Kpacuosipckuii FAY
®IrBOY BO

\

MHUHHCTEPCTBO cebeKOro xo3sicrea Poccuiickoit Menepaumn
JlenapTaMeHT Hay4YHO-T€XHOJOTHYECKOH MOJUTHKH U 00pa3oBaHUs

DenepanbHOE rocyapcTBeHHOE O10/KeTHOE 0Opa3oBaTeIbHOE
YUPEXKIECHHE BbICIIEr0 00pa3oBaHus
«KpacHospckuii rocy1apcTBEHHbII arpapHblii YHUBEPCUTET

WucTpykuus no 1e10npou3BOACTBY
®enepajbHOr0 rocyIapcTBEHHOTO 010 KETHOTO
00pazoBaTEIbHOTO YUPEXKICHHUS BhICIIEro 0Opa3oBaHMs
«KpacHOospcKuii rocy1apcTBEHHBIN arpapHbli YHHBEPCUTET)

7.5. JlokyMeHTHpOBaHHAas: HH(OpMAIHI

Kpacnospckuit TAY-CMK-W/1-7.5.3.-2018

7.5.3. YrpaBieHue JOKYMEHTHPOBAaHHOM HHOpMaLuei

YTBEPXJIAIO

Pextop ®ezepanbHOro rocy1apcTBEHHOTO
6}&&)}59 HOTro 00pa30BaTEIbHOIO YUPEXKIACHHUS
_/Bbiciiiero‘obpasosanus «Kpacnospekuii

> .}y ;

«I‘Qctsmapc'iﬁ {HBI arpapHbIi YHUBEPCHTET»

2

H.W. ITepxukoBa

2057

WHCTPYKLWA I1O AEJIOITPOU3BOJCTBY

MenepanbHOr0 roCyAapCTBEHHOr0 OI0PKETHOTO 00pa30BaTENbHOIO YUPEXKACHHS

BBICIIEr0 0Opa30BaHuUs

«KpacHosipckuit rocy1apCTBEHHbIN arpapHblii YyHUBEPCUTET»

Kpacuosipckuit [AY-CMK-NJI-7.5.3.-2018

YTBep)KﬂCHO U BBEIECHO B JICHCTBUE

(npuka3 pekropa ®PI'6OY BO Kpacnospckuii 'AY ot ZZQ L . 2074 Ne

Bepcus 2.0

g- 948

Jlata BBeJicHHUS B JielicTBHE: £ éﬁ' 7.2 20 7%

Bseneno B3amMeH MHCTPYKIMH 110 JICJIONPOU3BOICTBY, BBEJICHHON B JICHCTBHE IPUKA30M PEKTOpa
@®I'BOY BIIO Kpacl’AY ot 16.12.2011 Ne O-1130.

Kpacnosipck 2018

Honsxcnocmeo Damunua/ Iodnyco Jama
Paspaboman | 3asedyiowuii kanyeaspuei I'puyan U.B. ° //,% ; 74 7A At
ITposepun Hauanvrux 1opuduiecko2o omoena Bamuipbaeaa JI/A. 05 19 10.20/F,
ITposepun Pyxosooumensv yenmpa meneodcmenma Cenesnés A.B. 6&‘/ / //y 7&4 Aﬂ%‘

Kauecmsa u MOHUMopun2a :
Coznacoean | IIpopexmop no IIBub Muponosa J1.B/ J FI 7R <75

KD Ne V3 Ne UD N&’ Cmp 1 u3 103




Kpacnospckuii F'AY

®Ir'OY BO

AV

denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii 'AY-CMK-1/I-7.5.3-2018

Coaepxanue HHCTPYKIUM:

l. OOIIHE TTOTOTKEHISI. ... et e e ettt ettt e et e e ettt e et e e et e et e e et e e e anaess 3-5
Il. JIOKyMEHTHUPOBAHHE YIPABICHYCCKON JACSITCIIBHOCTH .. ueveeneeenaeenneennneanneennenns 5-25
[1l.  TloagroroBka u 0OpMIIEHHE OTIEIBHBIX BUIOB JTOKYMEHTOB. ... .uveuenenreneneenennen. 25-39
V. CornacoBanue poeKTOB JOKyMeHTOB. [loanucanue (yTBEpKIACHUE) MPOSKTOB

D1 002917 (532 4 ) : T 39-43
V. Opranu3anys JOKYMEHTOOOOPOTA. ... .uuueutenttttaneente et enteate et eeeeeeneeneeanenns 43-54
V1.  KoHTpoJib UCTIOTHEHUS JOKYMEHTOB (MIOPYUCHHUM) . ouuvvenreenneeneeenieenneennaeannenn 54-56
VIl.  Opranuzanus paboTbl UCTIOTHUTENS C JOKYMEHTAMH . ... .ueneeneeneeneaneanneanennss 57-59
VIIl. ®opMmupoBaHHE JOKYMEHTATBHOTO (DOHA. ...t utentenetententeaneentenneeneennenneaneennns 59-77
IX. Opranuzanus J0CTyIa K JOKYMEHTAM U UX UCTIOIB30BAHME . .. ..euueeenneeeneenneeannns. 77-79
X. NsroroBnenue, yuét, HCIOIH30BAHUE U XPaHEHUE ITEYATEH, M TAMIIOB, OJIAHKOB

JOKYMEHTOB, HOCUTEINEH MEKTPOHHBIX TOMIMUCEH . ... ueeneetiiiiiiiiiieeaaienenns, 79-81
Xl.  Tlpunoxenus (HopMbl pa3MeLIeHBI B JOKAJIbHON CETH

OI'BOY BO KpacHOSApCKHI TAY ). .o 82-103

Cmp?2 u3 103




denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
v rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii F'AY

\// Kpacrosipekuit TAY-CMK-MJ1-7.5.3-2018

I. O01ue moJ10KeHus

1.1. WMHCTpyKIMs TO JeNONpOU3BOACTBY B (heepalbHOM TOCYAapCTBEHHOM OIOJKETHOM
00pa30oBaTeIbHOM YUPEXACHUU BbIcHIero o0pa3oBaHus «KpacHOSPCKUH rocyJapCTBEHHbIN arpapHbIi
YHUBEpCUTET» (Jlajiee - YHUBEPCUTET) pa3paboTaHa B COOTBETCTBUU ¢ lIpumepHOi MHCTpYyKUMEH 1o
JEJIONPOU3BOACTBY B TOCYINApCTBEHHBIX OPraHM3ALMsX, YTBEPKIAEHHOW npukazom DenepanbHOro
apxuBHOro arentctBa ot 14.04.2018 No44.

1.2. MHcTpykuus pa3paboTaHa B IEJIIX COBEPIICHCTBOBAHUS JEIONPOU3BOJCTBA U MOBBIIICHUS
s¢dekTuBHOCTH PAbOTBI € JOKYMEHTAMH IIyTEM pErjIaMCHTAllMd Ha CIWHOW IPAaBOBOM W
METOJIMYECKOM OCHOBE MPAaBHJI MOJATOTOBKH JOKYMEHTOB, TEXHOJOTHI pabOThl ¢ HUMH, OpraHU3alUU
HX TEKYILEro XpaHEHU U MOJTOTOBKH K II€peIaye B apXUB OpraHU3aluu.

1.3. HMHcTpykuusi ycCTaHaBiIMBaeT TpeOOBaHUS K JOKYMEHTHPOBAHUIO YIpPaBICHUYECKOU
NeSITeIbHOCT M OpraHu3aluu padoThl € JOKYMEHTaMH B JEJIONpPOU3BOJACTBE YHUBEPCHUTETA,
HE3aBHCHMO OT UX OpPraHU3allMOHHO-TIPaBOBOI (OPMBIL, 1ieJIel U BUAOB JESITEIbHOCTH.

1.4. ITonoxxeHus MHCTPYKIIUU PACHIPOCTPAHSIOTCS HA OpraHU3aIUI0 pabOThl ¢ OPraHU3alMOHHO-
pacnopsAMTENbHBIMA JIOKYMEHTaMHU HE3aBUCHUMO OT BHUJA HOCUTENs, BKJIKOYas IOJArOTOBKY,
PErucTpalMio, Y4€T U KOHTPOJIb HCIOIHEHUS JOKYMEHTOB, OPraHU3ALMI0 UX TEKYLIEro XpaHEHUs,
OCYIIECTBIISIEMbBIE C TOMOIIIBIO HH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH.

1.5. OcobeHHOCTH OpraHu3aluu padoThl € JOKYMEHTaMM, COJIEpKALUMH HHPOPMALHIO
OTPaHUYEHHOI'0  JOCTynma  (KOMMEpYecKylo  TaliHy, IepCOHaJbHble  JaHHble M  HHYIO
KOH(MUICHIMAIBbHYI0 MH(GOPMAIUIO), PErYIUPYIOTCS  OTIENbHBIMU HOPMATHUBHBIMHU  aKTaMH,
YTBEPKAAEMBIMU PEKTOPOM Y HUBEPCUTETA.

1.6. Opranuzanusi, BeIEHUE M COBEPIIECHCTBOBAHME JIEIONPOU3BOJICTBA HA OCHOBE E€IMHOU
MOJIMTUKA W TPUHIIUIIOB, MPUMEHEHHE COBPEMEHHBIX HMH()OPMAIIMOHHBIX TEXHOJIOTHUH B paboTe ¢
JOKYMEHTaMH, METOJIMYECKOE PYKOBOJACTBO U KOHTPOJb COONIOICHUS TOpsaKka paboThl ¢
JOKYMEHTaMU B MOJpa3[eiCHUsX YHHUBEPCUTETA BO3JIAraeTcsi Ha CTPYKTYPHOE MOApa3/eiieHUE,
OTBETCTBEHHOE 3a BeJIEHUE JIeTONpPOU3BOACTBA (nanee - Kanuemnspus).

1.7. OTBETCTBEHHOCTh 3a OpraHU3alMI0 pPadOTBl C JOKYMEHTaMH B MOJpa3JesIeHUsIX
VYHuBepcHUTETa BO3JAaraercs Ha pyKOBOAMTENEH 3THX MoApaszieseHuil. HemocpencTBeHHOe BeneHUe
JIEJIONPOU3BOJICTBA B MOJPA3AEICHUSAX YHUBEPCUTETA OCYLIECTBIISETCS IEIONPOU3BOAUTENEM HIN
UHBIM pabOTHUKOM TMOJpa3/eieHHs, Ha KOTOPOTO BO3JIOKEHbI OO0S3aHHOCTH MO BEJEHUIO
JIeTTOTIPOU3BOICTBA (Jlasiee - AETONPOU3BOAUTENb OAPA3ICICHUS).

1.8. JlomkHOCTHBIE 0O0S3aHHOCTH, IIpaBa U OTBETCTBEHHOCTh paboTHUKOB Kanuenspuu,
JIEIOTIPON3BOIUTENCH MOAPA3IeICHU U UHBIX PA0OTHUKOB, OTBETCTBEHHBIX 32 OPraHU3aIUI0 PaOOTHI
C  JOKyMEHTaMH, OIpPENESIOTCS  JOJDKHOCTHBIMU — MHCTPYKUMSAMH.  OTBETCTBEHHBIM  3a
JIEIOTIPON3BOJICTBO 00SI3aH:
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e IIPUHUMATh W  PETUCTPUPOBATH BXOIAIIME JIOKYMEHTHI B JKYpPHAJ€ PETUCTPALUU
JOKYMEHTOB, II€pelaBaTh HMX HA PACCMOTPEHUE PYKOBOAMTENIO IOAPA3AEICHUS U
HANPAaBJIATh HA UCIIOJIHEHUE B COOTBETCTBUHU C PE30JIFOLIUEH;

e  OCYUIECTBJIAThH PACCBHUIKY JOKYMEHTOB JIJIsl UCIIOJIHUTEIIEH;

e OCYIIECTBIATb KOHTPOJIb 32 MPOXOXKIACHUEM U CPOKAMHU HCIIOJIHEHHUS JOKYMEHTOB,
JOKJa/bIBAaTh O KX HEBBIIOJHEHUH PYKOBOAMUTENIO CTPYKTYPHOIO MOJpa3JeieHUs,
MIPOCTABJIATH HEOOXOUMBIC OTMETKH B )KYpHAJIE PErHCTPAIH IOKYMEHTOB;

e MPOBEPATH MPABUIBHOCTH COCTABJICHUS U OPOPMIICHUS JOKYMEHTOB;

e (opMupoBaTh feNia B COOTBETCTBHH C YCTAHOBJICHHOM HOMEHKJIATYPO JET BY3a;

e Y4acTBOBAaTh B MPOBEJIECHUU SKCIEPTHU3BI IEHHOCTH JOKYMEHTOB U OTOOPE JOKYMEHTOB
MOCTOSSHHOTO ¥ BPEMEHHOTO XPaHEHHUs ISl IEPEAAYN B apXHB;

e IOArOTaBJIMBATh JOKYMEHTHI K MOCIEAYIOIIEMY XPAaHEHHUIO U UCII0JIb30BAHUIO;

e IepelaBaTh Jeja NOCTOSTHHOTO U BPEMEHHOT'O CPOKOB XPAaHEHHUS B apXUB;

e paspabarbiBaTh W BHEAPATh TEXHOJOTHMYECKHE MpOoIecchl paboThl ¢ JOKYMEHTaAMH U
JOKYMEHTHOW WH(pOpMalMeli HAa OCHOBE WCIIOIh30BAHUS OPraHU3alMOHHOW W
BBIYMCIIUTENIbHON TEXHUKH.

1.9. Ha mepuop oTmycka, KOMaHIMPOBKH, OOJE€3HHM WIM B CIy4yae YBOJbHEHUS PaOOTHUKU
CTPYKTYPHBIX MOJIpa3IeICHUI Y HUBEPCUTETA 00sI3aHbI IIePE/IaBaTh BCE HAXOISIINECS HA UCTIOJTHECHUU
JOKYMEHTBI  JIeJIONPOU3BOJUTENIO TMOJApAa3[eNieHuss WM JAPYyroMy pabOTHUKY M0 YyKa3aHUIO
PYKOBOJHUTEIIS OAPA3IACICHUSA.

HpI/I CMCHC JCIOMPOU3BOAUTCIIA NOAPA3ACICHUA COCTABIIACTCA aKT IpUeMa-Icpcaadun
AOKYMCHTOB U JCJI.

1.10. Coneprxanue ciy>keOHBIX JOKYMEHTOB HE TMOJUICKUT pasriainieHuto. Bzanmoseicteue co
CpeICTBaMHU MaccoBOi MH(pOpMAIUH, Mepeada UM Kakoi-mn6o nHbopMaluy Wik JOKyMEHTOB M HX
KOIINH JAO0IMYCKAC€TCA TOJBKO C pa3pCUICHUSA PEKTOpa YHI/IBepCI/ITeTa HJIM UHOT'O YIIOJJHOMOYCHHOI'0O UM
JOJKHOCTHOTO JIUIIA.

PaGorHukn VYHuBepcurera HeCcyT AUCHMIUIMHAPHYIO, aJMUHUCTPATUBHYI0 U  HHYIO,
YCTaHOBJICHHYIO 3aKOHoAaTesnbcTBOM Poccuiickoit denepainuy, OTBETCTBEHHOCTh 3a HApyLICHHUE
CPOKOB XpaHEHUs [JOKYMEHTOB, YTpaTy M HECaHKLHOHUPOBAHHOE YHUYTOXXEHUE CIIY>KEOHBIX
JOKYMEHTOB.

1.11. Tlpm yTpare JOOKYMEHTOB JEJIONPOM3BOAUTENb MOJApa3AeieHus UHGOPMUPYET
PYKOBOIMTENS CTPYKTYpHOro mofpaszaeneHuss W Kanuensapuro YHHBEpcUTETa, TIOCIE YEro
OpraHU3yeTCs PO3BICK JOKYMEHTOB.

Ecnu po3bick JOKYMEHTOB HE JAaeT pe3yibTaTa COCTaBISAETCA aKT, B KOTOPOM YKa3bIBaOTCS
JAaHHBIE YTPAUYEHHOTO JOKYMEHTA, a TaK)Ke 0OCTOSTEIHCTBA, MPU KOTOPHIX MPOMU3O0IIIA yTpaTa, IMOCcye
Yero NpeAnpruHUMAIOTCS MEPHI M0 3aMEIEHUIO TaHHOTO JOKYMEHTA 3aBEPEHHON KOMHEH T0KyMEHTa.

1.12. B nensix opranu3anuu paboThl ¢ JOKYMEHTaMH B ¢puuinane Y HUBEpCUTeTa U 000COOIEHHBIX
CTPYKTYPHBIX MOJPA3/EIECHUSAX MOIYT OBbITh BBEAEHBl MHCTPYKIMHM IO OpPraHM3aluu pPabOThHl ¢
JNOKYMEHTaMH, JONOJIHSIONIME MHCTPYKLIHIO 110 JIEJONPOU3BOJACTBY YHHUBEPCUTETAa, HO HE
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IIPOTUBOPEYALLNE EH.

1.13. IlpaBuna paGoTbl € JOKYMEHTaMH B CUCTEME 3JIEKTPOHHOIO JIOKyMEHTO00OpOoTa
opranuzaiuu (manee - COJl) U MHBIX MH(MOPMAIIMOHHBIX CHUCTEMax, B KOTOPBIX OCYIIECTBIISCTCS
co3llaHue (BKJIIOUEHHE) M XpaHEHHWE JIOKYMEHTOB, HE JOJDKHBI BXOJIUTh B IPOTHBOpEYHUE C
oJIoKeHuAMHU MHCTpyKImu.

I1. JlokyMeHTHpOBaHUE YIIPABJICHYECKOM e TeIbHOCTH

2.1. Tlpu mnoaroroBke u oQGOPMIICHHH JIOKYMEHTOB HEOOXOIMMO COONIOIATh TpaBuUIIa,
o0ecrieunBaoIe IOPUAMIECKYIO CHITY JOKYMEHTOB, OTIEPAaTHBHOE U KaUE€CTBEHHOE UX UCIIOJHEHUE.

2.2.  OpraHu3alMoHHO-PACHOPSAIUTEIbHBIE  JOKYMEHTHIY HUBEPCUTETA,  JOJKHBI  OBITH
o OpMIICHBI 110 TIpaBHUJIaM, YCTAHOBIICHHBIM HacTosiie MHCTpyKIuei.

Boocuts Kkakue-i1nbo HUCIIPABJICHUA WU I[O6aBJ'ICHI/IH B IIOAIIMCAHHBIC (YTBep)KI[eHHBIe)
AOKYMCHTBI HE JOITYCKACTCA.

2.3.  OcobenHoct o¢hopMIEHUS JOKYMEHTOB, pa3palaThiBa€MbIX B  CTPYKTYPHBIX
MOJIPA3/ICICHUsIX YHUBEPCUTETA M OTPAKAIOUIMX CHENU(PUKY HUX JESTEIBHOCTH, a TaK)Ke IpaBHIIa
OpraHu3aiuu paboThl C JaHHBIMH JOKYMEHTaMH MOTYT YCTaHABIIMBATHCSA OTAEIbHBIMU JIOKATbHBIMU
HOPMAaTUBHBIMM akTamMu YHuUBepcurera (Harpumep:[lonoxenne o koukypee «JIyumas madopatopusi»

U T.J.)

2.4. Ilpu mOAroTOBKE JTOKYMEHTOB B YHHUBEPCHUTETE, UCIONB3yIomell CucreMy 3JIeKTPOHHOTO
I0KyMeHTooOopoTa (manee mo tekery COJI), B mensx moBwieHus 3()(HEKTHBHOCTH HCIOIb30BAHUS
COJl, ocymiecTBusieTcss C HUCHOJIB30BaHHWEM IMA0IOHOB OJIAaHKOB JOKYMEHTOB U  IaOJIOHOB
JTOKYMEHTOB.

DeKTpOHHbIE Ma0I0HBI 0JIAHKOB JOKYMEHTOB JIOJIKHBI ObITh MICHTUYHBI OJJaHKaM JIOKyMEHTOB
Ha OyMa)XHOM HOCHUTEJE.

2.5. Jlns co3naHus JOKYMEHTOB, OTPaKAIOMIMX CHEHU(UKY JeSATETbHOCTH CTPYKTYPHBIX
MOIpA3JCICHNN YHUBEPCUTETA, M YINPABICHUSA [aHHBIMM JOKYMEHTaMH MOTYT HCIOJb30BaThCs
npyrue nHGOPMallMOHHBIE CUCTEMBI.

2.6. lokyMeHTHsl YHHBepcuTeTa 0GOPMIISIIOTCS Ha ONMaHKax WM CTaHAApPTHBIX JHCTax Oymaru
dbopmara A4.

2.7. Ilpu moarotoBke M 0(OpMIICHIUH TOKYMEHTOB B Y HUBEPCUTETE UCTIOIb3YIOTCS:
OJIaHK TIPHKa3a;
OJIaHK paclopsKEHUS;

OnaHk IMPOTOKOJIA,
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0JIaHK NMCbMA C pEKBU3UTaMU;

0JaHK aKTa;

JIOKJIa/IHAs 3aIHCKa;

ciry>keOHas 3aIncKa;

OJIaHK HOMEHKJIATYPBI JIEJT;

OJIaHK OIHMCH JIeJI MOCTOSIHHOTO XPaHCHUS,

OJIaHK OIKCH JIeT 110 JIMYHOMY COCTaBY;

OJIaHK aKTa O BBIICIICHUN K YHHUYTOKEHHIO JOKYMEHTOB, HE IOIIeKALINX XPAaHCHUIO;

2.8. Ilpu m3gaHuM JOKYMEHTOB HAa CTaHAAPTHBIX JIMCTaX OyMmMard Ha HUX BOCIPOU3BOASTCS
PEKBU3UTHI, HEOOXOMMBIE [T JOKYMEHTOB KOHKPETHOTO BHJIA HITH PA3HOBUIHOCTH.

2.9. Ha 6mankax JOKYMEHTOB BOCITPOM3BOIUTCS dMOieMa Y HUBEpPCUTETA.

2.10. TIpoekTupoBaHue OJIAHKOB JOKYMEHTOB ocymiecTBisiercs B coorBerctBuu ¢ ['OCT P
7.0.97-2016 "Cuctema crapmaptoB o uHpopmanuu, OUOIMOTEYHOMY M HU3AATEIbCKOMY JEmy.
Opranu3alnoOHHO-pACIIOpAIUTENIbHAA JOKyMeHTaus. TpeboBaHus K 0pOPMIIEHHIO TOKYMEHTOB'".

2.11. bnaHku JOKyMEHTOB YHUBEPCUTETAa H3TOTABIMBAIOTCA THUIIOTPAPCKUM CIIOCOOOM,
CpeACTBaMU ONEPAaTUBHOM MONUTrpaduy UK KOMIBIOTEPHON TEXHUKH.

2.12. JIoKyMeHTBhl H3TOTaBIMBAIOTCSI Ha OyMa)kHOM HOCHUTENEe U B (OpMe >BJIEKTPOHHBIX
JIOKYMEHTOB C COOJIIOJJIEHUEM YCTAaHOBJIEHHBIX MPaBUl 0POpPMIIEHUS JOKYMEHTOB.

2.13. lokyMeHTHI YHUBEpCUTETa, OOPMIICHHBIE KaK Ha OJIaHKe, Tak 1 0e3 Hero, JOHKHBI UMETh
TI0JIs1 HE MEHee:

20 MM - 1€BOE;
10 MM - mpaBoe;
20 MM - BepxHEE;
20 MM - HIKHEE.

2.14. JlokyMeHTbI, H3JaBa€Mbleé COBMECTHO OJIHOM WJIM HECKOJIbKUMU OpraHu3alusiMu,
0(OPMIISIOTCS Ha CTAH/IAPTHBIX JINCTaX OyMaru ¢ BOCIPOU3BEIECHNEM PEKBU3UTOB BCEX OpTraHU3AIHM,
YYaCTBYIOIIMX B U3aHUU JOKYMEHTA.

2.15. Ilpu TNOArOTOBKE JOKYMEHTOB JOIYCKAEeTCsl HCIOJIb30BAHHWE JIMLEBOM U 0OOpOTHOM
CTOpOHBI aucTa. IIpM NBYCTOPOHHEM CO3[JaHHMM JOKYMEHTOB IIMPHUHA JIEBOIO IIOJI1 Ha JIMLIEBOU
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CTOPOHE JIMCTA U IPAaBOro NOJIsl HA 00OPOTHOM CTOPOHE JIMCTA IOJIKHBI OBITH PaBHBI.

2.16. Ilpu co3maHuM [OKyMEHTa Ha JBYX M OoJjiee CTpaHUILIAX BTOPYID U MOCIEAYIOLIUE
CTpaHullbl HyMepytoT. HoMepa cTpaHull IPOCTaBIAIOTCA 110 CEPEAMHE BEPXHETO IMOJI JOKYMEHTA Ha
paccrosinuu 10 MM OT BEpXHEro Kpasi JIUCTa.

2.17. [ns W3TrOTOBIICHUS JOKYMEHTOB WCIOJB3YeTCS TapHUTypa MmpudTa 1[0 BEIOOPY
YHuBepcurera, BXOIAIIas B CTAaHIAPTHBIA TAKeT OQHUCHOIO MPOrPaMMHOTO OOeCredeHHs,
ucrnoinb3yemoro YHupepcutetoM. Pazmep mpudra - N 12 - 14.

[Tpu cocTaBieHHH TAOJHII TOMYCKASTCS UCIOJb30BaHue Mpru(ToB MeHbIHX pa3zmepoB - N 10,
11 oT.

2.18. AG3aiHbIi OTCTYN B TEKCTE TOKYMEHTa - 1,25 cm.

3aroj0BKM pa3JesioB U MOJPaA3/IesIOB NeYaTaroTcs ¢ a03alHbIM OTCTYIIOM WJIM LIEHTPUPYIOTCS 110
LIMPUHE TEKCTA.

2.19. Tekct gokymeHTa nevaraercs yepe3 1 - 1,5 MexcTpouHbIX MHTEpBasia. TEKCT TOKyMEHTa
BBIPABHHUBAETCS IO IIUPHUHE JUCTA.

MHOFOCTpO‘IHHe PCKBU3UTHI IICHATAKOTCA Y€pC3 OAWH MG)KCTpO‘IHLIﬁ HHTCPBAJI, COCTABHBLIC
YaCTH PEKBU3UTOB MOT'YT pa3ACIsATbCA JOIIOJHUTCIIbHBIM NHTCPBAJIOM.

Ecimu AOKYMCHT T'OTOBUTCA OJId U3JaHUA C YMCHBIICHHUEM MacmTa6a, TCKCT II€YaTaCTCA 4Cpe3
ABa UHTCpBAJIA.

WuTepBan Mexy OykBaMu B clIoBax - 0ObI4HbIN. IHTEpBasl MeX 1y cI0BaMU - OJIMH MTPOOEII.

CTpOKI/I PEKBU3UTOB BLIPABHUBAIOTCSA I1O JIEBOM TpaHUIEC 30HBI PACIIOJOKCHHUA PCKBU3UTA WA
HECHTPYIOTCA OTHOCHUTCIIBHO camMou ,HHHHHOﬁ CTPOKH.

JlnuHa caMoil IIMHHOW CTPOKM PEKBHM3UTA MPU YIJIIOBOM PACIONOKEHUH PEKBU3UTOB HE Ooliee
7,5 cMm.

JlnuHa camoil UTMHHOW CTPOKH PEKBU3UTA MPHU IMPOJOJILHOM PACIONOKEHUH PEKBU3UTOB HE
ooitee 12 cMm.

2.20. Jlomyckaercd BBIOEIATH HOIYKUPHBIM IIPUGTOM PEKBU3UTHI "agpecar”, "3aroloBOK K
Yy yxup p p p >
TEeKCTY" WiH "MoANMCE", a TAaK)Ke OT/AENbHBIE (hparMEHTHI TEKCTA.

2.21. Ilpu noAroToBKE MHOTOCTPAHUYHBIX JOKYMEHTOB 0(OPMIISETCS] TUTYIIbHBIH JIUCT.

2.22. CocTaB peKBU3UTOB, UCIIONB3YEMBIX JJIs1 OhOPMIIEHHUSI TOKYMEHTOB, OMPEAETSETCS BUAOM
(pa3HOBUIHOCTHIO) OPTaHU3ANMOHHO-PACTIOPSIUTEIHHOTO TOKYMEHTA.

2.23. Ilpn noaroToBKE AOKYMEHTOB HCIIONIB3YIOTCS pEKBU3UTHI, ycTaHoBiaeHHbIe [OCT P7.0.97-
2016.
a) sMbsema (B COOTBETCTBHHM € MYHKTOM 2.9 MHCTpYyKINH);
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0) Ko GOpPMBI TOKYMEHTA;

B) HAMEHOBaHUE OPTraHU3AlINY;

I') HAMMEHOBAaHME JOJKHOCTH JINLIA;

1) CpaBOYHBIE IaHHBIE 00 OpraHU3aINu;

’K) HAMMEHOBaHHE BHJIa JOKYMEHTA,

3) JlaTa JOKYMEHTa;

M) PETUCTPAIIMOHHBIN HOMEP IOKyMEHTA;

K) CCBIJIKA Ha PErHCTPAIIMOHHBIN HOMEP U AaTy MOCTYMUBIIETO JOKYMEHTA;
JI) MECTO COCTaBJICHUS (M3/1aHUs) TOKYMEHTA;
M) rpud OrpaHUYCHHS TOCTyIA K JOKYMEHTY;
H) ajpecar;

0) TpH(} yTBEpKICHHS TOKYMEHTA;

1) 3ar0JIOBOK K TEKCTY;

P) TEKCT JOKYMEHTA;

C) OTMETKA O MPUJIOKEHUU;

T) TpU(Q COrIaCOBaHMS JOKYMEHTA;

y) BU3a;

X) TIOJIITUCH;

¢) ormMeTKa 00 IEKTPOHHOU MOATHCH;

11) TIeYaTh;

4) OTMETKa 00 UCTIOJTHUTEIE;

II) OTMETKA O 3aBEPEHUH KOITHUH;

1) OTMETKA O MOCTYIJICHUH IOKYMEHTa;

BbI) PE3OIIONHS;

9) OTMETKa O KOHTPOJIE;
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s) OTMETKA O HANPABJICHUH JIOKYMEHTA B JIEJIO.

2.24. bnank npukasa (pacrnopspkeHus) Y HUBEPCUTETA JIOJDKEH BKIIOYATh PEKBU3UTHI:
3MOIeMy (B COOTBETCTBHH C TyHKTOM 2.9 MHCTPYKIUH);

HauMEHOBAHME OpraHU3alUy;

HAaUMEHOBAaHME BUJA IOKYMEHTA;

MECTO COCTaBJICHUS WJIN U3JaHUS TIOKYMEHTA;

OTMETKHU Il pa3MEIIECHUs PEKBU3UTOB '"mara JOKyMeHTa", "perucTpaliOHHBIA HOMEP
JTOKyMeHTa".

2.25. bnank nucbMa YHHMBEPCUTETA JOJDKEH BKIIIOYATH CIEAYIOIINE PEKBU3UTHI:
3MOIsieMy (B COOTBETCTBUU C MYHKTOM 2.9 UHCTpyKIMn);

HalMEHOBAaHUE OpraHU3alMH;

CIpaBOYHBIC TaHHBIE 00 OpraHU3aIHH;

OTMETKM Il TPOCTABJICHUS PEKBU3UTOB 'NaTa JOKyMEHTa', '"pEerucTpallOHHBIA HOMEp
JOKyMeHTa", ""cChUIKa Ha PETUCTPALIMOHHBIA HOMEP U JaTy NOCTYIMBILIETO JOKyMEHTa" .

B 6mank muckMa JTOJDKHOCTHOTO JIMIIA JOTOJMHUTENBHO BKIIFOUAETCS PEKBU3UT '"HaMMEHOBAaHUE
JNOJKHOCTH Juma", a B OJaHK TMHCbMa CTPYKTYPHOTO TMOApa3leieHus] (COBEIaTenbHOro,
METOJMYECKOT0, JKCIEPTHOTO WJIM WHOTO OpraHa) OpraHu3alid - HAaUMEHOBAaHUE CTPYKTYPHOTO
MOApAa3ACIICHHUS.

2.26. BuyTpeHHuE [OKyMEHTH YHUBepcuTeTa, odopmisieMble HE Ha OJaHKe, JIOHKHBI
coJiepKaTh COOTBETCTBYIOIINE BUAY JOKYMEHTA PEKBU3UTHI.

2.27. Ombnema YHuBepcHuTeTa, pa3pabOoTaHHas M yTBEp)KJICHHAs B TMOPSIKE, YCTAHOBICHHOM
3aKOHO/IaTenbCTBOM Poccuiickoit denepanun, pa3meniaetcst Ha OJaHKax JOKYMEHTOB B COOTBETCTBHH
¢ MyHKTOM 2.9 HCTpYyKIIMU 1 HA OCHOBAaHUHM HOPMATUBHBIX aKTOB Y HUBEPCUTETA.

N3o6paxenne 3M01eMbl MTOMEIIAeTCs] Ha BEpXHEM IoJie OJaHKa JOKYMEHTa Ha paccTossHuu 10
MM OT BEpPXHEro Kpas JIMCTa, 3aXBaThiBas 4YacTb paboyeil 30HBI JIOKYMEHTA, LIEHTPOBAHHO HaJ
PEKBU3HUTAMH OpPraHu3aluu.

2.28. Kox (opmMbl TOKyMeHTa MPOCTABISIETCS Ha YHUUIMPOBAHHBIX (hopMax JOKYMEHTOB B
cooTBeTcTBUH ¢ OO0IEepoccuiickuM KiaccupukaTopoM yrnpaieHyeckor nokymentauuu (OKY D) ummn
JIOKAJIbHBIM KJIacCU(UKATOPOM, PAcIoiIaraeTcsi B PaBOM BEPXHEM YIJIy paboyero moss JOKYMEHTa,
cocTouT u3 cioB "dopma 1o (HauMeHoBaHMe Kiaccupukaropa)" v HUPPOBOro Koja.

2.29. HaumMeHoBaHme YHUBepcHTEeTa Ha OJIaHKE JOKYMEHTa JIOJDKHO COOTBETCTBOBATH
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HAaMMEHOBAHMIO IOPUMYECKOTO JIUIa B ycTaBe YHHUBepcuTera. Ha 61aHkax JOKYMEHTOB yKa3bIBaeTCs
[0JIHOE O(HIMAIbHOE HAaMMEHOBAaHME IOPUJIMYECKOrO JIMIa C yKa3aHHMEM ero OpraHu3allOHHO-
paBoBOW (OPMBI, HaJl HAMMEHOBAaHHUEM OpraHU3allMM YKa3bIBAaeTCs HAWMEHOBAHWE BBIIIECTOSIICH
opraHuzanuu (IOpu €€ HaJIW4MK), [0 HAMMEHOBAHMEM OpraHM3allud B CKOOKax yKa3blBaeTcs
COKPAIICHHOE HAMMEHOBAHNUE OPraHU3aL1H, €CIIM OHO IIPETYCMOTPEHO YCTaBOM.

2.30. HaumeHoBaHHE CTPYKTYpHOTO IMojpasfeneHus (B ToM uucie (uinuana, OTICNICHUs,
MIPEJCTaBUTENIbCTBA, KOJUIETHAIbHOIO, COBEIIATEIILHOTO MM MHOTO OpraHa) yKasbIBaeTcs B OJaHKax
maceM ©  OJaHKaxX KOHKPETHBIX BHUJOB JOKYMEHTOB, W3/1aBa€MbIX COOTBETCTBYIOIIUMU
MOAPAa3ACIICHUsIMU B COOTBETCTBUM C JIOKAIbHBIMM HOPMATHUBHBIMU akTamMu YHuBepcutera. Hap
HAaUMEHOBAHHEM CTPYKTYPHOTO TMOJpa3/eieHHs] YKa3bIBae€TCs HAMMEHOBAaHUE OPraHU3allid, YbUM
bunramoMm, OTAEICHHEM, IPEICTABUTEIBCTBOM, KOJUICTHAIBHBIM WIIM COBEIIATEIHHBIM OPraHOM
JTaHHOE TIOJIpa3ieNICHUE SIBIISIETCS.

2.31. HaumeHOBaHHE JOJDKHOCTH JIMIIA MCIIOJB3YETCS B OJIAHKAX MHCEM JOJKHOCTHBIX JIMIl H
pacroJsaraercs 1oJj HAMMEHOBAaHHEM Y HUBEPCHUTETA.

2.32. CopaBouHble JaHHble 00 YHUBEpCUTETE YKa3blBalOTCA B OJIaHKaxX MHCEM M BKJIHOYAIOT:
IIOYTOBBIA ajpec YHUBepcUTETa (JONOJHUTEIBHO MOXET YKa3bIBaThbCA aJpec MecTa HaXO0KJICHUs
IOPUIMYECKOT0 JIUI[A, €CJIM OH HE COBMAJAET ¢ MOYTOBBIM aJIpecoM); HoMmep TernedoHa, akca, agpec
ANIEKTPOHHOW TMOYTHI, CETEBOM aJpec, a Takxke Koj opranuzanmuu no Oouepoccuiickomy
kinaccupukaropy npennpustuii  u opranumszauuii  (OKIIO), ocHOBHOH  rocynapcTBEHHBIH
peructpauMoHHelii  HoMep  opranmzanuu  (OI'PH) wu  uzgeHTH(UKAIMOHHBIM ~ HOMeEp
HaJIOTOIIaTEeNbIINKA/KO MIPUYUHBI TOCTAaHOBKHU HA HanoroBbid yuet (MHH/KIIIT).

2.33. HaumeHoBaHuE BHAA JOKYMEHTa YKa3bIBAaeTCsl Ha BCEX JOKYMEHTaX, 3a HMCKIIIOUEHUEM
JIEJIOBBIX (CIIy>KEOHBIX) MHUCEM, pacrojiaraercsi Moj HauMEHOBAaHUEM YHHBEpcUTETa (CTPYKTYPHOIO
NOJIpa3/ieeHus, TOJHKHOCTH).

2.34. Jlata noxyMeHTa JIOJKHA COOTBETCTBOBATh JAaTe MOANMCAHUSA (YTBEPKACHUS) TOKYMEHTa
WM (B MIPOTOKOJIAX) JaTe COOBITHS, 3aQ)UKCUPOBAHHOTO B IOKYMEHTE.

Jlata TOKyMEHTa 3aIllUChIBACTCSI B IOCIIEIOBATEIBHOCTH: JICHh MECSIA, MECSIl, TOJl OIHUM H3
JBYX CIIOCOOOB:

apabckumu nudpamu, pazaeneHHbIME Toukoi: 05.06.2018;
cioBecHO-1IU(PpoBbIM criocobom: 5 uroHs 2018 .

Ha noxymenTax, ohopmisieMbIx Ha OJiaHKe, 1aTa JOKyMEHTa MPOCTABISAETCS MO/l PEKBU3UTAMU
"HauMeHOBaHME BHJa JOoKyMeHTa" (B OJaHKaX KOHKPETHBIX BHUJOB JOKYMEHTOB) U 'CIpaBOYHbIE
naHHbIe 00 opranu3anuu” (B OJIaHKaX MUCEM).

JlaToii ToKyMeHTa, U3JaHHOTO COBMECTHO JIBYMsI MM OoJiee OpraHM3alusMU (JOJKHOCTHBIMU
JIUIIaMH ), SIBJISIETCA JIaTa TOAMUCAHMS TOKYMEHTA MOCIeTHEH CTOPOHOM.

2.35. PeructpanoHHBIA HOMEp JOKYMEHTa - ULUGpoBOH uiaM OyKBEeHHO-LHU(POBOI
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UACHTU(PUKATOP JOKYMEHTA, COCTOSIIMKA M3 TOPSJIKOBOTO HOMEpa IOKYMEHTa, KOTOPBIH, II0
YCMOTPEHHUIO OpTaHU3aIMH, MOXKET JOMOIHIATHCS HU(PPOBBIMU UM OYKBEHHBIMHU KOJAAMHU (MHACKCAMM )
B COOTBETCTBHUH C UCIIOJIb3YEMBIMHU KJIACCH(PHKATOPAMHU.

Ha mokymeHTe, COCTaBJICHHOM COBMECTHO IBYMsi W OoJiee OpraHU3alMsIMHU, MPOCTABISIFOTCS
pEruCTpalMOHHBIE HOMEpPA JOKYMEHTA, MPUCBOEHHBIE KaXIOW W3 OopraHu3auuil. PerucrpanmoHHbie
HOMEpa IMPOCTABIISIOTCS B TOPSJIKE YKa3aHUS HAaMMEHOBAaHWI OpraHW3aluii B 3arojOBOYHONW YacTH
(mpeam0yre) JOKYMEHTa U OTACISIOTCS IPYT OT Ipyra KOCOH 4epToi.

2.36. Cchuika Ha PEruCTPAIMOHHBI HOMEp M JaTy MOCTYMHUBILIETO JOKYMEHTa, COCTOAIIAS W3
PETUCTPAIIMOHHOTO HOMEPA U JaThl BXOJISIIIETO JOKYMEHTA, Ha KOTOPBIH TaeTCsl OTBET, MPOCTABIISICTCS
B Buae orMeTku "Ha N ... ot ..." B OJ1aHKEe TIMCHbMA.

B TekcT mmchMa-oTBETA CBEACHUS O pEeruCcTpaiiOHHOM HOMEPE U AAaTC NOCTYIIMBLICTO IMHCbMaA
HEC BKJIIIOYAKOTCA.

2.37. Mecto coctaBiieHus (M3JaHMsI) AOKYMEHTa YKa3bIBaeTCsi BO BCEX JOKYMEHTax, KpoMme
JEeNOBBIX (CIyXeOHBIX) MUCEM, BHYTPEHHHX HH()OPMAIIMOHHO-CIIPABOYHBIX TOKYMEHTOB, a TaKKe B
cillyyae, €CIM MECTO HAaXOXXICHUS OpraHu3alud BXOJUT B €€ HAUMEHOBAaHWE, HaIpUMEp:
MunycuHckoe [IPEICTaBUTENBCTBO (benepanpHOTO rocyJ1apCTBEHHOI'O OFOJKETHOTO
00pa30oBaTEeNBHOIO YUPEKICHUS BhICIIEro oopazoBanus «KpacHOsApCKU rocyJapCTBEHHbIN arpapHbIi
YHUBEPCUTET.

Mecto cocTaBaeHUS (I/I3I[aHI/I}I) AOKYMCHTA YKa3bIBACTCA B COOTBCTCTBUHU C TIPHUHATBIM
AIMUHUCTPATUBHO-TCPPUTOPUAIIBHBIM ACIICHUECM, HAIIPUMED: T. MI/IHYCI/IHCK KpaCHOSIpCKOFO Kpas.

2.38. I'pud orpanuyeHust gocTyna K JOKYMEHTY IPOCTaBJISI€TCS B IMPAaBOM BEPXHEM YTy
NEePBOTO JIMCTA JOKYMEHTa (MpOeKTa JOKYMEHTAa, CONPOBOJUTENBHOIO IMUChbMAa K JOKYMEHTY) OT
TpPaHUIBl BEpPXHEro IMoJid NpU HAIMYMM B JOKyYMEHTe HH(OpMalnuM, JOCTyn K KOTOpOH
OTrPaHUUYMBAETCS B COOTBETCTBHUHM € 3aKOHOAATENLCTBOM Poccuiickoit Penepanuu.

Bunast ucnone3yemsix B YHUBEpcUTETE TPU(POB OTPAaHUICHHUS JOCTYIA TOJHDKHBI COOTBETCTBOBATh
3aKOHOJIATEIILHBIM M MHBIM HOPMATHUBHBIM MTPABOBBIM akTaM Poccuiickoit denepanii v JOKHBI OBITh
3aKpeIUIeHb! B JIOKAIbHBIX HOPMAaTUBHBIX akTax. ['pud orpaHumdeHus 1octymna K JOKyMEHTY (IoMeTKa
"Ilna cinyxeOHoro mnosb3oBanus",rpu¢ "Kommepueckas TaifHa'") MOMKET [OMOJHATHCS HOMEPOM
9K3EeMIUIsIpa TIOKyMEHTa U JAPYTUMH CBEJCHUSMHU B COOTBETCTBHM C 3aKOHOJATEIbCTBOM Poccuiickoit
denepanuu.

B noxymeHTax YHHBepcuTeTa, COACPKAIIUNX CBEICHHUS, COCTABISAIONNE KOMMEPUYECKYIO TallHy, B
cooTBeTcTBUM ¢ PenepanbHbIM 3akoHOM OT 29 mrons 2004 r. N 98-®3 "O kxommepueckoi TaiitHe"
HapsAgy ¢ TpU(POM YKa3bIBAIOTCS MOJHOE OQHUIMAIbHOE HAUMEHOBAaHUE IOPUINYECKOrO JIMIA, MECTO
ero HaxoxeHus. Hanpumep:

Kommepueckas Talina

ObY "HaumeHnoBanue opranuszanuu’
MecTo HaX0KIEeHUS
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2.39. Anpecar - pPeKBH3HUT, HUCIOJIb3YEMBIH MPU OGOPMIICHHH ICIIOBBIX (CIIY)KEOHBIX) THCEM,
BHYTPEHHUX HH()OPMAIIMOHHO-CITPABOYHBIX JIOKYMEHTOB.

AI[pCCﬂTOM AOKYMEHTA MOXKET OBITE opranusanus, CTPYKTYpHOC IOApasaCJICHUEC OpraHu3aiuu,
JOJDKHOCTHOC HMJIN @HBHHCCKOG JIMIIO.

PexBusut "ampecatr" odopmisieTcss Ha OlaHKE C YIJIOBBIM PACIOJOKEHHEM PEKBH3WUTOB - B
BEpPXHEW MpaBOi YacTH JOKYMEHTa, Ha OJaHKe C MPOJOJIbHBIM PACIOIOKEHHUEM PEKBU3UTOB - CIIpaBa
noJ pexkBm3uTamMu Onanka. CTpoku pekBH3HWTa "agpecar" BBIPABHHBAIOTCS 10 JIEBOMY Kparo HIIU
LEHTPYIOTCSI OTHOCUTEILHO CaMOU ITTMHHON CTPOKH.

IIpu appecoBaHMM JOKyMEHTa PYKOBOAMTENIO (3aMECTUTENIO PYKOBOJUTENS) OpraHu3aluu
yKa3bIBAIOTCS B JaTeIbHOM TMaJie)Ke HAMMEHOBAaHUE JOJDKHOCTH PYKOBOAUTENS (3aMECTHTENs
PYKOBOJUTEIIS), BKJIFOYANONISE HANMCHOBAHUE OPraHU3alvd, (aMIIINI0, WHHUIHAIBI JOHKHOCTHOTO
muna. Hampumep:

['enepanpHOMY qUpPEKTOPY
®BY "HaumeHnoBaHue
opraHuzanun"

damvmmusg U.0.

HpI/I aaApeCOBaHMM IMMCbMAa B OpraHru3alydio YKa3bIBA€TCA €€ IMOJTHOC WM COKPAIICHHOC
HaAaNMMCHOBAHUC B MUMCHHUTCIIbHOM ITaACHKE.

[Ipu aapecoBaHWm JOKYMEHTa B CTPYKTYpHOE TIOJpa3/iclicHUE OpPraHHW3allid B PEKBU3UTE
"ampecar" yKa3bIBAalOTCSI B HMEHHUTEIIBHOM I1aJIe)K€ HAWMEHOBAHHE OpraHU3alllH, HUWXKE -
HauMEHOBAaHHE CTPYKTYPHOTO noapazaeneHus. Hampumep:

®bBY "Haumenosanue
opraHuzanuun”
DUHAHCOBOE YNPABJICHUE

[Ipu agpecoBaHMM MHCbMa PYKOBOJUTENIO CTPYKTYPHOTO TMOAPA3/IEICHUS] YKa3bIBAIOTCA B
MMEHUTEIIBHOM MaJIe)K€ HaUMEHOBaHHE OpraHU3aliy, HUXKE - B JAaTEJIbHOM IaJeKe HauMEHOBAHHE
JOJKHOCTH PYKOBOAMTENS, BKJIIOYAIOIEE HAMMEHOBAaHUE CTPYKTYPHOTO IMOJApa3JeleHus, paMuiunio,
nHunmansl. Hanpumep:

®BY "HanmenoBaHue
opranu3anuu’
PykoBoguTento 10roBoOpHO-
MPaBOBOTO OT/IEJIa
damunug 1.0.

Cmp12 u3 103




denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
v rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

\// Kpacrosipekuit TAY-CMK-MJ1-7.5.3-2018

[lepen damunmeid MTOKHOCTHOTO JIMIA JOIMYCKAETCS YIOTPEOJsATh COKpamlieHue 'T-Hy
(rocnoauHy), €clid agpecaT My>KUuHa, WK "T-ke" (TOCIoxKe), eCiu ajipecaT KeHIIHA, HalpuMep:

Kpacnospckuii F'AY

r-uy ®amunus 1.0.
r-xe ®amunua 1.0.

