCTAHOBWJIN unu PEILINIIN) ne HymepyroTcsi.

B wactu «CJIIYIIAJIM» yka3piBalOT (paMUIWI0O W MHHUIMAIBI OCHOBHOTO JOKIAJAYMKa B
COOTBETCTBHUHU C ITOBECTKOM JIHS, 1aJiee YEPE3 TUPE — COAEPKAaHUE €ro JOKIaaa:

1. CJIVIIAJIA:

ITerpoBa .. — mipeacraBuia npoekT I[lonoxkenus o0 asiexkTpoHHONM OmOImMoTeke. Pa3bscHuia
HAa3HAYCHHE JAHHOrO JOKYMEHTa, €ro CTPYKTypy, a TaKXe IMOpPSAJ0K €ro B3auMOIECHCTBUSA CO
CTPYKTYpHBIMU ntoApazaeneHusmu. [Ipennoxuna yreepauts nanHoe [lonoxenue.

Ecnmu nokman OonblION M COAEPKUT  3HAUMTENBHBIH 00BbEM BaXHOH HHQOpMau,
IPENOYTUTENIbHEE TOJrOTOBUTh €r0 TEKCT 3apaHee W IepelaTh cekperapro coOpanus. B stom cityuae
TEKCT [JOKJIaJa IPHUKIAABIBACTCS K IPOTOKOIY, B KOTOPOM JaeTCs CChbIIKA Ha OTO IPUIIOKCHHE.
Hanpuwmep:

1. CJIYIIAJIA:
CmupnoBa C.B. — TekcT nokinana nmpuiaraercs.

B wactu «BBICTYIINJIN» yka3siBatoTCs (aMUINKM U MHULIAAIBI BCEX BBICTYMUBIINX 110 TaHHOMY
BOIIPOCY M KpAaTKOE COJEPKAHME MX BBICTYyIUIEHMM. 1l0 KiIOYEBBIM BOIpOCaM BaKHO OTPA3UTh B
IPOTOKOJIE BCE MHEHHs, Bechb X0l oOcyxaeHus. [losromy, ecnu AOKIag4MKaM M BBICTYNABIIMM B
MIPEHMSIX 3a]1aBajJCh BOIMPOCHI, MOCIE KaXKJI0TO BBICTYIUIEHHUS OHU (PUKCHPYIOTCSI BMECTE C OTBETaMHU B
MOPSIAKE TTOCTYIIICHUS.

CnoBo «BBICTVYIIUJIN», kak u cinoa «CIIYIIAJIN» u «I IOCTAHOBWJINY» («PEHINUIINY),
MUIIETCS OT TPAHMIIBI JIEBOTO NOJIs. DaMuIny BRICTYNAIOINX U COAEPKAHUE BBICTYIUIEHUM YKa3bIBalOTCA
c a03a11a ¢ HOBOM CTPOKH.

OdopmiieHne BOMPOCOB YETKO HE YCTaHOBJEHO. JlOMyCKaeTcsl HCIOJIb30BaHUE CIICAYIOIINX
BAPUAHTOB:

1. CHavana numercss cinoBo «Bompoc:» (wmm  «Bompocel:»), nanee ¢ HOBOW CTPOKH
yKa3plBaeTcsl (paMIIIUS 3aJaBILIEro BONPOC, NOCIe TUPE (POPMYJIMPYETCs caM BOIPOC M Ha CleNyroIei
CTPOKE — OTBET Ha HETO.
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BBICTYIINJIN:

NBanoB N.I'. — coobmun o Havane paboTel o pa3zpadboTke mpoekTa [lomoxenus 06 ormiare Tpyaa
pabotaukoB ®I'BOY BO «bpl'Y».

Bonpoc:

[TorroBa T.K. — uTo yKe caenaHo Ha JaHHOM 3Tarne?

VTBepkK/IeH COCTaB KOMHCCHHM paboThl Mo pa3paborke mpoekra [lonoxkenus o6 omare Tpyna
pabotaukoB ®I'BOY BO «bpl'Y».

2. [Tocne cnoBa «Bormpoc:» 3anuckIBacTcst TOJIBKO caM BOIPOC 0e3 ykazaHus (haMIIUU JIUIA,
3aJ1aBIIIErO €ro.

BBICTVYIINJIN:

WBanoB WN.I'. — coobmmn o Havasne paboThl 1o pa3paborke npoekra [lonoxkenus o6 omiate Tpyaa
pabotarkoB ®I'BOY BO «bpl'V».

Bormpoc: uTo yxe cienaHo Ha JaHHOM dTarie?

VTBepkK/IeH COCTaB KOMHCCHH paboThl Mo pa3paborke mpoekra [lonoxkenus o6 omare Tpyna
pabotaukoB ®I'BOY BO «bpl'Y».

3. CnoBo «Bompoc:» He numiercsa. C KpacHOM CTPOKH 3aIMCBIBAETCS caM BONPOC U HUXKE —
OTBET Ha Hero. B 3ToM ciydae damuiauio 3aiaBaBLIEro BONPOC TAKXKE JIONYCKAeTCs HE YKa3bIBaTh,
OJIHAKO JIy4IlIe €€ BCE-TaKU 3aIKCaTh. DTO IO3BOJIUT OTAEIUTH BOIIPOC OT TEKCTA BBICTYIIJICHHUS.

BBICTYIINJIN:

NBanoB U.I'.— cooOmmn o Havane paboTsl 1o pazpadoTke nmpoekra [lomoxenus o6 omiare Tpyna
pabotankoB ®I'BOY BO «bpl'Y».

[Tonosa T.K. — 4T0 yxe cnenaHo Ha JaHHOM dTare?

VYTBepKAEH COCTaB KOMHCCHUHM paOoThl 1o pa3paboTke npoekta [lomoxenus o0 ormnare Tpyzaa
padotHukoB ®I'BOY BO «bpI'¥».

OpnHako BBICTYIUIGHHUN, IOMUMO OCHOBHOTO JOKJIaga, MOKET U He ObITh. B 3TOM ciiydae dacth
«BBICTVYIIMJIN» wu3 TekcTta BbINYyCKaeTcs, M pazjen OydeT COCTOATh TOJIBKO U3 JBYX YacTeil:
«CIIYITAJIN» u «ITOCTAHOBUWJINY («PELLIJIN»).

3aBepIraeT Kbl pa3ien NPUHATOE PElIeHUe 1Mo JaHHOMY Borpocy. OHO 3amuChIBaeTCsl MOCIe
camoBa «I[IOCTAHOBMJIM:» wmmu «PEIIWJIM:». Ob6a cioBa SBISIOTCS HAYaIbHBIMH DJIEMEHTAMU
MMOCTAHOBJISIONIEH YaCTH MPOTOKOJIA U UMEIOT PaBHOIICHHOE 3HAUYCHHUE.

3anuchIBaeMble PEIICHUs TOKHBI OBITh KPATKHUMH, TOYHBIMH, HE JOMYCKAIOIMIUMU UX IBOSIKOTO
ToNKoBaHus. Eciu permeHuit mo 0oJHOMY BOMPOCY HECKOJbKO, OHH (OPMYIHMPYIOTCS KaK HECKOJIbKO
MYHKTOB, K&KIBIA U3 KOTOPHIX HyMepyeTcs apaOCKuMu udpamu:

PEIINJIN:
1.1.  VrtBepauth YueTHyr0 monuTuKy Ha 2023 roj.
1.2.  Ilpunats npemnoxxeHHbId TpoekT [lonoxkeHust 06 3eKTpoHHOM OnbIHuoTEKE.

BaxxHo oOpaTuTh BHUMaHHE Ha TO, YTO PEIICHHS HOCST pacHOpsSAUTENbHBIA Xapaktep. [loaTomy
OHHM JOJDKHBI (DOPMYITHUPOBATHCSA C HMCIOJIB30BAHUEM MOJICTH, XapaKTEPHOW IS PaCTIOPSIUTETHHBIX
JOKYMEHTOB. Mo/iesib COCTOUT W3 yKa3aHWsS Ha JalibHEWINE JEeUCTBUS, OTBEYAIOIIETO HAa BOMPOC «UTO
ceNaTh?», UCTIOJHUTENS (OTBETCTBEHHOTO 32 UCIIOTHEHUE) W CPOKA UCTIOJTHCHHS.

OnHako He Bcerja IMEepEeYUCICHHBIE COCTABJISIOIMIME MOTYT WM JOJDKHBI HCIIONB30BAaThCA B
npotokoJie. Tak, cooOmeHne, cieJaHHOe Ha COBEHIAHWW, MOXKET OBITh MPOCTO MPHUHATO K CBEIACHUIO
MPUCYTCTBYIOIIMMU WM TPHUHUMAETCS pElIeHHEe 00 YTBEpXKICHHHM KaKoro-muOo AOKyMeHTa. B aTux
ciydasx (OpMyITHpPOBKa pelIeHUs OyIeT COOTBETCTBOBATh MOAeIN «HUTO clenaThy:
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PEIINJIN:
Yr1Bepauts [lonoxenue 06 37EKTPOHHOM OMOIHOTEKE.

Ecnu ke B pelneHnn CoAepKUTCS yKa3aHUE Ha IPOBEICHUE JaTbHEHIITNX IEHCTBUM, TOJDKEH OBIThH
YKa3aH UX UCTIOJHUTENb (UCTIOTHUTENH ) UM OTBETCTBEHHBIN 32 UCIIOJIHEHUE U CPOK UCIIOJIHEHHUS:

ITIOCTAHOBUJIN:

Havanpauky wMeroaumueckoro otaena CroiikoBoit A.B. x 01.09.2023 moaroroButs IUIaH
pa3paboTKH PYKOBOISAIINX JOKYMEHTOB IO BHEIPCHHUIO CTAHIAPTOB B PaMKaxX CHUCTEMbI MEHEIKMEHTA
KayecTBa.

Ectp eme onHa BakHash OCOOEHHOCTh INPHHSATUS PEIIEHUH Ha COOpaHUSAX WM 3acelaHusx,
KOTOpass 00s3aTeNbHO JOJDKHA YYHMTHIBATBCA HpU O(GOPMIICHHM TNPOTOKOJA: HEKOTOPHIE peIIeHUs
IIPUHUMAIOTCS IIyTEM 20710C06aHusA. B 3TUX Cillydasx B IPOTOKOJIE IIOCIE COOTBETCTBYIOILEIO PEIICHHUS
YKa3bIBalOTCA PE3YJIbTAThl TOJTOCOBAHMS:

Pesynbrater ronocoBanus: «3A» - 10 ronocos; «[IPOTUB» - 4 ronoca; «BO3IEPXXKAJIMCh» -
HeT. Pemienue npuHATO OOIBIIMHCTBOM T'OJOCOB.

Ecau xe Bce MNPUCYTCTBYIOIINEC TIIPOTOJIOCOBAIM 3a HNPUHUMACMOC PCHICHUC, PCE3YJIbTAThI
TrOJIOCOBAHHUS MOKHO 0003HAYUTh TaK:

Peuienne npuHATO €AMHOIIACHO.

Od)ODMJZ}UOZMdﬂ yacmo

[IpoTOKON MOAMUCHIBAETCS MOCTE TOTO, KAK €r0 TEKCT OKOHYATEJIbHO OTPEJAKTUPOBAH, BEIBEPEH U
oopMIIeHBI Bce pa3/enbl, COOTBETCTBYIOIUE TIOBECTKE MAHS coOpaHus. JIOKYMEHT MOAMHUCHIBAIOT
npenceaarens U cekperapb coopanus. [loanucu pacnonaratoT OT TpaHULIbI JIEBOTO MOJIsA, OTAECIUB UX OT
TeKCTa ABYMSI-TPEMsI MEKCTPOYHBIMU UHTEPBaJIaMHU:

[Ipencenarens noonucs A.A. CokoinoB
Cekperapb noonucs T.JI. Tumocdeena

IOpunuyeckyro cuiay MpoOTOKOJ MPUOOpPETaeT TOJIBKO MPU HAIWYMU 3TUX JBYX MOAMUCEH. DTO
oOuienpu3HaHHas PAKTHKa, KOTOpas 3aKperjieHa B psAe 3aKOHOJATEeNbHBIX U HOPMAaTUBHBIX aKTOB.

ITpoTOKOI BIAETCS BHYTPEHHUM PACIIOPSIIUTEIBHBIM JOKYMEHTOM, IIOITOMY €0 yIOCTOBEPEHUS
revyaThio OOBIYHO HE TpeOyeTcs.

Hekoropele pa3HOBUIHOCTM NIPOTOKOJOB IOJJIEKAT YTBEPXKIECHUIO PEKTOPOM YHUBEPCHUTETA
(Hampumep, TPOTOKON 3acelIaHUs YYEHOTO COBETa, JKCHEPTHOM KOMHUCCHU U T.J.) YTBEpKICHHE
oopmisiercss rpucdom B BepxHeM mpaBoM yray: mocie cinoBa «YTBEPXJIAK», naumeHoBaHUs
JOJKHOCTH (6€3 yIOMUHAHUS HauMEHOBAaHMS NPEINpPUSTHS, T.K. OHO IMPHUCYTCTBYET B 3arojIOBOYHOM
YaCTH IOKyMEHTA) MPOCTAaBJISIETCs JINYHAS MTOIUCh, €€ paclIM(pPOBKa U JaTa yTBEPIKICHHUS.

O6pa3err opopMIICHHSI POTOKOJIA Pa3MEICH B MIPHIIOKCHUN 3.

54.4. Akm

AKT COCTaBJIsi€TCS KOMHCCHOHHO (HE€ MEHEee TpeX COCTaBHTENIeH) WM CIEeIHAIbHO
YIOJTHOMOYEHHBIM JOJIKHOCTHBIM JIUL[OM.

AKT mMeeT cleayromme o0s3aTelbHble PEKBU3UTHI: HAMMEHOBAaHWE BHJA JIOKYMEHTa, HOMED,
JaTy, 3aroJI0BOK, TEKCT, MOJIIHUCH.
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Jlata cocTaBiieHHs JOJHDKHA COOTBETCTBOBATH JIHIO aKTUPYEMOTO (paKkTa MiId COOBITHSL.
B 3aronoBke K TEKCTY aKTa yKa3bIBaeTCsl HA3BaHHUE WIIM KPATKOE COEpKaHNE aKTHPYyeMoro (hakra
i coosiTus. Hanpumep:

AKT criucaHusi MaTepUalIbHbIX LIEHHOCTEH.

TekcT akTa COCTOUT U3 JIBYX YacTei: BBOJIHOM U OCHOBHOM (KOHCTATUPYIOIICH ).

B BOAHON 4acTM aKkTa yKa3bpIBaeTCs PaCHOPAIUTEIbHBIM JOKYMEHT, HA OCHOBAHMH KOTOPOTO
aKTHpyeTcs PakT, COOBITHE UIIH JICHCTBHE (B UMEHUTEIBHOM IaJIeKe), €ro HOMEp U Jara.

IIpu nepeuncineHun Ml Y4aCTBOBABIIMX B COCTABJICHUM aKTA, YKa3bIBAIOTCS HAUMEHOBAHUS
JOJDKHOCTEH, paMunii 1 MTHULIMANOB (B MMEHUTEIHHOM Nanexe). [lepBpIM yKa3pIBaeTCs MpeaceaaTenb
KoMuccHH. B  HeoOXomuMbIX chydyasix JOMYCKaeTcsi MPUBOAUTH CBEACHHUA O JOKYMEHTax,
YAOCTOBEPSIOIIMX JUYHOCTh M IIOJTHOMOYMS JIML, YYaCTBOBABIIMX B COCTaBJICHHM AKTa, U UX aJpeca.
damMuIMu 4JIeHOB KOMUCCHH pacroaraiorcs B aindasutHoM nopske. Cinosa «lIpeacenarensy, «HiaeHsl
komuccun», «llpucyrcTBoBamm» (eciaM akT COCTABISUICS B UYbEM-JIMOO TNPUCYTCTBUU) MHUIIYTCS C
MIPOIMUCHOM OYKBBI.

B OCHOBHOM 4YacTM akTa H3JararoTCs CYIIHOCTb, XapaKTEp, METOAbl U CPOKU MPOJACIAHHON
paboThl, yCTaHOBIEHHBIE (DAKTBI, a TAaKKe BBIBOABI, MpEAJOKEHUs U 3akiroueHus. ColepskaHue akra
MOXKET OBITh pa3JeIeHO Ha IMYHKTbI, MaTepuail MOXKET ObIThb IpejacTaBieH B Buae Tabmuubl. [Ipu
HEOOXOIUMOCTH aKT MOXET MMETh 3aKJIIOUUTEIbHYI0 YacTh, KOTOpas IMPEICTaBiseT COOOM perieHws,
BBIBOJIbI, ITPEJIOKECHUS WIH 3aKIIFOYECHUS] KOMUCCUH, COCTAaBUBIIIEH AKT.

B KkoHIE TekcTa aKTa YKa3bIBalOTCS KOJIMYECTBO COCTABJIEHHBIX 3K3EMIUIIPOB U HUX
MeCTOHaxoXaeHue. Koam4ecTBo 3K3eMIUIIPOB aKTa OIPEAEIACTCS KOJIMYECTBOM 3aMHTEPECOBAHHBIX B
HeM cTtopoH. Hanmpumep:

CocraBiieH B 3 3K3eMILISIpax:

1-# sx3emMIUIsIp — B OT/IEJIE KaJIPOB,

2-11 9K3eMILISp — B LIEHTPAJIbHONW MPUEMHON KOMUCCHH,
3-#1 9K3eMIUIIp — B yUeOHOM OT/Iee.

[Tocine OTMETKH O KONWYECTBE SK3EMIUISIPOB aKTa CIeNyeT OTMETKa O HAJIMYMU TPUIOKEHUH K
aKkTy (eciau OHU UMEIOTCS).