IIpu pacceuike JOKyMEHTa TIpyIIle OpraHu3aluid OJHOTO THNA WIM B CTPYKTYypHBIE
NOJIpa3/ieIeHusl OJJHOM OpraHu3aluy, ajgpecaT yKasbiBaeTcs 00001menHo. Harnpumep:

PykoBonutensm ¢punuanon
DBY "HaumenoBanue
opranu3anuu"

PykoBonuTensiM ynpaBiieHUn
u otaenoB OBY "HaumenoBanue
opranuzanuu"

[Ipu pacceuike JOKyMEHTa HE BCEM OpraHU3alMsIM WU CTPYKTYPHBIM TMOJpa3[eieHUsIM MO/
pexBu3uTOM "Anpecar” B ckoOkax ykasbiBaeTcs: "(mo crucky)". Hampumep:

PykoBoauTensim ynpaBiieHH U OTIEN0B
®BY "HanmenoBanue
opraHuzanuun”

(o cnucky)

Crucox PACCBUIKH COCTABIACTCA UCITOJITHUTCIICM.

Ecin nuceMo HampapiisieTcss B OpPraHM3alMi0 WINM JODKHOCTHOMY JIMIY M JUISL CBEJICHUS €lle
psily OpraHu3aluil WIKM JOJKHOCTHBIX JIUIL, O0Ilee KOJIMYECTBO aJpPEcaToB HE JOJKHO ObITH Oosiee
YeThIpeX, NMpPU ATOM OCHOBHOM ajpecaT YyKas3blBaeTcs mepBbIM, cioBo "Komusa" mepen BTOpBIM,
TPETBUM, YETBEPTHIM aJpecaTaMy HE I1€4aTaeTCsl.

B cocraB pexBu3uTa "Aapecar" MOXKET BXOJUTh TIOYTOBBIA apec. DIEMEHTHI OYTOBOTO ajipeca
YKa3bIBAIOTCA B MOCJIENOBATENBHOCTH, YCTAHOBIICHHOM [IpaBriiamMu oka3aHus ycayr OYTOBOW CBS3H:

a) A7 IOPUIAMYECKOTrO JIMIA - TOJHOE WJIM COKpAllleHHOe HAauMEHOBaHME (MIPH HAIWYMHM), JUIS
rpaxaaHuHa - paMuIns, UMsl, OTYECTBO (ITOCIIEHEE TPU HATUYHH);

0) 6aHKOBCKHE PEKBU3UTHI (1715 TOUTOBBIX MEPEBOJIOB, HANIPABISEMbIX IOPHINYECKOMY JIUITY WIIH
MIPUHUMAEMBIX OT IOPUIUYECKOIO JIUIIA);

B) Ha3BaHUE YJIMIIbI, HOMEp JIoMa, HOMEp KBAPTHUPHI;
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F) Ha3BaHUC HACCIICHHOI'O ITYHKTA;

1) Ha3BaHUE pailoHa;

€) Ha3BaHUE peciyOInKH, Kpasi, 00JacTH, aBTOHOMHOT'O OKpyra (001acTn);
’K) Ha3BaHUE CTpaHbl (11 MEXKTYHAPOIHBIX [TOUYTOBBIX OTIIPABIICHUN);

3) MOYTOBBIN UHJIEKC.

ITouToBBIi aapeC HC YKaA3bIBACTCA B JOKYMCHTAX, HAIIPABJISICMBIX B BBICHIMC OpPraHbl BJIACTH,
BBIICCTOANME OpraHru3alu, IOABCAOMCTBCHHBIC OpraHu3al U MIOCTOSAHHBIM KOPPECIIOHACHTAM (33,
HUCKIIFOYCHHUEM HAIIpaBJICHUSA ITHUCECM YKAa3aHHBIM aIpe€caTaM B KOHBEPTAX C IIPO3pavuHbIMU OKHaMI/I).

[Ipu ormpaBke NnucbMa IO IEKTPOHHOM MouTe WM (PAaKCUMUIBHON CBA3U (0€3 JOCBUIKU I10
[I0YTe) MOYTOBBIN ajgpec He ykas3biBaeTcs. IIpm HEOOXOAMMOCTH MOXKET ObITh yKa3aH 3JIEKTPOHHBIN
anpec (Homep Tenedona/pakca). Hammpumep:

DBY "Haumenosanue
opranuzanuu"

DIEKTPOHHBIN azipec

2.40. T'pud yrBepk/eHUsI TOKYMEHTa MPOCTABISETCS Ha JOKYMEHTaxX B IIPABOM BEPXHEM YIIIY
IIEpBOro JMcTa JOKyMeHTa. CTPOKM PEKBU3UTA BBIPABHUBAIOTCS 110 JIEBOMY KPAr0 MM LEHTPYIOTCS
OTHOCUTEJBHO CaMOW JITTMHHOW CTPOKH.

[Ipu yTBep>KIACHUH [OKyMEHTa COOCTBEHHOPYUYHOH TMOAMHMCHIO JOJDKHOCTHOTO KA Tpud
yrBepxkaeHuss coctrouT u3 ciuoa "YTBEPXJIAK", HauMeHOBaHUS [OKHOCTH  JIUIIA,
YTBEPKIAIOIIETO JOKYMEHT, €T0 MOJIMCH, HHUITMATIOB, (JaMUJINH U 1aThl yTBepKaeHus1. Hampumep:

VTBEPXJIALIO
Hupexrop ®BY "HanmeHnoBanue
opraHuzanuun”

Ilonnuce N.0. ®amunus

Jata

[Tpu yTBEpKIeHUN JOKYMEHTA PAaCHOPSAUTENbHBIM JOKYMEHTOM I'pu() YTBEPXKICHHUS COCTOUT U3
cioa "YTBEPXIEH" ("YTBEPXIAEHA", "YTBEPXJEHBI" wumu "YTBEPXJEHO"),
COIVIACOBAHHOIO € HAUMEHOBAaHMEM BHUJA YTBEPKAAEMOIO JOKYMEHTa, Ha3BaHMs BHJA
pacnopsAUTEIHLHOTO IOKYMEHTa B TBOPUTEIILHOM MaJiexke, ero AaThl, Homepa. Hanpumep:
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(Permamenr) YTBEPXJEH
npukazoM OBY "HaumenoBanue
opraHuzanuun”
oT 5 okTsa6ps 2017 r. N 82

(ITpaBuiia) YTBEPXJIEHbBI
npukazoM ®BY "HaumenoBanue
opranu3anuu"
oT 5 okTsa0ps 2017 r. N 83

[Tpu yTBEepKICHHH TOKYMEHTA KOJUIETUAIBHBIM, COBEUIATEIBHBIM HIIM UHBIM OPTaHOM, PEUICHUS
KOTOpPOTO (PUKCHPYIOTCSI B MPOTOKOJIE, B Tpru(de YTBEpPKICHUS YKa3bIBaeTCsl, HAMMECHOBAHHUE OPraHa,
JaTa ¥ HoMep IpoTokoJa (B ckobkax). Hampumep:

(ITonoxenue) YTBEPXIEHO
HaydHo-TeXHUYeCKHM COBETOM
®OBY "uHosanusa"

(mportokon ot 12.09.2017 N 12)

2.41. 3aronoBOK K TEKCTy - KpaTKOe CoJepXaHHe JOKyMeHTa. Eciau 3arojoBoK K TEKCTy
oTBeuyaeT Ha Bompoc "o ueMm?", oH HaumHaercs ¢ npegiora "O" ("OO0"). Eciu 3aronoBoK K TEKCTY
OTBEYAEeT Ha BOMpoc "uero?", OH COCTABIAET OJIHO LIeJI0e ¢ Ha3BaHHEM BuAa JoKyMeHTa. Hampumep:

npuka3s (0 4em?) 0 CO3JaHUM ATTECTALIMOHHON KOMUCCUU

nrucbMo (0 yeM?) o Mpe0CTaBIeHUH HHPOPMAITUN

aKT (yero?) mpuema-nepeaauu el

MPOTOKOJ (4ero?) 3aceanusi IKCIEPTHOM KOMUCCHH

3aroyIoBOK K TEKCTY 0popMIIsieTcs 1101 pEKBU3UTaMU OJIaHKa CIeBa, OT TPaHUIIbI JIEBOTO MOJIS.

2.42. TekcT OKyMEHTa COCTaBJISAETCS HAa TOCY1apCTBEHHOM s13bIke Poccuiickoit denepaunn uim
roCyJIapCTBEHHOM SI3BIKE (SI3bIKax) peciyOyiuK B coctaBe Poccmiickoit denepannu B COOTBETCTBUU C
3aKOHOJIATEILCTBOM peciyOiHK B coctaBe Poccuiickoit @enepanuu.

TexkcT MOKyMeHTa JOKEH OBITh COCTaBJICH TPAMOTHO, SICHO, MOHSATHO W TO BO3MOXHOCTH
KpaTko. TeKCT JOKyMeHTa JOJDKeH COJepXKaTh JOCTOBEPHYIO U aKTyalbHYH0 WHGOPMAIIHIO,
JIOCTATOYHYIO IS TPUHATUSA PEIICHUHW WIM WX HUCHOJHEHUS, HE MOJKEH JOIMYCKaTh pPa3IMYHbIX
TOJKOBAHUM.

B Tekcte JOKYMCHTA, IMOATOTOBJICHHOM Ha OCHOBAaHWH 3aKOHOJATCIIBHBIX MWW HWHBIX
HOPMATUBHBIX MPABOBLIX AKTOB, PAHCC U3JAHHBIX PACIIOPAAUTCIIBHBIX JOKYMCHTOB, YKA3BIBAOTCA HUX
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PEKBHU3UTHIL:

HAaUMEHOBAaHME JOKYMEHTa, HaWMEHOBaHHE oOpraHa BIACTH (OpraHU3aluu), W3JaBLIETO(ei)
JOKYMEHT, J1aTa JI0OKyMEHTAa, PETUCTPALIMOHHBI HOMEpP TI0KYMEHTA, 3ar0JIOBOK K TEKCTY;

HAUMEHOBAHME OpraHU3alMd WIA JOJDKHOCTHOIO JIUIA, YTBEPIMBIIErO JOKYMEHT, Jara
YTBEPKACHUS IOKYMEHTA.

TekcT MOKyMEHTa MOXKET COJICpPkKaTh Pa3Aeiibl, MOAPA3Aeibl, TYHKTHI, MIOAITYHKTHI, HyMEpyeMbIe
apabckumu udpamu. YpoBHEH pyOpUKalluK TEKCTa HE JJOJKHO OBITH O0JIee YeThIpEeX.

TekcT ToKyMeHTa U3J1araeTcs:

B TMpHKa3ax, W3JaHHBIX CIUHOJIMYHO, - OT TIEpPBOro JHIa eAuHCTBeHHOro uwmcma (...
MpuKa3bIBao");

B IPUKa3ax, W3JaHHBIX COBMECTHO ABYMS WM OoJiee OpraHHW3alUsMH, - OT IIEPBOTO JIHIIA
MHOXeCTBEeHHOTO yrcia ("... mpuKa3bpiBaem");

B MPOTOKOJIAX 3acelaHuil - OT TpeThero mnuna MHoxecTBeHHOro uyucia ("CJIYILAJIA",
"BBICTYIIMJIN", "TIOCTAHOBUWJIN" nnn "PEIINIINA");

B JICJIOBBIX MHUChbMax, O(GOPMIICHHBIX Ha OJlaHKaX OpraHu3alH, - OT IEPBOrO JHUIA
MHO>KECTBEHHOT'0 4ucia (MpOCUM, HalpaBligeM, IpeiaraeM) Wik OT TPEThEero JIMIA €IUHCTBEHHOIO
uncna ("npennpusTHe He Bo3paxaer...", "MHCTUTYT CYNTACT BO3MOXKHBIM...");

B JICJIOBBIX MHUCbMax, O(GOPMJICHHBIX Ha JOJDKHOCTHBIX OJlaHKaX, - OT IMEpBOro JiMla
eIMHCTBeHHOTro yncna ("mpomry ...", "mpemnarato ...");

B JIOKJIAJHBIX H CJ'IY)KC6HI)IX 3arMCKax, 3ad4BJICHHUAX - OT ICPBOTO JHIAa CAWMHCTBCHHOI'0 4YMUCJIa
("mpomty ...", "cunTaro HEOOXOIUMBIM ...");

B JOKYMEHTaxX, YCTaHABIMUBAIOIUX (GYHKIUK (00sI3aHHOCTH), TpaBa U OTBETCTBEHHOCTh
CTPYKTYPHBIX TOJIpa3fielieHu, paOOTHUKOB (TIOJIOKEHUE, WHCTPYKIHUSA), a TaKXKE COACPKaIIUX
OMMCaHWE CUTYyalud, aHanu3 (HakTOB U BBIBOABI (aKT, CIpaBKa), HCIOIb3yeTcs (popma H3IO0KEHUS
TEKCTa OT TPETHEro JHIA E€JUHCTBEHHOTO WA MHOXECTBEHHOro uwucia ("OTaen OCYIIECTBISET
¢byHKIMM...", "KOMUCCHS TPOBEIa MPOBEPKY...").

[Ipy moAaroToBke TEKCTa NOKYMEHTa cieayeT coOoJaTh IpaBHia HAaMUCaHUS OQHUIMATIbHBIX
HAaMMEHOBAHM, YMCIUTENBHBIX U €IMHULl U3MEPEHMUSL.

B Tekctax NOKYMEHTOB yMHOTpEOISIOTCS OOMIeNpUHITEIE a00peBHATyphl W TrpaduyecKue
COKpAIIEHHUS.

[Tpu ykazanuu B TekcTe (aMWIMM JTUIA WHUIMATBl CTaBATCS Tocie Qamimind. B 1enoBbix
(city)eOHBIX ) MIUChMaX MCIIOIB3YIOTCS:

BCTYIIUTCJIBHOC 06paIJ.ICHI/ICI
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YBaxaeMmblii rocioaus I[Ipeacenarens!
VYBakaemblii rocriogud Munuctp!
VBaxxaemblil rocnoaud BaHos!
VYBaxkaemast rocnioxka [lerposa!
VYBaxaembiii IBan [lerpoBuy!
VBaxxacmas Anna Hukoiracsua!
VBaskaemble rocnoja!

Kpacnospckuii F'AY

3aKJIIOUMTeNbHAs STUKeTHAs ¢paza: "C yBaxkeHuem, ...".

HanMeHnoBaHue TOHKHOCTH B OOpAlICHWH IHUIIETCS C MPOMHMCHON OYKBBI, B OOpaIICHUH IO
(haMuIMK UHULUANBI JILA HE YKa3bIBAIOTCS.

2.43. OT™MeTKa 0 MPUJIOKEHNUN COAEPIKUT CBEJICHUS O JOKYMEHTE (JIOKYMEHTAX), IPUIaraéMom K
COIIPOBOJIUTENIFHOMY THCBbMY, HHOMY WH(pOPMAIIMOHHO-CIIPAaBOYHOMY JTOKYMEHTY, WJIH O TOM, YTO
JOKYMEHT SIBJIIETCSI IPUIIOKEHUEM K OCHOBHOMY JJOKYMEHTY (HOPMAaTHBHOMY, PaCHOPSAUTEIbHOMY
WU THOMY).

B COIIPOBOAUTCIIbHBIX ITUCbMAX U APYI'UX I/IHq)OpMaI_[I/IOHHO-CHpaBO‘IHLIX AOKYMCHTaxX OTMCETKaA O
IMPHUIIOKCHUU O(i)OpMJISIGTC?I oA TEKCTOM OT I'paHUIIbI JICBOT'O IMOJIA CICAYIOMIUM 06pa30M:

€CJIA ITPUJIOKEHHUE HA3BAHO B TEKCTE:
[Ipunoxxenue: Ha 2 1. B 1 2K3.
€CJIA ITPUJIO’KEHNUE HE Ha3BAHO B TEKCTE WIIM €CJIM NPHIIOKEHUH HECKOJIBKO:

[Tpunoxenue: 1. 1. Ilonoxenue o0 YnpaBieHUN PErHOHATILHOTO KPEAUTOBAaHUS Ha 5 J1. B
1 2k3.
2. CmopaBka 0 KaJIpOBOM COCTaBe YTPaBICHUS PETHOHAIBHOTO

KpeIuToBaHus Ha 2 1. B | 3K3.
€CJIU TIPUIIOKEeHUE (TIPUIIOKEHHS) COPOIIIOPOBAHO(bI):

[Ipunoxenue: B 2 DK3.

[Ipunoxxenue: otuet 0 HUP B 2 3k3.

€CIM JOKYMEHT, SBISIOIIUNCS IPUIOKEHHUEM, HMEET IPUIIOKEHUS C CaMOCTOSTEIIBHOU
HyMeparuen CTpaHMIIL:
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[Tpunoxenue: JIOTOBOP BO3Me3IHOTO OKkazaHus yciuyr oT 05.09.2017 N 32-17/72 u
IIPUJIOKEHUsS K HEMY, BCErO Ha 7 JI.

€CJIM MMChMO HAMpaBIIIETCS HECKOJIBKUM ajjpecaram, a JOKYMEHT-TIPUIOKEHUE TOJIBKO NEPBOMY
ajpecary:

[Tpunoxenue: Ha 3 1. B | 9K3. TOJIBKO B EPBBIN ajapec.

€CIIM TMPUITIOKCHUCM ABJIAIOTCA JOKYMCHTBLI, 3allMCAaHHBIC Ha (1)I/I3I/I‘~ICCKI/I 000C00ICHHBIN
BHGKTpOHHBIﬁ HOCHTCIIb.

[Ipunoxenue: DVD-R B 1 3k3.

[Ipu sTomM Ha BKIazabile (KOHBEPTE), B KOTOPBIM IMOMEIIAETCS HOCHUTENb, YKa3bIBarOTCS
HaMMEHOBaHMS JOKYMEHTOB, 3allMCAaHHBIX HA HOCUTENb, UMEHA (ailsioB, 00beM B OaifTax.

B pacnopsauTensHbIX JOKYMEHTax (MPUKa3axX, PACIOPSIKEHUSX), JOTOBOpAX, IMOJIOKEHUSX,
MpaBUJIaX, MHCTPYKIUAX M JIPYTUX JOKYMEHTaX OTMETKa O MPUIOKECHUU O(POPMIISIETCS CIETYHOIUM
obpa3zom:

B TEKCTe JOKyMEHTa TMpU TEepBOM YIOMHUHAHUU JOKYMEHTA-TIPUIOKEHUS B CKOOKax
yKa3bIBAETCS: ... (IPUIIOKEHHE) WIH ... (mpuiokeHue 1), (mpunoxkenue N 1);

Ha ICPBOM JIMCTEC JOKYMCHTA-IIPHUJIOKCHHUA B IIPABOM BCPXHEM YITY YKA3bIBACTCA:

[Ipunoxenue N 2

k npukazy ®bY "HaumenoBanue
opraHuzamuun"

ot 15.08.2017 N 112

Ecnu npritoxeHueM K pacropsauTeIbHOMY JOKYMEHTY SIBISIETCS JIOKAJIbHBIM HOPMATUBHBIN aKT
WM UHOW JTOKYMEHT, YTBEPXKIAEMBbI NaHHBIM PACHOPSAIUTEIbHBIM JTOKYMEHTOM, Ha IIEPBOM JIUCTE
MIPUJIOXKEHHUS TPOCTABIIETCS OTMETKA O MPHIIOKEHUHU (0€3 CChUIKM Ha pacHoOpSAUTEIbHBIA TOKYMEHT)
U rpud yTBEpKJIEHHs, B KOTOPOM YKa3bIBAIOTCS JAaHHBIE PACIOpPSIUTEILHOIO JOKYMEHTa, KOTOPBIM
YTBEPKJIEH IOKYMEHT-TIpuiioxkeHnne. Hampumep:

[Ipunoxenne N 1

YTBEPXIEHO

npukazoM OBY "HaumenoBanue
opraHuzamnuun"

or 18.09.2017 N 67
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2.44. I'pud cornmacoBaHus IPOCTABISIETCS HA JOKYMEHTE B CIy4yae €ro BHEIIHETO COTJIaCOBAHUS
(cormacoBaHue C OpraHaMu BJIACTH, UHBIMU OPTaHU3AlMSAMU, JOKHOCTHBIMU JIMIIAMHU ).

I'pud cornacoBanusi B 3aBUCUMOCTH OT BHJAa JOKYMEHTa U OCOOEHHOCTEH ero ohopMieHHUs
MOXET MPOCTABISATHCS:

Ha MEPBOM JIHCTE TOKYMEHTA (€CIIM TOKYMEHT UMEET TUTYIIBHBIN JIUCT, - Ha TUTYJILHOM JIUCTE) B
JICBOM BEPXHEM YIIIy Ha YpOBHE rpuda yTBEpKICHHS WM NO0J HAMMEHOBAaHUEM JIOKyMEHTa OJmKe K
HUKHEMY TI0JII0);

Ha IMOCJICAHEM JIMCTC JOKYMCEHTA IO TEKCTOM;,
Ha JIUCTC COIrJlaCOBaHMAA, ABIAIOIICMCA HEOTHEMJICMOM YaCThIO AOKYMCHTA.

I'pud cormacoBanus cocrout u3 ciosa "COI'JTACOBAHO", nomkHOCTH JHIa, C KOTOPBIM
COIJIAaCOBaH JOKYMEHT (BKJIOYasi HAMMEHOBAaHWE OPraHU3allid), €ro COOCTBEHHOPYYHOM MOIMUCH,
WHUIIAIOB, (aMWIHH, TaThl corjiacoBanus. Hampumep:

COI''TACOBAHO
I'enepanbHbIN AUPEKTOP
OBbY "HaumeHoBaHue
opraHuzanun"

Tloanuce N.0. ®amunus

Mara

Ecnu cornacoBaHme OCYIIECTBIISIETCS KOJUIETHATBHBIM, COBEIIATEIbHBIM MM WHBIM OPTaHOM, B
rpude coraacoBaHMs yKa3bIBalOTCsS CBEACHHUs 00 OpraHe, COIJIaCOBABIIEM JIOKYMEHT, JaTe U HOMepe
IPOTOKOJAa, B KOTOPOM 3a()UKCHPOBAHO pEIIeHWe O COorIacoBaHMM. Eciam coryacoBaHue
OCYILIECTBISICTCS  NHUCBMOM, YKa3blBAlOTCS BUJA ~ JIOKyMEHTa, HAMMEHOBaHME OpraHU3aLUH,
COTJIaCOBaBIIEH JOKYMEHT, 1aTa U HoMep nmuchma. Hampumep:

COI''TACOBAHO
Hay4Ho-TeXHUYEeCKUM COBETOM
OBbY "HaumeHnoBanue opranusanuu’

(TIpOTOKOJI OT N )
COI''TACOBAHO

nucbMoM OBY "HaumenoBanue
opraHuzanuun"

oT N
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2.45. BHyTpeHHee corjacoBaHHe JOKyMeHTa odopmisgeTcsi BU30i. Bu3a BbIpakaeT MHEHHE
JIMIA, BU3UPYIOLIETO MPOEKT JOKYMEHTA, M BKIIOYACT: JOJDKHOCTH JIMIA, BU3HPYIOIIETO JOKYMEHT,
MOJIIHCh, PacIU(POBKY MOAMUCH (MHUIMAIBI, (aMUIIHIO) U 1aTy BU3upoBaHus. Hanpuwmep:

PykoBoauTenb IOpUANYECKOTO OTIea
Iloxnuce 1.0.4 ®amunus

[Hara
[Tpu HanMUKUK 3aMEeYaHUH K TOKYMEHTY BU3Y ODOPMIISIOT CIEYIOIINM 00pa3oM:

3aMeydaHus NpUIararoTcs.
PykoBoauTens I0pUINYECKOTO OTAETA

Tloanuce N.0. ®amunus
[Hara
B nokymeHTax, MOMJIMHHUKUA KOTOPBIX XPAHSATCS B OpraHM3alllM, BU3bl MPOCTABISIOT Ha

MOCJICAHEM JIMCTC JOKYMCHTA 110 ITOANMCHIO, HA 06op0Te MOCJICAHCTO JINCTA MMOAJIMHHUKA TOKYMCHTA
WM Ha JIUCTC COTr1aCOBaHUA (BI/ISI/IpOBaHI/IH), npujiaracMom K JOKYMCHTY.

B HUCXOIAIINX JOKYMEHTAX BU3bI MPOCTABJIAOTCA HA SK3CMILIApax JOKYMCHTOB, IOMCIIACMBIX B
ACJ10.

IIo ycMOTpeHHIO OpraHU3alyi MOXKET IPUMEHATHCS MMOJUCTHOE BU3UPOBAHUE JOKYMEHTA U €T0
MIPUIIOKEHUMN.

CornacoBaHue NMPOEKTOB JTOKYMEHTOB (BHEIIHEE, BHYTPEHHEE) OCYIIECTBISIETCS B COOTBETCTBUU
c nyHkramu 4.1 - 4.11 Unctpykuuu.

2.46. Ilognuch BKIHOYAET: HAMMEHOBAHUE JOJDKHOCTH JIMIA, TOANMCHIBAIOIIETO JOKYMEHT, €r0
COOCTBEHHOPYYHYIO OJKCh, MHULIUMAIBI, (hamuiuto. Hampumep:

Pexrop [Moanuce N.0O. ®amunus

Ecin noxkyment odopmieH He Ha OilaHKe, B HAaMMEHOBAHHE JOJKHOCTH BKIIIOUAETCS
HauMeHOBaHMe opranu3anuu. Hanpumep:

I'enepanbHBIN AUPEKTOP
®OBY "HaumenoBanue
opraHuzanun" Tloamuce N.0. Damuus

Cmp20 u3 103




denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
v rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii F'AY

V Kpacrosipekuit TAY-CMK-MJ1-7.5.3-2018

IIpu odopmieHnn TOKyMeHTa Ha OJaHKE MOJDKHOCTHOIO JIMIA JOJDKHOCTh 3TOrO JIMLA B
MOJITMCH HE YKa3bIBAETCH.

TToamuce HN.0. ®amunus

[Ipyn moanmucanuu OKyYMEHTa HECKOJIBKUMHU JIOJDKHOCTHBIMH JIMIIAMH, 3aHUMAIOLIMMU pPa3HOE
MOJIOKEHHWe, WX TMOANKCH  pacrlojiaralorcs OJHa IMOJA JAPYroil B MOCJIEI0BaTEIbHOCTH,
COOTBETCTBYIOLIEH cTaTycy JobkHOCTH. Hampumep:

I'enepanbHbIi qUpPEKTOP [Moanuce N.0. Gamunus

['maBHBIM Oyxrantep [Moanuce N.0. Gamunus

[Ipy mnoxamuMcaHUM [OKYMEHTAa HECKOJbKMMHM JIMIIAMUA PAaBHBIX JOJDKHOCTEM UX MOJIMUCH
pacnosararoTcs Ha 0OJHOM ypoBHe. Hanpumep:

3amecTUTENb TUPEKTOPA 3amecTUTENb IUPEKTOpA
1o (PMHAHCOBBIM BOIIPOCaM 10 aJIMUHUCTPATHBHBIM BOIIPOCaM
Iloamuce HN.0. ®amunusg Iloamuce N.0. damunus

B noxymeHTax, moAroTOBICHHBIX KOMHCCHEH, B MOMUCH YKa3bIBACTCS CTATyC JIUIA B COCTaBe
komuccun. Hanpumep:

N.0. damunns

[Ipencenarens koMmuccuu IToanuck
YieHbl KOMHUCCHUH IToanuck N.0. damunns
IToanuck N.0. damunns

HpI/I MmoANMMCaHUN JOKYMCHTA JIMIOM, HWCHOJHAKOIINM 00s3aHHOCTH PYKOBOOUTECIIA, IMOAIKUCH
oopmisiercss ¢ ykazaHMeM cTaryca JOJDKHOCTHOTO JIMIA B COOTBETCTBUM C IPUKA30M
(pacnopsixenuem). Hanpumep:

N.o. nupextopa IMoamuce HN.0. ®amnnns
150105 8

Ucnonugronmii 0013aHHOCTH
JIUPEKTOpa [Toanuce N.0. ®amunus
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[lpy moamucaHuM JAOKYMEHTAa JIMIIOM, HMCIOIUM IMPaBO IMOJIMUCH B ClIy4ae BPEMEHHOTO
OTCYTCTBHSI PYKOBOJMTENS, UCIPABJICHUS B HAUMEHOBAHHE JIOJDKHOCTH M PAcIIUPOBKY (amuiiu
MOJITOTOBJICHHOTO U COTJIACOBAHHOT'O MPOEKTa JOKYMEHTa BHOCSTCS OT PYKH HIIM C UCIOJIb30BAHUEM
COOTBETCTBYIOIIMX INTaMIoB. He gomyckaeTcs cTaBUTh KOCYIO0 4YepTy, HaAmuch "3a" mepen
HAaMMCHOBAHHMEM JIOJDKHOCTH JIMIA B TOJIKCH, €CIH JOKYMEHT IOJANUCHIBAET WHOE JIOJDKHOCTHOE
JIMIIO.

2.47. OtrMerka 00 5SIEKTPOHHON MOJMUCH HCHOJB3YeTCS IJs BHU3YyaJU3allUU AJIEKTPOHHON
MOAMKUCH TOJy4yaTeJeM JIOKyMEHTa NpH OOMEHE »SJICKTPOHHBIMU JOKYMEHTAMH, IOIIUCAHHBIMHU
YCUJIEHHOW KBaJIU(PUIIMPOBAHHOMN 3JIEKTPOHHOM MOAMKCHIO.

B cootBercTBUM ¢ 3akoHOmaTenbcTBOM Poccuiickoit ®Deneparu oTMETKa 00 SJIEKTPOHHOMN
noanucu (GopMUpyeTcs U BU3YaTH3UPYETCs MPOTpaMMHBIMU cpeacTBamMu. OTMeTka 00 AIIeKTPOHHOMN
MOANUCH BKItOYaeT ¢pazy "JIOKyMEHT MOAMHCAH 3IEKTPOHHOW MOANMHUCKHIO", HOMEp cepTudUKaTa
KITI0Ya DJIEKTPOHHON MOANUCH, (HaMUINIO, UMs, OTYECTBO BIaJeNbla cepTudukara, CpoKk ACHCTBUSL
cepru(uKara Kirouya >1eKTpoHHOM noanucu. Hanpumep:

JOKYMEHT ITIOATIIMCAH
RJIEKTPOHHOM MOJIUCHIO
Hupexrop Ceptuduxar lall1aaa000000000011 N.0. @amuust
Bnagenen ®amunnsa Umsg OTuecTtBo
HeiictBurenen ¢ 01.12.2012 mo 01.12.2017

2.48. Tlewarp 3aBepseT TMOJJIMHHOCTh TOJMUCHA JOJDKHOCTHOTO JIMIIAa Ha JOKYMEHTaXx,
yIIOCTOBEPSIONINX TpaBa NI, (PUKCHPYIOMUX (AKTHI, CBA3aHHBIE ¢ (PMHAHCOBBLIMH CPEICTBAMH, a
TaKKe Ha MHBIX JOKYMEHTaX, MPeayCMAaTPUBAIOIINX 3aBEPEHUE MOAMKICH TeYaThi0 B COOTBETCTBUU C
3akoHoJarenbeTBOM Pocceuniickont denepanuu.

I[OKyMeHTI)I 3aBCPAIOT II€YATHIO YHI/IBepCI/ITeTa. ITeuaTs MMPOCTABJILICTCA, HC 3aXBaTbIBas
COOCTBEHHOPYYHOM MOJMMCH JIMLA, IMOANUCABIIErO AOKYMEHT, WU B MecTe, o6o3HaueHHOM "MIT"
("Mecto nevaru").

2.49. OrmeTrka 00 WCHOJHHUTENE BKIOYAeT (HaMUIUIO, MUMs M OTYECTBO (NIPH HATUYUU)
UCTIOJTHUTENSA, HOMEp ero Tenedona. OTMeTka 00 UCIIOIHUTENE MOXKET JOMONHITHCS HAMMEHOBaHUEM
JOJKHOCTH, CTPYKTYPHOTO MOJpa3/eieHHs] U 3JIEKTPOHHBIM aJpecoM HcmoiaHuTens. OtmeTka 00
UCTIONTHUTENE 0POPMITSIETCS Ha JIMIIEBONW CTOPOHE MOCIEAHETO JIMCTa JOKYMEHTa OT TPAHMIIBI JIEBOTO
TIOJISI WUTH, TIPH OTCYTCTBHHU MECTa, - Ha 000POTHOM CTOpPOHE JIMCTa BHU3Y cieBa. Hampumep:

Wneun Unea Unbuy, OTaen ynpasieHus NEPCOHAIOM, BEAYIINUN CIEUAINCT
+7 (391) 224-45-67, llyin_lv@techno.ru

OtmeTka 00 HCHOTHHUTENE MOXET O(OPMIIATHCA KaK HIKHUNW KOJIOHTUTYJ U Ie4aTaTbCs
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mpU(PTOM MEHBLIETO pa3Mepa.

2.50. OtmeTka O 3aBepeHHH KONMUHU OGOpMIISeTCS AJisi MOATBEPKACHUS COOTBETCTBHUS KOIUU
JIOKyMEHTa (BBIMMUCKA M3 JOKYMEHTa) MOAJMHHUKY JOKyMeHTa. OTMETKa O 3aBEPeHHUU KOIUHU
MIPOCTABJISIETCSl HA CBOOOTHOM OT TEKCTa MECTE WJIM, IPU OTCYTCTBHM CBOOOJHOIO MeCTa Ha JIMIIEBON
CTOpPOHE JOKYMEHTa, Ha 000pOTe TOKYMEHTa U BKIIIOYAET: CJIOBO "BepHo", HanMeHOBaHUE JTOKHOCTH
JUIa, 3aBEPUBIIETO KOMHIO; €r0 COOCTBEHHOPYUYHYIO MOJIUCH; paciiu(poBKY MOANUCH (MHHUIHAIIBI,
(bamunuio); 1aTy 3aBEpeHUs KOMUU (BBIMMUCKU U3 JIOKYMEHTA).

Ecnu xomus BbIgaeTcss JUisl MPEJICTaBICHHUs B JPYryl0 OPraHU3aLUI0, OTMETKA O 3aBEpeHUHU
KOIIMH JIOTIOJIHAETCS 3alMChI0 O MECTE XpPaHEHUs JOKYMEHTa, ¢ KOTOPOro Oblja U3rOTOBJIEHA KOMIUS, U
3aBepsieTcs Ievarbio opranu3anuu. Hanpumep:

[Tonnuuuuk noxymenta Haxoautca B ®BY "HaumenoBanue opranuzanuu" B aene N 08-05
3a2015r."

Bepno
3aB. OTJEJIOM yIpaBJI€HUS IEPCOHATIOM [Toanuck N.0O. Gamunus
ara IIeuats

Ha xommsx MHOT'OCTPAHUYHBIX JOKYMCHTOB OTMCTKAa O 3aBCPCHUHU KOIIMH IIPOCTABJIACTCS HaA
MOCJICAHEM JIUCTC HNPOIIUTOrO0 HJIU CKPCIUICHHOTIO WHBIM 06pa30M AOKYMCHTA. 3amuck 0 MecTe
HaxXOXJACHUSA MTOAJIMHHUKA ITPOCTABJIACTCA TONMbKO Ha nocneaHeM niucte JoKyMeHTa.

I[J'ISI 3aBCPCHUA KOIMMKM OOKYMCHTA, W3TOTOBJICHHOM Ha 6YMa)KHOM HOCHUTCIIC, MOXCET
HCIIOJIB30BaThCA IITAMII.

Konun AIIEKTPOHHBIX JIOKYMEHTOB, HaIpaBJIsIEMbIX 1o nH(}OPMAaLMOHHO-
TEJIEKOMMYHUKALIMOHHOW CETH, 3aBEPSIOTCS AJIEKTPOHHOW MOANHCHIO PYKOBOJIUTENS OpraHu3aluu
WJIM MHOTO YIIOJTHOMOYEHHOTO MM JIMIIA ¥ BBICBUIAIOTCS IOJIY4YaTeN0 C COPOBOAUTEIBHBIM TUCHMOM
B (hOpMeE IIEKTPOHHOIO JOKYMEHTA.

Kommnn OJICKTPOHHBIX JOKYMCHTOB Ha (I)I/ISI/I‘-IGCKI/I 000COOJICHHBIX HOCHUTEISX BBICHUIAIOTCS
IoJIy4JaTejiro ¢ COIMpPOBOAMUTEIIbHBIM ITMCBMOM Ha 6YMa)KHOM HOCHUTCIIC.

B conpoBoauTENIBHOM ITUCBME K KOIUSAM JJIEKTPOHHBIX TOKYMEHTOB YKa3bIBACTCS:
HauMEHOBaHME MH(OPMALIMOHHON CUCTEMBI, B KOTOPOH XpaHSTCS IOKYMEHTHI;
HaNMEHOBAHMS IOKYMEHTOB, KOITMHA KOTOPBIX HAIPABJISIFOTCS MTOJIY4aTelto;

Ha3BaHUS (aiiJIoB JOKYMEHTOB C yKa3zaHueM (opmartoB (aiiioB m oObema kaxaoro ¢aiina B
OaliTax;
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JaTta U3roTOBJICHUS U 3aBCPCHUS KOIIHNH.

[Tpu sToM Ha (u3MYeckrn 000COOJCHHOM HOCHTE]IC HECMBIBACMBIM MapKEpPOM YKa3bIBACTCS:
"[Ipunosxxenue k nuceMy ot (mara) N ...".

Konust 351eKTpOHHOT0 JJOKYMEHTA, IPEACTaBICHHAs B BU/IE IOKyMEHTa Ha OyMa)XHOM HOCHTEIIE,
3aBepsAeTCs B IOPSAKE, YCTaHOBICHHOM MHCTpyknmen mais 3aBepeHHMs KONHMH JOKYMEHTOB Ha
OyMa)XHOM HOCHUTEJe, C yKa3aHHEM, B KaKoil WH(GOPMAIMOHHON CHUCTEME XPaHUTCS AIICKTPOHHBIN
JOKYMEHT.

2.51. OTMeTKa O TOCTYIJICHUH JOKYMEHTa CIYXHUT Ul MOATBEPKIEHUsS (pakTa MOCTYIUICHHUS
JIOKYMEHTa B YHUBEPCHUTET U BKIIIOYAET ATy MOCTYIUICHHS M BXOMSIIMN PETHCTPAIlMOHHBIA HOMEp
nokymenta. [Ipy He0OXOIUMOCTH OTMETKA O MOCTYIICHHH MOXET JOTOJIHATHCS YKa3aHUEM BPEMEHU
MOCTYIUICHUS IOKYMEHTA B 4acaX ¥ MUHYTaX U crioco0a TOCTaBKH JOKYMEHTA.

OtMmeTKa o MOCTYINICHUU AOKYMCHTA MPOCTABIACTCA C IOMOIIBIO IITaMIIa.

2.52. Pezomonus AOMKHA COAEpKATh yKa3zaHUE MO HUCIHOTHEHHIO JTOKyMeHTa. Pesomrorus
odopmisercs Ha cBOOOJAHOM MecTe pabodero moiisg JOKyMEHTa, Ha OJlaHKE Pe30JIOIUU U BHOCUTCS
HEMOCPEJACTBEHHO B CHCTEMY 3JICKTPOHHOTO JIOKYMEHTO00O0pOTA.

Pe3omonuss  A0KHA  BKJIIOYATh:  (AMMWIMIO, HMHULMAIBl HUCHOJHUTENS (MCHOJIHMUTENEN),
MOpyYEHUE MO JOKYMEHTY (KOHKPETHOE 3aJlaHu€ IO MCIIOJHEHUIO JTOKYMEHTa WU (HOpMYyJIHPOBKA
LEJIM PAacCMOTPEHMsI JOKYMEHTa), MPH HEOOXOAMMOCTH - CpPOK HCIOJHEHUs, MOJMHUCh JIUIA,
BBIHECIIETO PE3OIIOLIUIO, ATy PE3OTIOLHH !

damunng U.0., Gamunusg 1.0.
[Ipoury moAroTOBUTH MPEASIOKEHUS

k 10.11.2018 Iloamuce

Jara

CpOK HCIIOJIHCHUSA MTOPYUCHUA HEC JOJIPKCH YKA3bIBATHCA, €CJIM OH Ha3BaH B TCKCTC MOCTYIMUBIICTO
AOKYMCHTA U PYKOBOJUTCIIb HC CUUTACT HeO6XO,[[I/IMLIM HU3MCHUTBH €ro B CTOPOHY COKpAIICHUSA WA
ABJISICTCA TUIIOBBIM IJIA JAHHOI'O BHJa JOKYMCHTA.

[lpy yKka3aHuUM HECKOJNBKMX HWCHOJHUTENEH (paMuiIvs OTBETCTBEHHOTO  WCIOJHUTEIS
yKa3bIBAa€TCsI MEPBOM, MOAYEPKUBACTCS UK 0003HadaeTcst c10BoM "oTB." ("OTBETCTBEHHBIN").

2.53. OTmMeTka O KOHTpOJIE CBHUJAETEIBCTBYET O IIOCTAHOBKE JIOKYMEHTa Ha KOHTPOJIb,
npocrasisercs mramnoM "KoHTposp" Ha BEpXHEM 10JIE TOKYMEHTA.

2.54. OTMeTKa O HampaBJIEHUU JIOKYMEHTa B JI€J0 OIpeAeseT MECTO XpaHEHUs JOKyMEHTa
rocJe 3aBepiueHus paboThl C HUM M BKIIIOYAeT: ciioBa "B 1eno", uHaeKc fena no HoMeHKIaType Jel, B
KOTOpO€ MOMEMIAETCs] JOKYMEHT Ha XpaHEHHE, C yKa3aHHeM roja, JOJDKHOCTH JIMIa, 0()OPMHUBILETO
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OTMETKY, NoAnucH, Aarsl. Hanpumep:

B neno N 01-18 3a 2018 r.
HavanbHuK FOpUIMYECKOro OT/ea

TToamuce [ara

OtMmeTKa o HaIllpaBJICHUKU JOKYMCHTA B JACJIO MOXCT OOIOJHATHECA KPATKHUMH CBCACHUAMU O
XapaKTepe UCIIOJIHCHUA JOKYMCHTA.

I11. IToaroroBka u ogopmiieHHEe OTAEAbHBIX BUA0B JOKYMEHTOB

3.1. JlokanbHble HOpMaTUBHBIE akThl (Hanee - JIHA) YHuBepcuteTa U3gar0TCs B BUJIE MPaBUIL,
MOJIOKEHHUI, HHCTPYKIUH, PETJIaMEHTOB, IepeYHeH, KIacCu(UKATOPOB U IPYTUX BUIIOB TOKYMEHTOB.

JIHA npuobperaroT OPUANYECKYI0 CHIIY I[IOCJI€ HUX YTBEPXKICHUS PACHOPSIUTEIHLHBIM
JOKyMEHTOM  (NIPUKAa30M) WJIM  HEMOCPEACTBEHHO  PYKOBOJMTEIEM  OpraHu3allid  WHBIM
YIOJHOMOYEHHBIM UM JIULOM.

PykoBonuTenu cTpyKTypHBIX OJpa3/ieieHuil He Bipase usaasars JIHA.
3.2. JIHA moryT ObITb:
MOCTOSIHHO JeMCTBYIOIUMHU (6€3 OrpaHMUYEHHs CPOKA UX IIPUMEHEHUS);

BPEMCHHBIMU (I[CI\/JICTBYIOHH/IMI/I B TCYCHUC YKAa3aHHOI'O B HHX CpOKa WM OO0 HACTYIJIICHHA
OTIpEIETIEHHOTO COOBITHS).

3.3. OcHoBauueM g n3nauusd JIHA saBnsroTcs:

3aKOHOJaTeNIbHbIE M MHbIE HOpPMaTUBHBIE MpaBoBble akThl Poccuiickoit @enepanuu (ykassl U
pacniopsbkenust  IIpesmnenta Poccumiickorn  ®enepanuu, TIOCTAHOBIECHHUS W PACIOPSKEHUS
IIpaBurenscTBa Poccuiickoit denepanyu, akTsl GeiepaibHbIX OPraHOB UCIOIHUTENBHOM BIACTH);

3aKOHOJaTeNbHbIe aKkThl cyObekTa Poccuiickoii @enepanyivi, HOPMaTUBHBIE IPABOBBIE AKThI
OpraHoB TOCYJIapCTBEHHOH BiacTu cyObekTa Poccuiickoit denepanuu;

paHee u3nanupie B opranuzanuu JIHA n/wnmm pacnopsauTenbHble TOKYMEHTHI.
3.4. JIHA u3nparorcs B LENAX:

YCTAHOBJICHUA  HOPM, Tpe60BaHI/II71, npaBujl B OTHOLICHWU TMPEAMCTAa HOPMATHUBHOI'O
Cr'yJINPOBaHUs, paHCC HE SABIABIICMCA NMIPEIAMETOM PETYIIMPOBAHUS B YHuBepcurere;
’ )

HN3MCHCHUA CYHICCTBYHOIIIUX HOPM, Tpe60BaHPIfI, IpaBHJI, YCTAHOBJICHHBIX PaHCC U3AAHHBIMU
HOPMAaTUBHBIMU JOKYMCHTaMU,
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OTMEHBI paHee YCTaHOBIEHHBIX HOPM, TPEOOBAHUH, TIPABUIL.

3.5. Ilpemnnoxkenue o paspaborke mpoekta JIHA BHOCHTCS PYKOBOIUTEIEM CTPYKTYPHOTO
MOApa3ACIICHNs UJIK UHBIM JI0JDKHOCTHBIM JIUIIOM.

3.6. JIHA paspabaTsiBaeTCs B CiIydae, €CIIH:

UMEETCsl Y4acTOK paloThl (BONPOCHI JESTENBHOCTH), HYXIAIOUUNACS B HOPMAaTUBHOM
peryJIupoBaHuH;

Tpe6yeTc>1 BHECEHME 3HAUUTEIHLHOT'0 KOJIMYECTBA M3MEHEHNM B paHee HpI/IHHTHﬁ .HHA,

BBIABIICHO Heckoiabko JIHA, perynupyrommx CMeKHbIE BOIPOCHL, KOTOPBIE LEIeCO00pa3HO
O00BETUHHUTD B OJJH JJOKYMEHT.

AKTyaJ'II/ISaI_II/IH PpaHEC IIPUHATBIX JJHA OCYHICCTBJIACTCS YC€PE3 BHCCCHUEC B HUX H3MEHEHHH.

3.7. llpennoxenue ¢ 000CHOBaHHEM HEOOXOAUMOCTH pa3paboTku HoBoro JIHA npexncrasnsercs
PYKOBOAUTENEM CTPYKTYPHOTO MOAPA3/CICHUS I MHBIM YIIOJIHOMOYEHHBIM JOJDKHOCTHBIM JIUIIOM
pexTopy YHuBepcureTa B (hopMe TOKIAIHOH (CITy>)KeOHOI ) 3aIMCKU, B KOTOPOH M3JIaraeTcs:

BOIIPOC, Tpe6yfomm71 peuICHUA, C H3JIOKCHHUECM OCHOBHBIX HaHpaBHeHI/Iﬁ, CIoco0oOB  €ro
PCUICHUA,

IMPOrHO3 HOCJIG)ICTBI/Iﬁ NPUHATHA HOPMATUBHOI'O JOKYMCHTA,

OpraHu3allMOHHbIE, KaJIpOBble, (PMHAHCOBbIE, MAaTEPHATLHO-TEXHUYECKUE U UHBIE MEPOIPUSATHS,
KOTOpbIe He00X0IMMO Oy/IeT IPOBECTH B CBSI3U C MPUHATHEM HOPMATHUBHOIO JOKYMEHTA;

MEpCUCHb paHCC H3JAHHBIX .HHA, noajaexKalmmux OTMCHE B CBiA3M C H3JAaHUCM HOBOTI'O
HOPMATUBHOI'O JOKYMCHTA,

MpeiaraeMblii CPOK TSl pa3pabOTKU MPOEKTa HOPMATUBHOTO IOKYMEHTA.

3.8. CornacoBanue mpoektoB JIHA ocymectBisiercs B cOOTBeTCTBUM ¢ myHkTamu 4.1 - 4.13
HNHucTpykuun.

3.9. JIHA yTBepxkKaaeTrcss MNPUKA30M PEKTOpa, €CIM OJHOBPEMEHHO C YTBEPXKICHUEM
HOPMAaTUBHOTO JOKYMEHTa HEOOXOAMMO TPHHITH MEpPhl OpraHU3alMOHHOTO, (PUHAHCOBOTO,
TEXHUYECKOTO, KaApOBOTO WM HWHOIO XapakT€épa W AaTb COOTBETCTBYIOINIHMEC IMOPYUCHUA
PYKOBOJUTENSAM CTPYKTYPHBIX TOJIpa3ACIeHUI WM UHBIM paOOTHUKAM YHHBEPCUTETA, a TAKKE €CIU
He00X0IMMO BHECTH U3MEHEHUS WIN MIPU3HATh YTPATUBIIUMU CHITy paHee yTBepkiaeHHble JIHA.