[Ipr cocraBieHWH aKTOB pEBU3WH W OOCIIEOBAaHMI WX COJEpKAHHWE COTJIACOBHIBACTCS C
JOJDKHOCTHBIMU JIMIIAMM, JEATENbHOCTh KOTOPBIX OTpPaXaeTcsl B aKTe. AKT CUMTAETCS HPUHATHIM U
BCTYNAeT B [EHCTBHE TIOCIE €ro TOANHMCAHUS BCEMH UJICHAMH KOMHUCCHM WM BCEMH JIMIIAMH,
y4acTBOBABIIMMH B €0 COCTaBJIeHUU. JINII0, He COTTIacCHOE ¢ COJIepKaHUEM aKTa, 0053aHO MOJITUCATh €ro
C OTOBOPKOH 0 cBoeM Hecoryacuu. Ocoboe MHEHHE UjeHa KOMUCCHU ClleAyeT 0pOopMIISITh Ha OTJEIbHOM
JMCTE M MpUJIaraTh K akTy. B HE0OX0oIuMMBIX ciaydasx (eciau 3Toro TpeOyroT HOpMaTUBHbIE JOKYMEHTHI)
aKTBl YTBEPXKIAIOTCSI PEKTOPOM YHHMBEPCHTETa WJIM PYKOBOJIUTENIEM BBIMIECTOSIIEH OpraHu3aIlluy, I10
pacropsKeHHUI0 KOTOPOTo MPOBOAMIIUCH JIEHCTBUS, 3aBEPIINUBIINECS COCTABIEHUEM aKTa.

O6pa3zerr opopmIIeHUS aKTa pa3MENICH B IPHIOKEHUH 4.

5.5. /lenosoe nucomo

CrnyxxebHasi mepenucKka BKIIIOYA€T MHOXKECTBO BHJIOB M PAa3sHOBHJIHOCTEH IHCEM: 3aIlpoChl,
IIPEJIOKEHUS, N3BEILIEHUS, HAIOMUHAHNS, YBEJOMIIEHUS, COIPOBOJUTENIBHBIE U FapaHTUIHBIE NMHCHMA,
OTBETHI Ha 3aMpPOChl OPraHU3alMN U YaCTHBIX JIMII, IPUTIIAIIEHUS, 3aKa3bl, 3asBKH, peTeH3un u ap. [Ipu
MOJIrOTOBKE JIOOOT0 MUChbMa HEOOXOAMMO YUUTBHIBaTH OCOOCHHOCTH S3bIKA M CTHJIS CIYXKeOHBIX
JOKYMeHTOB. [Iysl cocTaBiieHHs JENOBBIX MUCEM MCNONb3yIoTCs odunuanbHeie Onanku OI'BOY BO
"BpI'V". Ob6ecrnieunBas npenBapuTeIbHbII 0OMEH HH(OpMAIHel, TUCHbMO ITOMOTaeT CTOPOHAM BBISICHUTD
BO3MOXKHOCTH JJIs1 JAJIbHENIIIEro B3anMOACHCTBHS.

Ecth nucpMa, KoTopblie He TpeOyIOT OTBETA, HO UX HAJHMYUE UMEET I0OPUANYECKOE 3HAUCHHE.
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[Tpu odopmiieHUH eTO0BOTrO MUChMa YCTAHABIMBAIOTCS CIEAYIOIIUE MEKCTPOUHbIC HHTEPBAJIBI U
OTCTYIBL:

— Tekcr nmucbMa peKOMEHAyeTcsl medaTarh Ha Onmankax ¢opmata A4 (210x297 mm) uepes3 1,5-2

MEKCTPOUHBIX HHTEPBAJIA.

— PexBu3uTH NuCbMa, COCTOAIIME M3 HECKOJIbKUX CTPOK, I€YaTaroT depe3 OJUH MEXKCTPOYHBIH

MHTEPBAI U OTIENAIOT JIPYT OT ApYyra JBYMs-UETBIPbMS MEXKCTPOYHBIMH HHTepBajamMu. OJHAKO

IpU 3TOM HEOOXOIMMO IOMHMTb, YTO pEKBU3UTHI «OTMeTka 00 ucnoiHurene», «Busbl

COTJIACOBAHUS JIOKYMEHTa)» Pa3MEIIaloTCsl B HIXKHEH 4acTH JIUCTA JOKYMEHTA.

— Pexomenayercs coOmonaTh CIEAYIOIIME OTCTYIBl OT JIEBOM TIpaHMIbI TEKCTOBOIO IO

(KOJIMYECTBO MEYaTHBIX 3HAKOB):

0 — ans meyaTaHusi PEKBU3UTOB «3aroyioBOK K TEKCTY», «OTMETKa O HAIMYMU MPHUIIOKCHUS,
«OTMeTKa 00 UCTIOIHUTEIIE)»; HAUMEHOBaHUE JOJKHOCTH B pekBu3ute «lloamucey;

5 — s Hauasa a03ama B TEKCTE;

32 — s pexkBU3nUTa «Anpecary;

34 — 48 — s pacmdpoBkH moAnucy B pekBusnute «lloamucey.

Pexsuzum «3azonosox k mexcmyy BKIIOUAET B ce0sl KpaTKOE COJepKAHUE MUChbMa U OTBEYAET Ha
Bonpoc «O uem (O kxom)», Hampumep, «O HapylIeHUU AOTOBOPHBIX 00s3aTeNbCTB», «O0 OKazaHUU
Hay4YHO-TEXHMUYECKON MOMOLIM. 3ar0JIOBOK JIOJKEH cojepxarthb 10 150 3HakoB, 3aHUMATh He OoJiee MATu
CTPOK, Ie4araTbCsi O3 KaBbUEK M HE MOJYEPKUBATHCS, HAUYMHATHCA C TIPONHUCHOW OYKBBI H
3aKaHYMBATbCs 0€3 UCIOIb30BAHUS TOUKH.

B cootBerctBum ¢ I'OCTom P 7.0.97-2016 mexcm nucoma MOXHO OpOPMIIATH B BHIIE aHKETHI,
TaOJUIIBI, CBA3HOIO TEKCTA WM B BHUJIE COUYETAHMsI ITHX CTPYKTYpP M UCHOJb30BaTh CIEAYIOIINE Ghopmbl
UBNOHCEHUSL.

- OT IepBOro JHLA MHOXXECTBEHHOTO 4YHciaa («IIPOCHUM HalpaBUTb», «HAINpaBliieM Ha
PacCMOTpPEHHEY);

- OT IEPBOTO JIUIIA €AMHCTBEHHOI'O YUCIIA («CUUTAI0 HEOOXOAUMBIMY, «IIPOLIY BBIICIUTHY);

- OT TPETbEro JHUIa €JAWHCTBEHHOTO 4YHcia («MHUHHCTEPCTBO HE BO3PAXKAET», «PYKOBOJICTBO
VYHHUBepcUTETa CUUTAET BO3MOXKHBIM).

B nenoBoii mepemnucke mpuHATa GopMa MU3IOKEHHUS TEKCTa OT TEPBOTO JIUIA MHOKECTBEHHOTO
yucia (MpocuM, coo0IaeM, HarpasisgeM, HAOMUHAEM, BBICBIIAeM U T.J.), TaK KaK JOKHOCTHOE JIUIIO,
MOJINKCaBIIee MUChMO, BHICTYIIAET OT UMEHH Y HUBEPCHUTETA.

W3noxeHne TEKCTa MHChMa OT MEPBOTO JIMIA E€IWHCTBEHHOTO dHWCia (MpoIly, IpeJiararo,
HaMpaBJIsIIoO U T.JI.) BO3MOXHO B JIBYX CIIydasix:

- MUCHMO O(hOpMITSIETCS] Ha JOJPKHOCTHOM OJIaHKeE,

- MUCHMO HOCUT KOH(DMICHIMAIbHBIM XapakTep WIM COJEPXKUT IEpPCOHATbHOE OOpalleHHue K
azpecary.

[Tucemo 1enecooOpa3sHO TOTOBUTH IO OJHOMY Bompocy. Ecnum HeobGxomumo o0paTuThCs B
OpTaHU3aIMI0 OJJHOBPEMEHHO M0 HECKOJIBKHM Pa3HOPOIHBIM BOIPOCAM, TO PEKOMEHAYETCS COCTaBIISAThH
OT/eNIbHbIE MMMChMA 110 KaKJIOMY U3 HUX.

B 3aBuUCHMOCTH OT THTIAa TUCHMA M €0 COJEPIKAHHS TEKCT MOXET OBITh MPOCTHIM WJIA CIIOKHBIM.
IIpocTbie muchbMa, TEKCT KOTOPBIX HE MpPEBBIMIAET 1-2 CTpaHMIBI, BKIIOYAIOT OJHY WJIM JIBE YaCTH:
BCTYIUICHHE W 3akiatoueHue. CIOoXHBIE B KOMITO3UITMOHHOM TUIaHE MUChMa MOTYT COAEPIKATh JIO IISATH
CTpaHMII TEKCTa U BKJIIOYAIOT B c€0s BCTYIJICHHE, OCHOBHYIO YacTh (JI0Ka3aTEJIbCTBO) U 3aKIIOUEHHE.

Bo BcrymieHnn nmaercs 00OCHOBaHWE BOMpOCA: TPUYMHA BO3HUKHOBEHHWS BOIMpPOCA WM €TO
KpaTKasi UCTOPHSL.

B ocHOBHOI yacTH (JI0Ka3aTeNbCTBE) U3JaracTcsi CyIIecTBO BOIPOCa, MPUBOIATCS TOKA3aTEILCTBA
Wi onpoBepxkeHus. IIpu 3ToM OCHOBHAs 4acTh JOJDKHA OBITH yOEIMTENbHOM, YTOOBI HE BBI3BAThH
COMHEHHI B IPaBWIBHOCTH M 0OOCHOBAaHHOCTH TPEIaraeMbIX pEHICHUH.

B 3aximouenun popmMynupyercsi OCHOBHAS 1I€JIb MMUChMa.

B 3aBucHMMOCTH OT Ha3Ha4YeHHUS MUChbMA, OT TOTO, HA YeM aBTOpP XOYET CKOHIIEHTPUPOBATH
BHUMaHHE, TPUMEHSIOTCS U JIPYrHe CXEMbl IMOCTPOCHHUS, B KOTOPBIX OJMH W3 3JIEMEHTOB MOXET
OTCYTCTBOBATh WJIM MOPSIOK UX PACIIOI0KEHUS MOXKET ObITh HHBIM.
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B cootBerctBru ¢ I'OCToMm P 7.0.97-2016 B TekcTe muchbMa, IMOATOTOBIICHHOTO HA OCHOBAaHHH
JOKYMEHTOB JPYTMX OpTaHM3alui WM paHee H3JAaHHBIX JOKYMEHTOB, YKa3bIBAIOT WX PEKBH3HTHI:
HAUMEHOBAHHE JOKYMEHTa, HAMMCHOBAaHWUE OpraHU3allMd — aBTOpa JOKYMEHTa, JaTy JOKyMEHTa,
pETUCTpAIIMOHHBI HOMEp JIOKYMEHTA, 3arojIoBOK K TeKCTy. IIpu 3TOM jnara MoKyMeHTa, B COOTBETCTBUU
¢ Meronnyeckumu pexoMmeHaanusMu MuHoOpHayku Poccun, odopmiiseTcst CloBECHO-IIH(PPOBBHIM
crioco6om, Hanpumep, «15 suBaps 2023 r.».

[TuceMo MoOXeT OBITP aqPEcOBAHO OpraHU3AlMH, €€ CTPYKTYPHOMY IOApa3eieHHIO,
JTOJDKHOCTHOMY Win  ¢usnueckomy Juiy. B coorBerctBum ¢ stum [OCT P 7.0.97-2016
IpeaycMaTpUBaeT cieayromiee 0popMICHHE PEKBU3UTA «a0pecamy.

1. Tlpu azapecoBaHMM JOKYMEHTa OpraHW3allid WK CTPYKTYPHOMY IOJAPA3ACICHHIO HX
HAaUMEHOBAHMSI YKA3bIBAIOT B MMEHUTEIHHOM MA/ICKeE, HAPUMED:

3A0 «Tepmuka»

2. Ilpu aapecoBaHMM JOKYMEHTAa CTPYKTYPHOMY TMOJpa3JeiCHUI0 HaJl €ro HauMEHOBAHHEM
He00XO0IMMO yKa3aTh HAUMEHOBAHHUE OpraHU3aIuH, HalPHUMep:

3A0 «Tepmukay
VYpasneHnue mpou3BOACTBA U BHEAPECHUS
MH(OPMALIMOHHBIX CUCTEM

3. Ilpu aznpecoBaHMM JOKYMEHTa B HECKOJBKO OJHOPOJHBIX OpraHM3alUid WIM B HECKOJIBKO
CTPYKTYPHBIX TMOAPA3CICHIIA OTHOW OPTaHU3AIMH UX CIIEyeT YKa3bIBaTh 0000IIEHHO, HATIpUMeEp:

PykoBoauTensim o0pa3oBaTebHBIX
yupexnenuit Upkyrckoit odnactu

4. Tlpu anpecoBaHMH JOKYMEHTa JOJKHOCTHOMY JIMILy €rO JOJDKHOCTh M (paMmiIMio MUIIYT B
JaTeTbHOM TIaJIeKe, HHAITMAIIBI YKA3bIBAIOT Tiepe ] pamuinei. Mexxay nHHInanaMu 1 paMuInen JoIKeH
OBITH ITpO0eT.

I'enepanbHOMY THpEKTOPY
3A0O «Tepmuka»
A.Il'. Quuuny

5. Ilpu anpecoBannu JOKyMeHTa (PU3MUECKOMY JIMIY YKa3bIBalOT CHavaia (pamMUJINI0 U UHULIHAAJBI
I0JIy4aTelisl, 3aTeM IIOYTOBBIN aapec.
O6pazmory O.I1.
Bonrorpanckwuii nip., a. 5, kB.12,
Mocksa, 109316

[TuceMo He NOMKHO coxmepkaTh Oosee deThlpex ajapecaToB. CrnoBo «Komus» mepen BTOPBIM,
TPEThUM, YETBEPTHIM aJipecaTaMi He yka3biBaloT. [Ipu GosbliemM yuciie ajpecaToB COCTABISIOT CIUCOK
PacChbUIKU MHCHhMA.

[Tucema B 00s3aTeNbHOM TOPSAKE JIOJDKHBI IOJAMUCHIBATHCS  YIIOJHOMOYEHHBIM Ha 3TO
JNOJKHOCTHBIM JuioM. [lucbma, ucxondiue OoT MMEHM YHHUBEpCcHTeTa, OopOpMIIEHHblE Ha OJlaHKax,
MOJINMCHIBAIOTCS PEKTOPOM MM TpopekTopamu. JlomyckaeTcss opopMIIeHHE MUCEM PYKOBOAUTEISIMHU
CTPYKTYPHBIX THOJpa3efieHui, HO B TAKOM ciy4yae OHU O(OpPMIIIOTCS Ha 4UCTOM Jnucte ¢popmata A4 ¢
IIPOCTaBJICHUEM B KAHILIEISAPUM YIJIOBOTO IITaMIla Y HUBEPCUTETA.

B cocraB pekBuszuTa «noonucb» BXOIAT: HAaUMEHOBAHME [JOJDKHOCTU JIMIA, IOJIMCABIIETO
JOKYMEHT (IIOJIHO€, €CIM NUChbMO O(GOpMIIEHO He Ha OJlaHKe YHUBEpCUTETa); JIMYHas IOAIMUCH;
pacmndpoBka NOANUCH (MHULMANBI, (QamMuiIus). [Ipy noanucaHuMm MAOKYMEHTA HECKOJIBKUMH
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JOJDKHOCTHBIMU JIMLIAMU  MX TOJIMCH pacloiaraloT OJHY MOJ Jpyrod B IOCIEI0BATEIbHOCTH,
COOTBETCTBYIOIIEH 3aHUMAEMOU JOJIKHOCTH.

Ha kaxmoe mUCBMO MpH €ro COCTAaBIECHUHM MJOJDKEH HAHOCHTBCA PEKBUBUT «OmMemKa 00
ucnonnumeney, COJIEPKAIUNA CBEAEHUS O HENOCPEACTBEHHOM COCTaBUTENE M I[1O3BOJISIOLIUIA
JOJDKHOCTHOMY JIMIlY B OpraHU3allMu-aipecaTe CBSI3aThCsl C COCTABUTENEM IUCbMa IPU BO3HUKHOBEHUU
KaKMX-IM0O BOMPOCOB. JIaHHBI PEKBU3UT BKIIOYACT B ceOs MHUIMAIBl U (PAMUIMIO HMCIIOJHUTENS
JIOKYMEHTa, a Takke Homep ero Tenedona. OTmerky o0 ucnomaurtene odopmisitor mpudptom 10 u
pacrioyiaratoT Ha JHMIEBOH CTOPOHE MOCIEAHErO JIUCTa JOKYMEHTA B JIEBOM HUKHEM YIITy.

Ecin nucbMo uMeeT NPUIIOKEHUS, TO Ha HEr0 HAHOCUTCS PEKBU3UT «OMMEMKA O HATUYUU
NPUNOdICEHUs» OJHUM U3 CIEAYIOIIUX CIIOCOOO0B:

— Ilpu Hanmuuuy NpUIIOKEHUS, HA3BAaHHOIO B TEKCTE NMKCbMa, NUIIYT ciioBo «lIpunoxxenue» u
YKa3bIBAIOT YUCJIO JIUCTOB U 4KCi0 3k3eMIuisapoB ([Ipunoxenue: Ha 5 1. B 2 9K3.).

—  Ecnu nucsMo uMeeT npuiiokeHue, He Ha3BaHHOE B TEKCTE, TO YKa3bIBAIOT €0 HAMMEHOBAHUE,
YHCJIIO JINCTOB U YUCIIO SK3EMIUISIPOB, A IPU HAJTMYUHU HECKOJIBKUX MPHIIOKEHUH UX HYMEPYIOT.