3.10. U3menenus B JIHA u ormena JIHA odopmisitoTcs mpuka3oM pekTopa YHHUBEpPCUTETa WIN
MHOTO JI0JKHOCTHOTO JIMIA, IPUHUMAaBIIEro pemenue o0 yreepxaenun JIHA.

Wsmenenus B JIHA u ormena JIHA, yTBepKAeHHBIE HEMOCPEACTBEHHO COOCTBEHHOPYYHOM
MOJMKUCHI0 PEKTOpa YHHUBEPCUTETA WIM MHOTO YIMOJTHOMOUYEHHOTO UM JOJKHOCTHOTO JiHIa B Tpude
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YTBCPKIACHUA, BHOCATCA IIPpHUKA30M, n3aaBacMbIM PEKTOpOM YHI/IBepCI/ITeTa niin HMHBIM
YIOJIHOMOYECHHBIM UM JOJDKHOCTHBIM JIMIIOM.

3.11. B Tekcre mnpukaza o0 yTBepkaeHMHM, u3MeHeHuM win oTrMmeHe JIHA wucnons3yrorcs
(hopMyYITUPOBKHU:

npu yrBepxkaeHun Hosoro JIHA: "Vrteepauts (HazBanue JIHA)" mnu "YTBepauth (HazBaHue
JIHA) u BBecTu B aelictBue ¢ (nata)". Hanpumep:
1. Y1Bepautsh Ilonoxxenue o 1oKaabHBIX HOPMAaTUBHBIX aKTaX OpraHU3aliH,
WIIH:

1. YTBepauts lllTtatHOoe opranuzanuu Ha 2019 rox u BBectu ero B jaeictBue ¢ 1
ssaBaps 2019 r. (mpusoxeHue).

IIpY BHECEHUM M3MEHEHUU B paHee yrBepkiaeHHbIM JIHA: "BHectu m3MeHeHus B (Ha3BaHue
JIHA). Hanpumep:

1. Buectu cnenyromue wusmeHenuss B IlltatHoe pacnucanme nHa 2019 rop,
yrBepxaeHHoe npukazom ObY "HaumenoBanue opranuzanuu" ot 25 nekadps 2018 r.
N 345: ...

npu otMeHe paHee yrBepxkaeHHoro JIHA: "Ilpusnare yrpatuBmmm cuny (Hazanue JIHA),
yTIBepxacHHOe ...". Hampumep:

4. IlpusHath yrpaTtuBmMM cuiy llonokeHue o HEHOPMHpPOBAHHOM paboueM JHE,
yTBepkaeHHoe npukazoM OBY "HaumenoBanue opranuzanuu” ot 15 deBpans 2017 r.
N O-22.

3.12. OCHOBHBIMH PCKBU3UTAMU JIHA sBIstoTCS: HaMMEHOBAHHE OopraHnu3alli, HAMMCHOBAHUC
BUJa OOKYMCHTA H 3aroJIOBOK K TCKCTY, COCTAaBJIANOIIMWC OJHO LCII0C, T‘pI/I(b YTBCPXKIACHUA, MECTO
HU3JaHUus JOKYMCHTA.

Eciu npoext JIHA sBisieTcss MHOTOCTpaHUYHBIM M K HeMy OQOpPMIISIETCS TUTYJBHBIM JIHCT,
YKa3aHHBIC BBILIE PEKBU3UTHI Pa3MEILAIOTCS HA TUTYJIBHOM JIMCTE.

3.13. Uudopmarus cupaBoYHOrO xapakrepa (rpaduku, cxemsbl, TabIuIbl, (GOpMbI TOKYMEHTOB)
odopmisieTcs B Buje nmpuiiokenuit Kk JIHA.

Ha npunoxenusx xk JIHA odopmisiercst pekBU3UT "OTMETKA O MPHJIOKEHUH" B COOTBETCTBUU C
yHKTOM 2.44 HCTpyKIIUK.

3.14. JIHA Bctynaer B cUily B CPOK, YKa3aHHBIH B IIpHKa3e, KOTOpsIM yTBepxkacH JIHA, nmu ¢
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natbl yrBepxkaeHus JIHA.

3.15. PacnopsauTenbHble JOKYMEHTBHl OpraHM3alldl H3Jal0Tcs B (opMe MPUKA30B U
pacriopspxeHuid. (mpuioxkenne Ne 1, 2).

[Tpuka3bl U3Aar0TCS B LIETAX 0(OPMIICHHS PEIICHUN:

HOPMAaTHUBHOTO Xapakrepa (eciu mpukazoMm yreepxknaaercs JIHA unu npuHumaetcs: pelieHue
OpPTraHU3aIMIOHHOTO XapakTepa, HampuMep, NpUKa3 00 YTBEPKICHUU CTPYKTYphl W IITATHON
YHCIIEHHOCTU OpTaHU3aIix);

OpTraHru3allMOHHOI0, aIMUHHUCTPATHUBHOTO, B TOM YHCJIC OIICPATHUBHOI'O XapaKTEpa 110 BOIIpoCcaM
OCHOBHOH ACATCIIBHOCTH yHI/IBepCI/ITeTa.

3.16. IIpoekTbl NpHKa30B [0 OCHOBHOM JAEATEIbHOCTU T'OTOBAT CTPYKTYpPHbIE MHOJpa3AeieHUs
VYHHUBepcUTETa Ha OCHOBAaHMHM TIOPYYEHHH pPYKOBOJACTBA JIMOO B WHUIMATUBHOM TIOPSIKE.
OTBETCTBEHHOCTh 3a Ka4ye€CTBEHHYIO IIOJAIOTOBKY IIPOEKTa IPUKA3a, COIJIACOBAaHUE U IPaBUIIBHOE
oopmieHre MpoeKTa HECeT PYKOBOIUTENb IMOJPA3/ACiCHUs, KOTOPBIH TOTOBUT MPOEKT MpUKa3a H
IIPENICTABIISET €ro Ha MOINUCH.

3.17. KoHTpons 3a TpPaBWIBHOCTBIO O(GOPMIICHHS TPOCKTOB TPHKA30B OCYIIECTBIISET
KaHLIeTspusi Y HUBEPCUTETA.

3.18. Ilpukassl, u3aBaemMpie B YHUBEPCUTETE, HE JOHKHBI TPOTUBOPEUYUTH 3aKOHOATEIHCTBY
Poccuitckoit denepannu, YcraBy YHHUBEPCUTETA, JOKAJIBHBIM HOPMATUBHBIM aKTaM Y HUBEPCUTETA U
paHee U3JIaHHBIM MPHUKa3aM Y HUBEPCUTETA.

3.19. Ilpuka3bl 10 OCHOBHOMU JESTEIbHOCTH U3/IAI0TCH:

BO HCIIOJIHCHUC HOPMATUBHBIX IIPABOBBIX AKTOB OPraHOB FOCYI[apCTBCHHOI\/’I BJIaCTU H
BBIICCTOAIINX OpFaHI/I?;aHI/II\/'I;

B IIEJIIX OCYIIECTBJIEHUS YIPABICHUECKOW NEsATEeIbHOCTH, BBITEKaroUled M3 (yHKUMH M 3a1ad
YHusepcurera.

3.20. Ilpuka3pl MO OCHOBHOW JEATEIHLHOCTH COCTAaBJSIOTCS HAa OCHOBE TIIATEIBHOTO U
BCECTOPOHHETO HM3YyU€HHUS BOIPOCOB, TPEOYIOIIMX pa3pelieHusi, YToObl CoJepiKalecs: B MpUKa3ax
HOpyquHSI 6I)I.]'H/I KOHerTHBIMI/I, O6€CHC‘II/IBaJ'II/ICI) JOCTAaTOYHBIMHAU MaTepHaJIBHO-TeXHI/IquKI/IMI/I 58
(bMHAHCOBBIMHU CPEACTBAMH U B JalIbHEHIIIEM UCKIIOYAId HEOOXOAMMOCTh KOPPEKTHPOBKU MPUHSATHIX
pEIICHUH B CBS3M C HEMOJHOTOH MIIM HEJTOPaOOTKOW MPEIbIIYIIEro MPHKa3a.

3.21. Ilpuka3sl YHuBepcutera oG(OpMISIOTCA Ha ONaHKe IMpHKa3a C HCIOJb30BaHUEM
CIIEYIOIMX PEKBU3UTOB: JlaTa JOKYMEHTa, PEruCTPAllMOHHBIII HOMEp IOKYMEHTa, 3arojoBOK K
TEKCTy, TEKCT, NoANnuch. Jlara W perucTpalMoOHHBIA HOMEp MpHKa3a MPOCTABISAIOTCA IOCIIE
MOJNKCAHUS IPUKa3a pEeKTOPOM Y HUBEpCUTETA.

3.22. 3aroioBoK K IMpUKa3y rneyaTracTcsa 4epe3 OJUH Me)KCTpo‘-IHHﬁ HHTEpBAJI MO PCKBU3UTAMU

Cmp?28 u3 103




denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
v rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii F'AY

\// Kpacrosipekuit TAY-CMK-MJ1-7.5.3-2018

OnaHKa ciieBa OT TPaHMIIBI JIEBOTO NOJs. Touka B KOHIIE 3arojIOBKa HE CTABUTCS. 3ar0JIOBOK K MPUKa3

y
dbopmynupyercs ¢ npemsorom "o" ("o0"), KpaTKO M TOYHO OTpaxkas COJAEp)KaHWE TEKCTa IpHUKasa.
Hanpumep:

OO0 yrBepkaeHnn MHCTPYKINH 1O AETONPOU3BOICTBY;
O nopsake GUHAHCUPOBAHUS PEKIIAMHON KaMITaHUY;
O co31aHuy HKCIEPTHON KOMUCCHUH.

3.23. TekcT mpHKasza COCTOUT U3 IBYX yacTeil: 000cHOBaHMS (IpeamMOyIIbl) U pacopsIuTEIbHON
yacTu. B 000cHOBaHWY yKa3bIBaeTCsl OCHOBaHME, MPUYMHA WJIH 1I€JIb U3aHKs JoKyMeHTa. Hampumep:

B cooTBercTBuU C npukazoM MUHHCTEPCTBA CBA3M U MACCOBBIX KOMMYHHMKALIMN OT
25 pexabps 2014 r. N 1494 "OO6 yrtBepxknenuu IIpaBunm oOMeHa JOKYMEHTaMU B
AJIEKTPOHHOM BHJIE TPU OPTaHU3AINHA WH()OPMAIIMOHHOTO B3aUMOJICHCTBUS " ...

B umensx opraHuzanumu M OpoBeAeHHUS pabOThl MO  3KCIEPTH3E ILIEHHOCTH
JOKYMEHTOB, OOpa3yIOLIMXCs B JEATEIbHOCTH OpraHu3aluM, M OTOOpy HX AJs
Iepeaady Ha XpaHEHUE B ApXUB Y HUBEPCUTETA U K YHUYTOKEHUIO ...

3.24. PacnopsauTenpHas 4YacTh IIPUKa3a HA4YMHAETCA CJIOBOM '"MPHUKa3bIBaKw', KOTOpOE
[1e4YaTaeTcsi CTPOUYHbIMU OyKBaMU Bpa3psiiKy.

PaCHOp}I,I[I/ITCJ'H)HaSI JacCTb MOXKCT COACPIKATD:

pelLlIeHHs] OpPraHW3alMOHHOrO XapakTepa (yTBepAMUTh, CO31aTh, IpeoOpa3oBaTh, TUKBUANPOBATH,
MPU3HATh YTPATHUBIIUM CHILY);

KOHKPCETHBIC ITOPYUCHUS C YKA3AHUEM HCITOJTHUTCIIA (I/ICHOJ'IHI/ITeJ'IeI\/’I) 1 CPOKOB HX BBIIIOJIHCHU .

3.25. Kaxnoe pemienue (mopyuenue) opopmisiercs B MpHUKa3e Kak OTACTbHBINA MyHKT. [TyHKTBI
IpUKa3a pacroyiaraloTcs B JIOTUKO-BPEMEHHOW MOCIIEAOBATENbHOCTH U HYMEPYIOTCS apaOCKUMU
mudppamu. Ecau mopydeHue naeTcss KOHKPETHOMY MOJIPa3/IeNeHHI0, €ro HauMEHOBaHHME IHUIIETCS
MOJTHOCTBIO, B CKOOKax YKa3bIBAIOTCS (GaMHIUs ¥ WHHUIWAIGI PYKOBOAWTENS TOAPA3JCICHHS B
MMEHMTENBHOM Majexe. Hanpumep:

... IPUKAa3bIBAIO:
1. Yuebnomy otneny (@ammmus M.0.) x 01.11.2018 moaAroToBUTh U MPEACTABUTH
Ha YTBEPXKJICHUE TIJIaH yueOHO-MeTou4deckoi pabotel Ha 2019 rog.

Ecnu nopydeHue naeTcsi KOHKPETHOMY HCIIOTHHUTENIO, €r0 JOHKHOCTh U (DaMUJIHS YKa3bIBAIOTCS
0e3 ckoOOK B maTembHOM majexe. Hanpumep:
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3. I'maBaomy Oyxranrepy (®ammmus M.0.) NOATOTOBUTH M TPEICTABUTh HA
pPacCMOTpPEHHE M YTBEPKJEHHE CMETY KOMaHJMPOBOYHBIX pacxonoB Ha 2019 ron B
cpok 10 30.11.2018.

[TpennuceiBaeMoe IEHCTBHE BBIPAXKAETCS TJIAroJIoM B HeompeaeneHHon ¢popme. He momyckaercs
yHOTpeOIsATh HEKOHKPETHBIC BBIPAKEHHS TUIA "yCHWIUTh", "yCKOpHUTH", "0o0ecrneunTs B KpaTyaiiime
cpoku".

Ecau OAHOMY MHCIIOJIHUTEIIIO HCO6X0)II/IMO IMOPYYUTb HECKOJIBKO PA3HbIX 3a,I[aHI/II71 C OJHUM
CPOKOM BBIIIOJIHCHUA, OTBETCTBCHHBIN HCIIOJHUTEIb H CpPOK HCIOJHCHHSA YKa3bIBAOTCA OJWH pa3 B
OCHOBHOM ITYHKTC, a IOPYUYCHUA BBIACIIAOTCA B OTACIIbHBIC IMOAIYHKTHI. Ecau y HOpy‘IeHI/Iﬁ Pa3HbBIC
CPOKH UCIIOJIHCHUA, CPOKH YKA3BIBAIOTCA HC B OCHOBHOM ITYHKTC, a4 B KaKAOM IMOAITYHKTC.

CpoK HCIIONHEHHUs AOJDKEH ObITh pealibHbIM, COOTBETCTBOBATh 00BEMY MpPEANOaraeMbIX padoT.
[Ipn ycraHOBIEHMHM CpOKa CIIeyeT YYHTHIBaTh BpEeMs JOBEICHHUS JIOKyMEHTa /0 KOHKPETHBIX
HUCIIOJIHUTEIIEN.

CpoK UCHOJHEHHUS B IyHKTaxX paclopsAUTEIbHOM 4YacTH NMpHKa3a HE YKa3bIBaeTcs B Clyyasx,
€CJIM JEHCTBUS HOCAT PETYJIAPHBIA XapaKTep W UX BBINOJHEHUE IPEIIUCHIBAETCS HAa BECh MEPUOJ
neicTBus mpukasa. KoiauuecTBO HCHOJMHUTENEH IO  KaXJIOMY IYHKTY (TOAMYHKTY) He
orpannuuBaeTcs. OTBETCTBEHHBIIN HCIIOIHUTENb YKa3bIBAETCS IIEPBHIM.

Ecnu mpuka3 OTMEHSET MOJHOCTHIO MM YaCTUYHO PAHEE U3JAHHBIE JOKYMEHTHI IO TOMY K€
BONIPOCY, TO B TMPEANOCIETHEM IYHKTE NpHKa3a HEOOXOJUMO HUX IMEPEUUCINTh C YyKa3aHUeM
HAaMMEHOBAHMS JOKYMEHTa, €ro JaThl, HOMEpa, 3aroyioBka. Hanpumep:

4. Ilpu3HaTh yTpaTUBIIUM CHIIy IIpHKa3 YHuBepcuTeTa oT 5 aBrycra 2010 r. N 175
"O6 yTBepKJIeHUU DKCIEPTHOW KOMUCCUH OpraHu3auuun’.

HOCJ’ICI[HI/II\;I IMYHKT IIpHUKa3a - ITYHKT O KOHTPOJIC, B HEM YKa3bIBAKOTCA MOOJIZKHOCTH JIMIA,
OTBCTCTBCHHOI'O 3a UCIIOJITHCHHUEC JOKYMCHTA B LICJIOM, €TI0 q)aMI/IJ'II/ISI 1 MHUIHAJIbI. Haan/IMep:

4. KoHTponb 3a MCMONHEHHEM IMPHKa3a BO3JAraeTcsi Ha MPOPEKTopa Mo Y4eOHOM
pabore Damumnus U.0O.

B oTnenpHbIX ciydasix pekTop YHUBEpPCUTETa MOYKET OCTaBUTh KOHTPOJIb 3a cO00ii:
KoHTposb 3a HCIIOJTHEHHEM MPHKa3a OCTaBIISAIO 32 COOOH.

3.26. He Bxirouaercs B TEKCT npuka3a nyHKT "lIpuka3 nosectu 1o ceeneHus ...".

[Toapaznenenust U MOKHOCTHBIE JIMIIA, O CBEACHHUS KOTOPHIX HEOOXOIMMO JOBECTH MPHUKA3,
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NEPCUHUCIIAIOTCA B YKA3aTeCJIC (JII/ICTe, CHI/ICKG) pacCbUIKHU, KOTOpBIfI TOTOBHUTCA UCIIOJTHUTCIICEM U MOXCT
O(bOpMJ'I?[TBC?[ Ha O60p0THOI>i CTOPOHE IIOCIICAHETO JIMCTA ITPpUKa3sa, 1100 Ha OTACJIBbHOM JIUCTCE.

3.27. B npuka3ax He JOIyCKaeTCs:
U3MEHEHHE PaHee YCTAHOBICHHBIX CPOKOB BBIITOJHEHUS 3aJaHNH B CTOPOHY UX YBEIHUYCHUS;

IIPUMEHEHNE TPOU3BOJBHBIX COKPALIEHUA WIA HMCKAXKEHUE HANMEHOBAaHUM CTPYKTYPHBIX
MOJpa3ICICHUI Y HUBEPCUTETA, TOABEIOMCTBEHHBIX OPraHU3alUi-UCITOTHUTENEH;

NPUMEHEHHE TPOM3BOJIbHBIX (HE OOLIENPUHATHIX) TEXHUYECKUX U JPYTUX TEPMHUHOB,
COKpAIIICHHBIX CJIOB U HAUMEHOBAHHIA.

3.28. Ilpm Hanuuuu TPUIOKEHHH B TEKCTE TIpUKa3a B COOTBETCTBYIOUIMX ITYHKTaxX
paclopsITUTEIbHON YacTH JArOTCA OTCHUIKHM: ... (mpwiokenue N 1); ... (mpunoxkenue N 2); ...
"'COrIacHO MPUJIOKEHHUIO", HA TIPHIIOKEHUH 0(OPMIISETCS OTMETKA O IPUIIOKCHUU:

[Tpunoxxenue N 1

k npukazy ®bY "HaumenoBanue
opranuzaiuu"

or 12.11.2017 N 215

W3nanne BMecTe C MNpPUKA30M MPUIIOKEHHM, HE YHNOMSHYTBIX B TEKCTE JOKYMEHTa, HE
JIOTTYCKaETCsl.

Ecnu 10KyMeHT, yTBEpKICHHBIN IPUKA30M, BIIOCIECACTBUU ACUCTBYET B BUIE CAMOCTOSATEIBHOIO
JIOKYMEHTA, Ha TMIEpBOM JIUCTE JJOKYMEHTAa B BEPXHEM NPAaBOM YIIIy IPOCTaBIIsIETCS TpU( YTBEPKACHUS
(mpu He0OXOAMMOCTH, - C YKa3aHUEM HOMepa MPHIIOKEHHs ), HATpUMED:

HNHucrpykuus YTBEPX/EHA
npukazoM OBY "HaumenoBanue

opraHuzanuun”
ot 22.01.2017N 5

3.29. PacnopspkeHust opopMIIIOTCSA O TEM K€ IpaBUJIaM, YTO U MPHUKA3bl, 32 HCKIIOYCHUEM
TOTO, YTO B KOHIIE MpeaMOyJIbl CTABUTCS ABOETOYME, ITOCIIE YETO CAEAYIOT MMYHKThI PaCOPSAUTEIbLHON
yactu. Hanpumep:

B nensax ncnonnenus npukaza ®bY "HaumeHnoBanue opranuzanuu” ot 22 aBrycra
2018 r. "OO opraHMzanMu ¥ TpoBedeHUM KoHKypca '"Jlyumas mabopatopus
VYuusepcurera - 2018":

1. PykoBoautensm ympaBieHHH, oTAenoB U jgabopatopuit B cpok a0 10 ceHTaOps
2018 r. mpencTaBUTh CBOM NPEAIOKEHNUS JIs yU4aCTHs B KOHKYpCE.

Cmp31 u3 103




denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
v rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

\// Kpacrosipekuit TAY-CMK-MJ1-7.5.3-2018

Kpacnospckuii F'AY

PacniopsixeHust MOT'YT HE UMETh ITPeaMOYyJIbl.

3.30. Jlo mpencraBiieHuss Ha MOJNMCH MPOEKT IpHUKa3a (PacloOpsyKEHUs) COINIACOBBIBAETCS C
3aMHTEPEeCOBAHHBIMH JIUI[AMU B COOTBETCTBHU C IMyHKTamu 4.1 - 4.11 MuHcTpyKuum.

3.31. [Ipuka3 moAMuUCHIBACT PEKTOP YHUBEPCUTETA WIIU JTUI0, UCTIOTHSIOINIEE €r0 00S3aHHOCTH.
PaCHOpH)KeHI/Ie IMOAINUCHIBACTCA PYKOBOJAUTCIICM I/I/I/IJII/I HWHBIMU YIIOJIHOMOYCHHBIMHU UM JIMIIAMHU.

3.32. Konuu npuka3oB (pacnopsbKeHUI) pacChUIaloTCsA B COOTBETCTBUU C yKa3aTeseM (JIHCTOM,
CIIMCKOM) PacChUIKHM UCTIOTHUTEEM JTAHHOTO MPUKa3a.

DNeKTpOHHAas KOMUS TpUKa3a pa3MellaeTcss B COOTBETCTBYromlel 0a3e nmanueix COJl wiu Ha
KOpPIIOPATUBHOM IOpTase YHuBepcurera B cet "MHTepHeT".

3.33. Ilpu opopmiieHHH TTPHKA3a, H3aBAEMOT'0 COBMECTHO C JIPYTOi OpraHU3aIueii:
OJIaHK HE UCIIONIB3YETCS,;

HAaMCHOBAaHUA OpFaHI/ISaHI/Iﬁ neyaTaroTCAa Ha OAHOM YPOBHE;

HanMeHoBanue Buaa nokymenta (IIPUKA3) pacnonaraercst mo neHtpy.

JlaToil COBMECTHOIO IPHKa3a sBJIACTCS JaTa IIPOCTABICHUS MOCIEAHEN ITOAIUCH Ha JOKYMEHTE.
PerucrpanmoHHslii HOMEpP COBMECTHOTO IIpUKa3a COCTOMT W3 PETHCTPALMOHHBIX HOMEPOB,
IIPUCBOEHHBIX KaXIOW U3 OPraHU3aluil U MPOCTABISAEMBIX U€pe3 KOCYIO YEPTY B MOPSAIKE yKa3aHUs
OpraHu3alyi - aBTOPOB JTOKYMEHTA.

TexkcT COBMECTHOro IMpHKa3a U3Jaraercs OT IMEepBOr0 JIMIAa MHOXKECTBEHHOrOo 4YHcia
("mpuka3biBaeM"), TOAMMCH PYKOBOAUTENEH OpraHU3alMid pacnojaraTcs Ha OJHOM YpOBHE CJeBa U
crpasa.

3.34. JlessTeNbHOCTh MO COBMECTHOM BBIpa0OTKE PELICHUI Ha 3aceJaHUsX COBETOB, KOMHUCCHIA,
COBEMIaHUSIX 0(POPMIISIETCS TPOTOKOIAMH.

[TpoTokoI cocTaBisieTcss HA OCHOBAaHUH JAUKTO(POHHBIX (PYKOMUCHBIX) 3aMUCeH, MPOU3BEICHHBIX
BO BpeMs 3acelaHMsi, INPEACTABICHHBIX TE3MCOB JOKIAJ0B W BBICTYIUIEHUH, CIPaBOK, NPOEKTOB
pelieHnit (MocTaHOBIIEHUI).

[Tporokon odopmisiercs B T€UEHHUE OJHOTO - TpeX THEH Mocie MpOBEIEHUsS 3acelaHus, €Clu
CPOKH €ro MOJIrOTOBKH HE OTOBOPEHBI 0C000.

3.35. PekBu3zuTtamMu mpoOTOKOJIA SIBJIAIOTCS: HAMMEHOBAHWE OpPraHM3allMy, HAUMEHOBAaHHUE BHJIA
JIOKYMEHTA, 3arojIoBOK K TEKCTY, JlaTa U MECTO 3acelaHMsl, PEerMCTPAl[MOHHBII HOMEp MPOTOKOIA,
TEKCT, MOJIHUCH.
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3.36. 3arosioBOK K TEKCTYy IIPOTOKOJIa OTBEYaeT Ha BoOIpoc "uyero?" M COAEPKUT yKa3zaHUeE
NOJpa3AeIeHuUs WIK OpraHa, IesITeIbHOCTh KOTOPOro mpoTokoiaupyercs. Hanpumep:

IMPOTOKOJ 3aCCJaHuA aTTECTAllMOHHON KOMHCCHUU
IMPOTOKOJI 3aCCaAaHus1 Hay‘IHO-MeTO,HH‘IeCKOﬁ KOMHCCHU.

Jlaroil nporokona siBiseTcs naTa 3acefqaHus. Eciu 3acenaHue mpojosKaeTcs HECKOJIbKO JIHEH,
YKa3bIBaeTCs JlaTa Hayaja 3ace/laHus U Yepe3 TUpE - 1ata okoHyaHus: 12 - 13 mas 2018 1.

3.37. TekcT MpOTOKOJA JOJKEH COCTOATh M3 JIBYX 4YacTed: BBOJHOM M OCHOBHOW. B BBOmHOM
JacTH MPOTOKOJIA YKas3bIBaloTCA (ammiuu mpencenarens (MpeacenaTebCTBYIONIET0); CEKpeTaps;
dbaMuIMK Y4acTHHUKOB, MPUCYTCTBYIOIIMX HA 3aceJaHWM; JHI], MPUTIANICHHBIX Ha 3acelaHue;
IMOBECTKA JTHS.

Ecau xonuuectBO MNPUCYTCTBYIOIINX HA 34CCHAHUU IIPCBBIIIACT 15 YCJIIOBCK, B BBOZ[HOﬁ qaCTu
IIPpOTOKOJIa ACJIACTCA CChLJIKA Ha CIIMCOK, HBﬂﬂmMHﬁCH HEOTHEMIIEMOM YaCThIO IIPOTOKOJIA. HaHpHMep:

[IpucyrcrBoBanu: 25 den. (CIIMCOK MpUiiaraeTcs).

BBomHas 4YacTh TPOTOKONA 3aKaHYMBACTCS TIOBECTKOM JHS, COJEp)Kalled IepedeHb
paccMaTpUBaeMBbIX BOIIPOCOB, TIEPEUMCIICHHBIX B MOPSIKE UX OOCYKACHUS C YKa3aHHUEM JIOKJIATunKa
M0 KaXJIOMy paccMarpuBaeMoMy Bompocy. Bompocsl moBecTku JHS (GOpMYyIUPYIOTCS C MPEIoroM
"0" ("00"), meyararoTCs OT rPaHMIIbI JIEBOTO TOJISL M HYMEPYIOTCS apaOCKUMU LU pamH.

B ocHOBHOI yacTu ITPOTOKOJIA (bI/IKCI/IpyeTC}I X0 3aCCIaHMA.

3.38. TlomHbIA MPOTOKON COAEPXUT 3aUCh TOrO, YTO MPOHCXOIMIO BO BpeMs 3aceiaHws,
BKJIIO4asA BOIIPOCHI K JOKJIAAYMWKY, OTBETHBI Ha HHX, BBICTYIIJICHHMA B XO/C O6CY)KI[CHI/I$I BOIIpOCa,
pe3ynbTaThl TOJOCOBAaHHS IO BOMPOCY W TNpHHATBIE pemeHus. OOpaser opOpMIICHHS TOIHOTO
npotokoda (npunoxenue N 3).

Kpartkue npoTokossl BeIyTCsl IPU pacCCMOTPEHHH BOIIPOCOB OIEPAaTUBHOrO Xapaktepa. O0Opasern
ohopmiieHHs KpaTKoro mpotokona (mpuioxkenue N 4). B kpatkom nporokonie (GuKCHpyeTcs Tema
oOcyxaeHus, pamMuius AOKJIaA4MKa 10 BOIPOCY U MPUHATHIEC PELICHHUS.

3.39. OcHOBHas 4acThb IOJHOIO MIPOTOKOJA COCTOUT M3 PAa3/EIOB, MOCBSAIIEHHBIX BOIPOCaM
MOBECTKM JHA. XOJ PACCMOTPEHUs KaXIOTO BOIPOCAa 3alUCBIBACTCS B IOCIENOBATEIBHOCTH:
CJIVHIAJIA - BBICTVYIIWJIN - PEHINJIN.

[ToctanoBneHue (pemieHrne) B TEKCT MPOTOKOJA BHOCUTCS TOJHOCTHIO B TOH (OpMYIHpOBKE,
KOTOpas Oblja MPUHATA Ha 3aCeJaHUU; IPU HEOOXOAUMOCTH MPUBOJIATCS UTOTH Toj0coBaHus: "3a - ...,
MIPOTUB - ..., BO3AEPKAIOCH - ...".

3.40. IlpoTokos 3acenaHusi NOJMMCHIBAEeTCS IpejcenateneM (MpeacenaTeabCTBYIOINM) U
CEKpETapEM 3aCEeIaHus, ECIM NHOE He ycTaHoBiIeHO JIHA.

3.41. Ilpu HEoOXOAMMOCTH KOMHUM MPOTOKOJOB WIIM BBIIMCKU U3 MPOTOKOJOB PaCChUIAIOTCS
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3aNMHTCPCCOBAHHBIM JIMIIAM B 3JICKTPOHHOM BHJIC B COOTBETCTBUU C YKA3aTCJICM PACCBIIKH.

B BeImHcke u3 mpoTOKOJa JOHKHBI BOCIHPOU3BOJUTHCS BCE PEKBU3UTHI 3ar0JIOBOYHON YaCTH
MPOTOKOJIA, BBOJIHAS YacCTb, BOMPOC IMOBECTKH AHS, MO KOTOPOMY TOTOBUTCS BBINKMCKA, U TEKCT,
OTpakarIuii 00CyKJeHIE BOIIPOCa U MPUHATOE PEIlICHHUE.

3.42. JlenoBoe (cimyxebHOE) MUCHMO TOTOBUTCS Ha OyiaHke muchMa. [Ipu cocTaBiIeHHH TTUCEM
o OpPMIISFOTCSI PEKBU3UTBIL: aJpecaT, 3ar0JIOBOK K TEKCTY, TEKCT, MOJAINUCH, OTMETKA 00 UCITOIHUTEIE, B
HEOOXOIUMBIX Cly4asx - OTMeTKa o mnpuiokenun. OOpaszeny odopMieHHs AETOBOrO MHChbMa
(mpunoxenue N 5).

3.43. Ecnu nucbMO SIBJISIETCS OTBETOM HA IMOCTYMMBILHMI 3alpoc WIH MPOChOY, 3amOIHSIETCS
PEKBU3UT "CChUIKA HA PErUCTPALIMOHHBIM HOMEP U 1aTy MOCTYIUBIIETO NUchbma'.

HaumenoBanue Buna gokymenTa ("muchbMo") U pa3HOBUAHOCTH MHChbMa (Hampumep, "mpocsba',
"unpopmannonnoe", "compoBoautensHoe", "3ampoc", "HamomuHaHWE") B JIENOBBIX (CIY)KEOHBIX)
MMChMaX HE YKa3bIBAIOTCS.

Ecnu nuceMo HampaBiisieTcst agpecaTy Mo 3JeKTPOHHON modTe win 1mo ¢axcy 0e3 JAOCHUIKU 0
MoYTe, BMECTO IOYTOBOTO aJpeca YKa3bIBACTCA apec DJIEKTPOHHON MOYTHI MM HOMeEp TenedoHa-
(akca.

3.44. JlenoBoe (cmykeOHOE) MHHCHMO JODKHO OBITh IOCBSLIEHO OJHOMY Bompocy. Ecmu
HE00X0AUMO OOpAaTUTHCSI B OPTaHU3ALMIO OJHOBPEMEHHO 10 HECKOJIBKHUM BOIIPOCAM, PEKOMEHyeTCs
COCTaBUTH OTACIIBHOC IMMMCbMO 10 KaXKJI0OMY U3 HHUX.

ITnceMO MOXKET KacaThbCsl HECKOJIBKUX BOIIPOCOB, €CJIM OHU B3aUMOCBA3aHBI.

3.45. B onHOM IUCBhMeE HE JTOJKHO OBITH O0Jiee YeThIpex aJipecaToB, IIPU 3TOM OCHOBHOM ajipecar
YKa3bIBa€TCs IIEPBBIM, OCTAIBHBIM a/ipecaTaM MMCbMO HalpaBJIseTCsl ISl CBEICHNUS.

HpI/I HGO6XO)II/IMOCTI/I HAIIpaBUTh IMTUCBMO 60J'IBIJ_ICMy KOJIMYCCTBY aApeCaToOB, TOTOBUTCA CIIMCOK
PaCChUIKH, U TMCbMa PaCChUIAOTCA IO CITUCKY.

3.46. HpI/I COCTAaBJICHUU [JCJIOBBIX IIMCEM MUCIIOJIB3YCTCA BCTYIIUTCIIBHOC 06pameHI/Ie )51
3aKIIIOYUTCIIbHAA OTUKCTHAs (ppa3a B COOTBCTCTBUU C ITYHKTOM 243 I/IHCTp}/'KI_II/II/I.

3.47. TekcT mMcChbMa U3J1aracTcs:

oT 1-ro nuna MHokecTBeHHOro uncina ("mpocum ...", "mpeanaraem ...", "HanoMuHaem ...");

n

OT 3-TO JMIa €IUHCTBEHHOro uucia ("mpeanpusTue CYUTAET BO3MOXKHBIM ...
pacnosaraer BO3MOXKHOCTBIO ...");

, "MHCTUTYT HE

oT 1-ro nauua exuHCcTBeHHOrO yncna ("mpomry ...", "mpeanarato ..."), eciu mucbkMo odopmIsiercs
Ha JOJKHOCTHOM OJIaHKE.

3.48. Ecnu mpoekT J1enoBoro (ciny:keOHOT0) MUChMa HANpaBisieTcsl ajipecary Mo MOYTe, MPOeKT
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TOTOBUTCS B JIBYX JK3EMIUISIpax: OAWH JK3eMIULIp odopmiseTcss Ha OJlaHKe, BTOPOH 3K3EMILIAD,
IpeJHa3HauYeHHbIN I BU3UPOBAHUS) - HA CTAHJAPTHBIX JIUCTaX OyMaru.

JlenoBoe (ciayxebHOE) MHCbMO A0 NPEICTABICHUS HAa IHOANUCH JODKHO OBITH COTJIACOBAHO
(3aBM3UpPOBAHO) CO BCEMHU 3aWHTEpecOBaHHbIMU JuiaMu. CoriacoBaHue (BU3MPOBAHUE) JEIOBBIX
IIMCEM MPOBOJAUTCS B COOTBETCTBUM € NyHKTamu 4.1 - 4.11 MucTpykuuu.

3.49. [lenoBoe (cnmykeOHOE) MHCHMO TOJIUCHIBAETCS PEKTOPOM YHHMBEPCHTETA WM WHBIM
YIOJIHOMOYEHHBIM UM JuioM. [lonnucanHoe genoBoe (ciryxe0HOE) MUCHEMO MOAJICKHUT PETUCTPALIMU U
OTIIPAaBKeE.

He nomyckaercs oTmpaBiATh ajpecaraM MHCbMa, HE HMMEIONIME JaThl M PErUCTPAIMOHHOTO
HOMepa.

3.50. Ilocne noAnucanuAa IMCbMa M Cro perucrpalvd JSK3EMILEIp IIMCbMa C BH3aMH
3aNMHTCPCCOBAHHBIX JIMI MOMEIIACTCA B ACJI0.

3.51. AKTBI COCTaBJISIFOTCS HAa OCHOBE YTBEP)KICHHBIX OpPraHaMH BJIACTH YHU(DHINPOBAHHBIX
¢dopM wim B cBOOOAHON (hopMe B LENAX MOATBEP)KACHUS (DAKTOB, CBA3aHHBIX C JESITEIHBHOCTHIO
opranu3anuu. Pexomenyemblit o0paser; odpopmieHus akra (npuioxenue N 6).

3.52. HpI/I COCTAaBJICHUU AKTOB MHCIIOJIB3YIOTCA PCKBU3UTbI: HAUMCHOBAHHUC OpraHU3AlHUU;
HAaMMCHOBAHUC BHJAA AOOKYMCHTA, AdaTa IOOKYMCHTA, pCFI/ICTpaHI/IOHHHﬁ HOMCp JOKYMCHTa; MECTO
COCTaBJICHUA WJIN U3JAHUA NOKYMCHTA; 3aroJIOBOK K TCKCTY,; HOAIHNCH.

3.53. JlaToii aKTa sIBJS€TCS 1aTa COCTaBJICHUS aKTa M TIOAMMCAHUS €TI0 COCTAaBUTEIISIMH.

Ecnu ¢dopmoit akta mpeaycMOTpPEeHO €ro YTBEpXKICHUE PEKTOPOM YHHUBEPCUTETA WM HHBIM
YIOJIHOMOYEHHBIM JOJKHOCTHBIM JIMLIOM, IaTOM aKTa SIBJIAETCS J1aTa €ro yTBEP KICHHUS.

3.54. B BBOAHOIM YaCTH aKTa B UMEHUTEIHLHOM IaJIekKe YKA3bIBAIOTCS:

OCHOBaHHME COCTABIECHUS aKTa (JIOKAJIbHBIM HOPMATHBHBIA aKT; paclopsAUTEIbHBIA JOKyMEHT
opranuszauuu (IpUKa3, pacmopsikeHue); (akT mim coObITHE, IOCIYKUBILIEE OCHOBAaHHUEM IS
COCTaBJICHUS aKTa);

COCTaBUTENHM akTa (mepeducinsiorcs mocie cinoBa "CocTaBieH" c yka3zaHUEM JOJKHOCTEH,
HAaUMEHOBAHHMI OPTaHW3allAN, €CIIH COCTABUTEIN SBIISIOTCS MPEACTABHTEISAMH JAPYTrOM OpTaHU3AIINH,
(haMuIHii 1 UHUIHATIOB).

Ecnu akT cocraBieH KoMuccHel, TEpBOM yKa3bIBaeTcs (pamMuius mpeaceaaTesnss KOMUCCHH, 3aTeM
YJIEHOB KOMHCCUH B aJI(paBUTHOM IOPSJIKE.

3.55. B Tekcre akTa W3JIararoTcs LEIM W 33Ja4d COCTaBJIEHHs aKTa, CYLIHOCTb, XapakTep,
METO/JIbl U CPOKH MPOJIETAHHOMN pabOThI, €€ pe3yIbTaThl.

HpI/I HCO6XOI[I/IMOCTI/I AKT MOXKCET COACPIKAaTh BHIBOABI 1 PCKOMCHIAIIUH.
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B 3akmrounTenpHOM 4acTH aKTa YKa3bIBAOTCA KOJIUYCCTBO MOATOTOBJICHHBIX 3K3CMIIJIAPOB aKTa
U MECTOHAXOXICHHUE KaXIOoro JSK3EMILIApaA. KomnuectBo OK3CMILIAAPOB aKTa OIIpCACIIACTCA
KOJIMYCCTBOM CTOPOH, 3aMHTCPCCOBAHHBLIX B €r0 COCTABJICHUH, WJIM HOPMAaTHBHBIMU TpGGOBaHI/IHMI/I,
PErNMaMCHTHUPYIOIMUMHU COCTABJICHHUEC AKTOB KOHerTHOﬁ Pa3SHOBHUAHOCTH.

3.56. Dx3eMIuIsApbl akTa MOJIMCHIBAIOTCS BCEMHM WIEHAMU KOMHUCCUHU (€CIIM aKT COCTaBIISJICS
KOMHCCHEN ) WIIN COCTaBUTEISIMHU H, IIPH HEOOXOAMMOCTH, IPUCYTCTBOBABIINMH JIMLIAMH.

IIpu noanvcaHuy akra MpeAceaaTesieM U YIeHaMd KOMUCCUM HAUMEHOBAaHHUS UX JTOJKHOCTEN He
YKa3bIBalOTCA.

Oco0oe MHEHHE COCTABHUTENS aKTa H3jJaraercs Ha OTACJIBHOM JIHMCTC, IOAIIMCBIBACTCA H
IMpHUIaracTcAa K akTy.

3.57. Ecnm 3akoHomatenscTBOM Poccuiickoit @epepauuu NpegycCMOTPEHO O3HAKOMJIEHUE C
COIECP/KAHUEM AaKTa JIMIL, YINOMSHYTbIX B aKT€, IOJ MOJNHCh, HA TMOCICIHEN CTpPaHHUIE aKTa
MpocTaBisieTcss O3HakoMmuTedbHas Bu3za "C akToM o3HaKOMIIeH(bI)", MPU ITOM YKa3bIBAIOTCS
HaWMEHOBAHUS JOKHOCTEH, TUYHBIC MTOANICH, paciIu(pPOBKH MOAMUCEH, AaThl 03HakoMiieHus. Jluna,
KOTOpbIE 3HAKOMSTCS C COAEpKaHUEM aKTa, UMEIOT MPABO HE COTJIACUTHCS C COACP)KAHUEM aKTa B
I[EJIOM HJTH €r0 OTACITBHBIMU MOJOXKCHHUSIMHE, YTO JODKHO OBITh 3a)UKCHPOBAHO TIPH O3HAKOMIICHUH C
aKTOM.

3.58. Jloknagnas (cmykeOHas) 3amycKa MCIOJB3YeTCsl ISl OTIEpPaTUBHOTO MH(OPMAIMOHHOTO
oOMeHa MEXIy CTPYKTYPHBIMH TIOJIpa3/IeJICHUSIMU W PYKOBOJCTBOM. PexkoMeHayembie 00pa3Iiibl
odopMmIIeHHs TOKIATHOMN 3aMUCKU U CIY>KeOHOW 3alUCKHU, MMOATOTOBIEHHONW Ha OCHOBE 2JIEKTPOHHOTO
mrabiiona (npunoxenune Ne 7, 8).

3.59. OO0s3aTenbHBIMH  PEKBU3UTAMM  JOKJIATHOW  (CIy)KeOHOM) 3alUCKU  SIBJISIOTCA:
HaMMEHOBaHME CTPYKTYpPHOTO MOJApa3/IeleHNs], HANMEHOBAaHUE BU/IAa JOKYMEHTa (AOKJIaJHas 3ammcka,
ciry>keOHas 3aIicKa), 1aTa, 3aroJOBOK K TEKCTY, ajpecar, TEKCT, IOMHCh.

3.60. IIpu agpecoBaHuy TOKIATHBIX (CIIYKEOHBIX) 3aMTMCOK YKA3bIBAIOTCS B JATEIHHOM IaJIekKe
JOJHKHOCTH JIMIA, KOTOPOMY aJIpeCcOBaH JOKYMEHT, (paMrvs U MHUIHAI6L. Hanpumep:

3aMECTHUTEINIO TeHEPATbHOTO
nupexropa ®bY "HanmenoBanue
opraHuzanuun"

®amvunmusg 1.0.

WJIn:

PykoBogurento JlemaprameHnra
MH(POPMALMOHHBIX TEXHOJIOTUH
®amunus 1.0.

3.61. Jloxnanuble (ciy>xeOHbIE€) 3aIIUCKHA MOTYT COCTaBJISThCS, pACCMATPUBATLCS M XPAaHUTHCS B
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TEUYEHHUE YCTaHOBJIEHHOI'O CPOKA UCKIIOYUTENIBHO B JIEKTPOHHOM Buze B COJI.

[Ipu opranmzanuu paboOThl C AOKIAJAHBIMU (CIY>KEOHBIMHU) 3alHCKaMH B SJIEKTPOHHOM BHJIE
MCTOJIB3YIOTCS 3JICKTPOHHbIE Ma0I0HBI JOKIAIHON U CIyKeOHOW 3aITUCOK.

3.62. Tekct mokiagHOW (CIy)KEOHOW) 3alMUCKH, B 3aBUCHMOCTH OT CJIOXKHOCTH COJICpKaHUS U
MPUBOJIMMOM apryMEHTAllMH, COCTOUT U3 OJHOM, IBYX WUJIM TPEX YACTEM:

B HepBOI\/JI YaCTHu HU3JIararoTCcda IPUYHHBI, (1)3.KTI)I Ui CO6I>ITI/I$I, IMMOCIYXHUBIIUC ITOBOAOM JJIA
COCTaBJICHHUA NOKYMCHTA,

BO BTOpOﬁ HaCTH JacTCs aHaJIN3 CIIO>KUBIIICHCS CUTyall1, BO3MOXXHBIC BaApUaHThI €€ PCIICHU,
B TpeTBefI YaCTHu U3Jj1araroTCs BBIBOAHI.

3.63. Perucrpauus AOKIaJHBIX U CIY’KEOHBIX 3alIUCOK ocyiuecTrisiercs B CO/l yepe3 npuemMHyro
peKTopa YHUBEPCUTETA.

3.64. JlenoBble MHCbMa, HAMpaBsieMble 3apyOCIKHBIM KOPPECHOHAECHTaM (B TOM YHCIIE
ajpecataM rocyaapcTB - ObBIUX peciyonmuk B coctae CCCP), ohopmistoTcs Ha OlaHKe MUChMa
OpraHHU3aIK C PEKBU3UTAMH Ha PYCCKOM M OJTHOM U3 HHOCTPAHHBIX A3BIKOB.

3.65. Ilucemo, HampaBisieMoe 3apyOeXHOMY ajpecary, COCTaBISETCS Ha PYCCKOM S3bIKE,
MIPOXO/IUT COTIIACOBAHHME CO BCEMU 3aMHTEPECOBAHHBIMHU JIMIIAMU Y HUBEPCUTETA, MOCIIE YeT0 MUCHMO
NEPEeBOIUTCS. HA OJMH U3 HWHOCTPAaHHBIX SI3BIKOB (SI3BIK ajpecaTa WM AHIVIMHCKUM S3BIK) U
opopmisiercs Ha OimaHKe THUChbMa, MPEIHA3HAUYEHHOM Ui TEPENUCKH C  3apyOeKHBIMHU
KOPPECTIOH/IEHTaMH.

HO}IJ'H/IHHI/IK nucbMa, O(l)OpMJ'ICHHI)II\/'I Ha OAHOM M3 HHOCTPAHHBIX A3BIKOB, JOJIKCH OBITh
HACHTHUYCH IO COACPKAHUIO SK3EMIIJISIPY HAa PYCCKOM A3BIKC C BU3aMH 3aUHTCPCCOBAHHBIX JIMII.

3.66. Ha noxamuce pekTopy MNPEACTABIAIOTCS: OK3EMIUIIp MHCbMa  3apyOexKHOMY
KOPPECTIOHIEHTY, O(DOpMIICHHBIN Ha OJaHKe, KOMHsI TaHHOTO MUChMa Ha CTAaHAAPTHOM JIUCTE OyMaru ¢
BU30H MCIIOTHUTEIS, SK3EMIUIAP MUChMa Ha PYCCKOM SI3bIKE ¢ BU3aMH 3aMHTEPECOBAHHBIX JIUII.