—  Ecam Kk 10KyMEHTY IIpuIararoT Apyroid JOKYMEHT, TAKKe UMEIOLUIN ITPUIIOKEHUE, OTMETKY O
HAJINYUU TPUIT0KEHUS OQOPMIISIIOT CIIETYIOLIUM 00pa3oM:

[Tpunoxxenue: mucemo Pocapxusa ot 05.05.2023 Ne 02-6/172 u npuinokeHue K Hemy, BCero Ha 3 JI.

- Ecau MMPUIIOKCHUC HAIIPABJIAIOT HE IO BCEM YKA3dHHBIM B TOKYMCHTC aJpe€CaM, TO OTMCTKY O
€ro HaJln4nuu O(I)OPMJ'IHIOT (1 (18%:02000% 0% 06pa30M:

[Tpunoxxenue: Ha 3 1. B 1 9K3. TOJIBKO B MEPBBI aapec.

PexBU3UT «OTMETKa O HaJIMYUM MPUJIOKEHUS» PacllojlaraloT Ha IMUCbME OT JIEBOTO Kpas yepes
JIBa-TPU MEKCTPOUYHBIX UHTEpBaja M0CJIe TEKCTA.

Ha camom npuiokeHuu K MUChbMy B IPAaBOM BEPXHEM YIUly IepBoro jucta numyt «lIpunoxenue
00» 1 yka3bpIBaIOT BUJ JJIOKYMEHTa (IUChbMO) B JaTEIbHOM MaJIeXKe, a TAKXKE €ro JIaTy U PETUCTPallMOHHBIN
HOMEP.

Ha rapanTuiiHbIX MHCbMax JOJIKEH MPOCTABIATHCS PEKBUBHUT «OMMUCK Neyamuy, 3aBEPSIOLUIU
MOJUIMHHOCTh MOJNHMCH JOJDKHOCTHBIX JIMI[ Ha JOKYMEHTaX, (UKCUPYIOIIMX (aKThl, CBA3aHHBIE C
¢uHaHCOBBIMU cpencTBaMu. OTTUCK MEYaTH CJEeNyeT MPOCTaBIATh TaKUM oOOpa3oM, 4TOObl OH HeE
3axBaThIBAJI COOCTBEHHOPYUHYIO MOJIHUCH JIMIA, TOAMMCABIIETO JOKYMEHT, HJIM B MECTE, 0003HAYCHHOM
«MII» (MecTo neuyaTw).

Kpome HaHeceHus Bcex HEOOXOIUMBIX PEKBU3UTOB HYKHO MIOMHMTb, YTO €CJIU MUCHMO 3aHUMAET
nBe U Oojee cTpaHMIBl, TO BTOPYIO U IMOCIEQYIOIIHME CTpaHullbl HyMepyroT. Homepa crpanun
yKa3bIBAIOTCS, KaK MpaBWJIO, B HIDKHEM MpPaBOM YIIy JUCTa apaOCKUMu IudpamMu 0Oe3 3HAKOB
NpenuHaHus (TOYKH), 0e3 yKa3aHHs CJIOBAa «CTPAHUIIA» WM €r0 COKPAIEHHBIX BaPUAHTOB «CTP.» WIH
«C.», a TAaKXkKe 3HaKOB THPE.

O6pa3zert oopmIIeHUS IEJTOBOTO MUChMa pa3MelieH B MPUIOKEHUH 5.

5.6. Honoscenue

Bce mnonoxenuss paspabarbiBaioTcs B COOTBETCTBUM ¢ Paboueit wuHcTpykumeit «OOmme
TpeOOBaHUs K TOCTPOCHHUIO, N3NI0XKEHHIO U oopmieruto [lonoxenuil ¢eaepanbHOro rocy1apcTBEHHOTO
OI0/PKETHOTO 00pa30BaTEIbHOIO YUpeXJeHHUs Bbicuiero oOpa3oBaHus «bparckuii rocynapcTBEHHBIN
YHHUBEPCUTET.

[TonoxeHne o CTPYKTypHOM MOApA3AEICHUM pa3padaTbIBACTCA €ro PYKOBOJUTENEM C Y4ETOM
cnenuuK  JeSTETPHOCTH. Y TBEP)KIECHHOE TIOJNOXKEHHUE JIOBOJAUTCS 10 PAOOTHHKOB CTPYKTYPHOTO
MIOAPA3ACIICHHUS.
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5.7. lonncnocmuas uHcmpyKyus

JIOJPKHOCTHAsE MHCTPYKLUSA SIBJSIETCS TOKYMEHTOM IO OILIEHKE BHYTPEHHUX KaJpPOBBIX PE3EPBOB,
ydeTy pabodero BpeMEeHH, ONTUMHU3AIINN TATHOTO PACIIUCAHMSI, ONPECIICHUIO aIeKBaTHON 3apaboOTHOM
IIaThl B COOTBETCTBUHU C KBaJM()UKAIIMOHHBIMU XapaKTEPUCTUKAMH KaXKJI0T0 pabOTHUKA.

JIOMKHOCTHAS MHCTPYKIHUS pa3padaThIBAeTCsl PYKOBOJHUTENIEM CTPYKTYPHOTO MOApA3/ICICHUS Ha
BCE€ BKJIFOYEHHBIE B IITATHOE PACHUCAHUE JOHKHOCTU JAHHOTO CTPYKTYPHOT'O IIOIPA3/ICICHUS.

JOMKHOCTHAS MHCTPYKLHS YTBEPKIACTCS KAK CAMOCTOSITEIBHBIA JTOKYMEHT, HOCHUT WMEHHOU
Xapaktep 1 00bsABIsSETCS paOOTHUKY IO/ MOANUCH IPU 3aKIIFOUYEHUN TPYJOBOrO JOrOBOpa, MEPEBOJE Ha
JPYTYIO JOJDKHOCTb, @ TAKXKE MPU BPEMEHHOM HCTIOTHEHHH 00S13aHHOCTEH MO JTOJKHOCTH.

TpeGoBanust TOKHOCTHOM MHCTPYKIIMHU SBIISIOTCSA 003aTeNbHBIMU ISl BceX paboTHUKOB bpl'Y.

[Tpu pa3zpaboTKe HOTKHOCTHON MHCTPYKITMH HCIIOJIB3YIOTCS:

1. [IpodeccuonanbHbIC CTAHIAPTHI.

2. Enunenii TapudHO-KBaTH(PUKAIMOHHBIA CIPABOYHUK Pa0OT U mpodeccuii pabodmx.

3. KBann¢pukamoHHbIl CIPaBOYHKK JTOJDKHOCTEH PYyKOBOIUTENEH, CIEIUAIUCTOB U APYTUX
CITy’KaIlInX.

OI'BOY BO «bpl'Y» mnpuMeHsAeT BBILIECIEPEYUCICHHBIE JOKYMEHTbl [JIsl  OIpEAEIICHUs
noTpeOHOCTH B pabOTHHKAX C ONPEACICHHBIM YPOBHEM KBaIM(UKAIMK, IMPAaBHILHOTO moabopa H
pPacCTaHOBKM KaJIpOB, PAIlMOHAIBHOIO pPa3AeNeHUs M OpraHu3aluu TpyAa, pa3rpaHuueHus (yHKIUH,
[IOJIHOMOYUI M OTBETCTBEHHOCTH MEXJIy KaTeropusiMu paOOTHHUKOB, ONPEIENICHUS TPYAOBbIX
00s13aHHOCTEl pPAOOTHUKOB C YYETOM OCOOCHHOCTEH MPUMEHSIEMBIX TEXHOJOTUH, OpraHu3aluu
MOArOTOBKU (TpodeccuoHaibHOE 00pa3zoBaHUE U IpodeccuoHalbHOE O0yYE€HHE) U JIOMOJIHUTEIBHOTO
npodeccnoHanbHOr0 00pa3oBaHMsI PaOOTHUKOB, OPTaHHM3AIMM TPYy/a, YCTAHOBJIEHHUS CHUCTEM OILIATHI
TpynJa.

HaumeHoBanue n0omKHOCTEMH, mpodeccHii, criennanbHOCTe! U KBaIU(UKAIIMOHHBIE TPeOOBaHUS K
HUM JIOJDKHBI COOTBETCTBOBAaTh HAMMEHOBAHHUSAM M TPEOOBaHMSM, YKa3aHHBIM B KBaTH(PHUKAIMOHHBIX
CIpaBOYHHMKAX WM NPOPECCHOHANBHBIX cTaHaaprax. I[Ipu OTCyTCTBUM BO3MOXHOCTH COOJIOIEHUS
JAHHOTO TpeOOBaHUS  JOMYCKAeTCsl TPOU3BOJIBHOE HAMMEHOBAaHUE JOJDKHOCTEH, mpodeccuit,
crieluanbHOCTEN U KBANU(UKALMOHHBIX TPeOOBAaHUM K HUM B COOTBETCTBUU C TPYJIOBBIMH (PYHKIUSAMU U
JOJDKHOCTHBIMH O0SI3aHHOCTAMH paOOTHHKA.

[Tpy moaroToBKE MOHKHOCTHOW MHCTPYKIIMM M BHECEHUHU B HEE€ M3MEHEHMH CleyeT YUUThIBATh
TpeboBanusi HammonanpHoro cranmapra P® TOCT P 7.0.97-2016 "Cucrema cTaHZapTOB TIO
uHbopmanuy, OUOIMOTEYHOMY W  H3JaTenbcKkoMy Jeny. OpraHu3alioHHO-PAacHOpsSAUTENbHAS
nokyMeHTaus. TpeboBaHus K 0POPMIICHUIO TOKYyMEHTOBY.

JloKHOCTHAS! MHCTPYKIIMSI COCTOUT U3 IATH Pa3/ieNoB:

- B pazzgene | "OOmume mnonoxeHuss" ycTaHaBIMBAIOTCS: O0JIACTh JEATENbHOCTH pabOTHUKA (C
yKa3aHMEeM KaTeropuu JOJDKHOCTH - PYKOBOJIUTENb, CHEIHUAIUCT, CIOyXaluid (TeXHUYECKUiH
UCIIOJIHUTEIb), TOPSAOK Ha3Hau€HUsT M OCBOOOXKIEHMSI OT JOJDKHOCTH, 3aMELIEHUS BO BpEMs €ro
OTCYTCTBHS;  KBaJM(HUKAIMOHHBbIE TpeOOBaHUs; MOJYMHEHHOCTh pPAa0OTHHUKA;  MEPEUUCISIOTCS
HOpPMAaTUBHBIE JOKYMEHTBI, KOTOPBIMH JTOJIKEH PYKOBOJCTBOBATHCSI pAOOTHUK B CBOEH J1€ATEIHHOCTH;

- B pazzgene Il "®Oynkuuu paboTHHKA" MEPEUUCISIOTCS OCHOBHBIE HANpABICHUS AEATEIbHOCTU
paboTHHKa;

- B pazzaene I "JlomxHOCTHBIE 0053aHHOCTH pabOTHUKA" OIpe/esieHbl KOHKPETHBIE BUBI padoT,
BBITIOJTHSIEMbIE PAOOTHUKOM;

- B paszgene IV "lIpaBa paGoTHuKa" 3aKpeIUISIOTCS MOJTHOMOYUS, HEOOXOUMbIE PaOOTHHUKY IS
BBITIOJTHEHUS BO3JIO)KEHHBIX HA HETO 00513aHHOCTEN;

- pazgen V "OTBETCTBEHHOCTh pabOTHUKA" pErijaMeHTHUPYET MEePCOHAIBbHYIO OTBETCTBEHHOCTb
paboTHHKA.

Bce nyHKTBI JOKHOCTHOM WHCTPYKIMH JOJDKHBI OBITH CHOPMYTUPOBAHBl MaKCHUMaJIbHO
KOHKPETHO, C MOAPOOHBIM pa3bsICHEHHUEM M YETKUM OMHMCAHUEM TPYAOBbIX QYHKIUN paOOTHHKA.
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https://internet.garant.ru/#/document/57746200/entry/0
https://internet.garant.ru/#/document/108186/entry/0
https://internet.garant.ru/#/document/180422/entry/0
https://internet.garant.ru/#/multilink/55740638/paragraph/17/number/1
https://internet.garant.ru/#/multilink/55740638/paragraph/17/number/1
https://internet.garant.ru/#/document/57746200/entry/0
https://internet.garant.ru/#/document/71634352/entry/0

B BepxHeil yacTH MOMKHOCTHON HMHCTPYKIMH (32 paMKaMH €€ TEeKCTa) JOJDKHO OBITh YKa3aHO
MOJTHOC HAaWMEHOBaHWE OpraHu3anuu (TIPEeAnpusATHs), OpraHU3allMOHHO-TIpaBoBas ¢opma, Tpud
"V1Bepxkaaro" ¢ moAnuckio (1 ee pacmudpoBKoii) JOIKHOCTHOTO JIMIA, YTBEPAUBIIETO JOKYMEHT.

[TpoexkTsl OMKHOCTHBIX HMHCTPYKLMI HampaBislOTCS Ha COIVIACOBAaHME B  BBIOOPHBIN
po(COIO3HBIIN OpraH.

CoryacoBaHHbIE ITPOEKTHI JOJDKHOCTHBIX MHCTPYKLIMK HANPaBJISAIOTCA HA YTBEP)KIECHUE PEKTOPY
bpI'V.

JloJKHOCTHAsT MHCTPYKLUS YTBEPKAAETCS PEKTOPOM Y HUBEpPCUTETA C paciiu(poBKOM NOANNUCH U
YKa3aHHUEM JaThl, IPOCTABIICHUEM II€YaTH.

[TonnucanHas U yTBEp)KAEHHas JOJDKHOCTHAs MHCTPYKLHUS MPOIUMBAETCS, IPOHYMEPOBBIBACTCS,
Ha 000pOTE MOCIIETHETO JTUCTA CTABUTCS T€YaTh C YKa3aHWEM KOJMYECTBA JIMCTOB U JAThI.

JIOJIKHOCTHAs! MHCTPYKIIMS BCTYNIAET B CUILY CO JIHS €€ YTBEPXKACHMS U IEHCTBYET 10 €€ 3aMEHBI
HOBOH JIOJKHOCTHOM MHCTPYKIMEH, pa3pab0TaHHON M YTBEP)KICHHON B YCTAaHOBJICHHOM BBIIIE TOPSI/IKE.

Cyl1ecTBEHHBIE M3MEHEHHUSl BHOCATCS B JOJDKHOCTHBIE MHCTPYKLIMM IIPU HM3MECHECHMSX B
OpraHu3aly TpyAa U mpoleccax Iporu3BOACTBa HA OCHOBaHUU npuka3a pekropa @PI'bOY BO «bpl'V» ¢
00s13aTeNIbHBIM YBEJJOMJIEHHEM pabOTHHKA.

Ecnn BHECEeHHE U3MEHEHUH B IOJKHOCTHYIO MHCTPYKIIMIO CBA3aHO C U3MEHEHUEM 0053aTeIbHbIX
YCJIOBUH TPYJOBOTO JOTOBOPA, TO YHUBEPCUTET YBEJOMIISIET PAOOTHUKA O MPEICTOSALIMX U3MEHEHUSIX B
MUCHMEHHOM (hopMe HE TIO3THEE YeM 3a JBa MECsIIa.

W3MeHeHHs BHOCSTCS B JIOJDKHOCTHYK) WHCTPYKIMIO TOJIBKO IIOCIE€ TOro, Kak pabOTHHK
COIJIACUTCS Ha MPOJIOJKEHUE TPYIOBBIX OTHOIICHUH.

Ecnu BHeceHne M3MeHeHUH B JTOJDKHOCTHYIO MHCTPYKLMIO HE BJE€YeT 3a co0oi HeoOXOAMMOCTb
U3MEHEHHUs 00s3aTeNIbHBIX YCIOBHM TPYIOBOrO JOTOBOPA, TO B ATOM CIy4ae JOJDKHOCTHAs MHCTPYKLUS
YTBEPXKAAETCS B HOBOW PENAKIIMH.

bpl'Y 00s3aH THCbMEHHO O3HAaKOMUTh pPAa0OTHUKA C HOBOW pelakuuedl JTOJKHOCTHOH
UHCTPYKLHH.

JloJoKHOCTHAsT MHCTPYKLMSL  COCTaBIIIETCS, COIJIACOBBIBAETCS M YTBEPXKAAeTCd B JIBYX
sk3emIuspax. OIMH 3K3EMIULIP NOJDKHOCTHOM MHCTPYKLIUH XpaHWTCA B OTAENE KaJIpoB, BTOPOHl B
CTPYKTYPHOM IO/Ipa3IeICHUH.

Cpok XpaHEHMsI TOJKHOCTHOM MHCTPYKIIMK COCTABIIAET 5 JIET IIOCIIE 3aMEHBI HOBOM.

[Ipu pa3paboTke MAOHKHOCTHBIX WHCTPYKLMH JOIYCKAaeTCsl HENOJHOE COBIAJECHHE Kpyra
o0si3aHHOCTE y paOOTHHMKOB, 3aHUMAIOIIMX OJMHAKOBbIE JOMKHOCTH. [Ipu HeoOxomumocTH
paboTosaTesib MOXET pa3padoTaTh HECKOJIBKO OTIMYAIOMIMXCS IO COJEP)KAaHUIO0 JOJKHOCTHBIX
MHCTPYKIUHN 110 OJTHON TOJDKHOCTH, a KaXX/10T0 pabOTHUKA WM TPYNHIy paOOTHUKOB 03HAKOMHUTH TOJIBKO
co cBoeil. O6pazer oopmIIeHUS TOKHOCTHON MHCTPYKIIMH NMPEACTABIIEH B MPUIIOKEHUH O.

5.8. loknaonas 3anucka

JoknanHas 3anucka MHOOPMUPYET PYKOBOAWTENS 00 MMEBIIUX MECTO SIBICHMAX, (akTax, o
BEBITTIOTHEHHOH pa60Te, CIIO>KUBIIIEHCS CuTtyauui MW T.AO. )onnazmas{ 3alIMCKa MOXET HMCETh
WHUIUATUBHBINA, HTHPOPMAITMOHHBIN UM OTYETHBIN XapakTep.

Texkct HOKJ’I&HHOﬁ 3aIMMCKU COCTOUT U3 ABYX HIJIN TPEX CMBICIIOBBIX JacTeu:

1. B mepBoif yacTu H3naraioTCs NPUYMHBL, (PAKTHI U COOBITHS, MOCIYKUBIIME MOBOJOM IS €€
HaIYCaHus,

2. Bo BTOpoO#l 4YacTH aHATU3UPYIOTCS CIOXKUBIIASACS CUTYallMsl U MPUBOASTCS BO3MOKHBIE
BAapHaHTEI pCUICHUSA,

3. B TpeTbeil yacTu cofepkaTcs BBIBOJBI U IPEIOKEHUS O KOHKPETHBIX AEHCTBUAX, KOTOPBIE, IO
MHCHUIO COCTAaBUTEIIA, HGO6XO}II/IMO NpCANPUHATE.

Bropast yacTe nOKnamHOM 3allMCKM MOXET OTCYTCTBOBaTb — B 3TOM Cllydae TEKCT JIOKJIaJHON
3aIlMMCKU COACPIKUT 06OCHOBaHI/I$I, BBIBOABI U MPEJIOKCHUA COCTAaBUTECIIA.

JloknanHasi 3amuMcka MMeEeT CleAyloIiue o0si3aTeNbHble PEKBU3MTHI: ajpecaT, HaMMEHOBAaHUE
CTPYKTYpHOTO TMOJApA3JeNeHUs U JIOJDKHOCTHU, KOTOPYIO 3aHMMAaeT aBTOp 3alMCKH, HaWMEHOBAaHHE
AOKYMCHTA, aTa COCTABJICHUA, NOANHNCH.
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JlokitagHy0 3aluCKy HOJIHUCHIBAIOT COCTABUTENb, (€CIM OHA IMPENOCTABISAETCS PYKOBOAUTEIIO
CTPYKTYpHOTO TOJpa3ieieHusi) WIW PYKOBOAMUTENb CTPYKTYpHOTO TOJApa3ieneHus (ecad oOHa
NPEIOCTABISCTCS Ha MOIHCh PEKTOPY/TIPOPEKTOPY).

JlaToit nokaqHOM 3alMCKU SBIISIETCS 1aTa €€ COCTaBJICHUS U MOAMUCAHUS.

5.9. Cnysceonasn 3anucka (3anexa)

CnyxeOHble 3amucKu (3asiBKH) COCTABIIAIOTCS [0 BOIPOCAM MaTepUaTbHO-TEXHUYECKOTO,
UHPOPMAIIMOHHOTO,  OPraHM3AllMOHHOTO W XO3SHWCTBEHHOI'O  OOCCIEYEeHHUs] W HAMPaBIAIOTCS
JOJDKHOCTHBIM JIMIIOM JIPYTOMY JOJDKHOCTHOMY JIILy. OHM OOBIYHO COJIEPKAT ONPENEIICHHYIO TIPOCKOY,
MPEIOKEHHUE.

TekcT cimy)keOHOM 3alMCKK/3asBKA COCTOUT M3 00OCHOBAaHUS (M3JI0KCHHS TPUYMH COCTABJICHU)
U MIPEUIOKCHHUS, TPOCHOBI U T.II.

CayxeOHbIe 3aIMCKH /3asiBKH 0(DOPMIISIFOTCS TaK K€, KaK M JJOKJIaIHbIC.

O6paserr oopmIICHHUS CIY)KEOHOM 3alUCKH TPEICTABICH B MPHIOKECHUH 7.

5.10. O6vacunumenvnas 3anucka

OObsicHUTENIbHAS 3aMKCcKa COCTABIAETCA Al OOBSCHEHHS CIOXKUBIICHCS CUTyalud, (akKToB,
NENUCTBUN UK TIOCTYIIKOB PA0OOTHUKOB IO TPEOOBAHUIO PYKOBOIUTEIIS.

OObsicHUTENbHAS 3aMUCKa UMEET CIEAYIOIUe 00s3aTelbHble PEKBU3HUTHI: aJipecar, CBEICHUS O
COCTaBUTENIE, HAUMEHOBAHHUE JJOKYMEHTA, IOAINMKCH, AaTa COCTABICHUSI.

OOBSICHUTENBPHYIO 3alMCKy MOJMUCHIBAET €€ COCTaBUTeNb. JlaToil OOBACHUTENBHON 3aMUCKU
SIBJISICTCS 1aTa €€ COCTaBJICHUS U TTOAMCAHMUS.

5.11. Cnpaska

B 3aBucumocTH OT LI€TM COCTaBJIEHMS CIIPaBKU MOTYT OBbIThb AHAJUTHYECKHE, OTYETHBIE WM
MH(pOPMaIOHHBIE.

AHaMTUYECKHE CIPaBKU CoJepXaT HMHQPOpPMALUIO MO BOMPOCY WM Tpobieme, Tpedyromieit
pemieHust. OOBIYHO AaHATUTHUYECKUE CIIPAaBKU MMEIOT 3HAUUTENbHBIH 00BbEM TekcTa (10 3-X CTpaHHuL).
TekcT aHaIMTUYECKOM CIpPaBKM COCTOMT W3 TpeX 4acTed. B mepBol 4YacTW WM3araeTcsi OCHOBAHHUE
COCTaBJIEHMSI, BO BTOPOI — aHAJIN3 CUTYALlUH WM BOIIPOCA, B TPETHEN — BBIBOJIBI U IIPEIOKEHUS.

OTt4yeTHbIe CrIpaBKH cojepaT 0000LIatoIIe UTOTOBbIE CBEIECHUS O pe3yjbTaTax JesTeIbHOCTH,
II03TOMY 3aroJIOBOK OTYETHOM CIPaBKM BKJIIOYACT YKa3aHHE HA MEPUOJ BPEMEHH, K KOTOPOMY OTHOCATCS
U3JI0’KEHHBIE B CIIPABKE CBEACHMUS.

CripaBky MHPOPMALIMOHHOTO XapaKTepa COCTaBIIAIOTCA C 1eTbI0 HH(POPMHUPOBATH PYKOBOJICTBO O
noJiockeHuu Aes. OHM MPeTOCTaBISAIOTCS B YCTAHOBJIEHHBIE CPOKH.

Texkct MHGOPMAIIMOHHOW M OTYETHOM CIpPaBKM MOXeET ObITh O(GOpMIIEH B BHUJE TaOJMIIbI,
BKJIIOYATh Pa3/eibl U MOJpa3ebl.

[Tpy moAroToBKE MPOEKTa CHPAaBKU HEOOXOAMMO TIIATEIBHO OTPEIAKTUPOBATh €€ COAEpIKaHuE C
TOYKH 3PEHUS:

- IOJTHOTHI U JIOCTOBEPHOCTHU (PaKTOB U CBEJCHMIA;

- IPaBUWJIBHOCTH O0(hOPMIIEHUS CPEACTB 0OpaTHOM CBSA3H (MCIIOIHUTEND, T€AE(OH U T.I1.);

- TOYHOCTH JaTUPOBAHUS;

- COOJTIOICHUST YPOBHS MTOATTMUCAHUS.

Bce 310 HE0OX01MMO /7151 TOTO, YTOOBI CIIPaBKa HE BBI3bIBAJa JIOMOJHUTEIBHBIX BOIPOCOB U TEM
OoJee mocneayronel pa3bsICHUTEIbHONW NEPETTUCKH.

CripaBku Ouorpaduyeckoro win Ciy>ke0HOro XapakTepa ciayxat Ui YA0CTOBEPEHUS KaKuX-ITn00
IOpUANYEcKUX (PaKTOB, HAPUMEp, O MOATBEPKICHUU MEPHUOI0B O0yUEHUS, 3aHUMAeMOM JTOJKHOCTH, O
3apa0OTHOM T1aTe M T.I.

Tekct crpaBku OHOrpagUUecKoro xapakTepa HauMHAeTCsd C yKa3aHUs B MMEHHUTEIbHOM Masiexe

dbaMunuM, UMEHH, OTYECTBA JIMIA, O KOTOPOM COOOINAIOTCA CBeNeHUsA. B Tekcre mo0oil crpaBku He
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JOJDKHO OBITh apXauyHBIX OOOpPOTOB, COJCPIKALIMX HEHYKHBIE CJIOBAa THUIA «HACTOSIIAS CIIPaBKay,
«IeHcTBUTENIbHO paboTaeT» M T.A. B KOHIE CHpaBkM MJaeTcsi Ha3BaHUE YUPEXKACHUSA, Kylda OHA
npenocrasisgercs. [loAnuChIBalOT CHpaBKy JIUL@, €€ COCTABUBIIME M HECYLIUE OTBETCTBEHHOCTH 3a
IIPEJOCTaBICHHbIE JaHHble. B 3aBUCHMOCTM OT Ha3Ha4eHUs CHPAaBKM 3TO MOTYT OBITb. PEKTOp
YHHUBepcHUTeTa, HAYaJBHHUK OT/ENa KapOB, ITIaBHbIH Oyxrantep — HayanbHUK @Y u T.1. Takue cipaBku
00513aTeNIbHO 3aBEPSIIOTCS [1€4aThI0 Y HUBEPCUTETA.

5.12. 3aaeénenue

3asBICHUS OJIPA3EIAIOTCS Ha IBE TPYIIIIbL:

- 110 Ka/IPOBBIM BOIIpocaM (0 MPUHITHU Ha paboTy, O MPEeJOCTaBICHUH/TIEPEHOCEe OTITyCKa, OIIaTe
JBTOTHOTO MPOE3/a U T.I1.);

- cOOOmIeHUsI O KaKuX-THOO HeI0CTaTKaX, HapyIIEHUsX B paboTe YHHBEpPCHTETa, OTICIBHBIX
JOJDKHOCTHBIX JIMIL U T.II.

3asBNeHNE aApecyeTcs KOHKPETHOMY JOJDKHOCTHOMY JIMIy M O(OpMIIIETCS Ha CTaHJApTHOM
nucTe Oymaru.

Texct m000ro 3asBJICHUS HAYMHAETCS C CYIIECTBA BONpOca, oOpamieHus (Mpoury MepeBecTH. . .,
NPOLIY PUHATE. ..), 3aT€M HUICT JeTaIH3alus 3aTPOHYTOTO BOIIPOCa.

Hexotopeie BuabI 3asBIeHU UMEIOT CTaHAAPTHYIO (hopmy. O3HAKOMUTBCS C 00pa3aMu TaKUX
3asBJICHUH, aKTyaJlbHBIMH HAa MOMEHT HAIlMCAHUS 3asBJICHUS, MOXXHO B OTJENE KaJpOoB M (PMHAHCOBO-
HSKOHOMHYECKOM YIIPABIICHUH.

3asBlIeHUE UMeeT cleAyloule o0s3aTeNbHble PEKBU3UTHI: ajapecar, (paMuius, WHULHUAIB U
JOJDKHOCTh 3asBUTENSI M IMOJpPAa3JIelICHUEe, B KOTOPOM OH padoraeT (misi paOOTHUKOB YHHBEPCHUTETA),
HaMMEHOBaHHE IOKYMEHTa, OJIHCh, JaTa.

3asBICHHUE MOMMUCHIBACTCS aBTOPOM, IPHU HEOOXOJWMOCTH COTJIACOBBIBACTCS C PYKOBOAMTEIEM
CTPYKTYPHOTO MOJpAa3/eleHnsl, B KOTOPOM paboTaeT 3asBHTENb, a TAKXkKe APYIMMH JOJDKHOCTHBIMH
JULIAMH, KypUPYIOIIMMH TOT WJIM HWHOH Bompoc (1o cMeiciy 3asBienusi). Ilocime storo 3asBieHne
nepefaeTcss B KaHIEISPHIO JUIsl  HAlpaBlIeHWS PYKOBOJCTBY. PelleHne pyKOBOJICTBa BBIpa)KaeTcs
PE30JIFOLIUEN.

3agBlEeHHE C PE3ONIONHEH CIY)KUT OCHOBAaHMEM K HW3JAQHWIO TpPUKa3a, pacropsHKeHHus (Io
KaJpOBBIM BOIIPOCaM) WJIM JPYroro JOKyMEHTa (MHMCbMa aBTOPY O HPUHATHM PELIEHMs, CHPaBKU O
COCTOSIHUH 3aTPOHYTOTO aBTOPOM BOTIPOCaA, MPUKa3a O MPOBEICHUH SKCIEPTU3bI, TIPOBEPKH U T.I1.).

5.13. Ilopsook chamus u evloauu KORU OOKyMeHM 08

Konuum 1OKyMEHTOB BBIIAIOTCSI B COOTBETCTBMM C 3allpOCaMHU, C pa3pelieHust peKTopa
VYHuBepcutera. 3aBepeHue MOUIMHHOCTH KOMUN MPOU3BOAUTCS JHOO PEKTOpPOM YHHBEpCHTETa, MO0
JUI[aMH, UMEIOIIMMHU COOTBETCTBYIOIIUE MTOJTHOMOYHS, 3a)UKCUPOBAHHbIE PAaCOPsHKEHUEM peKTopa (Miu
HPOIUCAHHBIC B JODKHOCTHON HHCTPYKIIUH).

B YHuBepcutere 3aBepsrOTCS TOJNBKO KOIMUU JOKyMEHTOB, M3MaHHbIX B PI'BOY BO «bpl'V».
Konuu NOKyMEHTOB ApYyrux OpraHM3aldid MOTYT 3aBEpATHCS B CIydyac HaXOXKJIEHUS B YHUBEPCUTETE
MOIJTUHHUKOB IOKYMEHTOB.

[Ipy BBITAUYe KOMHMM JOKYMEHT BOCHPOHM3BOJAMTCS TMOJHOCThIO (ONaHK By3a, HOMeEp, JaTta,
coJiepKaHue  T.1I.).

B npaBom BepxneM yriy konuu numrercss "Konus"/ «Konus BepHa»/ «BepHo».

[Ipu 3aBepeHHHM KOMHMM JOKYMEHTAa YyKa3bIBaeTCs AOKHOCTb, MOJMHUCH JIMIA, 3aBEPSIOIIErO
KOIIHIO, €0 MHULMAIIBI U (JaMUIIHS, JJaTa 3aBEPEHUs, IPOCTABIIAETCS Me4aTh Y HUBEPCUTETA.

Ecnn xonust BblmaeTcss A7 MPEJOCTaBICHHUS B JIPYTyl0 OpraHU3alldio, OTMETKAa O 3aBEPEHHUHU
KOIIUY JIONOJIHAETCS 3aIIMChI0 O HAXOXKACHUH MOJJIMHHOTO JOKYMEHTA B Y HUBEPCUTETE.

JlokyMeHT, cocTosiuuid U3 Tpex u Oosiee JHUCTOB, Kak MpaBuiio, mpoimuBaercs. Ha obGopoTHoit
CTOpPOHE TIOCJIETHEro JMCTa B MECTe CKpeIUIeHHs HakjleuBaeTcsi OyMakHas Hakjelka (B BuIe
MPSIMOYTOJIbHUKA pazMepoM npuMepHo 40-60 mm Ha 40-50 mm). Hakielika noimkHa 3aKpbIBaTh MECTO
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CKPCIUICHUA MPOMIMBKU MTOJTHOCTBIO, 3a IMPCACIIbI HaKJIEeHKN MOT'YT BBIXOAUTH TOJIbKO KOHIBI ITPOIIUBHBIX
HUTEH, HO He OoJiee yeM Ha 2-2,5 cMm.

Bce 3aBCPUTCIILHBIC HAATIUCH IMIPOCTABIAIOTCSA Ha HOCJIGIIHCI‘;I CTpaHUIIC KOIINU, pAAOM C MCCTOM
CIIMBKH JOKYMEHTa. B 3TOM ciydyae JIMCTBI HYMEPYIOTCA B IPAaBOM BEPXHEM YIJIy M YKa3bIBaeTCs
KOJIMYCCTBO CIHIUTHIX JIUCTOB.

[To TpeOoOBaHMIO 3ampPAlIMBAIONICH CTOPOHBI, B OTACIBHBIX CIy4asX, JOKYMEHTBI MOTYT OBITh
3aBepeHbl TepOOBOIl MEYaThIO.

B Tom ciyuae, eciu TOKYMEHT BBICBIIACTCS B 3JICKTPOHHOM BHJIE, UCIIOJIL30BaHUE pabOTOMaTEIeM
ANEKTPOHHON MOJIITUCH CBUICTEIHCTBYET O HAAJICKAIIEM 3aBEPEHUH TAKOTO JOKYMEHTA.

6. KOHTPOJIb 3A UCIIOJIHEHUEM JOKYMEHTOB

Bce mocrymaromme Ha MMs pekTopa YHUBEPCUTETa M B ajJpec YHHMBEpPCUTETa JOKYMEHTHI,
TpeOyIolie NCIIOTHEHUS U TIOATOTOBKH OTBETA, MOAJICKAT KOHTPOJIIO.

KoHtpons 3a HCHONHEHHMEM JOKYMEHTOB YCTaHABIMBAeTCd B LEISIX OOECIEYeHUus HX
CBOEBPEMEHHOI0 M Ka4€CTBEHHOI'O HCIIOJHEHUS, MOBBIIICHUS YPOBHS OPraHU3aTOpCKOM paboThl U
HCTIOJHUTENBCKOMN TUCIMITIIMHBI.

PykoBonuTenu  CTPYKTYpHBIX  MOJpa3AEIeHU  00s3aHbl  OTCIEKUBAaTh  COCTOSIHUE
MCTIOJHUTENIbCKOM TUCIMILIMHBI 110 TOKYMEHTaM C IMOPYYEHUSIMH PYKOBOJCTBA YHMBEPCUTETA, a TAKKE
JOKYMEHTaM, IMOCTYNUBUIMM B aJpec CTPYKTYPHOI'O MOJPA3AEICHUS U TPEOYIOLUIUM HCIIOJHEHUS U
MOJIrOTOBKH OTBETA.