3.67. Ilocne noanucanus MMCbMa PEKTOPOM MIIM UHBIM YIOJHOMOYEHHBIM UM JIULIOM:

IK3EMIUIAp NHUCbMa, OQOPMICHHBI Ha OJaHKe, TMOANUCAHHBI pPYKOBOAMTENEM U
3aperucTpupoBaHHbIl B KaHnenspun, HarpasiseTcs agpecary;

KOITMS IHChMa C BU30M HCIIOJHUTEIS U 9K3EMILISAp MUCbMa, COCTaBJICHHBIM Ha PYCCKOM HA3BIKEC, C
BHU3aMHU 3aUHTCPCCOBAHHBIX JIUI] TIOMCHIAKOTCA B JICJIO.

3.68. Ilucpma, HampaBisieMble 3apyO€KHBIM ajpecaraM, JOJKHBI UMETh PEKBU3UTHI: aJpecar,
JiaTa, PETUCTPAaLlMOHHBIN HOMEP, TEKCT, IIOITHUCH.

1 HECOOXOAUMOCTH MOT OPOPMIIATHCA PEKBU3UTHI " CCHIJIKA HA PETUCT aHHOHHBIﬁ HOMEPp U
II 6 VT "
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JlaTy MOCTYNUBIIETO NuchMa" U "3aroyioBok K TekcTy". Ha xonuu nuckma, moMeniaeMou B J1eJ10,
JONOJTHUTEIBHO MPOCTABIIAETCS OTMETKA 00 UCIIOJIHUTEIIE.

3.69. PexBm3ut "aapecar" odopmiisercs crpaBa Mmoja peKBU3WTaMHU OJiaHKa. AJpecaToM MUChMa
MOJKET OBITh OpraHU3aIHs WK KOHKPETHOE JIUIIO.

Ecnu nmuceMo aIp€COBAHO OpraHu3allii, CHavdaJla AacTCd €€ HAaMMCHOBAHHUEC, 3aTCM - IMOYTOBBII
aapecC B MOCJICAOBATCIILHOCTU: HOMECP AOMA WJIM 34aHH, Ha3BAHUC YJIUIIbI; HA3BAHUC IropoJd, CTpaHa.

Kaxnplil 35eMEHT ajpeca NMMILETCS HAa OTHENbHOW cTpoke. Has3BaHue ropona, Kak NpaBuilo,
reyaraercs nponucHeIMu OykBamu. Hampumep:

Brook & Son Toymakers
61 - 71 Steel Street
BRIDGETOWN

BR61 7RE

US.A.

CnoBa Avenue, Street, Place u unble B agpece NUUIYTCs ¢ IPOMUCHOM OYKBBI.

[Ipu odopmieHnn MOYTOBOTO ajgpeca 3apyOeKHBIM KOPPECIIOHIEHTaM ITYHKTyalusi He
IIPUMEHSIETCA.

[Tpu agpecoBaHUM NuceM HEOOXOAMMO YYHUTHIBATh TPAIUIMM, XapaKTEpPHbIE IS OTAENIbHBIX
cTpaH (Hampumep, B BenukoOpuranum mocie yka3aHUS TOpofa MOXKET ObIThb yKa3aHO Ipad)CcTBO, B
CIIIA - na3BaHue 1ITaTa).

Eciu B HazBanum ¢Qupmbl npucyrctByer (amunus muua (Hanpumep, W.Edward&Co., Ltd),
nepes] Ha3BaHueM (pUpMBbI IPUHATO CTaBUTh CIIOBO Messrs (CokpalieHre oT Messieurs - rocrosa).

Ecnu mucbMo aapecyeTcss KOHKPETHOMY JIMIlY, Tepe]] Ha3BaHUEM OpPTaHU3alMH YKa3bIBAOT
(haMHITHIO ¥ TIOJDKHOCTH PAOOTHUKA WIIH €r0 JTOJDKHOCTD.

Harpumep:

Mr. Andrew Roach
Sale Manager
Super Toys Ltd
Chatfield Road
NEWTOWN
NE12 OLD

U.S.A.

3.70. B nuceMax 3apyOekHBIM ajpecaTaM jJata opopMIIIETCsS CIOBECHO-IIM(PPOBBIM CIIOCOOOM B
MOCIIE0BATEIHHOCTH: ACHb MECSIIa, MECSIII, TO/I.
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Hampumep: 24 suBaps 2018 .

[lpm cocraBieHMM MHCbMa Ha AHTJHMICKOM S3BIKE JIONyCKaeTcs OQOpMIICHHE IaThl B
IIOCJIEI0BATEIBHOCTHU: TOA, MecsL, 1eHb Mecsina. Hanpumep: 2018, January 24.

3.71. B nucpmax 3apyOexHBIM aJpecaraM HCIOJNb3YIOTCS BCTYIUTENbHbIE OOpallleHus Io
JOJKHOCTH WK o hamumuu agpecara. Hanpumep:

YBaxaemblii rocrioiuH Toproselil COBETHUK!
VYBakaeMbI TOCIIOIUH AHTeJIOB!

3aKkaHYMBACTCS MUCHMO 3aKITFOYUTEILHON dTHKETHOU (hpa3oit "C yBaxkeHueM, ...".

IV. CoriiacoBanue npoeKkTOB J0OKYMEHTOB.
Hoxnmucanune (yrBep:KaeHue) NPOEKTOB JOKYMEHTOB

4.1. CornacoBanue MpPOEKTa JOKYMEHTa MPOBOIUTCS IO €ro MOJIMUCAHUS PEKTOPOM B IEJISX
OLICHKA COOTBETCTBUSI MPOCKTa 3aKOHOAATENbCTBY Poccuiickoit  deneparyu, JIOKaIbHBIM
HOPMATHBHBIM aKTaM Y HUBEPCUTETA, KauecTBa U dPPEKTUBHOCTH MPEIaraeéMoro PeHICHHUS.

CornacoBanue TpOEKTa JOKYMEHTa OpraHH3yeTCs HEMOCPEICTBEHHBIM HCIOIHUTEIEM
(cocraBuTeNeM) W PYKOBOJUTENEM TOAPA3ACICHUS-UCTIONHUTENS W TMPOBOAUTCS B TIpejaesiax
YCTaHOBJIEHHOTO CPOKA UCIIOJTHEHUSI.

4.2. [lpu nannuuu B opranuzanuu COJ] cornacoBaHue MPOEKTOB JOKYMEHTOB OCYIIECTBIISIETCS B
ABTOMATHU3MPOBAHHOM PEXHME TOCPEACTBOM HAIpaBIEHUsS TMPOEKTOB JOKYMEHTOB JIMIIAM,
Ha3HAYEHHBIM B KAYECTBE COTTIACYIOIINX, U 0OPMIICHHSI PE3yIbTaTOB cornacosaHus 8 CO[.

CornacoBaHue NPOEKTOB JOKYMEHTOB MOXET OCYIIECTBISATHCS MOCPEICTBOM KOPHOPAaTHUBHOMN
JIEKTPOHHOM TOYTHI U O(OPMJIECHHS MCIOJHUTENIEM JIUCTa COIJIACOBAHUS C MPUIIOKEHUEM
ANEKTPOHHBIX COOOIIECHHUH JIHII, y4aCTBOBABIIMX B COTIACOBAaHUU IIPOEKTA JOKYMEHTA.

4.3. CornacoBaHue MpPOEKTOB JOKYMEHTOB C pabOOTHMKaMM YHMBEpPCUTETa W/WIH JAPYrUMHU
OpraHu3alysIMM OpPraHU3yeT MCIOJHUTENIb II0CJIE COIVIACOBAaHUSA B pabodeM NOpsAKEe IPOEKTa
JOKYMEHTa C PYKOBOIMUTEJIEM CTPYKTYPHOTO IOAPA3JEIECHHUS U B COOTBETCTBUM C MHCTPYKLHUEH IO
JIEJIONPOU3BOJICTBY WJIM HMHBIMHU JIOKQJIbHBIMU HOPMATHUBHBIMU aKTaMH, PETYIUPYIOLUIMMH IpOIecc
COIIacCOBaHUs (BU3UPOBAHNUSA) IIPOEKTOB TOKYMEHTOB.

4.4. ITpoeKThbl JOKYMEHTOB COIIaCyOTCS:
HEMMOCPECACTBCHHBIM HUCITOJIHUTEIIEM U PYKOBOAUTEIIEM NOAPA3ACTICHUA-UCITIOJTHUTEIIA,
COUCIIOTHUTEISIMH (TIPH UX HATUYHH);

PYKOBOJMTENSIMA CTPYKTYPHBIX TOJpa3eieHHi, pa0OTHUKAMH YHUBEpPCUTETA, HAIMpPaBICHUS
NEeSATEeTPHOCTH W/ (YHKIIMOHATBHBIE 0053aHHOCTH KOTOPBIX 3aTParuBarOTCs B MPOEKTE JTOKYMEHTA
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W/WIKA KOTOPBIE YKa3aHbl B MPOEKTE JOKyMEHTa B KaueCTBE HCHOJHHUTENEH (B cilydyae BPEMEHHOIO
OTCYTCTBHUSI PYKOBOAUTENIS MOJPA3/EIEHUS TPOEKT JOKYMEHTa BU3UPYET JIMLO, BPEMEHHO
UCTIOJHSIONIEE €ro 00s3aHHOCTH);

IIPOPEKTOpaMH Y HUBEPCUTETA, KypUPYIOLIMMHU 3aTPOHYThIE B IPOEKTE JOKYMEHTa BOIPOCHI
(ecu TOKYMEHT MOANUCHIBAETCS (YTBEPIKIAAETCSA) PEKTOPOM Y HUBEPCUTETA);

IOpUAYecKUM  oTAesioM (mpoekToB JIHA, NpOEKTOB NpPHKA30B, HWHBIX JOKYMEHTOB (TIpu
HEOOXOIMMOCTH )

KaHUEIApUECH.

[IpoeKThl TOKYMEHTOB, pean3alis KOTOPBIX TpeOyeT (rHAHCOBBIX 3aTPaT, COTIIACOBBIBAIOTCS C
(UHAHCOBBIM YIIPABJICHUEM.

He AOITYCKACTCA HAIIPABJIATH HAa COITIACOBAHUEC ITPOCKT HOKYMCHTA OJHOBPEMCHHO IABYM HJIU
Ooiee pa6OTHI/IKaM OIHOTO CTPYKTYPHOT'O IOAPA3ACICHUS. B kauectBe JIiL, COIIaCyroIUX ITPOCKT
AOKYMCHTA, JOJKHBI BBICTYIIATh TPEUMYIICCTBCHHO PYKOBOAUTECIN CTPYKTYPHBIX HOIIpaBI[eJICHHﬁ.

4.5. BHemHee coracoBaHue MPOEKTA JTOKYMEHTA OCYILECTBIISETCS MOCPEACTBOM HAIPABIICHUS
IIPOEKTa B JIPYTYI0 OPraHU3alUI0 C CONPOBOJMTEIBHBIM ITMCBMOM, B KOTOPOM YKAa3bIBa€TCS CPOK
COIJIaCOBaHUS.

Ecnu opranuzanmu, coriacyroomue MpOeKT JOKYMEHTa, SBJSIOTCS ydacTHUKamMu oxHo COJI,
coryiacoBaHue MoKeT ObITh mpoBeneHo B COJl Oe3 HampaBieHHs CONPOBOAMTEIHHOTO MHUCHhMa W
OJIHOBPEMEHHO C BHYTPEHHHUM COTJIACOBAHHEM.

4.6. Cpoku coriacoBaHMsl JOKYMEHTOB ycTaHaBiIUBaroTcs MHCTpykuuen 1Mo J1e10nponu3BOJICTBY
W/WIM VUHBIMM JIOKAJIbHBIMA HOPMAaTHUBHBIMH aKTaMH B 3aBUCHUMOCTH OT BHUJa JIOKyMEHTa U oObema
JIOKYMEHTa, BKJIFOUasi PHIIOKEHUS K HeMy. CpOKH COTJIACOBAaHUS IOKYMEHTOB COCTABIISIOT:

MIPOEKTHI JIETOBBIX (CIIY>KEOHBIX) mHceM - 1 - 3 pabounx THS;
IPOEKTHI PUKa30B 0e3 npuioxeHui - 1 - 3 pabouux aHs;
MIPOEKTHI TIPUKA30B C MPHIIOKEHUSIMHU CIIPABOYHOTO XapakTepa - 3 - 5 pabounx IHEi;

IMPOCKThI IMPUKA30B C MPHUIIOXKCHUCM JIOKAJIbHBIX HOPMATUBHBIX aKTOB B 3aBUCUMOCTH OT HX
obwema (He 6onee 50 ctpanui) - 5 - 10 pabouux aHew;

MPOCKTHl JIOKAIGHBIX HOPMATHBHBIX aKTOB, YTBEP)KIAEMBIX HEIOCPEJACTBEHHO TOIIMHCHIO
pykoBonuTens (He 6onee 50 crpanui) - 5 - 10 pabouux 1HEiH;

MPOEKTHI TPOTOKOJIOB 3acelaHuil (CoBeNIaHWM) MpU HEOOXOAMMOCTH HMX COTJIACOBAHUSA, B
3aBHCHUMOCTH OT 00beMa TIOKyMeHTa - 1 - 3 pabouux IHS.

Cpoku coriiacoBaHusi MPOEKTOB JOKYMEHTOB, HANpPaBIISIEMbIX HA BHEIIHEE COTJIAaCOBAaHUE HE
JTOJDKHBI COCTaBIATH Oosiee 30 KaleHIapHbIX THEH.
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B KOHKPCTHBIX CJIy4YasiX B 3aBUCHUMOCTU OT COACPIKAHUA W HA3HAUCHUA OOKYMCHTa CPOK
COIJIaCOBAHUS MOKET OBITH COKpall€H WK YBCJIMYECH I10 PCHICHUIO PYKOBOAUTCIIA, KYPUPYIOIICTO
HaIpaBJICHUC NCATCIBHOCTH, 110 KOTOPOMY I'OTOBHUTCS NPOCKT PCIICHUA.

4.7. Odopmienue pe3yiabTaToB cornacoBanus JIHA wu pacnopsauTenbHBIX JOKYMEHTOB
OCYILIECTBIISIETCSI B BUJE BU3, IPOCTABIISIEMBIX 3aMHTEPECOBAHHBIMU JIMLAMU HA IOCJIEIHEM JIMCTE
MPOEKTa JIOKyMEHTa (Ha €ero JHUIEBOM WIM OOOpPOTHON CTOpPOHE) WIM Ha OTIACIBHOM JIHCTE
COTJIACOBAHUS, SIBJIAIOIIEMCS HEOTHEMIIEMOW YacThio JIOKyMeHTa. OTMETKH O coryiacoBaHuu (rpud
COTJIACOBAHUS U BU3bI) OOPMIISIFOTCS] B COOTBETCTBHH € IMyHKTamu 2.45, 2.46 MucTpyKIuu.

[Ipu cormacoBaHuM [€JOBBIX (CIYXKEOHBIX) MUCEM BU3bl IPOCTABIISIIOTCS Ha KOMMM IHCHbMa
(BM30BOH 9K3eMIUISIP), KOTOPBIM TOCIE TOIMHCAHUS MOJUIMHHUKA IMHChMa W €ro PerucTpanuu
IIOMENIAETCs B J1eJ10, WIIM Ha 000pOTe MOJUIMHHUKA [TMChbMa, €CIIU MMChbMO HaIlpaBIseTcs ajpecaTy 1o
(akcy WM AIIEKTPOHHOM MoyTe. DTOT K€ SK3EMIUISIP MUChMa TOCIIEe OTIPABKHU ajapecary (mo ¢akcy
WIN 3JIEKTPOHHOM 10YTE B BUJIE 3JIEKTPOHHOM KOIIMH) IOMEIAeTCs B JEJIO.

[TpoekThl IPOTOKOJIOB BUSUPYIOTCS JIMIIAMU, BHICTYIIABIIMMU Ha 3acelaHUuU (COBEIIAHNUN) ITyTEM
MPOCTaBJICHHS BU3bl HA JIEBOM TOJI€ JOKYMEHTA HAIIPOTHUB 3alKMCH BBICTYIJICHUS COOTBETCTBYOIIETO
paboTHUKA.

4.8. CormnacoBaHue MpoOEKTOB JOKYMEHTOB MoxeT ocyuiecTBisAThea B CO/I. Ilocne 3aBepiuenus
MpOIeAYPHl COTJiacoBaHMs (MPU CO3JaHUM TOJJIMHHUKA JOKYMEHTa Ha OyMa)XHOM HOCHUTEJE) JIUCT
corjacoBaHus pacnedarbiBaerca u3 COJIl, mpukiaabiBaeTCsl K MPOEKTY JOKYMEHTA M MPEICTABISAETCA
Ha TIOJIMUCH PYKOBOJUTENIO OPraHu3alud (HHOMY YIOJTHOMOYEHHOMY UM JIHILY).

CornacoBanre BHYTPEHHUX JOKYMEHTOB, CO3/JaHHE, XPAaHEHHE M HCIIOJIb30BAHUE KOTOPHIX
ocyuiectisiercs nocpencrsoM CI/1, npoBoautcst B CO/1 B 37IEKTPOHHOM BUJIE.

[Ipu cornacoBaHWM NPOEKTOB BHYTPEHHHMX JOKYMEHTOB, CO3/JaHHBIX Ha OyMa)KHOM HOCHUTEIE,
BU3bI IPOCTABJIAIOTCS HEIIOCPEACTBEHHO HA IIPOEKTE JOKYMEHTA.

4.9. Tlpu BHeEIIHEM COIJIACOBAaHWM, IOJYYEHHOM IIHMCBbMOM, WM COIJIACOBAaHUM IPOEKTa
JOKYMEHTa KOJIJIETHalIbHBIM (COBEIIATEeIbHBIM) OPraHOM C (PUKcalell pelieHus O COrjacoBaHUU B
MIPOTOKOJIE 3aceaHusl UCIIOIHUTENb O0(OPMIIIET Ha MPOEKTE JOKYMEHTa MJIHM B JIUCTE COIJIACOBAHUS
rpu¢d coryiacoBaHusi B COOTBETCTBMM ¢ MNyHKTOM 2.45 WHctpykuuu. I[luceMa o corjacoBaHuu
(BBIIIMCKA U3 MTPOTOKOJIA) MPUIIATalOTCs K MPOEKTY TOKYMEHTA.

4.10. B xone corjacoBaHus TMpPOEKTa JOKYMEHTa pPaOOTHHMK, COIVIACYIOIIMHM JIOKYMEHT,
MIPUHUMAET OJIHO U3 CIEAYIOLIUX PEIICHU:

COrjIacoBaThb MPOCKT JOKYMCHTA Oe3 SaMe‘IaHHﬁ;
COTJIaCOBaTh MMPOCKT JOKYMCHTA C 3aMCUYAHUAMMU,
OTKJIOHUTBH MPOCKT JOKYMCHTA,

yKa3aTh, YTO HE HMEET OTHOIICHMS K TPOEKTY JOKYMEHTa (paccCMOTpeHHEe BOMIpoca, IO
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KOTOPOMY IPUHUMAETCS PEIICHUE, HEe BXOAUT B 00513aHHOCTH PaOOTHUKA).

BospaxkeHus mo mpoekTy mpukasza (pacrnopssKeHHus), BO3HHUKAIOUIUME IIPU  COTJIACOBAHMU,
U3JIaraloTcsl B CIIpaBKe, KOTOpas pujlaraeTcs K IpoeKTy, i BHocuTcs B CO/I.

Ecmu IIPOCKT AJOKYMCHTa COIJIaCOBaH C 3aMCYaHUSAMM, 3TO O3HAYACT, 4YTO 3aMCYaHHUA HOCAT
peI[aKI_[I/IOHHHﬁ XapakTep, U IOCIE HUX MNPHUHATHA HCIOJHHUTCIEM IIPOCKT HE Tpe6yeT IIOBTOPHOI'O
corjraCoBaHusl.

HpOCKT JAOKYMCHTA OTKIIOHACTCS JIMIIOM, COTJIAaCYROIIINUM JOKYMCHT, B ClIydasidx:
HaJIN4YKUA CYIICCTBCHHBIX 3aMEUaHHUil 110 IMPOCKTY NOKYMCHTA,
HECOoIJIacusd € IMPOCKTOM NJOKYMCHTA.

4.11. HecornacoBaHHBIN MPOEKT JOKYMEHTa TPeOyeT JOPaOOTKH 1O BHICKA3aHHBIM 3aMEYaHUsIM,
nepeoOpPMIICHHUS ¥ TIOBTOPHOTO COTJIACOBAHUSI.

4.12. Ecnum npu nopaboTKe HpOeKTa JIOKYMEHTa MWCIOJHHUTENb NPUHUMAET pelleHUe He
YUUTBHIBaTh 3aMeuyaHue (3aMeyaHus) Juua (Jul), YJ4acTBOBABILMX B COIVIACOBAHUU, HCIOJHUTEIIEM
TOTOBUTCSI PEECTP HEYUTEHHBIX 3aMEYaHUM, KOTOPBIA BMECTE C MPOEKTOM JIOKYMEHTa MPe/ICTaBIIAETCS
PYKOBOJUTENO OpraHu3alMid WM HWHOMY YIOJIHOMOYEHHOMY MM  JOJDKHOCTHOMY JIMILY,
MOJINHCHIBAaIOIIEMY (yTBEp)KIAlOIIEeMy) AOKYMEHT. PeecTp HEyuTeHHBIX 3aMe4aHUl MOANMMCHIBAETCS
PYKOBOJUTENIEM CTPYKTYPHOIO IIOJPa3/1eIeHUSA-UCIIOTHUTESL.

4.13. PemieHrie 0 TOM, MPUHUMATh WM HE TPUHUMATh HEYYTCHHBIC 3aMCUYaHHs MPUHUMACT
pEeKTop.

B cimywae ecnm pekTop MNpUHMMAET pelieHHe O HEoOXOAUMOCTH YYeCTh 3aMeuyaHus,
OTKJIOHEHHBIE HCTIOTHHUTENEM, MCIOJHUTEIh J0padaThiBaeT MPOEKT JOKYMEHTa B COOTBETCTBUU C
BBICKa3aHHBIMU 3aMEUaHUSMH.

Eciu PEKTOp coryramacTCsa ¢ MHCHUCM HUCITIOJIHUTCIIA, OH IMTOATIMCHIBACT (yTBepmnaeT) JAOKYMCHT.

4.14. JlokyMeHTbI, U3jaBacMble OT UMEHHM OPTaHU3ALMH, TOANNUCHIBAIOTCS PEKTOPOM WJIM UHBIMH
YIOJHOMOYEHHBIMH UM JODKHOCTHBIMU JIMIAMH (TIPOPEKTOpaMH, PYKOBOJIUTENSMHU CTPYKTYPHBIX
MOAPA3ACIICHUN, HWHBIMM JOJDKHOCTHBIMM JIMIAMH B COOTBETCTBUM C HUX KOMIICTCHIUEH,
ONpENEIEMON TOBEPEHHOCTSIMU HA BBINIOJHEHUE ONPEACIICHHBIX JEHCTBUA OT UMEHU YHUBEPCUTETA,
BHYTPEHHUMHU HOPMAaTHUBHBIMU JOKYMEHTaMH Y HUBEPCUTETA).

4.15. OtnenpHble BUABI BHYTPEHHUX TOKYMEHTOB (CiIyKeOHble, OOBSICHUTENbHBIE 3allUCKU) Ha
UMSI PYKOBOJUTENS CTPYKTYPHOTO IMOJIPA3/IeieHUs MOAMUCHIBAIOTCS UCIOIHUTENEM (COCTaBUTEIEM),
€CJI pa3pelIaemMble IPU 3TOM BOIIPOCHI HE BBIXOJAT 3a MPeieibl €ro KOMIETEHIIUH.

4.16. JlokyMEHTBI, HAIIPABIIIEMBIE B BBICIIME OPTaHbl FOCYIapCTBEHHON BJIACTH, HA UMS MEPBBIX
pykoBojuTeneil (enepasbHBIX OpPraHOB HCIOJHHUTEIbHON BIAcTH, PYKOBOJUTENEH CYOBEKTOB
Poccuiickoit @eaepanuu 1 3apyOeKHBIX TOCYIapCTB, MOAMNUCHIBAIOTCS PEKTOPOM Y HUBEPCUTETA WU
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JIMITOM, MUCITIOJIHAIOIIHUM €TI0 00513aHHOCTH.

4.17. I[OKYMCHTBI, HaIlpaBJIIEMBIC B IMOABECAOMCTBCHHBIC H CTOPOHHHME OpraHu3aluu,
MOATIUCBIBAOTCA IMPOPCKTOPAMH YHHUBCPCUTCTA, HHBIMH OOJDKHOCTHBIMH JIMIAMH OpraHu3aliuid B
COOTBETCTBHHU C ITPEAOCTABJICHHBIMU UM ITIOJIHOMOYHAMMU.

4.18. JIokyMeHT MOJINUCHIBACTCS JABYMS WM 0oJjee JIMLIAMH, €CIU 3a COJACpXKAaHUE JTOKyMEHTa
HECYT OTBCTCTBCHHOCTHL HCECKOJIBKO pa6OTHI/IKOB (I[OKYMGHTBI, IIOATrOTOBJIICHHBIC HCCKOJbBKUMU
HOJIpa3/IeIeHUsIMU UM OpraHu3alusAMu, paboueil rpynmoii, Komuccuei).

4.19. IlognuceiBaercsi, Kak IMpaBWIO, OJUH SK3EMIUIIp JOKyMeHTa. COBMECTHBIH JTOKYMEHT
MIOJITMCHIBAETCS B KOJMYECTBE, COOTBETCTBYIOILEM KOJUYECTBY OpraHU3alUil, CO3/1aBIIMX TOKYMEHT.

[Ipy HampaBieHMHM @UCbMA WJIM BHYTPEHHEro HH(OPMALMOHHO-CIIPABOYHOIO JOKYMEHTa
HECKOJIbKUM ajpecaTaM (He Oojee 4eThlpex) MOANUCHIBACTCS KaXKAbI OTHpPAaBISEMbIH 3K3eMIUIIp
JOKYMEHTA.

4.20. Tlogmucy Ha pgokyMeHTe OGOpMIISeTCS B COOTBETCTBHMM C MmyHKTamu 2.47, 2.48
HNuctpykuun.

4.21. YTBepxaeHUE TOKyMEHTa IPOU3BOIUTCS:

HEMOCPEJCTBEHHO PEKTOPOM - IPOCTAaBIEHMEM COOCTBEHHOPYYHOH moanucu B Tpude
YTBEPKICHUS;

IMPpUKaA30M YHI/IBepCI/ITeTa.

4.22. YTBepkAa0TCs IpaBUila, TIOJ0KEHUS, HHCTPYKLIUHU, PETIIAMEHTBI, HEKOTOPbIE BU/IbI AKTOB,
IUIaHbl, MPOTPAaMMbl U JAPYTUE€ JIOKYMEHTBHI, YCTaHABJIMBAIOIIME HOPMBI W/WIM pPACCUMTAHHBIE Ha
JAIUTENbHOE TpHMeHeHHe (npuioxerue N 9).

Odopmnenue rpuda yrBep K IeHHs MPOU3BOIUTCS B COOTBETCTBUU € MyHKTOM 2.41 MHCTpyKIny.

4.23. Ilonnuce pekropa YHUBEPCUTETA WK MHOTO YIOJHOMOYEHHOI'O MM JIMIIA Ha JOKYMEHTaX,
TpeOYIOLMX 0CO00r0 YAOCTOBEPEHUS UX MOUIMHHOCTH, a TAK)KE HAa KOMUAX JOKYMEHTOB U BBIIHCKaX
U3 JIOKYyMEHTOB 3aBepsieTcs nevarbio (npuioxenue N 10).

ITeyaTp Ha JOKYMEHTE IPOCTABISAETCS B COOTBETCTBUM € MMyHKTOM 2.49 MHCTpyKIMH.
V. Opranmnsanus 10KyMeHT0000poTa

5.1. JIokyMeHTOOOOpOT BKJIIOYAET BCIO IOCIIEIOBATEIBHOCTh IEPEMENICHUH TOKYMEHTOB, a
TaK)Ke oIlepaliy, COBepIIaeMble ¢ JOKYMEHTaMHU B IIPOLIECCE UX CO3AAHUS U UCIIOJIHEHUS (TMOTyYeHHe,
OTIIpaBKa, IPEJBAPUTEIBLHOE PACCMOTPEHNE, PETUCTPALUs, PACCMOTPEHHE PEKTOPOM).

5.2. llems opraHuzamyu JOKYMEHTOOOOpOTa - OOEeCrledeHHe CBOEBPEMEHHOTO IPHHSTHS
YIPaBICHUYECKUX PEUICHUN W MX HCIOTHEHUS. 3agada TOKYMEHTO000pOTa - OpraHW30BaTh JIBI)KCHHE
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JOKYMEHTOB TI0 HauMEHEe KOPOTKOMY IIYTH C MHHHUMAJIBHBIMU 3aTpaTaMH TpyJa U BPEMEHH, B
YCIOBUSIX JIEKTPOHHOTO JOKYMEHTOOOOpOTa - 00ECHeuuTh IOCTYN K AOKYMEHTaM II0JIb30BaTelIsIM
C3]1 B COOTBETCTBUU C MPEAOCTABICHHBIMU UM IIpaBaMH.

5.3. B ycnoBusix npumenenus COJl B YHUBEpCUTETE UCIIOJIB3YIOTCS AJIEKTPOHHBIEC IOKYMEHTHI, a
TaK)K€ DJIEKTPOHHBIE KOIMHUM JIOKYMEHTOB, MOJYyYE€HHBIE B PE3yJIbTaTe CKAHUPOBAHMS JOKYMEHTOB Ha
OymaxxHoM HocuTene. JJokyMeHThl Y HUBEpCUTETa, UMEIOLIIE BpeMEeHHbIE CpOoKU XpaHeHus (no 10 et
BKJIFOUMTEIBHO) MOTYT CO3/1aBaThCs, XPAHUTHCA W HCIOIH30BATHCS HUCKIIOYUTEIHRHO B (hopme
ANEKTPOHHBIX TOKYMEHTOB.

[lepedyeHp TOKYMEHTOB, CO3[aBAa€MbIX, XPAHUMBIX U HCIOJIB3yEMBIX HUCKIIOYHUTEIBHO B (opme
JJIEKTPOHHBIX JOKYMEHTOB, YTBEPKIAETCA PEKTOPOM Y HUBEPCUTETA.

5.4. Opranuzanust JBW)KEHUS JOKYMEHTOB B YCJIOBHUSAX O3JIEKTPOHHOIO JOKYMEHTOOO0OpOTa
OCYILIECTBIISIETCSI B COOTBETCTBMM C PEIIAMEHTHPOBAHHBIMU MaplIpyTaMH, pa3padaTbiBacMbIMU
Kanuenspueir. MapmipyTsl IBH)KEHUS OPraHU3allMOHHO-PACIOPSAUTEIBHBIX TOKYMEHTOB JIOJIKHBI
OBITh ONTHUMAIBHBIMU MO 3aTpaTaM BpPEMEHH, HE JOJDKHBI JOMYCKaTh MYOJMPYIOMIMX ONepanuid u
BO3BPATHBIX JIBUKEHUH, HE 00YCIIOBIEHHBIX J1€JI0BOH HEOOXOIUMOCTBIO.

5.5. Opranuzanusi JOKyMEHTOO0OpOTa OCHOBBIBAETCS HA MPUHIIUIIAX:
[EHTPAIU3aI[UK OTIepAIMii TI0 IPUEMY U OTIPABKE JOKYMEHTOB;

pacnpeneneHuss JOKYMEHTOB Ha JIOKYMEHTOIIOTOKHM, HWMEIOIIUE OJWHAKOBBIM MapIIpyT
(MapmpyTH3aIus 10KyMEHTOB);

OopraHu3ali NpeABAPUTCIIBHOT'O paCCMOTPCHUS BXOAAIMINX NTOKYMCHTOB,

UCKITIOYEHHsS]  BO3BPATHBIX  JIBIDKEHUM  JOKyMEHTa, He  OOYCIOBJICHHBIX  JETOBOMH
HEO0O0XO0INMOCTELIO;

OJIHOKPaTHOCTH PErHCTpali JOKYMEHTOB;
yCTpaHEHUs] HEOOOCHOBAHHBIX COTJIACOBAHUM NMPOEKTOB JOKYMEHTOB;

BPEMEHHOW pErIaMeHTalluu onepauuil 1o o0paboTKe, PACCMOTPEHUI0 U  COIIACOBAHMIO
JOKYMEHTOB.

5.6. B nmokymeHTOOOOpOTE VYHHBEPCHUTETa BBIACISAIOTCS JOKYMEHTOIOTOKU: BXOISIINE
(mocTymaroniue) JOKYMEHTHI, UCXOIIne (OTIpaBisieMble) TOKYMEHTHI; BHYTPEHHHUE JTOKYMEHTH. B
COCTAaBC BXOIAIINX U UCXOOAIINX )IOKyMeHTOB BBIIACIISIFOTCA .

JAOKYMCHTBI OpraHOB FOCY,HapCTBeHHOﬁ BJIaCTHU, OPraHOB MCCTHOT'O CaMOYIIPABJICHUA,
JAOKYMCHTEIL (I)I/IJ'II/IaJ'IOB H TCPPUTOPHUAIIBHO 000CO0IECHHBIX HO,Hp&?»JICJICHPIfI;

JOKYMCHTHI U3 IrOCYAAapCTBEHHBIX U HETOCYAaPCTBCHHBIX opraHmaum‘/'I;
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3anpockl genyraroB [ocymapcrBennoit Jlymbr u uneHoB Cosera ®eneparuu, aenyratoB
3aKOHOJATENbHBIX OpraHoB cyObekToB Poccuiickoir  @exepaui ¥ OpPraHOB  MECTHOIO
caMOYTIpaBJICHUS;

oOpallieHus Tpax/iaH;

JOKYMEHTBI U3 TPaBUTEILCTBEHHBIX M HEMPABUTEIHCTBEHHBIX OpraHU3alnil 3apyOeKHBIX CTpaH
U JpYIrUe rpynisl JOKyMEHTOB.

5.7. JloctaBka M OTIOpaBKa [JOKYMEHTOB B YHHUBEPCHUTETE OCYLIECTBISIOTCS CpPEICTBAMHU
MOYTOBOM CBsI3M, (PENbABErepCKOd M KYpbEepPCKOW CBSI3M, HAPOYHBIMH M PA3IUYHBIMH BUJIaMU
AEKTPOCBs3u  ((pakcuMuibHas, TenerpadHas, TeneoHHas, dJIEKTPOHHAs IOYTa, CHUCTEMa
MEXBEJIOMCTBEHHOTO 3JICKTPOHHOTO IOKyMeHToo0opoTa (M 10).

5.8. B VYHuBepcuteT D0CTaBISETCS KOPPECHOHACHIMS B BHUJE IHCEM, IMOYTOBBIX KapTOYEK,
OaHzeposell U MakeToB, MeYaTHBIX U3AaHUN, TelerpaMmM, pakcorpamm, TeaeQoHOrpamMm, SJIEKTPOHHBIX
JIOKYMEHTOB M 3JIEKTPOHHBIX KOIUN JOKYMEHTOB.

5.9. Ilpuem noxymeHTOB ocywmecTtBisierca Kannemnspueil. JlOKyMEHTBI, IOJIy4EHHbIE
pabOTHHKAaMU OT IPYTUX OpTraHU3alUi, TaKKe mepenaroTcst B KaHuensapuro st perucTpammy.

5.10. Bce mnocrynuBmiie B YHHBEPCUTET IAOKYMEHTHI MOJUIekKAaT MEpBHYHON 00paboTke,
BKJTFOYAIOIIEH

MPOBEPKY NMPABUIBHOCTH JOCTABKU TOKYMEHTOB;
MIPOBEPKY LIETTIOCTHOCTH YIaKOBKU (KOHBEPTOB, MAKETOB);

BCKPBITHE YIAKOBKU (32 MCKIIOYEHHEM KOHBEPTOB, MAKEeTOB ¢ nmomeTkol "Jlmuno" u rpadamu
OTpaHMYEHUS JOCTYIA K JJOKYMEHTY);

MMPOBEPKY HCIIOCTHOCTH BXOAAIINX JOKYMCHTOB, BKIJIHOYAA IIPHUIJIOKCHUA
YHUYTOKCHHUEC KOHBCPTOB, MMAKETOB NJIN YIIAKOBKHU,
MMPOCTABJICHUC OTMETKH O MOCTYIINICHUU NJOKYMCHTA B YHI/IBepCI/ITeT.

5.11. OmmOGOYHO [OCTaBJECHHbIE JOKYMEHTHl TEpPECHUIAIOTCS 10 HA3HAYCHUIO WU
BO3BPAILAOTCS OTIPABUTENO. JIOKyMEHTBI, IOCTYIIMBIINE B IMOBPEXKACHHON YIAKOBKE, MPOBEPSAIOTCS
Ha L[EJIOCTHOCTD, B TOM YKCJIE HA HAJTMYME MEXAaHUYECKUX ITOBPEXKICHUIA.

[TouToBBIE OTMpaBlIeHUsI, HECTAaHIAPTHBIE 110 BECy, pasMepy, popMe, UMEIOIIHEe HEPOBHOCTH TIO
OokaMm, 3aKJICCHHBIC JIMIKOW JICHTOW, HWMEIOIINE CTPaHHBIM 3amax, IBET, MPEINOJI0KUTEITHHO
HMMEIOIINE BIIOKEHUS, HE XapaKTepHbIE JIJIsl OYTOBBIX OTIIPABIEHUM, HE BCKpbIBatOTCA. O MONydyeHUun
MOJIO3PUTEIIBHOTO MOYTOBOrO OTIIPABIICHUS JAOKJIAAbIBAETCs 3aBenyromemy Kanuenspueidl U B OTIEN
SKOHOMHUYECKOH 0€30MacHOCTH.

5.12. Ilpu nmocTyrmuieHMHM BXOJIAIIErO JOKYMEHTA B MOBPEKIECHHOM YIIAKOBKE, MOBPEXKICHUU
Cmp45 u3 103




denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
v rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii F'AY

\// Kpacrosipekuit TAY-CMK-MJ1-7.5.3-2018

JOKYMEHTA, IIPY OTCYTCTBUM B KOHBEPTE (IIaKeTe) JOKYMEHTA, €r0 YacTH WM IPUJIOKEHUN K HEMY, a
TaKKe IIPU OTCYTCTBUM MOAIMCH HA BXOIALIEM JOKYMEHTE COCTaBIIACTCS aKT B IBYX JK3EMILIIpax Ha
OyMa)KHOM HOCHUTEIIE, MOAMUCHIBaeMbIi 1ByMsl paboTHuKkaMu Kannenspuu.

OpuH 3K3eMIUIp aKTa BMECTE C BXOJALIMM JOKYMEHTOM U €ro NMPHIOKEHUSIMH NepeaaeTcs: Ha
IIPEIBAPUTEIIBHOE  PACCMOTPEHHWE U PErUCTPalyio, BTOPOM OSK3EMIUIAP aKTa BBICHUIAETCS
OTIIPABUTEIIO.

5.13. KoHBepThl, IaKeThl WU YIIAKOBKA COXPAHSAIOTCS U MPUIIAratoTCs K BXOASIIUM JOKYMEHTaM
B CIIydasx:

€CJIM TOJIBKO II0O HUM MOKHO YCTAHOBUTH OTIPABUTEIIA WU AATy OTIIPABJICHUS

€Clin BXOI[?[HII/Iﬁ AOKYMCHT IIOCTYIIMJI IIO3’K€ YKa3aHHOI'o B TCEKCTC JOKYMCHTa CpOKa
HCIIOJIHCHUA WJIU OAAThl MCPOIIPUATUS;

npu 0O0JIBIIIOM PACXOXKACHUU MCIKAY JaTaMU MMOAIIMCAaHUA U IMOJTYYCHHUA JOKYMCHTOB.

[Tocne 3aBepiieHust pabOThl C JTOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM IOMEIIAETCS Ha
XpaHEHUE B JIeJO.

5.14. KouBeptbl (maketsl), umetonme ormetky "Jlmuno" ("Private"), rpudsl orpanuyeHus
J0CTyIa K TOKyMEHTaM, COJIepKallliM CBEACHUs KOH(QUACHIIMAIBHOTO XapaKkTepa, He BCKPBIBAIOTCS U
HepeaaroTCs:

¢ ormetkoii "JInuno" ("Private™) - HemocpeCTBEHHO ajpecary;

C I‘pI/I(baMI/I OrpaHUYCHUA NOCTYIIa - B CIICL. YaCTb B 00513aHHOCTH KOTOpOﬁ BXOJHUT 06pa60TI<a
AOKYMCHTOB, COACPIKAIINX CBCACHUA KOH(bI/II[GHHI/IaJ'IBHOFO XapakTepa.

5.15. Bxopgmme dJIEKTPOHHBIE JOKYMEHTBHI, IIOCTYNUBIIME OT JPYrUX OpraHu3aluil I10
3JIeKTpOHHOH noute, nocpeactsoM COJI u/mmm MBJ10 npunumarores Kannenspueit.

ONEKTPOHHbIE JOKYMEHTBI, IOCTYNHMBIIME IO HH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHBIM
KaHajaM M MOJNHMCAaHHbIE YCHJIEHHON KBaIM(UIMPOBAHHOHN mojamuchio, BKIodatorcs B COJ mocne
MIPOBEPKU  3JEKTPOHHOW TMOANKUCH U TOATBEPXKIEHUS €€ JCHCTBUTEIbHOCTH; 3JIEKTPOHHbBIE
JOKYMEHTBI, NOCTYNHMBIIME OT JPYIMX OpraHM3alMil IO DJJIEKTPOHHOM IOYTe W NOJIMCaHHbIE
YCUJIEHHOW HEKBaTU(UIIMPOBAHHON MOJMUCHI0 WM IMPOCTOM AIIEKTPOHHON MOANUCHIO0, MPOXOMAST
IIPEIBAPUTEIIBHOE PACCMOTpeHUEe U BKModaroTes B COJ] mpu Hainuum MeXay OpraHu3aluei-
OTMPABUTENIEM U OpPTaHU3aAIMEH-TIOTydaTesIeM COTJIAIeHUsT 00 0OMEHE JIEKTPOHHBIMH JOKYMEHTaMH,
MOJANNUCAHHBIMUA COOTBETCTBYIOIIEH MOAIHUCHIO.

5.16. IlepBuuHas 00pabOTKa 3JIEKTPOHHBIX JOKYMEHTOB, IOJIYYE€HHBIX 0 HH(OPMAIMOHHO-
TEJIeKOMMYHUKALIMOHHBIM KaHallaM CBsi3u (3yekTpoHHas mnouta, MDOJIO, caiit YHuBepcurera) ot
JAPYTUX OpraHu3aliii ¥ TpakJaH, JOJDKHA COOTBETCTBOBATh TEXHOJIOTMH pabOThl C BXOJSAIIMMHU
JIOKYMEHTaMHU.
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5.17. IlepBuunas 00pabOTKa JOKYMEHTOB 3aBEpIIACTCS MX pacupeieleHrneM (COPTUPOBKOI) Ha
peructpupyemMble U Heperucrpupyemsle. K poKymeHTam, He HOJUIEKALIUM PETUCTPALM, OTHOCATCS
JTOKYMEHTBI, HE TpeOyIolne HWCIOJIHEHUS W He cojepKamue WHPOpPMAalnu, HCIOJIb3YeMOl B
CrpaBOYHBIX Heisx (mpuioxenne N 11).

5.18. Perucrparus BXOIAIIHUX JOKYMEHTOB OCYIIECTBIISICTCS HE3aBHCUMO OT CIocofa HX
JIOCTaBKU OAMH pa3 - B Kanuenspuu.

JIOKyMEHTBI, IOCTyHarwolue W3 JAPYTHX OpPraHu3aluil HENOCPEACTBEHHO B CTPYKTYPHBIE
MOJIpa3/ieieHusl, HO TpeOyIoIMe pacCMOTPEHMs PYKOBOJCTBA, IEPENAIOTCS A PErucTpalud U
IIPEABAPUTEIILHOTO paccMOTpeHus B KaHuesapuro.

5.19. Perucrpanus BXOASAIMIMX JOKYMEHTOB OCYHIECTBJISETCS B J€Hb HUX IOCTYIUICHUS WM Ha
clIenyromuid pabodnii JeHb MPU MOCTYINICHUH JOKYMEHTOB B KOHIIE pabodero JHs WX B Hepabouee
BpeEMSL.

5.20. CBeneHuss O MOCTYNHBIIEM JIOKYMEHTE BHOCSTCS B 3JIEKTPOHHYIO PErMCTPallMOHHYIO
kaptouky (OPK) CO/l , a moctynuBiieMy JOKYMEHTY IPUCBaUBAETCs PErUCTPALlMOHHBIH HOMED.

PerucrpaiinoHHbIli HOMEp BXOJSIIETO JOKYMEHTa COCTOUT M3 MOPSJAKOBOTO HOMEpa JOKYMEHTa
B TIpeieiax KalleHAApHOTO TIoJia, KOTOPBIA JOMOJIHEH HU(POBBIMH KoJaMH (MHIEKCAMH) TIO
HCIIOIB3YEMBIM KJIACCU(UKATOPAM.

5.21. Ha Bcex 3aperucTpupoBaHHBIX TOKYMEHTAaX, 32 UCKJIIIOUEHUEM JJOKYMEHTOB, OCTYIHMBIINX
B (opMe 5SIEKTPOHHBIX JOKYMEHTOB, IPOCTAaBJIAIOTCS OTMETKHM O IOCTYIUIGHHH JOKyMEHTa B
VYHuBepcurer. B oTMeTke O NOCTyIJIEHMM [OKyMEHTa (GUKCHUPYIOTCS JlaTa MOCTYIUIeHHus (Ipu
HEOO0XOAMMOCTH - BpeMs IMOCTYIUICHHs B 4acaX M MHUHYTAx) M BXOASIIMA pEerucTpalioHHBIA HOMEp
JIOKYMEHTa B COOTBETCTBHH € MMyHKTOM 2.36 MHCTpyKIMH.

5.22. JIOKyMeHTHI, MOCTYNHUBIINE HA OyMa)KHOM HOCHTEJE, CKAaHUPYIOTCS, 3JIEKTPOHHAsI KOMHUS
nokyMenTa Bkitoyaerca B COJ1 u nmpucoeaunsierca k OPK nokymenra.

5.23. KoppecnoHeHIMsI Ha HUHOCTPaHHBIX sI3bIKaX, aJpECOBAHHAs PYKOBOJACTBY YHHUBEPCUTETA,
nocye peructpauuu B KaHuensipuu nepenaercs B COOTBETCTBYIOIIEE MOAPa3/ieleHue U paOOTHUKY
VYHuBepcuTeTra I NEpPeBOJAa W MOCIHEAYIOIIEW Iepefadyd Ha pacCMOTpeHue pykoBojacTBa. MHas
KOPPECHOHJICHIIMS HA HWHOCTPAHHBIX S3bIKaX IE€PEeNaeTCsl IO Ha3HAUYEHHUIO HENOCPEACTBEHHO B
CTPYKTYpHBI€ MTO/Ipa3/ICICHHUS.

5.24. IlpeaBapuTenbHOE pacCMOTPEHUE MPOBOJAUTCS B LENAX PacHpeleleHHs MOCTYNAIOUUX B
YHuBepcuTeT JOKYMEHTOB Ha TpeOyromue o00sA3aTeIbHOT0 PacCMOTPEHUS  PYKOBOJICTBOM
VYHuBepcuTeTa U HAIPABJISIEMbIE HEMIOCPEICTBEHHO B CTPYKTYPHBIE TIOAPA3ACICHUS.

5.25. IlpeaBaputesbHOE pacCMOTPEHUE BXOASAIIMX JOKYMEHTOB ocyliecTBisieTcs B Kanuenspuu
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II0CJIE PETUCTPALMH JOKYMEHTOB.

HpCI[BapI/ITCJ'IBHOC pPaCCMOTPECHUEC MOXKET IMMPOBOAUTHECA OO PETUCTpalli B ClIydac IMOCTYIIJIICHUA
AOKYMCHTOB C OTMCTKaMH, TpGGYIOH_[I/IMI/I HE3aMCAJIUTCIIBHOTO pPAaCCMOTPECHUA W HCHOJIHCHUA
JAOKYMCHTA.

5.26. IlpenBapuTeabHOMY PAacCMOTPEHUIO TMOJIEKAT BXOJSIIUE JOKYMEHTHI, aJipeCOBAHHBIC B
YHUBEPCUTET HA UMS €€ PEKTOPA.

JIOKyMEeHTBI,  aJpECOBaHHbIE  MOAPA3JCICHUAM, PYKOBOJIUTENISIM  MOJApa3JelieHud U
CHelMaIMCTaM, [IEPEA0TCs B CTPYKTYpPHBIE MOApa3ieieHus 0e3 MpeIBapUTEIbHOIO paCCMOTPEHUS.