JIOKYMEHT cuMTaeTcsi MCIIOJIHEHHBIM, KOTJa PELIeHbl OKOHYATEJIbHO BCE IOCTABJIEHHBIE B HEM
BOIPOCHI U COOJIIOJICHBI CIEIYIOIUE CPOKHU:

- €CJIM B JOKYMEHTE IOCTaBJIEH CPOK UCIIOIIHEHUS — B YKa3aHHBIN CPOK;

- JOKYMEHTHI 0e3 YKa3aHUsl CpOKa UCIOTHEHUS — B MECSIUHBIN CPOK;

- €CJIM B JOKYMEHTE UMEETCS TOMETKA "CPOYHO" — TO B TPEXTHEBHBIN CPOK;

Cpox wucumcnsercss B KaJEHIOAPHBIX [HSAX C JaTbl PETUCTPAlUM JOKYMEHTa B KaHIEIAPUHU
YHusepcurera.

JIOKYMEHTBI CHUMAIOTCSI C KOHTPOJISI, €CJIM PELICHBI IOCTABJIECHHBIE B HUX BOIPOCH! MJIM aBTOPaM
JlaH OTBET I10 CYLIECTBY.

OcHoBaHMEM JUIsl CHATHSI C KOHTPOJISL JOKYMEHTOB C MOPYYEHUSIMU PYKOBOJCTBAa YHUBEPCUTETA
ABNISICTCA ~ JOKYMEHT-OTBET,  NOJMHMCAaHHBIA  PEKTOpPOM,  MPOPEKTOpaMHu, JIMOO  CHpPaBOYHO-
nH(OPMAaLIMOHHBIE JaHHbIE, MOATOTOBJIEHHBIE PYKOBOAMTENEM CTPYKTypHOro mnoapaszaeneHus. Ilocie
MOJITOTOBKM OTBETa OTBETCTBEHHBIM HCIOMHHUTENEM B rpade «KoMMeHTapun» B CUCTEME HIIEKTPOHHOTO
JOKYMEHTO00O0POTa JIeIaeTCsl OTMETKA 00 MCIOJIHEHUHU ¢ 0053aTEeNIbHBIM yKa3aHHEM UCXOMAIIEro Homepa
MUChbMAa-0TBETA UJIM JATOI HalpaBieHHUsI MHPOPMALIMOHHBIX TaHHBIX.

[TpoMeKyTOUHBIM OTBET, paBHO KakK M 3alpoc MO HCHOJIHSAEMOMY JOKYMEHTY WIM YacTUYHOE
UCIIOJIHEHUE MTOPYUYEHHUS], HE SBISIETCS. OCHOBAHUEM JUIsl IPU3HAHUS JOKYMEHTA UCIIOJIHEHHBIM.

7. MOPAOOK IMPOXOXAEHUA U UCIIOJIHEHUSA
MOCTYHAIOIIEN KOPPECIIOHJIEHITUM

Koppecnonnennus, nocrynaromas B ®I'bOY BO "bpl'V'", npurumaercs u perucrpupyercs
pabOTHHKAMU KaHIEISAPUH.

Omunb04YHO 10CTaBICHHAs KOPPECIOHICHIINS IEPECHUIAETCS OTIPABUTEIIIO.

JIOKYMEHTBI COPTHUPYIOTCSI Ha PETHCTPUPYEMBIE M HEPETHMCTPUPYEMBIE COTIAcHO mepeuHro. K
HEPETUCTPUPYEMBIM OTHOCSTCS JTOKYMEHTbHI, He TpeOyrolue OTBeTa U HCHOJb3yeMmble B padoTe B
CIIPaBOYHBIX LEJAX. [IepedeHb HeperucTpupyeMoil KOppeCoHACHIUU:

1.TOCTsr, TY;

2. TOKYMEHTHI IO MaTepHaJIbHO-TEXHUUECKOMY 00ECIICUEeHHI0, CTAaTUCTUYECKash U OyXxranrepckas
y4eTHas U OTYETHAsA JOKYMEHTALHS;
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. KOppECIIOHIEHIIU ¢ TTOMeTKOH «JInuHO», apecoBaHHas paOOTHUKAM;
. Hay4YHBIE OTYETHI;

. HOPMBI U HOPMaTHBBI;

. IJIAaHOBO-(DPMHAHCOBBIE IOKYMEHTHI;

. ”H(POPMAaLIMOHHbIE MaTepHaJIbl, IPUCIIAHHBIC B KOITUU JUISI CBEACHUS;

. IpeHCKypaHThI (ITpaic-JIUCTHI);

. IpOrpaMMbI KOH(EepEeHIUH, COBEIIAHUIA, CEMIUHAPOB;

10. nepuonnyeckue u3ganus (ra3eTsl, )KypHajbl, OpOIIIOPHI, KHUTH);

11. pexnamubie Matepuanbl (JUCTOBKU, U3BEIICHUS, TUIAKATHI, IPOCIEKTHI);

12. noANTMHHUKN/KOIIMY CUETOB HA OILIATY;

13. mepBUYHAs TOKYMEHTAIUS OyXTanTepCKOro yuera (aBu30);

14. mo3paBuTENbHBIE MUCHMA, TEJIETPAMMBI U OTKPBITKH;

15. mpurnacuTenbHbIE OUIIETHI;

16. TenerpaMmmsl;

17. yuebHble 11aHbI, IPOTPAMMBI;

18. popmpbl u O1aHKK JOKYMEHTOB (KpoMe OJIaHKOB CTPOTOrO yUeTa).

Hepeructpupyemble 1OKyMEHTBI, aJlpeCOBAHHbIE CTPYKTYpHBIM nonpaznenenusm ®PI'bBOY BO
«bpl'Y», mepenmatorcsi UM IyTeM pAacKIaIKd JOKYMEHTOB IO sUeKaM COPTUPOBOYHOrO miKada,
YCTAaHOBJICHHOT'O B KaHLEISAPHUM, OTKyJa MX 3a0uparoT paOOTHMKH MOJpPA3/EICHUM, OTBETCTBEHHBIE 3a
JIeNIOTPOU3BOCTBO.

[Ipu BckpbITUM KOHBEpTa (YMaKOBKH) IPOBEPSAIOTCS IPABUIBHOCTb aJPECOBAHMUSI U HaJIU4UE
BJIO’KEHHBIX JIOKYMEHTOB.

[Ipu oOHapyXeHHUM TIOBPESKACHHUS, OTCYTCTBUS JOKYMEHTAa WJIM TPHIOKEHHS K HEMy,
COCTaBJISIETCS aKT B JIBYX JK3EMIUISIPAX, OJMH M3 KOTOPHIX MPUIAraeTcs K MOIYYeHHOMY JOKYMEHTY, a
JpYroil HarpaBisieTCsl OTIPABUTEIIIO.

KoHuBepThl OT MOCTYNUBIIECH KOPPECMOHICHIIMU COXPAHSIOTCS M MPUIAraloTcs K JOKYMEHTaM B
cllydasx, €ClIU aJpec OTHPAaBUTENS YKa3aH TOJIbKO Ha KOHBEpPTE, €CIM Jara JOKYMEHTa M JaTa €ro
OTIPABKH COTJIACHO MOYTOBOMY LITEMIENIO UMEIOT OOJIBIIME PACXOXKAECHUS BO BPEMEHU; €CIIU KOHBEPT
Heo0X0/IUM B Ka4eCTBE OIPAB/IATEIBHOIO JOKYMEHTA K pacXxo/iaM Mo OIlIaTe KOPPECIIOHACHIINH.

JIOKYMEHTBI, OCTYNIUBILINE B YHUBEPCUTET MOCPEACTBOM IEKTPOHHBIX CPEICTB CBS3H, TaKKe
JIOJKHBI OBITh POBEPEHBI HA IMPEIMET NMPAaBUIBLHOCTHU aIpECOBAHUS, HAIMYUS 3asBJIECHHBIX MPUIOKEHHI.

JIoKyMeHTBI, He TpeOylolMe I0KIaa PYKOBOJCTBY YHHUBEPCUTETA, HAPABIISIOTCA KaHIeIsIpuei
JUIS ICTIOJIHEHUS B CTPYKTYPHBIE MOJIpa3 iesICHusI.

[Tony4ynB HOKyMEHTHI Ha MCTIOJIHEHHE, paOoTHUK bpl'Y nomkeH HeMeUIEHHO 03HAaKOMHTBCS C UX
COJIEp’KaHUEM, BBIJICJIUB JOKYMEHTHI, TPEOYIOIINE CPOYHOTO UCIIOJIHEHUS.

OTBer 3asBUTENIO HANpaBlIsETCS PYKOBOAWUTENEM (3aMECTUTENIEM PpPYKOBOAMTENS) WU
PYKOBOJUTENEM CTPYKTYpPHOIO ImojpasfeneHus B TeueHue 30 oOweu ¢ Mmomenma  pecucmpayuu
oOpallleHus1, €cIM MHOE He MPeSyCMOTPEeHO paszzenoM 6 Hacrosmed Mucrpykuun. [Ipu Heo6xoaumoctu
CPOK pacCMOTpPEHHsT 0OpaIICHUSI MOKET OBITh MPOJIEH PYKOBOIUTEIIEM.

Ecin 1OKyMEHT HarpaBiisieTCsl HECKOJIBKMM HCIIOJIHUTENSIM, TO JIMIIO, YKa3aHHOE B PE30JIIOLUU
MIEPBBIM, SIBJISIETCSI OTBETCTBEHHBIM UCTIOTHUTEIIEM.

Kaxnpiii pabornuk ®I'BOY BO "Bpl'V" nomkeH obecrieunBaTh ONEPATUBHOCTH, KadyeCTBO
MCIIOJTHEHUS] M COXPAHHOCThH JOKYMEHTOB.

O 00O L B~ W

8. MOPAAOK MMOATOTOBKHN U MPOXOXKIAEHUSA NCXOAAINX
N BHYTPEHHUX JTOKYMEHTOB

[Topsiiok MOATOTOBKM MCXOJAIIMX JOKYMEHTOB BKIIOYaeT B ce0si paboTy IO COCTaBJICHHUIO
MPOEKTa JOKYMEHTA, COTJIACOBAHMIO, OANMUCAHNUIO (YTBEP)KIIEHUIO), THPAKUPOBAHHUIO U OTIPABKE.

Jlo mepemadu NOKyYMEHTa Ha IOAINUCH HCIOJIHUTENb JOJDKEH IIPOBEPUTH €ro COJEpkKaHUE,
MPaBWJIBHOCTh OPOPMIIEHHUS, HaJMUYKe HEOOXOAUMBIX BU3 U MPUJIOKEHHUH. JJOKyMeHT npecTaBisercs Ha
IIOAMMCH BMECTE ¢ MaTEPUAIIAMH, HA OCHOBAHUU KOTOPBIX OH FOTOBMJICA.
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[TonnmucanHbIe JOKYMEHTBI PETUCTPUPYIOTCS pAOOTHUKOM KaHIICIISPUU.

BayTpeHHue JOKyMEHTBI OGOPMIIIOTCS W HCIOJHSIOTCS (MCIOJB3YIOTCS) B Tpenesax
YHusepcurera.

BHyTpenHue [OKyMEHTHI (JOKJIaJHble 3alUCKH, CIPAaBKH W Jp.) PAcCCMaTPUBAIOTCS TEMHU
JOJKHOCTHBIMH JIMIIAMH, KOMY OHH HaIlPaBJICHEI.

JIOKYMEHTBI JUIsl OTIPABKH B IPYrHUe OpraHu3alliy JOKHBI IepeaBaThCs B KaHIEISPUIO.

OTBeTcTBEHHBIE 3a JENONPOU3BOJCTBO MEpe] caaueii KOPPEeCHOHIACHIIMUM Ha OTIPABKY JTOJIKHBI
MIPOBEPUTH MPABUIBLHOCTH €€ O(OpMIICHHS, aIpecoBaHUs, a TakKKe HalW4Yhe BCEX NPUIIOKEHUH U
3aBEPEHHBIX KOMUI B CITydyae HEOOXOAMMOCTH.

9. PETUCTPALIUSA JOKYMEHTOB

Peructpanus gokymentoB B @PI'BOY BO "bpl'YV" ocymecTBisieTcss 1EHTpalU30BaHHO,
OTBETCTBEHHBIM Pa0OOTHUKOM KaHUEIIpUU YHuBepcurera. Eciiu TOKyMeHThI, TpeOyrolue paccCMOTPEHUS
PYKOBOJICTBa, TIOJIy4€Hbl paOOTHHKAMHU APYIHX MOJPA3/ACiCHUN, OHU JOJDKHBI OBITH TEpelaHbl Ha
PETUCTPALIMIO B KAHIIEISAPHIO.

PaboTHMKamMK KaHUEISIpUU PETUCTPUPYIOTCS BXOASIAs KOPPECTIOHACHIINS, aJpeCOBaHHAs HA UM
pekTopa, nokyMeHThl, ajnpecoBanHbie B ®I'BOY BO "Bpl'V" 06e3 ykazaHuss KOHKPETHOTO ajapecarta,
ucxonsamas ot umeHu pykosoactBa ®PI'bOY BO "bpl'V" nokymeHTtanus, npukasbl 110 OCHOBHOM
JEeSITeNIbHOCTH, PACIIOPSHKEHUSI PEKTOpa U IMPOPEKTOPOB, MHBIE JOKYMEHTBI, PETHUCTpAIUs KOTOPHIX B
KaHLIEJSIPUU [IPETYyCMOTPEHA HOMEHKIIATYpOM €71 Y HUBEPCUTETA.

Perucrpanus BXOIAIIMX JOKYMEHTOB OCYIIECTBIISIETCS B JIeHb WX mocTymiueHus. Ho B ciydae
MOCTYIUIEHUSI JTOKYMEHTOB 1ocie 13 4dacoB uiau B Hepabouee BpeMs, perucrpauusi IpoU3BOJUTCS Ha
CIIeyIOIUN pabounii 1€Hb.

Ha Bcex BXoasimux JOKyMEHTaX B IPABOM HIKHEM CBOOOJIHOM OT TEKCTA IOJIE TIEPBOM CTPAHUIIBI
JOKYMEHTa CTaBUTCA IITaMI C yKa3aHUEM TOPSAKOBOTO PETUCTPALMOHHOTO HOMEpa M JIaThl, IPH
HEO0XO0IMMOCTH — BPEMEHH IOCTYIUICHHS JOKYMEHTOB B YacaxX ¥ MUHYTaX.

10. PABOTA UCHIOJTHUTEJIEN C JOKYMEHTAMHU

B ycnoBusix npumenenust COJl B YHuBepcUTETE HCHOIb3YIOTCS 3JEKTPOHHBIE JOKYMEHTHI, a
TaK)K€ DJIEKTPOHHBIE KONHU JOKYMEHTOB, IIOJyYEHHBIE B PE3yJbTaTe CKAaHMPOBAHHUS JTOKYMEHTOB Ha
OyMa)XHOM HOCHTEJE.

[TocrynuBmivie B YHUBEPCUTET JTOKYMEHTHI IIOCIE PETUCTPALMU B KAHLEISAPUHA U PACCMOTPEHUS
PEKTOPOM, BO3BpAIAIOTCS B KAHUEJSAPUIO s Tepefayd HcroyHuTensiM. Ha Kakapli TOKyMEHT,
pasmemaembiii B COJI, 3aBoauTCs 3JE€KTpOHHas peructpanvoHHas kaptouka (OPK), B koropoii
OTPa’kar0TCsI OCHOBHBIE CBEICHUSI O IOKYMEHTE:

- BUJI JOKYMEHTA;

- CIIOCO0 €ro MOy4EHHUS;

- 3ar0JIOBOK K TEKCTY (KpaTKoe Coep)KaHue);

- OpraHu3alus-oTIPaBUTENb JOKYMEHTA;

- HCXOALINM HOMED U AaTa JOKYMEHTAa;

- BXOJSIIUI HOMED U JjaTa TI0KYMEHTa;

- CPOK UCTIOJIHEHUS TOKYMEHTa (TIpH HAJTHUYUH);

- OTBETCTBEHHBIN UCTIOJTHUTENH (COTJIACHO PE30JIIOIIUN PEKTOPA).

Ecin ucnonHWTENEl HECKOIBbKO, BCE OCTAJIBHBIE IIOJY4YalOT M HCIHOJB3YIOT JIOKYMEHT B
ANEeKTPOHHOM BuJie. OTBETCTBEHHBIIN HCIIOIHUTENb MOIYYaeT B KaHIEIIPUH TaKkKe U OyMaKHbI BapHaHT
JUIS TOALUMBKH B JIENO, COINIACHO HOMEHKJIATYPE J€JI CBOETO CTPYKTYPHOTO MOAPA3IEICHHUS.

HoxymenTsl pacceuiatrotcst uepe3 COJl pabOTHUKaMU KaHIICISPUU B JIEHb UX PACCMOTPEHUS WU
Ha clenyromuil pabounii 1eHb.

[Tpu paccMOTpeHHH KOPPECTOHIEHIIMH PYKOBOAMTENL CTPYKTYPHOTO IMOJAPA3JEICHUs BbIIEISAET
JOKYMEHTBI, TpeOylolue CpOYHOrO HCIOJHEHHUS. PYKOBOOUTENM CTPYKTYPHBIX MOJpa3/ieieHuit
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®I'bOY BO "Bpl'Y" HecyT OTBETCTBEHHOCTh 3a ONEPATUBHOE PACCMOTPEHHME JOKYMEHTOB, KOHTPOJIb 32
Ka4eCTBEHHBIM HCIIOJIHEHHUEM JOKYMEHTOB.

HcnonHenue IOKyMEHTa MpeaycMaTpuBaer cOop u 00paboTKy HeoOXonumol uHGopManuy,
MOJrOTOBKY IPOEKTa JIOKyMEHTa, €ro o¢QoOpMIIEHHE, COIJIACOBaHUE, IMOJNHcaHue (yTBEp)KICHUE)
pexrtopom (mpopekropoM) ®I'BOY BO "Bpl'V" nnm pykoBoauTensiMu CTPYKTYPHBIX IOJpa3feiieHuM,
MOJIrOTOBKY K IEpPEChUIKE aJpecary.