5.27. llpenBapuTenbHOE PACCMOTPEHHE OCYIIECTBISIETCS HWCXOAS M3 OLEHKH COJAEpXKaHUs
BXOJSIIMX  JIOKYMEHTOB, C Y4Y€TOM YCTAHOBJIEHHOTO B  YHHUBEpPCUTETE paclpeAesICHHs
(YHKIIMOHATBHBIX 00I3aHHOCTEH MEXKIY PEKTOPOM, IMPOPEKTOPAMHU, PYKOBOJIUTEISIMA CTPYKTYPHBIX
MoJIpa3ieJICHHI.

5.28. Ilo pe3ynpTaTam HpPEIBApPUTEIBLHOTO PACCMOTPEHHUS] JOKYMEHTBHI DACIpPEAEISIOTCS Ha
JOKYMEHTOIIOTOKH, HallpaBJIsieMbIe:

Ha pPacCMOTPEHHME peKTopa YHHBEpCUTETa (JIOKYMEHTBI, TOCTYNAKIIUEe W3 OpPraHoB
FOCYZ[apCTBeHHOﬁ BJIaCTH, OPraHoB MCCTHOI'O CaMOYIIpaBJICHUA, JOKYMCHTEI I10 HanOoJIee BaXXHBIM U
MPUHIMITHATBEHBIM BOIPOCAM JIESTEIILHOCTH Y HUBEPCUTETA);

Ha pacCMOTPEHUE MPOPEKTOpPaMH Y HUBEPCUTETA (JOKYMEHTHI TI0 HAINPABJICHUSM JESTEIHHOCTH,
KYPUPYEMBIX COOTBETCTBYIOIINMMH MPOPEKTOPAMU);

Ha paCCMOTPCHUEC UHBIX pYKOBOI[I/ITeJIeﬁ, TJIaBHBIX W BEAYIIUX CIICHHNATIUCTOB,

Ha PAacCMOTPEHHE M HCIIOJHEHUWE B CTPYKTYpHBIE ITOAPA3JCIICHMS IO HANPABICHUSIM HX
NEeATEIbHOCTH.

5.29. Tlo 3aBepmieHWH TIPEIBAPUTEIBLHOTO PACCMOTPEHHS  JIOKYMEHTHI  TEpPEIar0TCs
COOTBETCTBYIOIIUM PYKOBOJAUTENSIM JUISI PACCMOTPEHHUS W BBIHECEHHUS PE30NIONMi (ykazaHUil Mo
WCTIOTHEHHUIO).

5.30. PaccMoTpeHHE JOKYMEHTOB PYKOBOAMTENEM OCYIIECTBISETCS B JEHb Iepeladyu
JOKYMEHTOB PYKOBOJIMTENIO WM Ha CIeAyIoIuid pabouuii JieHb, €CIU JOKYMEHTHI MepeaHbl
PYKOBOJICTBY B KOHIIE paboyero JHs.

JIOKyMEHTBI, TpeOYyIOIUe CPOUHOTO PACCMOTPEHUS, a TaK)Ke TeIerpaMMbl M Tele(OHOTrpaMMbI
paccMaTpUBaIOTCsS PEKTOPOM HE3aMETUTEIBHO.

5.31. Pe3ynbrarbl paccMOTpeHHUs JOKYMEHTa PEKTOPOM YHMBEPCUTETA, IPOPEKTOPAMHU,
PYKOBOJMTEIISIMH TTOAPA3ACICHU 0POPMIISIOTCS B BUJIE PE30JIIOIIMN B COOTBETCTBUU C IMMYHKTOM 2.43
HNHucTpykuun.
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5.32. CeneHust 0 pe3oyolUM (MCHOJIHUTENb, COAEP)KAHUE IOPYUYEHUs, CPOK MCIIOJIHEHHUS)
cnerpanuctoM CiyxObl  nenmonpounsBojacTBa BHocaTrcss B OPK CDJI, mociie 4Yero HCIOIHUTEIH
MOJIYYaloT JOCTYM K 3JIEKTPOHHOMY JOKYMEHTY WJIHM 3JIEKTPOHHOM KOMHH JOKYMEHTA, €CJIM JOKYMEHT
MOCTYIHJI Ha OYMa)KHOM HOCHUTEIE.

5.33. JIoKkyMeHTBI, IOCTYIAOIINE Ha OYMa)KHOM HOCHUTEJIE, MOCIe UX PETUCTpallii, BKIIOUCHHUS
B CD/] B BUjIE JIGKTPOHHBIX KO M PACCMOTPEHHS PYKOBOJCTBOM IIEPEAAIOTCS B COOTBETCTBYIOIINE
CTPYKTYpHBIC MTOIpa3/ICIICHUs HA UCTIOJTHCHHE B COOTBETCTBUH C HOMEHKIIATYPOH J1e71 Y HUBEPCUTETA.

I[J'ISI (1)I/IKC8.I_II/II/I CpaxTa nepeaaun BXoAAMuX NJOKYMCHTOB U HUX KOITMI Ha 6YM3.)KHOM HOCHTCIIC
HUCIIOJIHUTCIIAIM B CTPYKTYPHBIC TOAPA3ACIICHUA MOT'YT UCITIOJIb30BATHCA KYPHAJIbI (peeCTpH) nepecaadun
AOKYMCHTOB.

5.34. Ilpu OyMa)KHOM JIOKYMEHTOOOOpPOTE MOMJMHHUKMA BXOISALIMX JOKYMEHTOB, B CIy4yae
Ha3HAYCHHUS] HECKOJbKUX HCIOJIHUTENEH MepeaaroTCs OTBETCTBEHHOMY HCIOJIHUTEIIO, OCTaJbHBIM
ucnonuutenam Kanuenspus nepenaer KOMUHU JOKYMEHTA.

5.35. Hcxopsmue JOKYMEHTBI, 3aBU3UPOBAHHBIE BCEMU 3aMHTEPECOBAHHBIMHM JIMLAMU U
[IOJITMCAHHBIE PEKTOPOM WM MHBIM YIOJHOMOUYEHHBIM UM JIMILIOM, peructpupyrorcs B Kanuenspun
YHUBEPCUTETA.

5.36. Perucrpanus HMCXOAAMIMX JOKYMEHTOB OCYIIECTBISICTCS B JICHb ITOANUCAHUS WM Ha
creayromuid pabouuil aeHb, €Clu JAOKYMEHThl OBLIM TOIMMCAaHbl B KOHIE pabo4yero IHS WIH B
Hepalouee BpeMmsl.

5.37. Ilepen peructpanued UCXOAAIIMX JOKyMEHTOB KaHuenspus nmpoBepsieT NpaBUIbHOCTH
oQopMmIIeHHs TOKYMEHTOB (B TOM YHCJI€ HAIMYUE TOAMUCEH, BU3, IPaBUILHOCTh HAITMCAHUS a/IpECOB),
a TaKXKe YKa3aHHbBIX B UCXOSAIINX JOKYMEHTAX IIPUIIOKEHNH, COOTBETCTBUE KOJINYECTBA IK3EMIUISIPOB
KOJIMYECTBY aJpecaToB M0 yKa3aTeN0 PacChlIKU, HAIMYUE OTMETKU 00 UCTIOJTHUTEIIE.

5.38. Ilpu peructpanuu ucxonsmero nuckMa B COJ1 cBeneHust 00 OTHpPaBISIEMOM JAOKYMEHTE
¢bukcupyrores B OPK, Kk KOTOpoil npUKperuIsieTcs: 37eKTPOHHAsE KOMUS OTIIPABISEMOI0 TIOKYMEHTA.

Eciu OPK 6pina cozpana B COJl mpu moAroToBKe MpOEKTa JOKYMEHTa, TO MPH PErucTpanuu
UCXOJAILIET0 JIOKyMEHTa B Hee J00aBISAIOTCS CBEIEHUS O PErucTpallMOHHOM HOMeEpe, Jare
pETUCTpaIiH U IpYTHe CBEIECHUS 00 NCXOASIIEM JOKYMEHTE.

5.39. PeructpaiimoHHbII HOMEP HCXOMAIIETO JOKYMEHTA JI0JDKEH COCTOSTh U3 KOJIOB (MH]IEKCOB)
B COOTBETCTBUM C MPUMEHSECMBIMU KJIaCCU(PUKATOPAaMU U TIOPSJIKOBOTO HOMEpa JOKYMEHTa B
npezennax KajJleHJapHoro roja.

Jlata peructpanu U perucTpallMOHHBIN HOMEP MPOCTABIIAIOTCS Ha OTIPABIISIEMOM JOKYMEHTE, a
TaK)K€ Ha KOMHWHU HCXOJIAIIETO JOKYMEHTA, OCTAOIICHCSA B J€J€, B COOTBETCTBUU C NMyHKTamu 2.35,
2.36 MHCTpYKIUH.

5.40. MHcxonmdmwmii TOKYMEHT, TMOJMUCAHHBIA PEKTOPOM  YHHUBEPCUTETA WJIM  HUHBIM
YIOJHOMOYEHHBIM UM JIOJDKHOCTHBIM JIMIIOM, IEpeaeTcss Ha OTHPAaBKY, KOMMS JIOKYMEHTa Ha
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GYMa)KHOM HOCHUTCIIC C BU3aMM ITOMECIIACTCA B €10 B COOTBECTCTBHH C HOMCHKH&TypOfI JCII.

DJEeKTPOHHBIE JOKYMEHTHI MTOCIIE UX HOANUCAHUS IEKTPOHHOM MONNCHIO U OTHPABKHU aJpecary
xpansTcs B 6aze qanabix CO/1.

5.41. B 3aBHCHMOCTH OT COACPIKaHUSI M CPOYHOCTH JOKYMEHTBI, OTIIPABIISIEMbIE M3 OpraHH3aIlHH,
JOCTABIISIIOTCSL aJipecaraM CpPeICTBAMHU IMOYTOBOM, (PEebIberepckoi CBs3M, CHEICBS3H, KYpPbEepoM,
IKCIIPECC-TIOYTOM, a TaKKe MEPEJAIOTCs 0 KaHajlaM 3JICKTPOCBs3H ((hakCUMIIIbHAS CBSI3b, Tenerpad,
tenedoH, anekTponHas noura, MO0, CO/1).

OO0OpaboTka KOPPECIOHJCHIIMK I OTIPABKH IMOYTOBOM CBS3BIO  OCYIIECTBIISACTCS B
cooTBeTcTBUH ¢ [IpaBunamMu oka3aHus yciIyr HOYTOBOM CBSA3H.

5.42. HOKYMGHTBI, HEC HUMCIOIIUC aﬂpeCHOﬁ 4JaCTH, I[PUHHUMAOTCA Ha OTIpPABKY C
COIMPOBOAUTCIIbHBIMU NTHCbMaMU (321 HCKJIIOYCHUEM KOIIHM pacropAguTCIIbHBIX JOKYMCHTOB,
HaIllpaBJIsICMBIX B IIOJABCAOMCTBCHHBIC OpFaHI/ISaHI/II/I).

HempaBwibHo odopMIleHHBIE JOKYMEHTBI M KOPPECHOHJICHIUS HECTY)KEOHOTo Xapakrepa K
OTIPaBKE HE IIPUHUMAIOTCS U BO3BPALIAIOTCS UCIIOJIHUTEIIO.

5.43. JlocelaKa WM 3aMEHA paHee OTIPABICHHOIO JOKYMEHTA OCYILECTBIIAETCS 10 YKa3aHUIO
JM1a, MOANKUCABIIETO T0KYMEHT.

5.44. TlpoxoxaeHue BHYTPEHHMX JOKYMEHTOB Ha JTalnax HMX IOJATOTOBKH U odopmieHus
JOJDKHO COOTBETCTBOBATh MPOXOXKAECHUIO HUCXOASIIMX JOKYMEHTOB, a Ha JTale HCIOJHEHUs -
BXOJAIIUX JOKYMEHTOB.

5.45. IIpoekThl pacnopsIUTENbHBIX JOKYMEHTOB (IPUKA30B, PacOPsHKEHUM), MOATOTOBIEHHBIX
JUISL TIOANACAHMUS, T10CIE TOATOTOBKM M COTJIACOBAHUSA C 3aMHTEPECOBAHHBIMHU JIMLIAMHU IIEPENAIOTCS B
Kannenspuio Ui NpoBepKy NPaBUIBHOCTH UX O(OPMIICHHUS.

5.46. IlpaBunbHO 0(opMIICHHBIE TIPUKA3bl, PACTIOPSKEHUS IEPEJAOTCS Ha MOANKUCH PEKTOPY UITH
MHOMY YIIOJIHOMOYEHHOMY UM JIMILY.

5.47. TlognucaHHbIE MPHUKa3bl, PACTIOPSHKEHUS IO OCHOBHOW JEATEIbHOCTU PErHMCTPUPYIOTCS B
Kannenspun.

HO)IFOTOBKa IMIPUKA30B 110 JIMYHOMY COCTaBy K MHNOJANMCAHHUIO PEKTOPOM M HX PETHCTpalUA
OCYIICCTBIIAKOTCA OTACIIOM KaJIpPOB.

[TpukazaM, pacnopspDKeHUSM 10 OCHOBHOM JESTEIbHOCTH MPUCBAUBAIOTCS MOPSAKOBBIE HOMEpa
(Mo KakAoW IpymIme JOKYMEHTOB OTIENbHO) B Ipelenax KajaeHaapHoro rona. llopsakoBelii Homep
JOKYMEHTa  JIONOJiHseTCs OYKBEHHBIM HMHJEKCOM, O0O3HAYaloIUM MPUHAJJICKHOCTh JOKYMEHTa
COOTBETCTBYIOILEH TPYIIIE JOKYMEHTOB.

CBefieHUST O PETHCTPUPYEMBIX TMpHUKa3axX, pacrnopsikeHusx BHocaTcs B COJ] unm B wHBIE
pEeTUCTpallMOHHO-YUYeTHbIE (OpMBI Ha OyMaXHOM HOCWUTENEe WIHM B DJIEKTPOHHOH Qopme B
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COOTBETCTBHUHM C ITYHKTOM 5.54 MHCTpYyKIIMHU.

5.48. IloaTMHHUKY TTPUKA30B (PACIIOPSKEHUI) 110 MECTY UX PErucTpanuu GOpMHUPYIOTCS B Jea
B COOTBETCTBUU C HOMEHKJIATYpOH JeJl Y HUBEPCUTETA B COOTBETCTBUU € IMyHKTOM 8.20 MHCTpyKINU.

Komun IIPpHUKa30B, paCHOpﬂ)KCHI/Iﬁ pacColIalOTCA HUCIOJIHHUTECIAM W HWHBIM 3aWHTCPECOBAHHBIM
JIMIaM B SHGKTpOHHOﬁ (l)OpMe WK Ha 6YMa}KHOM HOCHUTECJIE B COOTBETCTBHHU C YKA3aTCJIEM PACCBIIIKH.

Konuu mnpukaszoB, pacnopsikeHH, paccbllaeMble Ha OyMa)XHOM HOCHTENE, 3aBEpSAIOTCS B
COOTBETCTBUHM € IIyHKTOM 2.51 MHCTpYyKLINU.

5.49. Ilporokonbl 3acefaHull, COBEILIAHWN, IPOBOJAMMBIX PYKOBOACTBOM Y HUBEPCHUTETA,
PETHCTPUPYIOTCSL CEKPeTapsSiMH COOTBETCTBYIOIIMX PYKOBOJIHUTEIICH.

[IpoTokonbl 3acenaHuil, COBEIIAHWUN, NPOBOJUMBIX KOJIJIETHAIbHBIMU (COBEIIATEIbHBIMU)
OpraHaMy, KOMHCCHUSMHU WJIM B CTPYKTYPHBIX MOJPA3JCIICHUSAX YHUBEPCUTETA, PETUCTPUPYIOTCS B
MOJIPa3/IeIeHUAX, OTBETCTBEHHBIX 3a OpPraHU3alMI0 U IpoBeleHHe Meponpusatus. Komuum Ttakux
IIPOTOKOJIOB TOTOBATCS K PACCBHIIIKE M PACChUIAIOTCS CTPYKTYPHBIM IO/Ipa3/IeIeHUEM, OTBETCTBEHHBIM
3a OpraHU3alMI0 U IPOBEICHUE MEPOIIPUSATHS.

5.50. IIpoTokonaM mpucBaMBarOTCs MOPSIKOBBIE HOMEpPA B IpejesaX KaJeHAApHOro roja Wiu
nepuoJia paboTsl BpeMEHHOH paboueit rpynibl (KOMUCCHM) IO KaXKI0M IpyIie MPOTOKOJIOB OTAEIBHO.

[TonTMHHUKY TPOTOKOJIOB MO MECTY MX PErucTpaluu (pOpMHUPYIOTCS B Ji€jia 10 HOMEHKJIAType
JieJ1 YHUBEPCUTETA B COOTBETCTBUHM ¢ MyHKTOM 8.20 MHCTpyKIHH.

5.51. BHyTpeHHHE NOKYMEHTBHI Ha MMsI PYKOBOAMTEINS JIPYroro CTPyKTYPHOIO MOJpa3eieHUs
peructpupytotcss B COJ| wumu  (nmpu  orcyretBuu  C3OJ] Wam  OTCYTCTBHM  BO3MOXKHOCTH
3aperuCTpUpOBaTh BHYTpPEeHHUI NOokyMeHT B COJl) perucTpupyroTcs B MOApa3eNeHUH, CO3/aBILIUM
JOKYMEHT. 3aperucTpUpOBaHHBIA JOKYMEHT IepeJaeTcsi HENOCPEICTBEHHO B MOJpa3/eieHHe -
azpecar, B KOTOPOM IIOBTOPHO HE PETUCTPUPYETCSI.

5.52. Ilpu BxkmoueHun B COJ] BXOASIIMX JOKYMEHTOB, UX DPETHUCTpPALlMU, PACCMOTPEHUU U
ucnonHeHuu B JPK BHOCATCS ciieqyromue CBEAEHUS O TOKYMEHTE :

a) HaMMEHOBaHHNe OpraHu3aluu (KOPPECTIOHICHTA);

0) axmpecar;

B) HAMMEHOBAHHE BHU/IA IOKYMEHTA;

T) JaTa MOCTYIUBIIETO TOKYMEHTA,

1) pErUCTPalMOHHBIM HOMEp MOCTYIHUBIIETO JOKYMEHTA;

e) JOJIXKHOCTD, (1)aMI/IJ'H/I$[ 1 MHUIHAJIBI JIMA, MOAIINCABIICTO JOKYMCHT,

)K) Aara IMOCTYIICHHUA JOKYMCHTA,
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3) BXOJSIINI PETUCTPAIIMOHHBIA HOMED;

1) 3aTr0JIOBOK K TEKCTY (KpaTKOe COAepKaHHe JOKYMEHTA);
K) KOJIMYECTBO JINCTOB OCHOBHOT'O JIOKYMEHTA;

J) OTMETKa O TPUIOKEHUM (KOJIMYECTBO MPHIOKEHUH, 0OIee KOJIWYECTBO JIHCTOB
MIPUIIOKEHUH );

M) CBEIEHHUS O CBS3aHHBIX JIOKyMEHTaXx (HaMMEHOBaHWE BHJA JOKyMEHTa, Jiara,
PETUCTPALIMOHHBII HOMEp, THII CBSI3H);

H) pe30dionus (MCHOJHUTENb (UCIIONHUTENN), NOPYYCHHE, OJDKHOCTHOE JIUIO, JaBIIee
Mopy4eHue, 1ara);

0) CPOK HMCIIOJIHEHHSI JOKYMEHTA;

1) MUHJIEKC JieJla 10 HOMEHKJIATYpe AeT;

p) CBE/IEHUs O Iepeasipecaluy JOKyMEHTa;
C) OTMETKa O KOHTPOJIE;

T) rpUQ OrpaHUYEHUS TOCTyNa K TOKYMEHTY;
y) CBe/IeHUs 00 3JIEKTPOHHOM MOAMKCH;

5.53. Ilpu Bxmouenuu B COJl ucxoasmux nokyMeHTOB B DPK BHOCSTCS ciienyronue cBeAeHUs
0 IOKYMEHTE:!

a) ajpecar;

0) TOMKHOCTH, PaMUIIMS U MHUIIMATIBI JIUIA, TTOAMUCABIIETO TOKYMEHT;
B) HAMMEHOBaHUE BUIA JOKYMEHTA;

T) 1aTa JOKyMEHTa;

1) PETUCTPAIIMOHHBIN HOMEP TOKYMEHTA,

€) 3aroJIOBOK K TEKCTY (KpaTKOe CofiepKaHhe TOKYMEHTA);

) CBEIEHUS O CBSI3aHHBIX JOKyMeHTax (HauMMEHOBaHME BHJAAa JOKyMEHTa, Jara,
pEerucTpalioHHBII HOMEp, TUII CBSI3H);

3) KOJMYCCTBO JIMCTOB OCHOBHOI'O JOKYMCHTA,

1) UHJIEKC JieJla IO HOMEHKJIAaType Jell;
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K) OTMETKa O TMPWIOKCHHH (KOJMYECTBO NPHUIIOKEHUH, O0O0IIee KOJIUYECTBO JIMCTOB
MIPUIIOKEHUH );

1) rpud orpaHUYCHUS JOCTYMA K IOKYMEHTY;
M) MOAPA3/ICICHUE - OTBETCTBEHHBIH MCITOJIHUTEb JOKYMEHTA,;
H) CBeZCHUS 00 3JICKTPOHHOM MOITHUCH.

5.54. Ilpu Bmoyernnu B COJ1 BHyTpeHHUX AokyMeHTOB B DPK BHOcATCS ciemyroniue cBeAeHUs
0 TOKyMEHTE:

a) HaUMEHOBaHME NOJPa3/IeJIEHUs, TOATOTOBUBIIETO MTPOEKT TOKYMEHTA;
0) HauMeHOBaHKE BUJIA JOKYMEHTA,

B) J1aTa JIOKYMEHTa,

I') peruCTPallMOHHbII HOMEP TOKYMEHTA;

1) TOJDKHOCTD, (paMUIIHST M MHULIAIIBI JIMIIA, TIOATMCABIIETO TOKYMEHT;

€) CBEIEHHUS O CBS3aHHBIX JIOKyMEHTaX (HauMMEHOBaHME BHUJAA JIOKyMEHTa, Jara,
pEerucTpalioHHbIN HOMEp, TUI CBSI3H);

) 3aroJIOBOK K TEKCTY (KpaTKOe cojiepKaHHe JOKYMEHTA);

3) OTMETKa O TMPWIOKEHUH (KOJIWYECTBO MPHIOKEHHUH, o0lee KOJIMYeCTBO JIMCTOB
MIPUIIOKEHUI);

1) UHJCKC JIeJIa 10 HOMEHKJIAType e,

K) YKa3aHUs MO0 UCIIOJIHEHUIO IOKYMEHTa (MCIIOIHUTENb, TOPYyYSHHE, 1aTa UCTIOTHEHNUS );
J) OTMETKa O KOHTPOJIE;

M) rpuQ OrpaHUYEeHHs] 1OCTyNa K TOKYMEHTY;

H) TMOJApa3JeNeHne (IOMKHOCTHOE JHII0) - MCIOTHUTENh (OTBETCTBEHHBIH WCIIOTHUTEh)
JIOKYMEHTA.

JlomonHUTENBHO K YKa3aHHBIM CBEJICHUSM O BXOJSALINX, UCXOJAIIMX U BHYTPEHHUX JOKYMEHTaX
B OPK CO]] MOryT BHOCUTBCS UHBIE CBE/ICHUS.

5.55. VYuyer xkonuuecTBa JOKYMEHTOB, IIOCTYNMBLIMX, CO3/1aHHBIX, OTIPABJICHHBIX 34
OIIPEACIECHHBIA MEPUOJ BPEMEHHU, MOXKET MPOBOAUTHCSA MO OPraHU3allid B IIEJIOM, IO OTIEIbHBIM
CTPYKTYpHBIM TOJpa3fefieHusiM, 10 TpynnaMm JIOKyMEHTOB, KOPpPECIOHAEHTaM, JEeHCTBUSM,
MPOU3BEACHHBIM C JOKYMEHTaMH, U JAPYIMM HapameTrpaM, HEOOXOIMMBIM JJsl aHaiu3a paboThl C
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AOKYMCHTAaMH B LCJIAX €€ COBCPIICHCTBOBAHUA.

5.56. Ilpu ydere oObemMa JOKYMEHTOOOOpPOTAa MOJCUYHUTHIBACTCS KOJMYECTBO JOKYMEHTOB
BBICJICHHOW Tpynmbl. Y4YeT KOJMYeCTBa JOKYMEHTOB IpoBoaMTCa 1O gaHHbIM — COJI,
PEruCTPALIMOHHO-YYETHBIX )KYPHAJIOB U KapTOTEK.

5.57. 3a eauHuLly y4yeTa KOJIMYECTBA JOKYMEHTOB IPUHMMAETCS €IMHCTBEHHBIM 3K3EMILLIP
JOKyMeHTa (TMO/UIMHHUK WJINM KOIUS, €CJIM KOMHS - €IWHCTBEHHBIM SK3EMIUIIp JOKYMEHTa B
OpraHu3alK, HallpUMep, KOIUs UCXOASIIEro NucbMa) 6e3 yuera KOMMiA, CO34aBaeMBbIX IIPU MeYaT U
KOIMPOBAaHUU (THUpakupoBaHuu). Konuu HOKyMEHTOB NpU HEOOXOIMMOCTH aHAJIM3a YYUTHIBAIOTCS
OT/EJIBHO.

5.58. Pe3ynbTaThl ydera o0bemMa JOKYMEHTOOOOPOTa B YHUBEPCHTETE €KETOAHO 00O0OIIAFOTCS
Kannensipueii 1 npeicTaBIsiloTCsl pyKOBOJCTBY B BHJIE OTUeTa 00 00beMe JOKYMEHTO000pOTa 3a TO/I.

VI. KoHTpOJIb HCIIOJIHEHNS JOKYMEHTOB (IIOPY4YeHUI)

6.1. KoHtponp ucnosHeHUs] JOKYMEHTOB (IIOPY4YE€HHMIT) BEJETCS B LEISIX UX CBOEBPEMEHHOTO U
KaueCTBEHHOT'O UCTIOJTHEHUS.

6.2. KoHTpOJb HCTIONMHEHUS JOKYMEHTOB (ITOPYYEHUIT) BEACTCA:

PYKOBOJUTENIEM WM HMHBIM JIOJDKHOCTHBIM JIMIIOM OpraHM3allMM - HCIOJIHEHUS JOKYMEHTOB
(mopy4eHwuii) 1o cyecTny;

Kannenspueir YHuBepcuTeTra M OTBETCTBEHHBIMU 3a JIEJIONPOU3BOJICTBO B CTPYKTYPHBIX
MOAPAa3ACIICHUSIX - CPOKOB UCTIOJTHEHUS JOKYMEHTOB (MMOPyUYEHUN).

B Kannensapun neHTpaan30BaHHOMY KOHTPOJIIO IOJUIEKAT 3apErMCTPUPOBAHHBIE TOKYMEHTHI C
otMeTKoM 0 koHTposie ("KoHTpois"), mpocTaBisieMoll B COOTBETCTBUH € IMMyHKTOM 2.54 MHCTpyKIuy, a
B CTPYKTYPHBIX MOJIpa3iefIeHUsIX YHUBEPCUTETA - BCE 3apErMCTPUPOBAHHBIE IOKYMEHTHI, TpeOyroIne
HCIIOJIHEHUS.

6.3. PacnopsinurenbHble JAOKYMEHTBI, MPOTOKOJBI 3acelaHuil (COBELIaHWil), cojaepKalue
MIOPYYEHUsI ¢ KOHKPETHBIMH CPOKaMH UCIIOJHEHMS, CTABITCS HA KOHTPOJIb N0 KAKIAOMY MOPYUYEHUIO
OTJEIIBHO.

6.4. KOHTpOJIb CPOKOB HCIIOJIHEHHSI JOKYMEHTOB (ITOPYUYSHUI) BKITIOUACT B ceO:

MIOCTaHOBKY JIOKYMEHTOB (IIOpy4Y€HHI1) Ha KOHTPOJIb;

MIPOBEPKY CBOEBPEMEHHOCTH JOBEJCHUS TOKYMEHTOB (IOpYUYEHUIT) 10 UCIIOJIHUTENEH;
IpeBapUTENbHYIO TPOBEPKY U PETYIUPOBAHHE X0/1a UCTIOIHEHUS JOKYMEHTOB (TIOpyUYeHHi);
CHSITHE C KOHTPOJIS IOKYMEHTOB (MIOPYYEHHUIH);

ydeTt, 0000IIeHIe U aHAIN3 PE3YJIbTaTOB X0/1a CIIOTHEHUS JOKYMEHTOB (ITOpYYEHU);
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UH(POPMHUPOBAHNE PYKOBOAUTENEH O XO/€ UCIIOIHEHUS TOKYMEHTOB (ITOPYYCHHIA) U COCTOSIHUN
UCIIOJIHUTENIBCKON JUCLIUILIINHBI.

6.5. Cpoku UCIIOJTHEHMSI TOKYMEHTOB (TIOPYYEHH ) UCUUCIISIOTCS B KaJ€HIAPHBIX JHSAX.

Ecnu nocneanuii 1eHb cpoka UCIONHEHUs JOKYMEHTa (IOpYyUYeHUs) MPUXOJUTCS Ha Hepabouuit
JIeHb, TO JIOKYMEHT MOJJIC)KUT UCTIOTHEHHUIO B ONMVDKAWIINI ClieAyIouii 3a HUM pabo4Hii 1eHb.

Jara wucnonHeHus JokymeHTa (mopyuyeHusi) ¢ukcupyercs B OPK COJl wunu  uHOHU
PErucTpalioOHHO-y4eTHOM (opmMe, UCTI0NIb3YeMOH ISl OTCIIEKHUBAHUS CPOKOB MCIIOJHEHHS JOKYMEHTA

(mopyueHus).

Cpoku uCHONHEHHUS AOKYMEHTOB (IIOPYYEHHUH) yCTaHABIMBAIOTCS PYKOBOAMTENEM, HCXOMAS W3
CpOKa, YCTaHOBJICHHOTO OpraHu3aluei, HaMpaBHBIICH TOKYMEHT, WM CPOKOB, YCTaHOBJIEHHBIX
3aKoHoJaTeNbcTBOM Poccuiickoit denepaimm.

6.6. JIokyMeHTHI (OpyUYCHHUSI ) TOJICKAT UCTIOJTHEHHUIO B CIEAYIOIINE CPOKHU:
C KOHKPETHOM JAaTOW HCIIOJIHEHUS - B YKa3aHHBIN CPOK;

0e3 yKka3aHusl KOHKPETHOW JaThl UCIIOJIHEHHSI, UMEIOIINE B TEKCTE MIOMETKY "'BeCbMa CpOYHO" - B
3
TEYEHHE OJJHOTO JIHS, "Cpo4HO" - B 3-IHEBHBIN CpoK; "onepaTuBHO" - B 10-1HEBHBII CPOK; OCTaNIbHbIE
- B cpok He Oonee 30 nHeit;

0 apJIaMEHTCKUM 3alpocaM - He MO37Hee YeM uepe3 15 qHel co AHS NOIydeHus;

no 3anpocam uiaeHoB Cosera denepauuu, genyratoB ['ocygapcTBeHHOM Jymbl (aemyTaTrckoMy
3amnpocy) He no3aHee 4yem uepes 30 nHei co AHS MOJTydYeHHUs.

10 MEKBEJJOMCTBEHHBIM 3allpocaM O MPEICTaBICHUN JOKYMEHTOB U (WJIK) HHPOPMAIUHU B LENSIX
MIPEIOCTABIIEHUS TOCYAAPCTBEHHBIX U MYHMIMIIAJIBHBIX YCIYT - 5 pabouMx JHEH CO JIHS MOIy4eHHUS
3ampoca,eciy 3aKkoHoaarenbcTBoM Pocculickoit denepani He YCTaHOBIIEH HHOM CPOK;

1o oOparnieHusM rpaxaad - 30 1Hel co JHS perucTpanuu.

6.7. IIproCTaHOBUTH HCIOIHEHUE KOHTPOJIHHOTO JOKYMEHTa (MOpYYEHHsI), a TakKe OTMEHUTh
€ro MOKET PYKOBOJUTEIb, MOAMUCABIINN JOKYMEHT WK JaBIITUN OpydeHHe (yKa3aHHE).

6.8. B memax CBOEBPEMEHHOTO HCIHOJHEHUS JIOKYMEHTOB, TMOpYy4YeHMH (yKazaHuil),
MIOCTaBJIEHHBIX Ha KOHTPOJb, paboTHUK KaHiensapuu, OTBETCTBEHHBIH 3a BeIEHHE KOHTPOISA
WCTIOJTHEHUSI JIOKYMEHTOB, TPOBEPSET CBOEBPEMEHHOCTH JOBEACHUS JOKYMEHTa (MOPYYCHHS) IO
VCTIOJTHUTEIIS.

6.9. Ecnm cpok HCHONHEHHs JOKyMEHTa (MOpy4YeHHs) NPEBHIIIAeT OAMH MeCSl, B IeNixX
o0ecrieyeHrs: CBOEBPEMEHHOT0 UCIIOJIHEHHUS JOKyMEHTa (OPYYEHHUs1) TPOBOAUTCS MPEABAPUTEIbHBIHN
KOHTPOJIb M HAlOMUHAHUS HWCHOJHUTENISAM O MPHOIMKEHUH CPOKOB MCIIOIHEHUS JIOKYMEHTOB

(mopy4enuit).
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6.10. IIpenBapuTenbHbIil KOHTPOJIb OCYLIECTBIISIETCS B CIEYIOIIEM ITOPSIKE:

JIOKYMEHTOB (ITOPY4EHHUIT) TOCTEAYIOUINX JIET - He PeXKe OJHOT0 pasa B ol

JIOKYMEHTOB (TIOpYYEHHI) MOCIHEAYIOIMMNX MECSIEB TEKYLIEro rojaa - HE peke OJHOro pas3a B
MecHILI;

JIOKYMEHTOB (IIOPY4EHHUIT) TEKYILIEro MecsIa - 3a 5 AHel 0 UCTEeUEHHUs CPOKA UCIIOTHEHUS.

6.11. HamomuHaHue HCHOJIHUTENSAM O MPUOIMKEHUH CpPOKOB HCIIOJHEHUS JIOKYMEHTOB
(mopyueHuil) MOXKET OCYIIECTBIIATHCS B ABTOMATHYECKOM pexxuMe nocpeactsom COJL.

HanoMuHanus UCTIONHUTEISAM, a TaKke HHPopManus 00 UCTIOIHEHUH JJOKYMEHTOB (TOPYYESHHN),
MOJTy4YeHHas OT ucnosHuTenel, pukcupyrores B OPK CO /1.

6.12. Ilpu HeoOXOAMMOCTHM U3MEHEHHUSI CpOKa HCIOJHEHUS JOKyMeHTa (MOpy4eHHs)
OTBETCTBEHHBIN HCIIOJIHUTENb O00sI3aH MPEICTAaBUTh HAa HUMsI PYKOBOJMWTENS, JABIIETO MOPYYEHHE,
o0ocHOBaHUE (CIYXEOHYIO 3alMCKY) O MPOJUICHUU CPOKa C yKa3aHWEM NMPUYHH TPOIJICHUS U JaThl
WCIIOTHEHHSI.

O6ocHoBaHMEe TMPOJUICHUS CpOKa WCIONHEHUS JAOKyMeHTa (MOpydeHHs) MAOJKHO OBITh
HaIPaBJIEHO COOTBETCTBYIOLEMY PYKOBOJUTENIO HE MO3/IHEE, YEM T10 UCTEUEHUHU JIBYX TPEThUX CPOKa
UCTIOJHEHUS IOKyMEeHTa (TIOpY4eHus).

O0 u3MEeHEeHUM CpOKa HCIHOJHEHHUS JOKyMEeHTa (IOpY4EeHHs) OTBETCTBEHHBIH HCIOJHUTEIb
unpopmupyer Kanuensputo.

AHaJIOTHYHBIM 00pa30M MOTYT ObITh BHECEHBI M3MEHEHMs B COCTAaB MCIIOJHUTENECH TOKyMEHTa
(mopyuenusi) ¢ o0s3aTenbHBIM HH(QOpMUpoBaHueM Kanuenspuu.

6.13. JlokymeHT (TOpy4YeHHE) CUMTAETCS WCIOJHEHHBIM, €CIM TPHUHSATHI PEHICHUs 10
MOCTABIEHHBIM BOIIPOCaM, MOJATOTOBJIEHBI COOTBETCTBYIOIIME AOKYMEHTHI, HallpaBlieHa CIpaBKa 00
WCIIOJIHEHUU B COOTBETCTBYIOIIME OPTaHbl BIACTH (OpraHM3allMH) WM JIaH OTBET IO CYIIECTBY
3aMHTEPECOBAHHBIM JIUIAM.

Pemenune 06 ucnoiaHeHMM OKyMEHTa (HOpPY4YEHUS) MPUHUMACTPYKOBOJUTENb, MOCTABUBIIMI
JTOKyMEHT (TIOpyYeHHE) Ha KOHTPOJb, C 00s3aTeNbHBIM HHPOpMUpOBaHWEM KaHuenspuu
YHusepcurera.

Ha ucnomHeHHOM MOKyMEHTE MPOCTaBISAECTCS OTMETKA O HAINpaBJICHHM JIOKYMEHTa B JEJIO B
COOTBETCTBUHM C IYHKTOM 2.55 MHCTpyKIMHU, CBEACHHUS 00 HCIONHEHWU JOKyMEHTa (TMOpY4YEeHHs)
BHOcATCS B OPK COJ] winu wHYI0 perucTparuoHHO-yYETHYIO (POpMYy, UCIIOIB3YEMYIO JIJISi KOHTPOJIS
HCIIOJIHEHUS.

6.14. JlokyMeHTHI (MMOpY4YEHHUs), HE CHATHIE C KOHTPOJIS, a TAK)KE TOKYMEHTHI (TIOPYUYEHHUsI), CPOK
HCIIOJIHEHUS! KOTOPBIX HE IIPOJUIEH, CYUTAIOTCS HEUCIIOJTHEHHBIMU.
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VII. Opranun3anusi padoThl HCIIOJHUTEJIA C JOKYMEHTAMM

Kpacnospckuii F'AY

7.1. VcnonnuTtens mojiydaeT AOKYMEHTHl Ha HMCIOJHEHHME B J€Hb MX PACCMOTPEHHS WA Ha
ClIeqymui paboyuil JeHb B COOTBETCTBHHM C PE3OJIIOLMSIMH DPYKOBOJACTBA YHHBEPCUTETa U
pykoBoauTens nojapaszaeneHus. CpouHble JOKYMEHTHI [I€PEAI0TCS UCIIOJHUTENO0 HE3aMEITUTENBHO.

7.2. JIOKyMEHTBI, TIOCTYTAIOIIAE B CTPYKTYPHOE MOJPA3JICICHUE C PE3OTIONHUSIMUA PYKOBOJICTBA,
MepealoTCs PYKOBOAWTENIO MojapasfencHus. Eciu MOKyMEHT, TMOCTYNUBIIMA HAa HCIOJHECHUE B
MOJpa3/ie/icHue, HE HMEET OTHOIICHUS K KOMIICTCHIMH IOJPA3JICIICHUsI, PYKOBOIUTEIh
MO/Ipa3/ICJICHUS B TOT e JICHb WM Ha CJICTYIOIINA pabounii JeHs BO3BpaImaeT ero B Kanmensputo s
pelieHusl BOIIpOca O TEpEHANpaBICHUN €ro Ha WCIOJIHCHUE B JPYroe MOJpaslieliecHue (Ipyromy
HCTIOTHUTEITIO).

7.3. UcrionHEeHUE TOKYMEHTa IPeayCMaTPUBACT:

cOOp U aHAIM3 HEOOXOAMMOM HHPOPMAIINH;

MOJITOTOBKY IMPOCKTA IOKYMEHTA U €r0 0(hOpMIICHUE;
COIJIACOBAHUE MPOEKTA JJOKYMEHTA C 3aHHTEPECOBAHHBIMU JIUIAMU;

J0pabOTKYy HpPOEKTa JOKyMEHTa IO 3aMEYaHHUsM, IOJIY4YEHHBIM B XOJI€ COIVIACOBAHUS U, IPHU
HE00XOAUMOCTH, - IOBTOPHOE COIJIACOBAHUE);

NOJATrOTOBKY cHHcKa (yKa3arens) pacChUIKM JTOKYMEHTa, €CIM JOKYMEHT aJpecoBaH TIpyIie
OpraHu3alNii;

IpeJICTaBICHNUE TPOEKTa JOKYMEHTA Ha MOANUCH (YTBEPKJIEHNE) PYKOBOJCTBY;

MMOATOTOBKY JOKYMCHTA K OTIIPABKC U IEpCAavdy KON JOKYMCHTA B JACJIO.

7.4, HpI/I HaIllpaBJICHUHN NJOKYMCHTA HCCKOJIbKUM HCIIOJIHUTCIISIM OTBCTCTBCHHLBIM 3a IMOATOTOBKY
IMPOCKTa NOKYMCEHTA SABJISICTCS WUCIIOJIHUTCIIb, yKa3aHHBIfI B PC30JIIOIUH TICPBBIM HUIIN 0003HAYCHHBIN B
PE30JIFOINN KaK OTBETCTBEHHBIN MCIIOJHUTENb.

7.5.  OTBETCTBEHHBIM HCIOJHUTENb MMEET NPaBO JaBaTb IOPYYEHHUS  OCTaIbHBIM
WCIIOJIHUTEIISAM,IIPOBOJUTh pabouyue COBElaHUs [Uid BBIPAaOOTKHM COBMECTHOrO peimieHus. Bce
HCIIOJIHUTENIM B PAaBHOW CTEIIEHW OTBETCTBEHHBI 3a CBOEBPEMEHHOE U KAYECTBEHHOE HCIIOIHEHUE
IIOPYYEHUSI W TPEACTABICHHE OTBETCTBEHHOMY WCIIOJIHUTEIIO B YCTAHOBIEHHBIE UM CpPOKH
HEOOXOJUMBIX MaTepHalioB (IIPOEKTOB JOKYMEHTOB, CIpaBOK). McrmomHuTeNn He HUMEIOT ImpaBa
MIPEACTABIATh IPOEKTHI JOKYMEHTOB PYKOBOAMTEIIO, JABIIEMY NOPYYEHHE, MUHYS OTBETCTBEHHOTO
UCIIOJTHUTEII.

7.6. B ciayuyae OTCyTCTBUSA HCHOJHUTENS (KOMaHIMPOBKA, OTHYCK, OOJE€3Hb) JOKYMEHT I10
YKa3aHUI0 PYKOBOAUTENS TMOAPA3EICHHUS] TEPeNacTcsl OPYroMy HCIHOIHUTENI0 C 00sS3aTelbHBIM
coo0mieHneM ero (paMuIuu JeTONPOU3BOAUTEIO TTOAPA3ACICHUs JUIsl BHeCeHUsT u3MeHeHuit B DPK
nokymenTa B COJ] min uHYIO perucTpaliioHHO-YIeTHYIO (hOpMYy.
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7.7. Ilpu yBONBHEHUM WU TEPEXOJ€ Ha JIPYrod y4acTOK pabOTHI COTPYAHHK O0s3aH CIaTh
JOKYMEHTBl U JieJla PYKOBOAMUTENIIO MOJpa3AeNieHUs] WIM MO €ro yKa3aHWI0 BHOBb Ha3HAUEHHOMY
COTPYAHHKY (B Cilydyae HEOOXOJMMOCTH, - IO aKTy MpUeMa-liepeaadyn, B KOTOPOM YKa3bIBAIOTCS BUJIbI
Jen (3aroJIoBKH JeJ1) U UX KOJMYECTBO U KOTOPBIA MOJIHMCHIBACTCS PAOOTHUKOM, IEpEeIaBIIUM
JOKYMEHTBI, 1 paOOTHUKOM, IPUHSBIIUM TOKYMEHTBHI).

7.8. Pe3y.]'II>TaTOM HCIIOJIHEHUA OOKYMCHTaA ABJACTCA IIPOCKT JOKYMECHTA, HO,I[FOTOBJ'ICHHHﬁ
HUCIIOJTHUTCIICEM.

HpOCKT AOKYMCHTa CO BCEMHU HeO6XOI[I/IMbIMI/I IIPHIIOKCHHUAMU, HalleyaTaHHBIN U O(bOpMHeHHBIﬁ
B COOTBCTCTBUU C TIIpaBUJIaMH, YCTAHOBJICHHBIMU B pa3Jciic 3 I/IHCT}T)YKI_II/II/I, HUCIIOJIHUTCIIb
COTJIaCOBBIBACT € 3aWMHTCPCCOBAHHBIMHU IOAPA3ACICHUAMU W JIMLOAMU H, IIPHU HGOGXOI{I/IMOCTI/I, C
APYIr'uMH OpraHu3anusaMH.

JIOKyMeHTBI, TpeqHa3HauYeHHbIE UIsI OTHpPaBKH, O(GOPMISMIOTCS Ha OJIaHKE OpTaHU3aINH
yCTaHOBJICHHOH (hopMbl. {151 OTIIpaBKU TOKYMEHTOB, HE MMEIOLIUX aJpPECHOW YacTH, COCTaBIIAETCS
COIIPOBOJUTEIIBHOE IMIUCHEMO.

Ha AOKYMCHT, paCCLIHaeMBIﬁ Oosiee yeM B YCThIPC aApeca, HUCIIOJIHHUTCIIbL T'OTOBUT CIIMCOK
PACCBUIKH, OMPCACIIACT KOJIHMYECTBO ISK3CMINIAPOB AOKYMCHTA U IMOCJIC PETHUCTpalUn obOecrieunBacT
HU3roTOBJICHUC H606XOI{I/IMOFO KOJWYECTBA KOIHUH.

7.9. Ucnonuurtenb (OTBETCTBEHHBIM MCIIOIHUTENb) OPraHU3yeT COIracOBaHUE (BU3MPOBAHHUE)
MIPOEKTa JOKYMEHTa CO BCEMM 3aMHTEPECOBAHHBIMM JIMIIAMH U TPOBOJUT JOPaOOTKY MIpPOEKTa IO
3aMeYaHusIM B COOTBETCTBUHU C MyHKTamu 4.1 - 4.11 MHcTpyKIuu.

[Ipu Hanmuuuu OOJIBIIOTO KOJWYECTBA 3aMEUaHUN 110 MPEACTaBIEHUs JOPaObOTAaHHOTO MPOEKTa
JOKYMEHTa Ha MOAMKUCH PYKOBOAMUTEIO UCTIOTHUTENh TOTOBUT CBOJAKY 3aMeuyaHUil (MIpeaoKeHuil), B
KOTOPOM YKa3bIBa€TCs: COEpKaHUE 3aMeuaHus (MPeIJIOKEHUs ), TODKHOCTD, (DaMUIIUS JTUTIA, TABIIETO
3aMeYaHHe, NPUHATO WIM OTKIOHEHO 3aMeyaHue (ecilii 3aMeYaHHE OTKJIOHEHO, - MPUYHUHY
OTKJIOHCHHSI ).

7.10. Ilocne nopaGOTKM M MOBTOPHOTO BU3HMPOBAHMS (COIJIaCOBAaHUS) MPOEKT JOKYMEHTa
nepeaaercs Ha nojnucanue (yreepkaeHue). Jlo npeacraBieHns Ha MOJIUCh UCIIONHUTEIb IPOBepseT
MPaBUIBHOCTh  OGOpPMIICHHS  JTIOKYMEHTa, TPaBWIBHOCTH OQOpPMIIEHHUS ajpecaTa, HAJINYHE
HEOOXOAUMBIX BHU3, MPUIOKEHUH, NPU HEOOXOAMMOCTH - CIPABOK, IOSICHUTENIBHBIX 3aIUCOK,
Pa3bICHAIONINX COJIEPKaHNE TIOATOTOBICHHBIXIOKYMEHTOB, JTUCTA (YKa3aTels ) paCChUIKH.

7.11. TlognucaHHBI JOKYMEHT HUCIHOJHHUTENIb B COOTBETCTBUU C MOPSAJIKOM, YCTaHOBJICHHBIM
HNHcTpyKimen 1o JeI0mponu3BOICTBY, MEPEaaeT s PETUCTPAIlMU M OTIPAaBKH W/WIIA BKJIIOYCHUS B
JEJI0.

B cootBeTcTBHM C HOMGHKJ’I&TypOﬁ ACT HUCIOJHUTECIb OIPCACIIACT MHACKC OCJIa, B KOTOPOC
JOJIDKCH OBITh BKJIIOUCH JOKYMCHT.

7.12. B X0J€ UCTIOTHEHUs TOKYMEHTA UCIIOJIHUTENb UMEET MPABO MpejlaraTb N3MEHEHUE CPOKa
WCIIOJIHEHUS], €CIIM OTCYTCTBYIOT peajbHbIE YCIOBHUSl HCIOJHEHUS JOKYMEHTa (MOpy4deHHs ), Nenarh
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IIOMCTKM Ha AOOKYMCHTC O BpPCMCHHU Cro IIOCTYIUICHUA, O JdaTraxX IMPOMECIKYTOYHOI'O KOHTPOJI,
TeJ'IC(bOHHBIX " IMIMCbMCHHBIX 3aIIipocax, O JaT€ U PE3YJIbTAaTC OKOHYATCIbHOI'O UCIIOJTHCHH.

7.13. HcnonHuTenb HE HMMEET IIpaBa pas3rjamiath COAEpPKAHME IOCTYNMBIIUX K HEMY
JOKYMEHTOB ¥ IOJTOTOBJIEHHBIX IPOEKTOB CIYXEOHBIX JOKYMEHTOB, C HHMH MOTYT OBITh
03HaKOMJIEHBI TOJIBKO JIMIIA, UMEIOLINE OTHOLIEHUE K UX UCIIOJIHEHHUIO.

VIII. ®opMupoBaHHe JOKYMEHTAJILHOIO oHAa

8.1. OmnepartuBHOE XpaHEHHE JOKYMEHTOB 0 IepeJauyd UX Ha XpaHEHUE B apXWUB WIIU
YHUYTO)KEHUE OCYIIECTBIISIETCS B CTPYKTYPHBIX MOAPA3ACICHUSIX Y HUBEPCUTETA.

8.2. B mensx XpaHeHUs, MOWCKA W HMCIOJB30BAHUS JOKYMEHTHl Ha OyMa)KHOM HOCHUTENE W
AJIEKTPOHHBIE TOKYMEHTHI (POPMHUPYIOTCS B JIeIa B COOTBETCTBUH C HOMEHKJIATYpPO Jedl.

HOMeHKHaTypa JACJI 3aKpPCIIACT KHaCCI/IQ)I/IKaHI/IIO (prr[l'II/IpOBKy') HCIIOJIHCHHBIX JOKYMCHTOB B
Jciia (BJICKTpOHHI)IG I[eﬂa), CUCTCMATU3allMI0 U MHACKCAIIHUIO ACJ, CPOKH HUX XPAHCHHA U ABJIACTCA
OCHOBHBIM YYC€THBIM JOKYMCHTOM.

HOMGHKHaTypa JACIT ABJIACTCA OCHOBOM JJI1 COCTaBJICHUA OIHCeH ACJI TOCTOSAHHOI'0, BPEMCHHBIX
(CBLIH_IG 10 J'IeT) CPOKOB XpaHCHHA U II0 JIMYHOMY COCTABY, dKTOB O BBIJACJICHUHN K YHHUYTOXXCHUIO
AOKYMCHTOB C HMCTCKIIMMHU CpOKaMMU XPaHCHHA, a TAKKC JIA y4d€Ta JACJ]I BPECMCHHBIX (IIO 10 ner
BKJIIO‘II/ITGJ'IBHO) CPOKOB XpaHCHHA.

8.3. HomeHknarypa naen VYHHBEpCHUTETa COCTABJIAETCS Ha OCHOBE M3Y4YEHHMS COCTaBa M
CoJiep’KaHusl JOKYMEHTOB, OOpa3yloluXcs B JAEATEIbHOCTH YHHUBEPCUTETA, BKJIOYasl JTOKYMEHTHI,
MIOCTYIAOUINE U3 IPYIUMX OpraHu3aluil.

8.4. Ilpm cocTaBieHMM HOMEHKJIATYyphl Jel CIEAyeT pPYKOBOJCTBOBAaTbCS — YCTaBOM
VYHuBepcurera, MOJI0KEHUSAMU O CTPYKTYPHBIX NOJIPa3AeIECHUAX, INTaTHBIM pacCIMCaHUEM, TNIAHAMU U
oTyeTaMM O paboTe VYHHMBEpCUTETa, HOMEHKJIATypoll [en 3a NpoUenUIdil o, JIOKadbHBIMU
HOPMAaTHBHBIMHU aKTaMHM YHMBEPCHUTETA, COJACPXAIIUMH CBEACHUS O JIOKyMEHTax, oOpa3yrouuxcs B
NESTeIbHOCTH ~ YHUBEpPCUTETA, MPUMEPHBIMM HOMEHKJIaTypamMu JAen (Ipu  UX  HAJIWYHH),
BEJJOMCTBEHHBIMH U TUIIOBBIMU NIEPEUHAMU JOKYMEHTOB C YKa3aHUEMCPOKOB UX XPAHEHUS.

8.5. B HOMeHKIaTypy Jesl BKIIOYAIOTCS BCE JOKYMEHTBI, OTpPaXKaIOIUE MAEATEIbHOCTb
CTPYKTYPHBIX TMOJPA3IAECICHUI YHUBEPCUTETA U IMOCTOSHHO WJIM BPEMEHHO JEUCTBYIOIIMX OPraHOB
(komMMCcCHH, COBETOB, KOMHUTETOB), B TOM UHCJIE€ JOKYMEHTbl OIPaHHYEHHOIO JIOCTYIa,
pEerucTpallMOHHbIE U YUYETHBIE )KYPHAJIbl U KapTOTEKH, B HEOOXOUMBIX CIIydasx - KOMUU JOKYMEHTOB.
JIOKYyMEHTBI, CO3/IaHHBIE B AJIEKTPOHHON (opMe, BKIIOYAIOTCA B HOMEHKIIATYpy M€l MO TeM e
MpaBWJIaM, 4TO U JOKYMEHTbI Ha OyMaKHOM HOCHTEJIE.

Komun JAOKYMCHTOB BKJIIOYAKOTCAd B HOMCHKIATYpPY JA€JI, €CJIU KOIIud - CI[HHCTBCHHLIﬁ
OK3EMILIAP AOOKYMCHTA B YHI/IBepCI/ITeTe, a TaKXE, €CJIIN KOIINMH HeO6XO)II/IMI)I IJIs1 OpraHu3alvn
ACATCIIbBHOCTU NOAPA3ACIICHHA.

Cmp59 u3 103




denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
v rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii F'AY

\// Kpacrosipekuit TAY-CMK-MJ1-7.5.3-2018

He Bximrogarorcs B HOMCHKJIATYpy ACJI NCPUOJUICCKHUC U3TaHNA, KHUTU, 6pOI_HIOpBI.

8.6. Homenknarypa nen YHuBepcutera (CBOAHas) cocraBisiercs KaHuenspuelh Ha OCHOBaHHH
HOMEHKJIATYp JeNl CTPYKTYPHBIX Mojpasnencauii mo ¢opme (mpuioxeHue Nel2)., ycTaHOBIEHHOM
[IpaBuiaMu XpaHeHHUs, KOMIUIEKTOBAHHsS, Y4€Ta U HCIOJIb30BAHUS JIOKYMEHTOB ApPXUBHOTO (hoHIa
Poccuiickoit denepauuu U Ipyrux apXMBHBIX JOKYMEHTOB B OpraHax rOCYAapCTBEHHOW BIAcCTH,
OpraHax MECTHOT'O CaMOYIpaBieHHs, OpraHu3anusx (najiee - [IpaBuna xpaHenus)

CBogHas HOMEHKJIATypa [JeJl COCTaBJII€TCS B IIOCIHEAHEM KBapTaje TEKyIIero roja Ha
MPEACTOAINN KaJICHIapHBINA 0.

8.7. Homenknarypa aen YHuBepcuTeTa MOIMUCHIBACTCS 3aBEIYIOIIMM KaHIIeIsIpUel, BUSUpYeTCs
HAYaJbHUKOM apXUBHOTO OT/EJa, COTJIACOBBIBAETCS C IKCIEPTHON KOMHCCHUEH YHUBEPCUTETa, U OJUH
pa3 B 5 JIET MIPEICTaBISAETCs HA COIIaCOBAaHNUE COOTBETCTBYIOIIEH 3KCIEPTHO-IIPOBEPOUHON KOMUCCUHI
KI'KY «l'ocynapcrBennsiii apxuB KpacHosipckoro kpas» (nanee - DIIK rocymapcTBEHHOTO apXuBa
KpacHosipckoro kpas).

Homenxknarypa nen, cormacoBanHas OIIK rocymapctBenHoro apxuBa KpacHosipckoro kpas B
COOTBETCTBUM C IIPEJOCTABICHHBIMUA €MY ITOJIHOMOYHUSAMH, YTBEPKIAACTCA PEKTOPOM Y HUBEPCUTETA U
BBOJIUTCSI B JIEHCTBUE C 1-TO sTHBapsl MPEACTOSIIETO KaJIEHAapHOTO ro/ia.

B cnydae uameHeHus (GyHKIMH U CTPYKTYphl YHUBEPCUTETa HOMEHKJIATypa JIel COCTaBiIseTcs,
COIJIACOBBIBAETCS U YTBEPHKIAETCS 3aHOBO.

8.8. CornacoBanHas ¢ JIIK rocynapcreenHoro apxusa KpacHospckoro kpas B COOTBETCTBUU C
IIPEIOCTABIEHHBIMA €MY IOJIHOMOUYHMSMH HOMEHKJIATypa el B KOHIIE KaXJO0ro Toja yTOYHSETCH,
IeperneyaTbiBaeTCs, YTBEPHKIAETCSl PEKTOPOM YHHUBEpPCUTETa M BBOJIUTCA B JeiicTBue ¢ | sHBapd
MIPEICTOSIILErO KaJIE€HAapHOTro roja.

8.9. IlepBblil SK3eMIULSIp YTBEP)KJIEHHOW HOMEHKJIATyphl JeNl  SBJISETCS JOKYMEHTOM
IIOCTOSIHHOTO XPaHEHUs M BKIIOYAETCS B HOMEHKJIATYpy nen B pasaen Kannenspuu, BTOpon —
ucnonbzyercss Kanuensipuell B kauecTBe pabodero 3K3eMIUIspa, TPETUH - MEepeaeTcss B apXUBHBIM
OTIeN YHHBEPCUTETA B KAadyeCTBE YYETHOIO JOKYMEHTA, JJIEKTPOHHAs KONUS HOMEHKIATYpBI €l
YHuBepcurera, yTBEpKJIEHHON PEKTOPOM, ITEPEIaeTCsl B TOCYJapPCTBEHHBIN (MYHUIIMIAIBHBIN) apXUB.

B crpykrypHbBIe moapasziesnieHuss Y HUBEPCUTETA BBINMCKA U3 HOMEHKJIATYPbl JEN PacChUIACTCs
Kannensipueit B BuIe KOMHMA COOTBETCTBYIOIIUX pa3[eioB Ha OyMaXKHOM HOCHUTENE WIH B
ANEKTPOHHOHU (hopMme.

8.10. HomenknaTypa nen YHHBEPCHUTETa CTPOUTCS MO CTPYKTYpHOM cxeme (Ha3BaHMUSIMH
paznenoB (IoApa3JesioB) HOMEHKIATYpPbl €Nl SBJSIOTCS Ha3BaHUS CTPYKTYPHBIX MOJpa3aeieHUi,
pacrioyio’KeHHbIE B COOTBETCTBUHU C YTBEP)KJIEHHON CTPYKTYpOi YHHUBEpPCHUTETA).

8.11. Homenkmarypa ngen CTPYKTYpPHOTO MOAPA3AECICHUS COCTABIAETCS B KaXIOM
MO/Ipa3JelIecHny YHUBEPCUTETa paOOTHUKOM, OTBETCTBEHHBIM 3a JIEIOMPOU3BOJICTBO MOIPA3ICICHHS,
MPU YYaCTHH BEAYIIMX CHEIUATUCTOB TMOAPA3ACICHUs, TP HEOOXOIUMOCTH COTJIACOBBIBAETCS C
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HAYaJIbHUKOM apXHWBHOT'O OT/JeJa YHUBEPCUTETA, MOAMUCHIBACTCS PYKOBOIAUTEIEM CTPYKTYPHOTO
noApaszaesieHus U npeacrasisercs B Kanuenspuro.

Homenknarypa nen CTpyKTYpPHOTO IMOJApa3AeieHUs COCTaBIsieTcs Mo (opMme, yCTaHOBJICHHOM
[IpaBunamu XpaHeHusl.

BHOBb co3laHHOE WM PEOPraHU30BAaHHOE MOAPA3JEICHUE JIOJDKHO B MECAYHBIA CpOK
pa3paboTaTh HOMEHKJIATYPY JIeJ] ¥ MPeICTaBUTh ee B Kanuensputo.

8.12. Bce 3aronoBku Jeil, BKIFOUEHHBIE B HOMEHKIJIATYPY J€J CTPYKTYPHOTO IOJPAa3/ICICHUs,
uHAeKkcupyrotcs. MHaeke nena ykaswsiBaercs B rpade 1 HOMEHKIATYPBI e U COCTOUT M3 WHJEKCa
CTPYKTYpPHOTO TIOJpa3elieHus (KoJa IMOAPa3IeICHUsI B COOTBETCTBHH C YTBEPKIACHHOW CTPYKTYpOU
YHuBepcuTeTa Ui KJIacCu(UKaTOPOM CTPYKTYPHBIX MOJpa3AeNieH!il) 1 MOPSIKOBOrO HOMepa Jena B
paszzere HOMEHKIATyphl Aen. MHaekcsl nenm ob6o3navyarorces: apadckumu nudpamu. Hampumep: 01-05,
rue:

01 - Kol CTPYKTYpPHOTO MOAPA3ICIICHHUS,
05 - mopsiIKOBBIN HOMEP JieNa B pa3zesiec HOMEHKIIATYPHI Jell.

Hena mo BompocaM, HEpa3peuIieHHbIM B TEUYEHHE OJHOTO TOja, SIBJISI0TCA 'mepexomsmmmu’ u
BHOCSITCSI B HOMEHKJIATYpy /€] CIEAYIOLIEro roja ¢ TeM ke HHIAEKCOM. PekoMeHyercs COXpaHsTh B
HOMEHKJIaType JI€]1 OJJMHAKOBBIE MHJEKCHI U1 OMHOPOIHBIX €I, BKIOUEHHBIX B Pa3HbIE pa3/ieiibl.

Ecin B TeueHwe rona B JEATEIBHOCTH OpraHu3allid 0Opa3yroTCs JOKYMEHTBI, HeE
MIPEAYCMOTPEHHBIE HOMEHKIIATYPOU [€J1, 3arojJOBKM HOBBIX J€J JONOJIHUTEIBHO BKJIIOYAKOTCA B
HOMEHKIATYpy Jed. B KaxIom paszene HOMEHKIATYPBl J€d JUIsl BHOBb 3aBOAMMBIX €I
[IPEAYCMaTPUBAIOTCS PE3EPBHBIEC HOMEDA.

8.13. 3aronoBok jnena (rpada 2 HOMEHKJIATYPHI JIe7) JAOHKEH B 0000IIeHHON (hopMe oTpaxaTh
OCHOBHO€ COJIEp’KaHUE U COCTaB JIOKyMEHTOB Jiena. He nomyckaercs ynorpebiieHue B 3arojoBKe jAesa
HEKOHKPETHBIX (hopMyarpoBoK ("pa3Hble MaTepuansl", "olmmas nepenucka'), a Takke BBOJHBIX CIOB
U CJIOKHBIX CHHTAKCUYECKUX 000POTOB. 3arojI0BKH /1€ MOTYT YTOUHSATHCS B TEYEHUE TOfia B Ipoliecce
(dbopMupoBanus U 0POpPMIICHUS eIl

3arojoBoK Acjia  JOJDKEH  COCTOATH W3 JJICMCHTOB, pacnojlaraCMbeiX B CHGHYIOHIGﬁ
IOCICI0BATCIBHOCTH !

a) Ha3BaHUeE BUJA Jena (epenucka, >KypHai, J1eJ10) WIA BIIa JOKYMEHTOB, BKIIIOUEHHBIX B JEJIO0
(IPOTOKOJIBI, IPUKA3bI);

0) HaMMEHOBaHNUE OPTaHU3aIUH, CTPYKTYPHOTO TIOIpa3/IeTICHuUs, IIOCTOSTHHO JCHCTBYIOIIETO WIIN
BPEMEHHOI'0 OpraHa, JOJHKHOCTHOTO JIUI[A, CO3JaBIINX JOKYMEHT(bI);

B) HaMMEHOBaHHE KOPPECIOHAEHTa (OpraHu3aliM, JWIA, KOTOPOMY aJpECOBaHbl WJIH OT
KOTOPOTO MOJIYYEHbI TOKYMEHTHI);
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I') KpaTKOe COAEPKaHUE JOKYMEHTOB JIENa;

1) HA3BaHUE MECTHOCTHU (TEPPUTOPHH ), C KOTOPOH CBSA3AHO COJEPKAaHHUE TOKYMEHTOB JIeIIa;
e) nara (mepuoj), K KOTOPbIM OTHOCATCS JIOKYMEHTHI JIeNia;

8.14. Tlopsok pacrmojio)KeHHUsI 3arojIOBKOB JIeJ BHYTPU pa3/elioB HOMEHKJIATYpPHI  JIe]
OIIPEIEIISICTCS CTEIICHBIO BAYKHOCTH JJOKYMEHTOB, BKIIFOUCHHBIX B JIEA.

B navame pasgena pacmonararoTcs  3arojIOBKM  JIeN,  COACPKAIIMX  YUPETUTEIbHBIE,
OpraHU3aIMOHHO-TIPABOBBIC M PACIOPSAUTEIBHBIC JOKYMEHTBI, 3aTE€M 3aroJIOBKH JIEJI, COJACPIKAIINX
IUTAHOBBIE, OTYETHBIC, WH(POPMALMOHHO-AHAIUTHYECKUE IOKYMEHTBI, JOKYMEHTBI, OTpPa)KaroIlue
NeSTeIbHOCTh MOJIPA3/ICIICHUs, IEPENUCKy, B KOHIIC pa3Jiela - PEruCTPalMOHHBIC W YYETHBIC
KYpHaJIbI, KAPTOTEKH, 0a3bl TaHHBIX.

3aroJIoBK1 ACJI, COCTABJICHHBIX II0O KOPPCCIIOHACHTCKOMY U FCOFpa(l)I/I‘ICCKOMy IIpU3HaKaM,
BHOCATCA B HOMCHKIIATYPY A€ 11O a.]'I(baBI/ITy KOPPCCIIOHACHTOB WA l"eOI‘pa(bI/I‘ICCKI/IX Ha3BaHUM.

B 3aronoBkax pen, coiepXamuMx JOKYMEHTbI IO OJHOMY BONPOCY, HO HE CBSI3aHHBIX
[I0CJIe/IOBATEIbHOCTBIO pEIIEHUs] BONpOca, B KaydecTBE BHJA Jejla YHOTpeOssercs TepMUH
"IOKYMEHTHI", a B KOHIIE 3arojioBKa B CKOOKax yKa3bIBAalOTCS HAa3BaHUS BUJIOB JOKYMEHTOB, HanOoJee
IIPEJCTABICHHBIX B JIENE:

"JIOKYMEHTBI O IPOBE/ICHUN COBEIIaHUN U CEMUHAPOB (IIPOrpaMMBbl, CIIUCKH, T0KIaabI)".

TepMI/IH "I[OKYMCHTBI" NPpUMCHACTCA TAKXKC B 3arojioBKax JCJI, COACpIKAIINUX HOOKYMCHTbBI-
MIPUIIOKCHUSA K KaKOMY'J'II/I6O HAOKYMCHTY (BI/II[LI )IOKYMCHTOB'HpI/IJ'IO)KeHI/Iﬁ HC HepeLII/ICJ'IHIOTCSI)Z

"JIoKyMEHTHI K TpoTOoKoJIaM 3acefanuii Hayuno-texuuueckoro cosera';

"ITpOTOKOJIBI NMPOU3BOACTBEHHBIX COBELIAHUI INPU TE€HEPAIBHOM JUPEKTOPE U JOKYMEHTBI K

"

HUM .

B 3aronoskax ACI, MPECAHA3HAYCHHBIX I TPYHIIUPOBKHU OJHOTHUIIHBIX HJOKYMCHTOB, 3Ta I'pymIia
JAOKYMCHTOB YKa3bIBACTCS BO MHOKCCTBECHHOM YHCJIC:

"ITpoToxoibl 3aceiaHui AUpeKuun".

B 3aromoBkax ACJI, COACPIKAIUX TICPCIHUCKY, YKA3bIBACTCA, C KEM U IO KAKOMY BOIIPOCY OHa
BCACTCA:

"Tlepenncka ¢ 00pa30BaTEIbHBIMU YUPEKACHUSIMHU O TOBBIIICHUN KBaM(UKauu pabOTHUKOB".

B 3aromopkax AL, COACPKAMUX MTEPCIUCKY C OTHOPOJAHBIMU KOPPECCIIOHACHTAMU, IMTOCIICAHUC HC
HAa3bIBAKOTCA, a YKAa3bIBACTCA UX BUAOBOC HA3BAHUC!

"Tlepenucka ¢ ¢peaepaqbHBIMU OPraHAMH MCTIOJIHUTEIBHOM BIACTH O 3aKIIOYEHUU U UCTIOJHEHUN
roCy/1apCTBEHHBIX KOHTPAKTOB".
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B 3arosnoBkax nen, copepxkaliux HNEPENUCKy ¢ pa3HOPOIHBIMU KOPPECIIOHACHTAMHU, MOCIEAHHE
HE TIePeUYHCIAIOTCA:

"[lepenucka 0 3aKIOYEHUU U UCTIOJIHEHUH TOCYJaPCTBEHHBIX KOHTPAKTOB'".

B 3aronoBske AcJia YKa3bIBaCTCA KOHKpGTHBIfI KOPPECIIOHACHT, €CJIM IICPEITUCKAa BEACTCA TOJIBKO C
HUM:

"ITepenucka ¢ OOO "T'opcBsi3p" 0 MPeAOCTaBICHUH YCITYT CBS3H".

HpI/I 0003HAaUEHNM B  3arojJ0BKax JACJ1 aAMHUHHUCTPATHUBHO-TCPPUTOPUAIIBHBIX  CAWHUIL
YUUTBIBACTCA CICAYIOLICC!:

cClIn COACPIKAHUC Jciia KacacTCia HECKOJIBKHUX OJHOPOJHBIX AJIMHUHHUCTPATUBHO-
TCPPpUTOPHUAJTIBHBIX CAWHHILI, B 3aroJIOBKEC J[J€JIa HC YKa3bIBAOTCA HX KOHKPCTHBIC HA3BAHUA, a
YKa3bIBACTCA UX O6HIC€ BHI0BOC Ha3BAHUC:

"[lepenucka ¢ yupexaeHusiMu KyapTypsl T.KpacHospcka".

€CJIM COJEp)KaHUE JieJla KacaeTcsl OJHON aJMUHHCTPATUBHO-TEPPUTOPUATIBHOM €IUHUIIBI
(HaceJIeHHOIO IIYHKTA), €e (€ro) Ha3BaHUe YKa3bIBAETCs B 3ar0JIOBKE JieJa:

"Tlepenucka ¢ ¢pummanom B KpacHOSpCKOM Kpae O TUIaHUPOBAHUH U OTYETHOCTH'".

B 3aronoBkax pen, coaepKalluX IUIAHOBYIO HJIM OTUETHYIO JIOKYMEHTAIMIO, YKa3bIBaeTCs
nepuo; (Mecsll, KBapTall, To/) Ha (32) KOTOPBIM COCTAaBIIEHBI IJIaHbI (OTYETHI):

"OT4eThl CTPYKTYPHBIX NoApasaenenuii 3a 2018 rox";

"CTaTUCTUYECKHUI OTYET O YMCIEHHOCTH, COCTaBe U JBMkKeHHH KaapoB 3a 2018 rox (¢p. N 27-
rox)".

[Ipu dbopmupoBanuu feia U3 HECKOJIBLKUX TOMOB (4YacTeil), KpoMe OOIIero 3arojoBKa Jena mpu
HEO0OXOJIMMOCTH COCTABIIIOTCS 3aTOJIOBKH KaXKJI0TO TOMa (4acTH), YTOUHSIONINE COJIep:KaHue TOMOB
(dacreit) gena.

3aroJ0BKHM Jiell MOTYT YTOUYHSATBHCS B mpoliecce GopMupoBaHus U opopmiieHus aed.

8.15. I'pada 3 "KommuectBo mgen" 3amonHseTcs TO OKOHUYAHUM KanleHaapHoro rona. Ilo
JTOCTIKEHHUH JIETIOM, BKITIOUYAIOIIUM JTIOKYMEHTHI BpeMEeHHBIX (CBbImIe 10 JIeT) M MOCTOSHHOTO CPOKOB
XpaHeHusi, oobemMa B 250 IHCTOB, TOM 3aKpbIBaeTCS M OTKPBIBa€TCA HOBBIM ToM. B rpade 3
HOMEHKJIATYpbI JIeJT MOCJIEA0BATeIbHO YKA3bIBAIOTCS HOMEpa TOMOB M KpalHWE JaThl JOKYMEHTOB
Ka)kJ0T0 ToOMa:

T.1. 11.01.2018 -
30.06.2018
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ONEeKTpOHHbIE Jella Ha ToMa (YacTH) He pasfensdioTcs. Bce S1neKTpoHHbIE JOKYMEHTHI,
HE3aBUCHMO OT MX 00beMa, BKIIIOYAIOTCS B OJTHO AJIEKTPOHHOE JIEJIO.

8.16. B rpade 4 "Cpok xpaneHnus u N CTaThH MO MEPEYHIO" YKA3bIBAIOTCS CPOKH XPAaHEHUS 1€ 1
HOMEpa CTaTel Mo THUIIOBOMY WJIM BEAOMCTBEHHOMY IEPEYHIO JOKYMEHTOB C YKa3aHHEM CpPOKOB
XpaHeHus, GpeepalbHOMY 3aKOHY HJIM HHOMY HOPMAaTUBHOMY IPAaBOBOMY aKTy.

8.17. B rpade 5 "llpumedanue" TpOCTABISIOTCS OTMETKH O 3aBeacHuu naen ("3aBemeHo"), o
nepexosamux aenax (Hanpumep, "llepexomsmiee ¢ 2017 roga"), o BbIACICHUH €7 K YHUUTOXKEHHIO, O
JTUIaX, OTBETCTBEHHBIX 3a (OPMUPOBAHME [€J, O Mepenade JAed B JPYTYH0 OpraHU3aluio IS
MIPOJIOJKECHHSL.

Ecnu neno ¢popmupyetcs B uHGOPMAIIMOHHON CUCTEME U BKIIIOUAET AJIEKTPOHHBIE TOKYMEHTHI, B
rpadge "l[lpumeuanue" oTMedaeTcs, 4YTO JEJIO BEAETCS B DJJIGKTPOHHOM BHJE C YyKa3aHHEM
HAaUMEHOBaHMS UH()OPMALIMOHHOW CUCTEMBI:

"1 C Hpennpusarue. CO/1 "IokymeHTO000pOT".

8.18. Ilo 3aBepuieHUM JEIONPOU3BOJCTBEHHOIO Iojfla B KOHIIE HOMEHKJIATYphl JIe]l B KaXIOM
CTPYKTYPHOM IMOJpa3feieHun o(GOpMIIsieTcss UTOroBas 3allUCh, B KOTOPYIO BHOCSTCS CBEICHHUS O
KOJMYECTBE 3aBEJCHHBIX Jie1 (TOMOB, YacTeil), OTHAENbHO IIOCTOSHHOTO U BPEMEHHBIX CPOKOB
XpaHEHUs, BPEMEHHBIX CpPOKOB XpaHeHusa ¢ otMmerkod "OIIK" m mepexonmsammx. Mrorosas 3amuck
JIOTIOJIHSIETCS JJAHHBIMU O KOJIMUYECTBE 3JIEKTPOHHBIX JIEJI COOTBETCTBYIOIIUX CPOKOB XPaHEHMS.

B uToroByro 3amnuch CBOAHOW HOMEHKIIATYPHI JEJI CBEAEHUS BHOCATCS HAa OCHOBAHUU JAHHBIX,
MIEPEAAHHBIX U3 CTPYKTYPHBIX IMOAPA3ACICHUN Y HUBEPCUTETA.

CBe,I[eHI/IH, COZACpKaIurecCsa B HTOTOBOM 3aIliCH HOMCHKIJIATYpPbI JCJI YHI/IBepCI/ITeTa, Nepeaar0TCA
B apXI/IBHHﬁ oTacH yHI/IBepCI/ITeTa, 0 4€M B HOMCHKIJIATYpEC ACJI MMPOCTABIACTCA OTMETKA C YKA3aHUECM
AOJDKHOCTH Y ITOAITHMCH JIMILA, IIEPCAABIICTO CBEACHUA.

8.19. Jlena co OHS WX 3aBeleHHs O Nepefadd B apXUBHBIA OTAEN YHUBEpCUTETa HIU 10
BBIJICJICHUS! WX K YHUYTOXKEHUIO MO0 HCTEYEHUH CpOKA XPAaHEHUS XpaHATCA 10 MECTy WX
(bopMHUpOBaHUSL.

HCHO CUNTACTCA 3aBCICHHBIM C MOMCHTA BKJIFOUYCHUS B HETO IMIEPBOIr0 UCIIOJIHEHHOI'O JJOKYMCHTA.

8.20. Ilpu QopmupoBanum aen Ha OyMaKHOM HOCHUTENE JOJDKHBI COOJIONATHCS CIEIYIOIINE
o01ue npaBuia:

B JCJI0 MOMCIIAIOTCA HUCIOJHCHHBIC AJOKYMCHTBI, COOTBETCTBYIOIIHWEC IO CBOEMY COACPKAHUIO
3aroJIOBKY J€Jjia 1O HOMCHKIIATYpEC ACII;

MPUITOKCHUA ITOMCIIAOTCA BMECTE C OCHOBHBIMU NOKYMCHTAMM,

B ICJIO BKIIOYAKOTCA HOKYMCHTBI OAHOI'O KAJICHAAPHOI'O road, 3a UCKIOYCHUECM IMCPEXOJAIINX
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ACI;
JIOKYMEHTBI IOCTOSIHHOTO M BPEMEHHBIX CPOKOB XpaHEHUsI TPYIIUPYIOTCS B JIeia pa3IeibHO;
B JIEJIO BKJIKOYAETCS IO OAHOMY SK3EMIULIPY KaKI0TO JTI0KYMEHTA;

dakcorpamMmbl, TeIETrpaMMbl, Tele(GOHOTpaMMBI MOMEIIAIOTCS B Jelia C MEePEIUCKON Ha 00X
OCHOBaHUSIX;

B IC€JI0 NTOMCIIAOTCA JOKYMCHTBI ITPABUJIbHO U IMOJIHOCTBIO O(l)OpMJIeHHI)Ie (IIOKYMCHTI)I JOJIKHBI
HUMCETHb ATy, HOAIHCh U APYIrUc H606XOI[I/IMBIG pCKBI/I3I/ITLI);

B J1CJIO HEC BKIIIOYAIOTCA JOKYMCHTBI, IMOJJICKAIIMEC BO3BPATY, JIMIIHUC SK3CMIUISAPbI 1 YCPHOBUKHU
(3a UCKJIIOUEHHEM 0C000 IIEHHBIX );

1o o0beMy JieN0, BKIIOYANOIIee JOKYMEHTHl Ha OyMa)KHOM HOCHTENE, HE JOJDKHO IPEBBIINIATH
250 nmucToB, pu TONIMHE He Oosee 4 cM (TOJIIIMHA JIesl CO CpoKaMu XpaHeHus a0 10 ner He 1omkHa
npessimath 10 cm). [Ipu npeBblmeHnn JaHHOTO 00beMa 3aBoANTCS BTopoit ToM. [Ipu Hamuuuu B nene
HECKOJIbKUX TOMOB (YacTeil) WHAEKC W 3arojioBOK JeJla IPOCTABIAIOTCS Ha KaXKAOM TOME C
nobasienneM obo3Hauenwmii: "T. 1", "T. 2",

JIoKyMeHTBl BHYTPU JieJla PacIoJIaraloTCsi CHU3Y BBEPX B XPOHOJIOTMYECKOM, BOMPOCHO-
JIOTUYECKOM MOCJIEeI0BATETbHOCTH WIIM UX COUETAHUH.

PacnopsiaurensHple  JOKYMEHTBI TPYNIHUPYIOTCS B Jela 1O BHJAM M XPOHOJOTHUH C
OTHOCSAIIMMHUCS K HUM NPUJIOKEHUSIMH. [JOKYMEHTBI - OCHOBAHMS K PACIOPSAAUTENBHBIM JOKYMEHTAM
BKJIFOYAIOTCA B OTAENBHOE JEIO.

HpOTOKOHBI B JICJIC pacCiiojiararoTcd B XpOHOJIOTHYCCKOM MOPAAKE U 11O HOMEPaM.

JIOKyMEHTHI K 3aceJaHUsIM (COBEIIAHUSAM) TPYIIHUPYIOTCS B OTJCIBHOE JIENI0, KAK U MPHUIIOKEHUS
K IIPOTOKOJIaM, €CJIM OHM coJiepKat bosee 25 cTpaHull.

JIOKyMEHTBI K IPOTOKOJIaM, €CJIM OHHM CIPYHIHPOBAHbI B OTAENIbHBIE JI€J1a, CHCTEMaTU3UPYIOTCA
BHYTPH JI€JIa 110 OPSAKY HOMEPOB IIPOTOKOJIOB.

JIokanbHBIC HOPMATUBHBLIC aKThbl, YTBCPKIACHHBIC paCIOPAAUTCIIBHBIMA JOKYMCHTAMU, ABJIAIOTCA
MPUIIOKCHUSAMU K HUM U T'PYIITUPYIOTCA BMCCTC C YKa3aHHBIMH JOKYMCHTAMHU.

IIpukaspl O OCHOBHOW JAESTENBHOCTH TPYNIHUPYIOTCS OTAEIBHO OT IMPHUKA30B IO JUYHOMY
COCTaBY M MPHUKA30B 10 JIUYHOMY COCTAaBY 00Y4arOIUXCS.

HpI/IKaBLI 110 JINYHOMY COCTaBy (I)OpMI/IpyIOTCSI B ZI¢JIa B COOTBCTCTBUU CO CPOKAMU XPAHCHUS.
ZIOKyMeHTI)I B JIMYHBIX JACJIaX pacCliojararoTcsd mo Mepec nux moCTYIJICHU.

HCpCHI/ICKa rpynmupyercs B Acjia o TCMaTUuKe W/WIIH KOppCCIIOHACHTAM U CUCTCMATU3UPYCTCS B
XpOHOJ’IOFI/I‘IeCKOI\/’I MOCJICAOBATCIIBHOCTU: AOKYMCHT-OTBET IMOMCHIACTCA 3a )IOKYMGHTOM-HpOCL6OI\/II
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(3ampocom). Ilpu BO30OHOBIEHUHM TEPENUCKH II0 ONPEJCICHHOMY BOIIPOCY, HauaBIIEHCs B
IpebIAYIIEeM IOy, JOKYMEHThl BKJIIOYAIOTCS B JIENO TEKYLIEro roja ¢ yka3aHHEM HHJEKca jeia
IIPEIbIAYILEro roja.

DONEeKTPOHHBbIE JOKYMEHTHl (OpPMUPYIOTCA B DJJEKTPOHHBIE [€la B COOTBETCTBUHU C
HOMEHKJIATYpO# JeNT YHUBEPCUTETA B TOW MH(POPMAIIMOHHOW CHCTEME, B KOTOPOH OHH OBIITH CO3/IaHbI
WM B KOTOPYIO ObUTH BKJIFOUEHBI.

8.21. Jlns obecrnieueHus: COXpaHHOCTH, y4eTa JOKYMEHTOB U €]l CTPYKTYPHOTO MOApa3AeICHUS U
VYHuBepcurera A0CTyIa K HUM IPOBOJAUTCSA KOMIUIEKC padoT:

CO3/1aHHM€ ONTUMAJTILHBIX YCIOBHUM XpaHEHUs! JOKYMEHTOB U JeIT;
pa3MelieHue Je;

MIPOBEPKA HAIUYUS U COCTOSIHUS TOKYMEHTOB U [T,
COOJTIOICHHE TTOPSIIKA BBIIAYH SIS

8.22. Jlena pa3MemaoT B CHEIHAIBHO OTBEACHHBIX JUIS ATOHM LM MOMEMICHUsX B MmKadax, Ha
cTeJIaXkax, YToObl 00ECIIeUNTh UX COXPAHHOCTH U 3aIUTY OT BO3JICHCTBUS BPEIHBIX (PaKTOPOB.

Jena nns ux ydera u ObICTPOro IMOMCKA JOJKHBI PacrojiararbCs BEPTHKAIbHO, KOpEIIKaMH
Hapy»Xy U B COOTBETCTBHM C HOMEHKJaTypoi fen. Ha kopemkax 065105keK 1e7 yKa3bIBatOTCsl MHACKCHI
110 HOMEHKJIaType JieJl, IpU HeoOXOAMMOCTH HOMEp ToMa Jena, Jary jaena. HomeHnkiatypa nen uiau
BBIIMCKA U3 HEE MOMEIIAETCsl Ha BHYTPEHHEW CTOpoHe 1iKada.

8.23. HpOBepKI/I HaJIM4YUAg U COCTOAHNA NOKYMCHTOB U ICJI B LNCJIAX YCTAHOBJICHUA (baKTquCKOFO
HaJIN4YHUA ACTT OJOJIKHBI IPOBOAUTHCA ACIIOIPOU3IBOANTEIIEM IOAPA3ACIICHUA B ClIydasdaX:

nepes nepegavyeii TOKyMEeHTOB B apXUBHBIN OTJ€] Y HUBEPCUTETA;

MIpU NIEPEMEILIEHUH JIET;

IIPU CMEHE PYKOBOJUTEINS CTPYKTYPHOIO IoJipa3zenieHus, 3apeayrouiero Kanuemnspuei;
MIpU PEOPraHu3aluy U JIUKBUJIALUK Y HUBEPCUTETA UM CTPYKTYPHOTO MOAPA3ACICHHUS.

[IpoBepka HaTHYHs MPOBOIUTCS MyTEM CBEPKH CTaTeld HOMEHKIJIATYpPhI JIe) C OIMCAaHUEM JIeN Ha
00NOXKKe, a (U3MYECKOE COCTOSHHE JIeNl OIpeNelsieTcss MyTeM HMX BH3YalbHOTO IpocMoTpa. Bcee
OOHapy>KEHHbIC HEIOCTATKH JOJKHBI (PUKCHPOBATHCS B aKTE MPOBEPKU HAJTMYHSI U COCTOSIHUS JIEIT.

8.24. B cnydae BBISIBICHUS OTCYTCTBHS JI€J, YUCIAIINUXCS 10 HOMEHKIJIATYPE AeJl, pyKOBOJACTBOM
MOAPA3ACIICHUN NPUHUMAIOTCA MEphl IO MX pO3BICKY. EciM po3bICK nen He JaeT pe3ynbrara,
COCTABJISIETCSl CIIpaBKa O NPHYMHAX HX OTCYTCTBHS, KOTOpas IOJIUCHIBAETCS PYKOBOAUTEIEM
MO/Ipa3JeNIeHus U IpeacTaBisieTcs B Kanuensputo.

®axT yTpathl aena (nen) Guxkcupyercs B akTe, cocraBisieMoM KaHuenspueit 1 pyKoBoguTeleM
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CTPYKTYpHOTO MOJpa3zieiieHusl (YIIOJIHOMOYEHHBIM MM JIMLIOM) B TPEX SK3EMIULIpax: IO OJHOMY
JK3EMIUIIPY akTa XpaHuTcs B KaHoemsspuum M CTPYKTYpHOM MNOApPA3ACICHUH; SK3EMIULIP aKTa
IIPEJICTABIISIETCS. B apXUBHBIM OT/I€] YHUBEPCUTETA IIPU NIEepeade Aesl CTPYKTYPHOIO NOJIpa3aesieHus
Ha apXUBHOE XPaHECHUE.

8.25. DkcnepTu3a LIEHHOCTU JIOKYMEHTOB MPOBOJUTCS HAa OCHOBE 3aKOHOJATEIbHBIX U HUHBIX
HOPMATHBHBIX MPAaBOBBIX akTOB Poccuiickoii denepanuy, yCTaHABIMBAKOIINX TPEOOBAHHS K CpPOKaM
XpaHCHUA NJOKYMCHTOB, THUIIOBbBIX U BCAOMCTBCHHBIX HepequI‘/'I JAOKYMCHTOB C YKa3aHHEM CPOKOB HX
XPaHCHHUS:

IIPU COCTABJICHUH HOMEHKJIATYPBI JET;
IIPU IIOATOTOBKE JIEJI K IIepejadye B ApXUBHBIN OT/E] Y HUBEPCUTETA;
B apXMBHOM OTJIEJIC Y HUBEPCUTETA.

8.26. Jlms opraHW3alid W TPOBEICHUS pPaOOTHI IO JKCHEPTHU3E IICHHOCTH JIOKYMEHTOB B
VYHuBepcurere NpuKa3zoM peKTopa co3/1aeTcs IKCnepTHas komuccus (nanee - OK).

3amaun, (yHKIUU, NpaBa, opraHu3anus padorel DK  ompenensitoTcss MOJOXKEHHEM O HEeW,
KOTOpOe  pa3pabarhiBaeTCsi HAa  OCHOBAHMM  INPHMEPHOTO  MOJOXEHHSA,  YTBEP)KICHHOTO
I'ocynapcrBennbiM apxuBoM KpacHosipckoro kpasi.

8.27. OcHoBHBIMU GyHKIMAMEU DK SBISIOTCS:
OpraHM3aIys eKeroJHOro 0T0opa Jel A1 XpaHEHUs U YHUUTOXKECHHUS,

pPacCMOTpEHHE U COIJIaCOBAaHME NPOEKTa HOMEHKJIATypbl i€ YHUBEPCHUTETa, ONUCEeH Jen
MOCTOSIHHOTO U BpeMeHHBIX (cBbimie 10 5eT) CpOKOB XpaHEHHs, B TOM YHCIE MO JHYHOMY COCTaBY,
aKTOB O BBIJICTICHUU K YHUUYTOKEHUIO JIeJI, HE TIOIJIKAIINX XPAaHECHUIO;

y4acTHE€ B MTOATOTOBKE U PACCMOTPEHUU IIPOEKTOB HOPMATUBHBIX U METOIUYECKHUX JOKYMEHTOB
10 BOIIpocaM paboThI C TOKYMEHTaMU B Y HUBEPCUTETE.

8.28. DkcnepTh3a HEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS €XKETOJHO AEIONPOU3BOAUTEISIMHU
noapaszaeneHuid copmectHo ¢ DK YHuBepcurera M moja METOAMYECKUM PYKOBOACTBOM apXUBHOTO
oT/eNna YHUBEPCUTETA.

8.29. Ilpu mpoBeaeHUH 3KCHEPTU3bI LICHHOCTH JTOKYMEHTOB IIPH MOATOTOBKE JIeN K Iepeaayde B
apXHUBHBIA OTAEN Y HUBEPCUTETA OCYIIECTBISAETCS:

0TOOp TOKYMEHTOB MTOCTOSIHHOTO U BPEMEHHBIX (CBbIIIe 10 JIeT) CPOKOB XpaHEHUs s epeadn
B apXUBHBIN OTJEN Y HUBEPCUTETA,

0TOOp TOKYMEHTOB BpeMeHHBIX (70 10 1eT BKIIOYMTENTHHO) CPOKOB XpPAaHEHHUS U C MOMETKaMHU
"Ilo mMuHOBaHUs HamoOHocTu", "Jlo 3aMeHBl HOBBIMH', TOIJICKANINX NAITbHEHUIIEMY XPAaHEHHUIO B
CTPYKTYPHBIX TTOAPA3ICIICHUSX;
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BBIACIICHUEC K YHUYTOXCHUIO ACJ 3a NPCAbIAYIIUC I'OJAbl, CDOKH XPAHCHUA KOTOPBIX UCTCKIIN.

OI[HOBpeMeHHO IMPOBEPACTCA Ka4Y€CTBO MW IIO0JIHOTA HOMCHKIIATYPBI OCII yHI/IBCpCI/ITeTa,
MPaBHUIILHOCTL OIMPCACIICHUSA CPOKOB XpaHCHUS [ICJI.

8.30. Jlema moOCTOSHHOTO W BpeMeHHBIX (cBbime 10 JIE€T) CPOKOB XpaHEHHUs TOIJIEKAT
MOJINCTHOMY MPOCMOTPY JUIsl BBIICTICHUSI U3 UX COCTaBa JOKYMEHTOB BpeMeHHBIX (70 10 1eT) cpokoB
XpaHEeHHUSI.

Hena ¢ ormerkoit "DIIK" moaBepraroTcsi MOJMCTHOMY HPOCMOTPY B LENSX ONPEACIICHUS M
BBIJICJICHHS U3 UX COCTaBa JIOKYMEHTOB, OJICKAIINX MTOCTOSTHHOMY XPaHEHHUIO.

8.31. Ot0Oop »JIEKTPOHHBIX JOKYMEHTOB HJsl Tepefaud B apXUBHBIM OTAENT YHHUBEpCUTETA
OCYIIIECTBIISICTCSI B aBTOMATH3MPOBAHHOM PEXUME IyTeM OTO0Opa TOKYMEHTOB M3 0a3 JaHHBIX
nH(popMalMOHHBIX cucTeM o npusHaky "Uuaekc nena" ("Cpoxk xpanenus").

8.32. Tlo pe3ynbrataM HKCHEPTHU3Bl IIEHHOCTH JOKYMEHTOB B YHMBEPCUTETE IPOBOIUTCS
oopmieHHEe JIeNT U COCTABIAIOTCS OMKCH JIENl MOCTOSIHHOTO XPaHEHUs, BpeMeHHbIX (cBbime 10 er)
CPOKOB XpaHEHHUS M IO JIMYHOMY COCTaBy, a TaKXe aKTbl O BBIIEICHUU K YHUUYTOXKECHUIO [JeJl, He
HOJUIEkKAIUX XPAHEHUIO.

Onucu Jen MOCTOSIHHOTO XpaHEHHs, BpeMEHHBIX (cBbimie 10 JieT) CPOKOB XpaHEHHS U IO
JUYHOMY COCTaBY, a TaKXe€ aKThl O BBIJCICHUU K YHUUYTOXEHHIO /1€, HE MOJUIekKAIIUX XPaHEHHUIO,
paccmatpuBaroTcs Ha 3acegannu DK YHuBepcurera onHoBpeMeHHO. CornmacoBaHHble DK akThl U
OIHCH YTBEPKIAIOTCS PEKTOPOM Y HUBEPCHUTETA.

8.33. Jlema, oOpas3oBaBuivecs B JEATEIbHOCTH YHHUBEPCUTETa M TOJJIEXKAIIME XPaHEHUIO,
MIPOXOJAT MOJIHOE WM YyacTUYHOoe oopmiieHue. [TonHomMy odopMiIeHHIO MOANEXAT Jiejla BpEMEHHBIX
(cBbimie 10 jeT) CPOKOB XpaHEHHUS U MOCTOSHHOTO XpaHeHHs. Jlena BpeMmeHHbIX (10 10 ner) cpokoB
XpaHEeHUs NoJyIekaT YaCTUIHOMY 0(OPMIIEHHIO.

Odopmienue aen MpoOBOAUTCS B CTPYKTYPHBIX TMOJApA3/ICNEHUSX YHUBEPCUTETA IO MECTY
(dbopMUpOBaHUS TOKYMEHTOB B JIeTa.