[Ipy HaJM4YMKM OTBETCTBEHHOI'O HCIIOJHUTEINS BCE OCTAJbHBIE HCIIOJHUTEIN CBOEBPEMEHHO U
KayeCTBEHHO NPOBOJAT aHalIMW3 HMHGOpMALMU M MPEJICTABIAIOT OTBETCTBEHHOMY HWCIOJHHUTENIO B
YCTQHOBJICHHBIE UM CPOKH HEOOXOUMBIE TOKYMEHTHI (ITPOEKThI JOKYMEHTOB, CIIPABOK, CBEJCHUN U T.1.).

B Xone wucnonHeHuss JOKyMEHTa OTBETCTBEHHBIM MCIIOJIHUTENb HMEET IpaBO Ipejiararb
M3MEHEHUE CPOKA UCIIOJHEHUS, €CTIM OTCYTCTBYIOT peabHbIE YCIOBHSI UCIIOJIHEHUS JOKYMEHTA.

HcnonHuTtens HMEET IMpaBO IOJb30BATHCA CIPABOYHO-UH(POPMALMOHHBIMU  (poHZAMHU U
O6ubIMoTeKaMu /IS OTyYeHHUs] He0OOXOAMMOI HH(POPMAIIHH.

HcnonHuTenb HECeT NEepCOHANbHYIO OTBETCTBEHHOCTh 3a HEIOCTOBEPHOCTh HH(oOpManuu,
HCII0JIb30BAaHHOM IIPU MOATOTOBKE JOKYMEHTA, a TaK)KE€ 3a HENPAaBUIBbHOE UCIOJIb30BAaHUE AEHCTBYIOLINX
HOPMAaTHBHBIX IOKYMEHTOB B IIOJrOTOBKE, O()OPMIIEHUHU U UCIIOJHEHUH JOKYMEHTOB B CPOK.

11. HEYATHU U LITAMIIbI
11.1. Ocobennocmu npumenenus ommucKka neyamu U WMamna

Cormacao I'OCT P 7.0.97-2016 oTTuck meyaTd 3aBepsieT MOJIUHHOCTh MOJIMUCH JTOJDKHOCTHOTO
JMIIa Ha JOKYMEHTaX, YIOCTOBEPSIONINX MpaBa JHI, (UKCUPYIOMHX (aKThI, CBS3aHHBIC C (PMHAHCOBBIMU
CpeACTBaMHU, a TAK)KE Ha MHBIX JIOKYMEHTAX, IIPelyCMaTPUBAIOLINX 3aBEPEHUE ITOATMHHOM MOAUCH.

[IpumepHBIid TIepeYeHb JAOKYMEHTOB, Ha KOTOPBIX HY)KHO CTAaBUTh OTTHUCK ME€YaTH BBITJISIUT
CIIEAYIOIINUM 00pa3zoMm:

- aKThl (BBIIOJIHEHHBIX pabOT, IPUEMKU 000pYyI0BaHUs, CIIMCAHUS, IKCIEPTU3BI U JIP.);

- JIOBEpEHHOCTHU (Ha BeJeHHUE JieNl B apOuTpake, Ha 3aKJIFOUEHUE JIOTOBOPOB, HA MOJyYCHHE
TOBapHO-MaTEepUAIbHBIX LIEHHOCTEN U JIp.);

- JIOTOBOPBI U COTJIaIlieHus (0 COTPYAHUYECTBE, XO3HCTBEHHbIE, TPYIOBbIE U JP.);

- JOKYMEHTBHI MO0 KAacCOBBIM M KpPEAMTHBIM OIEpalusM, NMPUXOAHBIE OpAepa, MOpy4YeHHUs
(OaHKOBCKMeE, IEHCUOHHBIE, IUIATEXKHBIE U JIp.), CIIPAaBKa 10 3apabOTHOM Iu1aTe;

- 3aKJIIOYEeHHUs, PEIeH3MH M OT3BIBBI Ha JIMCCEepTallud, aBTopedepaTsl U ApYyrue HaydHbIe
paboThI;

- KOIIUU JIOKYMEHTOB, TpeOyIoIlie 0co00ro y10CTOBEPEHUS UX MOTIMHHOCTH;

- HaKJIaJIHbIE (TOBApHBIE, TOBAPHO-TPAHCIIOPTHBIE U . );

- HOPMBI pacxojia MaTepHaoB;

- oOpa3upl moanuce pabOTHHUKOB, MMEIOIIMX MPaBO  COBEPIIEHUS (PUHAHCOBO-
XO3SIICTBEHHBIX OIEpaInii;

- MUChbMa TrapaHTUIHbIE;

— IIPOTOKOJIbI COTJIACOBAHMSI LIEHBI, CPOKOB MTOCTABOK U JIp.;

— CMETBI PacXxoJI0B (Ha MPOU3BOJICTBO, HA KAlTUTAIBHOE CTPOUTEIHCTBO U JP.);

- CHpPaBKH (O BBIIJIATE CTPAXOBBIX CYMM, JINMUTHBIE U JP.);

— TPYAOBBIC KHUKKH;

- (uHaHCOBBIE JOKYMEHTHl W OTYEThl, IpeJCcTaBisieMble B (DMHAHCOBBIE, HAJIOTOBbIE U
CTaTHUCTUYECKUE OPTaHbl, (POHIBL;

- XapaKTepUCTUKH DPAOOTHUKOB M OOYYarOIIMXCsl, MPEACTaBICHUS U YAOCTOBEPEHHUS O
Harpa<JIeHWu, MOYETHbIE 3BaHUS, TIPAMOTHI, CBUJETENbCTBA, PA3IUYHbIE CIPaBKU (O MPOXOXKIACHHUU
TOCY/IapCTBEHHOM CITyKObI, apXUBHBIE, HAa MIPEAOCTABICHUE JIBIOT H Jp.)

B orinune oT OTTHCKOB meuaTeil, KOTOpble HMCIONb3YIOTCS AJ YAOCTOBEPEHHUS MOUIMHHOCTH
JOKYMEHTOB U 3aBEpEHMs KONHUU, wmamnsl HAHOCITCS C Yenvlo oQhopmienus ommemoK O TOIy4YeHHH,

40
HucTpykuus no JeJIONPON3BOICTBY B denepaabHoM
CMK-HU-1.4-8.0-2.0-2023 rOCyIapCTBEHHOM OHOKE€THOM 00pPa30BATEJbHOM Y4YpPeKICHUHU
BbICIIET0 o0pa3oBaHus «bparckuii rocy1apcTBeHHbII
YHUBEPCUTET




pEerucTpannu, MPOXOXKJICHUH U MCIOJHEHUU JTOKYMEHTOB, a TAKXKE C ILIeJIbI0 CO3/aHMs Ha JOKYMEHTaX
OPYTUX OTMETOK CIpaBOYHOro Xxapakrtepa. llltammbl mpocTaBisioTCs Jii 3KOHOMHUU BpPEMEHH Ha
oopmIleHHEe CHENHATBFHBIX OTMETOK B MPOIIECCE COCTABICHUS JOKYMEHTOB M OpraHH3aIlMi paboOThI C
HUMU.

11.2. Yuem u xpanenue neuameil u uimamnos

[Tewatn u mramnel bpl'Y U3rotaBinBaiOTCS B KOJUYECTBE, HEOOXOIUMOM ISl OCYILECTBIICHUS
CTPYKTYPHBIMHU TIO/Ipa3ACICHUSIMUA YHUBEPCUTETa M €€ PAaOOTHUKAMHU BO3JIOKEHHBIX Ha HUX (YHKIIHMH.
Pemenne 00 W3roTOBIIEHMH W KOJMYECTBE SK3EMIUIIPOB Ie4yaTeid M IITAMIIOB NPHUHUMAET PEKTOP
YHuBEpCHUTETA 10 IIPEACTABICHUIO PYKOBOAUTENIEH CTPYKTYPHBIX IOAPa3ICICHUN.

Ecnu newats wnm mwramn bpl'Y ucnosb3yercss B HECKOJIBKUX 3K3EMIUISAPAX, HOMEP DK3EMIUIspa
IIeYaTH YKa3bIBACTCs B KJIMILIE [1€YaTH IIPU €€ U3TOTOBJICHUU.

Bce Buapl meuaTeil M MITaMIOB MOAJIEKAT 00S3aTEIPHOMY Y4YETy B CIIEHHMAIBHOM JKypHale, B
KOTOpOM (puKcupyeTcs Takke (akT BblIAuM-TIpUeMa MedaTe M MITaMIoB. YYeT mevyareid U IITamIloB
BEJIET paOOTHUK CIIELOT/IeNa Y HUBEPCUTETA.

[leyatn m mTaMibl, epefaHHbIE Ul UCIOIb30BaHMS B CTPYKTYPHBIE NIOAPA3ICIICHUS, JOJDKHBI
XpaHUTbHCA B cel(pax MM METaJUIMYECKHX IIKadax.

OTBETCTBEHHOCTh 3a XpAaHEHUE M HCIOJIb30BaHUE II€YaTe€ll M INTAMIIOB B CTPYKTYPHBIX
MIOIPA3JEIICHUSAX HECYT UX PYKOBOIUTEIH.

[TeuaTs cienyeT MpOCTaBIATh TAKUM O0pa3oM, YTOOBI OTTUCK HE 3aXBAThIBAJ JIMYHYIO MOAIMMUCH.
Oco6eHHO Ba)KHO COOJII0aTh ITO MPABUIIO NPH 0POPMIIEHUH (PUHAHCOBBIX JIOKYMEHTOB.

['epOoBast mevyaTs YHHUBEPCUTETA HAXOAUTCS B IPUEMHON PEKTOPA.

[leyatn CTPYKTYpHBIX MNOApPA3AEICHUM  HAXOAATCA Yy OTBETCTBEHHBIX JIML, HA3HAYCHHBIX
PYKOBOIUTEISIMUA TIOAPA3ACICHUM.

12. COCTABJIEHUE HOMEHKJIATYPBI JEJI

Pa3paboTka u BeneHHME HOMEHKIATYphl JeNl SBISETCS OJHUM U3 Y3JOBBIX DJIEMEHTOB
TpaaulroHHOTo pAenomnpou3BoactBa. B coorBerctBuum ¢ I'OCT P 7.0.8.-2013 HomeHkiaTypa naen
npeHa3HaueHa Jis:

- TPYNIHUPOBKHU UCIIOJIHEHHBIX IOKYMEHTOB B JI€INA;

- CUCTeMaTH3alliy U y4eTa e,

- YIIPOILEHUS U YCKOPEHUS TOMCKA TOKYMEHTOB;

- OIIPECIIEHUsI CPOKOB UX XPAHEHUS.

HomeHnkiatypa aen MCHoJib3yeTcsl MPU MPUCBOEHUU PETUCTPAIIMOHHBIX HOMEPOB JIOKYMEHTOB.
Kpome Toro, HoMeHkIaTypa SIBIASETCS OCHOBOW JJIS:

—  COCTaBJICHUS OIHUCEU JIeN MOCTOSIHHOTO W BPEMEHHOTO XpPaHEHHs, MOAJIekKalINX Mnepeaadye B
apXuB;

— ydera Jiea BpeMeHHOro (10 10 jeT BKIIOYUTENbHO) XPAHEHHUS.

OpaHo W3 riaBHeHIKX TpeOOBaHWN K HOMEHKJAType Jei (a B AajlbHeHIeM U K (OpMUPOBAHUIO
JIOKYMEHTOB B JI€JIa) 3aKJIFOYAETCS B TOM, YTO B OJTHO JIEJIO BKJIFOUAIOTCS JOKYMEHTHI:

- no psody 00beOuHAWUX NPU3HaKoe (HapuMep, HOMUHATBHOMY, TTPEIMETHO-BOIIPOCHOMY,
KOPPECMOHIEHTCKOMY WJIH UX COYETAHUIO);

- C 0OUHAKOBLIM CPOKOM XPAHEHUSL.

[Tomemars B OJHO €70 JOKYMEHTBHI Pa3HOW 3HAYMMOCTH C Pa3HBIMH CPOKaMHU XpPaHEHHUS HE
JIOTTyCKaeTCsl.

Homenknarypa npen ®I'bBOY BO "Bpl'V" - odopmieHHBIE B YCTaHOBIEHHOM TMOPSAKE
CHUCTEMATHU3UPOBAHHBIN TEPEUYCHHh 3aroJIOBKOB (HAMMEHOBAHWM) /€, 3aBOJIMMBIX B YHHBEPCHUTETE, C
yKa3aHHEM CPOKOB UX XpPaHECHHUSI.

Cognas HoMmenknatypa aen ®I'BOY BO "bpl'V" cocraBisiercss KaHUEIIpUEl HAa OCHOBE
HOMEHKJIATYp JIeJ]1 CTPYKTYPHBIX MOApa3AeieHNi, KaK MPaBWIo, C IEPHUOIUIHOCTHIO OJIUH Pa3 B IISIThH JIET.
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Homenknarypa gen ®I'BOY BO "bpl'V" cornacoBbiBaeTcsi ¢ ApPXHUBHBIM  OTAEIOM
aIMMHHCTpalMH I. bpaTcka u yTBep)k1aeTcsi peKTOpoM Y HUBEPCUTETA.

IIpu cocraBIeHMM HOMEHKJIATYpbl A€l YHHBEPCUTETA CIEAYET PYKOBOJACTBOBATHCS Y CTaBOM
OI'bOY BO "bpl'V", nonoxkeHusiMu 0 CTPYKTYPHBIX MOAPA3AEICHUSIX, IPUMEPHON HOMEHKIIATypOu Jeln
BBICIIETO Y4e€OHOTO 3aBE/ICHUSI.

B nomenknatypy nen ®I'bOY BO "Bpl'V" BxitouaroTcs 3arosioBKM i€, OTPaKaroLIUe BCE
JTOKYMEHTUPYEMBIE Y4aCTKU PaOOThI CTPYKTYPHBIX HOJpa3IeieHU Y HUBEPCUTETA.

HazBanusamu pasznennoB HoMeHKIATypel Jjen  bpl'Y  ABistoTCS Ha3BaHUS CTPYKTYPHBIX
MoJIpa3ieJICHHIA.

I'padpsr  HOMenkmatyper gen PI'BOY BO "bpl'V", ero CcTpykTypHBIX ToApa3ieiIecHU
3aIOJIHAIOTCS CIIEAYIOMMM 00pa3oM (TpuitokeHue 8):

Nunexc Cpok XpaHeHus u
3aroyioBKU 1€l [Ipumeuanue
nena CTaThsl 10 NEPEUHIO
1 2 3 4

B rpade 1 npocTaBisitoTCS MHACKCHI KQKIOTO JIeNa, BKIFYSHHOr0 B HOMEHKIATYpy. MHaeke nena
COCTOMT M3 ycTaHOBIeHHOro B bpl'Y 0003HaueHHsI CTPYKTYpPHOTO TOApAa3JeeHHS M MOPSIKOBOTO
HOMEpa 3arojioBKa Jejla 10 HOMEHKJIAaType B Hpeleiax CTPYKTypHOro mozpasjencHus. VIHIeKch
0003HaYarOTCs apadCKUMH IU(ppaMU.

Hanpumep: 10-05, rae
10 - o603HaYCHHE CTPYKTYPHOTO MOPA3ICICHHUS,
05 - mopsIIKOBBII HOMEP 3aroJI0BKa Jieyia 0 HOMEHKJIATYpe.

B rpady 2 BxirodaroTcs 3aroyioBKM Jien (TOMOB, 4acTeil).

[Topsimok pacmoioXeHsl 3aroJJOBKOB BHYTPU pa3lieloB M MOJpa3felieHuN HOMEHKIATYphI el
OTpEe/IEeNsAeTCSl CTENEHbI0 BAXXHOCTU JOKYMEHTOB, COCTABJIAIOIIMX [€Ja, HMX B3aUMOCBSI3bIO U
CUCTeMaTu3alMel JOKYMEHTOB BHYTPHU Jela.

[lepBbIMU pacrionaraioTcs 3arojoBKH JeJ, COJAEpXKalIUX YUYPEIUTENbHYI0, OpraHN3aluOHHO-
[IPaBOBYI0O U pACHOPSAIUTENIbHYIO JOKYMEHTAlMI0. 3aTeéM 3arojoBKH JeJ, COJEpKalluX IJIaHOBBIE,
OTYETHBIE, WH(GOPMAIMOHHO-AaHAJIMTUYECKHE JIOKYMEHTBI, Jajee — JOKYMEHTBI, OTpa)karollue
NEeSITeNIbHOCTD O/IPA3/IeNIeHUs], IEPENNCKY, HAMMEHOBAaHUS PErMCTPAllMOHHBIX (OpM (pEruCTpallMOHHbIE
W y4YeTHBIC KYpHAJbl, KHUTH, 0a3bl TaHHBIX, KAPTOTEKH H T.JI.), aKThl YHHUTOXCHUS JOKYMEHTOB HIIU
nepeayy Ux B apXuB Y HUBEPCUTETA.

3aro0BOK Jiesia IOJKEH Y€TKO B 0000IIeHHOM (hopMe OTpakaTh OCHOBHOE COJIEPKAHUE U COCTaB
JIOKYMEHTOB JiejIa.

He pnomyckaercst ymoTpeOieHue B 3arojloBKax Jell HEKOHKPETHBIX (opmynupoBok (''pa3Hbie
Marepuanbl”, "obOmas nepenucka’ u T.1.).

3aroioBKH JeT MOTYT YTOUHSATHCS B IIpoiiecce GopMupoBaHusi U 0pOpMITCHUS JE.

[Tpu cocTaBiaeHHH 3aroJ0BKOB JI€T UCHOJB3YIOTCS (POPMYIUPOBKU U3 MIPUMEPHON HOMEHKIIATYpPhI
JIeJT BBICILIErO y4eOHOI0 3aBe/IeHUS.