8.34. [lonHoe odopmiieHHE fena Ha OyMa)KHOM HOCUTEJIE BKIIFOUAET:
oopmiieHre PEeKBU3UTOB 00JIOKKH Jema 1o Gopme;

HYMEpALUIO JIUCTOB B JIETIE;

COCTaBJICHUE JIFCTA-3aBEPUTEIIS JeTIa;

COCTaBJIEHUE B HEOOXOAUMBIX CITy4yasiX BHYTPEHHEH ONUCH JOKYMEHTOB JIENa;
MOJIIMBKY U MEpeIUieT Aena;

BHECEHHE HEOOXOJMMBIX YTOUYHEHHUH B PEKBU3UTHI OOJIOKKH Jena (yTOYHEHHEe Ha3BaHUs
OpraHu3aly, UHJIEKCA JIeNa, KpalHUX JaT Jeja, 3arojIoBKa Jesa).
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Jlucr-3aBepuTeEIb JeNia, BHYTPEHHSIS OMTUCH TOKYMEHTOB Jiefla M 00JI0’KKA JIella COCTABIISIOTCS IO
dbopmam, ycranoBiaeHHbIM [IpaBunamu xpaneHus. (mpunoskenue Nel3.14)

8.35. llena BpemeHHBIX (10 10 JI€T BKIIFOYMTEIIBHO) CPOKOB XpaHEHUS, MOAJICIKAITUE YACTHIHOMY
0o OpMIICHHUIO, JOMYCKAETCS XPAaHUTh B TAlKaX, B KOTOPHIX Jejia XPaHWINCh B JICJIOMPOU3BOJICTBE,
nepecucreMaTH3anus JOKYMEHTOB B JeJie HE MNPOBOAUTCS, JIMCTHI JieJa HE HYMEpPYIOTCS, JIUCTBI-
3aBepuTeNM Jejla He cocraBisAtorcsa. Ha oOnoxke nena B COOTBETCTBUM C HOMEHKIIATYpOW A€l
VYHuBepcuTeTa  3alOJHAIOTCS ~ PEKBU3UTHI:  HAMMEHOBAaHUE  OpraHU3allMM, HAMMEHOBaHUE
[I0/Ipa3IeJIeHUsl, MHEKC JIeJIa, 3ar0JI0BOK JI€Na, CPOK XPAHEHUS JJOKYMEHTOB.

8.36. Ha obOnoxxke nen BpeMeHHbIX (cBbiiie 10 jieT) CPOKOB XpaHEHUS U MO JTUYHOMY COCTaBY
(npunoxenue Nel8) ykasbiBaroTcs:

HanMMCHOBAaHUC BBIHIGCTOSIH.ICIZ OpraHu3anuu (OpraHI/ISaHI/II/I'y‘lpeI[I/ITCJ'Iﬂ); HanMMCHOBAHUC
OopraHu3anuvu - UICTOYHUKA KOMIIJICKTOBAHUA TOCYIapCTBECHHOI'O (MYHI/II_II/IHaJ'IbHOFO) adpXHBa,

HAaUMEHOBAHHE CTPYKTYPHOTO TOPA3ICTICHIS;
WHJCKC JieJia 10 HOMEHKIIaType Je;

HOMED ToMa (J4acTH);

3aroJI0BOK Jierna (ToMa, 4acTH);

KpaiiHue JaThl fena (ToMa, 4acTH),
KOJIUYECTBO JINCTOB B JICIIC;

CPOK XpaHEHUS JIeTa;

apXUBHBIN mudp nena.

Ha oOmoxkax ACJI NOCTOSIHHOI'O XpaHCHUA HaJd HAUMCHOBAHHEM OpraHU3allMi YKa3bIBACTCH
HAaMMCHOBAHUC TOCYAApCTBCHHOT'O (MYHI/IHI/IHEUII)HOFO) apxuBa, HCTOYHHUKOM KOMIIJICKTOBAHUA
KOTOPOIr'0O BhICTYITIACT OpraHu3alusl.

8.37. Ilpu odopmieHun 00JIOKKH Aera:

HalMEHOBAHME  BBILIECTOSIEH  oOpraHu3aluyd  (OpraHu3alMU-yUpEeAUTeNst), yKa3bIBaeTcs
MOJTHOCTBIO B HMMEHUTEIBHOM TMaJieke, MOJ MOJHBIM HAaUMEHOBAaHHMEM B CKOOKax yKa3bIBaeTCs
oduIManbEHOE MPUHATOE COKPAIIEHHOE HAMEHOBaHUE (TIpU €ro HAJTM4YKH);

HAaMMEHOBAaHME OPTraHMU3aLUU YKa3bIBACTCS IOJHOCTBIO, B UMEHUTEIIBHOM IaJIE€XKE, C YKa3aHUEM
OoQUIMATBEHO MPUHATOTO COKPAILIEHHOTO HAUMEHOBAHUS (TPU €ro HaJMYHK), KOTOPOE YKa3bIBAaeTCs B
CKOOKax IocyIe MOJIHOTO HAUMEHOBAHHUS;

HAaUMEHOBAHME CTPYKTYPHOI'O MOJpPAa3/eieHHs] YyKa3blBaeTcs IMOJHOCTBIO B COOTBETCTBUU C
YTBEPXKACHHOM CTPYKTypol YHHUBepcuTeTa (IIpM HAIUYUM  COKPALIEHHOIO HAaWMEHOBAaHUS
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CTPYKTYPHOTO MOAPA3/IeJICHHS OHO YKa3bIBa€TCsl B CKOOKaX);

HHJCKC Aej1a IIPOCTaBIIACTCA B COOTBETCTBHUU C HOMCHKHaTypOﬁ pI(SA) | yHI/IBepCI/ITeTa;

3aroJIOBOK JieJia IIEPEHOCUTCS U3 HOMEHKIIATYphI 1e Y HUBepcuTeTa (B HEOOXOAMMBIX CIydasix B
3arojIOBOK BHOCATCS YTOUHEHHUS);

JaThl nea (roa(bl) 3aBeICHNS U OKOHYaHUS JIejia B JISTIONPOU3BOJICTBE).

HpI/I N3MCHCHHHN HAMMCHOBAHUWA OpraHu3alluid WM OOAPAa3ACIICHHUA B TCYCHUC IICpUOJA,
OXBaTbIBACMOI'0 JOKYMCHTAMU [€JId, WIK IIPpH II€peaade [Acjia B APYroc mnoApas3aciiCHuC Ha 00JI0KKE
Acjia  1oA  IMPEKHUM  HAMMCHOBAHHUCM  YKA3bIBACTCA  HOBOC  HAMMCHOBAHUC  OpraHu3allviu
(HOI[paSI[eJ'IeHI/Iﬂ), a IIPC)KHEC HAUMCHOBAHUC 3aKIIIOYACTCSA B CKOOKH.

Wunekc nena u 3arojoBOK Jiena MEPEeHOCITCs Ha O0JIOXKKY M3 HOMEHKIATyphl aed. Ecnu neno
COCTOUT W3 HECKOJIbKHX YacTeil, Ha OOJI0KKY KaKIOro TOMa (4acTH) BBIHOCHTCS OOIIMI 3aroJIoBOK
JieJia U 3aroJ0BOK KaXJI0W 4acTH (IIPU €ro HaJIM4YuH).

Jaroii nen, comepKaliux paclopSIUTEIbHYIO JTOKYMEHTAIMIO, a TaKXKe Jell, COCTOSIIUX W3
HECKOJIbKUX TOMOB (4acTeil), SIBIISIOTCS KpalWHHE JaThl JOKYMEHTOB JI€Jia, TO €CTh JaThl (YHCIIO,
MecCAll, TOJ) perucrpauuu (COCTaBICHMUs]) CAaMOTO PAaHHETO W CamMoro IO3JHET0 JOKYMEHTOB,
BKIIFOYCHHBIX B Jieo. [Ipu 3Tom jgeHb Mecsna (Ba 3HakKa) W roj (YeThIpe 3HaKa) 0003HAYAIOTCS
apa6CKI/IMI/I III/I(i)paMI/I, Ha3BaAHHUEC MEcCALa NMUIICTCS CIIOBOM. Ecmu B ACJI0 BKIIFOYCHBI JOKYMCHTBI, AaThl
KOTOPBIX BBIXOJAT 3a KpallHUE JaThl JeNa, TO MOoJ JaTaMH Jiela, C HOBOM CTPOKHU JieraeTcs 3anuch: "B
Jiee UMEIOTCA JTIOKYMEHTHI 3a ... Tof(sl)". JlaTel menma MOTYT He yKas3bIBaThCsS Ha OOJIOKKE Je,
COJIep>KaIlX, HAalpUMep, TOJIOBBIE TUIAHBI U OTYETHI, TaK KaK OHU OTPAXKAIOTCS B 3ar0JIOBKAX JeI.

Jaramu nena, coxeprKallero IMpOTOKOJIBI 3aceJaHHi, SBISIOTCS JaThl MEPBOTO U MOCIEIHETO
IIPOTOKOJIA.

KpaitHumu natamu JTUYHOTO Jiena SBISI0TCA JaThl MOAMUCAHUS MpUKa3a o mpueMe (Ipyu HaTHIuu
TPYJIOBOI'O OTOBOpA - J1aTa 3aKJIIOYEHHUs TPYIAOBOIO JIOTOBOpA) M MpHKa3a 00 yBOJbHEHUM JIMLA, Ha
KOTOPO€ OHO 3aBeJIeHO. B ciiyyae cmepTu nuna, Ha KOTOPOE 3aBEJICHO /1€710, KOHEUHOU JaTOW ABIISIETCS
JaTa JOKyMEHTa, U3BELIAIOIIEro O €r0 KOHYUHE.

PexBusut "CpOK XpaHCHUA L[ena" MEPCHOCUTCA Ha O6J'IO)KKy ACJIa U3 HOMCHKJIATYPBI ACJI I1OCJIC
CBECPKH €T0 CO CPOKOM XPAaHCHHUSA, YKa3aHHBIM BICPECYHE TUIIOBBIX JOKYMCHTOB HJIM B BEAOMCTBCHHOM
NEepCUYHC NOKYMCHTOB, C YKa3aHHUCM CPOKOB XpaHCHUA.

Ha nemax mocTostHHOrO XpaHeHus nmumercs: " XpaHUuTh HOCTOSHHO" .

8.38. 1o okoHYaHWU ToAa B HAJIUCH HA 00JIOXKKAX JIeJT TIOCTOSTHHOTO ¥ BPeMEHHBIX (cBbImie 10
JIET) CPOKOB XpaHEHHsI BHOCSTCS YTOYHEHHs: MPH HECOOTBETCTBUHM 3arojioBKa JeNl Ha OO0JIO0XKKe
COJICPKAHUIO MOIINTHIX JOKYMEHTOB B 3ar0JI0BOK JI€JIa BHOCATCS U3MEHEHUS U JTOTIOJTHEHUS.

HauMenoBanus opraHusanuu W TOJpa3fielieHus, TOJA U HOMEp Jella MOTYT MPOCTaBISATHCS Ha
00JI0KKE C TIOMOIIBIO IIITaMIIA.
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8.39. B nensax obecrnieyeHns COXpaHHOCTU U 3aKPEIUICHUS MOPSAKA PACIOI0KEHUS TOKYMEHTOB,
BKJIFOUCHHBIX B JIEJI0, BCE €r0 JIMCTHI, KPOME JICTA 3aBEPUTENSI M BHYTPCHHEH OMUCH, HYMEPYIOTCS
apabckuMu IU(paMu BaJoOBOM Hymepamuen. JIMCTbl HymepyroTcs rpadHTOBBIM KapaHAAIOM HIIN
HyMmepatopoM (ymoTpeOieHHe YEepHWI W LBETHBIX KapaHJamed s HyMepalHuu JIMCTOB HE
JIOITyCKAETCsI) CBEPXY BHU3, IIM(PBI MPOCTABISAIOTCS B IPABOM BEPXHEM YTITy JIMCTA, HE 3a7eBast TEKCTa
IOKyMeHTa. JINCTh BHYTPEHHEH ONHMCH HYMEPYIOTCS OT/AEIBHO.

JIuctel nei, cOCTOAIMMX U3 HECKOJIBKMX TOMOB WIH 4acTel, HYMEPYIOTCS 110 KaXXJI0MYy TOMY WIH
YaCTHU OTIEIBHO.

JIOKyMEHTBI ¢ COOCTBEHHOM HyMepaIuel JINCTOB HyMEPYIOTCS B O0IIIEM MOPSIZIKE.

Jlucr moboro Qopmara, MOAIMTHIA 3a OAWH Kpaid, HyMepyeTcs KaK OJHMH JHUCT B IPAaBOM
BepxHeM yriry. CIOXKEHHBIN JINCT pa3BOpauMBacTCd U HYMEpYETCs B IPAaBOM BepxHeM yriy. Jlucr,
CJIO’KE€HHBIN ¥ MOJIIUTBINA 3a CEPENHY, ITOUIEKUT IIEPEIIMBKE U HyMEPYETCs KaK OJIUH JIMCT.

Ecau B geno nmogmuT KOHBCEPT C BJIOKCHUECM, CHavdalla HyMEpPYCTCA KOHBEPT, a4 3aTCM OYCPECAHBIM
MOPAAKOBBIM HOMEPOM KaKAO0C BJIOKCHHUEC B KOHBECPTC.

Ecnu B Hymepauuu nuctoB jomnyiieHo 6osiee 10 ommbok, Bce aeno Hymepyercst 3aHoBo. Ilpu
3TOM CTapble HOMEpa 3auepKHUBAIOTCA, U PSIOM CTaBUTCS HOBBII HOMEp JIUCTA.

[Tpr HATMYUM OTIIEBHBIX OMUOOK B HYMEpAIlUU JTUCTOB JOIMYCKACTCS YIIOTPEOICHHUE JINTEPHBIX
(c OGyKBEHHBIMU JIOTIOJTHEHUSMU) HOMEPOB JTUCTOB.

8.40. Tlocne 3aBepuieHUs] HyMepalluu JIMCTOB COCTAaBIIACTCS JIMCT-3aBEPUTENH Jie7a, KOTOPHIN
pacrionaraercsi B KoHIle Aena. B nucte-3aBeputene nudpaMu ¥ MPONUCHI0 YKa3bIBAIOTCS KOJIHMYECTBO
JUCTOB B JTaHHOM JieJie, 0COOEHHOCTH OTAETIbHBIX TOKYMEHTOB (HESICHBIN TEKCT, Pa3pbIBbI, CKICHKH).

HI/ICT'?:aBCpI/ITeJ'H) AcJIa MOAIHCBIBACTCA €T0 COCTAaBUTECIIEM C YKAa3aHUEM JOJIPKHOCTU, MHUIIMAJIOB
u (1)aMI/IJ'II/II/I, JaTbl COCTaBJICHUA.

KonndgecTBo IMHCTOB B ACJIC, YKa3aHHOC B JIMCTC-3aBCPUTCIIC JCJia, IIPOCTABIACTCA HA 00JI0KKE
Acia.

Ecin neno mepemyeTeHO W MOAIIMTO 0€3 JHMCTa-3aBEpUTENs, TO COCTaBICHHBIA JIUCT-
3aBEPUTEINBIIOIKIICUBACTCS K BHYTPEHHEW CTOPOHE 3a/THEH OOJIOKKH Jea.

8.41. Jlna yueTa TOKYMEHTOB OINPE/IEICHHBIX KaTeTOPHil MOCTOSHHOTO M BpeMeHHOTo (cBbite 10
JIET) CPOKOB XpaHEHMsI, YUE€T KOTOPBIX BBI3BaH CHEUU(PHUKON TOKYMEHTALMH, BKIIIOUEHHOW B JIEJO,
COCTaBJISIETCSI BHYTPEHHSISI OITUCH TOKYMEHTOB JI€J1a, IOMENIaeMast B €ro Hayajo.

BHYTpeHHSISI OITMCh BKJIIOYACTCA B [AC€JIa, MMCIOIIHEC OCO6yIO 3HAYUMOCTh, a TAKXE€ B JAcja,
C(pOpMI/IpOBaHHBIC o BHJaM JOKYMCHTOB, 34arOJIOBKH KOTOPBIX HE PaCKpPLIBAIOT KOHKPETHOI'O
COACPIKAaHUA TOKYMCHTOB.

BHYTpeHHSISI OIMMCb NOKYMCHTOB J€JIa COCTABJISACTCA TAKIKC Ha 00BbEMHEIC Jcj1a IOCTOAHHOIO 1

Cmp71 u3 103




denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
v rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii F'AY

\// Kpacrosipekuit TAY-CMK-MJ1-7.5.3-2018

BpeMeHHBIX (cBbime 10 1eT) CPOKOB XpaHEHUs B LENAX yUeTa U ObICTPOro HaXOKICHHUS JOKYMEHTOB B
nene.

B KOHIIC BHyTpeHHefI OIMMCHU YKa3bIBACTCHA I_[I/I(bpaMI/I U NPONHCHIO KOJMYCCTBO BKIIFOYCHHBLIX B
HEC TOKYMCHTOB U KOJIMYECTBO JIUCTOB BHYTpeHHCﬁ OITNCH.

BHYTpeHHSIH OIMKMCh JOKYMCHTOB J¢CJIa MOAIINCBIBACTCA COCTABUTCIICM C YKa3aHUCM JOJIZKHOCTH,
WMHHUIIUAJIOB U (1)aMI/IJII/II/I, JaTbl COCTaBJICHUA.

Ecnu neno mepemyieTeHO M MOMMIMTO O€3 BHYTPEHHEHM ONMUCH, TO COCTaBJIEHHAs BHYTPEHHsS
OIHCH IOJIKJIENBAETCS K BHYTPEHHEH CTOPOHE JINLIEBOM OOJIOKKH JAena.

8.42. JIokyMeHTBI IOCTOSTHHOTO, BpeMEHHBIX (CBbIlIe 10 JI€T) CPOKOB XpPAaHEHUS U IO JTUYHOMY
COCTaBY, COCTABIISIOLIME JIEJI0, TMOMEMIAIOTCS B TBEpAbIE OOJIOKKH W3 KapTOHA, MOAIIUBAIOTCS B
YeThIpe MPOKOJA WM TMEpEeIUIeTAI0TCA C YYeTOM BO3MOXKHOCTH CBOOOJHOTO YTEHHSI TEKCTa BCEX
JIOKYMEHTOB, J1aT, BU3 U PE30JIIOIMK Ha HUX. Pe30so1uu pyKoBOJICTBa, COCTABICHHBIC HA OTACIbHBIX
JUCTaX, MOMEMIAIOTCS Tmepen AoKyMeHToM. [Ipu moArotoBke nen K NOAMIMBKE (TIEperuiery)
MIPOBEPSIETCS TPABHILHOCTh MX (DOPMUPOBAHUS, OPOPMIICHHS, BCE IJIACTHKOBBIC U METALIMYCCKHE
KpEIUICHHUS], & TAK)Ke TePMOIIEPEIIETh U3 JOKYMEHTOB YAAISIOTCS.

Jlena MOCTOSIHHOTO XpaHEHHs, COCTOSIINE U3 0CO00 IEHHBIX MM HEPOPMATHBIX JOKYMEHTOB,
MOTYT IPUHUMATHCSA HA XPAaHEHUE B 3aKPBITHIX TBEPJBIX MANKax C TpeMs KJIAaaHaMH U C 3aBsI3KaMHU
W B KOPOOKax.

8.43. IlonroroBka 3JIEKTPOHHBIX TOKYMEHTOB K Iepefaue B apXUBHBIM OTIeN YHHBEpCUTETA
OCYILIECTBISICTCA CTPYKTYPHBIM TOApa3JeieHueM YHUBEPCUTETa - BIAAEIbIIEM COOTBETCTBYIOILEH
MH()OPMAIIMOHHON CHCTEMBI COBMECTHO C TOjJpa3jiefieHneM (CHEeIUaTnuCcTOM), O00eCleYnBaIOIINM
(GyHKIIMOHMPOBaHUE UH(DOPMAIIMOHHON CHCTEMBI.

8.44. Ilpu moAroTOBKE 3JIEKTPOHHBIX IOKYMEHTOB, OTOOpPaHHBIX K Iepe/iade B apXUBHBIN OT/IEN
YHuBepcuTeTa, BBITOIHSIIOTCS CIEAYIOUINE OCHOBHBIE IPOLEAYPHI padOThI C JOKYMEHTaMU:

KOHBEpTalMs 3JIEKTPOHHOTO JTOKYMEHTa B (opMar apxuBHOro Jokymenrta [IyHkT 4.34 IlpaBun
XpaHEHHUS.

¢dopMupoBaHre B MHPOPMAIIMOHHON CHCTEME OpraHU3alUU JJIEKTPOHHBIX M€, SBIISIOIINXCS
COBOKYITHOCTBIO KOHTEMHEPOB D3JEKTPOHHBIX JOKYMEHTOB WM KOHTEHHEPOM DIIEKTPOHHOIO
JIOKYMEHTA, BKJIIOYAIOIIEM: KOHTEHT U METaJaHHbIE 3JEKTPOHHOTO JTIOKYMEHTa, (ailyibl 3JEKTPOHHBIX
MOJIMCEN U BU3YaIN3UPOBAHHYIO KOIIMIO TEKCTOBOT'O 3JIEKTPOHHOTO JIokyMeHTa B popmare PDF/A;

(dbopMUpOBaHKE ONMKMCH AEKTPOHHBIX JI€]I, JOKYMEHTOB CTPYKTYPHOI'O MOJIpa3iesieHus;

MUTpaIys JICKTPOHHBIX JOKYMEHTOB Ha (pU3UYECKH 000COOJICHHBIE MaTepHaibHbIe HOCUTEIH,
€CITU JTOKYMEHTBI MEePelaloTCsl B apXUB OpPraHU3alMd He M0 MH(OPMAIIMOHHO-KOMMYHHKAIIHOHHBIM
KaHajam;

IMPOBEPKa BOCIIPONU3BOJAUMOCTH IJICKTPOHHBIX TOKYMCHTOB,
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IMPOBEPKaA IJICKTPOHHBIX JOKYMCHTOB Ha HAJIMYNEC BPCAOHOCHBIX KOMIIBIOTCPHBIX IIPOIrpaMM;

MOJATBEPXKJICHUE LEJIOCTHOCTU DSJIEKTPOHHOTO JIea 3JIEKTPOHHOW MOAMKHCHIO PYKOBOIUTENS
CTPYKTYpPHOT'O MOJApa3JeieHNus (MHOIO YIOJHOMOYEHHOIO JIMIA), OCYLIECTBIISIOIIErO IOATOTOBKY
ANEKTPOHHBIX IOKYMEHTOB K IIepe/laue B apXUB OpraHU3aluu.

8.45. DyeKTpOoHHBIE JIOKYMEHTHl IEpEAaroTCsl B apXMUBHBIA OTAEN YHHUBEpCUTETa 10
WH()OPMAIIMOHHO-TEIICKOMMYHUKAITMOHHON CETH WIM Ha (PU3NYECKH OOOCOOJICHHBIX HOCHUTENAX B
COOTBETCTBUH C YCTAHOBJICHHBIMH TpaBUIIaMH, 0€3 COXpAaHEHHUS TaHHBIX JICKTPOHHBIX JOKYMCHTOB B
COOTBETCTBYIOIINX HH(POPMALMOHHBIX CHCTEMAX.

8.46. Omnucu ACJI COCTAaBJAKOTCA B CTPYKTYPHBIX IIOAPA3ACICHUAX yHI/IBepCI/ITeTa Iona
MCTOANYCCKUM PYKOBOACTBOM apXHUBHOI'O OTACIIA YHI/IBepCI/ITeTa.

Omnwucu J1en COCTaBISAIOTCS OTIEIBHO Ha Jiesla IOCTOSIHHOTO XPaHEeHHUs; J1eJla BpEMEHHBIX (CBBILIE
10 5etr) cpoKOB XpaHEHus; Jeja IO JUYHOMY COCTaBY, JJIEKTPOHHBIE Je€jia, a TaKXKe Ha Jena,
COCTOSILIME U3 TOKYMEHTOB, XapaKTepHBIX AJIs JAHHOM opraHu3aunuu (cyaeOHbIe, ClIeICTBEHHbIE Jea,
HAaY4YHBIC OTYCTHI 11O TeMaM).

Onucu  1en CTPYKTYpPHBIX MOAPA3JENIeHUH COCTaBIAIOTCS 1o ¢dopMaM, YCTaHOBJICHHBIM
[IpaBunamu XpaHeHusl.

Ilo ommcsam A€l CTPYKTYPHBIX IOAPA3IAECICHUM NOKYMEHTBHI MEPENAlOTCs B apXHMBHBIM OTHCI
YHusepcurera.

Ha nena BPEMCHHLIX CPOKOB XpaHCHUA (,I[O 10 ner BKJ'IIOLII/ITCJ'IBHO) OIIMCH HE COCTABJIAIKOTCA, U B
APXUB TAKHE JI€JIa HEC IICPCAAOTCA.

[Tpu Hanmuuu B opranmu3zanuu CI]] onucu nen GopMHUPYIOTCS B CHCTEME.

8.47. Omnmcu paen CTPYKTYPHBIX TMOJPA3AEICHUN NPEICTaBISAIOTCS B apXUBHBIM  OTIEN
VYHuBepcureTa He paHee, 4YeM uepe3 OJMH T'0J, U He MO3/HEe, YeEM Yepe3 TP rojia 1Mocie 3aBeplieHus
JIeJ1 B J€JIONPOU3BOCTBE.

8.48. OrnenbHas oONUCh TPEACTABIAET COOOW MepedyeHb ONUCATENbHBIX CTaTe ¢
CaMOCTOSITENIbHON TMOPSIIKOBONW HyMepaluel, KakJas W3 KOTOPBIX JIOJDKHA BKJIIOYATh CIIEAYHOIINE
CBEJICHHS:

MOPSIIKOBBIN HOMEP JieJia MO OIHCH;
WHJEKC 1ea;

3aroJIOBOK JIelia;

KpaiiHue aThl Jena;

KOJIMYCCTBO JIUCTOB B ACJIC,
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CPOK XpaHEHHUS JeNa;

IIpuMEYaHu.

8.49. Tlpu cocTaBiIeHHH OMHCH JE]I CTPYKTYPHOTO IMOAPA3JEICHUS COOIIOMAOTCS CICAYIOIIHE
TpeOoBaHusI:

3aroJIOBKU JIeJT BHOCSATCS B OMUCh B COOTBETCTBUHU C MPHUHATONW CXEMOM CHUCTeMaTu3aluu e,
3aKpEeIJICHHONW B HOMEHKJIAType JIe;

KaXXJ0€ ICJIO0O BHOCUTCSA B OIIMCh IIOJA CaAMOCTOATCIBbHBIM ITOPAAKOBBIM HOMCPOM (GCJ'II/I JACI0
COCTOUT H3 HECKOJIBKHUX TOMOB HJIHN ‘{aCTeﬁ, TO K&)Kl[blﬁ TOM HJIM 4YaCTb BHOCATCA B OIIMCH IIOJ
CaMOCTOATCIIbHBIM HOMepOM);

MOPSAOK HyMEpALMK A€ B OMMCH - BAJIOBBIN;

rpadbl ONMUCH 3AMONHSIOTCS B COOTBETCTBHHM C TEMH CBEICHUSMH, KOTOpPHIC BBEIHECCHBI Ha
00JI0XKKY Jena;

P BHECEHHH B OMUCH MOAPSA €N (TOMOB, 4acTE€H) C OJJMHAKOBBIMH 3aroJIOBKAMU 3aroJIOBKH
BceX Jen (TOMOB, 4YacTed) MUIIYTCS TOJHOCTBIO; NMPH BHECCHHHM B OIUCH IOCIEIHETrO 3arojioBKa
nobasinsercs cnoBo "[locneanuit");

rpada omucu "llpumeuanus" wucmonb3yercs AN OTMETOK O TpUeMe JAeN, OCOOEHHOCTSIX WX
(U3MUYECKOTO COCTOSIHHUS, O TIepeaaye Al APYTUM CTPYKTYPHBIM MOpa3AeIeHUEM CO CChUIKOM Ha aKT,
0 HAJIMYMH KOMHWH.

8.50. Hepez[ BHCCCHHUEM 3aroJIOBKOB ACJII B OIIHUCH IMPOBEPAIOTCA KAUCCTBO q)OpMI/IpOBaHI/ISI )51
O(bOpMJ'ICHI/Ifl ACJI, COOTBCTCTBHUEC KOJMUYCCTBA JCJI, BHOCUMBIX B OIMCbh, KOJIUYCCTBY 3aBCACHHBIX ICII
110 HOMCHKJIATYPEC ACJI OpraHU3aluu.

B koHIIE ommcH Beliea 3a IOCIEaHEH OomrucaTeIbHOM CTaThbel 3aIlOJIHAETCS WTOrOBas 3allicCh, B
KOTOPOW yKa3bIBatOTCA (U(PpaMHu M MPOIMUCHI0) KOJIUYECTBO JEJI, YUCISIINXCS MO OMUCH, TIEPBBIN U
MOCIEAHUI HOMepa JeNl 1O OMKCH, a TaKKe OTrOBapUBAIOTCS OCOOCHHOCTH HyMEpallH JIel B OMHCH
(IuTepHBIE HOMEpa U MPOIYIICHHBIE HOMEPA).

8.51. [Ilopamox TpPUCBOEHHS HOMEPOB ONMCAM JA€l  CTPYKTYPHBIX IOJpa3AcieHUui
YCTaHaBJIMBAETCS 110 COTIACOBAHMIO C apXMBOM OpraHU3alHH.

8.52. IIpu cocTaBlI€HUH OMUCH 3IEKTPOHHBIX JI€N B OMUCH BKIIFOUAIOTCS:
MOPSIIKOBBIM HOMEP 3JIEKTPOHHOTO JIeNa 10 OIHCH;

MHJEKC 3JIEKTPOHHOTO JIeNa;

3aroJI0BOK JIeNa;

naTa jaena (ToMa, 4acTH);
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CPOK XpaHEHHUS JeNa;

00beM IJIEKTPOHHOTO Jiena B MO;
pUMEUYaHUS.

B cocrae onmcu snektpoHHbIX Aen B COJl hopmupyercss peectp 3JIEKTPOHHBIX JOKYMEHTOB
(KOHTEITHEPOB 3JEKTPOHHBIX JOKYMEHTOB), B KOTOPOM YKAa3bIBAlOTCSl CBEAEHHUS 00 3JIEKTPOHHBIX
AOKYMCHTAX, BKIIFOYCHHBIX B KaXKJI0€ 3JICKTPOHHOC ACJIO.

8.53. Omnmcu pgen  CTPYKTYpHOIO  NOIPA3AEICHUS  NOJANUCHIBAIOTCS  PYKOBOIUTEIEM
nozpaszaenenus, cornacoBbiBatoTcsi OK VYHuBepcurera u Kanuensipueli M apXUBHBIM OTAEIOM
VuuBepcurera. PeecTp 2lEKTPOHHBIX JOKYMEHTOB, SIBJIIIOIIMICSA MNPUIOKEHUEM K OIHUCU
JJIEKTPOHHBIX JIOKYMEHTOB, IIOAINMCBIBAETCS COCTABUTENIEM pEEeCTpa € YKa3aHWEM JIOJKHOCTH,
MHUIMAJIOB, ()aMUIIUH, AAaThl COCTaBJICHUS.

8.54. Onucu 1€ CTPYKTYPHOTO TOJPA3JEICHUS] COCTABJISIOTCS B JIBYX OJK3EMIULIpax Ha
OyMa)XHOM HOCHTENe, OJIWMH M3 KOTOPBIX IMEpeaaeTcss BMECTe C JelaMH B AapXHMBHBIM OTHEN
VYHuBepcurera, a BTOPOMl oOCTaeTcss B KaueCTBE KOHTPOJBHOIO SK3EMIUIApa B CTPYKTYPHOM
NOApa3AcIICHUN. B apXUBHBIN OTAEN YHUBEPCUTETA TAKKE MEPENACTCA IO IK3EMILLIPY OIKCEH AeI B
ANEKTPOHHOM BHUJE B peAakTHpyeMoM (dopMate AJisi UCIOIb30BaHUs B JajbHEHIIeM AJs MOJATOTOBKU
ApXUBHBIX OMKCEH J1eT, JOKYMEHTOB (TOJOBBIX Pa3/IEoOB).

8.55. [lema mepenaroTcs Ha XpaHEHUE B apXMBHBIA OTIEN YHHMBEPCUTETAa B COOTBETCTBUU C
rpagukoM Tepenaud  JOKYMEHTOB, U  COIVIACOBAaHHBIM C  PYKOBOJUTENISAMHU CTPYKTYPHBIX
MOAPA3ACIICHUMN.

8.56. Jlena mocTtossHHOTO M BpeMeHHbIX (cBbime 10 J1eT) CpOKOB XpaHEHMsI, JOKYMEHTHI IO
JUYHOMY COCTaBy, 3JIEKTPOHHBIE JOKYMEHTHI IEpeNaloTCs B ApXUBHBIM OTIEeN YHUBEpPCUTETA HE
paHee, 4eM uepe3 rojl, U He MO3IHEE, YEM Uepe3 TPU T'ojia IOCIIE 3aBEPIICHUS UX B I€JIONPOU3BOJICTBE.

8.57. llepemaya ngenm B apXWUBHBIM OTJET YHUBEPCUTETA IPOU3BOIUTCS IO OMHUCSIM €]
CTPYKTYPHBIX MOAPA3ACICHUMN.

8.58. YnonHoMOUueHHBIN paOOTHUK apXUBHOTO OT/€Na Y HUBEPCUTETA MPOBEPSET MPaBHUIbHOCTh
opopmnenus u QopMupoBaHHs JeN, NPaBUIBLHOCTb COCTABJICHUS OIHUCEH Jel, COOTBETCTBUE
KOJIMYEeCTBa [IeNl, BKIIFOYCHHBIX B OIUCh, KOJIUYECTBY JeN, C(HOPMUPOBAHHBIX B COOTBETCTBUHU C
HOMEHKJIATypOii Jedl.

BrisiBienHble pu NMpoBepKe HENOCTaTKH B (OPMUPOBAHWU W OPOPMIIEHHM JeT PaOOTHUKH
CTPYKTYpPHOTO NOApa3/ieJeHHs 00513aHbl YCTPAHUTH B IBYXHEIEIbHbBIN CPOK.

8.59. Ilpuem KaxI0ro Jena B apXUBHBIM OTAEN YHUBEPCUTETA NPOU3BOAUTCS B IPHUCYTCTBUH
JIeJIONPOU3BOJUTENS CTPYKTYPHOTO nojpasfenenus. [Ipu 3Tom Ha 000HX IK3EMILIApax OMUCH MIPOTUB
Ka)XJOro Jeja, BKJIIOUEHHOIO B HEE, JENAaeTcs OTMETKAa O HaIW4YuM Jena. B KoHIe Kaxaoro
9K3EMILIpa OMHUCH B UTOrOBOM 3alKCH yKa3blBaeTcs IUpaMH U MPOMUCHIO KOJIUYECTBO (HaKTHUECKU
IPUHATBIX B apXUB €], B TOM YHCJIE€ JJIEKTPOHHBIX, HOMEpa OTCYTCTBYIOLIMX J€J, JaTa IpHeMa-
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nepeaaydu Jell, a TakKe MOJAMUCH JIMIA, OTBETCTBEHHOI'O 332 ApXUBHBIN OT/EN Y HUBEPCUTETA , U JIUIIA,
MepeaaBIIero jaena.

Hrorosast 3anuch MOATBEPKAAETCS MOAMUCIMU COTPYIHUKA apXUBHOTO OTJENa YHUBEPCUTETA
U COTpyIHUKA (IENOMPOU3BOAUTENSI) CTPYKTYPHOTO TMOJApa3/eieHus, IepeAaBIIero jejaa Ha
OyMa)KHOM HOCHUTEIIE M AJIEKTPOHHBIE JIeTIa.

8.60. Ilepenaya 37€KTPOHHBIX TOKYMEHTOB B apXUBHBINA OT/I€]T Y HUBEPCUTETA MPOU3BOJMUTCS HA
OCHOBAaHUU ONHUCEH AIIEKTPOHHBIX JAeN MO0 HH()OPMALKMOHHO-TEICKOMMYHUKAIIMOHHONW CETH WU Ha
¢usnueckn 000COOJNEHHBIX MATEPHAIBHBIX HOCUTEIISAX, KOTOpBIC TMPEACTABISAIOTCS B JBYX
UJCHTUYHBIX 2K3EMILISPax.

8.61. B cinyuyae nuKBUAALMU WIK PEOpraHU3alui CTPYKTYPHOIO MOJpa3AeieHusl Y HUBEPCUTETA
JETONPOU3BOAUTENh IMOAPA3/CICHNS B MEPUOJ IPOBEICHHUS JIMKBUAAMOHHBIX MEPONPUSITUI
(dbopmupyeT Bce HMEIOLTNecs JOKYMEHTHI B Jiefia, OpOpMIISeT jea M epeaaeT UX B apXUBHBIA OTAET
VYHHUBepcuTeTa, HE3aBUCUMO OT CPOKOB XxpaHeHus. Ilepenaua nen ocymiecTBiseTcs MO OMUCIM JIeNl U
HOMEHKJIaType JIell.

8.62. Ha pnena ¢ WHCTEKIIMMU CpPOKaMU XpPaHEHUS B CTPYKTYPHBIX MOAPA3JICICHUAX
COCTABJISIFOTCS TPEJIOKEHUSI K aKTy O BBIICJICHUU K YHUYTOXKEHHUIO JOKYMEHTOB, HE TMOJICKAIINX
xpaHenuio (o Gpopme, ycranosieHno# [IpaBunamu xpanenus (mpunoxenne Nelb).

Ha ocHoBe npeu1okeHni CTpYKTYPHBIX noApasaeneHnid Kanuensapus YHuBepcUTETa COCTABIISAET
aKT O BBIJEICHHM K YHHUYTOXCHHUIO JIOKYMEHTOB, HE IIOJUICKAIMX XPAaHEHHWIO, Ha Jena Bcel
OpraHM3aluu Mo TOW ke Qopme. 3arojoBKH OJHOPOJIHBIX €], OTOOPAaHHBIX K YHHUYTOXKEHHIO,
BHOCATCS B aKT I10]1 OOIIMM 3ar0JIOBKOM C YKa3aHHEM KOJMUYECTBa /eI, OTHECEHHBIX K JaHHOH rpymrie.

8.63. Jlena BK/IIOYAIOTCS B aKT O BBIJCIIEHUU K YHUUTOXKEHHUIO JOKYMEHTOB, HE IMOAJIEKAIIUX
XPaHEHUIO, €CIIM MPEAYCMOTPEHHBIA [UIsl HUX CPOK XpaHEHMs MCTEK K | sHBaps roga, B KOTOPOM
cocraBieH akT. Hanpumep, 3akoHueHnHsle B 2015 roay nena ¢ 3-JI€THUM CPOKOM XpaHEHUS, MOTYT
OBITh BKJIFOUEHBI B aKT, KOTOPHBIN OyzaeT cocTaBiieH He paHee 1 ssuBaps 2019 roga.

8.64. Jlena c¢ ormetrkoil "OIIK" moanexar MONMCTHOMY NPOCMOTPY B LENSX BBISBICHUS
JOKYMEHTOB, MOJJIEkKAUIUX IOCTOSHHOMY XpaHEHUIO. BBISBIEHHbIE B Takux Jenax JAOKYMEHTHI
MOCTOSTHHOTO XPAHEHHUS BBIJCISIOTCS W MIPUCOCIUHSIOTCS K OJHOPOJIHBIM JIeJaM WU (POopMUPYIOTCS B
camocrostensHbie gena. Otmerka "OIIK" o3HadaeT, 4TO 4acTh JOKYMEHTOB MOXKET OBITh OTHECEHA K
CPOKY XpPaHEHMS "TIOCTOSTHHO".

CTaJIbHBIC JOKYMCHTHI JCja C OTMETKOM BKJIIOHAKOTCA B aKT, IIPH 3TOM OTMETKaA
0 yM "JIIK" : "JIIK"
B aKTC HC YKa3bIBACTCA.

8.65. AKT O BBIJCICHUM K YHUYTOKEHUIO JTOKYMEHTOB, HE NOMJICKAIMX XPAHECHHUIO,
MPEACTABIISIETCS HA pacCMOTpeHne U corjacoBanne DK 0HOBpEMEHHO C OMHCSIMU JEN MOCTOSTHHOTO
XPaHEHHUsI U 110 JINYHOMY COCTaBY.

8.66. AKT O BBICICHHH K YHHYTOXKEHHIO JIOKYMEHTOB, HE TMOJJISKANUX XpaHEHHUIO,
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YTIBEpXKAAETC peKkTopoM YHuBepcurera mnocie yrBepxkaeHus OIIK rocynapcTBeHHBIM apXHBOM
KpacHosipckoro kpass B COOTBETCTBUH C IPEJOCTaBICHHBIMH €My IIOJIHOMOYMSAMHU ONHCEH Jen
IIOCTOSIHHOTO XPaHEHHMs U COIJIACOBaHMs ONMCEH el IO JIMYHOMY COCTaBy, IIOCIIE YEro Jena,
BBIJICJIEHHBIE 110 aKTY K YHUYTO)KEHUIO, MOTYT ObITh YHUUYTOXKEHBI.

8.67. Jlenma, mojyiexalide YHUUYTOXKEHHIO, TIEpENaloTcs Ha mepepadoTKy (YyTUIIU3AIUIO).
[epenaua nen opopmisieTcss MpUeMo-CAATOYHON HAKIIATHOM.

ITocne YHUYTOXCHHA [OC€JI B HOMCHKIATYPEC A€ MPOCTABIIAOTCA OTMCTKH, 3aBCPACMBIC
MIOANMCHIO 3aBeayromero Kanuenspuen, u 1aTou:

"VHuuroxkeno. CMm. akt N oT . [lognuce, naUIMANBL, hamMunus".

8.68. DIIEeKTpOHHbBIE JTOKYMEHTHl C HCTEKIIMMU CPOKaMU XPaHEHMs IMOJAJEKAT BBIIEICHUIO K
YHUUYTOXXCHUIO Ha OOIIMX OCHOBAHUSX, MOCJIE YETO MPOBOJUTCS UX (H3MYECKOE YHHUYTOXKEHHE HIIH
YHUYTOKCHHAE MPOTPAMMHO-TEXHUYECKHIMHU CPEJICTBAMU C COOTBETCTBYIOIIEH OTMETKOM B aKkTe O
BBIJICJICHUN K YHUYTOKEHHIO DJICKTPOHHBIX JOKYMEHTOB.

ONEKTPOHHbIE JOKYMEHTHl CUMTAIOTCSI YHUUYTOKEHHBIMH, €CIM WX HEJIb3sl BOCCTAaHOBUTH
cpeacTBaMu HH()OPMAITMOHHOW CHCTEMBI Ha HOCUTENAX HH()OPMAINH U M3 PE3EPBHBIX KOIHH.

8.69. AKTBI O BBIICIICHHMH K YHHUTOXXCHHIO JOKYMEHTOB, HE MOJUICKAIUX XPAHCHUIO, XPAHATCS
MOCTOSIHHO B Jieie hoHaa.

IX. Opraﬂmamm AOCTYIIA K JOKYMEHTAM U X UCIIOJb30BaHUSN

9.1. Beimaua nen, HaxoAsAIIMXCA Ha XpaHeHUU B KaHIenspuu, CTpYKTYpHBIX MOJpa3fesIeHUsX
VYHuBepcutera pabOTHUKAM JPYTruX MOApa3AeNeHU A O3HAKOMJIEHUS MU (WIM) Ui BPEMEHHOIO
HCIOJIb30BaHUs B paboTe MPOU3BOIUTCS IO 3alpocam, MOJIUCAHHBIM PYKOBOJUTENEM (3aMECTUTENIEM
PYKOBOJIUTENS) CTPYKTYPHOT'O MOJPA3IEICHUs, 3alPalIMBAIOIIEro €10 (JIOKYMEHT) U C pa3pelieHus
3aBeayomero  Kanuemspuedl WM CTPYKTYpPHOrO — ITOAPA3JAEIEHUsA, JOKYMEHTBI  KOTOPOTO
3amnpaluBarOTCs.

9.2. Jlena, TOKYMEHTHI BbIIAIOTCS BO BPEMEHHOE IOJb30BaHUE paOOTHHKAM YHHUBEpCHUTETA Ha
CpOK He 0osiee 0OJHOrO MecALa.

['ocynmapcTBeHHBIM opranaMm (CyneOHBIM, MPaBOOXPAHUTENBHBIM, OpraHaM TOCYJapCTBEHHOTO
KOHTPOJIA U Hazlsopa) Aciia U OTACIBHBIC NOKYMCHTBI BBIJAKOTCA Ha OCHOBAHMHU WX NHCBMEHHBIX
3aMpoCoB C pa3pelIeHus: peKTopa Y HUBEPCUTETA WIM MHOTO YIIOJHOMOUYEHHOTO MM JIUIA, TI0 aKTaM Ha
CpOK He 0oJiee IMeCTH MECAIICB.

HpI/I HCO6XOI[I/IMOCTI/I CPOK HCITIOJIb30BaHUA JOKYMCHTOB MOKET OBITH MMPOIJICH.

9.3. B nucpbMeHHOM 3ampoce pabOTHUKOB YHHBEpCHUTETa O BblJaue JOKYMEHTOB (Je1) BO
BPEMEHHOE MO0JIb30BaHUE HM3JIaraioTcs MPUYUHBI, [0 KOTOPBHIM 3allpalldBaeTcs Jeno (JOKYMEHT) U
L[€J1b UCTIOJIb30BAHMSI JOKYMEHTOB, HAXOIALINXCS HA ONIEPATUBHOM XPAaHEHUH.
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9.4. Ha BbIIaHHOE J€J10 3aBOJUTCS KapTa-3aMEeCTUTEIb, IIOMEIaeMasi Ha MECTO BBIJAHHOTI'O JIEa.
B Hell yka3pIBarOTCs MHIEKC Ji€Jla, JaTa €ro BblJayM, KOMY €0 BBIIAHO, JaTa €ro BO3BpAllCHMS,
npeaycMaTpuBarOTCs rpadbl Ui NOANKMCEN B MOIyUYeHUH U TIpUeMe Jena.

Ha mecTo u3bnsaTOrO IMOMJIMHHHUKA JOKYMCHTA pa6OTHI/IK KaHI_[CJ'IHpI/II/I WM ACJIOIPOU3BOAUTECIIb
nmoapasaCICHUA BKJIAABIBACT B ACJIO JMUCT-3aMCCTUTCIIb C YKA3aHUCM, KOrga, KOMy M Ha KaKou CpOK
BBIJIAH JOKYMCHT W MOANHCAMHU B IIOJIYYCHHHM W IIPUEME OCIa. HpI/I 5TOM B JACJIO ITOMEIIACTCA
3aBCpCHHAA KOIIMA NOKYMCHTA.

ITocne peuiCHuA BOIIpOCa, AJII paCCMOTPCHHUA KOTOpPOro Jaciia (I[OKYMCHTBI) HU3bIMAINUCH IIO
3arpocaM TroCyAapCTBCHHbLIX OpraHOB, HNOAJIMHHHUKU JOKYMCEHTOB JOJIZKHBI OBITh BO3BpalllICHbI B
KaHuenﬁpmo H IMIOMCHIICHEI B JICJIO.

9.5. DneKkTpoHHbIE JOKYMEHTHI, HaXOJSIIMECs Ha ONEpaTMBHOM XpaHEHUU B 0a3ax MaHHBIX
WH()OPMAIIMOHHBIX CHCTEM, BBIAIOTCS JIJISI UCIIOJIL30BAHUS B BUJIE KOTIHIA JICKTPOHHBIX JIOKYMCHTOB B
COOTBETCTBHUH C MyHKTOM 2.51 MHCTpYyKIIHH.

9.6. Ilopsimok moctyna paOOTHUKOB YHUBEPCUTETA K JIOKyMEHTaM, pasMmemaembiM B COJ] unu
WHOW WH(OPMALMOHHOW CHUCTEME, YCTAHABJIMBACTCS JIOKAIBHBIMH HOPMATHUBHBIMH  aKTaMH
VYHHUBepcUTETa, ONPEACTAIONIMMU MOPSAOK AKCIUTyaTallii HWH()OPMAIMOHHOW CHCTEMBI, U B
COOTBETCTBMM C I[E€PCOHAJIbHBIMU YYETHBIMH 3amuciMu paboTHukoB B COJ[ wim wuHOU
MH(POPMAIIMOHHOH CHUCTEME.

PabGoTHrKaM, HE MMEIONIMM TpaBa JOCTYNa K COOTBETCTBYIOIIEH HH(POPMAIIMOHHON cHCTeMe,
ANEKTPOHHBIE JOKYMEHTHI BBIJAIOTCS B COOTBEeTCTBUM ¢ myHKTamu 9.1 - 9.3 HucTpykiuu, Ha
¢uzmyeckn 000COOJIGHHOM HOCHUTENE, BBICBUIAIOTCA 110 AJICKTPOHHOMY ajapecy paOOTHHKa,
3ampanimBaroIIero JOKYMEHT, UK UHBIM 00pa3oM.

9.7. B Kanuensipuu, CTpyKTYpHOM MOJpa3/ieJI€HUH, BbIIABIIEM JeNI0 (JOKYMEHT) BEACTCS y4eT
BBIAHHBIX JIeN (JOKYMEHTOB) M KOHTPOJb HX CBOEBPEMEHHOTO BO3BpaTa. DJIEKTPOHHBIE Jelna
(ITOKyMEHTBI) BO3BpATy HE MOJJIEKAT.