B rpade 3 ykaspiBaeTcs cpok XpaHeHHUs Jiena, HoMepa crarei 1o [lepeyHio TUMOBBIX JOKYMEHTOB,
00pa3yoIuxcs B ACITEIbHOCTH Y HUBEPCUTETA.

B rpage 4 "llpumeuanue" yTOUHSETCSI MECTO XpaHEHMsI JOKYMEHTOB, UMEIOIINX, KaK MPaBUIIO,
JUINTEIbHBIA ~ CHOPABOYHBIA  XapakTep;  yKa3bIBalOTCS  NPU3HAKU  BBIIEICHMS]  OIpeNeleHHbIX
Pa3HOBUAHOCTEN JOKYMEHTOB MJIM KOHKPETHBIE Pa3HOBUIHOCTU JIOKYMEHTOB, CPOKH XPAHEHUSI KOTOPbBIX
OTJIMYAIOTCS OT YKa3aHHBIX B rpade 3.
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13. POPMUPOBAHMUE JIEJI

Hena B ®I'BOY BO "BpI'Y" dopmupyroTcss IEHTPaIM30BaHHO, T.€. B CTPYKTYPHBIX
MOApa3AeNICHUsIX JUIaMHU, OTBETCTBEHHBIMHU 32 JCJIONPOU3BOICTBO.

MeTtoauueckoe pyKOBOACTBO U KOHTPOJIb 33 MPaBUILHBIM (POPMUPOBAHUEM JI€Tl B Y HUBEPCUTETE
OCYULIECTBIIAIOTCS KaHLEISIPUEN Y HUBEPCUTETA.

[Tpu dopmupoBaHuu n1e1 HEOOXOAUMO COOJIOIATh CleNylolIue OOIIMe MpaBuia: NOMElaTh B
JIEJI0 TOJIBKO TPAaBHILHO O(OPMIICHHBIE JOKYMEHTHI B COOTBETCTBUU C 3ar0JIOBKaMU JIET; TPYIITHPOBATH
B JeJI0 JOKYMEHTbl Y4eOHOro roja, 3a HCKJIIOUYEHHEM Mepexoisimux jnaeid. B neno He qOMKHBI
MOMEIIATBCS JTOKYMEHTBI, MOJICkKAIINE BO3BpATY, JIUIITHUE K3EMIUISPHI, YePHOBHKHU; 00BEM Jena He
nospkeH npesbimath 200 TucToB.

Homep nena, B koTOpoe I0JDKE€H OBITh MOAIIUT JOKYMEHT, ONPENEISeT HCHOJHUTEIb [0
HOMEHKJIAType.

JlokyMeHTBl BHYTpPU JieJla paclojaratoTcsi B  XPOHOJIOTMYECKOM, BOIMPOCHO-JIOTUYECKON
MOCIIE0BATEIHHOCTH WIN UX COUYETAaHUU.

PacniopsimutenbHbie JOKYMEHTHI TPYNIUPYIOTCS B JIeJIa 10 BHIaM B XPOHOJOTUUYECKOM TOPSIIKE €
OTHOCSIIIIUMHUCS K HUM MTPUIIOKEHUSIMHU.

VYcraB, moNI0KEHUs, HHCTPYKIIUU, YTBEPKIECHHBIE PACIIOPSAIUTEILHBIMU JTIOKYMEHTAMHU, SIBIISFOTCS
MPUIOKEHUSAMU K HUM U TPYONHPYIOTCS BMECTE C YyKa3aHHBIMH JOKyMeHTamu. Eciam ke oHu
YTBEPKIAIOTCS B KAUECTBE CAMOCTOSTEIILHOTO JOKYMEHTA, TO UX TPYNIHUPYIOT B CAMOCTOSITEIBHBIC JIeIa.

[Tpyuka3bl MO OCHOBHOM JEATENBHOCTH TPYHIUPYIOTCS OTICIBHO OT MPHKA30B MO JHUYHOMY
COCTaBYy.

[Tpuka3pl MO JUYHOMY COCTaBY (0 KOMaHAMPOBKAX, OTIIYCKax, B3BICKAHUAX) (HOPMHPYIOTCS B
OTJIEJIbHOE JIETIO.

[IpoTokoinbl B Jiene pacrnojaraiTcs B XpPOHOJIOTHYECKOM MOpsAIKe Mo HomepaM. J[OKyMEHTHI K
MIPOTOKOJIaM, CTPYIITUPOBAHHBIC B OT/ACIIbHBIC J€JIa, CHCTEMATU3UPYIOTCS 10 HOMEPAM MPOTOKOJIOB.

VYTBepKIEHHbIE IUIaHBI, OTYETHI, CMEThI, JIUMHUTBI, TUTYJIbHbIE CIIMCKA WU JAPYTUE€ JTOKYMEHTHI
TPYIIUPYIOTCS OTAETBHO OT MPOEKTOB.

JIOKyMEHTBI B INYHBIX J€JIaX PacHoJliaratoTcs 1o Mepe X MOCTYIICHHUS.

[Tepenucka rpynmupyercs, Kak mpaBuio, 3a EPUOJ KaJEHIAPHOTO TO/la M CUCTEMAaTU3UPYETCS B
XPOHOJIOTUYECKON TOCIeN0BaTENbHOCTH. [Ipy BO3OOHOBIEHNH MEPEMHICKH M0 OMpPeIeIeHHOMY BOIIPOCY,
HayaBIIEHCs B MPEIBIAYIIEM IOy, JOKYMEHThI BKIIIOYAIOTCS B JIEJO TEKYIIETO Tojia C yKa3aHUeM
MHJIEKCca Jiea NPebIayIIero roja.

14. O®OPMJIEHME JIEJI

Hena ®T'BOY BO "BpI'V" nomniexar opopMIeHHIO TpU UX 3aBEJIEHUM U I10 3aBEpLICHUU roja
(yueOHoro roma). OdopmieHue aen BKIOYAET KOMIUIEKC pabOT N0 TEXHUYECKOW o00paboTke Hu
MPOBOJUTCS paOOTHUKAMU COOTBETCTBYIOIIMX CTPYKTYPHBIX MOApa3AeICHUN.

B 3aBHUCHMOCTH OT CPOKOB XpaHEHHS MPOBOIUTCS MOJTHOE WM YACTUYHOE 0OpPMIIEHHE eIl

[TonHOMY O(popMIIEHHIO TIOJUIEXKAT JIeia OCTOSTHHOTO, BpeMeHHOro (cBbime 10 J1eT) XpaHeHus u
110 TUYHOMY cocTaBy. [lomHoe oopMmiieHne fena npeaycMaTpuBaer:

- TNOJAUIMBKY WU NEPEIUIET Jea;

- HyMEpalUIo JIUCTOB B JIENE;

- COCTaBJIEHHE B HEOOXO/IMMBIX CIy4asx BHYTPEHHEH OMKcH JOKYMEHTOB JIeNa,

- BHECEHUE HEOOXOJUMBIX YTOUHEHUN B PEKBU3UTHI OOJIOKKM Jena (yTOYHEHHE HHAEKca U
3aroJIoBKa jiefia, JaThl Jesia 1 Jp.).

Hena BpemenHoro (10 10 yieT BKIIOUUTEIHHO) XpaHEHUS MOAJIEKAT YaCTUYHOMY O(OPMIIEHUIO;
JieNla JI0IyCKaeTcsd XPaHUThb B CKOPOCUIMBATEINSAX; HE IPOBOAMTH NEPECUCTEMATH3ALUIO JIOKYMEHTA B
7ieJie, JTUCTHI Jiejla He HyMEepOBaTh.
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B memsix oOecrieueHHMss COXPAHHOCTH W 3aKPCIUICHHS TMOPsIKA PACIOIOKEHUS IOKYMEHTOB,
BKJIFOUCHHBIX B JIEJIO TIOCTOSIHHOTO XPAaHCHHUs, BCE JIMCThl HYMEPYIOTCS apaOCKUMH U(ppaMH B MPaBOM
BCPXHCM YTy, HC 3aCBasd TCKCTAa JOKYMCHTA, CHHUMHW YCPHUJTIAMU.

OO0s10KKa Jena MOCTOSIHHOTO W BpeMeHHOro (cBbime 10 yieT) XpaHeHUs O(OpMIISETCS II0
ycTaHOBIICHHOH (opme (npuitoxenue 9).

[To okOHYaHHMHU TOJa B HAAMUCH Ha OOJOXKKAX JeJ MOCTOSIHHOIO M BpeMeHHOro (cBbime 10 jer)
XpaHEHHsI BHOCSTCSI YTOUHCHUS: TIPOBEPSETCS COOTBETCTBUE 3arojIOBKOB JIe)l Ha OOJI0KKE COACPIKAHHIO
MOJIIIUTHIX JIOKYMEHTOB, B HEOOXOMMMBIX Cllydasx B 3arojOBOK Jejla BHOCSATCS JOMOJHHUTEIbHBIC
cBeneHus (IIPOCTABISIOTCS HOMEpa MPUKa30B, BUABI U (YOPMBI OTYETHOCTH U T.I1.).

15. COCTABJIEHUE ONIUCEM JIEJI

Ha 3aBepiuenHble J1ena MOCTOSIHHOTO, BpeMeHHOro (cBbiiie 10 jeT) XpaHEeHHs W 1O JIMYHOMY
COCTaBy, HPOIIEAIINE SKCIEPTU3y LEHHOCTH, O(OPMIIEHHBIE B COOTBETCTBUM C HACTOSILIUMHU
TpeOOBAaHUAMH, €KETOJHO COCTaBIIstOTCS onucH. Ha nema BpemenHoro (10 10 neT) XpaHeHUs: ONUCH HE
COCTAaBJISAIOTCS.

Cpognyro omuce ®I'BOY BO "BpI'Y" roroBur apxuB M 1O HEH OH clHaeT Jeina Ha
rOCyJIapCTBEHHOE XpaHEHHE.

[Ipu cocTaBieHNU OMUCHU AET COONIIOAIOTCS CIEAYIOIINE TPeOOBAHMS: 3ar0JIOBKU JIe]l BHOCATCS B
OIUCh B COOTBETCTBUU C MPHUHATOW CXEMOW cHUCTeMaTH3allud Ha OCHOBE HOMEHKJIATYpbI JIeJ; Kax/10e
JIeJI0 BHOCUTCSI B OIIUCh II0J] CaMOCTOSITEJIbHBIM IOPSAKOBBIM HOMEpPOM (€CiM JIe10 COCTOUT W3
HECKOJIbKUX TOMOB MJIM 4acTei, TO KaXKAbIl TOM WJIM 4acTb BHOCHTCS B OIHCH IOJ CaMOCTOSITEIbHBIM
HOMEPOM); MOPSIIOK HyMEpPAaLMKU JIe]1 B OIIMCH - BAJIOBOI 32 HECKOJIBKO JIET; Tpadbl ONUCH 3aII0JIHAIOTCA B
TOYHOM COOTBETCTBUHU C TEMHU CBEICHHSIMM, KOTOPbIC BBIHECEHbI Ha OOJIOXKKY Jesia; NP BHECEHUHU B
OIHCH MOJIPSI/T HECKOJIBKUX JEJ C OJMHAKOBBIMH 3ar0JIOBKAMM MUIIETCS MOJHOCTHIO 3aroJIOBOK IEPBOTO
Jiena, a BCE OCTaJIbHbIE OJJHOPOAHBIE Aena 00o3HavyaroTcs ciaoBaMu "To xke", mpu 3TOM Apyrue cBeIeHUs
0 JleJlaX BHOCSATCSA B ONUCH IOJIHOCTBHIO (HA Ka)kKJOM HOBOM JIMCTE ONMCH 3arojOBOK BOCIIPOM3BOAUTCS
MOJTHOCTBIO); JUIsL JIeJd, COJEepKallluX JOKYMEHTBhl 3a HECKOJBKO JIET, B KOHIIE OIMCU KaXJO0ro
CJIEYIOILErO Io/1a, 33 KOTOPbIA UMEIOTCS JOKYMEHTHI B JAHHOM JIeNIe, JIEJIal0TCsl CChbUIKM Ha HOMepa Jell,
CoJiepKalIMX MaTepualibl 3a JaHHBIM roj (Mociie HWHTEepBaia 3a MOCIEJHEeH OmUcaTeNbHOM cTaThei
Ka)KJI0ro TMocyenyroliero roja); rpaga onucu "[Ipumedanue” ucnoiab3yercs A OTMETOK O IpueMe Jell,
0COOEHHOCTSX UX (PU3UYECKOr0 COCTOSIHUSA, O Mepenade Aed IPYTUM CTPYKTYPHBIM HOJpa3esIeHUsIM CO
CCBIJIKOH Ha HEOOXOOUMBIN aKT, O HAJTMYUN KOITMH U T.II.

Onucu J1en COCTaBISIOTCS B YEThIpEX JK3EMIUIApax B YCTAaHOBJIEHHOW (opme, yTBep)kIaeMoi
aApXUBHBIM OTJIEJIOM OPraHU3allMOHHO-KOHTPOJIBHOTO YIPaBIEHUS almapara aJMUHUCTPALUA Topoja
bparcka.

16. OHIEPATUBHOE XPAHEHHUE JOKYMEHTOB U JIEJI

C momMmenTa 3aBenenus u 1o nepepaun B apxuB @I'BOY BO "Bpl'V" nena xpasstes mo Mecty Mx
dbopMupoBaHUsL.

PykoBoauTenu CTpyKTYypHBIX HOJpa3/eieHul M paOOTHUKH, OTBEYAIOIIHE 3a JEJONPOU3BOACTBO,
HECYT OTBETCTBEHHOCTh 3@ COXPAHHOCTb JIOKYMEHTOB U JIEJ.

Jlena HaxonsaTcs B paboynx KaOMHETax WM B OTBEIEHHBIX JUISI HUX MOMEIIEHUX, PAcloNaraloTcs B
mkagax, o0ecrnedynBaIIUX WX IMOJHYI0 COXPAaHHOCTh. B IensX MOBBIMIEHHS ONEPaTUBHOCTU IOMCKA
JOKYMEHTOB JieJla pacloJlaraloTcsi B COOTBETCTBUM C HOMEHKIaTypod naen. HomeHkiatypa aen wnm
BBINICKA U3 HEee MOMEIIaeTcsl Ha BHYTPEHHEW CTOpoHe 1ikada.

Ha kopemikax 00y105keK /11 yKa3bIBAIOTCSI MHAEKCHI 0 HOMEHKJIAType, PU HEOOXOTUMOCTH HOMED
TOMa JieJia U Jarta.
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17. IEPEJJAYA JIEJI B APXUB YHUBEPCUTETA

s oGecrieueHust COXpaHHOCTH AOKyMeHTOB JielicTByeT apxuB ®I'bBOY BO "bpl'V".

B apxus ®I'bOY BO "Bpl'V" nepenarorcst nena mOCTOSSHHOTO XpaHEHUs W JeNa M0 JTUYHOMY
COCTaBY O00yYaroUINXCA.

B cBoeii pesrenpHocTn apxuB ®PI'BOY BO "BpI'V" pykoBoacTByeTCSI HOPMATUBHBIMH U
METOAMYECKUMHU JOoKyMeHTaMu DenepanbHOi apxXuBHOU Ci1yO0bl Poccuu.

Jlesia moCTOSTHHOTO CpoKa XpaHEHHUs [IEPEAl0TCS B ApXUB 10 OIUCSM.

JHena Bpemennoro (1o 10 yieT BKIIOUMTENBHO) XpaHEHMsI Mepeaaye B apXuB, Kak MPaBUio, HE
MO/JIeKAT, OHU XPAHATCS B CTPYKTYPHBIX MOJAPA3ACICHUIX U IO UCTEYCHUU CPOKOB XPAHEHHS MOJIEkKAT
YHUUYTOKEHHUIO B YCTAHOBJICHHOM TOPSAJIKE.

[lpuem xaxgoro nena NPOU3BOIUTCS pAaOOTHUKOM apxXWBa B MPHCYTCTBUU pabOTHHKA
CTPYKTypHOTO mojpa3zzaeneHus. Ha sk3emIuigpax Omucu MPOTUB KaXJIOTO Jejia, BKIIOUEHHOTO B HEe,
JenaeTcss OTMETKAa O HAIWYMM Jena. B KOHIe KaXIoro SK3eMIUIsipa OMUCH IM(pamMu U MPOIMHUCHIO
MPOCTABJISIETCS. KOJMMYECTBO (DAKTHUECKU MPHUHATHIX B apXUB JIEJ, HOMEpa OTCYTCTBYIOIIMX Iel, Aara
npueMa-tiepeiadn  Jey, IMOJANUCH paboTHHMKA apxuBa W paboTHUKa, mnepenasuiero aema. OOpasen
odopmiieHrs 00JI0KKH U JIMCTa-3aBEPUTENS Jelia IPEICTaBICH B MPHIIOXKEHUH 9.
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[Ipunoxenue 1
K HCTpyKIIMK 1O AETIONPOU3BOACTBY
B ®I'BOY BO "bpI'V"

WIpudyr WntepBan
ol \ OBPA3EIl O®OPMJIEHUS MMTPUKA3A ekyCTpoLl
MUHUCTEPCTBO HAYKH U BBICIIIEI'O OBPA3OBAHM S POCCUNCKON ®EJIEPALIMU
Wnrepsan / HIpudt
Mexay- OEJIEPAJIBHOE I'OCYJAPCTBEHHOE BIOJDKETHOE xerath 12
conniii- | OBPA3OBATEJIBHOE YUPEX/IEHUE BBICLIEIO OBPA30OBAHIS
"BPATCKHUI 'OCYJAPCTBEHHbIN YHI/IBEPCI/ITET"\
(®I'BOY BO «bpl'Y») y
MHuTepBan MexIyCTpOYHBIH -
HIpudT keras 12 IBOHHON
ITPUKA3
2023 bparck  Ne

/ Ipudr kerip 12

06 yTBepxkaeHnr MHCTpYKIMHU 110 ITIONPOU3BOICTBY

C uenbio coBepiieHCTBOBaHUA paboThl ¢ JokyMeHTamu B DI'BOY BO «bpl'V» u obecneuenus ux
COXPAHHOCTH, B COOTBETCTBUU €O CBOJHOW HOoMeHkinarypoil nen ®I'bOY BO "bpI'V", pykoBoacTBysich
. 4.23 Ycraa ®I'bOY BO "bpl' V",

[IPUKA3BIBAI): — | Wlpudr xerss 12

Hlpudrt kermap 12

1. VrBepauts Uuctpykiuto no aenonpousroactsy B ®I'EOY BO «bpl'V» (Ilpunoxenue).

2. CyuraTh yTpaTUBLIMM cuiy mpuka3 ot 17.06.2008 Ne 161 «O06 yrBepxnenun MHCTpyKIuu mo
nenorpou3BoacTBy B 'OY BIIO «bpl'VY».