9.8. PabGotHuku VYHuBepcurera o00s3aHBl OOecreyrBaTh COXPAHHOCTh TMOJNYYEHHBIX BO
BPEMEHHOE TMOJb30BaHUE JOKYMEHTOB (J1e7) Ha OyMa)KHOM HOCHUTENIe M UCIOJIb30BaTh MOITYYEHHYIO
MH(OPMAIIHIO B CITY)KEOHBIX IEJISIX B COOTBETCTBUU C TPEOOBAHUSIMU JIOKAIBHBIX HOPMATHUBHBIX aKTOB.
3amperaercs nepeaaya MoIy4eHHBIX TOKYMEHTOB WM WX KOMUN pabOTHUKAM IPYTUX MOApa3aeieHuil
WA OpPTaHU3aIni.

9.9. M3baTtue (BbleMKa) JOKYMEHTOB, OOpa30BaBIIMXCS B JACSITEIbHOCTH YHHUBEPCHUTETA,
MPOU3BOJAUTCSA B COOTBETCTBHUH C 3aKOHOAATENLCTBOM Poccuiickoit @enepanuu.

9.10. U3bsaTHe (BbleMKa) JOKYMEHTOB TIPOU3BOAMTCS HAa OCHOBAaHMHM MHCbMEHHOI'O
pacropsikeHHs (IIOCTAHOBJIEHHs) COOTBETCTBYIOILEIO OpraHa BJIACTH C pa3pelleHus peKTopa
YHuBepcurera UM MHOTO YIIOJTHOMOYEHHOTO UM JIMIIA C U3BELICHUEM PYKOBOJUTENS MTOAPA3IEIICHNUS,
JIOKYMEHTBI KOTOPOTO U3bIMAIOTCSL.

9.11. ®axT U3bATHA (BBIEMKH) TOKYyMEHTOB (PUKCUPYETCS B IPOTOKOJIE (aKTe) U3BATHUS (BBIEMKN)
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JOKYMEHTOB, KOTODPBI COCTaBJISIETCSI HE MEHEE YeM B JBYX O3K3EMIUIIpAX U IOJIUCHIBAETCS
YIIOJITHOMOYEHHBIMU TPEACTAaBUTEISIMH Y HUBEPCUTETa M COOTBETCTBYIOLIETO I'OCYIapCTBEHHOIO
oprasa. K nmporokoiy (akTy) npuiiaraetcs Onuch (peecTp) U3bIThIX JOKYMEHTOB (J1€1).

9.12. Ilpyn wu3BATUM NOMJUHHUKOB JOKYMEHTOB B J€JO IIOMELIAETCs 3aBEpPEHHas KOMHUs
JOKYMEHTa, Ha 000pOTe KOTOPOW YKa3bIBAETCSI OCHOBAHUE U3BATHA MOAJIMHHUKA, CPOK BO3BpATa, JaTa
U TOANUCH pabOTHHUKA, OTBETCTBEHHOTO 3a (HOPMUPOBAHKE U/WIIN XPaHEHUE JeJIa.

9.13. IloanmMHHUK JOKYMEHTA, U3BATHINA U3 JIe]a Ha OCHOBE COOTBETCTBYIOIIETO PEIICHMUS, TIOCIIe
paccMOTpPEHNS U PEIICHHUSA BOIIPOCa, BO3BpPAIAETCS B J€JI0, IIPHU DTOM KONHWS, IIOMEIIEHHASA B JIEIO0
BMECTO MOJIMHHUKA, U3bIMAETCS.

X. U3roroBienne, yuyer, HCNOJIb30BAHNE U XPAHEHHUE MeYaTeid,
IITAMIIOB, 0JIAHKOB IOKYMEHTOB, HOCUTeJIeH 3JIeKTPOHHBIX MOANMuUcei

10.1. brmanku  OpraHM3alMOHHO-PACTIOPATUTEIBHBIX  JOKYMEHTOB  pa3padaThIBAIOTCS
Kannenspuei. Bunpl 01aHKOB OpraHu3allMOHHO-PACHOPSIAUTENBHBIX JOKYMEHTOB, TPEOOBaHHS K MX
opopMieHHI0O W HWCHOJB30OBAHWIO YCTaHABIMBAOTCA MHCTpykunmeil 1o  Jenonpou3BOACTBY
YHuBepcurera.

10.2. OOpa3upl OJaHKOB JOKYMEHTOB YyTBEPXKIAIOTCA B cocraBe VHCTpyKIMH 110
JETONPOU3BOACTBY HIIH ITPUKA30M PEKTOpA.

10.3. B VHuBepcurere A NOATOTOBKHM JOKYMEHTOB MOTYT MCHOJIb30BaThCsl OJaHKU
JIOKYMEHTOB, U3TOTOBJIEHHBIE TUIOTPA(PCKUM CIIOCOOOM MJIU CPEACTBAMH OIEPATUBHOM MoJurpaduu.

VYHUBEpCUTET BOpaBe MpH IMOATOTOBKE JOKYMEHTOB MCIIOJb30BaTh AJIEKTPOHHBIC IIa0JIOHBI
OJlaHKOB. OJIEKTpOHHbIE 1IA0JOHBI OJAHKOB JOJDKHBI COOTBETCTBOBaTh 00OpasliaM OJIaHKOB,
YTBEP)KJCHHBIX PEKTOPOM Y HUBEPCUTETA.

10.4. bnanku  OpraHW3allMOHHO-PACHOPSAIUTENBHBIX  JOKYMEHTOB, TMpPHUMEHSEMbIE B
YHuBepcurere, He MOTYT MEePEAABaThCA IPYTHM OPraHU3alUsIM, JOKHOCTHBIM B (PU3UYECKUM JTUIAM.

10.5. Kanuensipus YHuBepcurera:

opopmisieT  3aKa3bl Ha  M3TOTOBJIIEHHME OJIAaHKOB  OpraHU3allMOHHO-PACIIOPSIUTENbHBIX
JOKYMEHTOB TUIIOTPa()CKUM CIIOCOOOM WIIM CPEJCTBAMU ONEPAaTUBHON MONUrpaduy;

OCYIIECTBIISIET XpaHEHHE OJIaHKOB OpPraHU3aI[MOHHO-PACTIOPSAIUTENbHBIX JOKYMEHTOB U BbIJAUy
UX B CTPYKTYpPHBIE MOAPa3/IeIeHUs Y HUBEPCUTETA;

OCYIICCTBIACT KOHTPOJb 3a MNPaBUIBHOCTHIO MCIIOJIB30BaHUSA OJ1aHKOB OpraHHu3allMOHHO-
pacnopAIUTECIbHBIX JTOKYMCHTOB.

10.6. B VYuuBepcurere B cooTBeTcTBUM C DefepanbHbIM KOHCTHUTYLMOHHBIM 3akoHOM "O
I'ocynapctBennom rep6e Poccuiickoit denepanuu” u yctaBoM YHUBEPCUTETA UCTIONB3YETCS M€4YaTh C
BocnpousseneHueM ['ocynapctsenHoro repda Poccuiickoit @enepanuu (ganee — repOoBasi neyaTh).
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B YHI/IBepCI/ITeTe TaKXXE MOI'YT HUCIIOJIB30BaThbCA II€HYATHU noz[pasz[eﬂeHHﬁ, rneyaTtu AJis1 Mak€ToB U
OTACIBbHBIX KaTel“OpI/Iﬁ JOKYMCHTOB, a4 TaKXKC MCTAJUNIMUCCKHUEC BBUKMMHBIC IICYATHU JIA ONICHATBIBAHUS
HOMCH_IGHI/II‘/'I N YAOCTOBEPCHUA CIICHHNATIBHBIX ITPOITYCKOB.

B VYHuBepcureTe MOXKET HCIONB30BATHCS IITAMI (INTaMIlbl) C (DaKCUMIJIBHON TOJITUCKIO
PEKTOpa U UHBIX JOJKHOCTHBIX JIULI.

HOp?IIIOK HCIIOJIB30BaHHUA IITAMIIOB C q)aKCHMHHBHOfI MMOAIMUCHIO PECKTOPA U MHBIX TOJIKHOCTHBIX
Jing, BUABI JOKYMCHTOB, IMOAIIMCBIBACMbBIX Q)aKCHMHJIBHOfI MMOoAINMUCBhI0 YCTAHABJIMBACTCA JIOKAJIbHBIM
HOPMATHUBHBIX aKTOM yHI/IBCpCI/ITeTa.

10.7. Ileuats YHuBepcuTeTa ¢ BocIpousBeAeHHeM [ ocynapcTBeHHoro repba Poccuiickoit
denepanuu J0KHA COOTBETCTBOBAThH TpeOoBanusM, ycraHoBieHHBIM ['OCT P 51511-2001 "Tlewarn ¢
BocnpousBeneHueM [ocymapctBeHHoro repba Poccuiickoit ®eneparuu. @Dopma, pasmepsl U
TeXHUYECKUE TpeOboBaHus" .

10.8. Ilewatn u mTamnbl YHUBEPCUTETAa M3TOTABIMBAIOTCA B KOJMYECTBE, HEOOXOAMMOM st
OCYILLIECTBJICHHUSI TOJpPA3/eICHUsIMI YHHMBEpCUTEeTa M €€ pabOTHUKAMU BO3JIOKEHHBIX Ha HUX
¢bynkuuid. Perrenne 00 M3roTOBICHUH M KOJUYECTBE 3K3EMIUIAPOB MEYaTed W IITAMIIOB PUHHMACT
PEKTOP M0 MPEJICTABICHUIO PYKOBOIUTENS CIIEIYACTH.

Ecimu rep6OBa51 neyaTtb MCIOJIB3YCTCA B HCCKOJIbBKHUX JK3CMILIApax, HOMCP SK3CMILIApa MnmeyaTu
YKa3bIBACTCA B KIIMIIC IICYATH IIPU €€ U3TOTOBJICHUH.

10.9. T'epOoBoii mewaTrbi0 YHUBEpPCUTETA 3aBEPSIOT MOJIMHHOCTH IMOJIMUCU PEKTOpa M HHBIX
VIIOJTHOMOYEHHBIX UM JIUI, Ha IOKyMEHTAaX M KOMHAX JOKYMEHTOB B COOTBETCTBHH C ITYHKTOM 2.49
HNHucTpykuun.

10.10. Ileyatn ¥ mITAMIIBI BBIJAKOTCA JJIs1 MCIIOJIb30BAaHUSA pa6OTHI/IKaM, OTBC€TCTBCHHBIM 3a HX
HCIIOJIb30OBAHHUEC U XpAaHCHHUC IOA IMOAIUCH B KYPHAJIC YUCTa Imeyateid W IITaMIIOB. YUeT medated u
IITaMIIOB YHI/IBepCI/ITCTa BCACT CIICYACThb.

10.11. IIpu ucnons3oBaHuu B pabOTe MEYaTH M IITAMITBI XPAHATCS B 3allMparomuxcs mkadax
(ceitdax) paOOTHHKOB, OTBETCTBEHHBIX 32 XpaHEHUE U UCIIOIH30BAaHUE TTeYaTEeH U IITAMITOB.

10.12. [lepenaya nevyarei ¥ ITaAMIIOB IOCTOPOHHUM JIMIIAM HE JOMycKaeTcs. BelHOC nevyarel u
LITAMIIOB 3a MpeAebl YHUBEPCUTETa BO3MOXKEH B MCKIIOUUTEIBHBIX CIydasxX IO PEIICHUIO PEKTOpa
VYHuBepcuTeTa (HarnpuMep, Npy MOANMUCAHUU TOTOBOPOB).

10.13. CrerfuacTtb €XeroHO MpoBeEpseT coOroAeHne pabOTHUKAMHU YCIOBUH HMCIIONB30BaHUS U
XpaHEeHHs TIeUaTel U ITAaMITOB B CTPYKTYPHBIX ITOJIPA3/ICICHUSAX Y HUBEPCUTETA.

10.14. HpI/II_HCIlI_HI/IC B HCTOAHOCTH W YTPATUBIIWC 3HAYCHHUC TI€CUATH KW MITAMIIBI ITOIJICIKAT
BO3BpaTy B COC€OYacCTb, AJId HEHTPAIU30BAHHOI'O0 YHHUUYTOXKCHUA. Ileuatn YHUYTOXKAIOTCA IO aKTy C
COOTBeTCTByIOIJ_Ieﬁ OTMETKOM B JKypHAJIC y4uCTa IeyaTtei U ITaMIIOB.
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10.15. Jlns oOMeHa 3JIEKTPOHHBIMH JIOKyMeHTamu mocpeactsom MDJIO B VHuBepcurere
JIOJDKHBI ~ MCITOJIb30BAaThCsl  yCHJICHHBIE KBAJU(HUIMPOBAHHBIE JJIEKTpOHHBIE moamucu. Cocras
JOJDKHOCTHBIX JIMI[ M PaGOTHMKOB YHHBEPCHTETA - BIIAJENIBLEB YCHICHHBIX KBATU(DHUIMPOBAHHBIX
SJIEKTPOHHBIX MOANHUCEH JO0JDKEH ONPENeNATh PEKTOP.

10.16. Ilpu nepenade YHHBEPCHTETOM OJJIEKTPOHHBIX JOKYMEHTOB Ha OJIEKTPOHHBIA ajpec
JApyroi OpraHu3alM, a TaKXkKe Ul OOMEHa 3JIEKTPOHHBIMH JOKYMEHTaMu mocpeactsomM CDJ] B
YHHUBEPCUTETE M €0 IOAPasJCNeHUsIX MOTYT HCIIONB30BAThCS yCHIICHHBIE HEKBATU(DUIMPOBAHHBIE
9JIEKTPOHHBIE MOINKCH W/UIM TPOCTHIE JIEKTPOHHbIE IOANUCH (Hajee - SIEKTPOHHAS IOIIMKCH) B
cooTBeTcTBHH ¢ PesiepanbHbM 3akoHOM OT 6 anpenst 2011 r. N 63-D3 "O6 snekTpoHHOM moamucu”.

10.17. Dnextponnslit nokymenT B COJ] YHuBepcuTera, MOAMUCAHHBIA 3JIEKTPOHHOM MOIIUCHIO,
IIPU3HAETCS PaBHO3HAYHBIM JOKYMEHTY Ha OyMa)KHOM HOCHTeEJIE, IIOANUCAHHOMY COOCTBEHHOPYUYHOM
IOJNUCHI0O U MMEET OJMHAKOBYIO C HHUM IOPUIAMYECKYIO CHIIy IIPH OJHOBPEMEHHOM COOJIIONEHUH
CIIEYIOIUX YCIIOBUM:

KJIFOY ITOJIMCH, OTHOCSIIMHCS K KOHKPETHOM 3JIEKTPOHHOM IOAIKCH, HA MOMEHT IOIUCAHMS
9JIEKTPOHHOI'O TOKYMEHTA SBJIACTCS N€HCTBUTEIBHBIM (OCTOBEPHBIM), HE YTPATHJI CHITY (HE OTO3BaH);

IIOJTBEPXK/ICHA MOUTMHHOCTD 3JIEKTPOHHOM ITOJIIMCH B 3JIEKTPOHHOM JIOKYMEHTE;
JlaTa ¥ BpeMsl CO3/IaHus 2IeKTPOHHOU noanucu 3aduxcuposansl B CO/I;

OJICKTPOHHAasA IIOAIIUCH HCIIOJIB3YETCA B COOTBCTCTBHHU C YCTAaHOBJICHHBIM B YHuBepcheTe
pacnpe€aciiCHUEM I1paBa MOANKUCH TOKYMEHTOB MEXK1Y JOJDKHOCTHBIMH JIMIAMU H pa6OTHPIKaMPI.

10.18. I'enepanuio u xpaHeHue Kioded HekBauuipoBanHoi u npocroit D11 B COJI momken
OCYILIECTBIATE aAMuHUcTpaTop CO/I.

10.19. Kannenspus uiv HHOE IOJpa3/ieIeHHe Y HUBEPCUTETA BEACT YUeT KIIFOYEeH 3JIEKTPOHHBIX
HOJNHKCEH B CIICIMATBHOM XXypHalie. Beiaua MaTepHaabHBIX HOCHTENEH SJIEKTPOHHOM MOIIUCH U UX
BO3BpAT 110 UCTEYEHUH CPOKA JACHCTBHUS OCYIECTBISAETCS 1O/ MOANUCH pabOTHUKA B XKypHAJIE.

Bu bl OJICKTPOHHBIX [IOJITUCEH, HCIIOJIb3YEMBIX B YHI/IBCpCHTCTe, yCTaHaBJIUBAKOTCA
opraﬂmauueﬁ 1 3aKpPCIUBIIOTCA B JIOKAJIBHOM HOPMATUBHOM aKTeE.

10.20. Co3nanue mapoyied st MPOCTOH 3JIEKTPOHHOW IOJANKMCH OCYILECTBIIIETCS B IOPSJIKE,
YCTAHOBJICHHOM JIOKQJIBHBIM HOPMATHBHBIM aKTOM YHMBEPCHTETa, YCTaHABIMBAIOIIUM IOPSIOK
skcrutyaranuu COJ1 1 UCIOJIB30BaHuUS SIIEKTPOHHBIX ITONUCEH IIPH paboTe ¢ JOKYMEHTaMH.

10.21 Kiroy 37eKTpOHHOM MomucH, ucnoisdyemoir B COJI, sBisercs KOHQHICHIHAIBHON

uH(pOpManueH 1 3alUIIAeTCs B COOTBETCTBUH C BaKOHOHaTCHBCTFWPmmmEH%?I.H_, 40

rl,. LY s e

| - ronyrAe TRIVELIG AMar
i KRACHOY SIS Less
o LD I AP/ - /{
Soe—— csv——— —— - ot
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Kpacnospckuii F'AY

®Ir'OY BO

AV

denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii 'AY-CMK-1/I-7.5.3-2018

Ilpunosxncenue N 1

MUHUCTEPCTBO CEJIBCKOI'O XO3IMCTBA

POCCUMCKOU ®EJIEPALIUN

JlemapTaMeHT Hay4YHO-TEXHOJIOTUIESCKOU MOJIMTUKUA U 00Pa30BAHHUS

®enepalibHOE TOCYIApCTBEHHOE OI0/KETHOE 00pa30BaTeIbHOE YUPEKICHHIE

BBICHICTO 06pa30BaHI/I$I

«KPACHOSIPCKUI1 T'OCYJAPCTBEHHbBIN

« » 20

0 ueM (TeKCT MpHKa3a)

Ha ocHOBanun

Pextop

ATPAPHBIMM VHUBEPCUTET»

ITPUKA3
No
r. KpacHosipck
ITPUKA3BIB A IO:
HOAMNNCH H.N.IIspxkukoBa
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Kpacnospckuii F'AY

®Ir'OY BO

AV

denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii 'AY-CMK-1/I-7.5.3-2018

Ilpunooswcenue N 2

MUHUCTEPCTBO CEJIBCKOI'O XO3SIMCTBA

POCCUMCKOU ®EJIEPALIUN

JlemapTaMeHT Hay49HO-TEXHOJIOTUICCKOU MOJIMTUKUA U 00PA30BAHHUS

d)enepanLHoe rocyaapCTBEHHOC 6IO,H)KCTH06 O6paSOBaTeJ'IBHOG YUpCKACHUC

BBICHICTO 06pa30BaHI/I$[

«KPACHOSIPCKUI1 T'OCYJAPCTBEHHbBIN

« » 20

0 4eM (TEKCT pacHopsHKEHUs)

Pexrtop

ATPAPHBIMI VHUBEPCUTET»

PACIIOPSDKEHHUE
No
r. KpacHosipck
MOJIIIUCH H.U.I1IepxukoBa
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denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
v rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii F'AY

v Kpacrosipekuit TAY-CMK-MJ1-7.5.3-2018

Ilpunoscenue N 3

MHWHHCTEPCTBO CEJILCKOI'O XO3UCTBA
POCCUMCKOU ®EJIEPALIUN
JlemapTaMeHT Hay9HO-TEXHOJIOTUIESCKOU MOJIMTUKUA U 00Pa30BAHHUS

d)enepanLHoe rocyaapCTBEHHOC 6IOI[)I(CTHO€ O6pa3OBaTeJ'ILH06 YUYpCKACHUC
BBICHICTO 06pa30BaHI/I$I

«KPACHOSIPCKUI1 T'OCYJAPCTBEHHbBIN
ATPAPHBII VHUBEPCUTET»

ITPOTOKOJI
3ace/laHus peKropaTa

[Hara Ne

IIpencenarens: ©.1.0.
CexkpeTtapsb: ®.1.0
[IpucyrcTBOBaNM: KOJI-BO YEJIOBEK (CIHMCOK MPUIIAraeTCs)

IloBecTka nHS:

1. Tekcr

Hoxi. @.1N.0.
2. Tekcr
Hokn. ©.1.0.

1. CJIVIOAJIA:

@.1.0. BeIcTynaromero, KpaTkuii TEKCT BBICTYIICHUS
BBICTVYIINJIA:

@.1.0. BeIcTynaromux, KpaTKUil TEKCT BBICTYIUICHHUS
I[TOCTAHOBUJIN:

1.1 Kpatkuii TEKCT MOCTaHOBJICHUS

1.2. KpaTkuii TEKCT TOCTaHOBJIEHHUS Ta.

2. CJIVIOAJIA:

BBICTVYIINJIA:

I[TOCTAHOBUJIN:
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Kpacnospckuii F'AY

denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
®denepanbHOTo rocy1apcTBEHHOTO OOIKETHOTO 00pa30BaATENbHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit

dI'BOY BO o o~
v TOCY/IapCTBCHHBIN arpapHblii YHUBEPCUTET)
\/ Kpacuostpckuii TAY-CMK-WJI-7.5.3-2018
3. CJIYHIAJIU:
BBICTYIINJIA:
[NIOCTAHOBUJIN:
[Ipencenarens ®.1.0.
Cekperapb ®.1.0.
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denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
v rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii F'AY

V Kpacrosipekuit TAY-CMK-MJ1-7.5.3-2018

Ilpunooswcenue N 4

DenepanbHOE FOCYAAPCTBEHHOE OFOKETHOE 00Pa30BaTENbHOE YUPEKACHUE
BBICIIETO 00pPa30BaHUS

«KPACHOSPCKUI1 T'OCYIAPCTBEHHBIN
ATPAPHBIN YHUBEPCUTET»

I[TPOTOKOJI
OIIEPAaTHBHOTO COBEILAHHUS
y NpopeKTopa 1o yuedHoi padbore

(mara)

[Ipopekrop no yueOHo# padote - @amumms U.O.
Cekperaps - @amunus 1.0.

[pucyrcrBoBanu: @ammiug 1.0., @amunus N.0., Gamunus U.0O. ...

1. O6 opranu3zanuu paboThl y4eOHOTro mporecca ...

(Gamunus U.0., @amunus NU.0., Gamunus 1.0.)

1. YcTranoBuTS, YTO ...

2. PykoBonurento tembl (Pamunus 1.0.) obecrieyuTs KOHTPOIIb ...

2. OO0 ydactuu B 3acefjaHuu paboUeii TPyMIIbI 110 ...

(Pamumus U.0., @amunus 1U.0., Pamunus 1.0.)

1. IToaroToBUTH K 3aceqaHuio paboyel TPyMIbl MAaTEPUAIIBI O ...

ITpopextop o YP [Moanuce N.0O. ®amunus

Cexkperapb [Moanuce N.0O. ®amunus
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denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii F'AY

®Ir'OY BO

Kpacnospckuii 'AY-CMK-1/I-7.5.3-2018

Ilpunoscenue N 5

//\ MUHHUCTEPCTBO CEJbCKOI'O XO35IiICTBA

POCCHIICKOM ®EJIEPAIINN
JenapraMeHT HAYYHO-TEXHOJIOTHYECKOH MOJMTHKU M 00pa30BaHus

KpacHosipckuii
TAY

@rH0Y BO DenepaibHOE roCyIapcTBEHHOE OI0XKETHOE 00pa3oBaTeibHOe YUpeKIeHne
BbICILIET0 00pPa3oBaHMsA
«KPACHOSIPCKHUM I'OCYJIAPCTBEHHBIM

ATPAPHBIM YHUBEPCUTET»

660049 r. Kpacnosipck, ip. Mupa, 90

oT No Ten.: (391) 227-36-09
®daxc: (391) 227-05-34
Ha Ne oT E-mail: info@kgau.ru

VBaxkaemsolit ims, OtuecTBo!

Hpez[naraeM Bam IIPpUHATL Y4YaCTHC B AHKCTUPOBAHUHN O6paSOBaTCJ'IbHBIX OpraHHSaHHﬁ,
OCYHICCTBIIAIOIINX IMOATOTOBKY CIICHUAIMCTOB 110 MHKCHCPHBIM CIICHHUAJIbHOCTAM.

AHKCTI/IpOBaHI/Ie NpoOBOAUTCA HaMHM B MCIAX c6opa I/IH(l)OpMaI_II/II/I 0 BY3axX, BBbIIIYCKAOIINUX
CIICIuaJImCTOB HCO6XOI[I/IMLIX HaM CHCI_II/IaJ'IBHOCTeI\;I, KOTOPLIX B L[aaneﬁmeM MOYKHO OBLIO OBI
IMPUBJICKATE IJIA MMPOXOKACHUA HpOHSBOI{CTBeHHOﬁ MMPAKTUKHN U IIOIMOJHCHUS 1ITaTa CIICHUAJINCTOB Ha
NpeaApUATUAX OTPACIIN.

3aI0JIHEHHYIO aHKETY IIPOCUM BBICJIATh B HAIII aJIpec.

IIpunoxxenne: Ankera Ha 2 1. B 1 9K3.

C yBaxeHueM,

Pexrop
1.3.H., ipodeccop [Toanuce H.N. ITepkukoBa

Hcnonuurens:
damunusi, UM, 0TYECTBO, CEKPETAPh PEKTOpa

(391) 227-36-09; info@kgau.ru
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Kpacnospckuii F'AY

®Ir'OY BO

AV

denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii 'AY-CMK-1/I-7.5.3-2018

«

AKT

» 20 1. Ne

r. Kpacnospck

ConepKUMOro KOHBEpTa
ot OO0« Iuno-Kop»

CocraBiieH KOMUCCUEN:

IIpencenarens

YrieHbI KOMUCCUH

IlpunoscenueN6

YTBEPXJAIO

®I'bOY BO Kpacnosipckuit 'AY

HOAINCH H.N.ITspkukosa

- moipkHOCTE @. U.O.

- nomxuocts ©.1.0.

- nommxHOCTE ©.1.0.

13 uronst 2018 npu BCKPBITUM M OCMOTPE COAECPKUMOTO KOHBEPTA, MOCTYIMUBILIETO 3aKa3HBIM

nuceMoM ¢ yBenomiieHueM Ne 8043 ot OOO «IIuno-Kop», komuccus 0OHapy»Kuia YUCThIN JIUCT

Ooymaru opmata A-4 B KoaudecTBe | mmIT.

AKT cocTaBlicH B TPEX IK3CMILIApax:

1-#1 5k3. - HanpasieH B OOO «IIuno-Kop»

2-1i 9K3. - B KaHIICITSPHIO

3-11 3K3. — B geno Ne

[Ipencenatenb KOMUCCHUU

YsieHbI KOMUCCHUHU:

MO/ Ch ®.1.0.
MOAINCH D.1.0.
MMOIITNCH ®.1N.0.
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Kpacnospckuii F'AY

®Ir'OY BO

AV

denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii 'AY-CMK-1/I-7.5.3-2018

KAHIEJIAPUA
JOKJIAZIHA S BATTMCKA
10 oktsa6psa 2018 r. N 35

OO0 yBeTMUYEHUY IITATHOU
YHUCIIEHHOCTH TIO/Ipa3Ie/iCHHs

Ilpunoscenue N 7

Pextopy ®I'BOY BO Kpacnosipckuii 'AY
[TepxukoBon H.U.

VBaxaemsbiit Umsa OtuectBo!

B cBs3M cO 3HAUMTENBHBIM YBEIMYEHHEM OO0BEMOB 00pabaThIBa€MOW KOPPECTIOHACHIIUH,

HOCTynaIOHleﬁ B CBA3H C ....

mpomy Bac u3bpickaTh BO3MOXKXHOCTD YBCJIWYNUTh WITATHYIO YUCJIICHHOCTh OTACIA Ha OJHY OOJDKHOCTDH

CIIeMAINCTA 2-i KaTeropuHu.

C yBaxeHueM,

3aBeayronuil KaHensapuen

Tloamuce N.0. Damunus
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denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
v rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii F'AY

v Kpacrosipekuit TAY-CMK-MJ1-7.5.3-2018

Ilpunoscenue N 8

Komy: PykoBoguTensam ynpaBlIeHUI U CTPYKTYPHBIX IOAPA3ACICHUI

Ot: ®amuus 1.0., mpopeKTop 1o X03IHCTBEHHON paboTe U KalUTaIbHOMY CTPOUTEIBCTBY

Hara: 17 anpens 2018 1.

Tema: ITomaua 3as9BOK Ha ABTOTPAHCIIOPT

CJIIYKEBHAA 3AIIMCKA

B neisx ITIOBBIIIICHUA Bq)(beKTI/IBHOCTI/I HUCIIOJIB30BAaHUA u COKpaliCHusA IIpOCTOCB
ABTOTPAHCIIOPTHBIX CPEJCTB IICHTPa MPOIIY PYKOBOIUTENECH IMOJApa3ieicHUll MOJaBaTh 3asBKA Ha
aBTOTPAHCIIOPTHBIE cpeacTBa HEe o3aHee 15:00 nHs, MpeaIecTBYOMEro Moe3aKe.

Hupexrop MTII

(Tmoamuch) (1.0. ®amwmus)
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denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
v rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii F'AY

V Kpacrosipekuit TAY-CMK-MJ1-7.5.3-2018

Ilpunoscenue N 9

IPUMEPHBINA NIEPEYEHD YTBEPKJIAEMBIX JOKYMEHTOB

1. AKTBI (IIpOBEPOK, PEBU3HI; CIMCAHUS; IKCIEPTU3BL; IUKBUAALIMHA OpraHU3aluil).
2. I'padpuxu paboT, OTIYCKOB, CMEHHOCTH.

3. UHCTpYyKIIMU, TOJKHOCTHBIE HHCTPYKLIUU.

4. Knaccugukaropsl ”HGOpMALIMHU, JOKYMEHTOB.

5. Meronuueckre peKOMEeH a1, METOINYECKHE YKa3aHUs U METOIUKU.

6. HomeHkatypa i1 opraHu3aium.

7. HopMbl 1 HOpMaTUBHI (BpeMEHH, YHCIEHHOCTH PAOOTHUKOB, PacXojia ChIpbsS U MaTEpPHAJIOB,
ANEKTPOIHEPTHH).

8. Onucu zaen (IOCTOSIHHOTO, BpeMEHHbIX (cBbliie 10 JieT) CPOKOB XpaHEHUS U IO JINYHOMY
COCTaBy).

9. [lepeunwu (10DKHOCTEHN, OpraHU3alii, BUI0B HH(POpPMAIIUU, JOKYMEHTOB).
10. ITonutukwu.

11. Tlonoxenus (o moapas3aeneHuUsIX, IPEMUPOBAHUU, ATTECTAIIUN).

12. Tlopsinkwu.

13. IlpaBuna.

14. PernameHTHI (B TOM UHCIIE PErJIaMEHThl OM3HEC-TIPOIIECCOB).

15. CranmapTsl OpraHu3alyi.

16. YcraBsl.

17. Yaudunupoanabie GOpMbI JOKYMEHTOB.

18. IlITaTHOE pacniucaHue.
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denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
v rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii F'AY

V Kpacrosipekuit TAY-CMK-MJ1-7.5.3-2018

Ilpunosncenue N 10

INPUMEPHBIN IEPEYEHD
JOKYMEHTOB, 3ABEPAEMBIX IIEYATBbIO OPTAHU3ALIUHN

1. ApxuBHas crpaBka.

2. AxTel (IpreMa 3aKOHYCHHBIX CTPOHMTEILCTBOM OOBEKTOB, OOOPYIOBAHMSI, BBHIMOJTHCHHBIX
paboT, CriMcaHus, SKCIICPTU3HI).

3. Komnuu ¥ BBIMUCKH U3 AOKYMCHTOB, BbIAABACMbIX IJIA NPCACTABJICHUA B JPYIrUC OpraHru3anuu.

4. OOpas3upl OTTUCKOB IMeyaTed U MoAmuceld pabOTHUKOB, UMEIONIMX IPaBO COBEPIIATH
(bMHAHCOBO-XO3SIIICTBEHHBIE ONEPALIUU.

5. lopydenus (Or0KEeTHBIC, OAHKOBCKHE, IMCHCHOHHBIC; TJIATE)KHBIC, NHKACCOBBIC B OAHK Ha
MOJIy4eHUE MHBATIOTHI CO CUETOB, IIEPEBO/I BAIOTHI).

6. IlpencraBmeHuss W XojaraiicTBa (0 HarpaXJICHWH TOCYJapCTBCHHBIMH HarpagamMu |
MIPEMUSIMH ).

7. PeecTpbl (4€KOB, MOPYUEHU, TPEICTABISEMBIX B OAHK).

8. CmpaBku (0 goxomax (U3MUECKUX JHI, O BBIIJIATE CTPaXOBBIX CyMM, O OalaHCOBOI
CTOMMOCTH OCHOBHBIX (DOHIOB, TO MEPCOHU(PUIIMPOBAHHOMY YyUYeTy, OGMOPMIEHHIO CTPaXOBBIX
CBUJIETENBCTB, IO 3ampocaM OpraHu3aluii, MO JOKYMEHTaM, NpPEIOCTaBIsieMbIM B Cyd, - IO
HEOOXOUMOCTH).

9. YnocToBepeHus: pabOTHUKOB.
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denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
v rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii F'AY

\// Kpacrosipekuit TAY-CMK-MJ1-7.5.3-2018

Ilpunosncenue N 11

MPUMEPHBII NEPEYEHD
HEPET'MCTPUPYEMBIX BXOJAIIUX JOKYMEHTOB <43>

<43> Ecau yka3aHHbIE JIOKYMEHTHI IIOCTYNUJIM C COINPOBOJUTENIBHBIM IHCbMOM, IHCbMa
PErUCTPUPYIOTCS B IMOPSAKE, YCTAHOBIEHHOM MHCTPYKIUMEN IO IEJIONPOU3BOJICTBY OpraHU3ALNH.

1. AHKeTHI (pe3toMe), HaMpaBIIIeMbIe B LIETSAX TPYAOYCTPONUCTBA.

2. EYXFaJ'ITepCKI/Ie HAOKYMCHTEIL (6YXFaJITepCKaH OTYCTHOCTD, CUCTA, C‘IeTa'(baKTypr, aKTbl CBCPKHU
B3aMMOPACUCTOB, aKThI IPUCMKU-TICPECIaUIN OCHOBHBIX CPCICTB, TOBAPHBLIC HaKJIal[HI)Ie).

3. 'OCTsl, TeXHUUYECKHE PETIaMEHThI, PYKOBOJSAILIME U JAPYTUE JOKYMEHTBI 10 TEXHUYECKOMY
PEeryJIupoOBaHMIO U CTAaHJAPTU3AIIUH.

4. I'pacduxu, HapsAbI, 3aBKH, pPa3HAPSIIKH.

5. JokyMeHTHI (ITPOEKTHI JOKYMEHTOB), TpeOyIOIINe MOANUCaHUs (COTIaCOBAaHUS, YTBEPKIACHHUS )
U TIOCJIEIYIOIIETO BO3BpATa.

6. KonkypcHas JoKyMeHTaIus.
7. HayqHO-TexHUYECKasl U MPOEKTHAS JOKYMEHTALH.
8. Koppecnonaenuusi, agpecoBaHHasi paOOTHUKaM OpraHU3aluu ¢ mometrkon "JInyno".

9. IleuarHbie U3aaHusg (KHI/IFI/I, JKYPHAJIbI, Fa3eTH), KaTaJIOTH, TCXHUYCCKaA JIUTEparypa,
TEMATUYCCKUEC U CIICIHUAJIbHBIC C60pHI/IKI/I, IJIaKaThl.

10. HOSI[paBI/ITGIII)HI)IG nmucbMa M TECJICTPAMMEI, 6J'IaFO)IapCTB€HHI)Ie nmucbMa U TCIICTPAMMEBI,
MPUTTIACUTCIIBHBIC OMJICTBI.

11. IlpeickypaHTshl.

12. [IpurnacutenbHble OUIETHI, IPUTIIAIICHUS.

13. [Iporpammsl KOH(pepeHLINH, COBEIIAHHHA.

14. PexiiamMHble MaTepuansl (MUCbMa, TUCTOBKH, IPOCIIEKTHI, OYKIIETHI).
15. YueGHble maHbl, IPOrpaMMBbl.

16. ®opmbl 1 Gi1aHKH, B TOM YHCie (POPMBI CTATUCTUYECKOM U MHOM OTYETHOCTH.
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Kpacnospckuii F'AY

®Ir'OY BO

denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii 'AY-CMK-1/I-7.5.3-2018

KpacHnosipckuii
Ay
@®TBOY BO

Hpunoxncenue Ne 12

MHUHHUCTEPCTBO CEJbCKOI'O XO351ICTBA
POCCUMCKOM ®EJNEPALIMA
JenapraMeHT HAYYHO-TEXHOJIOTHYECKOH MOJMTHKU M 00pa30BaHus
®@enepalbHOE FOCy1apCTBeHHOE 010/keTHOE 00pa30oBaTeIbHOE yUpeKAeHne
BbICILIET0 00pPa3oBaHMsA
«KPACHOSIPCKHMI I'OCYJAPCTBEHHBIN
ATPAPHbII1 YHUBEPCUTET»

YTBEPXAIO
Pextop ®I'bOY BO Kpacnosipckuii
H.J. ITepxukoBa

« » 20 T
HOMEHKIJIATYPA JEJI
Ha roj
Nunexc 3aroJioBOK jena KomnuecTBo Cpok [Tpume
nena nen XpaHEeHUS YaHKe
7iesia ¥ HoMep
CTaThH IO
[Tepeunto
1 2 3 4 5

HaszBanue pasznena

3aBeayroIuMi KaHLIeIsIpuen

Buza nauanpHuka ApXHUBHOT'O OTACTIAa

paciudpoBKa MOAMUCH
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Kpacnospckuii F'AY

®Ir'OY BO

AV

denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii 'AY-CMK-1/I-7.5.3-2018

COI''TACOBAHO
[Iporokon DK

OI'bOY BO Kpacnosipckuit 'AY

oT Ne

Hrorosas 3ammcek o KaTCropusax n KOJIN4YCCTBC ACII,

3aBECHHbBIXB

[To cpokam xpaHeHus

Bcero

B ToM uucne

MEPEXOIANTUX ¢ otmeTkou DIIK

IlocTogaHOTO

Bpemennoro (cBermre 10 ser)

Bpemennoro (o 10 net
BKJTFOUUTEIIHHO)

HUTOI'O:

HaunmeHnoBaHue JOJDKHOCTHOTBCTCTBCHHOI'O

3a OCJIOIMPOU3BOACTBO U aPXHB

Mara

(pacmmbpoBKa MOAMUCH)
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denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
v rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii F'AY

v Kpacrosipekuit TAY-CMK-MJ1-7.5.3-2018

Ilpunoscenue Nel3
BHYTPEHHAA OIIMCH
JIOKYMEHTOB fiena Ne
Howmepa

No | PerucrparinoHHbIN JlaTa 3aros0BOK JIOKyMEHTa JINCTOB [Ipumeuanue

n/n UHJEKC JOKYMEHTa nena
JAOKYMCHTa

1 2 3 4 5) 6

Hroro JIOKYMEHTOB,
(tmpaMu ¥ IPOIHCHIO)
KonnyecTBo JIMCTOB BHYTPEHHEN OIIMCH
(tmdpaMu ¥ IPOITHCHIO)
HaumeHnoBaH#e HODKHOCTH (momucs) (pacmpoBKa MOAMUCH)

pabOTHHKA, COCTABUBIIIECTO
BHYTPCHHIOIO OITUCh JOKYMCHTOB
Jena

Hara
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denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
v rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii F'AY

v Kpacrosipekuit TAY-CMK-MJ1-7.5.3-2018

IHpunoostcenue Neld
JIMCT-3ABEPUTEJIb JIEJIA Ne
B nene noammTo U NpoHyMEpOBaHO JIUCTOB
(1dpamMu ¥ POMTUCHIO)

c Ne mo Ne , B TOM 4HCJIE:
JIUTEPHbIE HOMEPA JIUCTOB
IIPOIYILIEHHBIE HOMEpPA JINCTOB
+ JIMCTOB BHYTPEHHEH OIUCH

OcobeHHocTH (PU3NIECKOT0 COCTOSTHUS U (POPMHUPOBAHUS AeTa Howmepa

JUCTOB
1 2
(HaMMEHOBaHUE JI0JKHOCTH PabOTHHKA) (moamuce) (pacmmdpoBKa MOANKCH)

Mara
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Kpacnospckuii F'AY

®Ir'OY BO

AV

denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii 'AY-CMK-1/I-7.5.3-2018

denepanbHOE TOCYIAPCTBEHHOE OFOHKETHOE

o0pa3oBaTenbHOE YUPEKICHUE
BBICIIIEI0 00pa30BaHuUs

«KpacHOspCcKuil rocy1apCTBEHHBIN

arpapHbIil YHUBEPCUTET»

AKT

Ne

O BBIACJICHUH K YHUUYTOXCHUTIO
APXUBHBIX TOKYMCHTOB,
HC NOJICKANXXPAHCHUTIO

Ha ocHoBanuu:

Ilpunostcenue N 15

YTBEPXIAIO
Pextop ®I'BOY BO KpacHospckuii
H.N.IIsrxukoBa

(moamnuce)
Jara

(Ha3BaHI/Ie 1 BBIXOHBIC JaHHBIC NEPCYHA JOKYMCHTOB C YKAa3aHHUCM CPOKOB XpaHeHI/Iﬂ)

OTO6paHI>I K YHUYTOKCHHUIO KaK HC UMCIOIIHEC HaytlHO-I/ICTOpH‘{CCKOfI LHEHHOCTH U YyTPaTUBIINC

MPAaKTUICCKOC 3HAYCHUC NOKYMCHTEI (I)OH,[[a Ne

(Ha3Banme GoHma)

Ne 3aroyioBoK Tonwsr Howmep Howmep Komnu- Cpoxu xpanenust | Ilpumeuanue
n/m Jena(rpynrnoBoi OoIicH €/1.Xp.1I0 YeCTBOCA.XpP. | M HOMepa cTaTer
3aroJIOBOK ornucH TI0 TIEPEUHIO
JIOKYMEHTOB)
1 2 4 5 6 7 8
Htoro ex.Xp. 3a TOJEL.

(mdpaMu 1 TPOTHCHIO)

Omnucu ACJI TOCTOAHHOI'O XpaHCHUA 3a

ronb! yreepkaeHsl DI1K

(mpoToko OT No

(HanMeHOBaHNE apXUBHOTO YUPEKICHIA)

)
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denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

Kpacnospckuii F'AY

®Ir'OY BO

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

v Kpacrosipekuit TAY-CMK-MJ1-7.5.3-2018

HavansHuk apxuBHOTO oTz€EIa

(moamucs)
COI''TACOBAHO
[Iporokosn OK ®I'bOY BO Kpacnosipckuit 'AY
oT Ne

I[OKyMeHTBI B KOJIMYECTBEC

(pacmmpoBKa MOIKCH)

ell. Xp.

- Ha OyMa)XHOM HOCHUTEJIE BECOM

KI'.CIaHbI

Ha YHUYTOXKCHUC,

- Ha 3JICKTPOHHOM HOCHTCJIC CJaHbl HA YHUYTOKCHUC

(cI0c06 YHHYTOXKEHUS)

Hauanpuuk APXHUBHOI'O OTACJIa

(TomHCh)
COI''TACOBAHO
[Iporokon DK ®I'bOY BO Kpacnosipckuit 'AY
oT No

(pacmmdppoBKa MOAIHCH)
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denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

Kpacnospckuii F'AY

®Ir'OY BO

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

AV

Kpacnospckuii 'AY-CMK-1/I-7.5.3-2018

denepanbHOE TOCYIAPCTBEHHOE OFOJKETHOE

00pa30BaTEIbHOE YUPEXKICHUE
BBICIIIET0 00pa30BaHUS

Ilpunoswcenue Nol6b

YTBEPX/IAIO
Pextop ®T'5OY BO KpacnHosipckuit
H.A.IIppxukoBa

«KpacHosipckuii rocy1apcTBEHHBIH

arpapHbI YHUBEPCUTET» « » 20 1.

donag NeP-2122

Omuce Nel

JIeJ1 IOCTOSIHHOTO XpaHEHUs

3a roj

Nom/m | Mupekc 3aroJioBOK jAena Kpaitnue Komnuectso |[Ipume

Acia TaThI JINCTOB JaHHE
1 2 3 4 3) 6
Haszsanue pasnena
B nanHBIN pa3zen onucu BHECEHO ned,

c Ne

JIUTCPHBIC HOMCpaA:

o Ne

MPONYIIEHHBIE HOMEPA:

Hauansauk APXUBHOT'O OTACIAa

COI''TACOBAHO

(tmdpamu U IPONKCEHIO)

B TOM YHUCIJIC:

(Tromucs) (pacuridpoBKa MOIUCH)

[Tpotoxon DK ®I'bOY BO Kpacnosipckuit 'AY

oT Ne
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denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

Kpacnospckuii F'AY

®Ir'OY BO

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

AV

Kpacnospckuii 'AY-CMK-1/I-7.5.3-2018

denepanbHOE TOCYIAPCTBEHHOE OFOJKETHOE

o0pa3oBaTeIbHOE yUpEKICHUE
BbICIIEr0 00pa3oBaHUs

YTBEPX/IAIO

Ipunoscenue Neli

Pextop ®I'bOY BO KpacHosipckuii

«KpacHospcknii rocy1apCTBEHHBIN

H.N.IIspxukoBa

arpapHbIi YHUBEPCUTET» « » 20 T.
donag Ne P-2122
Omnuce Ne 2
JIeJ1 110 TUYHOMY COCTaBYy
3a roJt
No | Unneke 3aroioBOK Jie1a Kpaiiane Cpox Komuectso | TTpumve
wo | AC1a JIaThI XpaHECHUS JIICTOB YaHUe
1 2 3 4 5} 6 7

B nanHbIf pa3zien onucu BHECEHO Je,

c Ne

JIUTCPHBIC HOMCpA:

o Ne

MPONYIIEHHBIE HOMEPA:

Hauansauk APXUBHOT'O OTACIAa

COI''TACOBAHO

(umdpaMu U IPONKCHIO)

B TOM 4HHUCJIC:

(moammce)

[Tpotoxon DK ®I'bOY BO Kpacnosipckuit 'AY

oT Ne

(pacum¢poBka moammucH)
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denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
v rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

Kpacnospckuii F'AY

v Kpacrosipekuit TAY-CMK-MJ1-7.5.3-2018

Ilpunoscenue Nel8

KpaeBoe rocynapctsennoe yupexaenne «I ocygapctBeHHbIl apxuB KpacHOSpCKOro kpas»

denepanbHOE TOCYIApPCTBEHHOE OI0IKETHOE 00Pa30BaTEIbHOE YUPEXKIEHUE BBICIIETO
oOpa3zoBanus «KpacHOSpCKHil rocyAapCTBEHHbIN arpapHblii YHUBEPCUTET»

(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3ICICHNUS)

JTEJIO Ne TOM Ne

(3aros0BOK nerna)

(kpaifHue 1aThl)

Ha JUCTaxX
XpaHUTh

@. No

Om. Ne

. Ne
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denepanbHOE TOCYAApCTBEHHOE OI0KETHOE 00pa30BaTeIbHOE
YUpEXIEHHE BbICIIEI0 00pa30BaHus
«KpacHosipcknii rocyjapCTBEHHBIN arpapHblii YHHBEPCUTET»

Kpacnospckuii F'AY

®Ir'OY BO

HNHcTpykuus 1o Ae10npOU3BOACTBY
denepanbHOro rocyJapCTBEHHOI0 O10KETHOr0 00pa30BaTEIbLHOTO
yupexxaeHus Beiciiero oopasoBanus «KpacHosipckuit
rOCyIapCTBEHHBIN arpapHblil YHUBEPCUTET»

AV

Kpacnospckuii 'AY-CMK-1/I-7.5.3-2018

JIMCT perucrpauvu u3MeHeHHu i

Howmep nucra

Howmep

wsmenenus | VI3MeHe-

HHOI'O

HOBOTI'O

HU3BATOI'O

Hara
BHECCHHSI

HU3MCHEC-
HUA

Hara
BBEJICHUS
M3MEHe-
HUSA

Bcero
JINCTOB B
JIOKyMEHTE

IToxmmcs,

OTBCTCTBCHHOT'O 3a
BHCCCHHC

U3MCHEHUN
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