3. PykoBoauTenssM CTPYKTYpHBIX MOJpa3/ielieHuil, JekaHaM (hakyJIbTETOB, 3aBeIyIOIIUM
kadenpamu ¢ 01 wHosiOps 2023 roma mpu odopMIIEHHH TOKYMEHTOB PYKOBOJCTBOBATHCS IPaBHIIAMHU
JIEJIONPOU3BO/ICTBA, 3aKPEIJICHHBIMU BbIIIEHA3BaHHON MHCTpyKIMEN.

4. KoHTpoJb 32 UCIIOTHEHUEM IIPHUKa3a OCTaBJISIO 3a cO00i.

PexTop (moamnuce) N.N. CmupHoB
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ITponomxenue npuiioxeHus 1

OBPA3EIL 3AIIOJTHEHUS OBOPOTHOH
CTOPOHBDI ITPUKA3A

Ipoekt BHocuT: _— | Hlpndr

Kxermh 12

Kanuensapus

WUcnonuurens:
H.H. Ky3nenona
ten.344-017

COI''TACOBAHO:

IlepBblid mpOpeKTOP

IIpopekTop no
yueOHol paboTte

(monmuce)

(moamucek) M.M. MuxaiisioB

(1aTa BU3MPOBAHUS)

(moamucek) JI.JI. JleGeneBa

(1aTa BU3UPOBAHUS)
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[Ipunoxenue 2
Kk HCTpyKIIMK 1O AETONPOU3BOACTBY
B ®I'BOY BO "bpI'V"

Ipugr OBPA3EILl O®OPMJUIEHUSA PACITIOPAKEHUSA lpudt

Kerib 10 kerp 12

MUHUCTEPCTBO HAYKHU U BBICILIET'O OBPA30OBAHMS POCCUNCKOM ®B/EPALIUN

OEJIEPAJIBHOE I'OCYJAPCTBEHHOE BIOJDKETHOE
OBPA3OBATEJIbHOE YYPEXIEHUWE BBICIIEI'O OBPA3OBAHUA

HnrtepBan

- . ~~
"BPATCKUU I'OCYAAPCTBEHHbBIU YHUBEPCUTET" MEKYCTPOUHBIi -

/ (®I'BOY BO «Bpl'Y») omapi

PACIIOPSKEHUE

pudTt xermas 12

2023 bparck No

- / pudt kerap 12

OO0 oOHOBIEHUU CBG,Z[CHI/Iﬁ 10 MaTCpUaJIbHO-TCXHUYCCKOMY o0ecreyeHuIo
CHCIHUAIFHBIX TOMEIICHUM

B nensx noaroroBku k pazpadbotke padounx nporpamm aucuuiind (PIII) B UC «Ilnanby mis
2023 roga Hadana mOArOTOBKHU

OBA3bIBAIO:

1. 3aBenyromux kadeapamu B cpok g0 28.09.2023 mnpemoctaBUTh B METOJUYECKHIH OTIEN
OOHOBJICHHBIE CBEJICHUS 110 MATEPHATHLHO-TEXHUYECKOMY 00ECIICUCHHIO CIICIIHATLHBIX TTIOMEIICHHH.

2. Meroaudeckomy otmeny (Eroposoit E.E.) B cpox mo 04.10.2023 oOecrieunts BBOA
OOHOBJICHHBIX CBEJCHHHA 110 MaTePHAbHO-TEXHUYECKOMY OOCCIICUEHUIO CHEIHAIBHBIX MPOrpaMM B
MEHE/KEp MaTepHalbHO-TEXHUYECKOro olecnedeHus Monayns «Pabodme mporpaMMbl TUCIUTUIHHY,
UC «IInanby.

3. KoHTpo:p 3a HCTOTHEHHEM PacTIOpsKEHUsT OCTABIISIO 32 COOOM.

[TpopekTop mo yuebHol paboTe (moamuce) JLJI. JIeGeneBa
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[Ipunoxenue 3
K MHCTpyKIIMH 110 1eTONTPOM3BOCTBY
B ®I'OY BO "bpI'V"

OBPA3ELl O®OPMJUIEHHMSA TPOTOKOJIA

MUHUCTEPCTBO HAVKHU U BBICIIETO OBPA30BAHMS POCCUMCKOIN ®EIEPALINA

OEJIEPAJIBHOE I'OCYJAPCTBEHHOE BIOJDKETHOE
OBPA3OBATEJIbHOE YYPEXIEHUWE BBICIIEI'O OBPA3OBAHUA

"BPATCKHUM I'OCYJAPCTBEHHBIA YHUBEPCUTET"
(®I'BOY BO «bpl'Y»)

ITPOTOKO.I
3aceaHusl KOMHMCCHH II0. ..
10.01.2023 Nel
bparck

[Ipeacenarens: N.0. Gamumnus
Cekperapp: 1.0. Gamunus

ITpucyrcrBoBanu: N.0. ®amunus, 1.0. @amunus. ..
unu
[TpucyrcTBoBanmu: 17 4enoBek (CHMCOK MpUIaraeTcs).

ITOBECTKA JIHA:

1. O mepax mo peanuzaiuu GeaepanbHON 11e1eBOil MPOTrpamMMBL. . .
Hoxman @ammmms N.0., 10IKHOCTD
2. ...

1. CJIYIHAJIN: ®amunus 1.O. — TekcT qokinajga npuiaraercs.
BBICTYIINJIN:
®amunus U.0. — kpaTkoe colepKaHue BbICTYIUICHUS.
®amunus U.0. — kpaTkoe cosiepkaHue BbICTYIICHUS.
IHOCTAHOBHWJIN
1.1. IloAroTOBUTH U YTBEPAUTH IJIAHBI PAOOTHI MO IpoeKTaM (eiepatbHON 1eIEeBON POTPaAMMBI. . .
1.2....

2. CIYIHAJIN: ®amunust N.0. — TekeT AOKIaaa NpUilaracTces.
BBICTYIINJIN:

@amunus U.0. — kpaTkoe coepkaHue BbICTYIUICHUS.
INOCTAHOBUWJIN

2.1. ...

22....

[Ipencenarens (moamucek) N.0. Gamunus

Cexpertapb (monmuck) N.0. Gamunus
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[Ipunoxenue 4
K HCTpyKIIMK 1O AETIONPOU3BOACTBY
B ®I'BOY BO "bpI'V"

OBPA3ELl O®OPMJIEHUSA AKTA
MUHUCTEPCTBO HAVKHU U BBICIIETO OBPA30BAHMS POCCUMCKOIN ®EIEPALINA

OEJIEPAJIBHOE I'OCYJAPCTBEHHOE BIO/DKETHOE
OBPA3OBATEJIbHOE YYPEXIEHUWE BBICIIEI'O OBPA3OBAHUA

"BPATCKHUM I'OCYJAPCTBEHHBIA YHUBEPCUTET"
(®I'BOY BO «bpl'Y»)

HEHTPAJIbHAS ITPUEMHA Sl KOMUCCHA

AKT Ne 12

CIIMCaHHA MaTCPUAJIbHBIX HGHHOCTGI\/JI

15 mapta 2023 rona r. bparck

CocraBiieH KOMHUCCHEH .

[Ipencenarens — nomxkHoCTh, @amuinus 1.0O.

UneHsl KOMHCCUH: JOKHOCTD, @amunusa 1.0O., nomxaocts, ®ammnusa 1.0. ...
Mpbl1, HUKETIOIMKUCABIINECS, TOATBEPKAAEM, UTO. ...

CocraBiieH B IBYX 3K3eMILIAPaX:

1-#1 sx3eMIUIsIp - B PUHAHCOBO-3KOHOMHYECKOM YTIPaBJICHUH,

2-11 5K3eMIUISIp - B HEHTPAIbHONW NIPUEMHON KOMUCCHH.

[Ipunoxkenne: Ha 2 n1ucTax B 2 3K3.

[Ipencenarens koMuccuu (monmucek) N.0. Gamunus
YJieHBl KOMUCCUH: (moamuce) N.0. ®amunus
(moamucek) N.0. ®amnnus
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IIpunoxenue 5
K HCTpyKIIMK 1O AETIONPOU3BOACTBY
B ®I'BOY BO "bpI'V"

OBPA3ELl O®OPMJIEHHMSA AEJTOBOI'O IIMCBbMA

JlupexTopy 1o MapKETHHTY
OAO «PaccBer»
H.A. Hukutusnoi

yi. BanoBa, 11.14, 0¢.1001
r. Upkyrck 664075

O npenocTaBlIeHUN METOANYECKUX JOKYMEHTOB
o pabote B cpene «Konexc-CepBep»

YBaxkaemast Hatanbst AuapeeBnal

B cooTrBercTBMM ¢ IIpeABapUTENIBHONM JOTOBOPEHHOCTBIO BBICBIaEM BaM Meroaudeckue
pekoMeHaanuu no padore ¢ mHpopMalMOHHBIMH pecypcamu B cpene «Koaekc-CepBep» U omnucaHue
JIOTUYECKUX ONepalui, HCIONb3yeMbIX IPU TIOUCKE JOKYMEHTOB B HWH(OPMALMOHHOW CHUCTEME
«Kopneke».

ITpunoxxenune: Ha 6 nucrax B 1 7K3.

[IepBb1it poOpeKTOp (moamuce) M.M. MuxaiisnoB

Wcnonaurtens:
C.B. ITerpoBa
teir. 344000

51
HucTpykuus no JeJIONPON3BOICTBY B denepaabHoM
CMK-HU-1.4-8.0-2.0-2023 rOCyIapCTBEHHOM OHOKE€THOM 00pPa30BATEJbHOM Y4YpPeKICHUHU
BbICIIET0 o0pa3oBaHus «bparckuii rocy1apcTBeHHbII
YHUBEPCUTET




[Ipunoxenue 6
K MHCTpyKIIMHU 1O 1eTONTPOU3BOJCTBY
B ®I'OY BO "bpI'V"

OBPA3EIl O®OPMJIEHUS JOJKHOCTHOM MHCTPYKIIAU

MMHHUCTEPCTBO HAVKHU U BBICIIIET'O OBPA3OBAHNS POCCUMCKOM ®EJEPAILIN

OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJKETHOE
OBPA3OBATEJIbHOE YYPEXIEHHWE BBICIHEI'O OBPA3OBAHN A

«BPATCKHUM I'OCYJAPCTBEHHbIY YHUBEPCUTET»
(®T'BOY BO «bpl'Y»)

COI'VIACOBAHO: YTBEPXK/JIAIO:
[Tpencenarens 1110 paboTHUKOB Pextop ®I'BOY BO «bpl'V»
OI'BOY BO «bpl'Y»

N.0. ®amunus N.0. Gamunus
ITporokon 3acenanus [Ipopxoma "o 20
or"_ " 20 1. Ne

JOJKHOCTHASA UHCTPYKLUSA
Ha3BaHHe J0/KHOCTH M Kadeapsl (MM moapasaeieHms )

CortacoBaHo:

ITepBbIii mpopekTOp TOAIHUCH N.0. Gamunus
(uu mpopekTop Mo yueOHO# paboTe)

3aBenyromuii kageapoit MOJIUCH N.0. ®amunus

(MM pYKOBOJIUTEND CTPYKTYPHOTO
NOJIpa3IeIICHNs)

C 10JIKHOCTHOM HHCTPYKIMEH 03HAKOMJIeH(a):

Jara IMoanuce ®.N.0.
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1. O01mue mo10:xKeHUs
Texct paznena

2. I0I7KHOCTHBIE 005I3aHHOCTH
Texct paznena

3. IlpaBa
TexcT paznena

4. OTBeTCTBEHHOCTD
Texct paznena

[Iponomxenue npuiioxeHus 6
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[Ipunoxenue 7
Kk HCTpyKIIMK 1O AETONPOU3BOACTBY

B ®I'BOY BO "bpI'V"
OBPA3EI] O®OPMJIEHUS CJTYKEFHOU 3AIIUCKH
Pextopy ®I'bOY BO "bpI'V"
N.A. CmupHOBY

nexaa ®3uYO
A.A. AnekcanapoBou

CiTy»eOHasi 3amucka.

Jns opraHuzanyu pabodero Mecra BeIyIIero JOKyMEHTOBeda (akylbTeTa Mpolry IpuodpecTu
KOMIIBIOTEP U OJI0K OecriepeOOHHOro MUTAHUS.

« » 20

Hexan ®@3uYO (moamuce) A.A. AnekcaHipoBa
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[Ipunoxenue 8
K MHCTpyKIIMH 110 1eTONTPOU3BOCTBY
B ®I'OY BO "bpI'V"

OBPA3ELl O®OPMJIEHUA HOMEHKJIATYPBI JEJI

®EJEPATBHOE FT'OCYJIAPCTBEHHOE YTBEPKJIAIO
BIOJJKETHOE OBPA30BATEJBLHOE

YUYPEKJIEHME BBICLIETO OBPA30BAHMS Pexrop ®I'BOY BO «bpl'Y»
«BPATCKHUI1 TOCYIAPCTBEHHBIN N.0. Gamunus

YHUBEPCUTET» (PI'BOY BO «BbpI'Y»)

HOMEHKJIATYPA JAEJI
Ne 01-09 18.01.2023
r. bparck
Cpok
Hrpexc 3aroyioBKu el XPaHCHuA 1 [Ipumeuanue
nena CTaThs TI0
EPEYHIO
1 2 3 4
01 KAHUEJAPUSA
01-01 [Tpukasst Munobpuayku Poccun, Mo

WHBIX  (efepaibHbIX  OpPraHOB MHUHOBAaHHUS  QTHOCAIIHECS K
rOCYJJapCTBEHHOM  BJIACTU U HAJOOHOCTH JIEATEIBHOCTH
opraHoB rocyaapctBenHoi Baactu  Ct. 20. 30 yHMBEpcUTETa -
UpkyTtckoit 001acTu, NpuUCIaHHbIC IIOCTOSIHHO

g ceenennsd. Konnu

01-02

01-03

n.T.no.
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[punoxenue 9

K MHCTpYyKIIMHU 1O 1€70MPOU3BOJCTBY
Ulpudr B ®I'BOY BO "bpl'Y"

Kerib 18

/ OBPA3ELl O®OPMJIEHHMSA OBJIOKKHU U JIMCTA-3ABEPUTEJIA AEJIA

24-13 Lipugr

Kerb 10

MUHHCTEPCTBO HAYKU U BBICIIIET'O OBPA3OBAHM S POCCUMCKOU ®EJIEPALTUN

AO03aLHBIi OTCTYI
TIEPBON CTPOKHU —

575 ont OEJIEPAJIBHOE I'OCY JAPCTBEHHOE BIOJPKETHOE

OBPA3OBATEJIbHOEVYYPEXAEHUE BBICILET'O ObPA3OBAHN A

«BPATCKHM TOCYJIAPCTBEHHBIA YHUBEPCUTET» | lipugr
(®I'bOY BO «bpl'Y») Keryb 12

I'ymanuTapHo-negaroruueckuil paxkynbrer

pudt
Kerib 36

/
JNEJIO Ne

pudt
Keriab 16

HpOTOKOHBI SaCCI[aHI/Iﬁ Y4CHOI'O COBCTA
F'YMaHHUTApPHO-IICAArOru4cCKOro Q)aKyaneTa

U JJOKYMEHTBI K HUM
(Tom 2)

[IpoTokon ot 18 mapta 2023 roga Ne 8
ITpoTokon ot 28 urons 2023 roma Ne 13 \

lpudpt

/ Kerib 16

Ha 176 nucrax
XpaHUTb NOCTOSIHHO

56

HucTpykuus no JeJIONPON3BOICTBY B denepaabHoM
CMK-HU-1.4-8.0-2.0-2023 rOCyIapCTBEHHOM OHOKE€THOM 00pPa30BATEJbHOM Y4YpPeKICHUHU
BbICIIET0 o0pa3oBaHus «bparckuii rocy1apcTBeHHbII
YHUBEPCUTET




ITponomxenue npuitoxeHus 9

JIMCT - BABEPUTEJIb JJEJIA Ne

B ACJIC MOAIMNTO U IMMPOHYMEPOBAHO

JucT (OB), B TOM YHCIIE:

JIMTEPHBIE JIUCTBL IIPOIIyLLEHHBIE HOMEPA
+ JIMCTOB BHYTPEHHEH ONUCHU

OcobenHocTH (HU3NIECKOT0o
COCTOSIHUS ¥ hOpMHUpPOBAHHUE JIeTa

Ne Ne nuctoB

01 HOs16ps 2023 TOoTA

ApxuB
Bparckoro rocy1japcTBEHHOTO YHUBEpCUTETA

57

BbICIIET0 o0pa3oBaHus
YHUBEPCUTET»

HucTpykuus no JeJIONPON3BOICTBY B denepaabHoM
CMK-HU-1.4-8.0-2.0-2023 rOCyIapCTBEHHOM OHOKE€THOM 00pPa30BATEJbHOM Y4YpPeKICHUHU

«bparckuii rocyAapcTBeHHbII
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